
Guidance on Managing and Accounting for School Trips 

 

1. Using Trip Accounts 

It is important that schools keep accounts for school trips, music tuition, activities, any Unofficial 

School Fund, charity fund raising, etc. separately to school revenue accounts, and PSF allows 

schools to do this by setting up specific Trip Accounts. The trips ledger, by default, will only 

allow schools to apply specific trip nominal codes for income and expenditure to these trips 

accounts. The trips nominal codes are: 

Income 

XXX 1130  Trip - Activities Income 

XXX 1135  Trip - Donations Income 

XXX 1136  Trip - Music Fee Income 

XXX 1137  Trip - General Income 

XXX 1140  Uniforms Income 
 

 Expenditure 

XXX 6500  Trips Travel Costs 

XXX 6505  Trips Accommodation/Entrance 

XXX 6510  Trips Refunds 

XXX 6515  Trips Insurance 

XXX 6520  Trips Stationery, Materials & Books 

XXX 6525  Trips Music Tuition 

XXX 6530  Trips Hospitality 

XXX 6535  Trips Donations to Charity 

XXX 6540  Trips ParentPay fees 

XXX 6600  Trips Uniforms Expenditure 
  

Please use these nominals for all income and expenditure for trip accounts, including income 

received by ParentPay, insurance reimbursements and expenditure, etc. 

How to Create a Trip Account 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7.  It is possible that each trip (account within the TRIPS ledger) can have up to three approvers for requisitions or purchase orders created in PS 

Purchasing enabling trip expenditure to be closely monitored. If available, these fields will be displayed as PO Approval Level 1, REQ Approval Level 

1, etc. as shown in the following graphic.  

 

 

 

 

 

 

 



 

 

2. Costing School Trips 

Schools should have their own systems in place for costing out trips to ensure that individual trips 

are viable before bookings are made.  In costing out a trip or activity, it is worth remembering 

the following DfE guidance based on the law surrounding charging for school activities as well as 

the LSP Charging and Remissions Policy:  

• Schools are able to charge for ‘Optional extras’, which may include transport for school trips 

and board and lodging for a pupil on a residential visit. These charges may also include the 

cost of non-teaching staff or teaching staff engaged under contracts for services purely to 

provide an optional extra or supply teachers engaged specifically to provide the optional 

extra. 

• Any charge made in respect of individual pupils must not exceed the actual cost of providing 

the optional extra activity, divided equally by the number of pupils participating. It must 

not therefore include an element of subsidy for any other pupils wishing to participate in 

the activity whose parents are unwilling or unable to pay the full charge. Furthermore, in 

cases where a small proportion of the activity takes place during school hours the charge 

cannot include the cost of alternative provision for those pupils who do not wish to 

participate. Therefore, no charge can be made for supply teachers to cover for those 

teachers who are absent from school accompanying pupils on a residential visit. 

Participation in any optional extra activity will be on the basis of parental choice and a 

willingness to meet the charges. Parental agreement is therefore a necessary prerequisite 

for the provision of an optional extra where charges will be made. 

• Schools are able to ask for voluntary contributions from parents/carers for any school 

activities, including trips. However, if the activity cannot be funded without voluntary 

contributions, the governing body or head teacher should make this clear to parents at the 

outset. The governing body or head teacher must also make it clear to parents that there 

is no obligation to make any contribution. It is important to note that no child should be 

excluded from an activity simply because his or her parents are unwilling or unable to pay. 

If insufficient voluntary contributions are raised to fund a visit, or the school cannot fund 

it from some other source, then it must be cancelled. Schools must ensure that they make 

this clear to parents. If a parent is unwilling or unable to pay, their child must still be 

given an equal chance to go on the visit. Schools should make it clear to parents at the 

outset what their policy for allocating places on school visits will be. When making 



requests for voluntary contributions, parents must not be pressurised into paying as it is 

voluntary and not compulsory. Schools should avoid sending colour coded letters to 

parents as a reminder to make payments. 

• Childcare Vouchers must only be used to pay for approved childcare on school premises, 

provided it is outside of normal school hours for children who have reached compulsory 

school age. Voucher must not be accepted for school trips that take place in the normal 

school day nor residential trips as these occur outside of the school premises. 

 

3. Balancing Trip Accounts and ‘Housekeeping’ 

When trips have come to an end, schools should undertake the following checks: 

• Ensure that all expenses associated with a particular trip, including invoices for entrance 

fees and transport, staff expenses, etc. have been paid and coded to the correct trip 

account. 

• Check if all parental contributions that are likely to be received have been paid via 

ParentPay and also received and cleared from the 9316-suspense account.  

• Journal any contributions for trips to be paid from any Pupil Premium student bursary 

budget. 

• Archive the school trip on ParentPay. 

• Any material surplus should be refunded to parents, but it is more likely that trips will 

incur a small deficit. It is then good practice to balance off the trip using contributions 

from School Fund or a trip balancing account.  Balancing trips off in this way, will make 

year-end processes much easier.  In some cases, this will mean a journal of funds from 

revenue budgets.  For example, if schools are carrying a long-term debt on school trips, at 

some point this will need to be cleared to avoid skewing revenue balances. 

• Record total income and expenditure and any School Fund subsidies or alternative funding 

should be approved in line with Trust Financial Regulations. 

Once the trip is balanced to zero, you may wish to hide it from view to all users apart from 

system administrators to lessen the number of trips in view on the trips ledger.  This can be done 

on PSF by raising the access level to 9. 

It is recognised that some Trip Accounts will retain a balance at the end of a financial year – 

these should only be those trips which span more than one financial year (e.g. residential trips 

where parental contributions are collected and expenses paid in advance of the trip, School Fund 

balances or school trip balancing accounts). These are the only trip accounts that will need 

year-end accruals or pre-payment entered on the Audit Workbook. 

4. Budget monitoring 

When spend-to-date information is uploaded from PSF into Orovia for budget monitoring 

purposes, it includes trips income and expenditure.  LSP advice has been to assume that trip 

income with have corresponding expenditure for budget monitors and therefore not skew the 

revenue balance c/fwd.  The easiest way of achieving this is to adjust the outturn on income and 

expenditure nominal codes to zero.  However, schools should ensure that this is, in fact, the 

position, and that trip accounts are not in a deficit position that should otherwise be paid for 

from revenue accounts. In such cases, an adjustment should be made on the monitor to cover the 

deficit and a journal to permanently cover the deficit should be action (with appropriate 

authorisation). The need for adjustments can be avoided if trips are balanced off as part of the 

monthly finance task list as outlined above. 

 

 

 



5. Year-end procedures 

The aim will be to have balanced on PSF and archived on ParentPay as many trips accounts as 

possible throughout the year as part of the monthly tasks and before the end of August in each year. 

To establish which trip accounts have a balance at the year end, you should run a Trips Ledger 

Balances report on PSF as part of your audit workbook preparation. This report is set up as a 

favourite. 

 

 

 

 

 

 

Go to criteria within the Nominals and Accounts tab and 

update ledgers to ***_TRIPS (*PREFIX FOR SCHOOL) 

 

 

 

 

 

 

Update period fields in Criteria Tab to include periods 

required and save settings. Use Less than or equal to Period 

12 for year end balances of individual trips accounts.  You 

can use the same report using the appropriate Period to 

review trips accounts as part of your monthly task list. 

 

 

 

Review the trip account surplus or deficit balances at end of Period 12 to complete a revised page in the Audit 

Workbook as shown below.  Every trip balance must be accounted for on this page of the workbook, which will 

ensure that trip balances are handled on an individual trip level at year end.  It is therefore worth balancing as many 

trip accounts in PSF as possible as outlined in paragraph 3 above before the year-end PSF transaction deadline in 

September. 

  



 

E.g Parental contributions for a trip that will take place in future financial year, surplus balances on school fund, trips balancing account, charity account, etc

Description Total
Period Covers        

(if applicable)
Supplier

Nominal 

Code

Cost 

Centre

Period 

Covers

Period to 

be Accrued
TOTAL

-             

-             

-             

-             

-             

-             

E.g. Payments made for transport/deposits or invoices paid in advance for trip to take place in future financial year

Description Total
Period Covers        

(if applicable)
Supplier

Nominal 

Code

Cost 

Centre

Period 

Covers

Period to 

be Accrued
TOTAL

-             

-             

-             

-             

-             

-             

E.g. Insurance claim for cancelled trip not yet received, parental contributions for a trip/lessons or activities that have taken place in 20/21 but not yet paid

Description Total
Period Covers        

(if applicable)
Supplier

Nominal 

Code

Cost 

Centre

Period 

Covers

Period to 

be Accrued
TOTAL

-             

-             

-             

-             

-             

-             

E.g. Any outstanding refunds to parents for trips, music lessons, etc.

Description Total
Period Covers        

(if applicable)
Supplier

Nominal 

Code

Cost 

Centre

Period 

Covers

Period to 

be Accrued
TOTAL

-             

-             

-             

-             

-             

-             

TRIPS - YEAR-END JOURNALS - ALL YEAR-END TRIP ENTRIES SHOULD BE ADDED TO 

THIS SHEET RATHER THAN OTHER SHEETS IN THIS WORKBOOK

DEFERRED INCOME: Income received by 31 August 2021 for services that will be delivered after 31 August 2021 (Debit in 20/21/Credit in 21/22)

PRE-PAYMENTS: Goods/Services paid for by 31 August 2021 but to be provided after 31 August 2021  (Credit in 20/21/Debit in 21/22)

ACCRUED INCOME: Income due for services delivered by 31 August 2021 but not received before 31 August 2021 (Credit in 20/21/Debit in 21/22)

ACCRUED EXPENDITURE: Goods/Services received by 31 August 2021 but will be paid for in 2021/22 (Debit in 20/21/credit in 21/22)

Please use the guidance document 'Accounting for School Trips' to balance off as many trips as possible before year-end. For all 

other trip accounts with a surplus or deficit balance at the end of the financial year, including School Fund and, any trip balancing 

account, you should use Trips Ledger Balances Report as at Period 12 to consider the reason for the balance and to determine how 

the balance should be accounted for as part of the year end processes in order to ensure the balance on each trip cost centre is 

moved to the new financial year.  For example, a surplus on a trip account may be for parental refunds not yet actioned that should 

be added as accrued expenditure, or you may have a deficit on a trip due to parental contributions not yet received, which should 

be added as accrued income.  In these cases, journal entries required will effectively bring the trips balance to zero in 2020-21 and 

carry forward the surplus or deficit to 2021-22. The guidance on school trips should help you.


