Student/Group Travel Procedures
Student travel involves one or more students authorized by college personnel for a specific trip. College-sponsored travel by students and employees is a privilege. It is also an opportunity for participants to be ambassadors for the College and as such, participants have a responsibility to comply with all appropriate policies and procedures in order to assure safe and successful travel. Employees must also assume responsibility for informing students of all travel policies and procedures, even if it is an individual student traveling. This policy also applies to college volunteers.

Student/group travel must be authorized by the College, in advance regardless of whether the travel is funded through college budgets or not. Travel is authorized when the Request for Travel Approval form (link) is completed, approved by the appropriate supervisor, vice president and president of Pellissippi State. 

Any student travel required by faculty or sponsor and undertaken without compliance with the student/group travel policy and procedures will be considered unauthorized travel and the faculty or sponsor of the travel will be held personally liable in the event of an accident or incident. Further, the College employee may be subject to disciplinary action in accordance with non-compliance of College policy.

I.  Types of Travel

A. Student/Group Travel includes, but is not limited to the following:
1.  Co-curricular (out of classroom) activities that require off campus travel; 

2.  Travel related to grant programs where participants are the travelers;

3.  All course-related field trips;

4.  Study Abroad or Exchange program; 

5.  Any attendance at local, regional or national meetings or conferences representing Pellissippi State.

An example of “unauthorized college travel” for the purposes of these regulations includes: 

.     Class or organization informed of an opportunity to attend an event off-campus that is not required by the class or sponsored by a college organization and they choose to attend on their own or use their own transportation.

B.  General Student/Group Travel

The completion of Request for Travel Approval form and Hold Harmless Agreement form is required before traveling.  If a college budget account is being used for travel, the appropriate documentation should be attached to the travel form, such as associated conference flyers/brochures, hotel name, address, dates and rates, etc.

Request for Travel Approval form and attachments should be submitted at least ten (10) business days, prior to departure date to the director of Student Life and Recreation or academic department head. The College employee responsible for the group traveling must maintain the Hold Harmless Agreement forms.

C.  Field Trips

To ensure that all field trips have the least potential liability and offer the highest degree of safety, the following procedures have been established:

1.  Any individual, who drives his or her personal vehicle to an authorized college trip, including field trips, assumes all responsibility for the safety of him/herself as well as any passengers in their vehicle. The College bears no liability for student use of personal vehicles. 

2.  The student, per class, per semester, need complete only one (1) Hold Harmless Agreement form. However, the field trips dates must be listed on, or attached to the form.

3.  Alternative or reasonable accommodations to mandatory field trips must be developed for students with disabilities. (see Services for Students with Disabilities)

II.  Faculty and Staff Responsibilities

Faculty and staff who require or offer opportunities to Pellissippi State students to travel in order to enhance their academic and co-curricular experience need to familiarize themselves with the policies and procedures related to student travel. To ensure the value of the experience for the student, faculty or staff should review travel opportunities periodically.

Once it is determined that student travel will enhance the academic or co-curricular program for Pellissippi State students, faculty and staff should follow the department procedures for obtaining approval.  Faculty and staff advisors should assist students in the completion of all required travel forms.

Academic or co-curricular expectations and student conduct pertaining to travel and college requirements should be discussed with participating students.  College policies should be reviewed with the students prior to traveling. It is the responsibility of the sponsor to provide all necessary information to each student traveling and to verify that each student understands the policy and the travel procedures.

All Hold Harmless Agreement forms will be retained for a period of not less than one (1) year from the completion of the travel. Hold Harmless Agreement forms will be kept in a location, on campus, in accordance with the Pellissippi State Technical Community College records retention policy. If the travel involves the transport and participation of minors, this must be disclosed and parental consent obtained for the student travel. 

III. Student Responsibilities

Students are required to provide requested information and assist in the completion of forms required for their academic or co-curricular travel.

Students should advise faculty or staff of any special needs or concerns that may impact their academic or co-curricular travel.

Students participating in College-sponsored travel are required to read, complete, and sign the Hold Harmless Agreement form. Each student is expected to conduct him/herself in a manner that complies with Pellissippi State policies and procedures  as well as local, state or federal laws.

IV. Transportation

A.  Privately-Owned Vehicles. Students who travel to and from events and activities covered under this policy using privately-owned vehicles or any vehicles other than those owned, leased or rented by the College are required to follow the same travel rules as designated for college vehicle use and applicable state law. Any individual, who drives his or her personal vehicle to a college-sanctioned trip, including field trips, assumes all responsibility for the safety of him/herself as well as any passengers. The College bears no liability for student use of personal vehicles.

B.  Air and Other Modes of Commercial Transportation. Students traveling by air and other modes of commercial transportation must comply with all federal laws regulating the specific mode of travel and the rules of the specific commercial carrier, including laws and rules regarding carry-on baggage and baggage weight restrictions.

C.  Travel Authorization. When the College provides transportation, students traveling to events must return in the College-provided vehicles unless authorized to do otherwise by the appropriate College official. Students under eighteen (18) years of age are not authorized to return in a vehicle other than one provided by the College.

D.  Alcohol, Illegal Drugs and Weapons Prohibited. Possession or consumption of alcohol or illegal drugs, and possession or transportation of a weapon is prohibited during all college-authorized travel. 
Individual students who violate the policies and procedures are subject to disciplinary action, including suspension. Student organizations that violate the policies and procedures are subject to disciplinary action, including suspension and loss of funding.

V.  Safety Procedures

1.  While driving a College-owned, leased, or rented vehicle, the driver and passengers must follow the local, state, and federal vehicle laws.   

2.  Each vehicle being used to transport students on a College-authorized trip will contain information regarding procedures to follow in the event of an emergency.

3.  Individuals supervising student travel on a college-sanctioned trip are encouraged to take a cellular phone on the trip. 

4.  Students are expected to follow the College regulations that govern student conduct at all times while traveling.

5.  Employees traveling with students must report violations of College policies and procedures to the appropriate supervisor immediately. Faculty and staff employees who fail to comply with this policy are subject to disciplinary action. 

