


Process for Off Campus Events, including Field Trips and Camps
[bookmark: _Hlk193117326]To ensure proper tracking and maintain the privacy and confidentiality of our students, please follow the outlined process for all off-campus events, including field trips and camps. If you are unsure whether this process applies to your event, feel free to contact us at SENRS_general@flemingcollege.ca for assistance.
Waiver and Release - Travel
1. Faculty should have all students complete the “Waiver and Release – Travel” document prior to departure.  Please ensure the program or travel section is completed.  
2. There should be one of these signed for each field trip, not one form for all trips in the course. 
3. Once the “Waiver and Release – Travel” form are completed they should be provided to SENRS Academic office with a class list prior to departure.
Medical Forms
1. Medical forms can continue to be completed at this time and students must put them in a sealed envelope with their name and student number on the front of the envelope and submit to their faculty or technologist.  These are only to be opened in the case of an emergency by a faculty member. 
2. Once the trip is completed, if applicable, the Medical form should be given to the SENRS Academic office for storage. 
Passenger/Attendance List and Parking Overnight
1. The Passenger/Attendance List must be completed and emailed to SENRS_general@flemingcollege.ca or dropped off at the SENRS Academic office prior to your departure so they have an accurate account of those travelling.
2. Any students or employees that are parking overnight should advise Parking@flemingcollege.ca

STUDENTS CANNOT ATTEND FIELD TRIPS OR CAMPS UNLESS THE WAIVER AND RELEASE FORM ARE COMPLETED AND PROVIDED TO SENRS ACADEMIC OFFICE BEFORE LEAVING THE CAMPUS. 
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