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Procedure 3.0934 
 

Field Trip Procedure 

Procedures for In-State and Out-of-State Trips 

Field trips are permissible when they are designed to enrich the learning experiences of 
students. A member of the College faculty or staff, designated as the coordinator of the 
trip, must accompany the group making the trip. The coordinator and dean/director, as 
well as Administrative Services, are responsible for facilitating the field trip for students.  

Coordinator Responsibilities  

1.  Field trips are to be planned in advance. Allow time for pre-instruction, post-
discussion, and evaluation with your class.  Orient students in advance concerning 
the objectives of the trip, hazards, or highlights.  

2.  Secure permission from the agency in charge of the facilities to be visited.  

3.  All arrangements are to be made by the coordinator. Inform the students of the field 
trip at least two (2) weeks prior to the field trip, and plan to review any pertinent 
material relevant to the trip before the field trip.  

4.  Estimate the costs of the field trip, develop a budget based on costs, estimate the 
number of participants, and determine the student charge rounded to the nearest 
dollar.   

5.  Secure permission from the dean/director.   

Curriculum: An approved Curriculum Field Trip Request Form must be completed and 
signed by the vice president of academics and the dean at least five (5) days prior to 
the field trip.  

Continuing Education: An approved Continuing Education Field Trip Request Form 
must be completed and signed by the vice president of continuing education and the 
director at least five (5) days prior to the field trip. 

6.  Complete arrangements for class and/or office coverage while on the field trip.  

7.  Arrange with the dean/director for transportation and for authorization for the students 
to be absent (if necessary) from classes in order to make the trip. A list of participating 
students shall be left with the dean/director.  

8. Transportation will be arranged by the coordinator.   

https://livebeaufortccc.sharepoint.com/sites/BCCC.Organization.Sharepoints/forms/Shared%20Documents/Forms/Employee.aspx?id=%2Fsites%2FBCCC%2EOrganization%2ESharepoints%2Fforms%2FShared%20Documents%2Fcurriculum%2Dfield%2Dtrip%2Drequest%2Dform%2Epdf&parent=%2Fsites%2FBCCC%2EOrganization%2ESharepoints%2Fforms%2FShared%20Documents&p=true
https://livebeaufortccc.sharepoint.com/:w:/r/sites/BCCC.Organization.Sharepoints/forms/_layouts/15/guestaccess.aspx?guestaccesstoken=2O88LccZP8lEwDcR2Vsi1a1YkBNqzRmn1RJHQFc8mH4%3D&docid=03c333e41f408431ab4657ab8a36bcf10&rev=1
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9.  If the student is under-age, the student’s parent or legal guardian should complete, 
sign, and submit a form granting permission for the student to attend the field trip.  No 
under-age student will be permitted to attend the field trip without a parent or guardian 
signed consent on the Under-Age Trip Request Form. 

10. Without exception, no under-age student can travel abroad outside the continental 
United States, Hawaii, or Alaska on a college organized trip.  

Dean/Director Responsibilities  

1.  Ensure that students are informed of the approximate field trip charges at the time 
they enroll in the course through the publication of charges in the class schedule.  

2.  Submit, through the appropriate vice president, a summary report for each trip that 
includes:  

a)  Course name/number 

b)  Field trip name/account number 

c) Budget/actual revenues and expenses  

d) Current surplus/deficit 

e) Future plans  

Procedures for Trips Abroad: Reference BCCC Study Abroad Manual 

References 

Legal References: Enter legal references here 
 

SACSCOC References: Enter SACSCOC references here 
 

Cross References: Field Trip Policy 

 

History 

Senior Staff Review/Approval Dates: 05/09/2016, 02/05/2018, 11/30/2021 
 

Leadership Council Review/Approval Date: 12/10/2021 

 

Board of Trustees Review/Approval Dates: Enter date(s) here 
 

https://livebeaufortccc.sharepoint.com/sites/BCCC.Organization.Sharepoints/forms/Shared%20Documents/Forms/Employee.aspx?id=%2Fsites%2FBCCC%2EOrganization%2ESharepoints%2Fforms%2FShared%20Documents%2Funderage%2Dstudent%2Dtravel%2Dform%2Epdf&parent=%2Fsites%2FBCCC%2EOrganization%2ESharepoints%2Fforms%2FShared%20Documents&p=true
https://livebeaufortccc.sharepoint.com/sites/BCCC.Organization.Sharepoints/policyprocedure/_layouts/15/guestaccess.aspx?guestaccesstoken=RqKQ9BKcusWwuqEusBWB1hIcWAD2EQcocRRvm%2fJcIDI%3d&docid=010dd5457faa046d0b0903647916628a3
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Implementation Dates: Enter date(s) here 

 


	Procedure 3.0934
	References
	Legal References: Enter legal references here
	SACSCOC References: Enter SACSCOC references here
	Cross References: Field Trip Policy
	History
	Senior Staff Review/Approval Dates: 05/09/2016, 02/05/2018, 11/30/2021
	Leadership Council Review/Approval Date: 12/10/2021
	Board of Trustees Review/Approval Dates: Enter date(s) here
	Implementation Dates: Enter date(s) here


