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Overall Field Trip Process 
1. Teacher Completes the Online Field Trip Request form 

a. The online form is based on Administrative Procedure 2 – 09 Field Trips and Excursions. 
2. The Principal Office receives an Email with the link to the Form for initial review and approval 

a. An email is sent to CESD Finance Team for Rycor (Acorn) Fees to be setup if the trip has fees  
b. Parents are emailed a custom link to the Medical and Consent forms 
c. The Online Field Trip Form is waiting before trip data and can be updated 

3. The Principal Office Reviews and submits for Final Approval 
a. After final approval from the Principal Office, a copy of the Trip Itinerary and Student List is saved 

to the Field Trip Folder and emailed to the Teacher. 
4. The Teacher receives email updates during approval process 
5. The Teacher can review the Field Trip Status in the email with a link for the fees paid and forms received 
6. The Day before the trip, the Trip Teacher generates the medical forms package from the Field Trip Status 

for which emails an encrypted file to their mailbox. 
a. A copy of the student list is also saved into the Field Trip Folder for the Principal Office 

7. The Teacher receives a complete trip email with a link to the form to be completed after the field trip. 
Any Medical Logs or Incident Reports for trips can be uploaded from this form 
This is an important step in the process. 

8. Send inquires or questions to corporateservices@cesd73.ca 
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Field Trip Naming Convention 
Trip Type Naming Convention Example 

Field Trip Short Trip Description Ski Trip 
  

Sports Trip Short Trip Description  Jr Boys Volleyball 
  

  Field Trip Names have a maximum length of 99 characters 
Field Trip Names can contain the following: 

Alpha-numeric and Spaces  
  
DO NOT USE slashes (/ \) or Periods(.) or Commas (,) or 
Hyphens (-) or Underscores (_)  in the field trip name 

  

 
 
The remainder of the information for the field trip name is now auto populated and teachers do not have to 
complete this any longer. 
 
Send inquires or questions to corporateservices@cesd73.ca 
  

mailto:corporateservices@cesd73.ca


4 Revised – Sept 19 2018 

Teacher How to Guide 
Request a Field Trip 
Access to Online Field Trip Request Form 

1. Direct link to the field trip 
form http://records.cesd73.ca/forms/X2HVv 

 
2. Link to Laserfiche Forms 

http://records.cesd73.ca/forms 
 

3. Log into Laserfiche with the Shared Teacher Account 
for your School.  Teacher Username is School Abbreviation-
teachers.  Please note the password is not changeable. 

Form Fields and Navigation 
All fields with a * are required and must be 
completed before selecting the submit 
button.  Use the Next and Previous Buttons 
at the bottom of the page to navigate the 
form. 

Trip and General Information  
Select the appropriate Category for the field 
trip request, for detailed Category 
definitions see Admin Procedure 2-22 Field 
Trips – Approvals 

Category 1 – Principal only Approval 
• The trip is within Alberta, 4 days or less 

with a per student cost of less than $500 
Category 2 – Principal and Superintendent 
Approval 
• The trip is within Alberta or In Canada, 

for more than 4 days with a per student 
cost greater than $500 

Category 3 – Principal and Superintendent 
Approval 

• For High Schools the trip is Outside 
of Canada  

• For Middle schools the trip is inside 
Canada or Continental USA  

The Field Trip Leader will receive emails 
during the field trip forms process and must 
include their email address on the form. 
 
Trip Approved? Is this trip on the list approved by the Minister of Education? 
Field Trips NOT on the list approved by the Minister of Education cannot be submitted. 
Grade Level of Class - enter the description of the grade level of classes going on the field trip. Examples - Grades 
4 and 5 or High School or Grade 1. Consent forms required by is the date when to parents need to complete the 
Consent and Medical forms by.  The Consent forms required by and the date of the trip cannot be the same 
date. 

http://records.cesd73.ca/forms/X2HVv
http://records.cesd73.ca/forms


5 Revised – Sept 19 2018 

Lookup Previous Field Trip Forms by School 

To populate some common fields with information from a previous field trip, expand the forms section “Lookup 
Previous Field Trip Forms by School” by clicking on the expand button. 
Select the School name and corresponding Previous Trip Name. 
The following information will be populated on the current form:  

• Trip Name 
• Educational Goals of Field Trip 
• Itinerary  

o Activity 
o Destination 
o Mode of Transportation 

• Emergency and Communication Plan 
o Plan to access first aid kit 
o Plan to access first aid personnel 
o Plan to maintain communication with school 

• Hazard and Risk Assessment 
o List of Hazards (information is passed to Parent Consent Form) 
o High Risk Activities (information is passed to Parent Consent Form) 
o Plan to Mitigate  

Class Selection 

Please consult with your School Admin Support prior to 
choosing the student list for your trip.   
To Select Students for the field trip  
NOTE:  School must be selected in the Trip Information. 
 
Select Students in a specific class 

• Select Students by radio button Courses & Section 
• Select the Course and Section from dropdown lists 
• Click the Add button to fill the Students List. 
 

Select all the Students in all classes for a Course 
• Select the Students by radio button Courses Only 
• The Students List is populated 

 

 
To Select Students Individually 
The school must be selected in the Trip Information. 

• Click Add Student in the Add Students table 
• Select Course, Section  
• Then Select the Student Name 
• Click Add Student to add the next Student 

 
The Course and Section membership is automatically 
synchronised with PowerSchool every evening. 
For School Teams or an Extra Curricular group, select the 
Course “Field Trip Forms” and Section for Group as 
configured by your School Admin. 
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To remove individual students from either list, click the X at end of row for selected student. 
NOTE Removing students from the list does not remove students from the Trip Folder in the Repository or Rycor 
(Acorn) Fees.  

 
 
 
 
 
 
 
Trip Total Number of Students 
The field trip form will display the number of male, female and total students for the classes selected. 
 

 

Do not use the back arrow ← in the task pane to maneuver through the field trip form.  Use the “previous” and 
“next” buttons on the bottom of each page of the form.  
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Field Trips with a limited number of students  

There are some school field trips that may have a maximum number of students that can attend, which is less the 
total number of students that are sent consent forms. In such cases, enter the Max number of students that can 
attend the field trip. Not all trips require a number in this field, enter “0” if there is not a max number of 
students. It is recommended that you do not enter a number in this field unless you have to. 
 

 

 
The Parent Consent forms are automatically counted as they are submitted online.  Once the Maximum number 
of consent forms has been received, an email is sent to the Trip Leader and all Parent/Guardians that the 
Maximum number of students has been reached.  All Remaining Consent forms received will be placed on a wait 
List. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If a student is unable to attend or cancels their 
participation on a field trip with a capped number, a 
wait listed student’s status can be updated to Yes by the 
Principal Office to attend the field trip. 
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Trip Itinerary 
Complete the trip Itinerary, for trips with more than 
one activity or destination, click Add button to add 
more Items or dates. 

Supervision Plan 

Enter the names of all staff that will be supervisors on 
the field trip, estimate the number of Parent 
supervisors required for trip.  Names of Parent 
Supervisors must be updated by the Principal before 
the Final Field Trip Approval and the trip proceeds. 

Hazard and Risk Assessment 

The List of Hazards and High-Risk Activities entered here 
are included in the Consent and Medical forms emailed 
to Parents/Guardians.  Please refer to the list of hazards 
and risk assessments outlined in AP 2 – 09 and AP 2 -22. 

Cost and Funding 

If the trip has fees, the trip must be on approved 
list by Alberta Minister of Education. 
Estimate the total cost of the field trip, enter the 
charge per student and any other fund sources for 
the field trip. If the field trip has multiple fees enter 
the details for fees.  The Charge per Student and 
Multiple fee description will be used by the Acorn 
Administrator to setup the Field Trip Fees. If your 
trip is being arranged through a travel company and 
parents are paying the tour company directly, enter 
“0” zero for the trip fees.  If your trip doesn’t have 

fees, after principal approval the emails will be sent to parents right away.  If your trip has fees there is a two 
day window for the fees to be set up before the parents receive emails. The Finance staff can answer any 
questions you have regarding fees. 
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Emergency and Communication Plan 

In the Emergency and Communication Plans, the Field Trip Leaders Cell phone number is a required field. 
 
Parent Communication Plan 

Category 1 field trips - the Parent Letter field includes details of field trips to be communicated to Parents.  The 
Principal can update this letter prior to the initial approval. Changes to the Parent Letter when the Trip is waiting 
for Final Approval will not be communicated to Parents after Initial approval has been given to the trip.   
 

 
 
 
Category 2 and 3 field trips have 
additional requirements in the Parent 
Communication Plans - a Trip 
Schedule and the Parent Meeting 
Agenda.  Note these fields are NOT 
currently included in emails sent to 
Parents. 
 
Trip Contingency Plans for; 
Destination, Accommodations and 
Transportation  
 
Category 3 trips require additional 
documentation to be uploaded 
before the trip departure. 
 
Category 2 and 3 field trips will be 
reviewed for final approval by the 
Superintendent who will inform the 
Board of the trips approved. 
 
For all Field trips,  
The Superintendent and Board retain 
the right to cancel any trip without 
providing compensation of monies 
lost by the school or families due to 
cancellation. 
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Sign and Submit Field Trip Request 

Before selecting the submit button, click the Sign button to Type or Draw your signature on the form. 
Once the form has been submitted, the Trip Leader can; Download, Print or Email a copy of the form for their 
records. 
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Approved Field Trip Process 
Email Notification for Field Trip Process 

After submitting the field trip form, the Trip Leader will receive emails during the Approval and Setup process: 
- When the form has been submitted to the Principal Office for Approval 
- After the trip has been approved and the field trip setup is being completed. Setup may include Trip Fees 

in Rycor (Acorn). 
- An Email link to view the Trip Status Reports of student payments and forms status – do not delete this 

email until after the trip has been completed. 
- An Email link to the Complete Trip form and upload documents after the trip date. 

 
When the Trip Leader receives the Trip Status Report email, all Consent and Medical forms are emailed to 
Parent/Guardians using the current Email address within PowerSchool.   
NOTE: each parent/guardian email is for a specific Field Trip and Student, field trip emails CANNOT be 
shared between Parents. 
 
Guardian/Parent Missing or Invalid Email Address 

If the Guardian/Parent email address is missing or not a correctly formatted address, the Trip Leader will receive a 
warning email with a link to the Consent and Medical form for that student. 
The trip leader and/or Principal Office can forward this email to the correct guardian/parent address for that 
student. 
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Rejected Field Trip Process 
If the Field Trip Request is rejected by the 
School Principal or the Finance Team, the Trip 
Leader will receive an email with directions on 
how to access the rejected trip form.   
 
The field trip form can be updated and 
resubmitted for Principal approval or 
cancelled to stop the request process.  
Teachers do not have to begin the process 
again. 
Open Trip Rejected task in Laserfiche Forms:  
https://records.cesd73.ca/forms 

 
 
 
 
 
 
 
 
 
 

The Action History with Principal Comments are displayed to the right of the form. 
The form must be signed by the Trip Leader before selecting either Resubmit or Cancel Request buttons. 
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Trip Status Report 
The link within the Trip Status email to trip leaders opens the status report for that trip. 

The Trip Leader can review the status of the Consent and Medical forms and payments made online from the link 
in the Status Report email. 
 
Field Trip payments are updated hourly from the Online Payment Sytem once the payment is processed.  Forms 
are updated as soon as the Guardian/Parents complete and submits the online Consent and Medical form. 
 
The day before the field trip, the Trip Leader can generate a PDF document of all medical forms.  This 
document is encrypted and emailed to the Teacher with a specific password.  To create and send a PDF document, 
click the “Send Trip Package” button.  To close Field Trip Status Form without sending the document, close the 
current window in the browser. See the Principal Office for the encrypted password for the medical package. 
It is recommended that this step is not done until the day before the trip. 
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Final Approval of Field Trip 
After the intial approvals, the Principal’s Office has access to the Field trip request form.  During this time the form 
can be updated and students attending the field trip can be modified.  Note:  Consent and Medical forms are only 
emailed to Guradians/Parents of Students added to trip. 
If the trip has received final approval, the trip information cannot be changed. 

Complete Trip Process 
After the final trip approval, the trip leader recieves an email with a link to the Field Trip Complete form. 
This form is to be submitted AFTER the field trip has been complete, by the Trip Leader. 
The Trip Leader can upload copies of the Medical Logs and any incident reports completed during the trip. 
This is an important step in the process. 
 
NOTE uploading of Incident reports is for docmentation purposes only and does not start a Health & Stafety 
incident process.  The Trip leader is responsible for notifying appropriate personal. 
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Postponed and Cancelled Trips 
The Trip Leader (Teacher) will receive an email regarding a trip postponement including any comments made by 
the principal office requesting they prepare the appropriate communication to parents. 
 
The Field Trip Request is assigned back to the Principal Office as “Postponed Trip Waiting for Final Approval” and 
will wait indefinitely until a decision is made to Proceed with the trip or CANCEL the TRIP. 
 
When a trip is cancelled the Trip Leader (Teacher) will receive an email regarding the cancelled trip including any 
comments made by the principal office requesting they prepare appropriate communication to parents. The 
teacher will need to communicate with the parents regarding the new date for the trip.  
- go to a new field trip form 
- use the drop down box "Lookup Previous Field Trip Forms by School" at the top of the form and choose the 
name of the postponed trip.  
- the trip will auto populate with the information from the postponed trip 
- change the date for the new trip, sign the form on page 7 
- submit the trip for principal approval.  
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Save Field Trip Request as Draft 
Before submitting the field trip request to the Principal Office for initial approval, the Trip Leader (Teacher) can 
save the form as a draft to be completed later.  
 
Below the Previous Navigation Button, Click on Save as Draft. 
Complete the Save Draft Dialog box then Click Save. 

 
 
 
 
 
 
 
 
 
 

 
 
 
Email with link to the draft Field Trip Form. 
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A Parents/Guardians Guide to Online  

Field Trips Consent & Medical Forms 
Consent and Medical Forms 
Parents/Guardians access the online Consent and Medical forms using a customized link sent in the Field Trip 
Email.  This link will open the online form for their student for a specific field trip.  Emails contain a unique URL to 
medical and consent forms which is for a specific Student for a specific field trip.   
 
Emails CANNOT be shared with other Parents/Guardians and are only valid for a specific field trip. 

 

All fields marked with * are required fields. 

Medical information on the form will automatically 
populate with the last known information entered from 
the previous field trip. 
Parents 
can 
Type 
their 
name 
or 

Select 
the 

“Draw” signature option to sign document with a “written” 
signature. 

  

 
• Online Forms 
• Trip Request 
• Trip Approval 
• Trip Updates 

Teacher & 
Principal 

• Field Trip Email 
• Online Forms 

• Student Medical 
• Consent 

• Pay Fees Online 
 

Parent/Guardian 
 

• Track Trip Status 
• Forms Submitted 
• Fees Paid 

• Generate PDF of 
Trip Documents 

Teacher 
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Online Payments for Field Trip 
Parents will continue to pay field trip fees using the online payment process with Rycor (Acorn). 
The Superintendent and Board retain the right to cancel any trip without providing compensation of monies 
lost by the school or families due to cancelation. 

Frequently Asked Questions for Parents 
I don't have internet can I complete a paper form? 

Yes.  The Teacher or School Office can give you a paper copy of the parent custom Consent and Medical forms to 
complete for the Field Trip.  These forms will be scanned into the Field Trip Forms process. 
 
How do I ensure I will receive consent forms via email? 

The field trip process is using the Guardian email address within the PowerSchool System. 
Make sure the School has the most up to date email address in PowerSchool.   
 
I lost or deleted the field trip consent email how can I get it again? 

Contact the School Office, the office administrator can resend or forward a copy of your unique field trip email to 
you. Once you receive the email click the link to complete the online field trip forms. 
Emails CANNOT be shared with other Parents/Guardians and are only valid for a specific field trip. 
 
How does the teacher know I have completed and submitted forms? 

The Teacher can run a Trip Status Report to view which students field trip forms and payments have been 
received. 
 

Sample Consent & 
Medical Form 
 

Trip Information content is from the 
Parent Letter Field on the Teacher Field 
Trip Request From 
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Forms Remembers the Last 
Entered values for Medical 
questions 
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Medication Dosage is not saved from previous form  
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Parent/Guardian is required to  
READ and AGREE/ACCEPT all statements then SIGN 
the form before clicking on the Submit button 
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