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PART 1

This Travel Planner consist of:

Part 1

Part 2

Part 3

Protocol for Trips
Check List
Participant Priorities

Cost-out Form

Request for Funds Form
Credit Card Procedure
Trip payment procedure

Code of Conduct Form
Conduct Agreement
Role of the Advisor on Trips

. Evaluations

Vehicle Form




Protocol for Travel Requests

Ali student groups must adhere to the following guidelines for travel and for requesting funds to
travel. Please make sure that your group, along with your advisor, is familiar with parts 1, 2 and

3 of this travel planner.

1.

Travel requests are not automatically approved. You must schedule an appointment
(preferably including all officers and advisor) to meet with the Campus Center Director
or designee at least one month in advance or more to discuss details of the trip and

to get approval to move forward.

Once you have been given approval, the next step is to fill out part 2 of this “Travel
Pianner” in full. This part of the travel planner consists of a “Cost-Out” form, and a
“Approval for Funds” form. Both of these forms must be completed in full. By filling
out this part of the Travel Planner, you will actually know the true cost of the trip.

Aftér we receive section 2 of the travel planner from your group, your request will be
reviewed by a committee whose sole purpose is to review, allocate and approve funds
for student groups who are requesting SA funds to support their trips. This committee
meets once a.week 1o review requests. _

Once the committee has approved funding, the request will be forwarded to the
Director or designee for a final signature and then on to the business office for

processing.

Once your travel request is approved, all financial expenditure forms will be filled out
for all or part of the club trip to be returned to the business office. Paperwork
requesting credit cards must be completed at least two weeks in advance.

All requests for travel funds are allocated out of the “Travel Contingency Account.”
Since there are limited funds sét aside in this account, once those funds run out,
students may have the option of requesting funds from the Student Government
Association, providing they have received approval from the Director or designee.,

If a trip is canceled or any unused funds remain, the funds will be transferred back
into the “Travel Contingency Account.” Also, if the cost of your trip is reduced for
reasons such as the club suddenly decides to go with a cheaper mode of
transportation, after funds have already been aliocated to the club, then the whole
trip has to be re-evaluated, and approved funding will be reduced accordingly.



Trip Check List

*

*

Determine the number of participants for the trip.

Make sure you have communicated with your advisor about the trip. Your advisor has first
priority to accompany the club/organization. If they are unable to go on the trip, you must
seek approval from the Director/or designee to find an alternate.

Coordinate and get approval for your trip from the Director, Campus Center or his/her
designee.

Make sure you have arranged a pre-meeting with all participants, prior to the trip (see
section 2). Coordinate this meeting with the Director or designee. All participants must
attend the pre-meeting. . - : : ' :

Secure LODGING (coordinate with the Director; Campus Center or his/her designee). Make
sure you get room rates per person, cancellation fees and any other pertinent information.

Complete all REQUESTS FOR FUND FORMS for the trip through agency/projects accounts or

- Student Association accounts/projects - i.e.; lodging, advisor per-diems and carrentals.

before departure {see Travel Protocol).

If you are renting a vehicle, please make sure to complete a vehicle form and reserve your
van or car through the Campus Center Office. All drivers must turn in their license and
conviction stub to the Campus Center office for processing at least two weeks prior to

teaving.

Make copies of the Code of Conduct forms and pre and post-evaluation forms for everyone

who is going on the trip. These forms should be filled out during your pre-meeting, with the
exception of the post-evaluation form, -

Fill out the MCC Name List and Overnight Vehicle Form (see section 3). This form serves
two purposes. It will inform the Campus Center and Camipus Security of the names and
telephone numbers of all the participants who will be on the trip. Secondly, it gives Campus
Security the names and vehicles that will be parked at school while the participants are
gone, Please make sure that this form is filled out and turned over to the Campus Center 24

hours before departure.

Make sure you establish a post-trip meeting with ail participants who will be going on the
trip. Coordinate this with the Director, Campus Center or his/her designee.

Waiver Forms (release of liability form) should be filled out by all participants prior to leaving.
Your advisor will keep the waiver forms during the duration of the trip. Waivers can be
obtained through the Campus Center Office.




| Pa rtlclpants Pr;ontxes

e Priority shall be given to active members for all trips. Active members are students who
attend meetings regularly and assist in implementing of and participation in club act;v:tses

e Second priority shall be given to MCC students. These are students who attend MCC either
full or part-time. These are also students who attend classes at the Brighton Campus,
Damon Campus, Applied Tech and/or any of our satellite facilities.

e Third priorﬂy shall be given to faculty, staff and or guests. Guests are considered to be
students from other colleges, parents-and friends of students. Although we highly discourage
guest pamcmatlon on SA sponsored trips, before any guests can participate on a trip, the
sponsormg club: or organizatlon must: get approvai from the D:rector/or desagnee Iﬂgy_mugj

byVSA funds . Ciuests costs cannot be underwntten with Student Association and Agency
Account funds.
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i : For Office Use. aniy
| Accotmt Numtm
Monroe Community C_ollége Ao e a _
'Camr;)us' Center Office A,mw-'_’t Appm"eé
' ' Approved by
Date
¥rip Packets Yes : Na

Please complete this form and return it to the Campus Centat Admmxstratwe Ofﬁce in bwidmg 3-126 atieast 4
weeks {or-more), prior to the trip. A foliow-up meeting with the Director or designee is required for apgroval All

arrangements for trips (bus, transportation, Iodgmg, tickets, etc. )sponsofeé by recognized student groups must
_"be approved.in advancer Tﬂp accounts will: be 5 —up by the ampus Center for graups of 10 or more.. Ptease -

-Date of?np Fram L . " T.O.

Purposeof Trip_____ -

Pre-trip Meetmg date _ Where-

g “Club; fol L B F?hone
Advisor(s) L | ' Extensuon
Advusaz{s} R _ - e f.‘;j:_ﬁ - oo Extension
Is the tﬂp money refundable if someone canceis ? yes s no_. ~ |f yés how much $

SIGNATURE OF DIRECTOR OR DESIGNEE
(Must have signature if funds are to be coiiected for the tr.'p at the Campus Center desk)

What is the Payment deadline date

Number of participants anticipated:

Amount of deposit per person $

Total amount due {per person) by deadline date $

Number of guests anticipated:

Amount of deposit per gquest 8

Total amount due {per guest) by deadline date $




TRANSPORTATION

A. VAaNS/ TRUCKS

van(s) days miles (round trip) $
Truck(s) days : miles (round trip) $
Total $

B. CAR RENTAL

Name of Rental Co.

':I'Ot_al: $.

_car(s)$_ - _per mile x__ m“és(sf.,..

C.  Bus COMPANY

Number of seats Cost : Total §.

D. *ARLINES

Name of Airline

Flight .No. - Date of departure Time

Return Flight No. Date of Return Time
Number of people Cost per person -5 Total $
E. *Tran

Name of Company

Train number Time of departure Arrival time Destination code

Return Train Number Time of departure Return time

Total $

“Important: If airline and or train tickets have been purchased for a studentand or advisor and either
party later decides not to go on the trip, the student/advisor may be held liable for the cost of the ticket.
Exceptions to this policy would include health reasons (verified by a doctor in writing), death in the
immediate family or serious injury. These exceptions all must be werified in writing and must be
approved by the MCC Executive Diractor of the Association, Diractor of the Campus Centeror his/her

Jdesignee.




F. PACKAGE TRIP (only applicable if arrangements are done through a travel agency or chartering
company)

Fill this out only if the price of the trip is a lump sum amount which includes three or more of
these items and you made arrangements through a Travel Agency, Charter Company or

Independent Agent:

Hotel Airline Chartered Bus Admission fee

Registration fees Other

Total Package Costis $._

B »g.»P‘acew“,uj,;xu”wvw.».H H.4»H,w“”w-W“..»MH,-.‘-.,,-,.,H,,-:.g.w“u.»‘., I

Address__... . .. .

Cityizip : | S : Shone

(ask about any energy, occupancy, or state tax that may be applicable)
A:  Single Room(s) | |

rooms X $ per night x. B nights taxes =9

B. Double Room(s)

rooms x § | per night x nig-hts¥ taxes =$

C. Triples Room(s)

rooms x 3 per night x nights= taxes $ =$_

D. Quadruple Room(s) (4 in a rcom)

rooms X $ per night x nights= taxes $ =$
Miscellaneous charge
| Parking Charge Total Room/miscellanecus/taxes/parking $




REGISTRATION FEE: (TICKETS, ADMISSION, SIGN UP)

Students (s) x$ ‘per student = $
Advisor(s) x§ per advisor = §
ToTAL §
Tours/ Tickets/etc.
- Students (s) x$ per student=$
Adviso.iﬁ(.s) x$ . per advisor =$_
: Students __("s__) x$ _ per studem--?'$ :
‘Advisor(s) x$._______~ peradvisor=9$___
ToTAL $

MISCELLANEOUS FEES

Students (s)x$___ ~ perstudent=$
Advisor(s) x$ per advisor = §
TotAaL $

ADVISOR(S) PER-DIEM:

Advisor(s) per day = x days = $

Total $

Student Association (SA) budget pays full for (registration, fransportation/Advisor's per-diem)



SUMMARIZING FUNDING SOURCES:

®  Student Association Budget
ffunds awarded from the Trave! Contingency)

e - Student Association Funds
{from other sources}

o Agency. Accounthro;ect funds

{tunds from the club’s fundraising account)

lnchvtd«uat P‘_ '_rtlmﬁants Contnbutions

st'of ?the Tﬂp

. Student Signature

Advisor's Signature

*Advisor's 'téf‘ej;:hone némbé-i' (é-mefg'_'e.ncy contact number wbiié :Qﬁ trip)

Approved by Director and/or designee

* mandatory information




MCC STUDENT ASSO‘C‘!AT!ON CREDIT CARD PROCEDURE

s Astudentor advisor who is authorized with paperwork to utilize the club credit card must submit the
paperwork for purchases two days before the anticipated date of use. For trips, the paperwork must
be completed and submitted one week before the date the credit card is needed.

¢ The card may be signed out from the Campus Center Service Desk anytime during normal business
hours,

e The card must be returned within twenty-four hours of signing out the card, or within twenty-four hours
of returning from a trip. Receipts must be turned in at the time the card is turned in.

ent, and or advisor does not follow these procedures, the student's of the advisor's-privileges of
he club d e femainder of the:semester: In some cases, if abusesof . .

of card usage can be permanent. -

| TRIPPAYMENTPROCEDURE . . ..

Trip payments are made at the Campus Center Service Desk. We accept payment in cash, money order,
and credit card: Checks.are also accepted as payment IF our check writing/cashing policy is followed;

(one $25.00 maximum-check per student per day) AND IF it is prior to three (3) weeks before the date of
the trip. No checks will be accepted within three (3) weeks of the date of the trip:



Justification Form

Please fill out this form in detail, giving as much information as possible.

1.  Isthis trip an educational social both

2. Estimate how many students will be going

3. If this an educational trip, please explain just what activities/events will be taking place.

4. What are the go_a%s you hope to accomplish (explain in detail)



APPROVAL FOR FUNDS (TRAVEL CONTINGENCY)

Travel Committee

if you are requesting funds to support your trip, you must fill this form out. Please make sure you answer all
questions.

Based on the “Cost Qut"” form, please fill out the following:
Total cost for

Lodging $
Transportation $
Tours/Tickets $
Per Diems $
Other (explain) $
Total $
Funding Components:
How much are you asking from the Travel Contingency: $
How much are you contributing out of the Agency/project acct $_.
How much {total) will be coming from individual participants $
Other sources (please name) %
Total 3
Date submitted : by
W
Signed: Finance Coordinator
Senator
Senator
Senator
Appraved Qate_ / / Ameunt
Not approved Date /I
Reason
Signature
Direcior Designee
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Code of Conduct Regulations

PREAMBLE

in any organized group of people, # is essential to define the rights and responsibilities of the individuals in that
group. Students, faculty, administration, staff and visitors form a society or a group at Monroe Community
College. In defining the rights and responsibilities of individuals, Monroe Community College adheres to the 1967
Joint Statement on Rights and Freedoms of Students, the 1940 AAUP Statement on Principles of Academic
Freedom and subsequently approved Interpretive Comments (1970). Nothing contained herein shall be
construed to -be in conflict with the aforementioned documents. These rules are not intended to repeal,
supersede or preclude any other rules related to the same subject matter except to the extent that they are
inconsistent therewith.
I. JURISDICTION
AThe rules hereby adopted shall govern the conduct of students, faculty, and other staff, licensees,
organizations, invitees and all other persons whether or.not their presence is authorized upon the campus: of
the-Coliege; and ‘also upon or'with respect to. any other premises or property under the. control of the Coflege
‘used in its teaching, research; administrative, service, cultural,: recreation, athletic and other programs and -

B.Except for College:sponsoréd off<campus-programs, it is the intent of the College to leaye'disg@p}i_lﬁaéry action’
with respect to off-campus- offenses of students to. civil authorities. It must be noted, however, that there are
certain officampus offenses that by their very nature pose a serious threat to the College community. in such.

_..cases, the College reserves the right to take appropriate action.

il. CONDUCT

A. Prohibited Actions. The following actions or conduct are prohibited. . _

1. The obstruction or disruption of any ‘Eotiege function or -activity, including the classroom. instructional

environment, administration of the parking program and service functions and activities.

2. The obstruction of the free flow of pedestrian or vehicular traffic, or the free access to, or exit from, any part

of the College premises whatever.

3, Th'a_uqa:tgihqriz,e\diﬁs,g_.aﬁ'pccyp_étien of; or entry to, College grounds; buildings or premises.

The theft of, or damage to, property belonging to the College, College persormel or students.
5 The detention, physical abuse or intimidation of any person, or threat thereof; or any conduct that threatens
or endangers the health, safety, or welfare of any person on College-owned or operated property or at

=

College-sponsored activities.

6. The us_e' of cbscene or ab_us:i've_' language or any other means of expression, language, or action that may
reasonably be expected to provoke of encourage physical violence by other persons.

7. The illegal possession, use, sale or transfer of any controlled substance.

8. The use, sale, transfer or possession of alcoholic beverages on College premises, except in those specific
instances when express official prior authorization has been granted in writing from the Office of the

President.
9. Smoking in restricted campus areas.
10. Gambling or money being exchanged or wagered.

11. The possession (without express official authorization granted in writing by the Office of the President) of
any firearm, weapon, or other dangerous instrument that may cause injury or damage to person or property.

12. The aiding, assisting, or abetting of any person or persons in any action or conduct stated to be prohibited.

13. The refusal to obey any reasonable or lawful request, order, or directive of a College public safety officer, a
teacher, College administrator or any other identified representative of the College.

14. Any action or situation involving physical or mental abuse, harassment, intimidation, stalking, hazing, the
forced consumption of liquor, drugs, or any other fiquid or solid substance, for any purpose including
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initiation into or affiliation with any organization on College-owned or operated property or at Coflege-
sponsored activities.

15. Any conduct which constitutes a violation of the laws of the United States, the State of New York, Monroe

County, and the Town of Brighton, or any other civil jurisdiction.

B. Picketing, Assembly and Demonstrations. All activities in the nature of peaceful picketing, assembly (other
than scheduled and approved), and demonstrations on the part of students, faculty, staff and visitors shall be
confined to the exterior of the buildings, unless permission is granted by the appropriate Vice President.

C.Identification. Any person {student, faculty cr staff) on College property or at a College function is required to
present hisfher College ID upon request.

lil. DISCIPLINARY SANCTIONS

Ail personnel of the College are inherently responsible for the maintenance of acceptable conduct of persons on
the College premises. Such a responsibility can be manifested as informally as a verbally expressed concern to
a transgressing individual or a more formal expression of concern to a department head, divisiona! dean, or Vice
President. Formal groups and representatives of formal groups, such as Student Association representatives,
Public Safety personnai members of the faculty, staff, and administration, assist w;th the governance of the
mshtutlon .

In an instance of a vrolatrcn the President or appropriate Vice President has the authority to make a

determination and tmpose the sanction.
The indlwd’uai has the nght to appeal the sanction in the determination made in the first anstance

Appiwauen of College. disciplinary. procedures. regarding. any .of the.preceding 15. sub-sectfons will.not. preciude ...

criminal or civil prosecution by any party having a legal right to prosecute.

A.Authority of the President. The President, under authority delegated by the Board of Trustees, is
empowered to request police assistance from local, state, and federal agencies. The President may also
make the decision {o initiate injunction proceedings when deemed necessary.

B.Procedure for the Ejection of Persons. Any person or persons who refuse the request or command of an
authorized representative of the College to cease or desist in any prohibited conduct may thereafter be ejected
from the. prem&es

C. Resﬁtuﬁon In.all disciplinary violations involving theft and/or damage to College property, restitution may be
required. The form of this restitution is to be determined by the appropriate Vice President.

D.Student Disciplinary Sanctions. Any student of Monroe Community College, who engages in any act or
conduct. herein proscribed, may be subject to one of the following penalties. The degree of viclation and
matters of extenuation shall be taken into account, along with alt relevant circumstances, in determining the
appropriate sanction. A sanction need not in every case be imposed, and no sanction shall be imposed more
setious than is clearly appropriate in the circumstances. The sanctions that may be imposed by the Vice
President, Student Services, are as follows:

Reprimand: An oral statement to the student that he/she has violated College rules. This admonition should
include the nature of the violation and the consequences of further transgression.

Censure: A written statement that repetition of wrongful conduct would be foliowed by more severe
disciplinary action. Such written statement shall become a part of the College’s disciplinary file.

Disciplinary Probation: An official action informing the individuat that the violation of any College regulation
during the probationary period may resuit in suspension or expulsion. During this specified period, the
individuat may be excluded from acting as a representative of, or participant in, any College co-curricular
activity or program, and may be restricted or denied the use of or participation in certain College facilities
and/or activities. Such written statement shall become a part of the College’s disciplinary file and the student's
educational record.

Suspension. Discontinuance from classes and other privileges or activities set forth in the notice of
suspension for a definite period of time. Such written statements shall become a part of the College's
disciplinary file and the student's educational record.



Summarily Suspended. Discontinuance from classes and other privileges set forth in the notice of
suspension for a definite period of time. An individual summarily suspended has the right to an immediate
hearing with the Vice President, Student Services. In addition, a summarily suspended student has the right to
a second hearing as prescribed in Section IV, Appeal from Disciplinary Sanctions. Such written statements
shall become a part of the College's disciplinary file and the student's educational record.
Expulsion. Termination of student status at the College. Such written statement shall become a part of the
College’s discipiinary file and the student’s educational record.

E.Faculty and Staff Disciplinary Sanctions. Violations of prohibited actions by faculty and staff shall be
handled through the procedures outfined in the appropriate civil service law, contractual agreement, or the
Board of Trustees Potlicy Manual.

IV. APPEAL FROM DISCIPLINARY SANCTIONS

A.Composition of the Appeals Hearing Committee.

1. The Appeals Hearing Committee shall consist of:

a.a permanent chairperson appointed by the President from a list of administrative faculty submitted by the

' Faculty Senate and Student Senate. ' _

b.two'faclity members ‘r_andcr’nly._s_'elected by computer from the fuli-time facuilty.

c. two student members appointed by the President of the Student Association at the Brighton Campus
or the President of the Student Parllament at the Damon City Campus.

2. With the accused's agréemant, & hearing can be held without a ful ‘board. However, at least one student and

. one faculty member must be present.

B.Treatment of Accused Pending Appellate Hearing.

if a student appeals the judicial decision of the Vice President, Student Services, the status of the student shall
not be altered except for reasons relating to the student’s physical or emotional safety and well-being, or for
reasons relating to the safety and well-being of students, faculty or Coltege property.

C.Appeal Procedure. '

1. Any student found guilty of a violation of the Conduct Regulations by the Office of the Vice President, Student
Services, may appeal-the decision to the President of the College. Such appeal must be made in writing to the
President within 72 hours of the written notification of the Vice President. For just cause, the Vice President,
Student Services, may waive the 72-hour requirement.

2. Such letter of appeal must contain reasons for the appeal. Normally, appeals may be made on three bases:

a. New evidence.
b. Violation of due process.

c. Improper penalty.
3. The President, upon receipt of a letter of appeal, shall forward the same to the Chairperson of the Appeals
Hearing Committee. The Chairperson will select the hearing board as previously described.

-13-



D.Hearing.

1.

The hearing shail be convened within ten class days or ten weekdays the College is open after the receipt of
the written appeal. Extension of this date may be permitted by mutual agreement of the Vice President,
Student Services, and the accused. However, no hearing shall be held later than thirty days after the close of
the semester in which the incident occurred.

. The Hearing Committee shalt review the facts of the case, hear testimony, consider disciplinary action, and

render a majority decision to uphold, reject, or modify such action of the Vice President, Student Services. In
the hearing, both the accused and the accuser shall have the right, or representation, of advisors of their
choice. The advisors will provide support to the accused and the accuser and will be present to offer
clarification as the need arises. The advisors are not present to argue the case for the accused or
accuser but to encourage and aid in the presentation before the Appeals Hearing Committee. They
also have the right to call additional witnesses. The burden of proof of the charges rests with the accuser.

. A transcript of all testimony at the hearing in the form of a tape recording is required, and will be available

upon request to the accused and accuser upon written request to the President. A tape recording of the
deliberations- of the commlttee is reqmred and will be available onEy to the President.

. The Heanng Commtttee shall communicate its conclusions and recommendation in writing to the President of '

the College within 24 hours- after completing the hearing. The commitiee’s recommendation shall be one of
the following:. -

a. Reject the appeal.

b. Recommand amodified penalty

¢. Recommend the accused be exonerated of the charges. The committee shall include in its written

recommendation to the President the reasons for its decision and the justification for its recommendation.

. Both the accused and the accuser shall have the right to file, within 24 hours of the conclusion of the hearing,

a post-hearing statement with the President.

. The President shall review as promptly as possible the recommendation of the Hearing Committee and post-

hearing statement, if submitted, as well as the original decision of the Office of the Vice President, Student
Services, and shall render a final decision that shall be binding on all parties. In no case shail the decision of
the President be more severe than the original sanction imposed.

E. Finality of Judiciai Process. The President’s decision represents the final process within the institution of al

judicial matters.

(Adopted by Monroe Community College Board of Trustees July 16, 1968.) (Revised by Monroe Community
College Board of Trustees November 25, 1980, and October 17, 1991.)

*Revised material is shown in bold ltalics print.
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Monroe Community College Campus Center/Student Association
Student Travel Conduct Agreement

1. Students participating in College/SA-sponsored trips agree to adhere to the MCC College
Code of Conduct at all times.

2. Students participating in College/SA-sponsored trips agree to abide by all civil laws in the
jurisdiction in which they are traveling.

3. Participants are expected to be on time for scheduled ewnts and attend every required
event.
4. The possession, purchase, use or sale of anyiliegal substance is prohibited.

5. Alcohol purchase or consumption during COIieg;élSK- sponsored trips is prohibited.:
6. Participants agree to notify their adﬁsé‘ffsponsor of their whereabouts atvét‘f_l-fimes.

7. Advisors are responsible for supervision of trip participants and hold a position of authorky
. within-MCC and are to be accordedcourtesy and respect at ali times during the trip.
8. Students participating in College/SA-sponsored. frips vag_m‘é,tp mram&l!yinsm{ the costofa
return ticket home should any of these rules be disregarded and it be deemad necessary by
the advisor to immediately leave the group and be sent home.

| agree to the above conditions:
(participant)



Role of the Advisor on SA Sponsored Trips

The Advisor is a key element to students when organizing, planning and implementing their trips.
Advisors also play an important role through the duration of any trip.

Prior to the Trip:

. Mee_t with the Director of th-eCamp-us_- Center or his/her designee to go over ali
information pertaining to the trip. In most cases the advisor, student leaders and the
Director/designee will meet together,

. ' Atthough student !eaders are encouraged to be ac’czvnty mvolved in the p annmg of SA

-« ','The ad\nsar shouid have com@le:te control over any credit cards that the student
o 'efgamzatsen may-be-applying for to-secure-(i.e. hotel, transportation, miscellaneous
expenses) on the trip. All receipts on in the possession of the advisor and should be
turnedin to the Campus Center upon return of the trip : =

) Make sure the student group has set up a pre-meeting with everyone who is going on
the trip. In most cases the Director and/or designee will be present at this meeting to
_ensure ‘that everyone understands the rules and pollcaes of the college and the Student

" Association.

. Waivers and Code of Conduct forms are distribute and signed by every student going on
the tnp These documents are in the possession of the advisor(s) while‘he/she is on
the trip. In case of an emergency, the waivers provide the advisor with vital information
(who to contact in case of iliness, disruptive behavior, etc.). Upon returning from the
trip, these documents are tumed over to the director/designee of the Campus Center *'

to be filed away.

. Students must have a bonafide agenda prepared for the trip in which the advisor has
had an active role in helping to prepare. A copy of that agenda must be given to ali
participants and one copy is to be forwarded to the Director/or designee.

. Only advisor(s} to the club or organization are allowed to travel with the club or
organization as official advisor(s). If there is a need to add an additional advisor on the
trip, you must get approval from the Director/or designee before the trip.



Evaluations
Pre-trip

Name
Club,

in preparing for this trip what are your expectations?

T “ From aft educational point of view what are some of your goals?

For just a moment forget about the “fun” part of the trip, reflect on the true meaning for attending this trip. Please
explain in detail, just what motivates you to want to come on this trip?
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Evaluations

Return Trip
Name____
Club name

Were your objectives met, now that the trip has come 10 an end? How were they met and were there any roadblocks
that stop you from obtaining your goal?

How did your expérien-ce help you as a leader or expand youf bersbnai gfowth

What leadership skills did you apply on this trip {(i.e. communication skills, conflict resolution, active listening) etc.

If you were to attend this trip again, what would you do differently?

What did you learn about your seif?
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