
Field Trip Policy 
Only children preschool age or older may go on a field trip, which includes excursions by bus, public 

transportation, or on foot to a specific indoor/outdoor location. Subject to special needs 

accommodations, children are expected to be toilet trained. Simple walks outdoors in Setting’s 

neighbourhood or on a client campus are allowed for children of all ages and are covered by the Taking 

Children for a Walk Policy. Children who are taking part in events on a client campus must have a signed                      

Parent Consent/Release- Activities. 

Field trips to inflatable play and trampoline centres, including bouncy houses, inflatable slides, ball pits, 

and mazes, are prohibited for any age. Field trips to amusement parks and water parks are only 

permitted for primary age programs. Field trips on any type of boat are only permitted for children 7 yrs. 

and older and are permitted only on lakes and rivers. All children must wear a life vest while on the 

boat. The Pool Policy will apply in addition to this policy if swimming is involved. Before visiting a zoo 

or petting zoo, review the Field Trips to a Zoo or Petting Zoo below.  

Notification and Permissions 
Before an upcoming field trip, the Manager must provide the Management with a completed Field Trip 

Notification Form to be signed and returned, allowing for sufficient time to secure the approval. Every 

child’s parent/guardian must provide a signed Parent Consent/Release-Field Trip or the child may not go 

on the trip.  

Before Leaving Primrose
Children/staff should plan to wear the appropriate outfits, T-shirt, or other article to identify them as part 

of the group. Before leaving the setting, all children should be wearing an identification tag stating 

“PRIMROSE HILL active learning,” and the  “setting telephone number (including the area code), and 

any allergies”. Names should not be used. Children should be reminded to stay with the group and what 

to do if separated from the group. A meeting spot should be designated upon arrival in case a child is 

separated from the group.  

A designated staff member will be responsible for bringing/managing the following throughout the trip: 

1) a first aid kit, including medication for any child with allergies or life threatening conditions; 2) any 

applicable medical care plans; 3) the Informed Consent Form for each child, 4) the Parent Consent/ 

Release-Field Trip for each child and 5) the designated cell phone for emergency, which must be turned 

on, audible, and monitored at all times.  

At least one accompanying staff member must hold valid First Aid and CPR certifications. If an 

emergency occurs, staff should first call 911 and then call the Manager, who will notify the parent(s)/

guardian(s). An adult should accompany any child who is transported by ambulance.  



Transitioning Children While on a Field Trip 
Whenever a group of children leaves the setting, the trip leadership will participate in tracking as 

follows:  

Before the children leave, a leadership team member will conduct the Face to Name Roll Call and Head 

Count and initial the Transition Tracking Sheet. A copy of the original group sheet will be left with the 

leadership team member until the group returns.  

Primrose requires a minimum ratio of 1:3 for preschool children, 1:5 for Reception -age children and 1:8 

Primary-age children for field trips and children are supervised at all times. All Children may use a public 

restroom only if accompanied by an adult.  

While away from the setting premises, a Face to Name Roll Call and Head Count should be done every 

15 minutes and noted in last column entitled “Group Count (Non-Transition Times”) on the original sheet 

travelling with the group.  

In addition to the 15 minute count, a count will be taken upon entering and exiting the mode of 

transportation, and entering and exiting the field trip destination. On each count, the 15 minute “clock” 

resets.  

Upon returning, a leadership team member will perform another Face to Name Roll Call and Head 

Count and will initial the original sheet, and dispose of the copy.  

Upon returning to the group, a Face to Name Roll Call and Head Count will be conducted and recorded 

upon passing through the classroom door.  

Physical Sweep  
Upon leaving any location or mode of transportation, a staff member must do a physical sweep to 

confirm that no child is left behind or remains on a vehicle. On public transportation, a visual sweep 

may be conducted, instead, if a physical sweep is not possible.  

Field Trips by Bus 
For children preschool age only school or activity buses equipped with harnesses may be used. Charter 

buses, shuttle buses or vans are not acceptable means of transportation for this age group.  

For Reception and Primary-aged children, a rented school bus is the preferred method of transportation; 

however, if a school bus is not available, a rented charter bus may be used with approval from the 

Management. 



Rented Buses 
Any rented buses must be approved through the sREQ process, to assure that proper insurance and a 

contract are in place. Supply Management can identify resources and secure this paperwork in advance 

of your trip if a FootPrints ticket is submitted. If the rental company does not provide a bus equipped 

with harnesses, the setting must provide them. The Manager is responsible for replacing the harnesses 

more than 6 years old through supply management. Harnesses tags should contain the date of 

manufacture.  

The bus rental company must supply the driver. Staff members may not transport children or drive the 

rented bus. Parent drivers may not transport children other than their own.  

Owned Transport 
Primrose Hill’s transports must always be operated by a qualified/licensed driver.  

Field Trips by Public Transportation 
If traveling on public transportation, the route should be planned in advance and take the least amount 

of time with the fewest transfers. Staff should perform a prior dry run, if not completely familiar with the 

route. Staff should discuss with the children what to expect on the trip, particularly if some children are 

not familiar with public transportation. Staff is responsible for assuring that all attendees comply with all 

bus/train safety rules during the trip. All of the protocols recited above apply to field trips by public 

transportation, including Management notification, written parent permission using the Parent Consent/

Release-Field Trip and following transitioning protocols. Note: Harnesses are not required on public 

transportation.  

Upon entering and exiting public transportation: 1. Transition tracking is completed. 2. Educators should 

be at the head of the line and at the rear of the line. 3. Children preschool age should be holding an 

educator’s  teacher’s hand or the hand of another child (who is holding the hand of an adult).  4. A 

physical sweep is conducted as described above.  

While on public transportation, all children should: 1. Be in view or reach of an educator at all times. 2. 

Be seated, if possible, and remain seated until the bus/train comes to a complete stop.  3. If standing, 

holding onto a handle or an adult.  

Field Trips on Foot  

A field trip on foot is different from a simple walk in a setting’s vicinity, since children are taking part in 

an activity which is different from their usual, scheduled outdoor time. All of the protocols recited above 

apply to field trips by public transportation, including Management notification, written parent 



permission using the Parent Consent/ Release-Field Trip and following transitioning protocols. When 

travelling on foot, staff can use a rope with knots or rings, with one staff member positioned at the front 

of the line and another at the rear.  

 

Field Trips to a Zoo or Petting Zoo  

Before visiting a zoo, the Manager should be familiar with the facility and confirm that it is 
clean and the animals appear well cared for. If it is a petting zoo, it should have sufficient hand 
washing or antiseptic stations. If possible, children should be aware of the expectations below 
before entering the facility.  

During the visit, children should not be allowed to put their hands through the fence unless it is 
a designated feeding area. If an activity involves touching the animals: 1. Children should 
sanitise their hands before moving to the next area/animal. Educators should bring disposable 
wipes to facilitate regular hand sanitising. 3. Children should not be allowed to kiss an animal 
or touch its face. 4. Children should not be allowed to eat, drink, use pacifiers, put their hands 
in their mouths or touch their faces while interacting with animals. 5. If feeding is permitted, only 

food supplied by the facility can be used.  

Primrose Hill active Learning International School 


