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RFU TOUR GUIDELINES

Introduction

These guidelines have been designed to support clubs taking young 
people away on tour. The guidelines focus on a step-by-step process 
of planning ensuring that the young people have a positive and safe
experience when on tour.

Definitions of Terms

Young Person/Player Person under the age of 18

Staff Refers to all adults in position of supervision
i.e. coaches, volunteers, team managers,
welfare officer etc

Parent Parent/carer/legal guardian

RFU Rugby Football Union
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WHERE TO START

The following checklist provides the framework for planning a tour. Each section needs 
to be managed and fulfilled.

Section Action By Who By When Comments/Budget

1.Planning 1.2 Purpose of tour
1.3 When
1.4 Where
1.5 Who
1.6 Risk Assessment
1.7 Itinerary
1.8 Kit
1.9 Cost Over 18’s

2.Communication 2.1 With Parents
2.2 With Players
2.3 With Staff
2.4 Codes of Conduct 

while on Tour

3.Staff and 3.1 Staff Screening 
Supervision and checks

3.2 Codes of Conduct
3.3 Ratios of staff

to players
3.4 Roles and

Responsibilities
3.5 Supervision
3.6 Club Home Contact

4.Transport Forms of transport 
Supervision

5.Accommodation 5.1 Risk Assessment
Venue 5.2 Room Allocation

5.3 Catering
5.4 On Arrival
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Section Action By Who By When Comments/Budget

6.Emergency In an Emergency 
procedures Welfare Procedure

7.Insurance

8.Travelling Abroad Further considerations

1. PLANNING

When planning for a tour it is advisable to set up a working group.

• Appoint a tour manager/leader.

• Allocate clear tasks/roles and responsibilities to members 
of the group.

• Ensure there is an agreed plan identifying what needs doing,
by when and by whom.

• Ensure there is time given to the planning process prior to leaving 
for the tour.

• Involve young people in the planning.

PURPOSE OF THE TOUR

Identify the purpose of the tour. Is it:

• social?

• training?

• a competition?

• a combination of the above?
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WHEN

Once the purpose has been agreed the date/time of year for the tour
needs to be identified. The following areas need to be considered:

• The club’s competition/league fixtures calendar.

• School term times, exam times and sporting calendars.

• Cultural considerations i.e. religious festivals.

• Duration of the trip.

WHERE

The planning group need to consider and identify:

• rugby facilities.

• accommodation.

• non-rugby activity venues, if appropriate, i.e. is there a cinema,
ten pin bowling etc?

• location of above in relation to each other and the club.

Arrange a pre-visit if possible to assess the suitability of the
venue/facilities.

WHO

The purpose of the trip will determine who will be going on the trip.

The squad

• What age are the players?

• What gender are the players?

• Is the squad mixed gender?

• How many players will there be in the tour squad?

• Do any of the players have specific requirements 
i.e. dietary, players with a disability.
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Disabled Players

A higher standard of care may be necessary for players who have 
a known disability. In this situation it is necessary to:

• obtain written permission from a medical practitioner and parent.

• ensure that the medical practitioner and parent have a detailed
itinerary of matches and activities.

• ensure the tour manger and staff have the relevant information
to support the player/s.

• have full details of the disability and medical requirements.

• establish arrangements for a carer, if necessary, and plan for relief.

RISK ASSESSMENT

A risk assessment will need to be carried out for:

• tour activities e.g. ice skating, cinema etc.

• the venue/accommodation.

• the facilities i.e. pitches changing rooms etc.

Risk assessment is an examination of what can cause harm to players 
or staff. The aim is to ensure that no players or staff come to any harm 
or become ill. You need to decide if the hazard is significant and whether
the precautions taken are satisfactory to ensure the risk of harm is small.

Hazard – means anything that can cause harm.

Risk – is the chance, high or low, that someone can 
be harmed from the hazard.
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Five Steps to Risk Assessment:

Step 1 Look for and identify the hazards.

Step 2 Identify who might be harmed and how.

Step 3 Evaluate the risk and decide if the precautions 
are adequate or more needs to be done.

Step 4 Record your findings.

Step 5 Review your assessment and revise if necessary.

(See page 12 for sample risk assessment) 

ITINERARY

To ensure that the parents, players and staff have a clear understanding
of the tour it is a good idea to produce an itinerary. These should include:

• the purpose of the tour.

• a day-by-day list of activities with times, venues,
transport arrangements.

• a balanced programme of playing matches and relaxation time.

• clarification of accompanied and directed time.

• key contacts i.e. team manager, welfare officer.

KIT

Provide the parents and players with a list of kit required.

• Playing kit.

• Non playing kit.

• Is there tour dress code for after matches?

• Are there any specific requirements relating to time of year 
or venue i.e. warm clothing/suntan lotion/ dress code for host 
rugby club.

• Identify which items will be supplied by the club and which need 
to be supplied by the player.
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COST

The cost of the trip will need to be established.

• How much will the transport cost?

• How much will the accommodation cost?

• How much will food/meals cost?

• Are there any kit costs?

• Will the staff need paying?

• What contingency monies are required?

• What spending money do the players need?

• What policy will be set for players/staff managing spending money?

• How much will the whole tour cost?

• How much are the players expected to pay?

• Can the club subsidise the tour?

• Who will be responsible for managing the tour accounts?

(See page 13-14 for sample financial planning sheet for tours)

OVER 18s

• The same process for planning, communication, staff,
accommodation needs to be followed as best practice.

• Over 18s must be made aware of the ground rules for the tour 
prior to their signing up for it, where these differ from what is 
allowed by law e.g. smoking, alcohol, sleeping arrangements.

• Parental consent is not required for over 18s, but it is important 
that they complete and sign the form themselves, as you require 
the same information from them. You may wish to consider having 
a separate re-worded (in the first person) form for over 18s to sign.

• Leaders do have a duty of care for over 18s, although 
the courts are prepared to accept that they may be assumed
to be more responsible.
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STEPS TO FOLLOW WHEN ASSESSING RISKS

1. Venue or activity potential hazards, e.g:

• Walking in city streets

• Travelling by ferry

• Loss of passport

• Unsuitable hotel

2. List groups of people who are especially at risk from 
the significant hazards you have identified, e.g:

• Pupils

• Students

• Group leader

• Non-teaching staff

• Teachers

3. List existing controls or note where the information 
may be found, e.g:

• Ensure sufficient supervision

• Know details of consulate

• Clear guidance to pupils

• Exploratory visit

4. How will you cope with the hazards which are 
not currently controlled under point 3?
List the hazards and the measures taken to control them.

5. Continual monitoring of hazards throughout visit.
Adapt plans and then assess risks as necessary.
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SAMPLE RISK ASSESSMENT ACTION PLAN

Activity/situation/hazard Action required Target date

Assessment and action plan prepared by:

Date:

Next assessment due:
riskassplan appendix2

9_TourGuide_AW.qxd  11/9/06  10:45  Page 10



11

www.rfu.com/community

SAMPLE FINANCIAL PLANNING SHEET FOR RUGBY TOURS

CENTRE

Date(s) of Tour: Cost per head for Tour: Destination:

No of Participants:

Leaders: Other Adults: Members U12: 12-20: 20+:

Approved by Management Committee:

Date:

EXPENDITURE PROPOSED ACTUAL

TRAVEL:Car/
Minibus/Coach/
Rail/Sea/Air:

persons : £

persons : £

persons : £

Vehicle/Coach Hire

Fuel

VENUE:
Entrance Fees/
Accommodation

persons : £

persons : £

persons : £

OUTGOINGS:

a) Insurance

b)

c)

d)

SPECIAL EXPENSES

a)

b)

OTHER EXPENSES

TOTAL

Excess 

INCOME PROPOSED ACTUAL

PARTICIPANTS

persons : £

persons : £

persons : £

Staff/Adults

persons : £

persons : £

DONATIONS
a)

b)

SPONSORSHIP
a)

b)

c)

d)

FUND RAISING
a)

b)

OTHER INCOME

CLUB SUBSIDY

TOTAL

Surplus
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