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Student Travel Policy

The goal of this Procedural Policy on Student Travel is to protect the interests of the institution, including staff members, volunteers, professors and students as they embark upon trips away from the college campus in pursuit of educational or social benefits.  The institution seeks to avoid any incident that would put a student, volunteer or employee in physical danger while away from campus.  The primary objectives of this policy are: 

To prevent physical injury to students and employees and provide some guidance in the event of an injury while on travel away from the campus.  

To protect the interests of the institution and its members against any breach of school policy, civil code or criminal code while students, volunteers or faculty are on an official educational trip away from campus.  

Student travel may occur without a College staff member present, but the employee, organization, or office that has sponsored or funded the student travel is responsible for enforcing College policy in connection with the travel experience.  
The College of New Jersey recognizes that students have the right to participate in college-sponsored educational and athletic trips.  The College is committed to an inclusive educational environment where every effort should be made during the planning of travel to assure that all students have an opportunity to participate regardless of background, disability or beliefs and to consider, whenever possible, religious holidays in the travel planning process. 

Definition

Student travel is defined as any off-campus experience (as well as transportation to and from the experience) organized, sponsored, or funded, in whole or in part, by The College of New Jersey.  Examples of student travel include class field trips, community-engaged learning experiences, off-campus social events sponsored and funded by residence hall staff, College-funded attendance at regional or national conferences, study abroad programs and other international experiences.  
For the purposes of this policy, student travel does not include commuting that is wholly organized by individual students using their own personal resources, such as transportation to and from student teaching, to and from campus for classes, or to and from a local business in order to make College-funded purchases for a student organization.
Student Rights and Responsibilities
Students have the right to the educational and social benefits of student travel in which they are entitled, invited, or required to participate, unless they forfeit this right by their failure to comply with the codes of ethical conduct established by The College (as set forth in the Student Handbook) or the dictates of applicable local, state, and federal laws (including foreign and international law in cases of study abroad).

Students have a right to the educational benefits of class field trips and should not be excluded from such trips because of financial need or physical/mental disability or perceived disability.  As a result, students may not be expected or required to pay more than $20 out of their own personal resources for a class field trip.  Students with disabilities are entitled to receive reasonable accommodations. In order to better ensure that accommodations for students with disabilities are met they must be registered with the Office of Differing Abilities Services (ODAS) and must contact ODAS at least three weeks prior to the field trip in order to arrange for reasonable accommodations or to facilitate an alternative learning experience. 

Students have a right to participate in College-sponsored field trips, in regional or national academic conferences, and in athletic contests or musical performances at inter- collegiate sporting events or concerts without penalty in classes for which they might have to be absent as a result of the field trip, conference, concert, or sporting event.  Students must provide written documentation of the field trip, conference, concert, or sporting event to their professor(s) in order to avoid penalty for absence from class. Students are responsible for making up any work missed as a result of their absence.

Students are wholly responsible for their own behavior and possessions during student travel.  The College and its representatives are not responsible for any injury or loss suffered during a student travel experience.  Students are expected to attend all scheduled events in a student travel experience unless their absence has been arranged and approved ahead of time.  If a student becomes detached from other participants during student travel, fails to meet a departure bus, airplane, or train, or becomes sick or injured, the student will at his or her own expense contact the travel organizer(s) and will rejoin the other participants or return to campus as soon as reasonably possible.

Students are responsible for their own personal medical needs, including adequate medical insurance coverage.  Students should verify that their specific coverage applies in adequate amounts for the locale being visited. Travel insurance is also recommended. In the event of emergency medical treatment or hospital care during a student travel experience, students are responsible for all medical costs incurred.

Students are required to read, agree to the terms of, fill in, and sign a release form provided by The College before participating in any student travel.

College Rights and Responsibilities
College employees, offices, or organizations that sponsor, organize, or fund student travel are responsible for providing, as far as reasonably possible, the educational and/or social experience promised at the time that the student travel is organized, advertised, or funded.  The College or its representative has the right to make reasonable cancellations, substitutions, or changes in student travel experiences in case of an emergency.

College employees who accompany students during student travel are not chaperones and do not bear the responsibility of chaperones.  They should, however, be aware of and take reasonable and necessary precautions against potential dangers during the student travel experience.  They are also responsible for executing College policy and may at their discretion impose sanctions, up to and including expulsion from participation in the student travel experience, for violations of the codes of ethical conduct established by The College (as set forth in the Student Handbook).  If expelled from a student travel experience, a student may be sent home at his or her own expense with no refunds of registration or other fees paid to The College.

The organizer of a student travel experience is responsible for providing a written outline of expenses that are funded by The College and those that are the responsibility of individual students, if total expenses for the experience exceed $100 per student.  Funds provided by The College may only be expended in accordance with College policy, according to established guidelines of the funding organization or office, and for the purposes authorized.

If underage students (under 18 years of age) participate in student travel, a College employee must accompany the students during the student travel experience and must have a copy of a permission to treat form for each underage student.

Every effort should be made to provide students with advanced travel plans. Whenever possible, travel plans should be included in the course syllabus and staff should include travel in their calendar of events.  If possible, the plans should include alternative experiences for students who are excused due to religious reasons such as holidays. Any College employee, office, or organization sponsoring or funding student travel must provide students with a release form to read, fill in, and sign.  The release form should include information about the date, purpose, duration, and destination (s) of the student travel (including emergency contact information at each destination), reminders of the details of The College’s student travel policy, and space for students to provide the name and phone number of an emergency contact person and (if applicable) information about medical and automobile insurance coverage.  Students should only be required to sign one release form per travel experience. The College values simplicity, comprehensiveness, and clarity of design in release forms.

Records of student travel (including copies of signed release forms) must be forwarded to the appropriate College officer (e.g., department chair, dean, program supervisor, or organization president) on or before the day of travel.  Records of student travel must be kept by appropriate College officers for at least five years.  College officers are responsible for tracking trends in student travel and for revising operating budgets and release forms in light of such trends. 
