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PROCEDURE 3004A: EXCURSIONS


Title:

EXCURSIONS 
Adopted:
January 2020
Revised:
October 2023
Related:
Policy 3004 - Excursions
________________________________________________________________
PURPOSE:
The purpose of this procedure is to provide guidelines and expectations for the selection, approval and conducting of excursions and the responsibilities of all involved.

PROCEDURES
General

1. All excursions must operate during the regular school year (between the first day of school and the last day of school). 
2. Any activities occurring on the excursion must meet the requirements of the OPHEA Safety Guidelines.
3. The location for the activity must be both relevant in terms of requisite learning, and appropriate in terms of accessibility, cost, and uniqueness of the site. Staff are encouraged to select more local destinations if the same learning can occur.
4. There must be demonstrated pre-, during- and post- learning activities consistent with the specific expectations of The Kindergarten Document.
5. There must be an expectation that all eligible students attend to satisfy the learning outcomes articulated for the activity.
6. The Principal must endeavour, through advanced planning, to ensure that efforts are made to increase opportunities for students to participate in excursions.
7. Parents/guardians must be informed of dates, location, supervision, method of transportation and any cost involved to the student. 
8. Measures must be undertaken to ensure all students wishing to participate have equity of access to these experiences.  This may include (but not limited to):
· Choosing activities that support access by all students

· Providing students with ‘lead time’ (appropriate school-based planning)

· Ensuring understanding of grant permission by family for whom English is a second language.
Principal’s Permission
9. Teachers shall complete the Excursion Request Form (Appendix A) four weeks in advance of the date of the requested excursion and submit it to the Principal together with a copy of the completed Parent/Guardian Excursion Permission Form (Appendix B).
10. The Principal shall make decisions to approve or not approve any excursion with due regard to safety and environmental factors (e.g., proximity to water, dangerous areas, possibility of disconnect from the group).
11. Permission will not be granted for any excursion in which water emersion or aquatic activity (e.g., boating, canoeing) is involved.
12. The form must include the type of transportation being used (walking or bus).
13. The Excursion Request Form must include a list of students participating in the excursion, their mobility requirements and if nursing is attending.
14. All costs allocated with the excursion must be included on the form.  If the excursion planning is well in advance of the trip, a cheque can be produced to pay for the excursion by KidsAbility School Authority.  Otherwise, the teacher will be required to pay for the excursion personally and be reimbursed by the school (either immediately through petty cash or by cheque, taking up to three weeks).
15. The teacher is responsible to obtain all permissions required from parents/guardians.
16. No planning can be made or contracts entered into with program service providers until the Principal has signed approval of the excursion.
17. There may be occasions when the approval of an excursion previously granted must be withdrawn. In these situations, the decision will be made only after careful thought as to what alternatives might be possible in the particular circumstances. If the approval is withdrawn, the Principal endeavour, as soon as possible, to advise all concerned and to assist them in recovering any resulting personal loss.
Accommodation of Religious Requirements, Practices and Observances
18.  When planning an excursion, every reasonable effort shall be made to be aware of the religious observances of the staff, students and community members who may be involved in the excursion or impacted in some way.
Requirements of Program Service Providers 

19. When utilizing a Program Service Provider for an excursion, the Office administrator shall determine if the Program Service Provider is on the pre-approved list of Service providers and as such. If the Program Service Provider is not on the pre-approved list, then the teacher must determine that the provider carries general liability insurance by obtaining a copy of the policy or certificate of insurance.
20. The teacher in charge shall ensure that Program Service Providers have qualified and/or certified instructors, where necessary.
Transportation - Information to Parent
21. The teacher will inform parents/guardians in writing on Excursion Parent/Guardian Permission Form.
22. The teacher shall make every effort to inform parents/guardians in writing on the Parent/Guardian Excursion Permission form that they will be responsible for any applicable losses or costs should their child engage in misconduct, including a breach of the school’s Code of Behaviour during the excursion.  This could include costs for transportation home or for damages resulting from misconduct.
23. The teacher will arrange and supervise all aspects of transportation required.  
Transportation Options and Rules
24. Acceptable means of transportation for students participating in excursions may include:
-
buses and vans hired by KidsAbility School Authority

-
taxis;

-
other forms of transportation approved by the Principal.

25. Teachers will request permission to use a bus on the transportation list.  Once permission is granted, the Office Assistant will book the bus.
26. Insurance information shall be obtained for vehicles used for the excursion, regardless of the mode of transportation. This information may have already been obtained if a transportation provider is on the pre-approved list.
Use of Buses and Vans 

27. The preferred method of transportation for students on excursions is by buses or vans hired by the KidsAbility School Authority.
28. A staff member from the school shall supervise students on a bus or van during all school-organized excursions.
29. The teacher in charge shall carry a list of students on that bus, plus a seating plan for everyone on the bus.  The list should include the licence/identification number of each vehicle.
Travel in Inclement Weather
30. From time to time, weather conditions may make travel hazardous, particularly on the highway. If the normal home to school transportation is cancelled on any given day, then all excursions shall also be cancelled for that day.
31. If weather conditions change in the course of the day, the teacher in charge has the ultimate responsibility for the safety of the students, and shall make a decision in these circumstances whether to continue or not continue with the excursion.  Where possible, a check must be made for travel or weather advisories.
32. KidsAbility School Authority will cover any costs associated with the cancellation or delay of the excursion.
General Guidelines Regarding Supervision
33. When supervising students on excursions, teachers and other school staff shall comply with the standard of care of a reasonably careful or prudent parent in the circumstances.
34. In monitoring excursions, the Authority and its staff shall comply with all statutory duties and ensure that every activity is conducted in accordance with the Education Act and related regulations.
35. A Supervisor is any person deemed by the teacher and principal to be sufficiently responsible and able to provide adequate care for the students involved in the activity (i.e., EA’s, student teachers, parents, volunteers, co-op students).
36. All adults accompanying a trip must commit to the standards and expectations associated with supervising students as per this procedure and the OPHEA Safety Guidelines.  It is expected that these standards are adhered to by supervisors throughout the entire duration of the excursion.

37. The teacher(s), as well as other supervisors, are included when calculating the supervisor/student ratio.  A minimum of one employee of the Authority (teacher, educational assistant, etc.) will be a supervisor involved in the excursion.
38. In approving and supervising excursions, the Principal shall comply with the applicable statutory duties, including the duty to maintain proper order and discipline in the school, give assiduous attention to the health and comfort of the students, supervise instruction in the school, provide for the supervision of any school activity authorized by the Authority, and report promptly any neglect of duty or infraction of school rules by a student to the parent/guardian.
39. In planning and supervising excursions, teachers shall comply with their statutory duties, including the duty to teach diligently and faithfully the classes or subjects assigned to the teacher by the Principal; encourage students in the pursuit of learning; encourage the highest regard for truth, justice, loyalty and other virtues; maintain proper order and discipline in the classroom and on the school ground; be responsible for effective instruction, training and evaluation; ensure that all reasonable safety procedures are carried out; and co-operate with the Principal and other teachers to establish and maintain consistent disciplinary practices.
40. It is the responsibility of the Principal and teacher(s) concerned to ensure that appropriate supervisor/student ration for all off-campus excursions is adhered to.  In most cases, this will be 1:1.
41. If parents join the students and staff on a field trip, they may assist in monitoring student activity but shall never be solely responsible for supervising any students.
42. The Principal shall designate one certified teacher from the school as the teacher in charge of the excursion.
43. The Principal shall not designate an occasional teacher as the teacher in charge of an excursion, unless the occasional teacher is a long-term occasional teacher, who, in the judgement of the Principal, has sufficient knowledge about the students and the activity of the excursion.
44. The Principal shall ensure that all precautions for the safety, comfort and supervision of participating students are taken.
45. The Principal shall ensure that all supervisors are aware of relevant medical concerns for all participants.
46. The Principal shall make every effort to approve all volunteers on excursions.
Parent/Guardian Permission - Consent Forms
47.   At the beginning of the school year, the Principal shall ensure that:
· Parents sign the School Activity Consent Form which gives permission for students to leave school property and go out into the local neighbourhood under supervision of the KidsAbility School Authority staff.
· The Plan of Care and Management of Emergency Medical Concerns form and the Administration of Prescribed Medication Form will be completed by the parents and the school database updated.
48. There must be a signed Parent/Guardian Permission for Excursion form returned for each student participating in an excursion.
49. The Principal shall ensure that one copy of all appropriate approval forms is on file in the school until at least the end of June of the school year following the school year in which the excursion takes place.
50. Letters and forms will be translated upon request.
51. Where the child is subject to a custody order, the written consent of both parents may be required if there is a joint custody order.
Parent/Guardian Permission - Neighbourhood Excursions
52. Parents will complete the School Activity Consent Form at the beginning of the school year, to cover non-high-care curricular activities in instructional time within walking distance (less than 0.5 km) of the school.  Appropriate supervision shall be approved on a case-by-case basis by the Principal.  The teacher will notify parents/guardians of the activity, location, date and time.
Beyond the Neighbourhood Excursions
53. For each excursion, teachers will prepare and send home to parents the Parent/ Guardian Excursion Permission form.  Parents will be required to sign the form indicating that they are allowing their child to participate in the excursion.  Where written informed consent of parents/guardians cannot be obtained, the student shall be excluded from the excursion unless the Principal, having regard to all the circumstances, determines that it is appropriate to allow the student to participate and has verbal permission from the parent/guardian.
54. In exceptional circumstances, excursion dates and times may change.  The teacher shall make every effort to inform custodial parents of these changes.
55. Parents/guardians who wish their child to participate in an excursion are required to indicate on the excursion form if there is any medical reason why their child should not participate in an activity which is part of the excursion, or which may lead the child to require special attention during the activity.
Financial considerations - Funding and Excursion costs
56. At the beginning of each school year, the Principal will inform each teacher of the allocation of the annual budget for excursions.  These funds can be used for entry fees, transportation or other related costs.
57. If students are to pay a portion of the entry cost, teachers shall inform parents/guardians of the cost of the excursion on the Parent/Guardian Excursion Permission form.
58. No monies shall be collected prior to the full approval of the Principal
59. Parents/guardians shall be informed that they will be responsible for any applicable losses or costs should their child engage in misconduct while on the excursion, including damages and/or return transportation fare.
60. Every effort should be made to ensure that excursions are affordable to students. No student shall be excluded as a result of financial inability to pay.
During the Excursion - Communication
61. The Principal or designate identified to the teachers shall be available by telephone, cellular telephone, or other wireless means of communication to teachers in case an emergency arises at any time during the excursion.
62. At all times the Principal shall keep in hand the excursion itinerary and phone numbers for the teacher in charge of the excursion. These shall as well be posted in the office, 
 During the Excursion - Medical concerns and Student information
63. The teacher shall be aware of details of all medical and emergency care information for all participants prior to any excursion.
64. The teacher in charge shall inform all supervisors of relevant medical concerns for all participants and expected interventions.
65. The teacher in charge shall carry the Student Information form on every excursion.
66. Parents must complete the medical section on the excursion form.
After the Excursion - Forms
67. The teacher shall submit to the Principal one copy of all appropriate approved forms to be kept on file in the school until at least the end of June of the school year following the school year in which the excursion takes place.
Risk/Liability
68. Excursions involve risks and responsibilities different from those encountered in the classroom. The Authority’s liability insurance policy protects both staff and volunteers who are working within the scope of their duties for the Authority.  The insurer responds to lawsuits that are brought against staff or volunteers who are supervising school events and activities approved by the Principal, and provides protection for each occurrence. 
Responsibilities - Volunteers
69. Volunteers shall adhere to the policies and practices of the Authority and shall work 
under the supervision of the Principal and teachers from the school for the duration of all 
excursions.
70. Volunteers shall adhere to the procedures of the Authority relating to volunteers, including police criminal records checks.  
Responsibilities – Students
71. Student shall adhere to the school’s Code of Behaviour for the duration of all excursions.  Students who fail to adhere to the Code of Behaviour while on excursions will be subject to the same consequences as if the students were in attendance at school during regular school hours.
72. Students are expected to be prepared for the excursion and adhere to excursion expectations.

73. Students shall follow the directions of teachers and other supervisors during excursions.
Responsibilities - Parents/Guardians
74. Parents/guardians of students under the age of 18 who wish their child to participate in an excursion are required to provide consent for each excursion by completing and returning to the teacher a Parent/Guardian Excursion Permission form.

75. The Parent/Guardian Permission for Excursion (Appendix B) will contain information about the nature and purpose of the excursion, locations, dates and/or times, supervision, transportation arrangements, including mode of transport, use of volunteer drivers, costs, special clothing or equipment required, lunch or other food requirements.
76. Parents/guardians (or the student, where the student is aged 18 or over) who wish their child to participate in an excursion are required to indicate if there is any medical reason 
why their child should not participate in the activity, or that may lead the child to require special attention during the activity.
77. Medical information shall be requested annually by the school, and parents/guardians are expected to provide the school with any relevant information or changes throughout the school year.
78. Parents/guardians are expected to ensure that their child is prepared appropriately for the excursion.
79. Parents/guardians are responsible for any applicable losses or costs should their child engage in misconduct, including a breach of the school’s Code of Behaviour.  This could include costs for transportation home or for damages resulting from misconduct. 
Contingency Planning for Emergencies  
80. The Principal shall ensure that contingency planning is part of every excursion.  This 
includes anticipated risks, potential emergencies, and response to these emergencies.
81. During an emergency, the supervisor shall take care of the immediate needs of the 
participants involved in the incident, prevent the situation from escalating, and follow the steps below:

(i) Call 911

(ii) Assess the situation to determine if immediate medical care is required or if assistance                       is required.
(iii) Account for all participants and remove participants from further danger.  A supervisor shall take charge of the group, provide comfort and necessary information to all involved.
(iv) Arrange for the administration of first aid or CPR as required.
(v) Call the Principal.  Contingency planning should be coordinated with the school.
(vi) In life-threatening situations, call the Principal after altering emergency services.
Considerations in reporting an emergency:
82.  In reporting an emergency, utilize the following script …..
 (i)
state location

(ii)
state name of caller

(iii) describe the nature of the problem

(iv) describe type and extent of injury

(v) how many participants are injured?

(vi) describe the action taken

(vii) specify needs (i.e., medical, transportation, supervision)

(viii) transport participants to medical care as quickly as possible

(ix) A staff member or adult supervisor should accompany injured participant to the hospital.  Contact the Principal from the hospital to update on the participant’s condition.

(x) The Principal shall arrange a convenient meeting area for parents when an emergency arises, to allow for privacy, fact finding, and exchange of information.

(xi) During an emergency, where possible, the teacher in charge will keep or arrange for an ongoing written log of events and times to be kept.

Medical Emergency 
83. At the beginning of the year, Principals shall ensure that the Plan of care and Management of Emergency Medical Concerns forms are completed. The Principal must ensure that the medical information is entered onto the data base.
84. To determine whether a student participates in an excursion, the Principal shall take into consideration:
(i)
if a student has a serious medical condition; and/or

(ii)
the administration of medication is too complicated; or

(iii) a student has engaged in serious misconduct, including breach of the school Code of Behaviour.
85. The Principal will ensure that staff and volunteer organizers are aware of participating students who may suffer anaphylactic reactions and ensure that the individual plans and 
epinephrine and cell phones are available, if required.
86. Teachers and adult supervisors shall carry the Student Information form on every excursion. This will ascertain that students’ medical information is directly accessible to them throughout the excursion.
Emergency Communications
87. In advance of the excursion, the teacher in charge shall leave an itinerary of the excursion in the school office, including contact information, so that the Principal may contact the teacher in charge if an emergency arises.
88. The Principal or delegate shall be available by telephone or other wireless means of communication to teachers in case an emergency arises at any time during the excursion, or if a return is delayed.
89. The Principal and/or office staff shall have the itinerary and phone number for the excursion teacher for excursions.
Early Termination of an Excursion 

90. In the event that the Principal or teacher in charge determines that a student or students should return home prior to the end of the excursion, the Principal or teacher in charge shall inform the parent/guardian and make suitable and safe arrangements for the return of the student.

KIDSABILITY SCHOOL AUTHORITY

Appendix A - FIELD TRIP REQUEST
Date:                   

  
SCHOOL DETAILS





             FORMCHECKBOX 
AM

Classes:                 


             FORMCHECKBOX 
PM
         Teacher in Charge:                        


 

Number of Ambulatory Students        

        



 
Number of Wheelchair Students       

         



 

Number of Teachers and Other Adults  
       



 
Equipment Required: 



No 

Yes   (please give details)

TRIP DETAILS – (LENGTH OF TRIP NOT TO EXCEED 2 HOURS IN TOTAL)
Date of Trip:  
                 



 
Time Bus to arrive at School:  __________________
Trip Location:  





Arrival time at Location: _____________________


Name:  _______________________________
 

          







Departure time from location:  ________________

           Address:  ______________________________         









School Return time:                           



Signatures:   __________________________________        ________________________________________ 




  Teacher’s Signature



      Principal’s Signature

All field trips must support the Junior Kindergarten program expectations.  

Request to be submitted to Principal for approval. 

School Admin. Assistant arranges transportation with Stock Transportation.

Original : School Admin.,  C.C.:  Principal, Teachers
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APPENDIX B - FIELD TRIP/CONSENT FORM









FOR PARENT/GUARDIAN 
Name of School:    KidsAbility School

Name of Activity:  _____________________________________________________________________

Date of Activity:  ______________________________________________________________________

               This form must be read in its entirety and signed by a parent/guardian of a participating student.

ELEMENTS OF RISK
Educational activity programs such as the one named above involve certain elements of risk.  Accidents may occur while participating in these activities.  These accidents may cause injury.  These accidents result from the nature of the activity and can occur without any fault on either the part of the student, or the School Authority or its employees or agents, or the facility where the activity is taking place.  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 times while engaged in the activity.

MEDICATION
If it will be necessary for your child to take prescription medication during the trip, the parent/guardian must complete the form Administration of Medication (available from the School Office).  It must be forwarded to the Principal prior to the administration of medication.  (*If your child currently receives medication during the school day and a copy of this form is on file at the school, it is not necessary to complete another form.)

If you choose to participate, you must understand that you bear the responsibility for any accident that might occur.
The KidsAbility School Authority does not provide any accidental death, disability, dismemberment or medical expenses insurance on behalf of the students participating in this activity.

Please be advised that buses and other forms of public transportation may use video surveillance equipment.  Parents and students should be aware that those attending this venue may take photographs or videos, which is beyond the control of the school or the KidsAbility School Authority.

NOTE:  If volunteers are required, please check if you are able to assist.
   ___   I can supervise on the excursion

I have read and understand the information the Filed Trip/Excursion Information for Parent Form (FT-1)

I give permission for my Child to participate on the Field Trip/Excursion

Student Name:  ________________________________________________________________________________

Parent/Guardian Signature:  _____________________________________  Date:  __________________________

Authorization for the collection of this information is the Education Act R.S.O., 1990, c.E.2 and the Municipal Freedom of Information and Protection of Privacy Act and will be used for the purposes of the education of students.  Questions about the collection of this personal information should be directed to the Freedom of Information, Privacy and Records Information Management Officer, KidsAbility Centre.

November 2019

[image: image2.png]KidsAbilié\gy“

School Authority










APPENDIX C - FIELD TRIP/EXCURSION INFORMATION

FOR PARENT/GUARDIAN
To be completed by the teacher in charge and kept by the parent/guardian
KidsAbility School        Cambridge       Waterloo

Principal:  Krista Mooney       School Phone:  519-886-1960
Teacher(s):  __________________________________________________________________________________________

Destination:  _________________________________________________________________________________________

Learning Expectations for the Trip:  _______________________________________________________________________

 ____________________________________________________________________________________________________
Departure Date:  ____________________________________________   Time:  ___________________________________

Return Date:  _______________________________________________   Time:  ___________________________________

Type of Transportation:  ________________________________________________________________________________

Destination Name:  ____________________________________________________________________________________

Destination Address:  __________________________________________________________________________________

Destination Telephone:  ________________________________________________________________________________

Specific Activities of the Excursion:  _______________________________________________________________________

____________________________________________________________________________________________________

This is identified as a High Risk Activity:              Yes                     No


High Risk Activities are:         Canoeing           Camping           Sailing           Cycling            Swimming         Rock Climbing 

                                                   Nordic Skiing          Alpine Skiing            Snowboarding          Other _______________________

Special Information (e.g. Clothing, materials, snack): ________________________________________________________

___________________________________________________________________________________________________

Teacher in Charge:  ___________________________________________________________________________________


Volunteers Needed for Supervision on the Excursion:           Yes                No

 Parents are reminded that to increase concussion awareness regarding prevention, management, identification and response they are encouraged to access appropriate resources provided on the Board’s website: http://www.kidsability.ca
November 2019

KIDSABILITY SCHOOL AUTHORITY
Appendix D - FIELD TRIPS - Passenger List
Date:                        




  Destination:                                



 

Method of Transport:                                                      







 

Students to be transported:  (list)  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Adults to be transported:  (list)                                         







 

Original to the principal before departure.

Appendix E - Excursion Checklist – SAMPLE
Pre-Planning/Prior to the Excursion:

Submit completed Field Trip Request to Robin for approval (at least three weeks

          in advance of trip)

Submit draft parent and permission letters regarding trip to Robin along with above

Once approved add trip date to the Google school calendar

Send home field trip form with trip details for parent permission – maximum cost

          to parents $10.00 (school will cover the remainder) and covering letter

Inform rotary teachers, therapists and swim program

Notify your class volunteers and Volunteer services 

All funds collected are submitted to Terry.


Busing arranged with Margot (usually 4 weeks before the trip). Please provide busing details to Margot: 

· Once the bus company emails you regarding busing, you MUST CONFIRM the details and RSVP the bus company to finalize and confirm the busing arrangement.   

· If you HAVE NOT received busing confirmation at least two weeks prior to your trip date, please inform Margot as soon as possible. 

The following information needs to be in Margot’s hands before you leave

on trip day:

Class list of students going on the trip (absences noted)

Teacher(s) contact number during excursion

Take with you on the excursion:

Student contact information and contact information for supervisors on other vehicles

First aid kit

Student medications (including EpiPens and inhalers)

Cheque for payment required

After the excursion

Retain the trip permission forms for one year. 

*Please note that Health Card #s no longer needs to be collected.
*Please note that KidsAbility staff who work outside your classroom, are NOT able to accompany your class for the day.  You must ensure you have sufficient volunteers to accompany and support students.
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