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Use this checklist to plan your school tour step by step — and avoid the most common last-minute surprises.

Ready to book your school tour?

Primary School Tours
astropark.ie/kids/school-tour/primary-school/

Transition Year Tours
astropark.ie/kids/school-tour/transition-year/

6–8 WEEKS BEFORE

Decide on learning objectives and the type of trip that suits your class

Research 2–3 venue options and check availability for your preferred dates

Get preliminary principal approval before contacting any venue

Request a written quote from your chosen venue (confirm what's included)

Book transport — confirm the coach can accommodate your group size

Confirm the venue booking in writing

4–5 WEEKS BEFORE

Send a letter home: date, destination, cost, what to bring, return time

Distribute parental consent forms (required for all students travelling)

Set a clear deadline for consent forms and payment

Begin collecting medical and dietary information for students with specific needs

2 WEEKS BEFORE

Confirm booking with the venue and transport provider

Chase any outstanding consent forms or payments

Share medical and dietary information with the venue

Arrange additional adult supervision (check your school's required ratios)

THE WEEK BEFORE

Brief your class: what they'll do, the rules, and what to bring

Prepare your teacher's pack: consent forms, emergency contacts, first aid info

Confirm departure time with parents and remind them of what's needed

ON THE DAY

Headcount before boarding and again on arrival at the venue

Keep all consent forms and emergency contacts on you at all times

Regular headcounts throughout the day, especially between activities

Report any accidents or injuries to your principal on your return

https://www.astropark.ie/kids/school-tour/primary-school/
https://www.astropark.ie/kids/school-tour/transition-year/

