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NOTE:  The following procedure is legally advised.  Local practice may be inserted, 
which should address the following concepts. 
 
The District may conduct field trips and excursions in connection with courses of 
instruction or college-related social, educational, cultural, athletic, or musical activities to 
and from places in California, or any other state, the District of Columbia, or a foreign 
country for students. Field trips and excursions outside of the United States require 
Board approval. 
 
The District shall engage instructors, supervisors, and other personnel as may be 
necessary for such excursions or field trips who desire to contribute their services over 
and above the normal period for which they are employed by the District. 
 
The District shall, at the discretion of the [designated position]Chancellor, transport 
students, instructors, supervisors or other personnel by use of District equipment, 
contract to provide transportation, or arrange transportation by the use of other 
equipment. 
 
When District equipment is used, the District shall obtain liability insurance, and if travel 
is to and from a foreign country, the liability insurance shall be secured from a carrier 
licensed to transact insurance business in the foreign country. 
 
The District may pay expenses of instructors, chaperones and other personnel 
participating in a field trip or excursion.  Payment shall be by way of itemized 
reimbursement in a form prescribed by the [designate position]Vice Chancellor of 
Business Services.  The District may pay for expenses of students participating in a 
field trip or excursion with auxiliary, grant or categorical program funds if the funds are 
used consistently with the funding source.  
 
No student shall be prevented from making a field trip or excursion which is integral to 
the completion of the course because of lack of sufficient funds.  The District shall 



coordinate efforts of community services groups to provide funds for students in need of 
them. 
 
All persons making a field trip or excursion shall be deemed to have waived all claims 
against the District for injury, accident, illness, or death occurring during or by reason of 
the field trip or excursion.  All adults taking such trips and all parents or guardians of 
minor students shall sign a statement waiving such claims. 
 
 From current CLPCCD Administrative Rules and Procedures 6216 titled 

Field Trips 
 
Class I Field Trips – Class I field trips are on-campus activities extending outside the 
assigned classroom(s) but limited to the boundaries of the college campus. 
 
Authorization. First line administrator or other designated administrator. 
 
Instructor Responsibility - A Class I field trip must be a planned educational experience 
which is not available in the classroom.  The instructor planning a Class I field trip is 
responsible for: 

1. Pre-planning, previewing, leading and evaluating the field trip as an educational 
experience. 

2. Obtaining verbal authorization from the Division Dean. 
3. Advising the division office on the day of the trip of the time to be gone from the 

classroom and the destination. 
4. Obtaining necessary clearance from the College business office for the use of 

campus facilities other than the assigned classroom(s).  After the semester 
schedule is completed all unassigned space is placed under the jurisdiction of 
the community services office. 

 
Class II Field Trips – Class II field trips are in-district activities conducted off campus 
but limited by the boundaries of the Chabot-Las Positas Community College District. 
 
Authorization. President of the College or designee. 
 
Instructor Responsibility - A Class II field trip must be a planned educational experience 
which is not available in the classroom.  The instructor planning a Class II field trip is 
responsible for: 

1. Pre-planning, previewing, leading and evaluating the field trip as an educational 
experience. 

2. Preparing and submitting the college Field Trip Request Form at least two weeks 
prior to the date of the trip.  Requests will be submitted to the Division Dean or 
other designated manager.  Approved requests will be forwarded by the Division 
Dean to the office of Academic Services.  Approved requests will be submitted by 
the Vice President of Academic Services or designee to the President of the 
college or designee.   

3. Insuring that all arrangements are made. 



4. Supervising the conduct of the trip. 
 
Division Dean Responsibility - The Division Dean or other designated manager is 
responsible for: 

1. Validating the purpose of the proposed field trip. 
2. Insuring that funds are available in the division budget to defray the costs of the 

trip. 
3. Forwarding approved requests to the office of Academic Services. 

 
Class III Field Trips – Field trips are activities conducted outside the boundaries of the 
Chabot-Las Positas Community College District, but within the State of California. 
 
Authorization. President of the College or designee. 
 
Instructor Responsibility - A Class III field trip must be a planned educational experience 
which is not available in the classroom.  The instructor planning a Class III field trip is 
responsible for: 

1. Pre-planning, previewing, leading and evaluating the field trip as an educational 
experience. 

2. Preparing and submitting the college Field Trip Request Form at least one month 
prior to the date of the trip.  Requests will be submitted to the Division Dean or 
other designated manager.  Approved requests will be forwarded by the Division 
Dean to the office of Academic Services.  Approved requests will be submitted by 
the appropriate Dean or designee to the President of the college or designee. 

3. Insuring that all necessary arrangements are made. 
4. Supervising the conduct of the trip. 

 
Division Dean Responsibility - The Division Dean or other designated manager is 
responsible for: 

1. Validating the purpose of the proposed field trip. 
2. Insuring that funds are available in the division budget to defray the costs of the 

trip. 
3. Forwarding approved requests to the office of Academic Services. 

 
Class IV Field Trips – Field trips are out-of-state activities conducted outside the State 
of California. 
 
Authorization. President of the college or designee. 
 
In accordance with the Education Code, adult students or parent/guardians of minor 
students must sign the waiver of claims against the Chabot-Las Positas Community 
College District and the State of California for injury, accident, illness, or death occurring 
during or by reason of the field trip. 
 



Instructor Responsibility - A Class IV field trip must be a planned educational 
experience which is not available in the classroom.  The instructor planning a Class IV 
field trip is responsible for: 

1. Pre-planning, previewing, leading and evaluating the field trip as an educational 
experience. 

2. Preparing and submitting the college Field Trip Request Form at least one month 
prior to the date of the trip.  Requests will be submitted to the Division Dean or 
other designated manager.  Approved requests will be forwarded by the Division 
Dean to the office of Academic Services.  Approved requests will be submitted by 
the appropriate dean or designees to the President of the college or designee. 

3. Insuring that all necessary arrangements are made. 
4. Insuring that all students and the parents or guardian of minor students have 

signed and returned the waiver of claims form.  Forms for all students must be 
filed by the instructor in the Vice President of Academic Services office at least 
three school days before the field trip begins.  Failure to file the form with the 
Vice President shall prevent student(s) from participating in the field trip. 

5. Supervising the conduct of the trip. 
 
Field Experience Activities 
The description of all approved field experience activities will be included in the class 
schedule. 
 
The authorization for extended campus activities allows students to report directly to 
assigned stations off campus at scheduled dates and times. The authorization allows 
instructors to assign and schedule individual students to alternate stations according to 
the division master plan.  Such assignment may or may not be under the direct 
supervision of the instructor. 
 
Any movement or assignment of students not shown on the master plan and quarterly 
schedule will be processed as a Class II or III field trip. 
 
Authorization for field experience activities is granted by the Board on an annual basis. 
 
Division Responsibility - The Dean of each division or other designated manager who is 
involved with extended campus activities will: 

1. Prepare an annual master plan for extended campus activities. 
2. Submit a request for authorization to implement the plan.  The master plan and 

request will be submitted to the Vice President of Academic Services or designee 
on or before February 1 of the preceding year. 

3. Submit to the Vice President of Academic Services or designee each semester a 
schedule showing the extended campus assignments of students. 

4. Ensure that all arrangements are made. 
5. Coordinate the program during each semester. 
6. Procedures Relating to Both Field Trips and Field Experience 

 
The following limitations are established for field trips: 



1. Field trips may not be scheduled on State, legal, or school holidays.  Field trips 
during recess periods require prior discussion and approval of the Vice President 
of Academic Services or designee. 

2. Field trips may not be scheduled during the last two weeks of any semester. 
3. Students cannot be required to attend field trips when admission fees are 

charged. 
4. Activities requiring admission fees and other such costs to students should not 

be scheduled during regular class hours. 
5. Field trips that require students to miss other classes should be carefully 

coordinated in advance with the instructors involved. 
6. It is the responsibility of the individual student to notify in advance the instructors 

of classes which he or she will miss while on the field trip. 
7. Students must make up work missed because of field trips. 
8. There will be no penalty for students who miss a class because of a field trip 

required by another, if the trip is verified in advance and if the student makes up 
the required work within the agreed time. 

9. Class sessions held off campus in instructors' homes, students' homes, or 
elsewhere are authorized only when approved as Class II or III field trips. 

10. Instructors cannot be reimbursed for time devoted to field trips held outside of the 
regularly assigned class hours.  Under special circumstances and with 
appropriate approval for the classification, a field trip may be conducted in lieu of 
a regularly scheduled class period. In these situations the instructor can be 
reimbursed for time equal to the class involved. 

 
Instructor Responsibility 

1. Each instructor sponsoring a field trip is an agent of the college and as such is 
responsible for making proper arrangements for the trip, including a first-aid kit, 
and conducting the trip in ways which ensure against negligence and safeguard 
the welfare of the students while under the jurisdiction of the college. 

2. Each instructor planning a field trip which will take students from other classes 
shall prepare a notice of that activity including a roster of the names of the 
students involved.  Copies of this notice and roster will be given to each student 
for presentation to the instructor(s) of the class(es) he/ or she will miss while on 
the field trip. 

3. When arrangements have been made in advance to have students go on their 
own to a field trip destination and when the class assembles and convenes at the 
destination, the instructor may meet them at the destination. 

4. When a class is convened on campus and moved as a group from the campus to 
the field trip destination the instructor must meet the class on campus and 
accompany it enroute unless other arrangements have been approved by the 
Vice President of Academic Services or designee. 

 
Transportation for Class II, III and IV field trips can be arranged in any one of several 
ways. 

1. The use of Ddistrict-owned vehicles may be requested on the Field Trip Request 
Form, dependent upon the number of students participating.  The cost of the use 



of the Ddistrict-owned vehicles is chargeable to the budget of the appropriate 
division at the current mileage rate. 

2. If the number of persons exceeds the capacity of Ddistrict vehicles, charter bus 
transportation may be requested on the Field Trip Request Form.  The cost of the 
charter service is chargeable to the budget of the appropriate division. 

3. Instructors may use their own vehicles to provide transportation for students on 
approved field trips.  Approval must be obtained on the Field Trip Request Form. 

4. The use of privately-owned vehicles to carry students on field trips is the least 
desirable method of transportation.  Only under unique conditions should this 
means of transportation be considered.  Under no circumstances will 
privately-owned vehicles be used without prior approval obtained on the 
Field Trip Request Form. 

5. Instructors may suggest that students go on their own to destinations or events to 
observe, to hear, to see, or otherwise gain experience related to the course of 
study.  The assignment must be voluntary, however, and no penalty can be 
assessed for students who do not or cannot complete the assignment.  
Alternative assignments should be provided. 

 
 
NOTE:  The red ink signifies language that is legally advised and recommended by the Policy and 
Procedure Service and its legal counsel.  The language in black ink is from current CLPCCD 
Administrative Rules and Procedures 6216 titled Field Trips issued on March 19, 1996 and revised on 
December 10, 2002.  The language in blue ink is included for consideration. The violet ink was added by 
FA on November 12, 2013. This document was reviewed by representatives of the Academic Senates on 
December 12, 2013. 
 
Date Approved:    
(This new procedure replaces current 
Administrative Rules and Procedure 6216) 

 

 
  



Legal Citation for AP 4300 
 

5 CCR s 55220 
Cal. Admin. Code tit. 5, s 55220 

TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 

CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 3. ALTERNATIVE INSTRUCTIONAL METHODOLOGIES 

ARTICLE 2. EXCURSIONS AND FIELD TRIPS 
 

  s 55220. Excursions and Field Trips.   
 
(a) The governing board of a community college district may: 

  

(1) Conduct field trips or excursions in connection with courses of instruction or 
instructionally-related social, educational, cultural, athletic, or band activities to and from 
places in the state, or any other state, the District of Columbia, or a foreign country for 
students enrolled in a college. A field trip or excursion to and from a foreign country may be 
permitted to familiarize students with the language, history, geography, natural sciences, and 
other studies relative to the district's course of study for the students. 

  

 

  
(2) Engage instructors, supervisors, and other personnel who desire to contribute their 
services over and above the normal period for which they are employed by the district, if 
necessary, and provide equipment and supplies for the field trip or excursion. 

  

 

  

(3) Transport students, instructors, supervisors or other personnel to and from places in the 
state, any other state, the District of Columbia, or a foreign country where the excursion or 
field trip is being conducted. Transportation may be provided by use of district equipment, by 
contracting with a transportation provider, or by arranging transportation by the use of other 
equipment. When district equipment is used, the governing board shall secure liability 
insurance, and if travel is to and from a foreign country, the liability insurance shall be 
secured from a carrier licensed to transact insurance business in the foreign country. 

  

 

  (4) Provide supervision of students involved in field trips or excursions by academic 
employees of the district.   

 
(b) No student shall be prevented from taking a field trip or excursion which is integral to the 
completion of a course because of lack of sufficient funds. To this end the governing board shall 
coordinate efforts of community service groups to supply funds for students in need of them. 
 
(c) No group shall be permitted to take a field trip or excursion which is integral to the 
completion of a course if any student who is a member of such an identifiable group will be 
excluded from participation in the field trip or excursion because of lack of sufficient funds. 



Nothing in this subdivision or subdivision (b) shall be construed to prevent a district from 
offering a study abroad course or program because a particular student or group of students is 
unable to participate in the course or program due to lack of funds. 
 
(d) Expenses of students participating in a field trip or excursion authorized by this section may 
not be paid with public funds, except where: 

  (1) the expenditure is authorized pursuant to subdivision (a); or   
 

  (2) funds from a state or federal grant or categorical program are used consistent with the 
statutory, regulatory or contractual conditions applicable to the expenditure of such funds.   

 
(e) For purposes of subdivision (d), funds of an auxiliary organization duly established pursuant 
to education Code section 72670 et seq. shall not be considered to be public funds. 
 
(f) Expenses of instructors, chaperons, and other personnel participating in a field trip or 
excursion authorized by this section may be paid from district funds, and the district may pay 
from district funds all incidental expenses for the use of district equipment during a field trip or 
excursion authorized by this section. 
 
(g) The attendance or participation of a student in a field trip or excursion authorized by this 
section may be claimed for apportionment to the extent that the field trip or excursion is part of a 
course. However, attendance claimed for apportionment as a result of a field trip or excursion 
shall be limited to the amount of attendance that would have accrued had the students not been 
engaged in the field trip or excursion. No more contact hours shall be generated by a field trip or 
excursion than if the class were held on campus. 
 
(h) All persons making the field trip or excursion shall be deemed to have waived all claims 
against the district or the State of California for injury, accident, illness, or death occurring 
during or by reason of the field trip or excursion. All adults taking out-of-state field trips or 
excursions and all parents or guardians of minor students taking out-of-state field trips or 
excursions shall sign a statement waiving such claims. 
 

  Note:  Authority cited:  Sections 66700 and 70901, Education Code.  Reference:  Section 70901, 
Education Code.  
 


