
Trip Planner Guide
The Basics 



• Click on register account

• Initial registration should only be 

done by the school EVC or 

someone in charge of trip 

administration in the school

Setting up your 
school



Setting up your school

• You can use the search box to find your school.
• When you find your school, click select.
• If your school does not appear in the search, please contact us.



Setting up your 
school

• Enter your details

• There are no password rules, we of 
course suggest you make your 
password as secure as possible.



The first page you will see is 
the calendar



You can edit and add terms over as long a period as 
you like



Delete the year 
groups you don’t 

have in your 
school. You can 
also change the 

name of the year 
groups, or add 

more if you’d like. 



You can create as many different 
Activity or Trip types as you like.



Each school has a unique 
Staff sign up code

• The staff code should be 
provided to all staff who 
run trips so they can add 
trips to the planner. They 
will only be able to set 
activities as planned.

• You can approve a 
member of SLT or an 

Administrator to be able 
to approve trips on your 

behalf. 



Each school has a unique 
Parent Viewing Code

• When you are ready to share 
your plans with parents, you 

can share this link. 

• Parents will be able to filter 
trips by year group and 

activity type to find out what 
is available for their child.

• Parents can find out more 
information about the trip on 

the calendar page



Trip Planner Guide
Setting up as a member of staff 

and adding an activity



• Click on register a new account

• Make sure you have the Staff 

Sign up Code

Setting up a 
member of staff



Setting up a member of staff

• You can use the search box to find your school.
• When you find your school, click select.



• Enter your details and your schools 
unique Staff code

• There is an option to select SLT, 
Administrator or Teacher. Only the 
EVC can vary permissions.

• There are no password rules, we of 
course suggest you make your 
password as secure as possible.

Setting up a 
member of staff



• Enter all of the details for your proposed trip. 

You can include a main purpose of the trip and 

any secondary trip type if needed.  

• When an activity is added the EVC will be 

notified and can approve or comment on the 

proposal.

• The system will send emails to notify the 

member of staff or the EVC about any changes 

to the trip.

Setting up an 
activity



Trip Planner Guide
Seeing the calendar



The Calendar View
• Planned trips appear with a red box, approved trips in blue and current trips in orange. We 

are working on a way to colour code by trip type instead.
• Parents can only see approved and current trips.
• The system allows to filter by trip type and year group. 
• A parent selecting their child’s current year can look ahead and see future trips when they 

move years.



The Calendar View
• From the calendar, parents can click on a trip and read more about its details.
• We are adding the ability to click on links for more information, or for parents to register 

their interest through the site. 
• The idea is to allow parents to view trips and costs to budget for their children’s future trips.



01-01-2023

Mental Health
North West

First Aid for Mental Health ~ Top Tips

Please give us feedback 
to improve the system

trip.planner@true-adventure.co.uk
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