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Going on 
a Fieldtrip 
(Club and ASG off campus  

Activities) 



Greetings Condors!  

 

I am excited that you are planning to travel 

with your group. Whether it’s a beach clean 

up or a conference across the country, there 

are several policies and procedures to ensure 

we are always safe and minimize the risks 

associated with traveling off campus.  Please 

make sure you plan in advance, as getting the 

proper approval may take days if not weeks. 

It is recommended you plan your travel 8 to 6 

weeks in advance as some of the permissions 

may take time to get approved, and 

depending of your mode of travel, vans may 

not be available or flights may rise in price. 

Thank you for planning in advance.  

 

Best,  

Gabriela Rodriguez 

OC Student Activities Specialist 

Step 4 

During the trip, there is an instructions 

manual that the advisor must have 

with them in the event of any 

emergencies.  

 

After the event, it is important that the 

original forms are sent to the District 

Office, Risk Assessment Department. 

As an advisor, it is important to scan 

and keep an organized copy of these 

documents.    

If the event was approved by ASG or 

IOC, it’s also important to share your 

learnings as a collective group with 

the rest of the members that did not 

participate in the event.  



Step 3 

*Please remember that the field trip 

must be approved by our Vice 

President of Student Development and 

Vice President of Academic Affairs. If 

there is an out of state trip happening, 

the President of the College must also 

sign paper work.   

-Think of any expenses that may come 

up: 

 Conference registrations  

 Per-diems (for food when needed)  

 Transportation (is your group using 

campus vans? flying? Renting a 

car?)  

 Gas  

Step 1 

*Get on the agenda and receive approval for 

your activity during meeting from the 

leadership council (ASG or IOC). You must 

make a strong pitch as to why this project 

should be supported. Print meeting minutes 

demonstrating this action. (Specify amount, 

org# and event/item) 
 

Step 2 
*Complete Student Travel Forms 

-Please Ensure that the advisor understands 

the travel paperwork that needs to be 

completed.  

-It is important that each person lists a contact 

person in case of emergency.  

-Submit the roster of student participants as 

well as completed forms to Student Activities 

Office.  

 




