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Belief Statement:

The Brant Haldimand Norfolk Catholic District School Board believes that well organized educational field trips are
of significant value to the participants. Educational field trips are to be consistent with the school board’s mission,
Catholic graduate and curriculum expectations as outlined in the Ontario Curriculum documents.

Policy Statement:
Educational field trips and excursions will be expected to:

1. Provide a safe and enriching learning opportunity for our students.
2. Enhance the spiritual, academic, cultural, social, or athletic components of the curriculum.

3. Provide a proportional educational value in relation to the time spent travelling, the time spent on the activity,
and the cost to each student.

4, Provide evidence of adequate preparation and follow-up.
5. Be accessible to all eligible students regardless of special need or ability to pay.

6. Include adequate supervision under the direction of a teacher or employee of the Board and comply with
educational health and safety standards.

7. Address the programmes of those students who are not involved in the proposed activity to ensure that they will
not be affected adversely.

Glossary of Key Policy Terms:

Educational Field Trip

An Educational Field Trip is any event or programme which, for educational purposes, has students leaving school
property. An Educational Excursion is any event or programme which, for co-curricular purposes, has students
leaving school property. Use of this term will not include student exchanges, co-op education, credit/non-credit
courses outside of school and outside the regular school day.

References: N/A



Brant Haldimand Norfolk

Catholic Board School Board Administrative Procedures
Catholic Education Centre

322 Fairview Drive

Brantford, ON N3T 5M8

EDUCATIONAL FIELD TRIPS AND EXCURSIONS

AP 500.01
Procedure for: All Administrators Adopted: March 30, 2004
Submitted by: Chris N. Roehrig (Superintendent of Education) Revised: April 26, 2011; October 9, 2013,
Category: Educational Programs June 23, 2015

Purpose

The purpose of this Administrative Procedure is to provide direction to Board Staff and Schools regarding educational field
trips and excursions.

Responsibilities

All Board staff shall follow this administrative procedure. Specific direction is provided for principals, volunteers, teachers, the
Director of Education and superintendents of education.

Procedures

1.0

2.0

3.0

4.0

General Terms

All educational field trips/excursions shall be organized by a teacher or a principal-designated employee. All educational
field trips/excursions shall be a valid extension of the existing school program. The trip organizer shall submit the
Application for Approval to Take Students on an Educational Field Trip to the school principal for consideration of
approval in advance of the trip (Appendix A). Each application shall be completed in full (including all necessary
attachments) and shall be subject to terms listed in the Educational Field Trip and Educational Excursion Approval
Matrix (Appendix B). Schools or organizers are prohibited from raising funds, promoting trips or informing stakeholders
about the trip before necessary approvals are in place. Any revisions subsequent to an approved field trip or excursion
requires a re-application subject to the terms below, as well as Appendix B.

Educational Field Trips

Educational field trips shall be directly connected to the curriculum expectations of the subject or course. The maximum
amount of instructional time permitted to be used per field trip is two days. Educational field trips shall include pre-trip
and post-trip activities. A copy of these activities (including assessment/evaluation) shall be submitted to the principal
with the application. For an educational field trip to be of substantial value all students in the related class or course
should attend the event. The Board encourages travel within Canada for all educational field trips.

Educational Excursions (e.g. Athletics, Campus Ministry, and Clubs)

Educational excursions shall be a valid extension of the existing school co-curricular program. The maximum amount of
instructional time permitted to be used per excursion is two days. The Board encourages travel within Canada for all
educational excursions.

Extended International Excursions (Secondary Schools)

Tourism-Based Excursions Catholic Social Teaching Trips
Tourism-Based Excursions shall be a valid Mission trips that exemplify the tenets of Catholic Social
extension of existing secondary school Teaching should be conducted in Canada. Whenever possible,

programs. No instructional time is permitted to the organization of the mission work should be coordinated
be lost as result of an approved tourism-based with Catholic agencies. The maximum number of instructional

excursion. Board staff shall not act as agents days to be lost for a mission trip is two. Application may be

or advertise for trips at school or during the made to the Director of Education or designate to increase the
school day that are not approved. The Board maximum number of instructional days lost due to exceptional
encourages travel within Canada for all circumstances.

educational excursions.
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Application may be made for a special exemption to the international travel restrictions notes in these procedures.
Application for the exemption shall include a detailed explanation as to why a similar trip could not be conducted
in Canada and shall be made to the Director of Education or designate. For out-of-country destinations, the trip
organizer shall research whether there are any travel warnings posted on the Federal Government’s Foreign
Affairs and International Trade website.s Destinations with travel warnings of level three or higher shall not be
approved. Trip organizers shall ensure that all participants have adequate health/accident/cancellation insurance
for international travel. Requests for international travel shall be submitted at least four months prior to the event
but not longer than one year in advance. All applications for international trips shall be subject to the approval of
the Board of Trustees. The Board of Trustees reserves the right to require trip organizers to make a presentation
to the Board that showcases the educational value and highlights from the excursion.

Travel Industry Act Compliance - The Travel Industry Act provides limits on who may act as a travel agent. Trip
organizers shall use Travel Industry Council of Ontario (TICO) certified travel agencies for all trips that are multi-day,
require coach transportation and involve overnight accommodations.1

Risk Management - Educational field trip/excursions that are considered to be a high risk will not be approved. A
comprehensive list of high risk activities are listed on the Ontario School Board Insurance Exchange (OSBIE) website.2
Excursions to water parks and to programs involving water-based activities for elementary school students are
prohibited as they pose an elevated level of risk and often have questionable educational value.

Supervision — The safety of students and staff on an educational field trip/excursion/excursion is of the utmost
importance. A sufficient number of adult supervisors must be provided. Supervision guidelines for principals and
teachers are available at the Ontario Physical and Health Education Association (OPHEA) website as they relate to
athletics and recreational activities.s

The following supervision ratios are the minimum for educational field trip/excursions:

Kindergarten 1:6 Primary 1:10 Junior 1:15
Intermediate 1:20 Senior 1:25

Principals shall give careful consideration to any special needs students when trips are planned. Additional supervisors
may be warranted depending on the nature of the trip, the composition of the class and the distance/duration of the trip.
For all overnight trips in which both genders are involved, adult supervisors of both genders shall be present. At least
one of those supervisors shall be a teacher from the school. Trip chaperones are responsible for the supervision of
students for the entire duration of the educational field trip/excursion (including overnight).

Two lists of all students and supervisors participating in an educational field trip/excursion shall be compiled prior to the
event. One list shall be available in the school office and the other shall be in the possession of the trip organizer
(supervisor). The list shall include appropriate student identification such as: the student name, address, phone
number, emergency contact person (phone number) and their Health Card number. The trip organizer shall follow the
Board'’s policies related to the administration of medication to students and the protection of anaphylactic pupils.s When
more than one bus is used, each person in charge of a bus shall have an attendance list as well as a copy of the
appropriate medical/ health and emergency information for all students.

Informed Parent/Guardian Consent — No student shall participate in an educational field trip/excursion unless their
parent/guardian has signed a permission/consent form (Appendix C). If the student is 18 years of age or older, the
student shall be required to a release and indemnification form (Appendix D).s

Student Behaviour - The wearing of school uniforms and the strict enforcement of school-based codes of conduct
(including dress codes) help to ensure that our schools are viewed in a favourable fashion by the broader community.
The same expectations for student behaviour apply to educational field trips/excursions as do a regular school day. The
trip organizer and the principal shall ensure that a procedure is in place in the case a student needs to be sent home
during an educational field trip/excursion.
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Transportation — The safest means of transporting students is by school bus.. Trip organizers are encouraged to use
school buses to transport students. Trip organizers and students shall follow the Board policy on student transportation
when using buses.s Trip organizers shall consult with the approved vendor list when procuring bus services. The
vendor list is maintained by the transportation consortium (http://www.stsbhn.ca/). From time to time it may be
necessary to use alternative transportation such as private vehicles to transport students. Board employees and trip
supervisors shall follow the Board policy on the use of volunteer drivers.s Students are not to travel individually to or
from an educational field trip/excursion unless it is approved by the school principal and the parent/guardian. Should a
trip organizer choose to rent a vehicle to transport students and staff they shall rent the vehicle in the name of the
school board and the optional insurance coverage shall be purchased. Depending on the vehicle capacity, special
driver licenses and specific aspects of the Highway Traffic Act will apply.

Volunteers and Volunteer/Trip Drivers - All use of volunteers and volunteer drivers shall be consistent with Board
policy.4

Emergencies — For all locations that are visited by students and staff — the trip supervisor shall review evacuation and
emergency procedures. This may be done at a pre-trip meeting. All injuries and/or accidents that occur on an
educational field trip/excursion shall be reported to the school principal. In the event of a serious injury (an injury
requiring medical treatment) or fatality, the incident shall be reported to the school superintendent by the school
principal. If a student is ill and/or injured, he or she should not be sent home unaccompanied. Arrangements shall be
made with the parents/guardians to secure support for the student. The trip organizer shall follow the reporting
requirements of OSBIE and the Workplace Safety Insurance Board (WSIB) in the case of an accident or injury.z

Students that Remain at School - The trip organizer and the school principal shall make adequate provision for
appropriate school work and supervision for those students that remain at school while their classmates attend an
educational field trip/excursion.

Sunday Eucharist - Where an educational field trip/excursion includes a Sunday, the Application for Approval to Take
Students on an Educational Field shall include provisions for all participants to attend Mass.

Funding - Every reasonable attempt shall be made to ensure that no student is prevented from participating in any
educational field trip/excursion through an inability to pay. Any fund-raising for educational field
trip/excursions/excursions shall be consistent with Board policy.s

Cancellations — Any educational field trip/excursion/excursion may be cancelled at any time at the discretion of the
Principal, Superintendent or the Director of Education. The Board will not provide compensation for any financial losses
assumed by students, parents/guardians or staff.

References
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APPLICATION SECTION

APPENDIX A - APPLICATION FOR APPROVAL TO TAKE
STUDENTS ON AN EDUCATIONAL FIELD TRIP/EXCURSION

School:

| Date of Application:

Teacher Organizer:

Grade(s) or Course(s):

in the Course or Class:

Total Number of Students

Total Number of Students Males: Females:
Attending the Field Trip/Excursion:

Field Trip/Excursion Destination(s):

Date of Field Trip/Excursion:

Departure Time: Return Time:

Means of Transportation:

Curriculum Expectations:

(Attach all related assessment and evaluation
activities as well as details of pre-trip and post-trip
activities)

Considerations for Students with

Special Needs (program modifications,
additional supervision, accessibility issues and
transportation issues)

Rationale for the Field
Trip/Excursion:

Name(s) of Teacher Supervisors:

Name(s) of Volunteer
Supervisors:

Name(s) of Staff Supervisors:

Total Cost (indicate transportation, accommodation, food, admission and supervision costs

by attaching a detailed summary):

Total Revenue (indicate the revenue sources and the amounts e.g. school funds, fund
raising, parents, students, donations etc by attaching a detailed summary):

Attachments:
o Proposed ltinerary
0 Letters to Parents/Guardians
o Dates of Parent Information
Sessions

0 Detailed Budget

o Safety Certificates of Supervisors
(where applicable)

O

| have read and understand the Educational Field Trip Policy and the
corresponding Administrative Procedures.

Signature of Teacher
Organizer:

Date:




APPENDIX A - APPLICATION FOR APPROVAL TO TAKE
STUDENTS ON AN EDUCATIONAL FIELD TRIP/EXCURSION

APPROVAL SECTION

0 Application approved by Principal. O Application denied by Principal

Principal Comments:

Signature of Principal: Date:

0 Application approved by O Application denied by Superintendent.
Superintendent.

Signature of Date:

Superintendent:

Signature of Director Date:

of Education:

0 Application approved by the O Application denied by the Director.
Director.




Category

APPENDIX B

EDUCATIONAL FIELD TRIP AND EDUCATIONAL EXCURSION APPROVAL MATRIX

Time Restrictions

Participants

Parent/ Guardian Communication

Requirements

Approval Process

Day Educational Field
Trip

During the instructional
day.

Students in a specific
class.

Details about the trip and appropriate forms
shall be given to parents/ guardians at least two
weeks prior to the event.

The application shall be submitted at least three
weeks prior to the event. The application is subject
to the approval of the Principal.

Extended Day
Educational Field Trip

Beyond the instructional
day but not overnight.

Students in specific
classes in Grade 4 or
higher (Grade 3/4 is the
exception).

Details about the trip and appropriate forms
shall be given to parents/ guardians at least two
weeks prior to the event.

The application shall be submitted to the school
Principal at least three weeks prior to the event.
The application is subject to the approval of the
Principal. The approved field trip shall be
forwarded to the local school council and to the
school Superintendent for information only.

Overnight Educational
Field Trip

Up to three nights using
up to two instructional
days. Limited to one per
class per schoollyear/
semester.

Students in specific
classes - Grade 6 or higher
(Grade 5/6 is also
included).

Details about the trip and appropriate forms
shall be given to parents/ guardians at least
one month prior to the event.

The application shall be submitted at least six
weeks prior to the event. The application is subject
to approval from the Principal and the school
Superintendent. The approved field trip shall be
forwarded to the local school council and to the
Board for information only.

Overnight Educational
Excursions

Up to three nights using
up to two instructional
days.

Secondary school teams
and clubs (e.g. Campus
Ministry).

Parent meeting to be held at least two weeks
prior to the event.

Application shall be submitted at least three
months prior to the event. The application is
subject to the approval of the Principal, the school
Superintendent. The approved field trip shall be
forwarded to the local school council and to the
Board for information only.*

Extended Overnight
Educational Field Trip

Four or more nights —
using up to two
instructional days.

Students in specific
classes — Grade 9 or
higher.

Details about the trip and appropriate forms
shall be given to parents/ guardians at least two
months prior to the event.

Application to be submitted at least four months
prior to the event. The application is subject to the
approval of the Principal, the school
Superintendent and the Director of Education. The

Educational Secondary school teams Parent meeting to be held at least one month | approved field trips shall be forwarded to the local

Excursions and clubs (e.g. Campus prior to the event. school council and to the Board for information
Ministry). only.*

Extended More than one night — Secondary schools Details about the trip and appropriate forms | Application to be submitted at least four months

International no instructional days. students on Tourism- shall be given to parents/ guardians at least | prior to the event but no more than one year prior.

Excursions Based Excursions or three months prior to the event. The application is subject to the approval of the

Trips Dedicated to
Catholic Social Teaching.

Parent meeting to be held at least one
month prior to the event.

Principal, the school Superintendent, the Director
of Education and the Board of Trustees. The
approved field trips shall be forwarded to the local
school council for information only.

* Any international field trip or excursion shall require the approval of the Board of Trustees.




APPENDIX - C

PARENT CONSENT FORM FOR EDUCATIONAL FIELD TRIPS/EXCURSIONS
(Students Under 18 years)

of the Brant Haldimand Norfolk Catholic District School Board is arranging

(Name of School Program)

(description of activity, location, dates and mode of transportation)

(description of activity, location, dates and mode of transportation - continued)

ELEMENTS OF RISK

Educational activity programs, such as , Which is being offered, involve certain
elements of risk. Accidents may occur while participating in these activities. These accidents may cause
injury. By choosing to participate in the activity, you are assuming the risk of an accident occurring.

The chance of an accident occurring can be reduced by carefully following instructions at all time while
engaged in the activity.

If you choose to participate in on , you must understand that
you will bear responsibility for any accident that might occur.

The Brant Haldimand Norfolk Catholic District School Board does not provide any accidental death, disability,
dismemberment, dental or medical expenses insurance on behalf of the students participating in this activity.

The Brant Haldimand Norfolk Catholic District School Board strongly advises that all students participate in the

STUDENT ACCIDENT INSURANCE PLAN offered by the Reliable Life Insurance Company which covers
participants for all accidents, 24 hours per day, every day during the full policy term.

ACKNOWLEDGMENT

We have read the above. We understand that in participating in the activity, we are assuming
the risks associated with doing so.

Signature of Student: Date:
(Optional depending upon age)
Signature of Parent/Guardian: Date:
PERMISSION
| give permission to participate in the to be held on or

(please print full name of student)

about

Signature of Parent/Guardian: Date:

NOTE TO PARENT(S): PLEASE RETURN THIS FORM IN ITS ENTIRETY

THIS FORM MUST BE READ AND SIGNED BY EVERY STUDENT WHO WISHES TO PARTICIPATE AND
BY A PARENT OR GUARDIAN OF A PARTICIPATING STUDENT.



APPENDIX - D
RELEASE AND INDEMNIFICATION FORM FOR

EDUCATIONAL FIELD TRIPS/EXCURSIONS
(Students 18 years and over)

, of the Brant Haldimand Norfolk Catholic District School Board is arranging

(Name of School Program)

(description of activity, location, dates and mode of transportation)

(description of activity, location, dates and mode of transportation - continued)

ELEMENTS OF RISK

Educational activity programs, such as , Which is being offered, involve certain
elements of risk. Accidents may occur while participating in these activities. These accidents may cause
injury. By choosing to participate in the activity, you are assuming the risk of an accident occurring.

The chance of an accident occurring can be reduced by carefully following instructions at all time while
engaged in the activity.

If you choose to participate in on , you must understand that
you will bear responsibility for any accident that might occur.

The Brant Haldimand Norfolk Catholic District School Board does not provide any accidental death, disability,
dismemberment, dental or medical expenses insurance on behalf of the students participating in this activity.

The Brant Haldimand Norfolk Catholic District School Board strongly advises that all students participate in the
STUDENT ACCIDENT INSURANCE PLAN offered by the Reliable Life Insurance Company which covers
participants for all accidents, 24 hours per day, every day during the full policy term.

ACKNOWLEDGMENT

l, understand and accept the above and provide the Brant Haldimand
Norfolk Catholic District School Board with the following waiver of liability and indemnification agreement.

RELEASE AND INDEMNIFICATION AGREEMENT

I, , hereby release the Brant Haldimand Norfolk Catholic District School
(print full name of student)
Board and its staff and agents from any and all liability for any injury sustained by me, regardless of how

caused, resulting from my participation in the arranged through the Brant

Haldimand Norfolk Catholic District School Board on or about

| further agree to indemnify and save harmless the Brant Haldimand Norfolk Catholic District School Board and
its staff and agents from and against any and all suits, demands, torts, and actions of any kind which may be
brought against its staff or agents for which it/they may become liable by reason of any injury, loss, damage, or
death resulting from, or occasioned to, or suffered by any person or any property, by reason of any act, neglect
or default of mine.

Signature of Student: Date:

RETURN THIS FORM IN ITS ENTIRETY

THIS FORM MUST BE READ AND SIGNED BY EVERY STUDENT WHO WISHES TO PARTICIPATE.
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