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Kamloops Photoarts Club 

FI ELD TRI P GUI DE 
 

I nt roduct ion  

This Field Trip Guide is designed as a ready reference for leaders of 
field t r ips. I t  is intended for use by leaders when planning and leading field t r ips.   
 A major considerat ion for a successful f ield t r ip is the safety and well being of the 
part icipants. 
This guide includes a check- list  for f ield t r ip leaders. 
We suggest  that  directors and field t r ip leaders keep the guide handy and add to it  
from their  own experience. 

Fie ld Tr ip Leaders Responsibilit ies 

Planning the t r ip  
• Learn about  the area by carrying out  a reconnaissance t r ip if the ground is 

unfam iliar. 
• Provide diff iculty rat ing and est imated t r ip durat ion when publishing details of 

the t r ip. 
• Note any requirements for reservat ions, fee collect ions or t respass releases. 
• Have in m ind an emergency plan in case a part icipant  is taken ill or is 

injured. 
• A First  Aid course, including CPR, is highly recommended for t r ip leaders. 

Before the t r ip begins  
• Keep a list  of persons and agencies to contact  and keep informat ion current . 
• Carry a First  Aid kit  and a cell phone, if possible. 
• Be prepared to describe the est imated t r ip durat ion to potent ial part icipants. 
• Choose a meet ing place and exact  spot  where it  is safe to congregate. 

At  the m eet ing place  
• When all part icipants are assembled, explain the proposed distance and level 

of diff iculty of the t r ip. 
• Ensure part icipants are members of KPAC and have had t ime to read and 

sign the required “Waiver of Liabilit y” .  
• Non members may not  part icipate in photographic out ings or f ield t r ips. 
• Record a list  of t r ip part icipants and emergency contact  numbers. 
• Make sure each part icipant  has the m inimum personal essent ials, such as 

appropriate footwear, suitable clothing and a whist le ( if possible) . 
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• Describe the purpose of the t r ip and possible hazards that  may be 
encountered. 

• Explain the “buddy”  system to m inim ize the chance of someone wandering 
off and get t ing lost . 

• Give the t r ip leaders cell phone number to part icipants for emergencies. 
• Set  a meet ing place and t ime to meet  in case anyone gets separated. 
• Make sure any quest ions are answered. 
• Take a head count  before start ing out . 

Dur ing the Tr ip  
• Count  heads periodically. 
• The leader has the final word on any change of plan and has the 

responsibility to alter or even abort  the t r ip if deemed advisable. 
• Try to keep everyone together and ensure no one lags far behind. 

After  the t r ip  
• Make sure all part icipants are accounted for. 
• Complete an I ncident  Report  if an accident  has occurred. 
• I nvite comments and suggest ions for future t r ips. 
• Note any changes of procedure or equipment  for future t r ips in the area. 

Specia l Situat ions  

Lost  persons  
I f a m issing person has not  been found after an immediate search, contact  the 
RCMP. 

First  Aid and I njur ies  
• I t  is st rongly recommended that  all persons planning to lead field t r ips take a 

First  Aid course.  Whenever possible a qualified first  aid person should 
part icipate in the t r ip.  

• Once an incident  with injury or illness occurs, the delegated first  aid 
at tendant  is considered in charge of the situat ion and makes all decisions 
regarding pat ient  care and t ransport  unt il emergency services arr ive. 

• I f there is an injury or illness during a t r ip take the following steps:  
a)  Secure the site and prevent  further injury to the vict im  and others. 
b)  Evaluate the vict im ’s condit ion and decide whether outside help is 

required. 
c)  I f outside help is required and a cell phone is available within service 

range, call 911.  Alternately, and in most  instances, send at  least  two 
persons for help with the firm  command, “ you and you – named-  , go 
for help and report  back to me.”  
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d)  Be certain that  they can provide a clear account  of locat ion, condit ion 
of the vict im  and num ber in the group. 

e)  I f a cell phone cannot  be used, send at  least  two people with coinage 
and details of the vict im  and situat ion to find a telephone. At  least  one 
should wait  at  the phone to act  as a communicat ion link.  Ensure that  
at  least  one person returns to the incident  scene and advises the t r ip 
leader that  help is on the way. 

f)  Record the t ime and nature of the incident , the condit ion of the vict im  
and the type of f irst  aid applied. 

Risk Ma nagem ent  –  Directors’ Responsibilit ies  

Developm ent  of an effect ive f ie ld t r ip organizat ion  
I t  is the responsibility of the Directors to ensure that  the club has an effect ive 
procedure in place for  the planning, scheduling and leadership of any field t r ips 
which are specifically authorized by the club.  
These should be clearly dist inguished from t r ips which may be undertaken by club 
members as indiv iduals for which the club will not  be responsible.  
One indiv idual should be designated to coordinate the field t r ip policies and 
implementat ion. 
The Directors should take steps to sat isfy themselves that  f ield t r ip leaders have 
basic outdoor skills and experience in the areas where they propose to lead field 
t r ips. 
The Directors should ensure that  the club publishes its policy for field t r ip 
procedures and makes it  available to its f ield t r ip leaders.  
The Directors should arrange for the details of any field t r ips authorized by the club 
to be published with sufficient  informat ion so that  prospect ive part icipants can 
judge whether it  is appropriate for their experience and physical ability.   

I ncident  repor t  
The Directors and the designated field t r ip coordinator should m ake sure that  
full details are recorded for any incident  which results in personal injury. I t  is 
recommended that  the following informat ion be recorded 

• Date and t ime of incident  
• Locat ion of incident  
• Name of injured person and contact  details 
• Details of injury or property damage 
• Details of t reatment  ( first  aid)  given and by whom 
• Name and contact  informat ion of supplier  of t reatment  
• Name and contact  details of t r ip leader  
• Names and contact  informat ion of any witnesses 



Revision Date:  August  31 

4 
 

First  Aid k it  
Suggested contents of a t r ip leader’s basic First  Aid kit :  

• Band-aids 
• Triangular  bandages (2 or more)  
• Adhesive tape and tensor bandage 
• Safety pins 
• Tweezers 
• Scissors 
• Non- latex rubber gloves (at  least  2 pair)  
• Several indiv idually wrapped wound cleaning towelet te. 
• First  Aid handbook 
 

 

Field Tr ip Par t icipant  Responsibilit ies  
• Arr ive at  the meet ing place on t ime. 
• Bring a signed Waiver of Liabilit y form . 
• Have adequate water and a snack.  
• Have an accurate watch or t ime piece 
• Dress appropriately for the weather and t r ip locat ion 
• Do not  wander off alone.  
• I f the group splits up for any reason, use the “buddy system” . 
• Carry a whist le if possible. 

• Carry a flashlight  if it  will be dark 
• Comply with all inst ruct ions from the t r ip leader 
• I f you are dispatched to go and seek help, report  back, even if you are 

thwarted for any reason whatsoever. 
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Safety w hile  photographing at  night  or  in urban areas  

• Always do photography at  night  or in poor light  with a companion. You 
should never be out  alone with a camera if it  is dark out . Keep in verbal 
touch if you are preoccupied. Try to avoid walking alone, even when 
returning to your car. I f you are the last  to leave a building and responsible 
for locking up, t ry to have someone stay with you. I n downtown areas, near 
bars or liquor stores, alleyways and such it  is suggested to t ravel and 
pract ice photography in groups of four or m ore. 

• Walk on st reets and open areas, especially well lighted areas. Avoid dark, 
unlit  areas, and especially alleyways as much as possible. Never go off alone 
in forested areas or in large parks. 

• Wear reflect ive or light  colored clothing. I t  can be diff icult  for dr ivers to see 
someone walking along the roadside, especially in dim  areas. Wearing light  
clothing or reflectors can save your life. 

• Carry a cell phone. Make sure you, or a companion, has a cell phone at  all 
t imes when doing night  photography so that  you can call 911 if the need 
arises. Consider carrying a noise maker, whist le or personal alarm . 

• Walk on the side of the road opposing t raffic, if you must  walk in an area 
where there is no sidewalk. 

• Carry a flashlight . 
• Walk direct ly to the nearest  house or business if you feel you are being 

followed by someone either on foot  or by vehicle. Call 911 immediately if you 
feel you are in danger. An alternat ive is to shout  or blow your car horn if you 
are alone in your automobile. 

• To state the most ly obvious, do not  photograph outside a casino, bar or other 
night  spot . 

• I f you are mugged, for your camera, your valuables or equipment , and 
especially if the assailant  has a knife or other weapon, surrender your 
camera. At  the same t ime note every detail about  the person who is robbing 
you. A camera is not  worth your life. (Tip:  if your camera has the capability, 
ensure your name and other copyright  informat ion is recorded in your 
camera menu. Also, record the serial number of your camera and keep that  
informat ion in a secure place.)  

• Always, be very conscious of t raff ic especially when preoccupied with 
photography. Do not  back up into an oncoming car. 

• Read about  st reet  photography before you t ry it  out . I t  is a great  t radit ion in 
photography but  there are some risks involved. 
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Fie ld Tr ip Check List  
 

□ Route and dest inat ion checked for potent ial safety hazards. 
□ Date checked_____________________________ 
□ Send Waiver of Liability to all part icipants (e-m ail or 

handout ) .  Give any “ late com ers”  t im e to read it .  
□ Obtain Emergency contact  informat ion from  all part icipants. 
□ Ensure that  all part icipants are mem bers of KPAC. 
□ Cell phone. 
□ First  Aid Kit . 
□ Qualified First  Aid person available. 
□ Meet ing place and t im e given to all part icipants. 
□ Received Waiver of Liability from  all part icipants. 
□ Check for appropriate clothing, footwear (and whist le if 

possible) . 
□ Describe possible safety hazards. 
□ Have a flashlight  if it ’s an evening act ivity 
□ Explain the “buddy system ”  and assist  to pair  people if 

necessary. 
□ Ask for any quest ions. 
□ Have fun! !  
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Fie ld Tr ip I ncident  Report  Form  

 
Person making report :  __________________________________________ 

Date:  ___________________  Phone:  _____________________________ 

Date of incident  ___/ ___/ ___    Time:   _____________________________ 

Weather condit ions:  ____________________________________________ 

Locat ion of incident :  ____________________________________________ 

Descript ion of incident  (state no opin ion  as to cause) .  Use back of page if more 
space is required. 

 

 

 

I dent ity of ill,  injured, or affected person? 

Name:  _________________________________________________________ 

Emergency Contact :  ______________________________________________ 

Emergency Contact  Phone:  _________________________________________ 

Descript ion of injury or illness  

 

 

First  aid given:  ______________________________________________ 

By whom:  __________________________________________________ 

Were emergency services contacted?  Yes___   No ____  

I f so, who was contacted:  Ambulance ___   RCMP ____ other _____________ 

A copy of this report  m ust  be subm it ted to the Club President  as soon as 
possible. 
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