STANDARD OPERATING PROCEDURE FOR FIELD TRIPS

Geology Department, Hamilton College 
	1. Field trip policy statement: All students taking part in a Geology Department field trip must read and sign the Geology Department Field Trip Policy Statement. The faculty member leading the trip will collect the agreements prior to departure. If students take more than one field trip in a course, a faculty member may have each student sign a single form at the beginning of the semester. Field trip leaders will abide by and enforce the rules of Department’s field trip policy statement.

2. Health forms: A faculty member who leads a field trip must have a completed health form for all field trip participants (including TAs, drivers, and instructors), regardless of the duration of the field trip. Health forms should be kept with the first aid kit. Each field trip participant has the option of submitting a health form in a sealed envelope with his/her name on the envelope, but, if a participant chooses to use an envelope, the instructor may ask the participant whether he/she has any potentially life-threatening health conditions that the instructor should know about. Health forms must be returned to the student or shredded at the end of the field trip or at the end of the field trip season.
3. First aid kit: A first aid kit must be taken on all field trips, regardless of the duration of the trip. A field trip leader must take the responsibility of learning at least basic first aid skills.

4. Report of accident, injury, or illness: In the event of an accident/injury/illness during a field trip, the field trip leader must fill out the Department’s accident/injury/illness form and must advise the student to follow up at the Hamilton College Health Center after the field trip. Accident/injury/illness forms must be kept with the first aid kit and turned in to the Department technician following the field trip. The field trip leader must contact the parents of the student if the accident, injury, or illness is serious or potentially serious.

5. Preventing foot injuries: Field trip leaders must insist that students wear sneakers or boots while working in the field, rather than sandals.

6. Student field teams: Whenever students will be working out of sight or hailing distance of the field trip leader, they must work in groups of at least three so that one can go for help while another stays if someone is injured. If students are working in wooded or brushy areas, field trip leaders should consider requiring each student to carry a whistle and a roll of fluorescent flagging tape so that the route to an injured person can be marked by the person going for help.

7. Itinerary and emergency contact information: Before the field trip departs, the field trip leader will forward a copy of the Department’s field trip itinerary and emergency contact information form to the Director of Purchasing and Property Management (Irene Brogan), to Campus Safety (Pat Ingalls), and to the Dean of Students (Flossie Mitchell). This form must list all field trip participants.

8. Second-in-command: A field trip leader should always have a designated second-in-command in the event of accident or injury to the field trip leader. The field trip leader should not be the only person who knows the itinerary, emergency contact information, and location of cell phone(s) and first aid supplies.

9. Vehicle use: Personal vehicles may not be used for field trips. Only College vehicles or vehicles rented using a College American Express card may be used for field trips. Only drivers authorized by the College are permitted to drive a vehicle on a field trip, and drivers must abide by all rules outlined in the College Vehicle Use Policy. In particular, College policy requires that the driver and all passengers wear seat belts. The number of passengers in the vehicle must not exceed the number of seatbelts available. 

10. Limitations on driving: College rules 1) prohibit an individual from driving for more than 6 hours in one day, 2) prohibit a group from traveling more than 14 hours in one day, regardless of the number of drivers available, and 3) prohibit driving between the hours of 1 a.m. and 5 a.m., except in emergencies.

11. Avoiding missing persons: Each time the field trip leader loads up the vehicles(s) for departure, he/she should do a head count in each vehicle to make sure that all students are present. At the end of a field trip, the leader should double-check to make sure that everyone has, in fact, returned safely to campus.

12. Clean-up: Following a field trip, all equipment must be cleaned and put away. Any broken or missing items must be reported to the Department technician. Tents and coolers must be dry before being put away. Tents must be put away with all pieces intact so that the next person who wants to use the tent can count on a complete tent. 




