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3.10 It is the responsibility of the principal to keep appropriate records for all extended field 

trips.  The principal shall keep a file on an approved field trip, containing the following 
information:  

 
•  date(s) of the trip; 
•  the name(s) of the trip leader; 
•  the name(s) of additional supervisor(s); 
•  the students involved;  
•  the nature and destination of the trip; and 
• mode of transportation to and from the destination. 
 

   This file shall be maintained by the principal and shall be accessible in case of 
emergency. 

 
3.11 All high-risk activities must be discussed with and sanctioned by the superintendent or 

designate. 
 
3.12 Some international field trips may be required to be organized through the services of a 

licensed and approved tour company or travel agent. 
 
3.13 For extended field trips, supervisors of the trip may have their trip paid for by funds paid 

by students or by the tour company.  This should be made clear in the information 
provided to parents/guardiansTf
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4. Responsibilities of Supervisors 
 

4.1 It is the responsibility of the principal to ensure that field trip supervisors have the 
necessary knowledge, experience, training, and qualifications, including PRC’s, where 
applicable, and that suitable supervision and safety measures are provided.  At least one 
supervisor must be a teacher employed by the LDSB.   

 
4.2 Extended field trip supervisors include teachers and other adults responsible for the 

supervision of students participating in the field trip. 
 
4.2.1  Supervisors are expected to exhibit appropriate behaviour and require 

appropriate behaviour in their students.  Refer to the Provincial and
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4.5 Where appropriate, supervising teachers are expected to organize an orientation 

session with participating students, parents, and other supervisors. 
 
4.5.1 Parents/guardians are to be informed of any potential risks that are inherent in 

the extended field trip. 
 
4.5.2 Expectations with regard to conduct and sanctions to be applied for breaches of 

discipline should also be discussed. 
 
4.6 Supervisors must ensure that appropriate first aid supplies are available. 
 
4.7 Supervisors must have available a list of all participants, names and addresses of 

persons to be contacted in an emergency, and prevalent medical conditions
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5.2 Risks with low severity require little or no mitigation.  Risks with moderate severity 

should be mitigated or avoided.  Risks that have high severity should be avoided. 
 
5.3 Mitigating risks may include strategies such as increased supervision, use of protective 

equipment, safety training in advance, identifying and adhering to the safety rules of 
LDSB and the venue. 

 
5.4 Supervising teachers must plan beforehand how to access emergency medical care and 

must prepare an emergency action plan. 
 
5.4 Supervisors qualified in CPR and first aid must be available for high-
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7.7 All participants in canoeing extended field trips and wilderness trips, including 

supervisors, must demonstrate proficiency in the swimming and rescue skills through an 
approved certified program prior to acceptance as a participant in extended field trips 
involving watercraft activities. 

 
7.8 Prior to an extended field trip involving canoeing, all participants including supervisors 

must demonstrate proficiency in the Canoeing Skills outlined through an approved 
certified prograies.
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8. International Educational Trips 
 

8.1 Where a group is travelling outside Canada, additional information and requirements 
must be provided by participants and supervisors: 
 
8.1.1 birth certificate; 
 
8.1.2 visa/passport; 
 
8.1.3 immunization; 
 
8.1.4 medical history of participants; 
 
8.1.5 extra insurance (compulsory, medical, liability, transportation); and 
 
8
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8.6 A consent form must be signed by each parent/guardian and a Student Code of Conduct 

agreement must be signed by each student and parent/guardian. 
 
8.7 Teacher supervisor(s) will meet with the principal on an ongoing basis to finalize details 

of the international educational field trip. 
 
8.8 Two weeks prior to departure, the supervising teacher(s) shall provide the principal with 

the following: 
 

¶ third party immediate emergency contact numbers; 

¶ emergency phone tree for all trip participants; 

¶ a copy 
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10.6 In situations of inclement weather, the principal has the ultimate responsibility for the 

safety of students and supervisors and will make the decision in these circumstances 
whether the extended field trip/excursion will proceed. 

 
11. Equipment Considerations 
 

11.1 OPHEA guidelines regarding equipment, clothing, footwear, and personal protective 
equipment must be adhered to.  If students are permitted to bring their own equipment, it 
must be in good working order and shall not be shared with others. 

 
11.2 Detailed information about helmet requirements, safety standards associations, and/or 

certification standards can be found on the activity/sport pages with the equipment 
section of the OPHEA guidelines (e.g., CSA approved hockey helmet must be worn). 

 
11.3 Staff and approved volunteers must model safe sports practice by wearing helmets 

during the activities. 
 
12. Medical Forms for Extended Field Trips 
 

12.1 Medical forms for each student shall be completed and need to be screened by the trip 
supervisor to ensure each participant is medically fit to participate.  The form must be 
filled out by the parent/guardian or student (over 18 years) and must be taken on the 
school field trip by the teacher supervisor. 

 
12.2 Students with prevalent medical conditions must be identified in advance of trip planning. 
 

13. Additional Requirements 
 

The procedures described in this document are not meant to be inclusive.  Principals and 
supervisors are expected to take any other precautions necessary to ensure the safety of all 
participants. 

  




