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AP 4300 

 
Administrative Procedure  

C ha p te r 4  –  A ca d e mi c A ffa i rs  
 
 
AP 4300 FIELD TRIPS, CHANGES OF LOCATION AND EXCURSIONS 
 
References:  

Gove rnme nt C o d e S e cti o n 11 13 9.8;  
Ti tle 5 S ecti o n 55 2 20 

 
The D i stri ct ma y co nd uct fi e ld tri p s , cha ng e s of lo ca ti o n  and excursi o ns i n co nne cti o n wi th 
co urse s of i nstructi o n or co lle g e- rela te d so ci a l, educa ti o na l, cultura l, athle ti c or pe rfo rmi ng  
arts  acti vi ti e s to and fro m pla ce s i n C a li fo rni a, or any othe r sta te, the D i stri ct of C o lumb i a, 
or a fore i g n co untry fo r stud e nts.   F i e ld tri p s  and cha ng e s of lo ca ti o n sha ll be use d fo r 
ed uca ti o na l purp o se s as an exte nsi o n of the cla ssro o m as pa rt of the re g ula r co urse of 
i nstructi o n and sha ll ma ke a vi ta l co ntri b uti o n to the co urse.  
 
  
Responsibility    
The V i ce P re si d e nt, A ca d e mi c A ffa i rs, i s resp o nsi b le fo r ad mi ni ste ri ng the se pro ce d ure s . 
 
  
Definitions:  
 

A.  Field Trip:  A fi e ld tri p i s tra ve l to an off -camp us lo ca ti o n tha t i s re q ui re d of all 
stud e nts enro lle d i n co nne cti o n wi th a colle g e co urse of i nstructi o n, and i s 
sup e rvi se d by an aca d e mi c emp lo ye e.  A fi e ld tri p i s a mee ti ng of the cla ss 
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A.  The i nstructi o na l de a n sha ll ap p ro ve fi e ld tri p, cha ng e of lo ca ti o n, excursi o n s , 
and tra nsp o rta ti o n re q ue sts wi thi n the di vi si o n bud g e t and wi thi n the  
gui d e li ne s pro vi d e d by the V i ce P re si d e nt, A ca d e mi c A ffa i rs.  

 
B.  Change of Location 
 

1.  The i nstructo r sha ll sub mi t the "C ha ng e of Lo ca ti o n" form to the  
de p a rtme nt he a d fo r ap p ro va l at le a st two we e ks pri o r to the re q ue ste d  
tri p da te.  The de p a rtme nt he a d sha ll the n fo rwa rd the fo rm  to the  
i nstructi o na l de a n fo r ap p ro va l, pro ce ssi ng, and no ti fi ca ti o n  to the  
i nstructi o na l de a n, dep a rtme nt he a d, i nstructo r /aca d e mi c emp lo ye e and 
the S i te A d mi ni stra to r . 

 
2.  Only stud e nts offi ci a lly re g i ste re d i n the cla ss ma y pa rti ci p a te i n the  

cha ng e of  lo ca ti o n.  
 

C.  Field Trip s and Excursions  
 

1.  The i nstructo r sha ll sub mi t the "Fi e ld Tri p Re q ue st" form  to the de p a rtme n t 
he a d fo r ap p ro va l at le a st thre e we e ks pri o r to the re q ue ste d fi e ld tri p da te.  
S eve ra l tri p s ta ke n by one cla ss ma y be li ste d on the sa me fo rm.  The  
de p a rtme nt he a d sha ll fo rwa rd the fo rm to the i nstructi o na l de a n fo r 
ap p ro va l, pro ce ssi ng, and no ti fi ca ti o n to F i sc a l A ffa i rs, B usi ne ss S up p o rt 
S e rvi ce s, and the S i te A d mi ni stra to r.  

 
2.  Only stud e nts offi ci a lly re g i ste re d i n the cla ss ma y pa rti ci p a te i n the fi e ld 

tri p  or excursi o n . 
 
3.  Reco nna i ssa nce :  If i nstructo r re co nna i ssa nce i s de e me d ne ce ssa ry i n 

pre p a ra ti o n fo r  the fi e ld tri p, app ro va l sha ll be ob ta i ne d i n the sa me 
ma nne r as ab o ve.  

 
  
Transportation 
 

A.  Change of Location 
 
1.  S tud e nts sha ll tra ve l to the ne w lo ca ti o n i n the sa me ma nne r i n whi ch the y 

tra ve l to atte nd the re g ula rly assi g ne d cla ss.  The cla ss sha ll  be no ti fi e d 
of the cha ng e of lo ca ti o n at le a st two me e ti ng s i n ad va nce, and sha ll be 
co nve ne d and di smi sse d at the cha ng e of lo ca ti o n.  

 
2.  The i nstructo r sha ll no t arra ng e pri va te tra nsp o rta ti o n ei the r to or fro m the  

cha ng e d lo ca ti o n.  
 

B.  Field Trips  and Excursions 
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1.  The D i stri ct sha ll, at the di scre ti o n of the  S up e ri nte nd e nt -P re si d e n t , 
tra nsp o rt stud e nts, i nstructo rs, sup e rvi so rs or othe r pe rso nne l by use of 
D i stri ct eq ui p me nt, contra ct to pro vi d e tra nsp o rta ti o n, or arra ng e  
tra nsp o rta ti o n by the use of othe r eq ui p me nt.  

 
2.  A ll tri p s i nvo lvi ng the use of Lo ng B e a ch C o mmuni ty C o lle g e D i stri ct va n s  

wi ll re q ui re fo llo wi ng the co lle g e va n pro ce d ure s . 
 
3.  P ri va te ve hi cle s sha ll be use d only whe n D i stri ct va ns are no t ava i la b le.  

Tri p s i nvo lvi ng the use of pri v a te ve hi cle s are sub je ct to the fo llo wi n g  
pro ce d ure s :  

 
a.  The “ Me d i ca l Tre a tme nt A utho ri za ti o n, Wai ve r, Rele a se - A ssump ti o n 

of Ri sk fo r P a rti ci p a ti o n i n a V olunta ry F i e ld Tri p/E xcursi o n ”  fo rm sha l l 
be fi lle d out fully by the dri ve r and pa sse ng e rs of ea ch ca r and fi le d 
wi th the Ri sk S e rvi ce s  C o o rd i na to r i n B usi ne ss S e rvi ce s  at le a st one 
we e k pri o r to the tri p.  In add i ti o n, the dri ve r and pa sse ng e rs must 
pro vi d e pro o f of me d i ca l i nsura nce.  Thi s i nfo rma ti o n sha ll be suffi ci e n t 
fo r the dura ti o n of the co urse, pro vi d e d tha t the i nsura nce re ma i ns i n 
fo rce.  

 
b.  The dri ve r of ea ch ve hi cle sha ll ha ve i n hi s/he r /the i r  po sse ssi o n a vali d  

op e ra to r's li ce nse ap p ro p ri a te to the ve hi cle be i ng dri ve n.   
 

c.  The re g i ste re d owne r sha ll exe rci se re a so na b le and prud e nt jud g me n t 
i n de te rmi ni ng the numb e r of stud e nts to be tra nsp o rte d i n hi s/he r/the i r 
ve hi cle.  

 
d.  If an i nstructo r ca rri e s stud e nts i n hi s /he r/the i r  ca r, he /she/the y  and 

pa sse ng e rs sha ll co mp le te the “Me d i ca l Tre a tme nt A utho ri za ti o n, 
Wai ve r, Rele a se -  A ssump ti o n of Ri sk fo r P a rti ci p a ti o n i n a V olunta r y 
F i e ld Tri p/E xcursi o n” fo rm.  

 
4 . If othe r tra nsp o rta ti o n, such as ai rp la ne, boa t, or pri va te bus co mp a ny i s 

to be use d fo r the fi e ld tri p, the i nstructo r  sha ll arra ng e fo r tra nsp o rta ti o n 
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ta ke n by a cla ss duri ng the se me ste r ma y be li ste d on one gro up re le a se.  A ll 
pe rso ns ma ki ng the fi e ld tri p sha ll be de e me d to ha ve wa i ve d all cla i ms 
ag a i nst the D i stri ct or S ta te of C a li fo rni a fo r i njury, acci d e nt, i llne ss, or dea th 
occurri ng duri ng or by re a so n of the fi e ld tri p, cha ng e of lo ca ti o n  or excursi o n.  
Thi s re le a se fo rm sha ll be sub mi tte d to B usi ne ss S up p o rt S e rvi ce s pri o r  to 
the tri p. 
 
1.  The pa re nts or gua rd i a ns of mi no rs (und e r 18 ye a rs of ag e at the ti me of 

the tri p) must si g n the  “ Mi no r S tud e nt P a rti ci p a ti o n, Rele a se Me d i ca l  
A utho ri za ti o n - A ssump ti o n of Ri sk fo r P a rti ci p a ti o n i n a V olunta ry F i e ld 
Tri p/E xcursi o n” fo rm.  

 
2.  The i nstructo r sha ll de scri b e on the re le a se fo rm the ri sks or ha za rd s  

whi ch ma y be pre se nt on the tri p(s).  
 

C.  Instructo rs ha ve the sa me li a b i li ty co ve ra g e whi le on fi e ld tri p s and cha ng e of 
lo ca ti o n as the y do fo r on -camp us acti vi ti e s.  P erso ns no t offi ci a lly re g i ste re d 
i n the cla ss are no t pe rmi tte d on fi e ld tri p s or cha ng e s of lo ca ti o n.  

 
D.  Whe n D i stri ct eq ui p me nt i s use d, the D i stri ct sha ll ob ta i n li a b i li ty i nsura nc e , 

and i f tra ve l i s to and fro m a fore i g n co untry, the li a b i li ty i nsura nce sha ll be 
se cure d fro m a carri e r li ce nse d to tra nsa ct i nsura nce busi ne ss i n the fo re i g n 
co untry.  C omme rci a l, pub li c, Long B e a ch C o mmuni ty C o lle g e D i stri ct, and 
co ntra cte d tra nsp o rta ti o n sha ll ha ve a mi ni mum of $1 mi lli o n li a b i li ty 
i nsura nce whi le pa rti ci p a nts i n f i e ld tri p s are pa sse ng e rs.  If pri va te ve hi cle s  
are use d fo r the tri p, each dri ve r sha ll fo llo w the pro ce d ure s de scri b e d i n the  
Tra nsp o rta ti o n se cti o n of thi s pro ce d ure.
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A.  A ll fe e s or alli e d co sts re q ui re d of pa rti ci p a nts sha ll be cle a rly li ste d i n 

ad va nce of enro llme nt i n the co urse and any re fund po li ci e s de fi ne d.  
 
1.  No stud e nt sha ll be pre ve nte d fro m ma ki ng a fi e ld tri p or excursi o n whi c h 

i s i nte g ra l to the co mp le ti o n of the co urse be ca use of la ck of suffi ci e n t 
fund s.  The D i str i ct sha ll co o rd i na te effo rts of co mmuni ty se rvi ce s gro up s  
to pro vi d e fund s fo r stud e nts i n ne e d of the m.  

 
2.  No cla ss sha ll be autho ri ze d to ta ke a req ui re d fi e ld tri p i f any stud e nt who  

i s a reg i ste re d me mb e r of such cla ss wi ll be exclud e d fro m pa rti ci p a t i o n 
i n the fi e ld tri p due to la ck of fund s.    

 
B.  The D i stri ct ma y pa y fo r exp e nse s of stud e nts pa rti ci p a ti ng i n a fi e ld tri p, 

cha ng e of lo ca ti o n or excursi o n wi th auxi li a ry, gra nt, or cate g o ri ca l pro g ra m 
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G. The exp e nse s of i nstructo rs, cha p e ro ne s, and othe r pe rso nne l tr a ve li ng wi th 
stud e nts ma y also be pa i d fro m D i stri ct F und s.  P ayme nt sha ll be by wa y of 
i te mi ze d re i mb urse me nt vi a the Tra ve l A utho ri za ti o n F o rm.  

 
  
Emergencies and Inappropriate Activities 
 

A.  Student Conduct :  S tud e nts and sta ff sha ll at all ti me s ad he re to the  
sta nd a rd s of co nd uct ap p li ca b le to co nd uct on ca mp us.  E xp e cta ti o ns of 
stud e nt co nd uct sha ll be cle a rly de fi ne d to the cla ss.  If the pa rti ci p a nts are 
i nfo rme d ahe a d of ti me (i.e., the fi rst  cla ss me e ti ng ) tha t fa i lure to fo llo w the  
S tud e nt C o d e of C o nd uct on a fi e ld tri p co uld re sult i n susp e nsi o n fro m the  
tri p, the pa rti ci p a nts co uld be se nt ho me duri ng a tri p i f the i r co nd uct wa s 
de tri me nta l to the go o d of the gro up. S tud e nts who do no t fo llo w the S tud e n t 
C o d e of C o nd uct wi ll be re fe rre d to the Offi ce of S tud e nt C o nd uct up o n 
re turn fro m the fi e ld tri p, excursi o n, or cha ng e of lo ca ti o n.  

 
B.  Questionable legal activities:   The exp e cte d co d e of co nd uct sha ll be 

cle a rly enunci a te d be fo re the tri p.  The i nstructo r sha ll exe rci se the sa me 
amo unt of ca re tha t a "rea so na b le pe rso n" would exe rci se i n the sa me 
si tua ti o n.  
 

C.  Accidents involving a vehicle or student:  
 
1.  The i nstructo r sha ll ob ta i n pro mp t eme rg e ncy tre a tme nt fo r any i njure d  

stud e nt(s).  
 
2.  A n " A cci d e nt Re p o rt" form sha ll be co mp le te d and fi le d wi th B usi ne ss  

S up p o rt S e rvi ce s i mme d i a te ly up o n re turn fro m the fi e ld tri p.  
 
3.  If a vehi cle i s i nvo lve d i n an acci d e nt, remo ve the pa sse ng e rs and i njure d  

to a poi nt of sa fe ty.  C onta ct the ne a re st la w enf o rce me nt ag e ncy.  D o no t 
le a ve the sce ne of the acci d e nt unti l the acci d e nt i s re p o rte d to the la w 
enfo rce me nt offi ci a ls and the di sp o si ti o n of pa sse ng e rs and ve hi cl e  
arra ng e d.  

 
D.  Illness  

 
1.  E ach pa rti ci p a nt sha ll be ca uti o ne d tha t he a lth ca re i s he r/he r /th e i r  

pe rso na l re sp o nsi b i li ty.  
 
2.  A n i ll stud e nt ma y be se nt ho me fro m the fi e ld tri p, excursi o n  or  cha ng e of 

lo ca ti o n  up o n the de ci si o n of the i nstructo r.  The stud e nt i s re sp o nsi b le fo r 
the co st of tra nsp o rta ti o n ho me i n such an i nsta nce.  

 
A lso se e B P 4300 Fi eld Tri p s and E xcursi o ns, B P/A P 5400 Asso ci a te d S tud e nts 
Org a ni za ti o n, A P 6530 D i stri ct V e hi cle s, and B P/A P 7400 Emplo ye e Tra ve l.  
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Approved:   No date  
Revised:   D ece mb e r 17, 198 7 ; July 20, 2022 
 

 

(Replaces LBCC Administrative Regulation 4006)  
 


