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Date: April 23,2025 Agenda ltem: 8.6
To: Board of Trustees

From: Shawna Warren, Superintendent

Originator(s): Jonathan Konrad, Deputy Superintendent, Education Services
Subject: Administrative Procedures - Education Services Department

Background:
Attached for Trustee information are Administrative Procedures under the administration of

the Education Services Department that have been reviewed and/or revised.

As part of this review, Administrative Procedure 310: Off-Site Activities has been divided into
two separate procedures to improve clarity and specificity:

e Administrative Procedure 310 - Off-Site Activities: Day Trips and In-Province
e Administrative Procedure 312 - Off-Site Activities: Out-of-Province and International

Because this is a structural change resulting in two new Administrative Procedures, they are
attached as new documents, rather than shown with tracked changes. The original
Administrative Procedure 310: Off-Site Activities is also linked below.

Additional Administrative Procedures with edits are attached in PDF format with tracked
changes visible (as additions and/or strikeouts in coloured text from the Google Workspace
revision history):

e Administrative Procedure 815 - Senior High School Credit Load
e Administrative Procedure 820 - Locally Developed Courses

Status & Relationship to Superintendent Leadership Quality Standard (SLQS):
This report aligns with the SLQS in the following way:

COMPETENCY: (1) Building Effective Relationships

INDICATORS: a. collaborating with community and provincial agencies to
address the needs of students and their families;
e. establishing constructive relationships with students, staff,
school councils, parents/guardians, employee organizations, the
education ministry and other stakeholder organizations; and
f. facilitating the meaningful participation of members of the
school community and local community in decision-making.
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COMPETENCY: (4) Leading Learning

INDICATORS: b. providing learning opportunities, based on research-informed
principles of effective teaching, learning and leadership, to
support building the capacity of all members of the school
community to fulfill their educational roles;
c. ensuring that all instruction in the school authority addresses
learning outcomes outlined in programs of study; and
f. building principals’ and school jurisdiction leaders’
capacities and holding them accountable for providing
instructional leadership through effective support,
supervision and evaluation practices.

COMPETENCY: (6) School Authority Operations and Resources
INDICATORS: a. providing direction on fiscal and resource management in
accordance with all statutory, regulatory and school authority
requirements;
e. establishing data-informed strategic planning and
decision-making processes that are responsive to changing
contexts; and
h. implementing programs and procedures for the effective
management of human resources in support of mentorship,
capacity building and succession planning.

COMPETENCY: (7) Supporting Effective Governance

INDICATORS: d. ensuring that the board’s plans, resource allocations, strategies
and procedures lead to the achievement of its goals and
priorities; and
g.implementing board policies and supporting the regular review
and evaluation of their impact.

Governance Implications:
Education Act

Courses, programs of study, etc.
18(1) The Minister may do the following:
(d) authorize learning and teaching resources for use in schools

Alternative programs

19(1) In this section, “alternative program” means an education program offered by a board that
(a) emphasizes a particular language, culture, religion or subject-matter, or
(b) uses a particular teaching philosophy
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Board responsibilities

33(1) A board, as a partner in education, has the responsibility to
(a) deliver appropriate education programming to meet the needs of all students
enrolled in a school operated by the board and to enable their success
(d) ensure that each student enrolled in a school operated by the board and each staff
member employed by the board is provided with a welcoming, caring, respectful and
safe learning environment that respects diversity and fosters a sense of belonging

Policy 110: Welcoming Inclusive, Safe and Healthy Environments

The Board believes in the importance of, and is committed to, establishing, and maintaining a
welcoming, inclusive, equitable, safe, and healthy environment that respects diversity and
fosters a sense of belonging.

Policy 225: Role of the Board
Education Planning and Programming
3. Set governance standards for reviewing and approving educational programming.

Administration is prepared to respond to questions at the April 23, 2025, Public Board
meeting.

Attachment(s):

1. Administrative Procedure 310 - Off-Site Activities Day Trips and in Province - New

2. Administrative Procedure 312 - Off-Site Activities Out of Province and International -
New

3. Administrative Procedure 310 - Off-Site Activities (Existing)

Administrative Procedure 815 - Senior High School Credit Load - Tracked Changes

5. Administrative Procedure 820 - Name - Locally Developed Courses - Tracked Changes

H
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310: Off-Site Activities - Day Trips and in Province Overnight

Responsible Administrator: Deputy Superintendent Education Services

PURPOSE

Student learning can be enhanced through off-site activities. Off-site activities enable
students to participate in quality educational experiences that are at the heart of the
educational process and connected to the Guide to Education, Programs of Study,
curriculum and learning outcomes.

Sturgeon Public Schools will not compromise the safety and security of staff and
students. Therefore, all decisions related to off-site activities will be based on a safety
and security-first criteria.

PROCESS

The Superintendent or designate will be responsible for the process involving approval
of off-site activities.

The Superintendent may cancel or interrupt any approved off-site activity at any time up
to the point of return from that activity where the Superintendent considers the safety
and well-being of students and supervisors to be at unusual risk, real or potential, due to
emergent circumstances.

DEFINITIONS

Low-Risk Day Trips: Activities conducted off school grounds during the day, without
transportation or overnight stay. Students walk to the location. Examples include walks
to a community center or park.

Moderate- to High-Risk Day Trips: These activities involve a higher level of physical
exertion, specialized equipment, or transportation. Principal approval is required.
Examples include swimming, hiking, skiing, canoeing, and snowboarding.

Overnight Trips: Any school-sanctioned trip that includes an overnight stay within
Alberta. These must be approved by the Principal and Superintendent or designate.
Proposals must be submitted to the Principal at least 30 days before the planned
departure.

Extra-Curricular Season of Play: Competitive activities that occur during the school
year and involve events at school, other schools, or public venues (e.g., volleyball,
football, basketball). These may involve higher risk and require Principal approval.



SUPERVISION AND PLANNING

1.

Teacher-in-Charge
1.1.  Each trip must have a designated teacher-in-charge, who is responsible
for all planning, supervision, and emergency procedures.

Adult-to-Student Ratios:

2.1. For day trips, ensure appropriate ratios based on risk level and student
needs.

2.2.  Overnight trips require adequate co-ed supervision for mixed-gender
student groups.

Safety and Itinerary:

3.1.  Teachers must submit a trip plan that includes safety measures, medical
needs, and an itinerary.

3.2. No major deviations from the approved itinerary are permitted without
notification to parents/guardians.

3.3. To ensure appropriate student behavior and safety, the Principal must
ensure adequate supervision is in place based on the activity type and
risk, as outlined in the "Safety Guidelines for Physical Activity in Alberta
Schools”,

3.4. Employees are always expected to comply with the
Division’s Administrative Procedure 713: Alcohol and Substances in the
Workplace while on off-site activities.

3.5.  Volunteers must comply with the requirements of Administrative
Procedure 315: Volunteers.

3.6.  Overnight trips require volunteer parent/guardian supervisors to provide a
current (within the last three years) clean criminal record check and a
vulnerable sector check. In consultation with the Superintendent or
designate, unclean record checks will be reviewed.

Trip Planning and Eligibility
4.1.  Trip proposals must be submitted to the Principal at least:
4.1.1. 10 school days prior to departure for day trips
4.1.2. 30 school days prior to departure for overnight trips
4.2. Proposals must include:
4.2.1. A clear educational purpose aligned with curricular outcomes
4.2.2. A proposed student count and appropriate supervision ratios
4.2.3. Anitinerary with estimated times and key locations
4.2.4. A budget plan that considers student accessibility
4.2.5. Identified medical needs and required safety measures
4.2.6. Details about transportation and emergency communication plans
4.3. Teachers should consult with colleagues to minimize the impact on
student programming.
4.4. Day trips may be approved for students in all grades.



4.5. In-province overnight trips are typically limited to students in Grades 4-12,
with consideration given to student readiness, activity type, and available
supervision.

4.6. No communication with parents/guardians or students should occur until
the trip has received administrative approval.

5. Student Behaviour Expectations
5.1.  Students participating in off-site activities are expected to follow the
school’s code of conduct and demonstrate respectful, responsible
behavior at all times. Teachers and supervisors must ensure students
understand the expectations in advance, and any breaches of conduct will
be addressed in accordance with school and Division policies.

6. Emergency Procedures:
6.1.  Supervisors must have access to reliable communication devices and a
clear emergency action plan in place.
6.2.  Supervisors must carry or be able to access First-aid kits and emergency
contact information for all students.
6.3. Inthe case of a serious injury, ambulance call-out, or hospital visit during a
trip:
6.3.1. The supervising teacher must immediately notify the Principal and
the Superintendent or designate.
6.3.2. A Student Injury Report must be completed and submitted within 48
hours of the incident or as soon as possible upon return.
6.4. To protect the privacy of individuals, the teacher shall ensure the
information is kept secure at all times as per Administrative Procedure
300: Security of Personal and Division Information.

PARENT / GUARDIAN CONSENT

7.  For all off-site activities involving transportation, an Off-Site Activity Permission
Form must be signed by a parent/guardian before the trip.

8.  For activities classified as high risk (e.g., skiing, canoeing), the specific risks
must be clearly outlined in the Off-Site Activity Permission Form for
parent/guardian review. These risks must also be detailed in the application
submitted for Principal approval.

9. For school activities that include multiple off-site sessions—such as swimming
lessons, outdoor education, or league sports—a single parent/guardian consent
is sufficient if a complete schedule and list of dates is provided in advance. Any
changes to this schedule must be communicated in writing to parents/guardians
with enough time to respond or ask questions.

10. A signed Off-Site Activities Annual Consent Form — Low Risk Activities is
required for students to participate in low-risk walking trips within the school’s



neighborhood. This form is typically completed by parents/guardians during
student registration and is accessible through the Parent Portal.

PROHIBITED ACTIVITIES

11.  The Division, as a member of the Alberta Risk Managed Insurance Consortium
(ARMIC), follows the SPHEReS Guidelines.

12.  Prohibited activities are those not permitted by Sturgeon Public Schools due to
unacceptable levels of risk. These activities are outlined in Appendix A -
Prohibited Activities. Schools must not participate in any prohibited activity
unless it is delivered by a certified third-party vendor that carries appropriate
insurance and qualifications.

REFERENCES
e Board Policy 810: Off-Site Activities
e Administrative Procedure 300: Security of Personal and Division Information
e Administrative Procedure 312: Off-Site Activities - Out of Province and
International Trips
Administrative Procedure 315: Volunteers
Administrative Procedure 713: Alcohol and Substances in the Workplace
Appendix A - Prohibited Activities
Safety Guidelines for Physical Activity in Alberta Schools
Off-Site Activity Permission Form

HISTORY

2025 April 16 Initial Approval



312: Off-Site Activities - Out of Province and International Trips

Responsible Administrator: Deputy Superintendent Education Services

PURPOSE

Student learning can be enhanced through student travel. Off-site activities enable
students to participate in quality educational experiences that are at the heart of the
educational process and connected to the Guide to Education, Programs of Study,
curriculum and learning outcomes.

Sturgeon Public Schools will not compromise the safety and security of staff and
students. Therefore, all decisions related to out of province and international trips will be
based on a safety and security-first criteria.

PROCESS

The Superintendent or designate is responsible for the approval process related to
off-site activities.

The Superintendent may cancel or interrupt any approved off-site activity at any time
prior to the trip’s completion where the Superintendent considers the safety and
well-being of students and supervisors to be at unusual risk, real or potential, due to
emergent circumstances.

DEFINITIONS

Overnight — High Risk Learning experiences outside Alberta involving overnight stays
and high-risk activities (e.g., canoeing, skiing).

Principal and Superintendent or designate approval is required.

National Trips - High Risk Pre Authorization by the Superintendent or designate is
required prior to planning or parent/student communication. Submit a written proposal a
minimum of 6 months in advance. National trips may be considered for Grades 7-12.
Principal and Superintendent or designate approval is required.

International Trips — High Risk Pre Authorization by the Superintendent or designate
is required prior to planning or parent/student communication. Submit a written proposal

a minimum of 6 months in advance. International trips are limited to Grades 10-12.

Principal and Superintendent approval is required.



Consideration for national and international trips is based on student readiness,
alignment to curriculum outcomes, and appropriate supervision.

APPROVAL PROCESS

1. Preauthorization: Preauthorization must be obtained from the Superintendent or
designate before any planning or communication

2. Proposal Submission:
2.1. A written proposal must be submitted to the Superintendent or designate

six months prior to any planned national or international trip.
2.2. The proposal must include detailed learning objectives, risk assessments,
budget, and a comprehensive itinerary.

3. Approval:
3.1.  The Superintendent may modify or cancel any approved national or
international trip due to emergent safety or security concerns.
3.2.  No communication with parents/guardians or students shall occur until the
trip has received administrative approval.
3.3.  Trips must not exceed five school days.

SUPERVISION AND PLANNING

4. Teacher-in-Charge: Each trip must have a designated teacher-in-charge,
responsible for all planning, supervision, and emergency procedures.

5. Adult-to-Student Ratios:

5.1.  For out-of-province and international trips, the minimum recommended
ratio is 1 adult per 8 students, with co-ed supervision required when both
genders are participating.

5.2. A minimum of two adult supervisors is required for all trips. Co-ed
supervision must reflect the gender makeup of students participating.

6. Safety and Insurance:
6.1.  Trip organizers must ensure adequate insurance coverage, including
travel accident insurance for international trips.
6.2. Schools must check for Canadian Consulate travel advisories both during

planning and just prior to departure.

7. Risk Management:
7.1.  Teachers must ensure that all safety protocols and risk assessments are

in place, including first aid, emergency communication plans, and staff
preparedness for any unexpected events. They are also required to carry
emergency contact information.



7.2.

7.3.

To protect the privacy of individuals, the teacher shall ensure the
information is kept secure at all times as per Administrative Procedure
300: Security of Personal and Division Information.

Site assessments and a review of regional safety conditions must be
completed and documented before travel.

8. Supervisory Staff:

8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

8.7.

8.8.

Supervisors must be Division employees, and their expenses may be
covered through collected trip fees.

Volunteers must comply with the requirements of Administrative
Procedure 315: Volunteers.

Overnight trips require volunteer parent/guardian supervisors to provide a
current (within the last three years) clean criminal record check and a
vulnerable sector check. In consultation with the Superintendent or
designate, unclean record checks will be reviewed.

To ensure appropriate student behavior and safety, the Principal is
responsible for adhering adequate supervision for different activities as
outlined in the "Safety Guidelines for Physical Activity in Alberta Schools".
The teacher-in-charge is responsible for ensuring that student behavior is
managed consistently with the Division's expectations, including
adherence to the school code of conduct during all off-site activities
Employees are always expected to comply with the

Division’s Administrative Procedure 713: Alcohol and Substances in the
Workplace while on off-site activities.

All supervisors must be familiar with the itinerary, expectations, and
emergency response procedures.

Non-supervisory adults are not permitted to accompany national or
international trips.

9. Student Behaviour Expectations

9.1.

Students participating in off-site activities are expected to follow the
school’s code of conduct and demonstrate respectful, responsible
behavior at all times. Teachers and supervisors must ensure students
understand the expectations in advance, and any breaches of conduct will
be addressed in accordance with school and Division policies.

PARENTAL / GUARDIAN CONSENT

10.  Parental/guardian consent is mandatory, with details about the trip's itinerary and
risk factors provided in writing.

11.  For international trips, follow the Government of Canada’s Consent Letter
guidelines for minors.



12.  For activities classified as high risk (e.g., skiing, canoeing), the specific risks
must be clearly outlined in the Off-Site Activity Permission Form for
parent/guardian review. These risks must also be detailed in the application
submitted for Principal approval.

EMERGENCY PROCEDURES

13.  Supervisors must have access to reliable communication devices and a clear
emergency action plan in place.
14.  Supervisors must carry or be able to access First-aid kits and emergency contact
information for all students.
15. In the case of a serious injury, ambulance call-out, or hospital visit during a trip:
15.1.  The supervising teacher must immediately notify the Principal and the
Superintendent or designate.
15.2. A Student Injury Report must be completed and submitted within 48 hours
of the incident or as soon as possible upon return.
16.  To protect the privacy of individuals, the teacher shall ensure the information is
kept secure at all times as per Administrative Procedure 300: Security of
Personal and Division Information.

PROHIBITED ACTIVITIES

17.  The Division, as a member of the Alberta Risk Managed Insurance Consortium
(ARMIC), follows the SPHEReS Guidelines.

18. Prohibited activities are those not permitted by Sturgeon Public Schools due to
unacceptable levels of risk. These activities are outlined in Appendix A -
Prohibited Activities. Schools must not participate in any prohibited activity
unless it is delivered by a certified third-party vendor that carries appropriate
insurance and qualifications.

REFERENCES
e Board Policy 810: Off-Site Activities
e Administrative Procedure 300: Security of Personal and Division Information
e Administrative Procedure 310: Off-Site Activities - Day Trips and In Province
Overnight
Administrative Procedure 315: Volunteers
Administrative Procedure 713: Alcohol and Substances in the Workplace
Appendix A - Prohibited Activities
Canadian Consulate Travel Advisory Website
Consent Letters for International Travel (Government of Canada)



e Safety Guidelines for Physical Activity in Alberta Schools

HISTORY

2025 April 16 Initial Approval



310: Off-Site Activities

Responsible Administrator: Deputy Superintendent Education Services

PURPOSE

Student learning can be enhanced through off-site activities. Off-site activities enable
students to participate in quality educational experiences that are at the heart of the
educational process and connected to the Guide to Education, Programs of Study,
curriculum and learning outcomes.

Sturgeon Public Schools will not compromise the safety and security of staff and
students. Therefore, all decisions related to off-site activities will be based on a safety
and security-first criteria.

PROCESS

The Superintendent or designate will be responsible for the process involving approval
of off-site activities.

The Superintendent may cancel or interrupt any approved off-site activity at any time up
to the point of return from that activity where the Superintendent considers the safety
and well-being of students and supervisors to be at unusual risk, real or potential, due to
emergent circumstances.

DEFINITIONS

Low Risk are learning experiences conducted off school grounds during the day which
do not extend overnight, and transportation is not involved. Students walk to the activity.
Trips may include but are not limited to a walk to the senior’s center to perform.

Day Trips — Low Risk to Moderate are learning experiences conducted off school
grounds during the day which do not extend overnight and present themselves as
moderate to low risk activities. Trips may include but are not limited to Fort Edmonton
Park and the TELUS World of Science.

Principal approval is required.
Day Trips — High Risk are learning experiences conducted off school grounds during
the day which do not extend overnight and present themselves as high risk activities.

Trips may include but are not limited to canoeing, skiing, and snowboarding.

Principal approval is required.



Extra-Curricular Season of Play are competitions conducted on school property and /
or at opposing schools or public venues during the day, evenings and weekends which
do not extend overnight and present themselves as high risk activities. Competitions
may include but are not limited to basketball, volleyball, and football.

Principal approval is required.

Overnight — Moderate Risk are learning experiences within Alberta that are conducted
off school grounds where students remain overnight at a destination and are involved in
low to moderate risk activities. Trips may include but are not limited to sports
tournaments, band festivals, and hiking.

Principal and Superintendent or designate approval is required.

Overnight — High Risk are learning experiences outside of Alberta that are conducted
off school grounds where students remain overnight at a destination and are involved in
high risk activities. Trips may include but are not limited to canoeing, skiing, and
snowboarding.

Principal and Superintendent or designate approval is required.

National Trips - High Risk School Leadership requires preauthorization by the
Superintendent or designate prior to exploration of any National Trip and subsequent
communication with parents or students. A written proposal must be submitted to
the Superintendent or designate a minimum of six (6) months prior to any
planned National Trip.

Principal and Superintendent or designate approval is required.

International Trips — High Risk School Leadership requires preauthorization by the
Superintendent or designate prior to exploration of any International Trip and
subsequent communication with parents or students. A written proposal must be

submitted to the Superintendent or designate a minimum of six (6) months prior
to any planned International Trip.

Principal and Superintendent or designate approval is required.
PROCEDURE

1. The Superintendent or designate has the power to authorize requests for off-site
activities provided that the proposal includes:

1.1 Attention to the safety, security, and appropriate supervision of students.

1.2 Attention to risk management of the proposed activities.



1.3 Protection of students, staff, and volunteers of the Division.

1.4 An itinerary that would be deemed safe by a reasonable parent/guardian and meets
the needs of all students.

1.4.1 Supervisors shall not entertain major deviations to the proposed itinerary of any
trip once parental consent has been received.

1.5 Accommodation and travel arrangements that would be deemed safe by a
reasonable parent/guardian.

1.6 A budget that is reasonable, not prohibitive and addresses the costs associated with
the trip.

1.6.1 Excludes academies, athletic teams, year-end celebrations, and extended trips or
tours not necessary to meet learning expectations in a grade or course.

1.7 Provision for alternative educational programs for those students whose parents do
not wish them to participate.

1.8 No communication with students or parents/guardians shall occur prior to obtaining
the applicable approvals.

1.9 Parent/guardian permission or approval.
1.10 No trip that exceeds five (5) school days.

1.11 The Superintendent or designate has the right to modify or cancel a national or
international trip without compensation.

1.11.1 If a trip needs to be cancelled for any reason, attempts will be made to refund trip
fees that may have been paid by students and/or parents/guardians; and

1.11.2 In the event a national or international trip or trip outside of Alberta is modified or
cancelled, the Superintendent or designate shall bear no responsibility for the costs
incurred.

2. Supervision

2.1 No teacher shall be assigned instructional time specifically to organize off-site
activities.

2.2 Each off-site activity shall have a designated teacher-in-charge. The teacher shall
be in attendance for the duration of any high risk, overnight or out-of-province trips.



2.2.1 The teacher shall provide a report by phone or email to the Superintendent or
designate in the event of unusual circumstances resulting in a major modification to the
itinerary of the trip.

2.3 The teacher shall immediately report any serious injury, ambulance call out, or
hospital visit to the Superintendent or designate.

2.4 The teacher must always have overall responsibility for the off-site activity to ensure
compliance with this procedure. The teacher shall ensure that supervision is always
available and that supervisors are prepared to deal with any emergencies that may
arise. The supervisory arrangements shall consider:

2.4.1 Student age, maturity, needs, and ability;

2.4.2 The inherent risk of the activity; and

2.4.3 The circumstances of the activity.

2.5 The teacher shall be familiar with and conduct a safety assessment of the proposed
off-site activity.

2.6 The teacher shall ensure that training, preparation, orientation, and expectations are
provided to all students and supervisors.

2.7 The teacher shall be responsible for ensuring that the following items are present
and readily available on off-site activities:

2.7.1 List of student participants;

2.7.2 Phone contact numbers of parents/guardians/emergency contacts listed on
the Off-Site Activity Permission Form,;

2.7.3 Information regarding medication and medi-alert needs of participants; and

2.7.4 An appropriately equipped portable first aid kit.

2.8 To protect the privacy of individuals, the teacher shall ensure the information in
articles 2.7.1, 2.7.2 and 2.7.3 is kept secure at all times as per Administrative Procedure

300: Security of Personal and Division Information.

2.9 On overnight trips involving students of both genders, male and female supervisors
shall be present.

2.10 For high-risk activities, competent instruction and supervision in these activities are
mandatory. Competence may be established by virtue of a certificate from a governing
body for activities such as skiing and canoeing. In areas where certificates are not
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issued, competency may be recognized by virtue of experience and demonstrated
expertise in the activity.

2.11 A Principal may authorize persons other than teachers to provide supervision or
instruction when warranted by the nature of the specific activity to meet the safety
requirements of this administrative procedure.

2.12 Only assigned teachers and authorized supervisors shall accompany students on
an off-site activity. Volunteers must be approved as a supervisor by the Principal and
are required to have a current criminal record check and vulnerable sector check as
per Administrative Procedure 315: Volunteers_— section 2.

2.13 When necessary, Principals are expected to seek advice and assistance from
experts in planning off-site activities and in assessing risk.

3. Guidelines for approval

3.1 All grades will be considered for approval of day trips.

3.2 Students in Grades 4-6 will only be considered for travel within Alberta.
3.3 Students in Grades 7-9 may be considered for national travel.

3.4 Students in Grades 10-12 may be considered for international travel.
4. Planning Procedures

4.1 Teachers are expected to submit an Off-Site Activity/Excursion Request via CLEVR
to the Principal in accordance with the following timelines:

Day Trip — The Principal must provide written approval to the teacher organizer at least
ten (10) days prior to the Trip.

Overnight Trip — The Principal must provide written approval to the teacher organizer
at least thirty (30) days prior to the Trip.

National or International Trips — The Principal requires preauthorization by the
Superintendent or designate prior to exploration of any National Trip and subsequent
communication with parents or students. A written proposal must be submitted to
the Superintendent or designate a minimum of six (6) months prior to any
planned National Trip.

The Request must address the following:

4.1.1 Educational goals established for the activity which are compatible with the
objectives of the course(s) being taught;
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4.1.2 The extent to which the off-site activity will interfere with the student’s entire
educational program;

4.1.3 The budget, ensuring that students who are unable to pay associated fees are not
excluded from the off-site activity (with the exceptions noted in 1.6.1);

4.1.4 The type of transportation required;

4.1.5 When deemed appropriate based on activity and distance travelled, access to an
emergency support vehicle is recommended if one is not readily available;

4.1.6 An itinerary outlining approximate times at which the off-site activity will be
conducted at specific locations;

4.1.7 The numbers and names of adults who will attend as supervisors and the
proposed level or ratio of supervision;

4.1.8 Information related to safety procedures and medical procedures for those that
may require such; and

4.1.9 A thorough review of the excluded activities and the variety of risks involved.

4.2 For school activities that involve more than one trip outside the boundaries of the
school such as swimming lessons, physical education classes, outdoor education
classes and interschool sports within a league, a single parent consent will suffice if the
information to the parent/guardian includes both a schedule and dates of all activities.
Any changes to the schedule must be communicated to the parent/guardian in writing.
Should any of these be high-risk activities, separate off-site parental consent must be
obtained.

A single parent consent will suffice for walking trips in the neighborhood of the school.
The Off-Site Activities Annual Consent Form - Low Risk Activities is accessed via the
Parent Portal.

4.3 Teachers are also responsible to:

4.3.1 Review staff, supervision and liability implications;
4.3.2 Estimate the costs associated with the activity;

4.3.3 Have an initial discussion with the Principal to review policy requirements and
obtain approval to proceed with planning;

4.3.4 Consult with other teachers who teach courses to students who will be affected by
the trip; and



4.3.5 Ensure meaningful alternative in-school learning experiences are made available
for those students not participating in the off-site activity.

4.4 Employees are always expected to comply with the Division’s Administrative
Procedure 713: Alcohol and Substances in the Workplace while on off-site activities.

4.5 For Out-of-Province and International Trips, teachers must consult the Canadian
Consulate Web Page at http://travel.gc.ca/travelling/advisories for Travel Advisory
information at the initial and final stages of the planning process.

4.5.1 One (1) day prior to the trip the teacher must verify that the Canadian Consulate is
permitting travel to that specific destination.

4.6 Off-site activities/excursions that are not directly sponsored by a school or the
Division are the total responsibility of the planners, tour agencies and transportation
agencies involved.

4.6.1 Division staff is advised that they must not in any way be involved, even on an
advisory basis, in such trips/excursions as outlined in 4.6 above.

4.6.2 Division staff are not to recruit students, or photocopy and/or distribute material on
behalf of community-based tours and trips.

4.6.3 Any staff who participate in community trips shall communicate leave requests to
the Associate Superintendent Human Resources.

4.7 All staff and authorized supervisors are included in the Division’s liability insurance
when acting within the scope of their duties as approved by school administration. It is
incumbent upon off-site activity planners to ensure that appropriate insurance coverage
exists for the activity to be undertaken.

4.7.1 Student Accident Insurance coverage is limited to trips within Canada. Travel
accident insurance is required for international trips. The Student Accident Insurance
policy provides protection while students are attending school events within their own
province. There is very limited coverage available under the policy when a student is out
of country for a school event, therefore it should not be solely relied upon.

4.7.2 When using a private contractor to transport children (e.g., private bus), the
supervisory teacher must make certain that the vehicle has adequate insurance, the
driver is appropriately licensed, and the Principal is informed of the driver's name.

4.7.3 For any off-site activities involving participation in sports and other physical
activities, all staff members must adhere to the Safety Guidelines for Physical Activity in
Alberta Schools.


https://www.sturgeon.ab.ca/board/procedures/4659
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4.8 A student representing their school at school sponsored events shall be transported
in Principal approved transportation, by their own parents, by him/herself or by staff with
parental permission. Parents shall advise the Principal or supervising teacher in writing,
in advance of the activity if the student is not traveling with the rest of the students.

4.8.1 The student will not transport any other student other than a sibling; and

4.8.2 Dismissing a student directly from an off-site activity venue to the care of the
custodial parent/guardian is permitted, however, if the student is to be dismissed to a
parent/guardian of a friend, the parent/guardian must advise the Principal or supervising
teacher in writing.

5. Supervision and Volunteers

5.1 All off-site activities/excursions must be under the direct supervision of at least one
(1) teacher.

5.2 Both male and female supervisors will be provided for overnight (or longer)
co-educational trips.

5.3 The teacher is responsible for ensuring that an acceptable level of student discipline
is maintained.

5.4 To ensure appropriate student behavior and safety, the Principal is responsible for
adhering adequate supervision for different activities as outlined in the "Safety
Guidelines for Physical Activity in Alberta Schools".

5.5 Instructors who are not employed by the Division are eligible to be supervisors.

5.6 Everyone involved in the off-site activity/excursion must be dressed/equipped in a
manner appropriate to the activities to be undertaken.

5.7 Volunteers must comply with the requirements of Administrative Procedure 315:
Volunteers. In addition, volunteers are expected to:

5.7.1 Know the details of the planned activity, and their specific duties and authority
prior to departure;

5.7.2 Support and follow the school code of conduct;
5.7.3 Report any inappropriate conduct to the teacher-in-charge;
5.7.4 Adhere to the schedule on the itinerary;

5.7.5 Dress appropriately according to the type of activity; and


https://open.alberta.ca/dataset/5697e803-f123-411f-abba-90cc0b183182/resource/b3056c47-08f0-40ee-877b-a8c0e18c3a6e/download/2014-sg-pa-final-2014.pdf
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5.7.6 Fulfill their duties for the duration of the trip/excursion.

5.8 The teacher-in-charge will ensure that appropriate communication devices are taken
on the off-site activity so that constant communication within the group and access to
external communication is available as required.

5.9 Overnight trips require volunteer parent/guardian supervisors to provide a current
(within the last three years) clean criminal record check and a vulnerable sector check.
In consultation with the Superintendent or designate, unclean record checks will be
reviewed.

5.9.1 For information related to recommended supervision ratios and instructional
considerations, visit: Safety Guidelines for Physical Activity in Alberta Schools which is
available on the website at:

https://education.alberta.ca/media/160206/sq pa final 2014.pdf

5.10 For safety reasons, only students and staff may attend off-site activities.
6. Safety Guidelines

With respect to student safety, the Principal and staff are to take reasonable measures
to minimize the risk to students participating in off-site activities. Safety guidelines are
as follows:

6.1 Outdoor activities should not be conducted when extreme environmental factors
present a danger to student health and safety.

6.2 There is a pre-planned itinerary from which the trip supervisor will not deviate
unless, in the opinion of the supervising teacher, it is necessary to do so in emergency
or extenuating circumstances.

6.3 When off-site activities/excursions are planned for remote wilderness areas, the
supervising teacher shall:

6.3.1 Provide to the Principal a report written by the supervising teacher or other
qualified individual that provides an on-site visit review of the area prior to requesting
permission to take students on a trip to that particular location; such previews are to be
undertaken whenever a new location is being considered for use, or when a location is
being used for a different season of the year;

6.3.2 Be familiar with the area and with seasonal variations for the location they plan to
visit;

6.3.3 Use professional guides when appropriate or as directed;


https://education.alberta.ca/media/160206/sg_pa_final_2014.pdf

6.3.4 Have established safety and emergency procedures understood by all
participants;

6.3.5 Ensure that appropriate communication devices are taken on the trip;

6.3.6 Ensure constant communication within the group and access to external
communication as needed;

6.3.7 Inform appropriate local authorities such as the RCMP, forestry or park officials
about the program, the location and route;

6.3.8 Establish procedures to contact the Principal via RCMP, forestry, or park officials
in the event of an emergency;

6.3.9 Be aware of the location of the nearest accessible medical station;

6.3.10 Ensure that required permits, fishing licenses, and area use permits have been
obtained from appropriate authorities; and

6.3.11 Ensure that if a group splits into two (2) or more independent travelling groups,
each group must have a Division approved supervisor.

6.4 The possession and use of alcohol and/or illegal drugs by any participant, including
staff and volunteer supervisors, is strictly prohibited during the duration of the off-site
activity and applies to all off-site activities regardless of the age of the participants or
local laws, customs and culture. All participants shall be made aware of the local laws
and customs that may impact their conduct and decisions.

7. Service Providers

If the school does not have qualified staff or volunteers or the necessary equipment to
instruct a specialized activity, a reputable service provider should be used. The service
provider should be expected to instruct and supervise students in addition to school
supervisors. Although a service provider is used, the teacher-in-charge is still required
to complete a site assessment and risk analysis.

7.1 Most service providers require waivers to be completed by the client, however, since
this measure is not valid or applicable in the case of minors it is necessary for the
school to enter into an alternate contractual agreement. The Principal must ensure that
the service provider has adequate insurance to cover the activity. Schools, teachers and
students are not permitted to sign waivers from service providers where the school,
teacher or student/guardian sign away their legal rights.

Specialized Activities



The Division is a member of the Alberta Risk Managed Insurance Consortium (ARMIC),
which requires all members to follow the SPHEReS Guidelines.

As schools plan activities for students, the SPHERes guidelines should be reviewed.
Including the Fundamental Reading. These should be reviewed in conjunction with
ARMIC's Activities List as ARMIC prohibits some high-risk activities. Both documents
will evolve over time as the educational curriculum changes and as new standards
emerge in school athletics program.

If a school wants to engage in activity that is not identified in SPHEReS, every effort
should be made to compare the elements of the activity to recognized activities to
identify and assess the risks.

If an element of the activity is prohibited by ARMIC, the whole activity is considered
prohibited.

If the division remains uncertain of the risk and whether the activity might be prohibited
due to some of its elements, the Division should seek guidance from the Risk
Management Committee.

For all activities undertaken, the following should be considered:

e Have the SPHEReS Guidelines been reviewed?

e s the activity prohibited by ARMIC?

e Is the school board the most appropriate host or sponsor of the activity? (i.e.
should the activity be sponsored by a community or parent association or should
the decision to engage in the activity rest solely with parents?)

e Does the activity have to be practiced or can it be demonstrated to reach the

learning outcome?

Are there safer alternatives that would achieve the same educational benefit?

Is First Aid and CPR support available?

Has an Emergency Action Plan been developed?

Is emergency communication available?

Are the instructors and supervisors of the activity qualified and have the

appropriate certifications?

Does the instructor have liability insurance, as required by SPHEReS?

Are appropriate supervisors/chaperones available?

Is the activity appropriate for the age, abilities, and size of the student group?

Is there sufficient equipment available for the activity? Has it been inspected?

Is safe transportation available?

Have risk mitigation strategies been identified?

In the event the Division chooses to use a third-party vendor to host an activity and/or
provide specialized training, school boards must take the following steps:

e Ensure all instructors are appropriately certified:;


https://myspheres.ca/en/

e Ensure an appropriate number of chaperones;
e Obtain a certificate of liability insurance.

In the event a third-party vendor refuses to provide a certificate of insurance, the school
board should consider avoiding the activity or choosing another vendor. Additionally, if
the vendor requires a waiver of liability:

e The school should consider avoiding the activity;
e A school cannot sign waivers on behalf of minors;

The use of a third-party vendor can help limit the risk exposure to the Division and a
prohibited activity can be conducted through a third-party vendor but a Certificate of
Insurance for Commercial General Liability must be obtained with a minimum of $2
million or $5 million coverage identified, depending on the activity. The Division also
should be listed as an additional insurer. All approvals for prohibited activity and
certificated required must be submitted to Corporate Services for review and approval.

8. Prohibited Activities

Prohibited activity: shall mean an activity that is not acceptable by the Sturgeon Public
School Division and are those activities included, but not limited to: Appendix A -
Prohibited Activities. Schools should not participate in prohibited activities unless
through a third-party vendor

9. Water Activities

9.1 Each off-site activity that includes water-related activities must have a safety
assessment, unless the activity is on an approved activities list.

9.2 All participants involved in sailing or boating activities must wear a Transport
Canada approved lifejacket or Personal Flotation Device.

9.3 For activities involving canoeing, sailing or power craft, the activity must meet or
exceed the Safety Guidelines for Physical Activity in Alberta Schools.

9.4 When canoe activities take place on lakes or rivers, the teacher must have visited
the site prior to the trip and be familiar with the proposed route and the seasonal
conditions at the time of the activity.

9.5 Adequate instruction and demonstration must be given to all participants involved
before allowing the participants to undertake any water-related activity.

10. Skiing and Snowboarding

10.1 Downhill skiing and snowboarding, while considered High Risk activities, are
acceptable for students in grades 4 to 12, if the following conditions are met:


https://www.sturgeon.ab.ca/download/464573
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10.1.1 Skiing or snowboarding are part of a well-balanced yearly program and reflect
the school’s commitment to quality physical education.

10.1.2 The activity includes, at a minimum, one (1) mandatory ski/snowboard lesson by
a qualified instructor to identify student level of proficiency and provide safety guidelines
on the hill.

10.1.3 Prior to the skiing or snowboarding trip, the teacher must:

10.1.3.1 Be familiar with the ski resort;

10.1.3.2 Contact the ski operator in order to arrange student identification and controls
procedure; and

10.1.3.3 Understand the ski resort’'s emergency protocol.
10.2 Upon arrival at the ski resort, the teacher must:

10.2.1 Divide students into levels of ability as described by the parent’s signed
acknowledgement of the student’s skier or snowboarder’s classification.

10.2.2 Assist the ski resort staff with grouping students for their mandatory lesson.
10.2.3 Along with the ski resort staff, emphasize to the students that they will be given
permission to use specified slopes or trails, and that the use of other slopes or trails is
prohibited.

10.2.4 Assist the ski resort staff with controlling student access to slopes or trails.

10.3 At the conclusion of the mandatory lesson:

10.3.1 The ski resort instructor will identify the level of ability of the students and assign
appropriate ski or snowboarding slopes or trails.

10.3.2 Students may begin supervised skiing and snowboarding on the assigned slopes
or trails.

10.3.3 During the supervised ski time, students must ski in pairs or groups of three (3)
or four (4).

10.3.4 The minimum supervision ratio for skiing and snowboarding is one (1) supervisor
to fifteen (15) students: Grades 4 — 6; twenty (20) students: Grades 7 — 9; thirty (30)
students: Grades 10 -12, including at least one (1) supervisor in the ski lodge.

10.3.5 Supervision of ski slopes must be carried out by supervising on a constant
rotation system by supervisors.



10.3.6 All participants in skiing and snowboarding activities must:
10.3.6.1 Wear a CSA approved ski helmet; and

10.3.6.2 Ski or snowboard only on open runs within the ski area that match the
student’s level of ability as determined by the parent/guardian.

10.3.7 Snowboard Terrain Parks are excluded.

10.3.8 Use of snowblades, mini-skiing and ski boards are high risk activities and are not
permitted.

11. Accidents and Emergencies

11.1 If an accident occurs during an off-site activity/excursion, the supervising teacher
must:

11.1.1 Assess the situation and if injuries have occurred, attend to the immediate
medical concerns.

11.1.2 Determine whether the off-site activity/excursion will continue based upon all the
circumstances.

11.1.3 Notify the Principal or designate at the earliest opportunity, if serious injuries have
occurred so that the Principal or designate may inform the parent(s)/guardian(s).

11.1.4 Complete a Student Injury Report within forty-eight (48) hours of the incident, or
as soon as possible upon return to the school, and forward it to the Superintendent or
designate.

12. National and International Trips

12.1 Protocol: School Leadership requires preauthorization by the Superintendent or
designate prior to exploration of any International Trip and subsequent communication
with parents/guardians or students. A written proposal must be submitted to the
Superintendent or designate a minimum of six (6) months prior to any planned
trip.

12.2 Travel requests may be considered only after the following criteria has been
applied:

12.2.1 Has there been investigation to determine if this experience can be achieved in
Canada?

12.2.2 Does this experience directly align with Student Learning Outcomes in the
curriculum?



12.2.3 Is the potential destination considered safe to travel by Canadian Government
Travel alert websites?

12.3 International Trips are considered only for grades 10 - 12.

12.4 The guideline for adult supervisor/student ratio is one to eight (1-8), with co-ed
supervisors if both genders of students are attending the trip. Additional supervision is
required for students with special needs or who require accommodations.

12.5 All trips require a minimum of two (2) supervisors.

12.6 Supervisors are expected to be Division employees of the school community.

12.7 All suitable staff must be notified by the Principal of possible international trip(s) at
the school.

12.8 In order to meet the minimum number of required adult supervisors, staff
supervisor’s expenses are to be paid through the collection of international trip fees.

12.9 Non-supervisory adults cannot participate in a field trip.

12.10 Travel credits are not to be used for personal or family use; these credits must be
turned over to the school to offset the cost of travel for students or to purchase
merchandise for student use.

12.11 The Government of Canada strongly recommends that Canadian children carry a
consent letter if they are travelling abroad alone, with only one parent/guardian, with
friends, relatives, or with a group. Guidelines regarding Consent Letters are provided by
the Government of Canada on their website:

https://travel.gc.ca/travelling/children/consent-letter

13. Approval

13.1 For all off-site activities which occur during the school day, written approval
for the off-site activity is obtained by the teacher from the Principal prior to any
expectations on the part of the students and/or parents/guardians that the off-site
activity will occur. In seeking this approval, the teacher will complete the Off-Site Activity
Proposal in CLEVR and submit to the Principal.

13.2 Parents/guardians are to be advised of the nature of the off-site activity and written
permission for the child(ren) to attend is to be provided once all approvals have been
granted.

13.3 For activities which take place overnight, written approval for the trip is obtained
by the teacher from the Principal, and the Principal will obtain written approval from the


https://travel.gc.ca/travelling/children/consent-letter

Superintendent or designate, prior to any expectations on the part of the students
and/or parents/guardians that the trip will occur. In seeking this approval, the teacher
will complete the proposal in CLEVR and submit to the Principal, who will in turn submit
to the Superintendent or designate.

13.4 The Superintendent or designate will review the proposed trip and may, depending
on the type of trip, grant preliminary approval, which would indicate permission to
proceed with the planning and communication processes or final approval.

13.5 Parents/guardians are to be advised of the nature of the trip and written permission
for the child(ren) to attend is to be provided once all approvals have been granted.

References:

Board Policy 225: Role of the Board

Board Policy 810: Off-Site Activities

Administrative Procedure: 315 Volunteers

Administrative Procedure 425: Purchasing Authority and Procedure
Administrative Procedure 464: Fees

Administrative Procedure 713: Alcohol and Substances in the Workplace
Student Injury Report Form

Off-Site Activities Annual Consent Form - Low Risk Activities

Appendix A - Prohibited Activities

Safety Guidelines for Physical Activity in Alberta Schools

History

2020 Jan 29 Initial Approval
2021 Aug 31 Amended
2024 Jun 19 Amended
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Administrative Procedure 815

Senior High School Credit Load

Responsible Administrator: Associate Superintendent Education Services

PURPOSE

Sturgeon Public Schools expects that a student enrolled in a regular Senior High school program
will register in sufficient courses each year in order to allow for graduation.

PROCESS

The Associate Superintendent,Education Services, is responsible for maintaining this
Administrative Procedure.

PROCEDURE

1. Each student in a regular Grade 10 program is expected to take a minimum credit load of 40
credits for a full year's work.

2. Each student in a regular Grade 11 program is recommended to take a minimum credit load of
3540 credits for a full year’s work.

3. Each student in a regular Grade 12 program is recommended to take a minimum credit load of
3035 credits for a full year’s work.

4. A Principal may waive these requirements if it is deemed to be in the best interest of the
student’s educational program

History

2020 Jan 29 Initial Approval
2020 Jul 24 Amended

2025 April 16 Amended



Administrative Procedure 820

Locally Developed Courses
Responsible Administrator: Deputy Asseeiate-Superintendent Education Services

PURPOSE
Sturgeon Public Schools believes that locally developed courses meet specific educational needs
of students.

PROCESS

The Deputy Asseetate-Superintendent, Education Services, is responsible for locally developed
courses offered in schools.

DEFINITIONS

Locally Developed/Acquired and Authorized Courses (LDCs): are developed by school
divisions and acquired and authorized by the division to provide students with learning
opportunities that complement provincially authorized programs. LDCs allow schools to be
innovative and responsive in accommodating students’ special interests and abilities, and to
address local community interests.

PROCEDURE

1. Learning resources to be used in any locally developed course shall be selected in
accordance with all policies, regulations and Administrative Procedures.

2. The division makes provisions for locally developed/acquired and authorized junior and
senior high school complementary courses.

3. All locally developed/acquired and authorized courses and learning resources shall be
consistent with the Guide to Education: ECS to Grade 12.

4. Locally developed/acquired and authorized courses are only applicable to junior and
senior high schools.

5. All locally developed/acquired and authorized courses shall be approved for a maximum
of four years.

6. Schools submit requests to offer LDCs to the Deputy Superintendent. Timelines are
based on the grade level, time of offering and whether the course is newly developed or
acquired.

Edueati i st ot hootorineinat

8. The Deputy Superintendent’s office will forward requests for authorizations of credit
courses to Alberta Education as required.

9. 3= The Principal of a school shall ensure that any locally developed course has the
approval of both the Board and the Minister of Education before the course is offered in a
school.

References:
Education Act: Sections 18(1), 53(2)



Guide to Education: Locally Developed Courses
Alberta Education Policy 1.2.1 —Locally Developed/Acquired and Authorized Junior and Senior
High School Complementary Courses

History

2020 Jan 29 Initial Approval
2020 Jul 24 Amended

2025 April 16 Amended



