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The following flow chart maps out the steps taken by the EL Hub, Program Coordinator/Instructor (i.e. 
individual designing and/or facilitating the EL experience), Environmental Health and Safety (EHS) and 
Legal Counsel to facilitate a full review of the risks associated with an experiential learning opportunity, 
at both a course or program and individual student level. 
 
 
 

 

 
 

 

 

 

 

 

 

 

 
 
 
 
  
 
 
 
 
 
 

 

 

EL Hub consults with Program Coordinator; Once course or 
program has been approved, EL Hub sends Program 
Coordinator Qualtrics survey link “EL Course Request 
Questionnaire”; When student placements begin, EL Hub shares 
Qualtrics survey link “EL Student Risk Management 
Questionnaire” with Program Coordinator who sends link to 
students  
 

Program Coordinator and/or 
students submit Qualtrics 
forms 

EHS reviews the 
submissions 

Using the information 
from EHS, Program 
Coordinator contacts the 
students or faculty 
members, requesting 
they resubmit the form or 
ask for additional 
information or 
clarification if necessary; 
Program Coordinator 
responds directly to 
Sandra if necessary  
 

Once the 
submissions 
are reviewed 
and approved 
by EHS, EHS 
passes them 
on to Legal 
Counsel 
 

If the submissions are 
incomplete or there are 
issues, EHS informs the 
Program Coordinator with 
the details and requests 

    
   

 
 
 
 

Once the 
students or 
Program 
Coordinator re-
submit their 
form or respond 
to EHS questions 
via email, EHS re-
examines 

Legal Counsel 
examines the forms 
and, if required, sends 
the Program 
Coordinator the 
required template 
agreement with 
instructions for 
submitting to the 
online contract 
approval system; 
Legal Counsel 
consults with 
Insurance and/or 
Research Contracts 
Unit if necessary 
 

EHS assesses 
level of risk 
and form of 
payment; EHS 
communicates 
with Program 
Coordinator 
OR directly 
with students 
to request 
completion of 
Student 
Declaration 
Form and /or 
OCASP if 
required 
 
 

Program 
Coordinator 
sends template 
agreement to 
organization 
and once 
signed, submits 
to Legal 
Counsel’s 
online Contract 
Review system.   

Program 
Coordinator or 
students send 
signed copy of 
Student 
Declaration form 
to EHS (if 
required); EHS 
monitors 
completion of 
OCASP records (if 
required) 


