
   
 

  Overnight Trip Checklist 

 

Spring 2022:   Overnight Trips – Faculty Checklist 

2021-22 COVID-Related Field Trip Precautions 

Overnight field trips are permitted in spring 2022. All field trips should be planned with due diligence to 

ensure that students are not inadvertently exposed to COVID-19. Please ensure the following on your 

overnight trip: 

 

Planning and Forms: 

❑ Complete Travel Authority forms (TA) in advance of your trip.  

❑ Single-faculty overnight field trips are strongly discouraged. (See illness/ emergency protocols 

below.) Faculty must have a plan to escort sick participants home.  

 

❑ Develop and maintain a trip roster with names, A numbers, and phone numbers of all 

participating students, staff, and faculty. Store this FERPA-protected with your program files.  

 

❑ All participants must complete a field trip waiver (see attached). 

❑ Driver vehicle waivers should be completed as appropriate (see attached). 

❑ All participants should complete a medical history form (optional; see attached).   

Students are advised to consult their healthcare provider about risks. They should inform their 

faculty if they are concerned that their medical situation will impact their ability to participate. 

 

❑ Overnight trips are paid from student fees. Contact the Academic Budget Office to confirm your 

fee level and trip budget.  

 

Institutional COVID Protocols: 

❑ Faculty, staff, and students must still abide by all COVID protocols established by Evergreen. If 

external organizations have stricter COVID policies, participants should observe them.  

❑ Faculty will contact various destinations to determine the limitations of facilities, 

accommodations, meals, and other relevant safety protocols. Students should be informed if 

safety protocols do not meet Evergreen’s posted standards.  

❑ All hosts, guides, or speakers, whether under contract or not, should be asked to confirm that 

they are not experiencing any symptoms and should follow Evergreen’s safety protocols during 

the visit.  

❑ In order to minimize COVID transmission, faculty should arrange for individual student rooms 

and accommodations wherever possible. It is to be expected that this will increase trip costs. 

  

  

https://www.evergreen.edu/covid19
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Pre-Departure Testing 

❑ Faculty will be provided a set of COVID-19 rapid test kits for each overnight field trip. Contact 

the Academic Budget Office for your kits.  

❑ Faculty are strongly encouraged to test themselves and their students immediately prior to 

departure. Extra test kits will be provided to allow for testing during the trip should participants 

develop COVID-19 symptoms.  

❑ Participants who test positive for COVID-19 prior to departure will not be permitted to attend 

the field trip and will follow all notification and quarantine protocols. Additionally, if a faculty 

member tests positive for COVID-19, they will not attend the field trip and the field trip will be 

cancelled. 

❑ If a student’s field trip is cancelled due to COVID-19, the college will refund that student the 

portion of their student fee allocated to the field trip.  

 

Vaccination and Health Verification Forms (HVF): 

❑ All field trip participants must be vaccinated for COVID-19 or have an authorized exemption. 

Unverified students may not participate in field trips.  

❑ Any vaccine exempt individuals on the field trip should continue to follow their accommodation 

plan. 

❑ Third parties under contract with Evergreen for in-person work must provide proof of 

vaccination or attest to vaccination. This is done during the contracting process.  

 

Transportation: 

❑ Evergreen’s Motor Pool (motorpool@evergreen.edu) has now moved to Parking Services, SEMI 

3157, effective 3/1/22. Keys and vehicle use permits are available in the Parking Services office.  

❑ Evergreen still requires two (2) drivers per van. 

❑ Faculty, staff, and students will follow COVID-19 and other protocols set by Evergreen or other 

operators while using any form of public or private transportation on a college trip. 

In case of Illness or Emergency: 

❑ The faculty trip leader is responsible for notifying the Provost’s office (provost@evergreen.edu; 

360-867-6400; mobile 360-628-6401) and/or Police Services (360-867-6140) of any emergency 

or potential emergency.  

❑ The faculty trip leader must have a plan to ensure any sick participant has an escort home. It is 

strongly recommended that at least two faculty be present during an overnight field trip.  

❑ If a student or faculty member becomes sick on the trip, they should be isolated and wear a 

mask at all times. Any sick individual should be provided with appropriate care and attention.  

❑ If symptoms are minor, they may not require a change of plans. If symptoms are serious, plans 

should be made to return the sick person home as soon as possible.  

❑ If COVID symptoms are suspected, the sick individual, or their faculty by proxy, MUST submit a 

health report (HVF) as soon as possible that same day. The COVID team will respond with any 

necessary guidance.  
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