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This step-by-step Reference Guide will assist Parents/Guardians in completing their
child/ward’s Excursion Permission for Excursion forms online.

Open the Email You Received from TDSB

As a TDSB Parent/Guardian, you will receive an
email from “tdsb.excursions@tdsb.on.ca”
indicating that an upcoming excursion has been
scheduled for your child/ward.

You will be required to review the excursion
permission form and provide consent for your
child/ward to attend the excursion.

Update Screenshot with email parent receives

Access to the Excursions Management Application (EMA)

To start the excursion consent process, click on
the link embedded in the email you received.

Or, open a browser and navigate to:

URL: https://parent.ema.tdsb.on.ca/

Click the purple “Login” button at the bottom of the page to access the Login page.
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Login to EMA

Enter the email address that is registered on file
at your child’s school and was used during the
account creation process.

Enter the “Password” which you created during
the account creation process.

Click the “Sign In” button.

Find your Excursion

Once logged into EMA, you will see a list of
tasks on the “Home” screen that you will need to
complete, including a task for the approval for
your child’s/ward’s excursion.

Locate the task based on the destination of the
excursion and click the blue “Approve/Decline”
button to access the excursion permission form.

Check the Medical Information Status

Before viewing the excursion permission form, you will be prompted with a message “Has the
medical information for your child/ward changed since it was last updated?”

To complete your child/ward’s medical information, go to the Medical Information Reference
Guide.
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Complete the Parent/Guardian Permission for Excursion Form
The excursion permission form has several sections for you to review/complete:

Top of Form - Excursion Details

You will be able to review the excursion permission form details, such as destination,
date/time of departure and arrival, itinerary, costs, etc.
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Middle of Form - Excursion Consent

As a Parent/Guardian, you will be required to provide approval for your child/ward to
attend an excursion.

If you wish to grant permission, checkoff the “Yes” box and complete all details within
this section by the specified date.

Otherwise, checkoff the “No” box.
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Bottom of Form - Sign and Certify

You must type your “Full Legal Name” that is on file at your child/ward’s school.

Once you have read the “Sign and Certify” section, re-type your “Full Legal Name”
and check off the box “Check box to certify by electronic signature”.

Parents/Guardians can also review the “Notice of Collection” which explains why the
TDSB requires this information, how the information will be used and who to contact if
you have any questions.

Lastly, you must click the purple “Submit” button to allow you to submit the excursion
permission form to your child/ward’s school.
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Submit the Form
Once you click the “Submit” button, a pop-up window will appear.
If you have selected “Yes”, you will be asked to confirm your “Consent” for your child/ward to
attend the excursion:

If you have selected “No”, you will be asked to confirm your “Denial” for your child/ward not to
attend the excursion:

If your consent is accurately displayed, click “Yes” to submit your form, otherwise, click “No”
to go back into the excursion permission form and update the necessary fields.
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Re-submit the Parent/Guardian Permission for Excursion Form
Prior to an excursion taking place, Parents/Guardians have the ability to change their mind
and re-submit the form with a different response.

From the “Home” screen, click on the “Excursion” menu option to view a list of excursions for
your children.

To modify the excursion form, find the excursion in the list based on the excursion destination
and your child/ward and then click on the row to open it.

Scroll to the bottom of the form and uncheck your previous response and checkoff your
updated response to either “Yes” or “No”. If selecting “Yes” ensure you complete all details
within this section.

Once you click the “Submit”, your response is updated in EMA and can be viewed by school
staff organizing the excursion.

Review the Parent/Guardian Permission for Excursion Form
From the “Home” screen, click on the “Excursion” button at the top to view a full excursion
listing for your children.

To review the excursion form, find the excursion in the list based on the excursion destination
and your child/ward and then click on the row to open it.

Review the content of the form for accuracy.

Require Assistance?
If you cannot complete this form and/or update your response, please contact the school
office to provide you with the necessary support and assistance.
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