FIELD TRIP REQUEST FORM

****Each Field Trip Request Form must be completed in full in order to be processed.  Any form that is not completed will be returned to the teacher.  A completed form with supporting documentation must be in the Assistant Superintendent’s office 15 days prior to the date of the trip for processing.  Sole responsibility and liability will be that of the teacher in charge if field trips occur without Central Office approval.





Teacher _________________________________________ School/Class_______________________________



Teacher email:______________________________  Cell Phone #_______________________________




Request Date________________ Trip Date_________________       Destination___________________________________




Departure Time:______________ Return Arrival Time:________________       #of Buses_________



Alternate Transportation:  ______Walk   ______Private Vehicles  (Driver’s license and proof of insurance required for each trip request)  ______County Vehicle



________Charter Bus   ________Rental Van (Must attach proof of 1 million dollar insurance policy)



	
Number of: Students______________ Staff ______________ Chaperones____________________


Please check all that apply below:





______Day Trip ______In-state Trip   ______*Out-of-State Trip ______*Overnight Trip 
                                                                                 *REQUIRE BOARD APPROVAL  


Purpose of Trip:____________________________________________________________________________

Specific Educational Objectives to be accomplished:
	

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


I have talked to the school cooks and need bagged lunches. 

If checked, how many bagged lunches do you need?  

I have talked to the school cooks and do not need bagged lunches for this trip. 


Pre-Teaching/Trip Activities to be completed in the classroom:


___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Post-Teaching/Trip Activities to be completed in the classroom that will reinforce/extend learning:


___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________[bookmark: _GoBack]
[image: ]


Itinerary (Detailed time schedule to be followed):


___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




BUDGET:  (Finances involved and payment sources)
   


Cost per student:  $_______________      Cost per adult:  $________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


EQUAL ACCESS ASSURANCE (Statement denoting participation is not hindered by economic status):


___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






List the names of students who will be going on the field trip.

List the names of all school employees who will be going on the field trip below.  

***Enter requests for Professional Leave in Smart Find Express prior to submitting field trip paperwork to the Central Office.  



List the names of approved chaperones (CIB must be on file at BOE or a copy of CIB report is attached to this field trip paperwork for each chaperone.  All chaperones who will be supervising students must be approved by BOE this school year.)





I have utilized the guidelines in AG 2340A to plan, conduct, and evaluate the trip and, upon approval of the trip.  I will obtain parental permission (Form 2340 F2A) and use the Checklist for Trips (2340 F3).


FIELD TRIP APPROVAL

Trip Approved: ______Trip Disapproved: ______Principal:_____________________Date:______________________

Trip Approved: ______Trip Disapproved: ______Assistant Superintendent:_____________________________
					           
Date:_____________________
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