
 

FIELD TRIP EMERGENCY CONTACT & SAFETY INFORMATION FORM 

This form must be completed by each participant prior to participating in a college-
sponsored field trip, off-campus activity, or experiential learning activity. 

Course/Program/Department: __________________________________________ 

Field Trip/Activity: __________________________________________________ 

Destination: _________________________________________________________ 

Date(s): ___________________________ Trip Leader: ___________________________ 

 

PART I — PARTICIPANT INFORMATION 

Participant 

Full Name: __________________________________________________________ 

Preferred Name: _____________________________________________________ 

Rosemont ID: ________________________________________________________ 

Cell Phone: _________________________________________________________ 

Rosemont Email: _____________________________________________________ 

 

EMERGENCY CONTACT INFORMATION 

Primary Emergency Contact 

Name: ______________________________________________________________ 

Relationship: _______________________________________________________ 

Primary Phone: ______________________________________________________ 

Alternate Phone: ____________________________________________________ 

Email: ______________________________________________________________ 

 



IMPORTANT EMERGENCY INFORMATION 

Please provide information that may be important to Rosemont personnel if you 
experience an emergency during the field trip. 

Allergies or Serious Reactions 

☐ None 

☐ Yes — Please specify: 

 

 

Emergency Medical Information 

Is there other information you believe emergency personnel should know? 

 

 

 

Medication 

☐ I will be responsible for carrying and managing any medication I may need. 

☐ Other arrangements have been made with the appropriate Rosemont office.  

Optional information: 

 

Participants should bring any medication or emergency medication they may require during 
the activity. 

 

ACCESSIBILITY & PARTICIPATION NEEDS 

☐ I do not require accommodation or assistance for this activity. 

☐ I have an approved accommodation that has been communicated to the appropriate 
Rosemont office. 

☐ I would like to speak with the appropriate Rosemont office regarding accessibility or 
participation concern. 



Optional information for trip planning: 

 

 

This form does not replace Rosemont's formal accommodation process. Students who 
require accommodations should contact the appropriate college office before the activity. 

 

EMERGENCY CONTACT AUTHORIZATION 

I understand that the information provided on this form will be used by authorized 
Rosemont College personnel when reasonably necessary to respond to an emergency or 
address my safety during a college-sponsored field trip or off-campus activity. 

In the event of an emergency, I authorize Rosemont personnel to contact my designated 
emergency contact and, when appropriate, emergency medical services. 

I understand that information will be handled in accordance with applicable college 
policies and privacy requirements. 

Participant Name: ___________________________________________________ 

Participant Signature: ______________________________________________ 

Date: ___________________________ 

 

PART II — ROSEMONT EMERGENCY & SAFETY INFORMATION 

IN AN EMERGENCY — CALL 911 

If there is an immediate threat to life, serious injury, fire, or another emergency requiring 
immediate assistance: 

1. CALL 911 

Provide: 

• Your name 
• Your location 
• The nature of the emergency 
• Number of people involved 
• Any immediate safety concerns 



2. CONTACT ROSEMONT PUBLIC SAFETY 

Rosemont College Public Safety: _________________________________ 

Public Safety Location: __________________________________________ 

Emergency/After-Hours Number: __________________________________ 

Public Safety should be notified as soon as it is safe to do so. 

3. NOTIFY THE FIELD TRIP LEADER 

Trip Leader: _____________________________________________________ 

Cell Phone: ______________________________________________________ 

If the trip leader is unavailable, contact the designated secondary leader. 

Secondary Trip Leader: ___________________________________________ 

Cell Phone: ______________________________________________________ 

 

IMPORTANT EMERGENCY PROCEDURES 

MEDICAL EMERGENCY 

• Move to a safe location and assess the situation. 
• Call 911 for serious or life-threatening injuries or illness. 
• Do not move an injured person unless remaining in place presents an immediate 

danger. 
• Provide basic assistance within your training and ability. 
• Contact Rosemont Public Safety. 
• Notify the faculty/staff trip leader. 
• Complete required college incident/accident documentation following the 

emergency. 

 

FIRE OR EVACUATION 

• Follow instructions from emergency personnel and the facility. 
• Evacuate using the designated exit. 
• Do not use elevators during a fire emergency unless directed by emergency 

personnel. 



• Move to the designated assembly location. 
• Stay with the group when possible. 
• The trip leader should conduct a headcount. 
• Do not re-enter the building until authorized. 

 

SEVERE WEATHER 

• Follow instructions from the facility or emergency personnel. 
• Move indoors or to the designated shelter area. 
• Stay away from windows and areas of potential falling debris. 
• Remain with the group when possible. 
• Do not resume the activity until the trip leader determines it is safe and/or 

emergency personnel authorize departure. 

 

MISSING OR SEPARATED PARTICIPANT 

If a participant becomes separated from the group: 

• Notify the trip leader immediately. 
• Attempt to contact the participant by phone. 
• Establish the participant's last known location. 
• Notify venue/security personnel when appropriate. 
• Contact Rosemont Public Safety. 
• Contact local law enforcement/911 when circumstances warrant. 
• Document the circumstances and actions taken. 

Do not send individual students into an unfamiliar or potentially unsafe area to search 
for a missing participant. 

 

TITLE IX & SEXUAL MISCONDUCT RESOURCES 

Rosemont College is committed to maintaining a safe and respectful environment for all 
students, faculty, and staff. 

If a participant experiences or witnesses sexual harassment, sexual assault, dating 
violence, domestic violence, stalking, or other prohibited conduct, they may seek 
assistance from Rosemont resources and/or local emergency services. 


