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PURPOSE

To ensure field trips provide a safe educational experience.

SCOPE

This procedure applies to principals, the Superintendent, and the Board when approving field trips.

DEFINITIONS

Category 1 Field Trips - are within the province of Alberta and are a maximum of four days in length and involve a
cost per student of less than $500.00.

Category 2 Field Trips - are within Alberta that involve more than four days to complete and/or involve a cost per
student of $500.00 or more or field trips that involve Canadian destinations outside Alberta. Kindergarten to
Grade 5 school students are not normally eligible to participate in Category 2 trips.

Category 3 Field Trips - involve destinations outside Canada. International field trips to any location other than
the continental United States will not be considered for approval. Kindergarten to Grade 8 school students are
not normally eligible to participate in Category 3 trips.

Field Trip — A student activity occurring off the school site.

Off Campus activities associated with the following programs or activities are not included in the definition of a
field trip.

1. Job shadowing programs (eg. Take Our Kids To Work — TOKW).

2. Student conferences in which staff supervision is not provided (eg. Forum for Young Canadians, Encounters
with Canada).

Off Campus programing, including Work Experience Programs.

Registered Apprenticeship Program

Green Certificate Program

Other activities as determined by the Superintendent.
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Field Trip Leader — the certificated teacher employed by the Division or a volunteer approved by the
Superintendent.

Activities — Some activities are not for every grade or student. All activities require special attention as there
is the potential for risk and must be reviewed by the principal and reviewed in conjunction with ARMIC’s
Activities List as some activities are prohibited. As schools plan activities for students, the SPHERes (School

Physical Activity, Health & Education Resource for Safety) guidelines published by the Injury Prevention Centre
of the School of Public Health at the University of Alberta shall be utilized.
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Prohibited Activities - The list of prohibited activities below are considered very high risk and are prohibited.

ACTIVITY NAME CURRENT INFO / DEFINITION CATEGORY
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General

PROCEDURES

1.

3.

Approval to embark on a field trip shall only be granted, if the person or persons authorized to approve the

field trip is convinced that:

1.1 That the experience will provide educational benefit to the students

1.2 Students and staff will be safe at all times during the field trip

1.3 The field trip does not include any Prohibited Activities

1.4 There is adequate safety planning for moderate risk activities

1.5 That there are plans to deal with emergencies

1.6 That parents have given informed consent

1.7 That the timing of the field trip has a minimum negative impact on the student’s regular educational
program.

1.8 The Field Trip Leader has met the requirements outlined in Administrative Procedure 2-09 Field Trip -
Planning.

All Category 1 field trip approvals are communicated to the Field Trip Leader through the Laserfiche Field Trip

approval system. Category 2 and 3 field trips must be communicated to the school principal, through a field

trip application prior to the application coming to the Superintendent or designate for approval.
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The principal shall ensure that alternative meaningful “in schoo

who do not participate in the trip.

experiences shall be provided for students

Category 1 Field Trips

1.

2.

The principal is authorized to approve Category 1 field trips.
The principal may cancel or postpone any trip they have approved.

The Superintendent and Board retain the right to cancel any trip without providing compensation for monies
lost by the school or families due to cancelation.

A Field Trip Leader should submit an electronic Field Trip Application through Laserfiche to the school
principal at least two weeks prior to the anticipated departure date.

The application shall contain detailed information on the following:

5.1 Education value and curriculum relevance

5.2 Student background including the number of students and their grade(s)

5.3 An itinerary that includes, for each activity, its date and time of departure and arrival, the location,
mode of transportation used to get to the site, and any accommodation

5.4 Supervision plan including number of teacher supervisors, number of parent supervisors and
supervision ratio
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5.5 The Parent Information Letter (as described in Administrative Procedure 2-09 Field Trip Planning)

5.6 A hazard and risk assessment with reference to the Alberta School Boards Insurance Exchange (ASBIE)
Off-site policy and procedures manual and Safety Guidelines for Physical Activities in Alberta Schools

5.7 Cost and funding arrangements

5.8 Emergency and communication arrangements

5.9 Security precautions and evacuation procedures, if applicable.

Category 2 Field Trips

6. The Superintendent or designate is authorized to approve Category 2 field trips

7. The Superintendent or Board may cancel or postpone any trip they have approved without providing
compensation for monies lost by the school or families due to cancellation.

8. The Field Trip Leader shall submit an electronic Field Trip Application through Laserfiche to the principal, for
endorsement.

9. If the principal endorses the field trip he or she shall submit it to the Superintendent or designate, at least

two months prior to the anticipated departure date. The application shall contain detailed information as
follows:
a. All the information required under Section 5 above.
b. A schedule and draft agendas for planned parent meetings.
c. A contingency plan in case the destination(s), accommodations or methods of transportation
become unavailable or unsuitable.

10. Typically the principal shall receive approval for the field trip prior to any fund raising or collection of money

designated for a specific trip. However, the principal may approve fund raising or collection of money in
advance of the trip approval, provided he or she develops a plan, approved by the Superintendent or
designate, to deal with monies lost to deposits or monies needing to be returned due to non-approval or
cancellation.

Category 3 Field Trips

11.

12.

13.

The Superintendent or designate is authorized to approve Category 3 field trips and will inform the Board of
approved trips at the next Board meeting.

The Board may cancel or postpone any trip that has been approved without providing compensation for
monies lost by the school or families due to cancellation.

To receive approval in principle, the Field Trip Leader shall submit an electronic Field Trip Application through

Laserfiche to the principal, who shall submit it to the Superintendent or designate, at least six months prior

to the anticipated departure date, however, it is recommended that principals seek approval in principle one

year prior to the anticipated departure date. Applications that are not submitted at least six months prior to

the anticipated departure date will not be considered for approval by the Superintendent or designate and

Board. The application shall contain detailed information as follows:

13.1 All the information required under Section 4 above.

13.2 Aschedule and draft agendas for planned parent meetings.

13.3 A contingency plan in case the destination(s), accommodations or methods of transportation become
unavailable or unsuitable.

13.4 Applicable Foreign Affairs and International Trade Canada (travel.gc.ca) Advisories.
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14. To receive final approval, the Field Trip Leader, at least one month prior to departure, shall provide to both

the principal and the Superintendent or designate copies of

14.1 Any updates to the application submitted in section 11.

14.2 Copies of all travellers’ passports.

14.3 A communication plan including contact information suitable for international travel.

15. Typically, the principal shall receive approval for the field trip prior to any fund raising or collection of money
designated for a specific trip. However, the principal may approve fund raising or collection of money in
advance of the trip approval, provided he or she develops a plan, approved by the Superintendent, to deal
with monies lost to deposits or monies needing to be returned due to non-approval or cancellation.

REFERENCE AND LINKS

Education Act

SPHERes (School Physical Activity, Health & Education Resource for Safety)

Safety Guidelines for Secondary Interschool Athletics in Alberta
Administrative Procedure 5 — 06 Transportation of Students in Private Vehicles
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