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DISTRICT 709
 
FIELDTRIPREQUESTS
 

In accordance with School District Policy District 6160, District 709 recognizes properly planned , well conducted, andcarefully 
supervised field trips may be avital part of the curriculum. School field trips are encouraged within available resources and 
requ irements outlined below. 

DIRECTIONS: All staff are required to submit aField Trip Request prior to the field trip being finalized with the involved 
students and to: 

> Receive administrative and/or extra-curricular coordinator approval for all instructional and supplementary field trips 
> Receive administrative reviewal and school board approval for all extended trips (Exceptions may be granted by the 

school board chair to accommodate emergencies.) 

DEFINITIONS: 

Instructional Trips - Trips that take place during the school day, relate directly to acourse of study, and requ ire student 
participation. Fees may not be assessed against students. 

SupplementaryTrips - Trips in which students voluntarily participate in and which often take place outside the regular school 
day, but do not includeovernight stays. Financial contributions may be requested ofstudents. 

E ~tended TripsWith in .M i n nesot~ and Continental United States - Trips that involveone ormore overnight stops within 
~l ndnte~ota or t.he Cohntln1ental United State~ and may be instructional orsupplementary and are voluntary in nature ExtendedIe l

nps require sc 00 board approval pnor to the trip. ' 

INSTRUCTIONAL TRIP ACTION 
Principal: 0 Approved Name: 

o Not Approved Date: 
SUPPLEMENTAL TRIP ACTION 

Principal: 0 Approved Name: _ 

o Not Approved Date: 

Instructional/Supplemental Trips neednot be sent to District off'Ice. 

EXTENDED TRIPACTION 

Principal: 
~ Recommended Name: Lr~7o Not Recommended Date: ,7-/-// 

Assistant Superintendent: 0 Recommended Name: 
0 Not Recommended Date: 

School Board: 0 Approved Name: 
0 Not Approved Date: 

All extended trip proposals must be sent to theAssistant . 
EducationCommitteemeeting agSeUPderfrntendent's Office to be placedon the 

n a orapproval. 



FIELDTRIP REQUEST FORM 

Date of Submission: 

Type of Trip: D Instructional D Supplementary jXJ Extended 

1, Organization/Grade/Course Planning Trip: Ill.-( rl)H6)T /1/£ h ()6 ,U,."i-f - 4/-+/7IU/,-pt.. t1Y.£J ~h'~..u7no..d 

2, Contact Person (Responsible fo r ChecklistCompletion): ;::4..£;) /?tu0 No..-r"y' £

3, Field Trip Date(s): r/~ "($ .. L(/.I ?A/Destination: ~ A 4/.!:v YtJ£. /c, ""A:~ ~~/~ 
4.	 Field Trip Overview (Include events, establishments and locations): 4i1~A/.fL /I Y'£. .r c'o~/&h7/&dt1/

5.	 Field Trip Departure from School (Date and Time): A .J:f/.,{}L. £ '71/-'7"/1/ 

Field Trip Return toSchool (Date and Time): _ _ -------" 1"'- 2u/.'--"I_'___ _'Y-+-_~ / 

6.	 Objectives of Field Trip: )?V~l'-.f't'A/Y /'Y/-v..v£.rOrA' 

7.	 Relationship to Curriculum or Student Learn ing : 
------''--='--=----=-==~=.:~:....!..-_-------

8. Planned Follow-up Field TripActivities: 

9, Field Trip Budget Request 

Estimated E xpenses 
Total Admission/Fees $ 
Total Meals $ 
Total Loccinc $ 
Total Transportation 
D School District Vehicle(s) 
D Commercia l Transportation Carrier- Name: 
D Private Vehicle (requires certificate of insurance) - Name: 

$ 

Total Additional Stipends: $ 
Other: $ 
Total $ 

Rev enues 
District Budqet TCode: $ 
Booster Group $ 
Donations $ 
Student Fees $ 
Total Additional Stipends: $ 
Total $ 

H--1-Pfi .. /1;A//l/b-'t9r/f 4&f ro al'1-jt,~f 
/f.rJ f.' c: /~oA..! 

C/flE.£/C/,A/.(I ~ v~l/iL £ ;</'EdfE...r 

11 , Reviewed/Completed Request Checkl ist: DYes D 1\10 

RETU RN COMPLETEDREQUEST TO BUILDING PRINCIPAL 



FIELD TRIPREQUEST CHECKLIST· All FieldTrips 
DIRECTIONS: Please complete checklist. No attachments are necessary. 

o	 Develop and Communicate Student Discipline Expectations 
o	 Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians 
o	 Collect Parent/Guardian Permission for Student Participation in Field Trip (I nclude request for special information - i.e. allerg ies, 

medications, special needs.) 
o	 Gain Access toCell Phone for Field Trip 
o	 Plan Arrangements for Early Pick-Up orLate Drop-Off Students (if necessary). 

Guide: May choose to leave message on school voice mail to help with late drop off. 
o	 Plan Meal Arrangements (if necessary) 

Reminder: Notify food service ofnon-partic ipation. 
o	 PlanAdministration ofStudent Medication and First Aid Needs (if necessary) 

Guide: Contact School Nu rse. 
o	 Develop and Communicate Action Plan if Student Gets Lost on Trip 
o	 Arrange Adult Chaperones for Field Trip(if necessary) 

Guide: One (1) adu lt for every twenty (20) students depending on fie ld trip. Parent volun teers are encouraged when possible or 
appropriate. 

o	 Develop and Communicate Teacher and Adu ltChaperone Expectations 
Example: Supervision duties, no smoking, no alcohol 

o	 Planned Itinerary 

TIME	 LOCATION 

o 
o 

FIELD TRIP REQUEST CH ECKLIST 
DIRECTIONS: Please complete checklist and attac

Extended Trip Only 
h all appropriate materials. 

D 

D 
D 

Develop and Complete Field Trip Itinerary and Emergency Telephone Con
Note: Attach tentative planned itinerary. 
Arrange Funding of Expenses During Trip 
Arrange Meal Plans 

tacts Letter to Parents/Guardians 

Maintain Student Roster and Check-in/Chec utProcedure 
Arrang ement for Safety Needs (i.e. crossin guards) 

Signature of Co ntact Person: (-_~"L... e:.t. ~:£2~=..L!. ~~:::::::::"""'::::: =:::::::::' _ 

o Arrange Lodging Plans and Room Assignments 
D Collect Family Emergency Information for Students 

Example: Home phone numbers, emergency contacts, medical information 
D	 Additionallnformation 7 

Note: Provide any additional inform,o~/ 

Signalure of Contact perso~ 
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FW: New York Contest
 
matthew rannila
 
Sent: Tuesday, March 01, 201110:46 AM
 

To: james c. arndt
 

Importance: High
 

Matthew "phil" Ra nnila 
In s truc t or, STC Au to Sy stems 
33 6 897 5 Extensio n 40 8 1 

From: Michael Lehn [michael.lehn@ayes.orgJ 
Sen t: Sa t urday , February 1 9 , 20 11 3: 11 PM 
To: mat t h ew rannila; fred m. p r ud ho mme 
Subject : New York Conte s t 

Phi l a nd Fr ed, 

I h a ve c o mpl e ted the final te s ting o f a l l the AYES schoo ls l a st week and j ust this 
af ternoon I ha ve comp l e ted the scoring of the te s ts. Pl e as e help me congratulat e 
your st udent s Mike Lindholm and Flynn Ha py as t hey score d the highest on t he exa ms 
with a team f r om St . Cl oud closel y on their heels (3 po i n t s behind). I al so just 
l earne d that the Minne s ota Te am c a r is from LEXUS f or thi s years con tes t . So before 
I r elease the information to MADA and the other Minne s ota AYE S schoo l s , I want t o b e 
s u re that yo u ( I can o n ly t a ke o ne instructo r wi th t he MADA f unding ) and your two 
s t u de n t s a r e wi l ling to c ompe t e in the Ne w York Automot ive Te chnolog y Compe t i t ion . 
Leav ing Minneapo l i s t he morn i ng (early) of Monday, Apr i l 25 a nd returning from New 
York Ci ty t he even i ng o f Wedne s da y , Ap r i l 27 . The MADA wi l l c ov e r r ound t r i p 
flights from Minneapoli s to New York Ci ty f or one i n st r ucto r and a team of two 
s t u den t s . The y wi l l a lso c ove r the hotel cos ts o f t wo r ooms for t wo night s (Mond a y 
a nd Tuesday nights ) in the past , we have had the stude nts sha re a room a nd the 
i nst ructor a nd I have shared t h e r oom . I wi l l cover t h e t ax i r ide back and f orth t o 
t he airport o n ce we l and in New Yo rk Ci ty. Most o f t he meals a re cove r ed once we 
arrive i n New York Ci ty. Hope that make s sense ? 

P l e a s e c o n f i r m as soon as possibl e on the morning o f Monday, Feb 21 (g i v e me a ca l l ) 
o nce you h ave t a lked wi t h your s tude nts . Then, I wi l l need you to send me a good 
p ho t ocopy o f you (Ph i l or Fred ) a nd you r s tude n t ' s Minnes ota Driv ers Licenses (j us t 
tur n the p hoto copy in to a PDF document) so that yo u can e mail it to me (y ou might 
need Jim 's a ss i s t a n t t o as sist yo u o n that reque st ) . 

Aga in Con grat u lat ions ! 

Mike 

https://webmail.duIuth.k12.mn.us/owa/?ae=Item&t=IPM.Note&id=RgAAAADL4TtM38L... 3/1/2 0 I I 
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FW: Minn esota's runoff winners for the New York Automotive Technology
 
Competi1l:ion
 
matthew ranni la
 

Sent: Tuesday, March 01, 201110:45 AM 

To: james c. arndt
 

Importance: High
 

Ma t thew "Ph i l " Rann i la 
Instructor , STC Auto Systems 
336 8975 Exte nsio n 408 1 

From : Mi c ha e l Le hn [mi c hael. l e hn@a y e s. org ] 
Sent : Wednesday, February 23, 201 1 10 :49 AM 
To: l r oo d@moo r h e a d . k 12 . mn . u s ; efloersch@fergusfalls .k12.mn .us ; DHickman@sc tcc.edu ; 
chuck . edstro m@anoka . k12.mn . us; ma t thew. s a ndys @anoka.k1 2 .mn. u s ; ron . r yb icka @spps.o r g; 
henry .velasque z@spps.org; mlessman@faribault .k12 .mn .us; Pete Tennant 
Cc : matt he w rann i la; fred m. prudhomme ; l a mbe r t @ma d a . o r g ; Sandy Brom ; 
John . V.Raphea l @stat e .mn .us; ginny .karbowski@so .mnscu.edu 
Sub jec t: Mi nnesota ' s runo f f winne r s for the New York Aut omo t ive Te c h no l ogy 
Competit ion 

Good Mo r ni ng Ev e r yone, 

After severa l long weeks o f testing students, I am very p leased t o report that the 
student wi nn e r s of this year's Minnesota runoff contes t is Mike Lindholm and Fl y nn 
Ha p y comi ng fro m Ph i l Rann i la & Fred Pru dhomme prog r am a t the Dul u th STC . On c e 
again the contest was extremely close between a ll of our programs. 

The following is a l ist o f the top 5 t e am placements . 1. Du l uth Se condary 
Te c hnic a l Cen ter ; 2. Apo l lo High Schoo l 's Dis covery Ac a d e my ; 3. Faribault High 
School; 4. Anoka STEP ; 5 . Fergus Fa l ls High School . I extend my apprec iat ion 
for al lowing me to come i n t o your programs to challenge your s t ud e n ts. 

This year's Mi nn e s o t a car i s a 2010 Lexus , so it will be a great challenge for the 
two students . I am sure that Phi l and Fr e d wou ld appreciate any advice you can give 
them f rom those of you who have b e en to t he Ne w York c ontest in pas t y e a r s. 

Thanks again, Mi ke 

Michae l Le hn 
Minne s ota AYES Fiel d Manage r 

https:llwebmail.duluth.k12.mn.us/owal?ae=Item&t=IPM.Note&id=RgAAAADL4TtM38L... 311120n 

mailto:mlessman@faribault.k12
mailto:efloersch@fergusfalls.k12.mn.us
mailto:lrood@moorhead.k12.mn.us
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DISTRICT 709
 
FIELD TRIP REQUESTS
 

In accordance with School District Policy District 6160, District 709 recognizes properly planned, well conducted, and carefully 
supervised field trips may be a vital part of the curriculum. School field trips are encouraged within available resources and 
requirements outlined below. 

DIRECTIONS:All staff are required to submit a Field Trip Request prior to the field trip being finalized with the involved 
students and to: 

~ Receive administrative and/or extra-curricular coordinator approval forall instructional and supplementary field trips 
~ Receive administrative reviewal and school board approval forall extended trips (Exceptions may be granted by the 

school board chair to accommodate emergencies.) 

DEFINITIONS: 

Instructional Trips - Trips that take place during the school day, relate directly to a course of study, and require student 
participation. Fees may notbe assessed against students. 

Supplementary Trips - Trips inwhich students voluntarily participate in and which often take place outside the regular school 
day, but donot include overnight stays. Financial contributions may be requested ofstudents. 

Extended Trips Within Minnesota and Continental United States·Trips that involve one or more overnight stops within 
Minnesota or the Continental United States and may be instructional orsupplementary and are voluntary in nature. Extended 
field trips require school board approval prior to the trip. 

INSTRUCTIONAL TRIP ACTION 
Principal : Approved Name 

D Not Approved Date: 

SUPPLEMENTAL TRIPACTION 
Principal : D Approved Name: 

D Not Approved Date: 

Instructional/Supplemental Trips need not be sent toDistrict office. 

EXTENDED TRIP ACTION 

Principal : X Recommended Name: Deborah Rickard 

D Not Recommended Date: Febrl:Jary 28,2011 

Assistant Superintendent:	 D Recommended 

D Not Recommended ~::#t1 "'=JJd;
 
3/1-. III 

School Board :	 D Approved Name: ---------- 

D Not Approved Date: 

All extended trip proposals must be sent to the Assistant Superintendent's Office tobe placed on the 
Education Committee meeting agenda for approval. 



FIELD TRIP REQUEST FORM
 

Date of Submission: February 28, 2011 

Type of Trip: Instructional D Supplementary X Extended 

1.	 Organization/Grade/Course Planning Trip: Fourth Grade Class Tripto Wolf Ridge Environmental Education Center 

2.	 Contact Person (Responsible for Checklist Completion):D::..:e::..:::b:..::o:...::ra::..:.h-,-R~ic::..:.k:::.'ar-=-d _ 

3.	 Field Trip Date(s):March 30-Apri11 ,2011 Destination: F--'.!inC-"'la"'-'.n.".,d-,-"Ml.!..!'-'-'in'-'-'ne""s""'ot""'a _ 

4.	 Field Trip Overview (Include events, establishments and locations): Wolf Ridge Environmental Center isan 

accredited residential environmental school It is located 90 miles north of 01 ill Ith in Finland, MN 

5.	 Field Trip Departure from School (Date and Time): Wednesday, March 30, 2011 9:00 a,m, 

Field Trip Return to School (Date and Time): F-,-,ri~da~y,-,-, ~Ap~r-,,--il-,-,1 ,L.-':2'-"' 1 1'-..:= ~ p'_"~.0-'- 2"-":00 __'=' , m _ 

6, Objectives of Field Trip: Ieachfne conceptsofconservation and stewardship, Promote social understanding, respect 

and cooperation I earn behaviors that promote a sllstainable life-style and foster IlOderstanding oUhe earth 

7. Relationship to Curriculum or Student Learning: Students participate inoutdoor experiences that focus on ecology and 

science, human culture and history, personal growth and group building, 

8, Planned Follow-up Field TripActivities: Student jourllal, 'Nrittell personal narrative 

9. Field Trip Budget Request 

Estimated Expenses 
Total Admission/Fees $120 per person $15 ,000 
Total Meals included 
Total LodQinQ included 
Total Transportation 
D School District Vehicle(s) 
X Commercial Transportation Carrier- Name: Cloquet Bus Company 
D Private Vehicle (requires certificate of insurance) - Name: 

$ 2,000 

Total Additional Stipends: None $ 
Other: $ 
Total $17,000 

Revenues 
District Budqet I Code: $ 
Booster Group PTA $1 ,000 
Donations Conqdon Park Foundation $1 ,000 
Student Fees $120 per student $9,000 
Total Additional Stipends: Wolf RidQe Calendars $ 6,000 
Total $17,000 

11,	 Reviewed/Completed Request Checklist: X Yes D No 

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 



- ------ ---------

FIELD TRIP REQUEST CHECKLIST· All Field Trips 
DIRECTIONS: Please complete checklist. No attachments are necessary. 

X Develop and Communicate Student Discipline Expectations 
X Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians 
X Collect ParenUGuardian Permission forStudent Participation in Field Trip (Include request forspecial information - i.e. allergies, 

medications, special needs.) 
X Gain Access to Cell Phone for Field Trip 
X Plan Arrangements forEarly Pick-Up or Late Drop-Off Students (if necessary). 

Guide: May choose to leave message on school voice mail to help with late drop off. 
X Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
X Plan Administration of Student Medication and First Aid Needs (if necessary) 

Guide: Contact School Nurse. 
X Develop and Communicate Action Plan if Student Gets Lost on Trip 
X Arrange Adult Chaperones forField Trip (if necessary) 

Guide: One (1) adult for every twenty (20) students depending on field trip. Parent volunteers are encouraged when possible or 
appropriate . 

X Develop and Communicate Teacher and Adult Chaperone Expectations 
Example: Supervision duties, no smoking, no alcohol 

X Planned Itinerary 

TIME LOCATION 
March 30,31 and April 1 Wolf Ridge Environmental Learning Center in Finland , MN 

X Maintain Student Roster and Check-in/Check-out Procedure 
X Arrangement forSafety Needs (i.e. crossing guards) 

Signature ofContact Person: 

FIELDTRIP REQUEST CHECKLIST - Extended Trip Only 
DIRECTIONS: Please complete checklist and attach all appropriate materials. 

X	 Develop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians 
Note: Attach tentative planned itinerary. 

o Arrange Funding of Expenses During Trip 
X Arrange Meal Plans 
X Arrange Lodging Plans and Room Assignments 
X Collect Family Emergency Information for Students 

Example: Home phone numbers, emergency contacts, medical information 
o	 Additionallnformation 

Note: Provide any additional information. 

Signature ofContact Person:	 _ 
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DISTRICT 709
 
FIELDTRIP REQUESTS
 

In accordance with School Olstrict Polley District 6160, District 709 recognizes properly planned, well conducted, and carefully 
supervised field trips may bea vital part of the curriculum, School field trips are encouraged within available resources and 
reqUirements outlined below, 

DIRECTIONS: All staff are required toeubrnit a Field Trip Request prior tothe field trip being finalized with the Involved 
students and to: 

> Receive adrnlnlstratlvs and/or extra-curricular coordinator approval forall instructional and supplementary field trips 
~ Receive administrative reviewal and school board approval for allextended tHps (Exceptions may be granted by the 

school board chair to accommodate emsrpencles.) 

DEFINITIONS; 

Instructional Trips. Trips that taKe place during the school day, relate directly toa course of study, and require student 
particIpation, Fees may not be assessed against students. 

Supplementary Trips - Trips inwhich students voluntarily participate In and which often take place outside the regular school 
day, but do not include overnight stays. Financial contributions may be requested of students. 

Extended Trips Within MInnesota and Continental United States· Trips that involve one ormore overnight stops wIthin 
Minnesota orthe Continental United States and may be instructIonal orsupplementary and are voluntary innature. Extended 
field trips require school board approval prior to the trIp. 

INSTRUCTiONAL TRIP ACTION
 
Principal: 0 Approved Name: ~_
 

o Not Approved Date: 

SUPPLEMENTAL TRIP ACTION
 
Prlnclpal: 0 Approved Name: _
 

o NotApproved Date: 

Instructional/Supplemental Trips need notbesentto Districtoffic.e. 

EXTENDED TRIP ACTION 

Prlnclpal: ~ Recommended 

o Not Recommended 

Assistant Superintendent	 0 Recommended Name: 

0 Not Recommended Date: 

School Board:	 0 Approved Name: 

0 Not Approved Date: 

All extended trip proposals must be sent to the Assistant Superintendent's Office to be placed onthe 
Education Committee meeting agenda for approval. 
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FIELD TRIPREQUEST FORM 

Date of SUbmission:
 

Type ofTrip: 0 Instructional 0 Supplementary ~ Extended
 

1. Organization/Grade/Course Planning Trip: DL(.L I.{ TH {; A 5 T A I ~ Fi P f' f7... LfJ Ltt Ii I V< 

2. Contact Person (Responsible forChecklist Completion): _j p~ ~ 'rl\ l" D Uyo 'i If l\! 
3. Field Trip Date(s): Af B- ll, 13 - I 9 Destination: INA § HI fir C11 tV l D! C, 
4, Field Trip OvervIew (Include events, establishments and locations): _--.---_~ ~ _
 

5, Field Trip Departure from School (Date and TIme) : I(IJ Ii j) , ' Ae (l 1\ 1'3 - 3 '~() S! \ Vl"\.. ' , I 
Field Trip Return to School (Date and TIme): Tl.A \;, PI f {1. 1L j4 - 2" 0 ~ p. IT' ' I 

6.	 Objectives of Field Trip: 5 - ern. E- aiOn gtd ):'-.5 I UN 11/ V7? oS'r ry Ct.I/lj! C 7' VI S I fIN Ii 

GO '''NNJl'd~Y1 BI.\ILP lj\{~S Aw P :$M)WSbN1flN IN~TlrL1tG' 

7, Relationship to Curriculum orStudent Learning: u: ·\/l..'ile R11 SCI f1II 0:, J'{\ \.(SIC. Cur 12 Ie '" k!,J .r(! 

eN ~f(HJd.~ trI!? Air 
C.O'f\lt_.~ _ ' 

8, Planned Follow-up Field Trip Activl~es ; (\ feu (,11tl 0 Y 0 ~ Q«-1 ~Il ';j:02'PA' /... /;-- TI r (IJ h) F,Q I 'th C (, J NI( 

9. FIeld Trip Budget Request 

Total AdmIssIon/Fees """ $ 
$ 

Total LodQinQ $ 

Estimated Expenses 

Total Transportation 
o School District Vehlcle(s)

lEI Commercial Transportation Carrier" Name: fit) ! rJ hir S I n9 Coo '>.1:/
 
o Private Vehicle (requires certificate of insurance) - Name: 

.~-~----~--

Total Additional Stipends: 

Revenues 
District BudQet 1 Code: $ 
Booster Group $ tx:~ o. 0 d 
Donations $-2oil~ " '/'1 
Student Fees $l(I, 113"- ¢~ 
Total Additional Stioends: $ 
Total $ l..I5 lfj o« 

11 . RevIewed/Completed Request Checklist: f§ Yes o No 

RETURN COMPLETED REQUEST TO aUll.D1NG PRINCIPAL 

$
 

$
 
$
 



03/0 3/ 20 11 14 ' 38 FA X 12 18 7287 438 DULUTH EAST 
@ 00 4/00 4 

FIELDTRIP REQUEST CHECKLIST· All Field TrIps
 
DIRECTIONS: Ple~e complete checklist. No attachments are necessary.
 

~ Develop and Communicate Student Discipline Expectations 
~ Forward Field Trip Explanation and Fee Structure Letter Sent toParents/Guardians 
CiJ' Collect Parent/Guardian Pennission forStudent Participation In Field Trip (Include request for special information- I.e.allergies. 

medications, special needs.) . 
[i2{ Gain Access toCell Phone forField Trip 
~ Plan Arrangements for Early Pick-Up orLate Drop-Of Students (if necessary). 

Guide: May choose to leave message onschool voicemall tohelp with late drop off. a Plan Meal Arrangements (If necessary) 
Reminder: Notifyfood service of non-participation. 

[2f Plan AdminIstration of Student Medication and First Aid Needs (If necessary) 
Guide: Contact School Nurse. . 

@ Develop and Communicate Action Plan If Student Gets Lost on Trip 
Q Arrange Adult Chaperones forFIeld Trip (ifnecessary) 

Guide: One (1) adult for every twenty (20) students depending on field trip . Parent volunteers are encouraged when possible or 
appropriate. . 

G4 Develop and Communicate Teacher and Adult Chaperone Expectations 
.-./ Example: SupsNlsion duties, no smoking, no alcohol. 
Ud" Planned Itinerary 

TIME 

~Maintain Student Roster and Check-in/Check-out Procedure 
L..t Arrangement for Safety Needs (Le. crossing guards) 

Signature ofContactPerson: .~ ~ . cy,..w
u 

FIELD "rRIP REQUEST CHECKLIST - Extended Trip Only 
DIRECTIONS: Please complete checklist and attach all appropriate materials. 

r:Ef Develop and Complete Field Trip itinerary and Emergency Telephone Contacts letter to Parents/Guardians 
Note: Attach tentative planned itinerary, 

~ ArrangeFunding ofExpenses During Trip 
~ Arrange Meal Plans 
G2f' Arrange Lodging Plans and Room Assignments 
W2I'" Collect Family Emergency Informatlon for Students 

/Example: Home phone numbers. emergency contacts. medical Information 
C2f Additional Information 

Note: Provide any additional Information, 

Signature ofContact Person: _+.....::::l:. ~:!....:t-~:..::.....::::::.- ~ 


