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PURPOSE

The York Catholic Dist



. parameters for spending money 







and,
∙ As per the intent of the YCDSB Hospitality and Gift Guidelines, the tour operator

shall not provide monetary, and/or gift-in-kind benefits (including travel points) to
any Board employee with the exception of travel, accommodation and meals
included in the tour package for those individuals leading the excursion and
designated supervisors required to satisfy the supervision ratios.

1.3 Finance
1.3.1 School Organized Level III Excursions

. Level III excursions must be self-supporting with each student assuming
the full cost;

. Financial transactions for Level III excursions are monetary transactions
between the participants and the tour operator. Should the York Catholic
District School Board choose to act as a 'banker' for tour monies, all
cheques, including refunds from the tour operator, shall be payable to the
York Catholic District School Board 'in trust' or to the school 'in trust';

. For gratuities and incidental purposes, a Tour Operator may make a
cheque payable to the school for deposit into the school bank account. The
school may then issue these funds to the trip organizer who at the
conclusion of the study tour will provide a detailed and complete (with
actual receipts) accounting of the money. If receipts are not available, then
a daily log of itemized costs balancing to the amount provided is
acceptable; and,

. All funds collected from students must be deposited into the School Bank
Account.

1.3.2 Cont. Ed Organized Level III Credit Course
. Level III Credit Course excursions must be self-supporting with each

student assuming the full cost;
. Financial transactions for Level III credit course excursions are monetary

transactions between the participants and the York Catholic District School
Board. All cheques are payable to the York Catholic District School Board
“in trust” for the tour operator;

. The York Catholic District School Board issues the tour operator a deposit
in November and then final payment in May.

1.4 Insurance
∙ The Board does not provide insurance for extended travel including any

accidental death, disability, dismemberment, medical expenses, theft or
loss of personal property, cancellation or interruption insurance on behalf of
persons participating in field trips; and,

∙ All participants must provide proof of travel insurance prior to being approved for
participation in the excursion.

2. RESPONSIBILITIES – Specific to Level III Excursions
2.1 Superintendent of Education/Superintendent of Curriculum (Continuing Education

organized Level III Excursions)
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. Review and approve the financial details including the budget, compliance with
the Hospitality and Gift guidelines, and the process for handling gratuities and
small expenses associated with the tour;

. Recommend to the Superintendent of Education approval of a Level III Excursion;

. Hold a parent meeting to ensure that students, other staff, parents and volunteers
receive appropriate information about the tour (including cost breakdown i.e.,
transportation, 



∙ Distribute, collect, review and submit to Principal all Level III School
Excursion Surveys from students.

2.4 Students
. Attend all information meetings;
. Complete and submit all required forms within given timelines;
. Understand that while on an excursion, students must comply with the

Board's Safe Schools Policy and the school's Code of Conduct and other
related policies and procedures, especially with regards to drugs and alcohol;

. Knowledgeable about safety and emergency procedures;

. Strictly adhere to emergency procedures;

. Confirm in writing their understanding that if behaviour requires them to be
sent home, they (and their parents) will be responsible for expenses;

. Adhere to the guidelines from the planning team with respect to weight and
size of luggage, both checked and carry-on, electronic equipment, and what
to pack, keeping in mind weather and special events;

. Act with reasonable care towards themselves and others during the tour in
order to contribute to a safe experience; and,

. Complete and submit to the teacher/organizer a Level III School Excursion
Survey.

2.5 Supervisors
. Attend all meetings with tour organizer(s);
. Familiarize themselves with the material provided by the school organizer

(policies, procedures, forms, information packages, etc.) and by the tour
company;

. Accept the responsibility for student supervision and safety as the primary aspect
of the role of a supervisor; and

. Provide a current criminal background check to the Principal.

3. PROCEDURES - To Plan and Implement a School Level III Excursion

Teacher/Organizer
The teacher/organizer is responsible for all aspects of the excursion including knowledge,
awareness and compliance with this policy and procedures, developing a program plan, and
carrying out the plan in accordance with agreed upon conditions.

3.1 Discuss the excursion with the school Principal and obtain his/her approval to proceed
with developing a Program Plan.

3.2 Ensure additional planning, safety measures and increased supervision are
undertaken when planning an excursional rs nsional Plan.
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Appendix 1
York Catholic District School Board

ADDRESSING RISK MANAGEMENT

Risk Management is the process of anticipating and addressing/controlling in advance those activities
that contain an element of risk of injury to the participant.

Excursion planners need to determine the educational value and risk potential of all program activities in
advance. The following strategy has been included to assist planners in completing a Risk Management
process.

Step 1: Risk Avoidance – assess the associated risk vs the necessity of the activity and
determine whether the activity should happen;

Step 2: Risk Reduction – follow approved guidelines, have a contingency plan, adhere to
approved agenda, know the location of all excursions and prepare for worst-case scenario;

Step 3: Risk Transfer – ensure that those responsible (travel agents/tour operators) have the
necessary expertise and certification to guide an activity and that they have appropriate
liability insurance.

Step 4: Risk Assessment – throughout the entire program, continually address the potential risks
associated with all activities.

Risk Management

.
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Appendix 2
YORK CATHOLIC DISTRICT SCHOOL BOARD

EXCURSION LEVELS AND PROCEDURES
LEVEL/APPROVAL DESCRIPTION PROCEDURES

LEVEL 1

Sc



https://drive.google.com/file/d/15QSKsaIrkMxE2RD3v2Cbj9SX9q3twuWY/view?usp=sharing
https://drive.google.com/file/d/1xkfJYd2Lch8ueSlkbDhYPloCyS45HiDJ/view?usp=sharing
https://drive.google.com/file/d/10uhUTShZMx4iCXeOEhHLCDFVzQ04Nmq2/view?usp=sharing
https://drive.google.com/file/d/1E5NuXGKjnxoURdbq91cPfcELBVflxIGh/view?usp=sharing
https://drive.google.com/file/d/1wFJD2gyAD29NnfUZweTeZ_5_oxD9aOJX/view?usp=sharing
https://drive.google.com/file/d/1FjDx9paK8kqmm8xyPYP3YqC9YNn_nfiL/view?usp=sharing
https://drive.google.com/file/d/1SPSYUhxOiHfIbPEG7-FVt6iIldQd5iU1/view?usp=sharing
https://drive.google.com/file/d/1dV_BwWxD7b8KgbunR6zqfnFmakxsExJA/view?usp=sharing
https://drive.google.com/file/d/1-tSLFDdSj3lTZ-Y72tlh-rqqStlfusva/view?usp=sharing
https://drive.google.com/file/d/1K3xZ3f7Cye7H30UM-5vDRUQLu7RTIrDX/view?usp=sharing
https://drive.google.com/file/d/1A9afS6vT-TOfi0Y8PBT85AiwCdicrrY9/view?usp=sharing
https://drive.google.com/file/d/1k3020yjzoHKM4_uF105WOrYu5Gd4TJTO/view?usp=share_link
https://drive.google.com/file/d/19Ku7eau8okQoERvRPfZd4HZfNY5z6H08/view?usp=sharing
https://drive.google.com/file/d/1cXC76Yxs0XeiN6Lz3eGKmGLSt7Rd-NaQ/view?usp=share_link
https://drive.google.com/file/d/1a19bhr1uX3U3JYRCL80LhYeatLog_56P/view?usp=share_link
https://drive.google.com/file/d/1BV6s_LpDdmjEGC6F9BSIW7bQIHc55o3u/view?usp=share_link
https://drive.google.com/file/d/17Nizq4sC9vPH26xhP2Bk7YUWTPNtgNTF/view?usp=share_link
https://drive.google.com/file/d/1lYQZ8O-aqSo0lACAhFDzOdS9N8sk_Asg/view?usp=sharing
https://docs.google.com/document/d/1U0YmoaA-EDQWOb3wzqmKmxfrH4K49UwRQMK0jtvrG7g/edit?usp=sharing
https://drive.google.com/file/d/1FExPp4LixOmwhp8Wn_YlWuTCBTiHSQzi/view?usp=share_link
https://drive.google.com/file/d/18KWxspqd_NhBthUfGS6lvhQYOKgsEaI0/view?usp=share_link




Appendix 4

Field Trips/Excursions Checklist: Planning for Students with Special Needs

Stages of
Trip /

Excursion

Personnel Responsible Action Items

Location/Accessibility of Field Trip/Excursion
䙘 Contact the destination for detailed information and/or review the field

trip/excursion website for accessibility as man







completed.

(Principal Signature) (Date) _________________________________________________

(Superintendent of Education Signature) (Date) _________________________________

Survey
Ref. Policy 303
School Organized and Continuing
Education Excursions
September 2020

We appreciate your feedback as it is important to continue to improve the quality of the
excursions being offered. Please note that your participation is voluntary. Thank you.

1. School Name/Program:

2. Location traveled to:

3. Excursion Duration:

Start Date:

End Date:

4. Did you attend the parent information night with your parent/legal guardian?

䖴 YES

䖴 NO – please explain

5. Were you satisfied with the organization of your trip?

䖴 YES

䖴 NO

䖴 OTHER

䖴 If “no” or “other” please explain:
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6. Were you satisfied with your accommodations?

䖴 YES

䖴 NO

䖴 If “no” please explain:

7. Were you satisfied with the location of your accommodations?

䖴 YES

䖴 NO

䖴 If “no” please explain:

8. Were you satisfied with your meals?

䖴 YES

䖴 NO

䖴 If “no” please explain: Do you have any suggestions?

9. Were you satisfied with your transportation while away?

䖴 YES

䖴 NO

䖴 If “no” please explain:

10. Were you satisfied with your tour guide(s)?

䖴 YES

䖴 NO

䖴 If “no” please explain:

11. Were you satisfied with the itinerary of your excursion program?
18



䖴 YES

䖴 NO – why weren’t you satisfied

䖴 If “no” please explain:

12. Did you participate in Mass while away?

䖴 YES

䖴 NO

䖴 If “no” please explain:

13. Did you feel safe during the excursion?

䖴 YES

䖴 NO

䖴 If “no” please explain:

14. What was your favourite part(s) of this excursion?

Please explain:

15. How could this excursion be improved?

Please explain:

16. Is there anything else you would like to comment on regarding your excursion?

Please explain:
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