Updated: April 9th, 2024
NORTHWEST VISTA COLLEGE STUDENT TRAVEL PROCEDURE

Procedure Title: Northwest Vista College Student Travel 
Purpose: To support the planning, safety, and monitoring of student travel
Procedure Statement: Northwest Vista College employees will ensure that student travel is being requested and approved accordingly.


· College Departments: Travel is processed through the appropriate Department Administrative Specialist or designee.

· NVC Student Life Clubs & Organizations: Travel is processed through the Student Life Office Administrative Specialist.










ADDITIONAL INFO BELOW




























Local Class Required and/or Class Fields Trip Non-Overnight (Either ≤ miles from NVC Campus or within San Antonio)

NVC Employees will:
· Submit the Field Trip Form to the appropriate academic department chair

· Ensure student participants 18 years or older complete and submit the following document to the event lead/organization advisor: 
· NVC Emergency/Waiver for Off-Campus Events (Within 25 miles) Form: https://alamo.campuslabs.com/engage/submitter/form/start/645010 
· Students may save and use their online Emergency Waiver Form for 1 academic year.

· Ensure students who are under 18 years old and/or require a parent/legal guardian complete and submit the following documents to the event lead/organization advisor: 
· NVC Emergency Information for Off-Campus Events (Within 25 miles) Form: https://alamo.campuslabs.com/engage/submitter/form/start/645010
· NVC Release of Liability and Indemnity Agreement – General Participation 
(this document is included as part of the above online form)
It will pop up as an option when students identify they are under 18 years old and/or require a parent/legal guardian and then click through the remaining required pages): https://www.alamo.edu/link/4c493946d4ab4be08322be7f76c6c108.aspx

· Submit Event Request (if applicable): When you submit an event request in AlamoEXPERIENCE for your travel event, please include the following text in your event description:
· NVC Student Travel Waiver: Before attending the event, all student participants must complete the "NVC Emergency/Waiver for Off-Campus Events (within 25 miles)" and submit a copy to the event lead. If you have already completed the waiver for this academic year, you can access a copy by clicking on your AlamoEXPERIENCE profile picture and selecting "My Submissions", and then “Forms”. Find the waiver you recently completed and select the Print Option to either print, save as a file, or take a screenshot to share as needed. 
· Link to Required Student Travel Waiver: https://alamo.campuslabs.com/engage/submitter/form/start/645010
 

· Complete the district-required Student Event Form (if funded to include purchasing food, candy, snacks, or beverages). This form is located in AlamoSHARE (employee access only).

Location: District / Finance & Administration / Financial & Fiscal Services / Accounts Payable / Documents / Forms / Student Event Form

· Provide a list of all student participants and Banner IDs as required by District (if funded)

· Inform students that they may provide their own transportation 

* An Alamo employee escort may be required at the college’s discretion
* The college must provide a non-traveling equivalent if the event is required for a course


Local Non-Overnight Travel (not required for a course): (Either ≤ 25 miles from NVC Campus or within San Antonio)

NVC Employees will:
· Submit the Field Trip Form to the appropriate academic department chair

· Ensure student participants 18 years or older complete and submit the following document to the event lead/organization advisor: 
· NVC Emergency/Waiver for Off-Campus Events (Within 25 miles) Form: https://alamo.campuslabs.com/engage/submitter/form/start/645010 
· Students may save and use their online Emergency Waiver Form for 1 academic year.

· Ensure students who are under 18 years old and/or require a parent/legal guardian complete and submit the following documents to the event lead/organization advisor: 
· NVC Emergency Information for Off-Campus Events (Within 25 miles) Form: https://alamo.campuslabs.com/engage/submitter/form/start/645010
· NVC Release of Liability and Indemnity Agreement – General Participation 
(this document is included as part of the above online form)
It will pop up as an option when students identify they are under 18 years old and/or require a parent/legal guardian and then click through the remaining required pages): https://www.alamo.edu/link/4c493946d4ab4be08322be7f76c6c108.aspx

· Submit Event Request (if applicable): When you submit an event request in AlamoEXPERIENCE for your travel event, please include the following text in your event description:
· NVC Student Travel Waiver: Before attending the event, all student participants must complete the "NVC Emergency/Waiver for Off-Campus Events (within 25 miles)" and submit a copy to the event lead. If you have already completed the waiver for this academic year, you can access a copy by clicking on your AlamoEXPERIENCE profile picture and selecting "My Submissions", and then “Forms”. Find the waiver you recently completed and select the Print Option to either print, save as a file, or take a screenshot to share as needed. 
· Link to Required Student Travel Waiver: https://alamo.campuslabs.com/engage/submitter/form/start/645010
 

· Complete the District required Student Event Form (if funded to include purchasing food, candy, snacks, or beverages). This form is located in AlamoSHARE (employee access only).

Location: District / Finance & Administration / Financial & Fiscal Services / Accounts Payable / Documents / Forms / Student Event Form

· Provide a list of all student participants and Banner IDs as required by District (if funded)

· Inform students that they may provide their own transportation

* An Alamo employee escort may be required at the college’s discretion
* The college must provide a non-traveling equivalent if the event is required for a course


Non-Local Travel Day Trip (Outside of San Antonio and >25 miles from NVC Campus)

NVC Employees will:
· Submit an AlamoEXPERIENCE Event Request (through a portal)

· Ensure student participants 18 years or older complete and submit the following document to the event lead/organization advisor: 
· NVC Emergency/Waiver for Out-of-Town Travel (Outside of San Antonio and > than 25 miles from Campus) Form: https://alamo.campuslabs.com/engage/submitter/form/start/645012
· Students must complete a new form for each non-local trip

· Ensure students who are under 18 years old and/or require a parent/legal guardian complete and submit the following documents to the event lead/organization advisor: 
· NVC Emergency/Waiver for Out-of-Town Travel (Outside of San Antonio and > than 25 miles from Campus) Form: https://alamo.campuslabs.com/engage/submitter/form/start/645012
· NVC Release of Liability and Indemnity Agreement – Trip 
(this document is included as part of the above online form.) 
It will pop up as an option when students identify they are under 18 years old and/or require a parent/legal guardian and then click through the remaining required pages): https://www.alamo.edu/link/ac4293f6af734f23bc301a40ab653d70.aspx 

· Submit Event Request (if applicable): When you submit an event request in AlamoEXPERIENCE for your travel event, please include the following text in your event description:
· NVC Student Travel Waiver: Before attending the event, all student participants must complete the "NVC Emergency/Waiver for Out-of-Town Travel (Outside of San Antonio and > than 25 miles from Campus)" and submit a copy to the event lead. If you have already completed the waiver for this academic year, you can access a copy by clicking on your AlamoEXPERIENCE profile picture and selecting "My Submissions", and then “Forms”. Find the waiver you recently completed and select the Print Option to either print, save as a file, or take a screenshot to share as needed. 
Link to Required Student Travel Waiver: https://alamo.campuslabs.com/engage/submitter/form/start/645012 

· Complete the District required Student Event Form (if funded to include purchasing food, candy, snacks, or beverages). This form is located in AlamoSHARE (employee access only).

Location: District / Finance & Administration / Financial & Fiscal Services / Accounts Payable / Documents / Forms / Student Event Form

· Provide a list of all student participants and Banner IDs as required by District (if funded)

· Inform students that they may provide their own transportation

* An Alamo employee escort may be required at the college’s discretion
* The college must provide a non-traveling equivalent if the event is required for a course


Non-Local Travel Overnight Trip (Outside of San Antonio and >25 miles from NVC Campus)

NVC Employees will:
· Submit an AlamoEXPERIENCE Event Request (through a portal)

· Ensure student participants 18 years or older complete and submit the following document to the event lead/organization advisor: 
· NVC Emergency/Waiver for Out-of-Town Travel (Outside of San Antonio and > than 25 miles from Campus) Form: https://alamo.campuslabs.com/engage/submitter/form/start/645012
· Students must complete a new form for each non-local trip

· Ensure students who are under 18 years old and/or require a parent/legal guardian complete and submit the following documents to the event lead/organization advisor: 
· NVC Emergency/Waiver for Out-of-Town Travel (Outside of San Antonio and > than 25 miles from Campus) Form: https://alamo.campuslabs.com/engage/submitter/form/start/600084 
· NVC Release of Liability and Indemnity Agreement – Trip 
(this document is included as part of the above online form)
It will pop up as an option when students identify they are under 18 years old and/or require a parent/legal guardian and then click through the remaining required pages): https://www.alamo.edu/link/ac4293f6af734f23bc301a40ab653d70.aspx 

· Submit Event Request (if applicable): When you submit an event request in AlamoEXPERIENCE for your travel event, please include the following text in your event description:
· NVC Student Travel Waiver: Before attending the event, all student participants must complete the "NVC Emergency/Waiver for Out of Town Travel (Outside of San Antonio and > than 25 miles from Campus) " and submit a copy to the event lead. If you have already completed the waiver for this academic year, you can access a copy by clicking on your AlamoEXPERIENCE profile picture and selecting "My Submissions", and then “Forms”. Find the waiver you recently completed and select the Print Option to either print, save as a file, or take a screenshot to share as needed.
Link to Required Student Travel Waiver: https://alamo.campuslabs.com/engage/submitter/form/start/645012 

· Provide a list of all student participants and Banner IDs as required by District (if funded)

· Complete the District-required Employee Travel Authorization Form. This form is located in AlamoSHARE (employee access only).

Location: District / Finance & Administration / Financial & Fiscal Services / Accounts Payable / Documents / Forms / Travel Authorization Form

· Complete the District-required Student Travel Authorization Form. This form is located in AlamoSHARE (employee access only).

Location: District / Finance & Administration / Financial & Fiscal Services / Accounts Payable / Documents / Forms / Student Travel Authorization Form

*An Alamo employee MUST escort students during travel (flight, bus, etc.) and at the destination 
*College employees may not share rooms with students
*Travelers must have their own bed and may be required to share rooms
*The college must provide a non-traveling equivalent if the event is required for a course
*Room assignments at the discretion of the college administration
*Exceptions may be granted with the NVC President’s approval
Transportation Guidelines

· Travel by Personal Motor Vehicle:
· Employees are not permitted to transport students in personal vehicles

· NVC Vans Reservations*:
· District Defensive Driving Course to be completed and current
· Gas Card Training to be completed and current (you will need a PIN)
· Submit a request through the NVC President’s Office

*District Policy only permits District employees and students to be transported 

· Leased Vehicle*:
· District Defensive Driving Course to be completed and current
· District Travel Authorization Form completed and approved

*District Policy only permits District employees and students to be transported
