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Philosophy 

 

As part of its educational mission and in order to encourage a broadminded, enquiring, and 

informed approach in its learners and staff, Uplands College supports school tours and travel in 

principle. Overseas tours remain on the compendium of learning experiences offered by the 

College. 

 

The College will endeavour to encourage, facilitate and arrange a diverse programme of such 

activities in order to offer the maximum opportunity for growth, development and education in as 

many of its learners as possible. Paramount is the value of the experience as a 21st Century, 

global, world-view perspective. 

 

If properly selected and managed, tours can contribute greatly to the ethos of the College. These 

tours may be organised by the school academic, sporting or cultural staff.  The efforts of those 

willing to get involved are appreciated.  

 

Overview  

 

In the first instance the College encourages participation in as many national tours and festivals 

as possible. More scholars and staff members are able to participate in these and they are 

relatively cost effective.  

 

The policy deals mainly with procedures for overseas tours however; the principles and procedures 

are equally applicable to local tours.  

 

Objectives of this policy 

 

 To establish some guiding principles to assist stakeholders (College, Staff and Parents) 

with the organization and funding of overseas tours in particular and also as to ensure that 

the existence of such an important experience is not jeopardized in the future.  

 

 To create and maintain a knowledge base, which is available to the stakeholders in the 

future, by producing this tour document with guidelines to ensure processes are put in 

place so as to achieve consistency and maximum benefit at minimum cost.  

 

 To guide the staff members expending time on organizing tours.   
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Tour Categories 

 

1. Local Tours 

2. Category A – Educational Tours 

3. Category B – Team Tours (Sport; cultural; Academic) 

4. Category C -  Enrichment Tours 

 Invitations (Leadership based) 

 Excursions 

 Exchange programme 

 President’s Award 

 

 

History of tours to date 

 

2000 Boys’ rugby; girls’ hockey- Zimbabwe 

2005 Girls Hockey- UK 

2006 Rugby -Argentina; Art/History-Europe, Kilimanjaro 

2007 Netball-Malaysia;  Boys Hockey-UK,  

2008 Art History -Europe, Business-China 

2009 Rugby-Argentina, Girls Hockey - Argentina, Tennis-UK 

2010 Kilimanjaro 

2011 Boys’ hockey; Netball -Malaysia/ Singapore  

2012 No tours 

2013 Cricket -UK; Girls Hockey-China, Art/History-Turkey, Italy, 

French Tour-France 

2014 India, USA 

2015 Leadership-USA; Pres Award-Borneo 
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Category A – Educational Tours 

 

These tours are usually cultural and academic in content and strictly voluntary tours.  It is 

suggested that a maximum of 1 tour in this category be allowed per year.  An attempt will be made 

to work on a 3-year cycle.  This will cater to the Senior Grade 10-12 band and allow a parent to 

make a long term decision with regards to this type of tour.   

 

As these tours are demand driven, sufficient numbers ie minimum 20 (2 non-paying staff) and 

maximum 40? (4 non-paying staff) is required for the tour to take place.  There may be no 

fundraising for such a tour however; an item of clothing, identifying the group, may be donated. 

 

 

Category B – Sporting & Cultural Tours 

 

Foreign based tours will only be considered once all local options have been comprehensively 

taken advantage of. There may be numerous local tours.  An overseas tour will be considered for a 

sports code when there is strong justification for, and merit in, such a tour.    

 

Taken into consideration must be the proportion of parents in the proposed tour who may have 

been absorbed in recent past tours.  

 

These tours require a selection process, and the College must take a competitive team. Parents 

should be informed of the tours well in advance, in order to allow parents to plan accordingly.  

 

It is recommended that an amount (60% of tour cost) must have been raised and in the bank 

before the final go ahead is granted for this tour.    

 

Points for consideration 

 Sufficient number of games to qualify the trip  

 Travelling time needs to be taken into consideration eg China 4 days travelling for 5 

games… 
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Selection for Sporting Tours 

 

The cost of tours is expensive as a result of uncontrollable external factors such as exchange rate, 

airfares and taxes. The possibility of parents not accepting an invitation to tour because of cost, 

effort and alternative choices becomes a reality with the negative effect of weakening the touring 

side and even jeopardizing the entire event. The College adopts a merit based selection policy in 

selecting the teams and parents may choose to be a part of the tour or decline the invitation. 

There is no formal commitment from parents, other than a moral obligation, which does have 

some downside risk, particularly in the case of late withdrawals for any number of reasons.  

 

 

Motivation of Sporting/cultural Tour 

 

1. All tours are must be conducted with reference to this policy and must be discussed in 

detail with the Co-Curricular Coordinator at inception. 

2. Motivation for an overseas sports tour must include the following points:  

a. Justification (Why now, why at all) 

b. Skill level of the pupils.  We certainly do not expect the pupils to win all their games 

but they should not embarrass themselves or the College. The motivation should 

included a plan to ensure team readiness in the months leading up to the tour 

c. Financial Implications.  We need to have some idea of costs and the ability of the 

parents of the pupils to afford the trip. The anticipated team members should be 

checked confidentially with the finance office. The Business Manager must have 

seen a first pass of the budget before the proposal is submitted to ManCom and 

ExCo.  

d. Fundraising / Sponsorship Proposal. No fundraising may take place unless it has 

been approved by the Headmaster.  

e. Suggested dates and destinations.  The proposal must be made bearing in mind the 

academic timetable and other sporting commitments of the College.  

f. Size and Organization.  How big is the squad?  What are your selection criteria?  Are 

you using a tour operator?  How many staff members will be going?  etc. 
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When deciding on which tours are to be approved, the key decision points will be:  

 

1. The strength of the side 

2. When last that particular sports code toured 

3. The relative importance of the sports code in the College 

4. The number of pupils being given an opportunity to travel 

5. The part the tour plays in the strategic development of the sports code 

6. The equity of allowing a particular code to tour in one year (e.g. Rugby) if it will possibly 

prevent another tour in subsequent years (e.g. Cricket, because it is the same boys).  

 

When choosing a tour decide on the:  

 

• Number of fixtures required. 

• Level of team and strength. 

• Particular schools to host and play against? 

• Preference of hosting over hotel accommodation? 

 

Fundraising and Sponsorship 

 

Parents must understand that the overwhelming cost of a tour will be borne by the parents. 

Limited fundraising can take place for category A tours. It must be clear whether funds being 

raised are for an individual or to bring down the average cost of the tour for the entire squad. 70% 

of the general funds raised should be applied to bringing down the average price. The remaining 

30% should be placed in a tour bursary fund. The bursary fund should be administered by the tour 

committee, which should include at least one parent.   
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Category C Enrichment tours 

 

1. Summits/conferences/symposiums 

  

 

 These tours are expected to be by invitation only and as a result of a relationship the 

College has with another institution or through networking.  A subcommittee should decide 

if the invitation is worth accepting.   

 They can focus on a variety of facets of education such as Leadership or Community 

Service.   Past tours of 2014 that fit this category are India through ASM; Rhino Summit SA; 

Sustainable Energy Symposium USA. These tours are voluntary however; a rigorous 

selection process is necessary.   

 Children wanting to go on this type of tour should  

o apply for a position on it,  

o motivate it in writing and  

o attend an interview by a panel of teachers and/or their peers.   

 It is worth noting that in most cases these tours are given short notice and small numbers 

are expected to attend them, which in all likelihood could make the tour expensive 

depending on the destination.   

 If there is enough notice fundraising may take place.  
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2. President’s Award 

 

 

 

This programme is a self-development programme for young people in South Africa.  With 

the assistance of adult volunteer leaders, it works with young people between the ages of 

14 and 25, by providing a balanced, non-competitive framework for self-development. This 

Award Programme has proven itself to be a powerful developmental tool for young people. 

The core of the Programme is based on self-development. The four pillars of the 

Programme: 

o skill development, 

o physical recreation, 

o community service, and 

o the adventurous journey. 

Both tertiary institutions and the place of work, increasingly see value in the Award 

Programme.  The President’s Award is also proud of its membership of the Duke of 

Edinburgh’s International Award Association, as part of a family of over 140 countries that 

operate the Award around the world. 

 

 

 

 

 

 

 

 

http://http/www.presidentsaward.co.za/wp-content/uploads/2013/04/DOE-value-to-employers.pdf
http://http/www.presidentsaward.co.za/wp-content/uploads/2013/04/DOE-value-to-employers.pdf
http://www.intaward.org/
http://www.intaward.org/
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3. Exchange programme 

 

   

 

Uplands School exchange:  

Exchange students will have the opportunity to experience life as a student and family member 

in another country.  The aim is for our students to immerse themselves in another culture 

experiencing academic, social, co-curricular and cultural life of his/her destination country.  

The duration of an exchange is approximately one term and is offered to students in Grade 10.  

Opportunities for exchange offered by Uplands are to the following schools:   

 

For an Uplands College student to be selected for the Exchange Programme, they undertake a 

rigorous application process.  

 

All Grade Ten learners (15-16 years old) in the College are all invited to apply for the 

programme. Applications close during the middle of the year before the exchange takes place 

(around August). The Exchange Programme coordinator is then simultaneously in contact and 

negotiation with our partner schools, trying to ascertain interest in exchange with Uplands 

College for that year as interest varies. 

 

The final number of positions for each year is determined by the number of selected students 

and the number of reciprocated positions offered by partner schools. When the number of 

possible partner positions becomes clear, the coordinators start suggesting certain applicants 

for particular positions based on their applications and certain criteria, that includes (but is not 

limited to) academic stability; maturity; responsibility; ambassadorship (for school and 

country); adaptability; school and community involvement; a good track record; sociability; 
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language ability and initiative. The financial security of the parents/ guardians/ organisation 

responsible for the funding of the exchange programme is also taken into consideration. Due 

to places in our boarding houses being somewhat limited, we cannot always guarantee that 

learners who are in boarding and who are deemed suitable candidates will be given a place 

unless they are able to provide alternative accommodation. This needs to be indicated in a 

form signed by the applicant’s parent/s. 

 

At this point, approved candidates are given a firm offer of a place in that year’s programme 

and others are informed that they have not been selected. The implication of such a rigorous 

and intensive application and placement negotiation is that not every learner who applies will 

be offered a place in the programme. It is the reality of the exchange programme that some 

applicants will be successful and others will be disappointed.  

 

The programme aims to place between 5 and 10 candidates a year, but the final placements 

will depend entirely on the available interest of our partner schools.  

 

Extent of exchange programmme 

 

The Student Exchange Programme involves a relationship between the College and 5 schools 

throughout the world. In the recent past we have sent our exchange students to schools in 

England, Australia and Switzerland. Most recently, our exchange schools include: St Mary’s 

School (Perth, Australia), Hale College (Perth, Australia), Lycee Blaise-Cendrars (Switzerland), 

Woodbridge College (Suffolk, England).    

 

As the programme has developed and grown over the years, some partners have not been 

available; new places have become possible and some recur every few years. We are always 

seeking new opportunities to enrich our international relationships and provide a network of 

mutual opportunity for exchange candidates.  
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Rotary exchange: 

 

 

The Rotary clubs of White River and Nelspruit enjoy our students and as a result of previous 

successful Rotary exchange programmes invite our students to attend their programme in 

either their Grade 10 or 11 year.  The school takes no responsibility for this programme other 

than to offer the incoming students opportunities in our classrooms and in our co-curricular 

programme.  It is the responsibility of the club and host parents to keep the children 

entertained and during their stay 

 

 Uplands pupils who go on exchange will pay normal full school fees. They do no’t get a 

discount for not attending school for a term or part of a term. Consequently we don’t 

charge the incoming exchange student tuition fees. 

 If the incoming exchange occupies a bed in boarding we will have to charge boarding fees. 

In this case the parents need to be well aware of the expectation and it must be paid in 

advance. 

 In the past, the hosting parents were responsible for all the extras while the incoming 

exchange is at Uplands – camps, outings etc. If a child applies for the exchange program 

his / her parents need to understand the commitment.    

 Incoming exchanges needs a separate code on Upbeat. “In school” “yes” means that we 

will bill them. 
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Duration 

 

Each year we receive one (or two) students from our partner schools for about two to six weeks 

during either our two term (mid-April to end June), our third term (mid-July to mid-September) or, in 

the case of our exchange with Hale College in Perth, our fourth term (October- beginning of 

December. This timeframe is deemed to be sufficient time to immerse into and enjoy the full and 

enriching Uplands’ experience, but also short enough to prevent against extended homesickness, 

complacency or to erode academic time.  

 

During their stay in South Africa the students are each hosted by an Uplands College family. As 

mentioned under the overview of the exchange process, our boarding houses have very little 

space and it is, at this stage, not an option to place the exchange students into a boarding house. 

Boarders who apply for the exchange programme are fully expected to provide alternative 

accommodation for their exchange during the time that their exchange is in South Africa. 

 

Our students attend their exchange schools during the first, second and third terms but not in the 

fourth term due the Uplands College Grade 10 Journey which is deemed part of our school 

curriculum and is, therefore, compulsory. 

 

Incoming exchanges and school programme 

 

Incoming exchange students are immersed and expected to participate as fully as possible into 

the academic, cultural and sport programme of Uplands College. They will receive a report on their 

performance at the end of their time at Uplands College. 

 

Exchange students will be required to fulfil the requirements of the subjects they select during 

their stay at Uplands. There is also a diverse cultural programme at Uplands that exchange 

students are invited to participate in. There are also opportunities created by the Drama and Art 

departments that welcome exchange student’s international presence and participation.  

 

 

 

 



Aug 2015  Next Review Aug 2016 

 

PROCEDURAL GUIDELINES 

 

Tour Guiding Principles 

 

Planning for tours should take cognisance of our term dates.  In all cases they should commence 

during school vacation time.  It will only be at the discretion of the Headmaster should an anomaly 

arise 

 

Provisional approval by the Headmaster and then Mancom is required before the process can 

continue to Exco made up of AC; Deputy Pastoral (leadership and exchange profile); Deputy Co-

curricular (sporting profile); Deputy Academic (academic profile).  Mancom reserves the right to 

reject a tour proposal. If a tour is approved the College Exco will ratify the selection of staffing for 

the tour.  Staffing need not necessarily be one male and one female however; in the case of 3 

staff members - one must be male.  Male staff only may not chaperone a trip with females “on 

board”.  

 

Staff considered should be based on some of the following criteria. 

 shows passion for the destination and its outcome 

 makes the effort to research the trip and includes a 21st Century educational dimension to 

the itinerary 

 deserves the affirmation 

 can “give back” upon return 

 

 

Pre-Tour Procedure 

 

1. The person proposing the tour is to pitch the tour in person to the Headmaster by February 

of the year prior to intended departure.  In the case of a sporting tour a team list must be 

submitted. 

2. Tour proposer is the “pitch” the tour to ManCom  

3. ManCom is to discuss each tour’s merit, then to make a recommendation to Exco on which 

tours could travel 

4. Exco, decides which tour and which staff goes.   
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5. With the provisional approval of the College management, the organising staff can invite 

parents and children to express interest in the tour.  Parents of potential participants must 

be contacted by letter, using the pro-forma “expression of interest” letter, which covers all 

the organisational and legal aspects.   A meeting may be held to propose the tour wherein 

the tour itinerary and cost, accepted by the management, will be put to the interested 

parties.  

6. Should there be sufficient demand in writing, the tour may be given the green light. 

7. The tour must be quoted for by a credible tour operator.  To date the College has a solid 15-

year relationship with Bundu Bashers Travel.  (The College has also use Sports and Travel 

once.  Trendsetters is another provider who would like our business.)  2 Tour Operator/s 

must be approached to provide detailed quotations.  Quotes should include:  itinerary 

outline 

a. Flight cost 

b. Ground transportation 

c. accommodation 

d. Meals included 

e. Translator/tour manager/guide 

f. Visa information 

g. Overall cost including free teacher spaces factored in 

h. Any other costs such as tipping etc 

8. A list of potential attendees must be submitted to the accounts department for approval. 

This needs to be handled discreetly. A student who is in arrears with school fees may not go 

on a tour.   

9. The final budget must be approved by the finance department 

10. Provisional participant selection can then take place and deposits called for. 

11. In the case of a Category B tour approved fund-raising can commence.  
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Financial Matters 

 

Tours are costly, both in time and money, and because all tours emanating from the school, or 

involving, our scholars, are automatically associated with the school, certain rules, to protect all 

our interests, are necessary.  

 

 All letters to the parents must include exchange risk warning 

 Children who are on a Bursary are not eligible for Cultural / optional Tours 

 Tours must be fully self funding, including staff expenses and transport to and from the 

airport.  

 A budget planner is available from the finance department. It will help to establish a correct 

cost per pupil. Please discuss it with the Business Manager if you need assistance.  

 The Accounts Department must receive a copy of the letters to parents and the budget as 

soon as possible. This will act as official communication to that the tour is taking place. 

 All tour related income must have been received by the college prior to the amounts being 

paid to the tour operator with the final payment being received no later than 8 week prior to 

departure.   

 All letters to parents must be countersigned by the HM, and should be sent well in advance.  

 Refunds will only be considered if there is a significant amount left over at the end of the 

tour. 

 All tour members must have valid medical aid cards. Pupils going on an overseas tour must 

have medical insurance as specified by the tour operator.  

 An advance can be made to tour leader's credit card for medical emergencies. 

 Accounts department are to receive a copy of all letters relating to tour, so that they are 

aware of all amounts to be paid, and when. This will also help them to keep a watch for 

parents whose financial circumstances have changed subsequent to initial approval.  

 In the unlikely event of cash being received by teachers, it must be banked with the 

accounts department immediately. Under no circumstances may teachers pay for expenses 

from cash collected from students. 

 The charge for the excursion will be debited to the student's account and payments 

received will be credited to the account.  These charges must be handed to the accounts 

office prior to month end processing.  
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 Payments received will be allocated to the student’s account in the order as determined by 

the debtors policy. This implies that payments received will be allocated against school fees 

first.  A student will not be allowed to go on tour if there is an outstanding balance on the 

student’s account. All tour amounts, including deposits, must have been received by the 

College prior to being paid over to the tour operators.  

 A cash advance may be drawn by the team manager prior to departure or the amount for 

incidental cash expenses may be paid into their credit card. Either way, a complete and 

comprehensive reconciliation, including all supporting documents, must be done by the 

staff member within 2 weeks of their return.  

 

Carbon offsetting 

To show our awareness of the environmental impact of flight tours the College endeavours to 

offset said CO2 emissions by planting one tree for every person on the tour.  The cost of the 

purchase of the tree is the responsibility of the tour and must therefore be included in the tour 

budget.   

 

Sponsorship 

 

All sponsors must pay school directly at the time of agreeing the sponsorship. They can either pay 

a lump sum or the amount for a specific item. A donation certificate will be issued when payment 

is received. School suppliers may not be paid directly by sponsors.  Should a sponsor wish to 

provide a specific item (e.g. Tog bag) they should generate the order and pay the supplier directly, 

but then they will not be issued with an Uplands tax certificate.  

 

 

General payment structure: 

• Deposit – between of around 20% per person depending on the cost of the tour. This is a non-

refundable deposit and would be asked for on confirmation of the tour.  This will be used to 

secure airfare and land arrangements. 

• 2nd deposit – between around 30% per person. This will be requested for cultural tours where 

visas are required as the airline tickets will need to be issued in order to obtain forex and apply 

for the visa.  

• Balance of payment requested 6 – 8 weeks prior to departure. 
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• As far as possible, and generally speaking, once a tour is confirmed, representatives from 

travel companies are happy to attend a parents meeting to discuss various aspects of the tour, 

answer questions about our company and give advice on overseas touring. 

• Reputable tour companies need to be used, eg. Bundu Bashers, Edwin Dowrin Sports Travel, 

etc.  Please note that there are lots of fly-by-night operations, who come in cheaper, but do not 

include a lot of the tour costs, eg. airport taxes, entrance fees, insurance, etc. 

 Quotations must be obtained from 3 different operators. All three quotations must be 

based on the same tour package  

  

Cancellation of a Tour 

 

The College management has the right to cancel any arrangements at any time, although such 

decision must first be motivated to the tour group and College ExCo within 7 days of such decision 

being recommended to the entire Tour Committee. Any funds collected will be disbursed within 30 

days thereafter, net of any expenditure that may have been incurred and interest earned. 

 

Checklist 

 

 TASK DATE 

1 Draft an “in principle” proposal and chat to headmaster  

2 Proposal must be presented to ManCom  

3 The ManCom approved proposals must be presented to ExCo for approval  

4 An “expression of interest” letter must be sent to parents. A meeting may be held  

5 Pupils who could be considered must be vetted by the finance department and 

adjustments made if necessary. 

 

6 The final budget must be approved by the finance department  

7 Provisional selection can then take place and deposits called for  

8 Approved fund raising can commence  

9 Tour departs and returns  

10 Tree planting to offset Carbon emissions  

11 Financial Reconciliation  
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Code of conduct must be signed by each child going on any tour 

 

 


