
REQUEST FOR CLASS TO MEET OFF CAMPUS

VALENCIA COMMUNITY COLLEGE

WINTER PARK CAMPUS

AS OF FALL 2010
*If Student Development Funds are being utilized for this event, 

please allow the designated amount of time  (at least 4 weeks) for processing.

This form must be completed and signed at least one week prior to the scheduled 

off-campus activity (if no Student Development Funds are utilized).

Course and section #




 Session # 


______________
Instructor 




  On-campus room # 
______________________            
Off-campus location 







__________________________
Date and time to be off-campus





__________________________

Note:  A sign will be created to notify/remind students of this event and posted the day of the event.   

Please provide any specific details (other than those identified above, you wish to include):









_________________________










_____________
*Have Student Development Funds been requested for this event?       _____ Yes**   ______ No

**(if yes, please refer to the back side of this form to use as a guide)
Explanation of Event:







_________________________









_________________________










_____________
It is understood that no student will be penalized for missing a class not held in the regularly scheduled area.






_



__________







Instructor









__________







Manager, Credit Programs

 






OR










__________


                                           Operations Manager, Credit Programs







-OVER-

TO BE COMPLETED ONLY IF STUDENT DEVELOPMENT FUNDS WILL BE USED

From the Student Development Resource Manual

All college-required travel forms must be completed and submitted 

to the campus Student Development Office at least 4 weeks (Business Days) prior to the trip.

The Student Development office will assist with the completion and submission of the In-District Travel form. 

Source of Funding: 

Funds for student travel are allocated as part of the Student Activity Budget process for college wide or campus based organizations. Faculty may apply for travel funds to support class learning through the process established on each campus. In the event of an unexpected travel opportunity, faculty and advisors should contact the campus Student Development Coordinator to see if there are any unallocated funds to support the travel and plan appropriately keeping in mind established requirements and deadlines for submission of paperwork. 

Travel Forms: In-district (Orange/Osceola) Travel/Event

Field Trip 


___   Authorization to Travel Form (advisor/staff/faculty - 4 weeks (Business Days) in advance)


___   Student responsible for own transportation - generally


___   Assumption of Risk Form (students - if overnight/high risk activity)


___   Other travel arrangements (i.e. transportation, tickets)


___   Participating Students are enrolled at Valencia for least 3 credit hours for the current term


___   List of participating Students with VID numbers 

___   Student Travel Participation Form 

___   Upon return, complete Per Diem** (advisor/staff/faculty) 

Conference Representing Valencia


___   Authorization to Travel Form (advisor/staff/faculty - 4 weeks (Business Days) in advance)


___   Assumption of Risk Form (students - if overnight, high risk activity)


___   Conference Delegate Contract (students)  


___   Other travel arrangements (i.e. transportation, conference registration, tickets)


___    Participating Students have at least a 2.0 GPA and sign all req. paperwork



___ Enrolled at Valencia for current term in at least 6 credit hours at East or West



___ Enrolled at Valencia for current term in at least 3 credit hours at Osceola or Winter Park


___    List of participating Students with VID numbers


___   Upon return, complete Conference Reflection (students)


___   Upon return, complete Per Diem** (advisor/staff/faculty)

Event Tickets 


___   Student Travel Participation Form


___   Assumption of Risk Form (students - if high risk activity)


___   Other travel arrangements (i.e. transportation, tickets)


___   Participating Students are enrolled at Valencia for least 3 credit hours for the current term


___   List of participating Students with VID numbers

**Per Diem and all receipts must be completed and turned in to the Student Development Office within 7 business days of return from travel.    
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