









V-A-1.19

ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

EDUCATIONAL EXPERIENCES THROUGH FIELD STUDY TRIPS

I.
POLICY

1.00
GENERAL STATEMENTS

1.01 Field study trips, carefully planned and organized, provide a valuable means of

            extending and supplementing educational experiences begun in the classroom.

1.02 All faculty and staff are encouraged to develop innovative educational off-campus learning experiences for students and, to the greatest extent possible, administrative assistance will be provided for implementing these activities.

2.00
SPECIFIC STATEMENTS

2.01 Definition of Field Study Trips

a. A field study trip is an off-campus learning activity requiring a time longer than the normal class period which involves student activities directly related to the course area concerned, with desired objectives relevant to the course syllabus.

b. A field study trip may require students and instructors to be absent from other scheduled classes or require students or faculty to be off-campus on non-class days.

c. Participation in activities such as athletic events, music or drama performance, livestock judging, club activities, or similar events are not considered to be field trips.

2.02 Safety and safety education shall be included in the planning for school sponsored trips.

2.03 Field trips shall be limited to three consecutive days of class absence.  Longer trips may be scheduled if approved by the Dean of Instruction or the Dean of Outreach.

2.04 A completed Travel/Request Approval form for field study trips shall be received by the Dean of Instruction or the Dean of Outreach two weeks prior to departure.  
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The form will then be forwarded to the Vice President for Academic and Student Affairs, then to the President for final approval.  Exceptions may be made by the Vice President for Academic and Student Affairs.

2.05 Written approval by the President shall be obtained prior to fund raising activities by any employee, student, parent or patron representing Allen County Community College.

2.06 All requests for educational filed study trips shall be evaluated on the basis of educational benefits and budget availability.

2.07 Trips for the purpose of entertainment, reward, or incentive will not be considered educational.  Field study trips not defined as educational will not be considered for approval.

2.08 Instructors sponsoring field study trips shall notify other faculty of anticipated and authorized absence of participating students.  This notification shall be made at least seven days prior to the absence.

3.00
PROCEDURES

3.01 Procedures for scheduling and administering field study trips are:

a. The request for a field study trip shall be submitted on a “Travel/Request Approval” form to the Dean of Instruction or the Dean of Outreach.

b. A list of the students involved in making the field study trip shall be submitted to the Vice President for Academic and Student Affairs.  A telephone number for emergency use shall accompany the list of students.

c. When possible, students involved in field study trips shall be transported in college-owned vehicles.  If private automobiles are used, they should be driven by properly licensed drivers who have adequate public liability insurance coverage as authorized by the Vice President for Academic and Student Affairs.

d. If an approved field study trip is cancelled, it is the responsibility of the sponsor to advise the Vice President for Academic and Student Affairs at the earliest opportunity so that committed transportation may be released for other uses.
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