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Field Trip Policies

Class visits to places of cultural or educational significance give enrichment to the lessons of the classroom.  To insure the desired 
outcomes of such trips, teachers, catechists, youth ministers should prepare the students for the place that is to be visited and the 
things that are to be seen.  A discussion should be held regarding the purpose(s) and goal(s) of the trip.  An advance trip by the 
facilitator of the activity is suggested.

The written consent of parents must be obtained for every child participating in a field trip.  Permission slips must inform parents 
of the following:

1. Name, location and date(s) of event
2. Cost to the student
3. Mode of transportation to be used
4. Name of the supervisor overseeing the activity
5. Parents’ responsibility

No student may participate unless a signed parent permission slip for the specific event is on file with the principal, catechetical 
leader or parish.

Whenever possible, bus transportation should be provided.  The use of private vehicles is discouraged.  If a private passenger vehicle 
must be used, the following must be verified by the driver:

1. The driver must be 21 years of age or older and have completed VIRTUS training. 
2. The driver must have a valid, non-probationary driver’s license and no physical disability that may impair the ability to drive safely.
3. The vehicle must have a valid registration.
4. The vehicle must have a valid state inspection sticker.
5. The vehicle must be insured for minimum limits of $100,000 per person/$300,000 per occurrence.

A signed Volunteer Driver Information Sheet must be submitted to the parish catechetical leader for each vehicle used.

Each driver and/or chaperone should be given a copy of the approved itinerary including the route(s) to be followed and a summary 
of their responsibilities.  For trips other than inter-school athletics, supervision of one (1) adult per ten (10) students is required.

Each driver should carry a copy of the parent permission forms including release for medical treatment.

One copy of emergency information must be left at the parish office and one copy with the catechetical leader or other person 

responsible for the students on the field trip. 
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Sample Emergency Procedures

n	 Post site maps and evacuation procedures. Review these with all staff, volunteers and catechists.

n	 Confirm and ascertain the type of incident.  Obtain essential information (what happened, who was involved, what  
 did witnesses see, how was the incident started, etc).

n	 Call 911.  Have someone stay on the line with the 911 operator.  Have someone else notify the pastor and other  
 emergency personnel.  Implement crisis management plans.

n	 Use emergency warning and condition signals.  Employ immediate sheltering action for those exposed to danger.   
 Ensure that all others are sheltered in place or moved to a safer location if possible.  Signal instructions.

n	 Lock exterior doors.  Lock interior doors where possible.  Assign staff to secure specific and pre-arranged areas; 
 monitor conditions.  Recognize need and be ready for contingencies.

n	 Keep responding units updated on situation via 911.  Assemble witnesses and victims.  Suggest possible areas for  
 staging command post, emergency medical services, etc.  Gather key information for law enforcement.  Record   
 the events and details in a log.

n	 Care for injured and ensure the safety of those assisting.  Give support staff instructions.  Protect the crime scene  
 and evidence.

n	 Stay at command post, supporting incident commander.  Provide information, including incident-specific 
 knowledge, site background and resources - special staff resources, abilities, training, etc.  Coordinate response:  
 on-site, off-site (hospital, crisis area, etc).

n	 See that emergency medical care is provided.  Notify parents (guardians).  Support law enforcement in follow up  
 activities.  Arrange for site security and if necessary, debrief staff.  Work with specialists: emergency medical/hospi- 
 tals, crisis intervention team, communications director, and custodial staff.

n	 Brief staff and provide access to support.  Plan for next day activities.  Arrange for clean up and repair of facility.   
 Begin long term recovery planning.



3D   Roman Catholic Diocese of Syracuse ~ Religious Education Office

Emergency Evacuation Procedures
General Information

Building Name 

Address

Catechetical Leader Cell # 

Catechist Leader Cell # 

Pastor/Cell # 

Maintenance Cell #

Building/Area Evacuation
Depending on circumstances, emergency personnel may need to direct you to a secondary evacuation site.                                                                                                                       
The Evacuation shelter sites are listed below:               
          Building/Area Primary Evacuation Site Secondary Evacuation Site

Emergency numbers:          Always call 911 First      
    
Then local police:                                                         Local Fire Dept: 

Attendees can be notified of an emergency and the need to evacuate as follows:
1.  By pulling the manual fire alarms in your location.
2.  Through the use of a telephone intercom system (this method is least preferred)  In the event the intercom system is used,     
 manual pull stations are still required to be utilized to sound the local evacuation alarms.  
3. Through direct instruction from the Catechetical Leader or other person in charge.              
WHEN TO EVACUATE*
1.  Anytime you hear the fire bells in your building.
2.  If you smell smoke or know an actual fire is burning.
3.  When instructed to do so by the facilities representative or local police, fire/EMS personnel.
4.  Follow the posted evacuation plan.

WHEN NOT TO EVACUATE (SHELTER IN PLACE)**  
1.  During an event occurring outside of our offices which would be considered to increase the hazard to our staff, (ex. Tornado).
2.  During a hostage/barricade situation.
3.  During a power failure. 
4.  When instructed to not evacuate by facilities representative or local police, fire/EMS personnel.              
LOCKDOWN
Protective action employed to safeguard occupants when there is an armed perpetrator approaching the building, on the property, or 
in the building.  Lockdown is employed to keep people away from a violent perpetrator while law enforcement engages the suspect.  
During LOCKDOWN, everyone should remain in locked rooms at all times, closet, bathroom, under a desk, behind a cabinet. 

Continued on next page 
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 WHAT TO DO IF YOU MUST EVACUATE
1.  Listen carefully to instructions of emergency personnel.
2.  Remain calm.
3.  Do not try to gather materials on the way out, except for the Attendance Register. Leave quickly.
4.  Keep talking to a minimum.
5.  Exit via stairwells, not elevators. 
6.  Alert emergency personnel of any disabled persons who need assistance.

Certain circumstances may prevent safe evacuation.  If this happens, move away from the danger and find shelter in an area with 
a window to allow rescue.  Try to notify rescuers of your location.

* These situations require you to stay put initially. 

Emergency personnel will direct you as to when it’s safe to evacuate.

ACCOUNTABILITY
Use the Attendance Registers to do a roll call for each group when you reach the evacuation site to make sure everyone is accounted 
for.  Provide a copy of the Attendance Registers to the responding emergency agency.  The roster of all in the building at that time 
will be maintained by the Catechetical Leader and will also include the names and cell phone numbers of all staff members in the 
event of an emergency.
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Blood-borne Pathogens

While the fear of blood-borne pathogens is real, they present social as well as medical problems and require sensitive and Christian 
responses. The following are guidelines for dealing with persons who suffer from Human Immunodeficiency Virus (HIV), Acquired 
Immune Deficiency Syndrome (AIDS), or for that matter, any physiological, mental, or emotional condition.

The catechetical leader and the catechist teach the message of Jesus, and therefore are held to a higher standard of compassion 
in responding to persons with HIV, AIDS, or any other illness or disability.

Everyone, including people with HIV or AIDS, is protected against discrimination. Students with HIV or AIDS shall not be 
excluded by reason of the infection with HIV unless the following conditions are evident as determined by the student’s physician 
and parents, together with the catechetical leader:

a. The student is not toilet-trained or is incontinent
b. The student is unable to control drooling
c. The student is unusually physically aggressive, with a documented history of biting or harming others.

All medical information relating HIV infection of students is confidential and only people with a legal right to know may be 
granted access to it.

Catechetical programs must have a well-planned way of responding to injuries in order to safeguard the health of the helping 
adult while caring for the injured child. This plan of action should be based on the assumption that any person could be a 
carrier of a blood borne pathogen or other communicable disease.
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Instruction Sheet on Blood-borne Pathogens

When a catechist or volunteer needs to intervene and implement "universal precautions," he/she does so from an informed, 
voluntary response under the "Good Samaritan Act" and uses prudent public health protective procedures.

It is essential that a First Aid Kit be available in case of emergency in each building where students meet.  Instruct the individual 
with a blood/body fluid incident to care for him/herself with minimal contact to you. If an accident involving a blood spill occurs, 
encourage the individual to tend to his/her own injury.

e.g. If a child has a bloody nose, hand the child the tissue and instruct him to pinch his nose. If a child has a cut, hand 
the child clean paper towels to hold over the cut.

When you need to intervene and provide assistance that requires contact, always place a barrier between yourself and the individual.

When providing assistance:

a. Wear disposable latex/vinyl gloves
b. Use disposable towels/tissues for each injury
c. Place any blood-stained materials in a sealable plastic bag
d. Remove gloves carefully and place in sealable plastic bags
e. Wash hands thoroughly with soap.

Keep other children away from the area of blood/body fluid spill. Cover it with paper towels.

As soon as possible, notify the Catechetical leader/Coordinator who will arrange immediate clean-up.  

The catechetical leader should then contact the parents to notify them of the incident.

Contents of First Aid Kit

•	Disposable	latex	gloves	(hospital	quality	hold	up	better	than	kitchen	quality)
•	Paper	towels
•	Sealable	plastic	bags
•	Gauze	pads
•	Band-aids
•	Alcohol	towelettes
•	These	instructions

Keep bleach in separate location.
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Sexual Harassment

Sexual harassment includes, but is not limited to the following behaviors:

	 •		Unwelcome	verbal	conduct	such	as	epithets,	derogatory	jokes	or	comments,	slurs	or	unwanted	sexual	advances,		
  intimations or comments.

	 •		Unwelcome	visual	contacts	such	as	derogatory	and/or	sexually	oriented	posters,	photography,	cartoons,	drawings		
  or gestures.

	 •		Unwelcome	physical	contact	such	as	assault,	unwanted	touching,	blocking	normal	movements,	or	interfering		
  with work, study or play because of sex.

	 •		Sexual	advances,	requests	for	sexual	favors	and	other	physical	or	verbal	conduct	of	a	sexual	nature	when	
  submission or rejection of such conduct by an individual is the basis for academic or employment decisions  
  affecting such individual or submission to such conduct as, whether explicitly or implicitly, a term or condition of  
  an individual’s employment.

	 •		Retaliation	for	having	reported	or	threatened	to	report	sexual	harassment.

All allegations of sexual harassment will be taken seriously and promptly investigated. Any incidents of sexual harassment should 
be reported to the regional faith formation office.

Adapted from the Diocese of Syracuse Catholic School Handbook
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Mandated Reporting: 

YOUR PERSONAL AND MORAL RESPONSIBILITY

A call to your local authorities and/or Child Protective Services is now required to report when you have reasonable cause to 
suspect that a child is an abused or maltreated child where the child, the parent, guardian, custodian or other person legally 
responsible for such child comes before you in your professional or official capacity and states from personal knowledge, facts, 
conditions, or circumstances which, if correct, would render the child an abused or maltreated child.

Steps or Guidelines for Making the Call:
 1. Immediately inform your catechetical leader.
 2. Catechetical leaders immediately inform the pastor, (document the incident).
 3. If there is imminent danger, please call your local authorities immediately.
 4. Call the Victim Assistance Office*, 315-470-1465, to inform of the circumstances.
 5. Make the call. Mandated Reporter Phone Number: 1-800-635-1522

What information you will need to provide:
	 •	What	issues	the	child	is	having
	 •	The	names	and	addresses	of	the	child	and	the	parents	or	other	person	responsible	for	his/her	care
	 •	Location	of	the	child	at	the	time	of	the	report
	 •	The	child’s	age,	gender,	and	race
	 •	The	nature	of	the	person	or	persons	you	suspect	is	responsible	for	causing	the	injury,	abuse,	or	maltreatment/neglect
	 •	Family	composition
	 •	Any	special	needs
	 •	The	name,	title	and	contact	information	of	every	staff	person	of	an	agency	or	institution	believed	to	have	direct	
  knowledge of the allegations in the report, i.e. school.
	 •	The	person	making	the	report	and	where	she/he	can	be	reached
	 •	Any	additional	information	that	you	find	pertinent.	All	calls	can	remain	anonymous.

*Please remember that you can always call this office for ANY assistance.
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Safe Environment Checklist
Create a folder for each catechist/volunteer and place the following in it:

n  Application (Do NOT send application in to the diocese)
	 	 •	Check	references	for	all	NEW	catechists
	 	 •Notes	on	interview	of	all	NEW	catechists

n  Signed copy of:
 Youth Protection Guidelines for Catechists & Catechetical Ministers 

n  A copy of the volunteer’s VIRTUS card and Recertification Card
     Note: new volunteers have 60 days to attend Protecting God’s Children.
  If they do not attend, they are to be asked to step down from their volunteering until they have completed the session. 

n  Recertification takes place after five years. Registration for Keeping the Promise Alive is done by contacting the 
 Safe Environment Coordinator at 315-470-1421 or www.syrdio.org, Child & Youth Protection tab, then visit training. 
 A new recertification format will be in place in late 2013.

**************************************************** 

n  Signed copy of:
 Youth Protection Guidelines for Catechetical Leaders should be sent to the Regional Director IF you have not already done so.   
 Keep a copy for yourself.

n  Plan Safe Environment Training  for Children and Youth sessions for your parish every year, following the guidelines in the   
 curriculum that you received. 

n  Keep a copy of the Safe Environment Training  for Children and Youth report and send the original to 
 Diocesan Director of Faith Formation, 240 E. Onondaga St., Syracuse, NY 13202. Please fill the form out completely and 
 accurately, as it becomes a part of the information for our diocesan audit.

n  If you have a situation that needs to be reported, please talk with your pastor, call the Victim Assistance Advocate at
 (315) 470-1465 and notify the Regional Faith Formation Director. 

**************************************************** 
n   Ask for identification of any unknown persons in the building. Report to the pastor or police if necessary. 
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