CNRS Field Trip Policy

Per the CSU Chancellor’s Executive Order No. 715, the following constitutes the College of Natural Resources & Sciences Field Trip Policy.  This policy is consistent with the HSU Field Trip Policy (https://www2.humboldt.edu/forms/node/142 ).  For the purposes of this policy, “field trip” is defined as any off campus activity associated with an HSU class.  Students conducting research on their own time (e.g., independent study or thesis research) are not considered to be on “field trips”. 
For each course in which fieldtrips are part of the curriculum, faculty complete a Field Trip Request Form and submit the form to their department coordinators (or to the CNRS Dean’s office, as needed) prior to the semester.  For “opportunity” field trips, the Field Trip Request Form is to be submitted at least 2 weeks prior to the event.  The field trip request form may be found at http://www2.humboldt.edu/forms/sites/forms/files/RM%20-%20Field%20Trip%20Request%20Form_0.pdf. 

Submitting the Field Trip Request Form starts the electronic process by which students, 18 years and older, sign their CSU Waiver of Liability form and update their emergency contact information.  Students under the age of 18 must complete a paper version of the CSU Waiver of Liability, which they may find at http://www2.humboldt.edu/forms/node/150.

For field trips that are less than 48 hours in duration the CNRS guidelines are:

1. Students should be provided with advance notification of required field trips, including in the course syllabus.

2. Students must fill out the Release of Liability Form (electronically through their Student Center, or paper at http://www2.humboldt.edu/forms/node/150, if under age 18).

a.  The paper forms for students under age 18 must be retained until the third full academic year following the trip.

3. The faculty member or instructor should visit the general area prior to the field study or be able to demonstrate sufficient knowledge of the area. 

a.  Students should be provided with information about the area.

4. A detailed day-to-day instructional agenda including health and safety instructions must be prepared and distributed to all participants. 

a.  This should include a general itinerary associated with the trip.
b.  The instructional plan should include in the itinerary all destinations and alternate destinations should an emergency prevent entry into the original destination. 

c.  Send a copy of the itinerary to the University Police Department and one to your department.  

5. Plan for and accommodate students with special needs.

6. Provide training for any equipment to be used on the trip.

7. Review permissible conduct rules.  

a.  Be sure to include the CSU/HSU policy regarding alcohol and chemical substances (i.e. no alcoholic beverages or chemical substances except personal prescriptions medication, shall be transported in any state/university vehicle or personal private vehicle used in support of a university sponsored activity. 

i. See HSU Campus Drug and Alcohol Policy at http://www2.humboldt.edu/studentrights/alcohol_drug_policy.php 
ii. CSU policy “Use of University and Private Vehicles Policy Guidelines” at 
iii. http://www2.calstate.edu/risk_management/documents/VehicleUseGuideBook.pdf. 
8. Communicate codes of conduct for staff and students, addressing such issues as fraternization, consumption of alcohol and conduct during “free time”. 

a.  Advise participants of the consequences of non-compliance and take appropriate action as necessary.

9. Review emergency preparedness processes and the crisis response plan. 

a.  Have students provide the names of people who should be contacted in the event of an emergency on the Field Trip Participant Roster at the following:  https://training.humboldt.edu/doccenter/jobaid.php?f=fcGeneratingFieldTripRoster. 
i. Print one copy of this roster to take with you on the fieldtrip; The department and the University Policy Department have access to this roster through CMS.

ii. Students who leave the field trip before it has officially concluded should sign out on a Sign Out Release Agreement (this is a printed form available at https://www.humboldt.edu/forms/node/246.

b.  Should there be an accident or injury, faculty should fill out STD 268 Report of Non-Vehicle Accident (http://humboldt.edu/forms/node/247). 
10. Determine transportation needs.  

a.  Recommend that students provide their own transportation to and from field trip sites whenever possible.  

b.  Car pools may be organized, however all drivers in an organized car pool must be state employees or identified University Volunteers by completing a CSU Volunteer Form (https://www.humboldt.edu/forms/node/350 ) and completing the on-line defensive driving course (https://centralstationu.skillport.com/skillportfe/register.action) 
c.  Use of personal vehicles on University business requires completion of Form STD 261 “Authorization to Use Privately Owned Vehicle” http://humboldt.edu/forms/node/249.  as well as a completed Defensive Driving certificate (https://centralstationu.skillport.com/skillportfe/register.action).  
d.  For university provided ground transportation (non-commercial), all drivers must be state employees or identified university volunteers and must be authorized to drive vehicles on university (state) business. 

e.  For rented vehicles contract through the University or State contracted vehicle rental agencies whenever possible.  

i.  All drivers must be state employees or identified University volunteers by completing the CSU Volunteer Form. If there is an accident involving a vehicle, please file STD 270 Report of Vehicle Accident (http://humboldt.edu/forms/node/248). 
f.  For air travel, refer to CSU Executive Order 590.

For field trips lasting more than 48 hours in addition to items 1-11, above, the following must also be completed:

11.  Students must fill out the Medical Information and Authorization Form (see http://humboldt.edu/forms/node/152 ).

a.  This paper form must be retained until the third full academic year following the trip.

 (CSU Chancellor’s Executive Order No. 715)

