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The information found in this Procedures Manual is supportive of Administrative Procedure 261 - High School Student Travel: International & Outside Western Canada
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I.



INTERNATIONAL AND OUTSIDE OF WESTERN CANADA HIGH SCHOOL STUDENT TRAVEL An international student travel trip shall be defined as any trip beyond the borders of Canada. An outside of Western Canada student travel trip shall be defined as any trip within Canada beyond the borders of the four Western Provinces (Manitoba, Saskatchewan, Alberta and British Columbia). 1.  Trip Considerations •



The Principal shall establish an internal process for planning, implementing and evaluating all aspects of the trip to comply with District administrative procedures;



• International and outside of Western Canada trips are permitted only at the senior high level (Grades 10, 11, 12); • No high school shall undertake more than three (3) international or outside of Western Canada trips (or combination thereof) per school year; (See Section V Exceptional Circumstances of this Procedures Manual for handling of exceptional requests.); • An individual student is permitted to participate in a maximum of two international/ outside of Western Canada trips per year, and • International and outside of Western Canada trips shall not be planned with other Districts. Trips with another school within the District are permissible as long as each school is supervised with adults from their own school community. 2.  Safety and Security Issues



It is critical that parents, students and staff have a clear understanding that:
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•



where there is a concern related to student/staff safety the District reserves the right to cancel a trip up to and including the planned day of departure, or recall a trip already in progress. Trip cancellation insurance may not provide coverage in this situation. The District will not be responsible for any reimbursement of lost funds as a result;



•



generally, there is no insurance in relation to either the direct impact of a terrorist incident or the travel disruptions and unexpected expenses that may result. The District will not be responsible for any reimbursement should this happen;



•



Department of Foreign Affairs and International Trade shall be consulted by the Principal to verify the level of risk in traveling to any destinations outside of Canada (i.e., political unrest, terrorism, environmental hazards, dangerous living conditions, etc.). Principals may be required to revise the trip plan based on updates from the Department of Foreign



Affairs and International Trade or the District. This revision shall be clearly communicated to all participants and parents/guardians throughout the planning process. The District will not be responsible for any reimbursement should this happen; •



participants shall carry a valid Canadian passport or a valid Visa. Some countries require that a passport be valid for six months beyond the date of entry. If a passport is due to expire within six months of the departure from Canada, check the UC  ountry Travel ReportU for the destination to establish whether the six-month rule applies;



•



the trip leader shall have in-depth knowledge of and familiarity with the entry requirements, customs, rules, and laws of the destination country (e.g. the Department of Foreign Affairs and International Trade requires all Canadians traveling to the United States to obtain and carry a valid Canadian passport. Principals shall consider this as a requirement for travel outside of Canada). The bearer of the passport could have an infraction in the legal system which may allow her/him to qualify for a Canadian passport, however, it may be quite different with the United States requirement or that of another county, hence this could result in being refused entry into the foreign country, or worst case scenario being detained in the foreign country.



For information and travel reports from the Foreign Affairs Department, contact: Website: http://www.dfait-maeci.gc.ca, or E-mail: U[email protected]U Fax: 1-800-267-6788 or 1-613-944-6788 Phone: 1-800-267-6788 or 1-613-944-6788 3.  Educational Factors
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•



educational goals shall be established for the trip. Outcomes of the trip shall have sufficient educational value to outweigh the loss of instructional time and to justify the administrative and staff time and effort required to plan the trip, as well as financial costs incurred. This aspect of trip planning shall first be evaluated by the Principal, and then approved through Risk Management, Instructional Services and the Area Superintendent;



•



international and national trips are to be considered an extension of the regular instructional program and, as such, actions of teachers, other employees, volunteers and students shall befit those that would normally occur in an instructional program, and those that befit representatives of the District;



•



maximum use of weekends and regular school holidays is expected. No more than four regular school days shall be used for an international or national trip. Trips shall not include days that are considered part of a teacher’s professional duties which includes professional development



days and parent teacher interview days. The half-days immediately preceding the Christmas and Easter holidays may be excluded from this count. Separate procedures exist for trips taken during the summer. See Section/V. SUMMER TRIPS; •



international and outside of Western Canada trips, by their very nature, cannot be carried out within the class time allotted to that subject; that is, these trips infringe upon the instructional time in other subject areas. Every effort shall be made by the student to catch up on the classes missed. Specific written plans shall be in place to outline how the staff and students will cover work missed as a result of time away from class. As well, every effort shall be made to minimize any negative educational impact on those students not participating in the trip.



4.  Supervision Requirements
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•



a minimum supervisor/pupil ratio of 1:10 shall be met for international and outside of Western Canada trips; (See Appendix J)



•



acknowledge that student participants must be supervised at all times during the trip; that is to say that there is no “unsupervised” or “free” time for students;



•



teacher supervisors from the school shall constitute at least half of the required supervision ratio. All international and outside of Western Canada trips shall be under the supervision of a minimum of two teachers of the school, one of whom shall be an administrator of that school. An administrator is defined as a Principal, or Vice-Principal. The Principal may authorize persons other than teachers to provide additional supervision. One of the teacher or administrator supervisors shall be designated as the trip leader and shall be responsible for coordination of the planning and implementation of the trip. It is recommended that, in most cases, it is best if the administrator not take on the role of the trip leader;



•



where the student group includes female and male students, supervision of the group shall include both female and male supervisors. If the group includes only female students, the group must be supervised by at least one female supervisor. If the group includes only male students, the group must be supervised by at least one male supervisor; and,



•



supervisors (administrators, teachers, volunteers and others) are in no way to profit financially or otherwise from their participation in the trip, except for having the cost of their trip covered. Where the expenses of the supervisors are included, whether in total or in part, this information must be communicated to parents/guardians in writing, as part of the detailed explanation of the total costs of the excursion.



STUDENT TRAVEL PLANNING TIMELINES AND APPROVAL FORMS



The intent of these timelines is to ensure that adequate planning time occurs to facilitate a thorough risk assessment, that the trip has a curricular fit, and that it is well planned. This will allow for the proper completion and gathering of required documentation and for adequate notification to parents. There may be exceptional circumstances that will require a change from these timelines. Any change requires advance approval of the Area Superintendent. Any trip approved outside the timelines stated in this manual does not reduce the requirements of a thorough risk assessment. The Principal shall submit, according to the timeline specified below, the required trip documentation to the appropriate Area Superintendent.  From there the documentation goes to Manager, Business Services, Instructional Services, and then back to the Area Superintendent. The District will base its approval review on all Districts administrative procedures pertaining
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to student travel trips, as well as on all documentation provided by the Principal and the travel trip leader. If signatures appear on the Step 1 Form from the Principal, Manager, Business Services and Director, Instructional Services, the Area Superintendent will then sign the Step 1 Form which indicates approval to go forward with the next three steps in the process. Written approval or denial for student travel trips will be forwarded to the Principal by the Area Superintendent. The following are the steps involved in obtaining approval for international and outside Western Canada student travel. 1.  Step 1: Permission to Proceed With Proposed High School Student Travel Form (Form must be submitted eight months prior to the date of the trip)



Purpose of Form: The purpose of this form is for the Principal to receive initial approval from the District for the proposed trip.



In Step 1, the trip leader provides information on the proposed trip dates, geographic location (s), map(s), purpose, planned activities, grades involved and acknowledgement that the Principal and trip leader have reviewed the risk assessment and curricular fit portions of Administrative Procedure 261 and Procedures Manual. (See Appendix A). Step 1 Form goes to Administration Council for final approval once signed off by the Principal, Manager, Business Services, and Director, Instructional Services.  Once Administration Council gives the final approval, the Area Superintendent signs off on Step 1 and forwards the approvals to the Principal. Once the Principal receives the approved Permission to Proceed with Proposed High School Student Travel Form, the trip leader may proceed to plan the details of the trip, including informing parents and students. 2.  Step 2: High School Student Travel Planning Form



(Form must be submitted six months prior to the date of the trip) Purpose of the Form:  The purpose of the High School Student Travel Planning Form is to ensure that essential components of Administrative Procedure 261 and Procedures Manual are followed. The trip leader, in collaboration with the Principal, completes and submits the High School Student International & Outside of Western Canada Travel Planning Form, along with a detailed itinerary and completed risk assessment checklist, to the District for approval. (See Appendix B)
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The form helps trip leaders and principals evaluate curriculum fit and alerts them to safety factors that must be identified and addressed prior to conducting the trip. As an integral part of



Page 10



the evaluation, a complete itinerary shall accompany the submission. The itinerary shall include details for all planned activities (including plans for attending Mass on Sunday and other Holy Days of Obligation) with an explanation of any items that would involve small groups. The itinerary is not to include any “unsupervised or free time” as students are to be supervised at all times. (See Appendix J) Components of the High School Student Travel Planning Form: Risk Assessment Section



Every trip has potential for risks. In order to carefully plan the trip in a manner that aims at reducing or avoiding any risks, the risks shall be identified and assessed by the trip leader, the Principal and the District. During the trip planning stages focus is to be on supervision requirements that are appropriate for activities planned. Every proposed trip shall undergo a written risk assessment by the trip leader, including identification of each segment or activity undertaken during the trip and a detailed written plan to address the associated risks. The risk assessment section of the High School Student Travel Planning Form (See Appendix B) identifies important factors the trip leader shall consider in addressing risk management. When planning activities for international trips, which are not listed as excluded or limited activities in the Risk Management Manual, safety standards of that country must meet or exceed the safety standards expected in Canada. (See Appendix I) Curriculum Fit Assessment Section



Every trip proposed for students shall undergo a thorough Curriculum Fit Assessment, which is contained in the High School Student Travel Planning Form.  Every student trip must have a curriculum focus that is linked directly to, or is an extension of, Alberta Education’s Program of Studies. 3.  Step 3:  Detailed Itinerary



(Detailed itinerary must be submitted two months prior to the date of the trip)



A detailed itinerary, which includes Mass on Sunday and other Holy Days of Obligation, (See Appendix) is submitted to the Area Superintendent in Step 2. Whether planned or out of the control of the trip leader, changes to an itinerary often happen. Two months prior to the departure of the participants, an up-to-date itinerary which highlights changes in the itinerary that have been approved by the Principal, must be forwarded by the trip leader to the Area Superintendent and to the Manager, Business Services, for their review. If a major change occurs, the trip leader is to notify the Area Superintendent and the Manager, Business Services of this change immediately so that a decision can be made around the appropriateness of the change as soon as possible. A situation could exist where a trip would have to be cancelled based on such a major change to the itinerary. Page 11



4.  Step 4:  Post Student Travel Report Form



(Form must be submitted within one week of return from trip)



Purpose of the Form:  The purpose of Post Student Travel Report Form is to raise awareness of positive and negative experiences with each trip.  This information is used to guide future approvals for high school travel.



Within one week return from the trip the trip leader is to complete a Post Student Travel Report Form and forward it to the Manager, Business Services. The information supplied on the form will focus on any negative experiences that are to be avoided, any positive experiences and who would benefit from participating in such activities, and suggestions on how to make the trip a more valuable experience for all participants. (See Appendix H) III.



TRIP PLANNING CONSIDERATIONS 1.  Insurance and Risk Management



Insurance is only part of a risk management strategy. Risk avoidance and reasonable management are other essential elements. All staff and volunteers are risk managers and are to use common sense and critical thinking skills when planning, implementing and supervising trips. a.



Liability Insurance



The District carries liability insurance to protect the District, its staff and its volunteers for all school-sponsored activities while they are acting within the scope of their duties. b.



Accident and Travel Insurance



The District has purchased blanket student travel coverage for all District approved national and international trips. (See Appendix K) Principals are required to contact the Manager, Business Services for a current estimate of the insurance premium for student travel coverage. Coverage applies to all full-time students (excluding international and foreign exchange students) and all District and volunteer supervisors. All adult participants, including support staff and parents on the approved trip, are automatically covered. International and foreign exchange students participating in student travel are required to purchase travel and trip cancellation insurance through a District approved carrier. The trip leader is to contact the Manager, Business Services if travel insurance is required for international or foreign exchange students.
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The student travel policy provides accident and sickness coverage while traveling on school trips, and trip cancellation. Cancellation coverage provides protection when a student or chaperone is unable to undertake or continue on the scheduled trip as a result of their own injury, sickness or death or that of an immediate family member, or in the event of a Canadian government travel advisory or SOS international advisory to the planned destination. It is the trip leader’s responsibility to advise parents about the student travel insurance and provide a copy of the blanket student travel brochure summarizing coverage. In the event of a medical emergency, the insurer, Industrial Alliance Pacific can be contacted at (800) 255-2008 (in Canada and the USA) or at (604) 737-9377 collect (outside North America). Note that claims are to be made directly to the insurer and not to the District. The student travel brochure and student travel claim form are located on the intranet site (Our Services/Finance and Business/Business Services/Student Travel Insurance). 2.  Safety Preparation: Student Travel Kit



The trip leader shall carry a travel kit which includes:
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•



a first aid kit appropriate to the risk involved while on the trip. The expectation is that for the higher risk activities such as sporting events, a more substantial first aid kit must be taken;



•



a copy of Administrative Procedure 261 and this Procedures Manual;



•



an Accident Report Form and/or Incident Report Form. Regardless of the seriousness of the injury or incident, the field trip leader must report it as complications could arise at a later date; (See Appendix L, M, N)



•



contact information for local emergency authorities (i.e., police, medical facilities, consulate contact,) at the trip destination and any other locations visited;



•



a reliable means of communication and emergency contact procedures appropriate to the activity/destination, keeping in mind that cell phones do not work in all environments, and that a satellite telephone may be necessary;



•



contact numbers for parents/guardians of all participating students;



•



home and school contact e-mail, cell phone and fax numbers for the Principal; and



•



e-mail, cell and fax numbers for Area Superintendent and Manager, Business Services in case of an emergency.



3.  Accident/Incident Reporting



Serious Accident, Injury or Incident The reporting procedure for a serious accident, injury or incident is as follows:



•



student travel trip leader shall inform the Principal immediately in cases of serious accident, injury, or incident. The Accident Report and First Aid Record Form and/or Incident Report Form must be completed and faxed to the Manager, Business Services at 403-500-2932 within 24 hours;



•



the Principal shall contact the Area Superintendent, immediately;



•



upon return from the trip the hard copy accident report, along with a copy of any parental consent forms that were signed pertaining to the trip and all other trip planning documentation, will be forwarded to the Manager, Business Services.



Minor Accidents, Injuries, or Incidents



In cases of minor accidents, injuries, or incidents, the reporting procedures are as follows: •



upon return from the trip, the trip leader will forward a completed District Accident Report and First Aid Record Form and/or Incident Report Form to the Principal for approval and subsequent submission to the District.



Determining the Seriousness of Accidents, Injuries, or Incidents •



when in doubt as to whether the accident, injury, or incident is serious or minor, the trip leader shall submit an Accident Report and First Aid Record Form and/or Incident Report Form immediately to the Principal, who shall follow the appropriate reporting requirements as above. If the Principal is in doubt as to whether it is serious or minor, he/she shall consult with the Manager, Business Services, or err on the side of caution and report it as a serious accident/incident.



•



All accidents/incidents with potential for legal or media implications must be reported to the Area Superintendent and to the Manager, Business Services within 24 hours. Injuries involving employees or volunteer supervisors must also be reported to the Superintendent, Human Resources within 24 hours, regardless of injury severity, as these



Page 15



individuals may be covered by WCB compensation.  The report can be sent via fax (403) 500-2924, via phone #403-500-2482 or via email to [email protected] 4.  Costs, Fundraising, and Budgeting



Although there may be some fundraising involved, the cost of the trip will be primarily covered by parents/guardians. •



Principals are expected to reduce the impact on instruction for the students not involved in the trip. The use of guest teachers is to be kept to a minimum, however if guest teachers are needed, the students participating on the trip are expected to cover the cost of a guest teacher(s). Parents/guardians are to be made aware of this expense;



•



a budget and full accounting of expenses for the trip shall be available upon request; and



•



any monies collected must be processed through the school business managers as per approved accounting practices.



5.  Transportation



All students on District approved international or national trips shall use transportation approved by the District.  All transportation arranged must abide by Administrative Procedure 563 Staff/Volunteer Driver Qualification and Vehicles Authorizes for Transporting Students Off-Site. All reasonable efforts to ensure safe and appropriate travel must be taken by the trip leader and the Principal.



6.  Parent/Guardian Consent Form



The District requires custodial parent/guardian signature for approval of trips. The Principal shall provide the appropriate form for the particular trip, as described below, to the custodial parent/guardian, who then signs and returns the form to the Principal by the date specified on the form. (See Appendix C, D) A signed form must be received by the Principal in order for a student to be permitted to participate on the particular trip specified on the form.  The form shall not be altered. An altered form indicates that the parent is not comfortable with some aspect of the trip. The Principal shall contact the parent to discuss and resolve the issue before allowing the student to participate in the trip. Consent for Participation and Risk Acknowledgement for International and Outside Western Canada Trips (See Appendix C)
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This form is used for all international and outside Western Canada travel. It is to be provided in conjunction with the trip information package to parents and participants including itinerary and details of the trip. In all cases, the Principal shall be responsible for accounting for the return and retention of all forms in accordance with the section of this manual dealing with Document Retention.  In the event of an accident or incident during the trip, the consent form pertaining to the injured student(s) shall be forwarded to the Manager, Business Services, along with the completed District Accident Report and First Aid Record Form and/or Incident Report Form. 7.  Post Travel Report Form



The trip leaders are to complete a Post Travel Report Form (See Appendix H) and submit it to Manager, Business Services within one week return from the trip. This information will be utilized to assist the District and principals in planning future travel.



8.  Document Retention



All relevant documentation must be retained for the remainder of the year in the year the trip was taken as well as the following two years. Depending on the situation, the documentation may be kept at the school or with the Manager, Business Services. Principals and trip leaders will be guided by Manager, Business Services if any documentation must be forwarded to the District.



9.  Unacceptable, High Risk and Limited Activities



The minimum standards set out in the Safety Guidelines for Physical Activity in Alberta Schools (latest edition) shall be met or exceeded for all student travel trips. District administrative procedures supersede any standards set out in the Safety Guidelines. A copy of the Safety Guidelines document has been provided to all principals. Additional copies are available from the Consultant, Physical Education and Athletics. Refer to the lists of excluded and limited activities in the Risk Management Manual, Module 9: Identifying High Risk Activities, as revised from time to time. (See Appendix I)



When planning for student travel, keep in mind the core purpose of the trip.  All activities that students will participate in must be included in the travel itinerary that is submitted as part of the trip approval process. Based on the destination, all safety requirements of the country visited must be followed. It is the responsibility of the trip leader to make him/herself aware of these safety requirements.
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V.



SUMMER TRIPS Cultural, athletic, band or choir student trips will be permitted to occur during summer vacation. Principals shall contact their Area Superintendent with their request for a summer trip. If permission to proceed is granted by the District, the trip shall be subject to the administrative procedures  and expectations that apply to all other District sponsored trips. Any international or outside of Western Canada trip taken during the summer shall be counted as one of the three allowed per year. The trip shall be counted as one of the school's trips within the  year commencing September 1 and ending August 31.



Vl.



EXCEPTIONAL CIRCUMSTANCES



Any exceptional circumstances that may warrant deviation from these administrative procedures shall be subject to the approval of the Chief Superintendent. Principals shall contact their Area Superintendent with a request to be granted an exemption under this clause. Only circumstances recommended by the Area Superintendent, after consultation with Manager, Business Services to evaluate potential risk concerns, will proceed to the Chief Superintendent for consideration. VII.



RESPONSIBILITIES OF HIGH SCHOOL STUDENT TRAVEL TRIP PARTICIPANTS All participants on the trip, including the administrator, trip leader, supervisors and students shall not consume alcohol, illegal drugs or un-prescribed prescription drugs, or misuse prescription drugs, at all times during the duration of the trip whether or not students are present. All adults including the administrator, trip leader and supervisors shall conduct themselves in a professional demeanor consistent with the District’s Catholic values and professionalism. 1.  Principal's Responsibilities



The Principal shall ensure that:
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•



she/he has read the High School Student Travel Administrative Procedure 261 and accompanying Procedures Manual in its entirety, and that a copy of both are available on the trip;



•



the District's student travel approval process, as defined in this manual and in the guidelines established in the District’s Risk Management Manual, is understood and



followed by all participants; •



the trip leader has the school and District contact phone and fax numbers available in case of an emergency;



•



in case of an accident, she/he must phone the appropriate Area Superintendent, immediately and also submit a written District Accident Report Form and/or Incident Report Form. The form is then submitted to the Manager, Business Services;



•



she/he must ensure that injuries involving employees or volunteer supervisors are also reported to Superintendent, Human Resources Uwithin 24 hoursU, regardless of injury severity, as these individuals may be covered by WCB compensation. The report can be sent via fax (403) 500-2924, via phone #403-500-2482 or via email to [email protected].



•



the following elements, at minimum, are thoroughly reviewed, evaluated and documented when making decisions regarding student travel trips:   direct curriculum fit; risk (i.e., in particular, discover if any water hazards are located near or at the site of the trip; what the road and weather conditions will be at the time of the trip, etc.);   age/grade appropriateness for the activity, with travel time considerations;   required supervision ratios;   selection of appropriate supervisors;   relevant instructional activities before, during, and after the trip;   cost, fundraising, budgeting;   level of each individual supervisor’s understanding of Administrative Procedure 261 and Procedures Manual and of the responsibilities of the teacher role on the student travel trip;   student travel leader’s experience with the proposed trip, entry requirements, rules and laws of the destination and knowledge of the facility;   appropriate communication with parents/guardians regarding the trip details has occurred, as defined in this manual;   a detailed itinerary;
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  transportation arrangements; and, •



•



  accommodation arrangements. the documentation, as required in this manual, is submitted to the District within the required timelines;



•



all student travel must have a knowledgeable and prepared trip leader and administrator who is a teacher from the school;



•



appropriate supervisors are assigned to the trip. The District requires a minimum of 1:10 supervision ratios with all high school student travel trips. A supervisor must be at least 21 years of age at the time of the trip and must be approved by the Principal.  One administrator, which can be a Principal or a Vice Principal, but not a coordinating teacher, must travel with students on an international and outside of Western Canada trip. At no time shall a teacher employed as a "guest" be permitted to supervise students on the trip; criminal record checks are obtained on all volunteer overnight supervisors (refer to the District’s Volunteer Handbook, Appendix II, for the appropriate forms); • ensure that all teacher supervisors and adult volunteer supervisors for the trip receive an orientation on all aspects of the planned trip; and



2.  Trip Leader's Responsibilities



The trip leader shall be a teacher or administrator of the school who has volunteered to plan and coordinate the trip. It is recommended that, in most cases, that it is best if the administrator not take on the role of the trip leader. If, for some reason, the trip leader cannot attend the trip, the trip shall be cancelled unless a knowledgeable alternate teacher replacement, who is approved by the Principal, volunteers to conduct the trip. The trip leader shall:
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•



ensure that she/he has read the High School Student Travel Administrative Procedure 261 and accompanying Procedures Manual in its entirety;



•



have the appropriate training and knowledge for the planned trip. Prior experience of the trip location will enhance the trip leader’s ability to complete a thorough curriculum fit and risk assessment and to ensure maximum learning opportunities are provided to the students. Only in extenuating circumstances, which would be approved by the Chief Superintendent, would the trip leader, administrator and/or supervisors go on a pre-trip in advance of the student participants and expect the student participants to cover the expenses of the trip.



•



if the trip leader does not have first-hand experience of the trip, an individual who is a trained,



experienced and qualified guide shall accompany participants on the trip. The qualified guide may be either a teacher from the school with first-hand experience, a contracted service person or a volunteer who has qualifications in the area required; •



consult with and obtain the written approval of the Principal, Manager, Business Services, Director, Instructional Services and Area Superintendent, to proceed before initiating discussion with parents/guardians or students and before planning the trip (Approval of Step 1);



•



in conjunction with the Principal, evaluate all aspects of the trip, including educational opportunities, curriculum fit, risk assessment, venues, environment, activities, accommodation, modes of transportation, supervision, security, emergency communication arrangements, emergency evacuation procedures and determine whether an individual with valid First Aid certification is required to accompany the group;



•



have the appropriate District contact phone and fax numbers available in case of an emergency. Regardless of the seriousness of the injury, the field trip leader must report it as complications could arise at a later date;



•



select, prepare and orientate student trip supervisors. The trip leader, together with the Principal, shall:   select appropriate adult volunteers (i.e., teachers, staff, parents, etc.) to act as supervisors on the trip. At least half of the supervisors must be teachers from the school. General requirements outlined in Administrative Procedure 261 shall be followed. The Principal and trip leader shall ensure that specified supervision ratios of 1:10 are met. Supervisors must be 21 years of age or older at the time of the trip;



  ensure all supervisors for the trip receive an orientation or briefing on details regarding the planned trip and their specific duties and authority prior to departure; and   ensure all trip supervisors have read and are familiar with the District’s Risk Management Manual Module 4: Supervision. (See Appendix J) •



emergency situations:   the trip leader shall carry with them for the duration of the trip a Student Travel Trip Kit, in order to be as prepared as possible for emergencies. Supervisors must be aware of the fact that the trip leader is carrying a Student Travel Trip Kit;   the trip leader shall carry with them for the duration of the trip the Personal Health
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Information/Medical Treatment Authorization Form for each student on the trip; (See Appendix E)



  inform the Principal immediately in cases of serious accident, injury, or incident; and,



  have plans and procedures in place to respond to a student accident or incident while on the trip and to ensure that no student(s) are left unsupervised. The trip leader shall inform the Principal immediately in cases of serious accident, injury, or incident. •



ensure attendance counts are taken:   The trip leader shall ensure that a precise attendance count is taken at all points of arrival and departure on the trip, as well as at appropriate points during the trip; and,   The trip leader must ensure that all student participants are picked up upon arrival from the trip. No student is to be left behind.



•



the trip leader is responsible for completing and submitting all the appropriate forms.



3.  Supervisors' Responsibilities Each trip supervisor shall: •



ensure that she/he has read the High School Student Travel Administrative Procedure 261 and accompanying Procedures Manual in its entirety;



•



report to the trip leader;



•



attend an orientation session regarding trip details and the supervisor's specific duties and responsibilities during the trip;



•



know the details of the trip and their specific duties and authority prior to departure. All supervisors on trips shall also be familiar with the District’s Risk Management Manual, Module 4: Supervision. The Principal shall indicate in writing that an orientation will take place in the “Approval Signatures” box at the end of the High School Student International and Outside Western Canada Trip Planning Form; (See Appendix A)
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•



support and follow the school code of conduct and report any inappropriate conduct to the trip leader;



•



students shall be supervised at ALL times during the trip. There shall be NO unsupervised time for students on trips. Supervisors are on duty at all times during the trip; and



•



additional supervision by teachers and/or other volunteers from the school sponsoring the trip shall be considered by the Principal for activities involving   increased risks;



  large numbers of students;   participation of students with special needs*;   crowded venues; and,



  other circumstances based on the particular trip. * Note that in addition to providing extra supervision for students with special needs, other factors must be considered and planned for carefully, including: wheelchair accessibility at the location, students’ medication and/or medical needs, appropriate aide support, etc. The extra planning that may be required for students with special needs is not, in and of itself, a valid reason to exclude them from participating in international and national trips. •



take whatever precautions are necessary to ensure the safety, and appropriate behaviour of students;



•



adhere to the itinerary;



•



dress appropriately according to the type of activity;



• fulfill her/his supervision duties for the duration of the trip, including evenings and and, •



weekends;



adhere to the District’s Code of Conduct.



4.  Students' Responsibilities



Students participating in a student travel trip shall; (See Appendix F)
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•



conduct themselves in a manner consistent with the school's code of conduct, the District's values, and in a manner befitting representatives of the District. Trip participants shall be aware of local laws and customs that may impact their conduct and decisions while at the various destinations on the trip;



•



do not use of alcohol, illegal drugs, or non-prescribed prescription drugs, or the misuse of prescription drugs at all times during the duration of the trip. This applies to all trips regardless of the circumstances, the age of the participants, local laws, customs and culture, and shall apply to the trip leader and supervisors. The purchase and/or possession of any illegal,



prohibited or restricted items are not permitted; •



be prepared for the particular type of trip (i.e., wear appropriate clothing and footwear to be prepared for possible seasonal weather variances);



•



be accountable to, and respectful of, the trip leader and supervisors at all times;



•



participate in a responsible and cooperative manner during the trip; and,



•



complete all academic activities related to the trip before, during and after the trip in a satisfactory manner.



5.  Parents'/Guardians' Responsibilities



Parents/Guardians are responsible for:
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•



returning the signed authorization forms (Appendix C & D) to the Principal by the required deadline;



•



advising the Principal of any health concerns or dietary restrictions, as soon as they become aware of the health concern and provide any necessary medication;



•



ascertaining if the level of risk associated with the trip is appropriate for their child;



•



attending any parent/guardian information meetings regarding the trip;



•



their child’s transportation to and from the school or meeting place for trip departure and arrival;



•



reinforcing with their child their responsibilities related to the trip and the importance of appropriate behaviour while on the trip. Parents/guardians will be responsible for all costs involved in sending a student home early because of his/her inappropriate behaviour. This may include the costs of a supervisor to accompany the student as he or she is transported back to Calgary; and,



•



ensuring that any necessary identification/travel documents (including passport/visa) are secured prior to the trip.



LIST OF APPENDIXES



Appendix A



PERMISSION TO PROCEED WITH PROPOSED HIGH SCHOOL STUDENT TRAVEL FORM  (STEP 1)



Appendix B



High School Student International And National Planning Form (Step 2)



Appendix C



Consent For Participation And Risk Acknowledgement For High School Student International And National Travel Form



Appendix D



Out Of Country Permission To Travel Form



Appendix E



Personal Health Information /Medical Treatment Authorization



Appendix F



Student Travel Guidelines: Sample Document



Appendix G



Travel Planning Risk Management Checklist



Appendix H



Post Travel Report Form



Appendix I



Risk Management; High Risk, Excluded Or Limited Activities



Appendix J



Supervision



Appendix K



Urban School Insurance Consortium Brochure



Appendix L



Employee Accident Report And First Aid Record Form
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Appendix M



Student Accident Report And First Aid Record Form



Appendix N



Incident Report Form
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