Administrative Off Site Activities
Procedure 317

March 2024

Background

The Division acknowledges that there are many activities of an educational nature
which occur outside of the classroom and may be used to enhance student learning.

The Division’s commitment to provide a safe learning environment extends to include
school activities which occur outside the boundaries of the school.

The Division will support off-campus field trips, tours, projects and activities subject to
available finances, legal restrictions and the extent of coverage by the Division’s
Insurance Policies. Such field trips shall provide students with experiences
supplementary to the approved curriculum or enrichment experiences and shall be
authorized in accordance with Procedures prescribed by the Superintendent.

All field trips shall be categorized into one of the following levels. The Procedures and
Guidelines differ depending on the level of the trip.
e LEVEL 1: Common Day Trips (Same day trips within the local geographic
area).
e LEVEL 2: Common Overnight Trips (include two or more days).
e LEVEL 3: High Risk or Extended Trips (involve a safety risk and/or extend
for four or more nights away).

Guidelines

1. Field trips must relate to the educational program and be connected to the Guide to
Education, ECS to Grade 12, Programs of Study, curriculum and learning
outcomes. Consideration must be given to limiting the number of days missed by
the students to no more than two instructional days.

2. Field trips must take place within the context of attention to the safety and security
of students, to risk assessment of the activities and to the protection of students,
staff, parents, volunteers and the Division.

3. The Principal must give or secure approval for all field trip activities in
accordance with the Procedures established by this Administrative Procedure.

4. Field trips will be conducted under the auspices of the school and a teacher—leader,
who is responsible for the planning, coordination and implementation of the activity
and who will be designated by the Principal for each activity.

5. The Principal shall ensure adequate preparation and supervision for all off-site
activities. While such supervision shall always include teachers or community
volunteer coaches approved by the Principal for a sports team, a Principal may
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authorize persons other than teachers or coaches to provide additional
supervision or instruction when warranted by the nature of the specific activity.

5.1 A teacher—leader must always be in charge to provide oversight and planning.
The teacher—leader must ensure that the activity is conducted in accordance

with the approved plan and that supervision is available at all times. Assistant
supervisors will be prepared to deal with any emergencies that may arise.

5.2 The supervisory arrangements will depend on the age, maturity, needs and
ability levels of the students as well as the inherent risk of the activity and
the specific circumstances of the particular activity.

5.3 For high-risk activities, competent instruction and supervision in these
activities are mandatory. Competence may be established by virtue of a
certificate from a governing body for an activity or where certificates are not
issued, competence may be recognized by virtue of experience and
demonstrated expertise in the activity.

5.4 The teacher—leader shall ensure that training, preparation and orientation of all
student participants and supervisors is provided.

5.5 Where required, an appropriately equipped portable first aid kit must be
accessible and supervision shall include individuals who are well trained in first
aid.

5.6 When necessary and whenever overnight accommodation is involved,
activities involving students of both genders shall have supervisors of both
genders.

5.7 Contingency plans must be in place in the event of cancellation, adverse
weather and road conditions or other conditions that may require a change
to the original itinerary.

5.8 The teacher—leader shall be responsible for ensuring that the teacher—leader
has a list of student and supervisor participants including medication and
medic—alert needs and a list of emergency telephone contact numbers.

6. Permission must be obtained for field trips from parents/guardians, and in obtaining
this permission parents/guardians must be informed in writing of the following
information about the activity:

6.1 ALL LEVELS
6.1.1 The purpose and educational objectives of the activity.
6.1.2 The name of the teacher—leader and a contact telephone number.
6.1.3 The name(s) of other supervisor(s).
6.1.4 The date(s).
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6.1.5 The destination and, where necessary, a map of the area.
6.1.6 Departure and return times.

6.1.7 A detailed itinerary, setting out the general nature and number of
activities and the dates and times and venues for each.

6.1.8 Mode(s) of transportation.

6.1.9 The date of a parents/guardians information meeting about the
activity, if planned.

6.1.10 The need for any special equipment, clothing, food or personal items.

6.1.11 A reminder that parents/guardians must inform the teacher—leader
about any relevant medical conditions of the student.

6.1.12 Any other relevant information about the activity, which may influence
the parents/guardians decision to withhold permission (e.g. a
controversial museum exhibit).

6.2 LEVEL 3
6.2.1 Financial arrangements.
6.2.2 Safety precautions for dealing with potential risk situations.
6.2.3 Level of direct and if applicable, indirect supervision.

6.2.4 Any unusual factors such a rigorous physical activity, water—related
activities or water sports.

6.2.5 Any inherent risks and consequences associated with the activity
(“inherent risk” refers to the hazard, danger, chance of injury, damage
or loss that exists in something as a natural and inseparable quality or
characteristic of that activity).

6.2.6 Emergency Procedures to be followed in the event of injury, illness or
unusual circumstances.

6.2.7 The need for additional medical insurance coverage, if applicable.

7. Each student participating in an off-site activity must comply with the school’s and
the Division’s codes of conduct and remains subject to the Discipline Policies of the
School and the Division.

8. Transportation required for an off—site activity shall be arranged in compliance with
the Board’s Policy on Transportation.

9. Students participating in co— and extra—curricular activities should ride to and from
the activity on the bus or other vehicle approved by the Principal. The teacher,
coach, and/or Principal must carefully consider any variation from this Guideline as
a result of reasonable parent request before approval is granted. Permission must
be obtained for co— and extra—curricular activities from parents/guardians. School
rules regarding this section should be in writing, communicated to parents/guardians
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and students and must be strictly enforced.

10. The use of alcohol or illegal drugs by all participants, including staff members and
volunteers is strictly prohibited during off-site activities and applies to all off-site
activities regardless of the circumstances, the age of the participants or local laws,
customs and culture.

11. Supervisors must not make changes to the approved itinerary on the trip
unless deemed absolutely necessary (e.g. safety).

Procedures

1. The following criteria will be used in determining the approval of a proposed activity.

1.1 Expressed educational value of the activity.

1.2 Evidence of good planning, detailed itinerary and appropriateness of activities.
1.3 Evidence that appropriate insurance is in place or arranged.

1.4 Suitability of proposed supervision.

1.5 Suitability of proposed travel and accommodation arrangements.

1.6 Appropriate financial plan identifying proposed sources of funding.

1.7 Evidence of written approval from parents or guardians.

1.8 Appropriate plans for students not participating in the activity.

1.9 Impact on the regular program of the school caused by student and
staff absences.

2. Approval in principle should be obtained as soon as possible in the planning
process. No commitment shall be made to students, parents/guardians,
transportation authorities, travel agents, etc. until at least approval in principle
has been received for the proposed activity from the appropriate approving
authority. Approval in principle does not imply final approval.

3. Parent/guardian consent is for the purpose of notifying parents/guardians
concerning the details of the proposed activity and to have the parents/guardians
indicate whether their permission is given for their child to participate. It is not to be
regarded as a release from liability.

4. In the case of high—risk activities, in addition to parent/guardian permission, an
appropriate waiver of liability may also be required for a student’s participation.

5. The Principal will keep a record of each off-site activity, which will include, activity
authorization, parents/guardians consent, waivers of liability (if required), all
information provided to parents/guardians, lists of participating students,
teacher—leaders and supervisors injury and incident reports.

6. For activities that involve more than one trip off-site and inter—school sports, a
single parent/guardian permission form will suffice if the information to the
parent/guardian includes a schedule of all the activities which provides the details

Prairie Land Public School Division March 2024
Administrative Procedure 317 Page 4 of 5



of each event. In the case of any high—risk activities, separate permissions must be
obtained.

7. The safety assessment for field trips is provided in Appendix E Safety
Considerations. The standards set out must be met or exceeded for all off-site
activities.

8. When an off-site activity includes students from two or more schools the Principal of
each school involved must jointly approve the participation of their students and all
the students are accountable to the teacher—leader or leaders.

9. A student may not participate in a field trip unless the student is enrolled in a
sponsoring or participating school and is part of the class or group taking part in the
activity.

10. The Board will not be responsible for the reimbursement of deposits on field
trips that are cancelled.

11. Participation in certain activities is strictly prohibited. A list of such activities is
included in Appendix D Prohibited Off-Site Activities.

References: Sections 11, 52, 53 and 197 Education Act
Appendix D Prohibited Off-Site Activities
Appendix E Safety Considerations
Guide to Education: ECS to Grade 12
Traffic Safety Act
Workers Compensation Act
Occupational Health and Safety Act
Safety Guidelines for Secondary Interschool Athletics in Alberta February 2012
School Physical Activity, Health & Education Resource for Safety (Available
through myspheres.ca—SPHEReS, School Physical Activity, Health & Education
Resource for Safety)
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June 2016
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