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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. Anemail 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

Chinook’s Edge School Division: Field Trip Process

Trip Approv: View Trip Dashboard
| Complets Fiald Trip Fom'rsl;Pa b Ganarsta Trip
Request Form s Mediczl Package
Waiting Trip $tatus Link Trip Documents Trip Itinerary Link
8 Acom Setup
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to Close Trip
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Approval Task
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- Prm;"ﬁl . ? » Principal Principal
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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
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-
Teacher How to Guide

Signin Request a Field Trip

Username

| Access to Online Field Trip Request Form

Fassword
1

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

¥ Remember me

2. Link to Laserfiche Forms
http://records.cesd73.ca/forms

3. Loginto 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 Cuy)_vl)_x's SGE T AR
button. Use the Next and Previous Buttons R AP o o et s
at the bottom of the page to navigate the S e
form.
Expand
Tnp and Genera| |nf0rmati0n Lookup Previous Field Trip Forms by School ~
Select the appropriate Category for the field e e
trip request, for detailed Category Trip nformafion
definitions see Admin Procedure 2-22 Field Trip Name*
Trips — Approvals (g 1)
Category 1 - Principal only Approval A
e The trip is within Alberta, 4 days or less Fef s
with a per student cost of less than $500 T e bt
Category 2 — Principal and Superintendent T Approvente o i i A g sty o8 EccaBier?
Approval e B
e The trip is within Alberta or In Canada, Sensml
for more than 4 days with a per student EAEER SRR ER
cost greater than $500 _ I e
Category 3 — Principal and Superintendent S e o R SR A WS R
Approval [;‘::sem Foms Requred
e For High Schools the trip is Outside e, ke
of Canada :
e For Middle schools the trip is inside ME‘&
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.
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Lookup Previous Field Trip Forms by School

To populate some common fields with information from a previous field trip, expand the forms section “Lookup

III

Previous Field Trip Forms by Schoo

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:

e Trip Name
e Educational Goals of Field Trip
e ltinerary
O Activity
O Destination
O Mode of Transportation
e 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
e Select Students by radio button Courses & Section
e Select the Course and Section from dropdown lists
e Click the Add button to fill the Students List.

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

Select Students By* Course & Section '« Course Only

Course v

To Select Students Individually

The school must be selected in the Trip Information.
Click Add Student in the Add Students table
o Select Course, Section

e Then Select the Student Name

e 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.

C'ngo_l «s  leld Trip Application
EDGE

W St Gome 18 Related Procedure- AP2 - 09 Field Trip and Excursion

Class Selection

Page 2 of 7

Class Selection
Complete Trip Information - Select School To See Available Courses

To Select Students by Course and/or Section

o Select Students By: Course & Section
Students selected are in a specific class

= Select Course and Section
» Click Add
= Students List is populated

o Select Students By: Course Only
Students selected are in all classes for a course

= Select Course
= Students List is populated

o Click X to remove student from list

Select Students Ey* ® Course & Section Course Cnly

Course

Section v m

Students List

Student Name Student ID

To Add Students Individually

= In "Add Students” Table

= Click Add Student

o Select Course then Section and Student Name
o For Next Student Click Add Student

Add Students

Trip Total Number of Students

Course Section Student Name StudentlD

Male Female Total

0 0 o
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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.

Class Selection

Complete Trip Information - Select School To See Avallable Courses

To Select Students by Course and/or Section

= Select Students By: Course & Section
Students selected are in a specific class

= Select Course and Section
= Click Add
= Students List is populated

= Select Students By: Course Only
Students selected are In all classes for a course

= Select Course
= Students List is populated

= Click X to remove student from list

Select Students By* ® Course & Section Course Only

Course [Engish1oc I

Section i7-| O(H-l) v %

Students List

Student Name Student ID Gender
1, iEufger;s‘ Bob - N ﬂ\ \1oméwo — \ M| X
2 To Add Students Individually
= In "Add Students” Table
2 o Click Add Student

o Select Course then Section and Student Name
» For Next Student Click Add Student

Add Students

Course Section Student Name StudentlD Gender

1 [wmath 10 | [1eicoy  v|  [vavies, Boboy | oo | | %

Add Student

Burgers, Bob ‘
Sodas, Sally
Tables, Bobby

Vector, Lilly A |

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

Trip Total Number of Students
Male Female Total

16 7 23

Trip Total Number of Students is the total from Students Lists and Add Students

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.

Trip Total Number of Students
Male Female Total

10 14 24

Trip Total Number of Students is the total from Students List and Add Students

Gax. Number of Students See instructions below \
o
If Field Trip is open to ALL Students selected above, enter 0

If Field Trip has a limited number of spots, which is Less than the Total Number of Students,
enter Max Number

Participation spots will be filled in order the consent forms are received by Field Trip Program. Consent forms received after Max number of
K Students is reached will be added to a Wait list in case of cancellations.

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.
Tue 1/2/2018 %:41 AM
C CESD-Workflow-Noreply@CESD73.ca y Field Trip Status
R
[NOTIFICATION] Maximum Registered Student for Field Trip Cross-Counti i e
Field Trip: Cross-Country Skiing KCountry Trip Details
Trip Date: 1/3/2018
School: _TESTING - Alberta High School Trip Name Cross-Country Skiing KCountry
Trip Leader: Tammy Teacher :
Destination Red Cross Training Center
This Field Trip has reached the maximum students registration as of 1/2/2018 9:40:34 AM. School _TESTING - Alberta High School
Any consent forms received after this time will be added to a waitlist.
Trip Date 1/3/2018
For More information please contact the School Office Fonmis Due Date 1122018

Automated Email from Online Field Trip's Forms

Chinook's Edge School Division 73
g To EMAIL an Encrypted PDF of all Submiited Medical Forms, Click the Send Trip Package Button

To CLOSE Field Trip Status Form without Sending a Trip Package, Close the current window in browser
LFFT038971 L el

Note: Payments are updated hourly, Forms are updated when submitted online by Parent/Guardian

1 WA for Documents Received indicates students on Wait List for trps with a max number of particjpants
If a student is unable to attend or cancels their

.. . . . . Student Payment and Consent & Medical Forms Status
participation on a field trip with a capped number, a z

wait listed student’s status can be updated to Yes by the e &l e
. . . . . Doe, John Yes
Principal Office to attend the field trip.
Ninja, Jill
Samurai, Jack Yes
Smith, Jane WiL

Send Trip Package
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(:_
Field Trip Application

CHINDOK'S
EDGE

i praacie = L pted Procodure: AP2 - 09 Field Trip and Excursion
Trip Itingrary

Pagedof 7

Itinerary
Dale*
Actrvity®

Destination®

Mode of Transporlation®
yeparture Time®
Departure Location ™
Retum T'!III.'!

Retum Location ™

Previols

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 Arrangements

Substitute Teacher™ Is a substitute teacher required to cover at school during trip?
Yes ® No

Trip Has Fees?® ® Yes No

Total Cost of Field Trip Estimate

Charge Per Student™ 10.00

Other Funding Sources and
Amounts

Trip has Multiple Fees $10.00 for all Students

If Student does not have Team T-Shirt
$15.00 Additional charge for Team T-Shirt

IF field trip has muitiple fees, Describe fee structure

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.

"
Field Trip Application

CHINOOK'S
EDGE
e st m 8 Ristated Procedurs. AP2 - 09 Field Trip and Excursion
Trip Fians and Hazards
-

Page 4017

Supervision Plan

Marmes of Star Supérvisors

Numoer of Farent Estimate
Suparvisers

Name of Panent Supervisors
Supirvesor present

destination

Hazard and Risk Assessment

ea Schoot Baards Insurance Exchange (ASBIE) Off-sie policy and procedures manual and Safety Guissines for Pysical

High Risk Actvities

Places 10 MEgate Risx®

Spacial Training af {# requeied)
Supervisors

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

guestions you have regarding fees.

8 Revised — Sept 19 2018



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.

R

crlifones Field Trip Application . .

EDCE Category 2 and 3 field trips have

L Lammad Ralated Procedura AP2 - 09 Field Trip and Excursion L . .

Trip Communicatin and Contingency additional requirements in the Parent
il Communication Plans - a Trip

Schedule and the Parent Meeting

Emergency and Communication Plan Agenda Note these fields are NOT

PRAX R : currently included in emails sent to

communication with school

. Parents.

Plan to access First Aid Kit

Pl 0 acess Pt Trip Contingency Plans for;

il Destination, Accommodations and

Field Tnp Leaders Cell .

o Mamoar® Transportation

Muster Location {if required)

Category 3 trips require additional
LA & RITR IR LT documentation to be uploaded
Erepare Draft documents 1of ParentiGuaniian before the tri p depa rtu re.

Category 2 and 3 field trips will be
reviewed for final approval by the
Superintendent who will inform the
S 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.

Meeting Agenda®

Trip Contingency Plan

Documant contingency pian in case the desiination(s), accommadations or meihods of ranspartation become unavailable or unstulable

Contngency for Destination

Contingency for
Accommodations
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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.

Sign Document

| o
| Before Departure

Prior to Departure Please provide the principal with the following documents

Tearcher style -
1. An Up-to-date itinerary

2. A list of students participating in field trip

3. Names of all parent supervisors

4. Name of the Transportation provider or parents transperting
(and bus driver's cell number if applicable)

5. Executed Acknowledgement of Risk and informed Consent Form

6. Executed Medical Information form
7. Photocopiers of passports (Category 3 field trips ONLY)
Signature of Field Trip <

Leader® é{’M&’ft
£

Date captured on form submission

Thank you!

Your Field Trip form has been submitted.
To Download or Email a copy of Field Trip Form Click links below

Download Print Email

E_Q_%K‘S Field Trip Application

Wi S Come st Related Procedure: AP2 - 09 Field Trip and Excursion
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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.

Wed 3/7/2018 12:43 PM

C CESD-Workflow-Noreply@CESD73.ca

Guardian/Parent Missing or Invalid Email Address

To testdevelopment

Dear Trip Leader,

Field Trip Consent for:

School: _TESTING - Alberta High School
Student: Smith, Jane - 100101

Trip: Trip to Zoo

Trip Date: 3/23/2018

Please verify medical information and approve trip HERE.

Guardian email address from Power School:

Automated Email from Cnline Field Trip's Forms
Chinook's Edge School Division 73
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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

Laserfiche Forms” Inbox  Start Process
4
SCHOOL'S TEACHER ACCOUNT My TaSkS
My Tasks Assigned  Available
My Drafts Q

My Process Status
[ Process name

- Today (2018-04-02) (1)

Mon 4/2/2018 2:07 PM

C CESD-Forms-noreply@cesd73.ca
Trip to Park has been Rejected

To O testdevelopment
Tom Teacher,

Field Trip: Trip to Park
Trip Date:4/3/2018

Your Field Trip has been Rejected by the Office of Bowser Koopa with the following comments
Rejecting Trip, we need to discuss fees for this trip

Please review field trip details and update to Resubmit or Cancel Trip.
1. See School Office Admin for login instructions to log into Laserfiche Forms with _TESTING - Alberta High School Shared

Teacher account.

2. Click on Inbox and look for tasks "Trip Rejected Notify Trip Leader" for your field trip
Trip Name: Trip to Park

3. Click on link to open form, review and update details and select Resubmit or Cancel Trip

Automated Email from Online Field Trip's Forms
Chinook's Edge School Division 73

Completed

T Task name T

L Field Trip Request

Trip Rejected - Review by Trip Leader
Trip to Park - Field Trip Request 13584: Lase...

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.

Trip Rejected - Review by Trip Leader

Trip to Park - Field Trip Request 13584: Laserfiche Consultant
Assigned to: Laserfiche Consultant
Prior to Departure Please provide the principal with the following documents

An Up-to-date itinerary

A list of students participating in field trip

. Names of all parent supervisors

Name of the Transportation provider or parents transporling

(and bus driver's cell number if applicable)

Executed Acknowledgement of Risk and informed Consent Form
Executed Medical Information form

Photocopiers of passports (Category 3 field trips ONLY)

Signature of Field Sign |
Trip Leader®

Date 4/212018

P

N oo

| Previous |

Comments

Date assigned: 2:06 PM

© Hide Details

Em :o-

Due date: None Priority: None

Trip Rejected - Review by Trip Leader
Trip to Park - Field Trip Request 13584: Laserfiche Consult...

Summary  Action History

More details

e Trip Rejected - Review by ... Viewing

assigned to Laserfiche Consultant on
2018-04-02 2:06 PM

In progress

Principal Approval View

completed by Laserfiche Consultant on
2015-04-02 2:06 PM

' Reject

Rejecting Trip, we need to
discuss fees for this trip

Message Start Event View

completed by Laserfiche Consultant on
2018-04.02 2:05 DA
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Trip Status Report

The link within the Trip Status email to trip leaders opens the status report for that trip.

Click link to see student payment and forms status https://records.cesd73.ca/Forms/AjF5t?

TriplD=LFFT0320408&Key=38DF11F15BB7509803A08B4FAS24BA0F61564B50CEECID1764C646BDB5SES4D7C

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.

Field Trip Status

CHINOOK'S
EDGE !
Wi Srachts G Fraé!

Trip Details

Trip Name Trip To Calgary Zoo - TESTKC
Destination Calgary Zoo

School _School1

Trip Date 8/28/2017

Forms Due Date 8/25/2017

¢ Note: Payments are updated hourly, Forms are updsted when submitied onfine by Farent/Guardian

Student Payment and Forms Status

Name Paid Forms
_School1, _Student0 Trip To Calgary Zoo - TESTKC Yes
_School1, _Student1 Trip To Calgary Zoo - TESTKC Yes
_School1, _Student2 Trip To Calgary Zoo - TESTKC Yes
_School1, _Student3 Trip To Calgary Zoo - TESTKC Yes
_School1, _Studentd4 Trip To Calgary Zoo - TESTKC Yes

Trip Package

Thu 3/22/2018 211 FM

C CESD-Workflow-Noreply@CESD73.ca
Field Trip Status Report & Forms for Trip to Zoo

To testdevelopment

Setup for your field trip Trip to Zoo is complete.
To view student payment and forms status, CLICK HERE.
To generate and email your field trip medical forms package click button "Send Trip

Package"

Please note: Do not click the "Send Trip Package" until ALL documentation had been
reviewed and fees have been paid by the Guardians of the students.

Automated Email from Online Field Trip's Forms
Chinook's Edge School Division 73

LFFT046403

Thu 3/22/2018 2:34 PM

C CESD-Workflow-Noreply@CESD73.ca
Field Trip Package for - Trip to Zoo

To testdevelopment

~ Tripto Zoo - Medical Package.pdf
7T 2MB

Attached is your Medical Form Package for field trip to Trip to Zoo on 3/23/2018.

This file is encrypted with a password.

Automated Email from Online Field Trip's Forms
Chinook's Edge School Division 73
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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.

CrlBoK'S Field Trip - Complete
EDGE

Wi St Com P35 Related Procedure: AP2 - 09 Field Trip and Excursion

Trip Information

Trip Name Trip To Calgary Zoo - TESTKC
Destination Calgary Zoo

School _School1

Field Trip Leader Teacher Name

Field Trip Leader's testdevelopment@inspiris.ca
Email

Trip Date 8/28/2017

FieldTrip Complete™ without Medical Logs @ with Medical Logs
Did any Health & No ® Yes

Safety Incidenis occur

during trip?*

£
Required Attachments

Upload copy of the Medication Administration Logs completed during field trip

Medical Logs Upload™ ‘ Upload

Upload a copy of Health & Safety Incident Report
Note:

This is for record purposes only and does not start a Health & Safety Incident process. Please contact appropriate
personnel to report incident

Incident Report ‘ Upload
Lipload* T
\
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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.

Tue 11/7/2017 10:21 AM
C CESD-Forms-noreply@cesd73.ca

Field Trip Swimming Lessons has been Postponed

To testdevelopment

Tammy Teacher

The field trip Swimming Lessons has been Postponed by Principal's Office with the following comment
Bad Weather

Please prepare appropriate communications to Parents/Guardians.

Field Trip Details
11/2/2017
Red Cross Training Center

b
Tue 11/7/2017 10:25 AM
Automated Email from Oniine Field Trip's Forms C CESD-Forms-noreply@cesd73.ca

Chinook's Edge School Division 73 Field Trip Swimming Lessons has been Cancelled

1 To testdevelopment

Tammy Teacher
The field trip Swimming Lessons has been Cancelled by Principal's Office with the following comment

Please prepare appropriate communications to Parents/Guardians.

Field Trip Details
11/2/2017
Red Cross Training Center

Automated Email from Online Field Trip's Forms
Chinook's Edge School Division 73

Revised — Sept 19 2018




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.

Previous ‘

Save as Draft l

Save Draft ). 4

Verify your email below. A link to your draft will be emailed to you and will also be available

in the Drafts section of your Forms inbox.

Draft name Update with descriptive
name for Draft Trip include

Field Trip Request 4\ Teacher's Name

Email

testdevelopment@inspiris.ca
Enter Trip Leader's
Email Address to receive
email with Link to Draft Form

Mon 4/2/2018 1:49 PM

C cesd-forms-noreply@cesd73.ca

Your Field Trip has been saved as a Draft

To testdevelopment

Field Trip has been saved as a Draft
Trip Name:Trip to Park

Trip Leader: Tom Teacher

Trip Date: 4/3/2018

To access trip form click link below and sign into with Teachers account
or Log into Laserfiche forms with School's Teacher account and Select D

Automated Email from Online Field Trip's Forms
Chinook's Edge School Division 73

(Click here to complete your form )

Email with link to the draft Field Trip Form.

Laserfiche Forms” Inbox  Start Process

My Drafts
SCcHOOL'S TEACHER ACCOUNT
My Tasks Q
.My Drafts
O Name

My Process Status

~ Today (2018-04-02) (1)

(® Field Trip Request - Trip To Park
Field Trip Request
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A Parents/Guardians Guide to Online

Vs ~ | Parent/Guardian | ~

e Online Forms . . . » Track Trip Status

- Trip Request « Field Trip Email « Forms Submitted

« Trip Approval * Online Forms « Fees Paid

« Trip Updates * Student Medical « Generate PDF of

- Consent Trip Documents
| Teacher & \_° Pay Fees Online ) | Teacher
Principal

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.

Sign Document X All fields marked with * are required fields.

e Medical information on the form will automatically
— populate with the last known information entered from
the previous field trip.

Type Your Name Style ~

Gl Gower Floane Parents
TvpE voup A can
@0& %M (7028 e vopisne il e Document y
Tape Your Name their
name e
J}fc)ﬁtmlm —
oo p— .
Select .
the
“Draw” signature option to sign document with a “written”
signature.
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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 | 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 | 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 | 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 | 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.

Sam_ple Consent & moxs Parent-Guardian Field Trip and Excursion Form
Medical Form EpCE

o Stuin o 5 stycdont Medical information
Medication Administration and Release Form
Acknowledgement of Risk and informed Consent Form

Trip Information

Student Name _School1, _Student4
THE STUDENT

Trip Name Trip To Calgary Zoo - TESTKC
APPROVED SCHOOL TRIP

Trip Date 08/28/2017
Destination Calgary Zoo

TRIP DESTINATION
School _Schoolt

THE SCHOOL
Trip Information Dear Parent

We are going to the Zoo next week

Please pack a lunch and wear appropriate clothing for the weather
Trip Information content is from the Teacher

Parent Letter Field on the Teacher Field

Trip Request From

Due Date Consent and Medical Forms Reguired by
08/25/2017
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Forms Remembers the Last
Entered values for Medical

1 Medications

T Y—

I5 he student on any ® Yes Mo questions
medications?* . J
List Megications®  [Amoxicilin] 1

Student requires
medication during off
=tte activity? *

* Yes Mo
if Yes, Complete Medication Adminisfration and Release at end of form

2 Allergies

Does student have any
allergles’**

Yes ® Mo

3 Dietary Restrictions

Does student have any
dietary restrictions? *

Yes ® Mo

4 Medical Conditions

Does the student have any of the following conditions ?

Asthma™® * Yes Mo

Does student camy an  yes

inhaler?*

Olher respiratory Yes = Mo
problems *

Diabetes* Yes ® No
Hyper or Yes @ No
Hyp-:-gl';rl:emia*

Heart conditions * Yes ® Mo
Intestinal problems® Yes = No
Stomach ulcers* Yes ® No
Epilepsy or other J Yes ™ No
neurciogical

dlsnrdefs*

Iron deficiency * Yes ® No
Low immune s.:.fs!em* Yes ® Mo
Maono or chronic 0 Yes = Mo
'I'atigue*

Revised — Sept 1




5 Medical Concerns

Any recent injuries? " (Including concussions)

) Yes @ No

Other issues that may  (physical, psychological, emotional. behavioural or situational)
affect student's ability
to complete proposed
activity?

Medication Administration and Release

Complefe only if child requires medication to be administered duiring Ffeld Trip

| the PARENT/GUARDIAN of THE STUDENT permit the medicines outlined below to be administered to my child at the
appropriate time and dosage as also detailed below

| also permit the Lead Teacher or other willing adult supervisor to properly and securely store my child’s medication during
the off-site activity and place the Field Trip Leader or other willing adult supervisor in charge of maintaining these
medicines and back-up medicines for the duration of the trip. However, | am aware that, under extraordinary
circumstances, the medicines may become lost, stolen or damaged. In these circumstances, | will not hold the Field Trip
Teach or another willing adult supervisor liable to replace medicines lost.

| understand that neither the Field Trip Leader or another willing adult supervisor have any training in the administering of
medication. Neither | nor my child will hold either the Field Trip Leader or another willing adult supervisor who administers
medication liable for any results of administering the medication and | and my child acknowledge that the protection
afforded by the Emergency Medical Aid Act (the Act) shall be available to such person who administers medication to my
child and no challenge fo the applicability of such Act shall be brought and administering medication by the Field Trip
Leader or another willing adult supervisor shall be conclusively deemed to fall within the ambit of the Act.

| am fully aware of these medicines' effects and side effects and understand that risks involved with my child taking them
during this off-site activity. Risks could include but are not limited to missed dosage, too much or too little medication
given, dosage not given at the right time, dosage not given under proper circumstances (eg. not with food or water)
medicines mixed up with other medicines, side effects, interactions with other medicines that are given in an emergency.
Taking these medicines will not inhibit, alter or prevent my child's performance during the activity. Instead, not taking
these medicines may inhibit, alter or prevent my child's/charge's performance during the activity.

Medication Dosages Medication Dosage is not saved from previous form
Medicine ® Dosage ) When and Conditions to Administer™
Add
| HEREBY to the following medicines and dosages to be given to my child at the following times of day
CONSENT* under these circumstances as listed in above chart
[ Agree
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Parent or Guardian Emergency Contact

Parent/Guardian | |
* L
Name PARENT/GUARDIAN

Emergency Contact ‘ |
Name *

Emergency Phone In case of emergency. you can reach me at
Number® ‘ |

Acknowledgement of Risk and Informed Consent

| the PARENT/GUARDIAN of THE STUDENT, recognize that my child will participate in APPROVED SCHOOL TRIP off-
site out of school activities (the field trip) at the specified DESTINATION as sanctioned by THE SCHOOL. The purpose of
this activity is outlined in APPROVED SCHOCL TRIP documentation.

This field trip involves certain risks, dangers and hazards to the participants. These may include, but are not limited to:
personal injury, death, property damage, expense and other loss, delay or inconvenience and trip or event cancellation or
curtailment.

Teachers Additional list Driving on Highway
of RISKS

High Risk Activities

| also understand that during this off-site activity, authorized staff of THE SCHOOL, supervisory adults as well as
employees of other agencies associated with this activity will endeavor to instruct, protect and care for the well-being of my
child as would | in their place, including making decisions regarding the medical care of my child. | understand that my
child will be expected to uphold the behaviour expectations of student of THE SCHOOL as in any other school endeavour
as outlined in the School's Student Code of Conduct. | under stand that my child's failure to abide by behaviour
expectations could result in his/her removal from he activity without refund.

| have discussed the risks and expectations of this activity with my child and have confidence that my child has understood
them. |am aware that every parent has a right to deny his/her child's participation in an off-site activity and that
participation in the field trip is not a prerequisite of the completion of any required course of study. As Parent/guardian, i
will ensure my child is appropriately prepared and has the necessary equipment.

| am also aware that the Principal and the Superintendent and the Board reserves the right to postpone, terminate or
cancel a field trip at any time and with little notice if the activity can no longer be conducted in a safe and secure manner. |
realize that | may not receive all or any of the money | had thus far invested and accept the loss without expecting
reimbursement from the School or the Board.
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Consent to Store
Medical Information®

PARENT/GUARDIAN

CONSENT®*

| Acknowledge That*

Signature &

Date

I consent to have medical information completed in this FORM to be stored on the Schools
Electronic System

¥ AGREE

I have read and understood the above statements at my leisure, understood the nature of
the document and its content. | consent fo the participation of my child in the activity and
associated activities

¥ ACCEPT

The Superintendent and Board retain the right to cancel any frip without providing
compensation for monies lost by the school or families due fo cancellafion.

¥ ACCEPT

I confirm that [ have the authority to sign this consent for myself and on behalf of boif

parents and all guardians and will inform any other parent or guardian of the contents of this
consent and the fact it has been signed

x
A tevr
£

Date captured on form submission

*** Sign and Submit form then Proceed to Quick Pay Page to Pay Fees for Trip ***

This personal information is colle cted under the outhority of the School Act that mandates the program operations and services offered

by Chineok's Edge School Division No. 73 and will be protected under the privacy provisions of the Freedom of Information and Protection

of Privacy Act. If you have any questions about the collection and use of the information, please contact the Chinook's Edge FQIP
Coordinator, 4204 — 50 Street, Innisfail, Alberta T4G 1W49, or phone (403) 227-7070 or toll free at 1-2800-561-9229,

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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