
                                       

FIELD TRIPS 
POLICIES 

CCAD believes that off-campus field trips can greatly enhance the academic and developmental 
goals of its students. These opportunities can complement classroom learning experiences and 
enrich student and residence life activities — yet such excursions must be coordinated and 
conducted in a way that minimizes any potential risks involved. 

Field trips are defined as any off-campus trip coordinated by a faculty or staff member that is 
conducted in support of a class, program, or service provided at the college. These are different 
from CCAD-sponsored study abroad and domestic exchange programs, which carry academic 
credit and are administered by the Off-Campus Learning office. Generally, field trip policies 
apply to excursions during which the participants travel outside of Franklin County.  

The Off-Campus Learning office in consultation with the dean of students will work with the 
faculty or staff member who is leading the field trip to ensure that all health and safety issues 
have been addressed. These issues differ from one excursion to another. The lead faculty or 
staff member for the field trip will be responsible for coordinating, planning, and implementing 
all aspects of the trip. In addition, the lead faculty or staff is responsible for ensuring that all 
necessary forms are completed by students, turned in, and on file with the Off-Campus 
Learning office.  

The following general guidelines apply to all field trips, unless a specific exception has been 
made by the Director of Off-Campus Learning. 

1. Field trip proposals must be submitted with ample time for review, revision, and planning. Off-
Campus Field Trip Proposal forms are available on the CCAD website (www.ccad.edu) or from 
the Off-Campus Learning office. Proposals should be submitted to the Off-Campus Learning 
office at least three (3) weeks before the trip’s departure date. For international travel that is 
not an official CCAD-sponsored study abroad or domestic exchange program, proposals should 
be submitted at least six (6) months prior to departure. 

2. No faculty or staff member may serve as a driver for a college-sponsored field trip unless that 
individual has been cleared through the Human Resources office, which will conduct a driving 
records check. Additionally, that record check must have been completed no more than one (1) 
year prior to the trip. Individuals driving their own vehicles must have full automobile insurance 
coverage that includes bodily injury to passengers.  

3. No faculty or staff member may house any students in his/her hotel room or in any apartment, 
home, or other facility owned by any faculty or staff member without prior approval from the 
Director of Off-Campus Learning or dean of students. 

4. Student participants must be housed together in designated lodgings during the duration of the 
field trip unless other arrangements have been approved in advance by the Director of Off-
Campus Learning. An exemption can be made for individuals who have special physical needs 
or who have family in the area, but these exemptions must be approved by the Director of Off-
Campus Learning prior to departure. 

http://www.ccad.edu/working-at-ccad/forms


   

 

5. Each student participant must complete and sign at minimum the following forms: Consent and 
Release Agreement, Medical Information form, and Emergency Contact form. The faculty/staff 
member should take copies of the forms on the field trip in case they are needed for 
emergency purposes. Copies of the forms must be also provided to Off-Campus Learning at 
least one (1) week prior to departure. 

6. In some cases, an additional faculty/staff chaperone will be designated to accompany the 
group. The lead faculty or staff member will be responsible for obtaining additional funding to 
accommodate this additional support person. 

7. The lead faculty or staff member or the additional faculty/staff chaperone will immediately 
contact the dean of students if there is an incident involving the health or safety of the trip’s 
participants or if there are any significant behavior concerns. In addition, an Incident Report 
must be completed and sent to the dean of students (cmundell@ccad.edu or 614.222.4034) 
within twenty-four (24) hours of the incident. During an emergency, the trip coordinator should 
contact the CCAD Safety & Security office (614.222.6165). Safety & Security will consult the 
appropriate on-campus staff member immediately. 

8. No promotion or public advertising on- or off-campus for any field trip may take place until 
approval for the field trip has been granted. 

9. International students holding an F1 or J1 visa who wish to participate in a field trip within the 
United States during the academic year should notify their International Student Advisor before 
traveling. For field trips outside the United States, international students are responsible for 
securing any additional travel documents and should notify their International Student Advisor 
at least two (2) months before the field trip. 

10. Internships for which a student receives academic credit must be coordinated through Career 
Services. Any international internship for which academic credit is given must also involve the 
appropriate academic department and the student’s academic advisor.  

The Director of Off-Campus Learning or the dean of students may meet with the staff member 
to discuss health and safety issues and to see what additional support may be needed. Any 
contractual agreements related to the field trip must be approved and signed by the senior vice 
president and chief fiscal officer. 

Authorization for International Travel: All programs and activities involving CCAD students that 
include field trips (for example, conferences, workshops, or any travel with students) to an 
international destination must be approved well in advance by the appropriate academic dean 
and the Director of Off-Campus Learning. Any faculty member planning such a trip must 
submit a Field Trip Proposal form at least six (6) months prior to departure. The appropriate 
dean and the Director of Off-Campus Learning will make a decision together.  

These off-campus field trip policies (including the protocol for faculty or staff-led off-campus 
field trips), as well as Field Trip Proposal forms, Off-Campus Consent and Release 
Agreements, and Emergency Contact forms are available in .PDF format on the CCAD website 
(www.ccad.edu).            
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