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SUMMARY DETAILS TABLE

Version 1.0

Short description Policy for ensuring the safe conduct of ap-
propriate academic field trips.
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SECTION ONE

1. DEFINITION OF TERMS    

ITEM DEFINITION

Field trip Any school sponsored activity which
occurs off school grounds for 
any period of time.An academic 
course-related activity that serves 
an educational purpose and occurs 
outside of the classroom at a loca-
tion other than on the campus at 
which the course is regularly taught
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SECTION TWO

2. POLICY

2.1 POLICY STATEMENT
Learning occurs within and beyond the classroom; students acquire knowl-
edge, skills and attitudes through a variety of experiences and in a variety of 
settings. Accra Technical University therefore encourages and supports stu-
dent participation on field trips that enhance and expand educational experi-
ences and opportunities, and ensures that such trips are safe and relevant to 
the student’s educational program.

2.2 PURPOSE
The purpose of this policy is to set down principles and procedures for the 
safe conduct of appropriate field trips.

2.3 SCOPE
2.3.1 This Policy applies to all academic field trips of the institution and to 
persons responsible for overseeing such trips.

2.4 PRINCIPLES
2.4.1 Trips designed primarily for vacation purposes, or athletic or other trips 
that do not fit under the principles and guidelines outlined in this policy shall 
not be approved.

2.4.2 All academic field trips must be clearly identified as such in the course 
syllabus.

2.4.3 Each field trip plan must clearly outline the specific curricular objec-
tives for the field trip.

2.4.4 An application for the approval of a field trip must be submitted to the 
Dean of Faculty not later than four weeks to the event.

2.4.6 Provision for field trips must be made in the department’s annual bud-
get.
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2.4.7 Detailed information about field trips must be provided to Academic 
Board through the Dean of Faculty before the start of the semester and must 
provide the date, time, locations, means of transportation, and any fees to be 
incurred by the institution and the student.

2.4.8 Detailed information about approved field trips must be provided to 
students at the beginning of the semester and must provide the date, time, 
locations, means of transportation, and any fees for which the student is 
responsible.

2.4.9 If an unanticipated opportunity for a field trip arises later in the semes-
ter, the information shall be submitted to Vice Chancellor through the Dean 
for consideration.

2.4.10 A week before the trip, the faculty member must discuss with stu-
dents in appropriate detail any risks associated with the activity of the field 
trip, expectations for behavior during the trip and, any relevant emergency 
preparedness information.

2.4.11. The faculty member must ensure that special provision is made for 
physically challenged persons.

2.4.12 Either the faculty member or some other responsible Technical 
University official designated by the faculty member shall accompany all 
academic field trips; and a teaching assistant is not an appropriate leader for 
field trips.

2.4.13 The site of the academic field trip should be visited in advance by the 
instructor, or an appropriate Technical University official, to evaluate potential 
risks and to minimize, through effective planning, any risks associated with 
the location.

2.4.14 Not later than three days before the event, the faculty member must 
furnish the Dean of Faculty, the Dean of Students Affairs and the Head of 
Department with complete information about the date, duration, location, 
and transportation plan for the field trip. The Public Relations Office must be 
copied.
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2.4.15 The faculty member shall also provide the Dean of Faculty, the Dean 
of Students Affairs and the Head of Department a roster of the names of all 
participating students, along with the names and cell phone numbers of all 
faculty or other Technical University affiliates who shall be accompanying 
the students.

2. 4.16 If a field trip is optional each student must complete a waiver form. 
If a field trip is a course requirement it shall not necessary for students to 
complete waiver forms.

2.4.17 STUDENTS

2.4.17.1 Students on academic field trips shall be governed by the rules and 
regulations published in the Students Handbook. Any violation of the rules 
and regulations may result in disciplinary action or sanctions by the Techni-
cal University.

2.4.17.2 Students must travel with the group at all times.  Students shall not 
be allowed to travel on their own

2.4.18 TRANSPORT

2.4.18.1 Technical University-owned vehicles or chartered buses shall be 
used for transportation on an academic field trip.

2.4.18.2 Students who choose to take alternative transportation aside from 
that provided by the Technical University shall do so at their own risk.

2.4.18.3 Students shall not transport other students on field trips.

2.4.18.4 If a Technical University-owned vehicle is used for an academic field 
trip, that vehicle is insured by the Technical University for liability and physi-
cal damage.

2.4.18.5 If a chartered bus is used, the bus must be secured from a company 
approved by the Transport Office.
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2.4.18.6 Any traffic or parking violations shall be the sole responsibility of the 
operator of the vehicle.
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SECTION THREE

3. PROCEDURES

3.1 CATEGORIES
For the purpose of administrative requirements, field trips have been coded 
into categories using a combination of three symbols (e.g.: 2BS 1AN, 3CN, 
etc.).

3.1.1 DURATION/DESTINATION

1. Day trips

2. Overnight (within Greater Accra Region)

3. Overnight (out of Greater Accra Region)

4. Extended duration (four or more nights)

3.1.2 TYPE OF ACTIVITY

A. Outdoor Education

B. Other activities (visiting/observations/performances/etc.)

3.1.3 LEVEL OF SAFETY

N Normal Safety Issues

S Sensitive Safety Issues

3.2 APPROVAL PROCESS
Field Trip Application Forms, once completed and approved by the Dean of 
the School, shall be filed as follows:
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3.2.1 Categories 1AN, 1BN, 1CN and 2AN
Are to be kept and filed at the School/Faculty level.

3.2.2 All Other Categories
Copy is to be forwarded to the Pro Vice Chancellor for review and final 
approval.

3.2.3 Applications for Field Trips
Must be submitted to the Dean of the School. The Dean’s signature on the 
field trip form verifies that the Dean:

i. Clearly understands the nature and category of the field trip;

ii. Has ensured that the key factors for approval have been considered in-
cluding curricular relevance, cost, distance traveled, and accessibility for all 
students eligible for the trip;

iii. Has ensured that the board’s policy, guidelines and administrative proce-
dures have been fully observed, and formally approves the request.

3.2.4 International trips
In addition to meeting the Principles in this policy, the approval of any in-
ternational trips will be dependent on the country (ies) of destination being 
considered safe for travel by the Ministry of Foreign Affairs. Further, should 
a trip be approved on that basis, and a subsequent Travel Report advises not 
to travel to that country, the Board’s approval for the trip shall be withdrawn, 
with any non-refundable deposits being the responsibility of the student.
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Accra Technical University
Public Affairs Directorate 

Email: info@atu.edu.gh/pr@atu.edu.gh
https://atu.edu.gh

Tel: 0332095371/0543264917/0544368159
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