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Field Trip Process and Guidelines 

When requesting to take students on a field trip, or other college-sponsored trip or activity, the 
following forms must to be completed and approved prior to the event: 

Field Trip Request Form (with student roster attached) 
Travel Request Form for faculty member (only include costs for the faculty member, not 
students) 
General Release and Waiver of Liability Form 

Initially, the Field Trip Request Form and student roster, along with the travel form, must be 
submitted for approval by the dean and Academic Vice-President. Once approved, the faculty 
member will receive a copy and the original will be on file in the Business Office.  

For all students attending the field trip, a General Release and Waiver of Liability Form must be 
completed and sent to the Vice-President for Student Services.  

If the field trip requires payment by the college, separate purchase orders should be completed 
for faculty and students. 

If college transportation is to be used for the field trip, please make arrangements with Clint 
Young in the Maintenance Office. His extension is 2566.  

https://protect-us.mimecast.com/s/EIKSC4xngBs27jlcVPCqT?domain=federation.ngwebsolutions.com
http://webnt.calhoun.edu/personnel/forms/CCC_General_Release_and_Waiver_of_Liability1-1.pdf
http://www.calhoun.edu/Content/Uploads/calhouninnovate.edu/files/CCC_General_Release_and_Waiver_of_Liability.pdf
https://protect-us.mimecast.com/s/EIKSC4xngBs27jlcVPCqT?domain=federation.ngwebsolutions.com
https://calhoun.edu/wp-content/uploads/2018/07/CCC_General_Release_and_Waiver_of_Liability1-1.pdf



