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Fort Lewis College 
Risk Management Procedures for Academic Programs Held Off Campus 

 
I. Introduction 

 
This manual outlines the risk management procedures and guidelines related to Local/Day, Overnight, 
Field School and Faculty Led Study Abroad programs in compliance with the Risk Management for 
Academic Programs Held Off Campus Policy.  Generally, Academic Programs Held Off Campus begin and 
end on campus.  In some instances, class may meet off campus.  Students who join or leave a program 
or transport themselves to an off campus class location do so at their own risk. 
 
Faculty and staff leading an academic program held off campus must have experience and 
demonstrated competence, be aware of the potential hazards involved in the Program, follow 
established policies and procedures, and fully understand the degree of responsibility inherent in their 
position as Program Leaders.   
 
The president, provost, vice presidents and deans, upon consultation with the Office of Environmental 
Health and Safety and/or International Programs Office, reserve the right to cancel any activity or to 
direct substitution of a dangerous activity if proposed mitigation efforts do not reduce the risk to the 
students.  Reasonable safety standards must be met at all times. 
 
 

II. Detailed Policy Requirements 
 
All campus policies including the faculty handbook and the Student Conduct Policy apply to Academic 
Programs Held Off Campus.   
 
The following provides detailed information regarding the minimum policy requirements related to an 
Academic Program Held Off Campus (Program).   
 

1. The itinerary for each program must include: 
a. Dates and times 
b. Location(s) including GPS data, if needed 
c. Mode(s) of transportation 
d. Emergency contact lists for all faculty, staff, student, or Authorized Volunteer Program 

Participants 
 

2. The Program Leader must have a system in place for knowing who is in attendance and the 
approximate locations of attendees when apart from the Program Leader. 

 
3. The Program Leader must convey information about safety expectations and practices. This 

information will be provided in a manner deemed most effective for participants’ learning and 
application and may occur through a combination of course documents (such as syllabi), pre-trip 
briefings, and field discussions.  Safety information must include a review of anticipated hazards 
and possible precautions and/or steps necessary to mitigate the risk of injury during the 
program.  The Program Leader will ensure that any pertinent safety information conveyed to 
Program Participants is documented. 
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Goals of safety briefings: 

• Guidelines and procedures described by the Program Leader 
• Type of hazards and risks, identification and mitigation, that might be encountered on 

the program 
• Skill level and physical abilities needed to participate in the program 
• Discussion of any legal, environmental, cultural or religious conditions expected with the 

program 
 
Safety information can include the following: 

1. Some potential hazards of a program could include: 
a. Weather, such as extreme heat or cold, lightning, and snow. 
b. Deep or fast moving water 
c. Animals, insects, or plants 
d. Falling rock 
e. Inadequate participant preparation 
f. Tool use 
g. Transportation  
h. Contaminated food or water 
i. High altitude 
j. Crime in location of the program 
k. Etc. 

 
Working Alone 

• To accomplish some learning objectives, it may be necessary for individuals or small 
groups of Program Participants to be in a remote area some distance from a Program 
Leader. If necessary for a person to work alone or in small groups, a system must be 
instituted for regular check-ins with a second person.   

• Check-in systems, when required, must be reviewed and approved by the Program 
Leader. 

 
4. Signed Release from Responsibility, Assumption of Risk and Waiver, and Indemnification 

Agreement (Appendix C/ D) are required for all Program Participants.  The Program Leader is 
responsible for ensuring all waivers are signed and dated.  Signed waivers will be kept on file in 
the appropriate Deans’ office for at least three years. 

 
5. The Program Leader must have a plan for emergency and non-emergency situations.  An 

emergency is a situation where any Program Participant is in danger of or has suffered from 
serious injury/illness or death, which could include a student who is missing for greater than 1 
hour.  The Fort Lewis College Academic Program Held Off Campus Emergency Action Plan (EAP) 
is found in Appendix E.  
 
Following are important points for the Program Leader to consider when considering how the 
EAP will be implemented for any particular Academic Program Held Off Campus: 
• The Program Leader is responsible for facilitating any emergency response. If the Program 

Leader is not available to perform this duty, the Program Leader must designate an 
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alternate.  The designated alternate should have the appropriate skills and/or knowledge of 
emergency response and be identified in advance of the program.  

• The Program Leader and designee must be familiar with the emergency medical facilities 
located near the Program destination.  Contact information for these emergency medical 
facilities must be current and in possession of the Program Leader at all times. 

• The Program Leader and designee must have access to emergency contact information for 
all program participants.  

• The Program Leader and designee must be trained in a minimum of basic first aid and/or 
basic lifesaving training.   The College will provide training opportunities for Program 
Leaders and alternates. The Program Leader is responsible for coordinating such training 
with the College in advance of the Program.  

• The Program Leader must provide for communication from the field at all times during the 
program.  For programs out of cell phone range, the Program Leader will be provided a 
satellite phone.  

 
6. Program Leaders will ensure that all documentation, including training, waivers, releases, 

emergency contact information and all applicable departmental requirements are provided to 
the Department Chair (administrative office) before the commencement of the program.  
Program Leaders will submit trip information via the campus wide travel registry for information 
management of all programs. 
 

7. Program Leaders will submit trip information via the campus wide travel registry for information 
management of all academic programs held off campus. 

 
 

III. Guidelines 
 
The guidelines listed below will be used to assess, mitigate, and monitor the College’s level of risk with 
academic programs held off campus activities: 
 

Conduct 
• Safety of all participants is paramount.  All safety rules and regulations indicated by the 

Program Leader or Faculty/Staff must be followed.  Program Participants who willfully endanger 
the safety of him/herself or others will be required to leave the Program immediately or at the 
earliest time possible. 

• The Program Leader has the responsibility to enforce compliance with College policies and the 
Student Conduct Policy by all students participating in the Program as would be expected in the 
traditional classroom setting. 

• The College is not liable for any loss, damage, injury or other consequence resulting from a 
Program Participant’s failure to comply with College policies, rules and regulations, and 
applicable laws while participating in the Program. 

• All Program Participants are responsible for their personal conduct while on the Program.  The 
College has no obligation to protect Program Participants from the legal consequences of 
violations of law or unlawful behavior for which they may be responsible. 

• Violations of Program rules and procedures or the Student Conduct Policy during a Program may 
be the basis of appropriate sanctions, including the initiation of formal charges under applicable 
provisions of the Student Conduct Policy or other College policies. 
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Alcohol/Drugs/Weapons 
• Alcohol: the abuse or unlawful use, consumption, transportation, offer for sale, manufacture, 

dispensing, sale, distribution, possession of alcohol, or inappropriate behavior resulting from the 
use of alcohol is a violation of the Student Conduct Policy.  

a. During an academic program held off campus, the faculty member may confiscate and 
destroy alcoholic beverages as deemed appropriate. 

• Drugs: the use, possession, or distribution of drugs or drug paraphernalia that is unlawful under 
either federal or state law; use, possession, or distribution of controlled substances that is 
unlawful under either federal or state law; alteration of a drug prescription; or inappropriate 
behavior resulting from the use of drugs or other substances is a violation of the Student 
Conduct Policy.   

• Possession or use of marijuana or medical marijuana on campus, in state-owned vehicles or at 
the site of the Program is a violation of the Student Conduct Policy.   

a. If a faculty member is aware of students in the possession of illegal drugs, including 
marijuana, the faculty member should ask the student to destroy the drugs at the 
earliest time possible. 

• Weapons or explosive devices of any kind are prohibited during the program. 
 

Other Guidelines 
• Ratio of Program Leaders to students should be determined by past practices and incorporating 

risk matrix analysis protocols on a discipline-specific basis.  The Office of Risk Management will 
collaborate with Program Leaders to develop risk matrix analyses. 

• Students with disabilities should be permitted to participate in academic programs held off 
campus, and programs should be arranged in ways that reasonably accommodate student 
disabilities as defined by the Americans with Disabilities Act (ADA).  Full consideration will be 
given by investigating the accessibility of the destination as well as transportation resources.  
Physical requirements should be clearly delineated and students should be afforded the 
opportunity to complete an alternative activity in the event that participation in the Program is 
not feasible.  Faculty members are encouraged to consult with students regarding accessibility 
concerns and may contact Disability Services for assistance. 

• Claims should be reported to the following offices: 
o FLC Risk Management Office 970.247.7272 for property and liability claims. 
o FLC Human Resources Office 970.247.7423 for workers’ compensation claims. 

 
 

IV. Responsibilities 
 

Program Leader Responsibilities 
1. The Program Leader is responsible for the safety of all Program Participants on an Academic 

Program Held Off Campus. 
2. The Program Leader should ensure appropriate supervision is maintained and safe practices are 

followed for the duration of the Program. 
3. Before the Program is initiated, it is recommended that faculty have visited the Program 

destination previously.  However, if this is not feasible, the route and destination should be 
sufficiently researched so that the following are known:  ingress and egress routes, foreseeable 
hazards and their associated risks, emergency evacuation routes, any potential complications 
with field communication, site specific logistical issues that may negatively affect the trip, and 
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participant behavioral expectations. This information must be documented by the Program 
Leader. 

4. The Program Leader is responsible for ensuring Program Participants receive any necessary 
training with regard to equipment or special procedures.  Hazards associated with use of the 
equipment or special procedures must be communicated to the Program Participants.   

5. The Program Leader may enforce the provisions of this Academic Programs Held Off Campus 
Policy by withdrawal or limitation of privileges, or, in the event of repeated violations, by 
excluding the offending person from further participation.  The Program Leader shall arrange for 
return transportation to convey the offending person(s) back to campus if the situation is so 
warranted.  The cost of such return transportation will be charged to the offending person(s). 

6. The Program Leader should provide for emergency communication to the campus.   
7. If an incident occurs during a Program, it is the responsibility of the Program Leader to manage 

the incident in a way that will maximize student safety.  The Program Leader will document the 
incident by having at least one person who has direct knowledge of the incident complete an 
incident report as soon after the incident as possible and preferably before returning to campus.   

8. The Program Leader will identify any safety equipment Program Participants must provide for 
the trip and emphasize that students must have this equipment or they will not be allowed on 
the trip. 

9. If proof of insurance is requested by the host site, a Certificate of Insurance (COI) will be 
provided by the college’s insurance broker.  The Program Leader should contact Risk 
Management at 970-247-7272 to request the COI.  Most COI’s can be generated within five (5) 
business days from the date of request. 

10. The Program Leader will ensure that all documentation, including waivers, emergency contact 
information, incident reports, and all applicable departmental requirements are provided to the 
Department Chair before the commencement of the Program. Records from each Program 
should be kept for three years following completion of the trip. 

11. Faculty and staff members participating in the Program will be held to the standards in their 
respective handbooks. 
 

Student Responsibilities    
1. Students are responsible for their own behavior and the impact of their behavior on other group 

members. 
2. Students are expected to read and understand all safety information provided by the Program 

Leader in advance of the program.   
3. Students participating in Academic Programs Held Off Campus are expected to follow all safety 

guidelines for the trip and to conform to the standards of behavior published in the Student 
Conduct Policy. Any violation of the Student Conduct Policy or of local, state or federal laws may 
result in disciplinary action or sanctions by the college.  Disruptive behavior that threatens the 
health and safety of Program Participants or interferes with a faculty member’s ability to teach 
will not be tolerated.  Such behavior will be dealt with at the discretion of the Program Leader 
and may include: contacting law enforcement, dismissal from class, and/or issuing a negative 
grade.   

4. Any students who arrive early at the site, or remain at the site after the Program is completed, 
do so at their own risk.  The Program Leader should document these situations, as well as any 
student who leaves the Program early. 

5. Students are responsible for checking with their medical doctor to determine if they have any 
medical, physical or psychological condition(s) which might create a risk to themselves or others 
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during the Program. Students are responsible for their personal medical conditions and for 
providing their own medications. 

6. Students are required to inform the Program Leader of any and/or all special health conditions.  
This information will be kept confidential by the Program Leader. 

7. Students are expected to report any incident or injury to the Program Leader regardless of the 
seriousness of the incident or injury. 

8. Students are not to place themselves or others at risk of injury during the Program through 
inappropriate/non-approved behavior not part of the Program activities.  Students must act 
appropriately during the Program. 

9. It is the responsibility of the student to obtain proper personal medical and injury insurance. 
10. Any Program Participant that needs to be rescued or transported to a medical facility due to 

their own inappropriate actions or behaviors will be expected to bear all costs associated with 
rescue and/or medical transport.  

 
V. Transportation 

 
1. Refer to the Physical Plant website for detailed information on vehicle rental and driver training 

requirements.   
http://www.fortlewis.edu/physicalplant/OurServices/TransportationServices(MotorPool).aspxl  

2. If a Program utilizes a college vehicle, either owned or rented, the Program should have an 
Authorized Volunteer Driver (faculty/staff/authorized volunteer) to be a driver or passenger in 
the college-owned vehicle for the duration of the trip.  All drivers must complete the required 
driver safety classes.  

3. If a faculty/staff member or other College official uses her/his personal vehicle for 
transportation, the vehicle owner’s own insurance policy will serve as the primary policy for 
medical, liability and property damage.  The College’s insurance will serve as the secondary 
insurance policy. 

4. Those riding as a passenger in a private vehicle must understand that Fort Lewis College, faculty, 
personnel or volunteers are not in any way responsible their safety during the Program.  Any 
losses that occur, including theft, vehicle damage, injury or medical treatment in the course of 
traveling is the responsibility of the owner and/or driver of the private vehicle. 

5. If a chartered bus is rented, the charter bus company must have sufficient insurance and submit 
a Certificate of Insurance (COI) to the Risk Management Office at Fort Lewis College at least four 
(4) weeks before the program begins. 

6. All drivers hired by the Program Leader must have a current, clean commercial driver’s license. 
(CDL) and be approved as Authorized Volunteer Drivers before the program by the Fort Lewis 
College Risk Management. 

7. Any traffic or parking violations are the sole responsibility of the operator of the vehicle. 
 

  

http://www.fortlewis.edu/physicalplant/OurServices/TransportationServices(MotorPool).aspxl
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Appendix A 

Definitions 

 
Academic Programs Held Off Campus:  An excursion away from the college campus that is organized 
and/or sponsored by an operating unit of the college, or by a faculty member or other authorized 
employee of the college, for an academic purpose that is related to an approved program or activity of 
the college.  This definition does not include students conducting research on their own time, 
internships, individual student travel to conferences, and individual activities or placements in the 
context of the teacher education program or international study abroad placements of individuals 
through the International Programs Office. 

Local/Day: A field trip occurring within the same day 

Overnight: A field trip occurring within the United States and includes at least one overnight stay 

Field School:  Occurs within the United States and takes place over multiple weeks 

Faculty Led Study Abroad (FLSA): Occurs at a location outside of the United States 

Authorized Volunteer: Those individuals not affiliated with the College as employees or students, 
designated by the Program Leader to provide expert information and/or participate in the activity and 
traveling with the program participants.  Authorized Volunteers must comply with volunteer guidelines, 
including the completion of the Authorized Volunteer Form in advance of the Off Campus Academic 
Program.  https://www.fortlewis.edu/health-
safety/RiskManagement/AuthorizedVolunteerDriverInformation.aspx 

Authorized Volunteer Driver:  A person driving a college vehicle (owned or rented) that is not an 
employee. An Authorized Volunteer Driver must be at least 21 years of age, possess a clean driving 
record and participate in required training. 

Program Leader: The person responsible for the Off Campus Academic Program who is a faculty/staff 
member qualified to lead the Off Campus Academic Program based upon education and/or training. 

Off Campus Academic Program Participants (Program Participants):  Includes Fort Lewis College faculty, 
staff, teaching assistants, students, and Authorized Volunteers participating in the trip. FLC faculty, staff 
and students not part of the class or program may participate with permission of the appropriate Dean, 
but they do so at their own risk and they must follow the same guidelines and requirements as other Off 
Campus Academic Program Participants, and sign the necessary release form. Pets may not participate 
in Off Campus Academic Programs, however, Service Animals may be allowed in compliance with ADA 
rules and regulations. 

Student: Full-time or part-time student enrolled at Fort Lewis College. 
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Appendix B 

Approval Matrix 

 Local Overnight Field School Faculty Led Study 
Abroad 

Approval 
Required 

Department Chair 
/  Program 
Director 

Department Chair 
/ Program 
Director 

Dean, by 
scheduling the 
class 

• Dean, by 
scheduling the 
class 

• Director of 
International 
Programs 

• Subject to 
review by 
Environmental 
Health and 
Safety Office 
related to 
unsafe travel 
conditions 

Itinerary One itinerary with 
schedule for the 
entire semester, 
roster, emergency 
contact 
information and 
waiver 

Itinerary for each 
trip with an 
overnight stay 

Itinerary for the 
entire Field 
School 

Itinerary for the 
entire trip / 
semester 

 Filed with 
Department 
Chair/Office 

Filed with 
Department 
Chair/Office and 
Dean’s office 

Filed with 
Department 
Chair/Office and 
Dean’s office 

Filed with 
Department 
Chair/Office, Dean’s 
office and 
International 
Programs Office 

Roster of 
Participants/ 
Liability 
Releases 

• One roster for 
the semester 

• One Liability 
Release signed 
by each 
student for the 
semester 

One roster and 
Liability Release 
signed by each 
Program 
Participant for 
each trip 

One roster and 
Liability Release 
signed for the 
Field School as a 
whole. 

One roster and 
Liability Release 
signed by each 
Program Participant 
for each trip 
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Appendix C / D 

Fort Lewis College 
Waiver, Release, Assumption of Risk, and Indemnification Agreement (the “Agreement”) 

READ THIS DOCUMENT COMPLETELY BEFORE SIGNING 
 
Student/Participant Name: ________________________________________________    Age: ________  
 
Address: ____________________________________________________________________________ 
 
Activity/Course: ______________________________________        Term/Year: __________________ 
 
In consideration of the State of Colorado, acting by and through the Board of Trustees of Fort Lewis College, granting 
me permission to participate in the above-referenced course and/or activity (the “Activity”), for myself, my heirs and 
assigns, I hereby acknowledge, recognize and assume the risks involved in the Activity and any risks inherent in any related 
activities to which I may voluntarily participate.  I expressly assume the risk of and accept full responsibility for any and 
all injuries, including serious bodily injury and death, property damage, and accidents which may occur as a result of my 
participation in the Activity.    
 
For myself, my heirs and assigns, I hereby waive and release the State of Colorado, acting by and through the Board of 
Trustees of Fort Lewis College, its officers, employees, agents, and representatives (the “Released Parties”) from all claims, 
liabilities, causes of action, and damages that in any way arise out of or are connected with my participation in the Activity.   
 
For myself, my heirs and assigns, I hereby agree to indemnify, defend and hold harmless the Released Parties from any 
and all claims, liabilities, causes of action, damages, costs, including attorneys’ fees, that may be incurred as a result of my 
participation in the Activity.  
 
I hereby consent to receive medical treatment which may be deemed advisable in the event of injury, accident and/or 
illness during my participation in the Activity.  I understand that I am solely responsible for any costs arising out of any 
bodily injury or property damage sustained through my participation in the Activity.   
 
To the best of my knowledge, I am not aware of any physical disability, medical condition or health related reason that 
would preclude or restrict my participation in the Activity.  While participating in the Activity, I agree to follow all 
applicable College policies and procedures, including the Student Code of Conduct. 
 
Nothing in this Agreement shall be construed to waive or limit, or otherwise modify the governmental immunity of the 
Released Parties under the Colorado Governmental Immunity Act, §24-10-101, et seq., C.R.S. (the “Act”). Any claims for 
injuries to persons or property arising out of negligence of the Released Parties is subject to the Act, as now or hereafter 
amended. 
 
This Agreement shall be governed in accordance with the laws of the State of Colorado. This Agreement is intended as 
the complete integration of all understandings between the parties.  No prior or contemporaneous addition, deletion, or 
other amendment hereto shall have any force or affect whatsoever, unless embodied herein in writing. 
 
THIS IS A WAIVER AND RELEASE OF LIABILITY.  IF STUDENT/PARTICIPANT IS UNDER 
EIGHTEEN (18) YEARS OF AGE, SIGNATURE OF A PARENT OR GUARDIAN IS REQUIRED.  I 
HEREBY CERTIFY THAT I HAVE READ AND FULLY UNDERSTAND THIS WAIVER, RELEASE, 
ASSUMPTION OF RISK AND INDEMNIFICATION AGREEMENT. 
 
 
      __________________________________________________ 
 Signature of Student/Participant   Date 
      __________________________________________________ 
 Signature of Parent    Date 
 (if student/participant is under 18 years of age) 
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Appendix E 
 

EMERGENCY RESPONSE INFORMATION / FLOWCHART 
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Appendix E 
 

EMERGENCY RESPONSE INFORMATION / FLOWCHART (con’t) 
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Appendix E 
 

EMERGENCY RESPONSE INFORMATION / FLOWCHART (con’t) 
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Appendix F 
 

Sample Emergency Contact and Medical Information Form  
Information on this form will be used only for emergency medical purposes on the Academic Program 

Held Off Campus. 
Name of Participant: _________________________________________________ 
 
Emergency Contact: 
Name: ______________________________   Relationship to you: ______________________________ 
 
Daytime Phone:  ______________________   
 
Evening Phone: _______________________ 
 
Cell Phone: __________________________ 
 
Home Address: ______________________________________________________________________ 
 
Medical Insurance Information 
Insurance Company: _____________________________   Policy #: ______________________________ 
 
Primary Care Physician:  __________________________   Dr. Phone: ____________________________ 
 
Allergies 
Allergies to medications: ________________________________________________________________ 
Do you wear an allergy ID band?     Yes ___    No ___ 
Are any of your allergies life-threatening?   Yes ___   No ___   Don’t Know ___       
Are you allergic to bee/insect stings?   Yes ___ No ___   Don’t Know ___ 
Do you carry an epi-pen?   Yes ___   No ___ 
Allergies to food:   Yes ___   No ___ 
Other allergies?  _______________________________________________________________________ 
 
Medical Conditions 
Please list any medical condition that requires special precautions or treatment, such as diabetes, 
epilepsy, high blood pressure, heart disease, pulmonary disease, bronchitis, asthma, medication-
dependent depressions or anxiety: 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Medications and dosage for your conditions: ________________________________________________ 
 
I certify that the above is correct to my knowledge. 
 
SIGNATURE _____________________________________________    Date: _______________________ 
 


