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DAY FIELD TRIP VOLUNTEER PROCEDURE 
 
School trips are an integral part of learning at our school. They afford many children opportunities 
that are outside their usual experiences and directly reinforce our curriculum.  
 
We are pleased that you have come forward as a volunteer helper. You will have an important role to 
play in the success and safety of this school trip. Please read this appendix and sign and return the 
Off-Site Visits Volunteer Agreement slip. This is part of our school’s risk assessment planning.  
 

What the GCA Teacher will provide for Volunteer 
1. List of students the volunteer will supervise during field trip. 
2. Ensure the volunteer is aware of any student medical needs that may be in their group. 
3. Information of specific responsibilities/instructions necessary for outing. 
4. An itinerary for the field trip (may include site map if applicable). 
5. Provide teaching supervisor’s/staff cell phone numbers/contact information. 
6. Provide school contact information. 
7. Opportunity for volunteers to exchange contact information if desired. 

 

Role of the Volunteer  
1. To be responsible and look after, in equal measure, all of the children in your group. 
2. To stay with your allocated group of children, ensuring that their well-being and safety is 

maintained for the total duration of the school trip. 
3. To promote polite, respectful and courteous behavior toward each other and members of the 

general public. We all go as ambassadors of our school! 
4. To ensure that your group keep up with the body of the school group, be it walking, entering 

or exiting from transportation or following speakers for the trip. 
5. To contact your group’s class Teacher or staff member if there are issues with first aid, safety 

and/or behavior. 
• If you need to move a child or gain a child’s attention, always use their name and 

under no circumstances are you to come into physical contact with a child. 
6. Comply under the guidance, supervision and management of school staff. 
7. Show a commitment to their group, an interest in the focus of the visit and assist children in 

their learning by helping them to read signs/labels/information, asking questions that 
encourage children to think about the task and help to explain areas of interest. 

8. Speak to a staff member if there are any behavioral difficulties.  
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Volunteers are not permitted to: 

1. Bring additional siblings on the school trip.  
2. Reorganize pre-assigned groups or otherwise alter the organization as set out by staff.  
3. Smoke, drink alcohol or engage in any illegal practices.  
4. Take photographs of children without the explicit consent of staff.  
5. Give, buy or share treats/food with children other than your own children. Please keep in mind 

that most children do not have a parent with them and this practice sets up an unfair advantage 
for your child. 
• Many children have allergies and eating unknown food can result in serious consequences 

for that child. Please keep in mind that we enforce a ‘nut aware’ environment for this 
specific purpose. 

 
First Aid 
A minimum of one staff member attending field trip will have current first training. You will be 
informed if any child in your group has medication or special circumstances. If medicine needs to be 
administered to a student, this will be done by a member of staff. Under no circumstances will a 
volunteer be asked to administer medication of any kind, with the exception of when a volunteer 
may have a student in their group that may require the administration of a prescribed Epi-pen for 
anaphylactic support. Volunteers are given the choice as to whether or not they are comfortable to 
potentially have to administer the Epi-pen; the volunteer agreeing to have a student with an Epi-pen 
in their group will receive training from GCA Administration on the use of Epi-pen prior to the field 
trip. All other medicines and first aid kits will be carried by staff.  
 
Emergencies 
You are expected to inform a member of staff as soon as possible in the case of emergency, or directly 
call 911 if needed. If you have become separated from the rest of the school party, please call one of 
the members of staff on your contact list or call the school. 
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Glenmore Christian Academy (GCA), is a ministry of First Alliance Church of the Christian and Missionary 
Alliance. We share a foundational belief that all people are loved by God and are individually unique. GCA 

has a mission, in partnership with parents and families, to help students strive for their God-given 
potential in all aspects of their person: spiritual, academic, physical, social, emotional and moral. In 

accordance with our Statement of Faith, we believe in the infallible Holy Bible, which establishes the only 
rule of Christian faith and practice. We believe in personal salvation through faith in Jesus Christ’s 

crucifixion and resurrection. We believe that Jesus calls us to care for each other, and to continue His good 
work as disciples who love one another. We show our love by our actions, evidenced daily throughout our 

school. We serve the Calgary community, and provide humanitarian support for the impoverished, 
oppressed, and marginalized around the world. 
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