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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 bemg 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 a course of study, and require student
participation. Fees may not be assessed against students.

Supplementary Trips - Trips in which students voluntarily participate in and which often take place outside the regular school
day, but do not includ‘e ovemight stays. Financial contributions may be requested of students.

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 or supplementary and are voluntary in nature. Extended
field trips require school board approval prior to the trip.

: INSTRUCTIONAL TRIP ACTION . | - o,
‘: Principal: | Approved Name:
| | T1gl'l5

Not Approved Date: Zl@ll 5
| SUPPLEMENTAL TRIP ACTION
Principal: £ Approved Name:
£ 1 Not Approved Date:

Instructional/Supplemental Trips need not be sent to District office.

| EXTENDED TRIP ACTION

Principal: ‘ 1 Recommended Name:
[ 1 Not Recommended Date:
D e '
Assistant Superintendent: commended Name:
' 1 Not Recommended Date: ‘ ‘27/[ /S —
School Board: 1 Approved Name:
[T Not Approved Date:

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




FIELD TRIP REQUEST FORM

Date of Submission:

Type of Trip: Edstructional? 1 Supplementary [ Extended

1.

2
3.
4

11

Field Trip Budget Request
5 Estimated Expenses '
Totel AdmissonFees_$50 1 5 entSL 2 students +38[chap I 3150
' Total Meals $ Inclug
. | Total Lodging $ \Wnclul
' Total Transportation ' ' §
] School District Vehicle(s) : ; 2213, 1703

. | Donations

Organization/Grade/Course Planning Trip:

s El Lﬂmx _5" G;rcde
Contact Person (Responble fOr Checklist mpletion): _;)mxk ey "Ped :
Field Trip ?A'&'él?-'.';‘."‘?/-u; Destination: L e W o QY C,é’n)rex
Field Trip Overview (Inclu 2 vgr%oésulll EL% %Ql‘éégti‘ons : xMo e 1N ‘ «
9 XY VNN \ CAENCE A'i ~+ Cox AAMOO QCA\VA’\@
0oLt each day @Teen Boclooes Btudent Cenered fucild

Field Trip Departure from School (Date and T|me) &i‘ ‘ q QO 3: \‘5 s

Field Trip Return to School (Date and Time): Q -, =) o \ aYa's NN
Objectives of Field Tripi AN £ oM € COeNCNCE €0 A O _b‘{ the N
onade 5 Acadenc,. Stuedards, in Seience. Syand 4- Me Scie

~ SWONQ g ALV 2/ CANCEN MO
Relationship to Curnculum or Student Learning” \ \ye&re ‘0 )'e \€

oS+ Coonounit, b«,\ M ‘\' h (L“na MNye ’W\\\LMS

Follow-up Field Trip Activities:

1 Commercial Transportation Carrier ~ Name: 7,
[ Private Vehicle (requires certificate of insurance) ~ Name: ’

Total Additional Stipends: §
| Qther: v $ ,
 Total $ 54RO

; Revenues :'
District Budget | Code: $Q,3 12.40

| Booster Group

| Student Fees $ 3150
Total Additional StILdS

[Total $6’L/b8 0
Reviewed/Completed Request Checklist: Yes L1 Neo

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL



FIELD TRIP REQUEST CHECKLIST - All Field Trips

DIRECTIONS: Please complete checklist. No aftachments are necessary.

Q’U//Devebp and Communicate Student Discipline Expectations
v Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians
" Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies,
edications, special needs.)
ain Access to Cell Phone for Field Trip
Plan Arrangements for Early Pick-Up or Late Drop-Off Students (if necessary).
fLuide: May choose to leave message on school voice mail to help with late drop off.
Plan Meal Arrangements (if necessary)
emminder: Notify food service of non-participation.
Plan Administration of Student Medication and First Aid Needs (if necessary)

E(Gulde Contaet School Nurse
[Z(Develop and Communicate Action Plan if Student Gets Lost on Trip
Arrange Adult Chaperones for Field Trip (if necessary)
Guide: One (1) adult for every twenty (20) students depending on field trip. Parent volunteers are encouraged when pOSSIble or
appropriate.
Develop and Communicate Teacher and Adult Chaperone Expectations
Example: Supervision duties, no smoking, no alcohol
Planned ltinerary

TIME LOCATION

e i4-3}- Porirao\e Learr\\m Cﬁrﬁ@(

.-;-... 2194 Noavvage) Cers
% ‘ QQO/ A

E/ Maintain Student Roster and Check-in/Check-out Procedure
Arrangement for Safety Neegs,(i.e. crossing guards

Signature of Contact Person:

FIELD TRIP REQUEST CHECKLIST - Extended Trip Only

DIRECTIONS: Please complete checklist and attach all appropriate materials.

{Develop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians
Note: Attach tentative planned itinerary.
Arrange Funding of Expenses During Trip
I%I/{\rrange Meal Plans
rrange Lodging Plans and Room Assignments
Collect Family Emergency Information for Students
l:Z,/Example: Home phone numbers, emergency contacts, medical information
Additional Information

Note: Provide any additional i formatlon
Signature of Contact Person: / J.mo"
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DISTRICT 709 MeL.
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: Al 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 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 a course of study, and require student
participation. Fees may not be assessed against students.

Supplementary Trips - Trips in which 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, the Continental United States, or a Foreign Country - Trips that involve one or more
overnight stops within Minnesota, the Continental United States, or a Foreign Country (externally sponsored) and may be
instructional or supplementary and are voluntary in nature. Extended field trips require school board approval prior to the trip.

INSTRUCTIONAL TRIP ACTION
Principal: 1 Approved Name:
[ Not Approved Date:

SUPPLEMENTAL TRIP ACTION
Principal; [ Approved Name:
1 Not Approved Date:

Instructional/Supplemental Trips need not be sent to District office.

EXTENDED/EXTERNALLY SPONSORED TRIP ACTION
Principal: IM Recommended Na
»;% 1 Not Recommended Date:

Assistant Superintendent: [1 Recommended Name:
[1 NotRecommended  Date:

School Board: 1 Approved Name:
[1 Not Approved Date:

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




FIELD TRIP REQUEST FORM

Date of Submission:
Type of Trip: ﬁ instructional ] Supplementary 5< Extended
- _— st/ YA ¥%
1. Organization/Grade/Course Planning Trip: as / ,Q
2. Contact Person (Responsible for Checklist Completion): M ,Zi MI’M
3. Field Trip Date(s): ////.x//J-,,///a//mestination:_ZM’é%&ow,_%M
4. F|eId Trip Overwewmde events, estabhshments and locations):
) ~
\g«,m ,o&com Z/;,;ch‘gﬁ; yggocs, D0, ZLr YD)
5. Field Trip Departure from School (Date and Time)' QL @® 7 m
Field Trip Return to School (Date and Time): 7. [ T D}Y\ )
6.  Objectives of Field Tnp %’&)" I3 B Y W ,/é
Co Qo VLl g A?Q,Zﬁ/oa/é'o) -
7. Relationship to Curriculum or Student Leaming: 7y ‘ 4 22y
(/
PSS o Cronpen Pl LK 2298
(2 P A T NrpldhnaZeng of FE P
8. Planned Follow-up Field Trip ftivities &
9. Field Trip Budget Request \ Jazzl> 77 Wc&(d/ﬁé ~ M .
| Estimated Expenses
Total Admission/Fees ' $.3 4
Total Meals '$ 8300
Total Lodging 'S 2Y
Total Transportation S 6
1 School District Vehicle(s)
[ Commercial Transportation Carrier ~ Name:
[ Private Vehicle (requires certificate of insurance) ~ Name:
_Total Additional Stipends: ¢ ODesfp ) S A2 A
| Other: Nosdx e s b(/fé;%%g 5 R
Total 'S /384
Revenues
District Budget | Code: Pzt $ $85. % 6
Booster Group $
Donations $ 40
Student Fees $ §30 ¥
Total Additional Stipends: $ sy OO0
| Total $/38b
11.  Reviewed/Completed Request Checklist: C] Yes C1 No

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL



FIELD TRIP REQUEST CHECKLIST - All Field Trips

DIRECTIONS: Please compiete checklist. No attachments are necessary.

: Develop and Communicate Student Discipline Expectations
Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians
) Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies,
medications, special needs.)
Gain Access to Cell Phone for Field Trip
Plan Arrangements for Early 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.
Plan Meal Arrangements (if necessary)
Reminder: Notify food service of non-participation.
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
A) Arrange Adult Chaperones for Field Trip (if necessary)
Guide: One (1) adult for every. 20students depending on field trip. Parent volunteers are encouraged when possible or
appropriate. 10 2‘0;
Develop and Communicate Teacher and Adult Chaperone Expectations
Example: Supervision duties, no smoking, no alcohol
Planned Itinerary

TIME LOCATION
=) Ml_némé

[@ Maintain Student Roster and Check-in/Check-out Procedure
m Arrangement for Safety Needs (i.e. crossing guards)

Signature of Contact Person:

FIELD TRIP REQUEST CHECKLIST - Extended/Externally Sponsored Trip Only

DIRECTIONS: Please complete checklist and attach all appropriate materials.

[N Develop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians
Note: Attach tentative planned itinerary.
[N Arrange Funding of Expenses During Trip
8N Arrange Meal Plans
5\ Arrange Lodging Plans and Room Assignments
Collect Family Emergency Information for Students
Example: Home phone numbers, emergency contacts, medical information
Ry Additional Information
Note: Provide any additional infor

£

piation.

Signature of Contact Person:
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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 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 a course of study, and require student
participation. Fees may not be assessed against students.

Supplementary Trips - Trips in which 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, the Continental United States, or a Foreign Country - Trips that involve one or more
overnight stops within Minnesota, the Continental United States, or a Foreign Country (externally sponsored) and may be
instructional or supplementary and are voluntary in nature. Extended field trips require school board approval prior to the trip.

INSTRUCTIONAL TRIP ACTION
Principal: [ Approved Name:
3 Not Approved Date:

SUPPLEMENTAL TRIP ACTION
Principal: 1 Approved Name:
] Not Approved Date:

Instructional/Supplemental Trips need not be sent to District office.

EXTENDED/EXTERNALLY SPONSORED TRIP ACTION - <
Principal: A Recommended Na ’A 227N

1 Not Recommended Date: ,m1|§ S

Assistant Superintendent: 1 Recommended Name:
L1 Not Recommended Date:
School Board: (1 Approved Name:
1 Not Approved Date:

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




FIELD TRIP REQUEST FORM

Date of Submission;

Type of Trip: 1 instructional [ Supplementary [>X~Extended

Organization/Grade/Course Planning Trip: Z‘/@\S) A/ / 7147& W

1

2. Contact Person (Responsible for Checklist Completion): ‘JLUMM @
3. Field Trip Date(s): / /Z/ 71/ 8§ ’//ZI/IBe’stination: W
4

Field Trip Overview (include ev _establishments and locations):
<9

A - WA //7:;).

S
5. Field Trip Departure from School (Date and Time): \%M /9,Q0/8 &) 7 L0005,
Field Trip Retum to School (Date and Time): 7242~ )2/ 2N T @ 7000,

6. orﬁvesoﬂ:ield Tip NN N 65+ ?»otwofc/mc;

7. Relationship to Curriculum or Student Leaming: M&QA %@W’)’(/{W
Pos e (Paeon ézﬂw? Pinatl

8. Planned Follow-up Field Trip Activities:

Field Trip Budget Request *C;’oW S 740&_ coles
“ el e, .

Estimated Expenses /
Total Admission/Fees . ' $ 00
| Total Meals / at @er/l,;(,mw MM Z 22 ) 13254 |
. P

Total Lodging $ 336 o0
Total Transportation $ ) %0 /
B School District Vehicle(s)

1 Commercial Transportation Carrier ~ Name:
[] Private Vehicle (requires certificate of insurance) ~ Name:

©

Total Addfional Stipends: > U B $ 290 |
Other:

$
 Total $ /6 é/

Revenues e’
District Budget | Code: $50 g +
Booster Group
Donations ",
Studert Fees L?SS’ /]
Total Additional Stipends: Ts , 0/
Total $)Y6Y

11. Reviewed/Completed Request Checklist: L] Yes 1 No

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL




FIELD TRIP REQUEST CHECKLIST - All Field Trips

DIRECTIONS: Please complete checklist. No attachments are necessary.

Develop and Communicate Student Discipline Expectations

Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians

Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies,
medications, special needs.)

Gain Access to Cell Phone for Field Trip

Plan Arrangements for Early 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.

Plan Meal Arrangements (if necessary)

Reminder: Notify food service of non-participation.

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

Arrange Adult Chaperones for Field Trip (if necessary)-

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

Develop and Communicate Teacher and Adult Chaperone Expectations

Example: Supervision duties, no smoking, no alcohol

Planned Itinerary

g & g = = a4 280

TIME LOCATION

V L4

Maintain Student Roster and Check-in/Check-out Procedure
Arrangement for Safety Needs (i.e. crossing guards) ’

FIELD TRIP REQUEST CHECKLIST - Extended/Externally Sponsored Trip Only
DIRECTIONS: Please complete checklist and attach all appropriate materials.

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

L3
Arrange Funding of Expenses During Trip
Arrange Meal Plans
Arrange Lodging Plans and Room Assignments
I@ Collect Family Emergency information for Students
Example: Home phone numbers, emergency contacts, medical information
@) Additional Information
Note: Provide any additional information.




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.

Business Professionals of America - Fall Leadership Conference November 2-3, 2014

DIRECTIONS: Al 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 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 a course of study, and require student
participation. Fees may not be assessed against students.

Supplementary Trips - Trips in which 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, the Continental United States, or a Foreign Country - Trips that involve one or more
overnight stops within Minnesota, the Continental United States, or a Foreign Country and may be instructional or
supplementary and are voluntary in nature. Extended field trips require school board approval prior to the trip.

INSTRUCTIONAL TRIP ACTION
Principal: 1 Approved Name:
1 Not Approved Date:

SUPPLEMENTAL TRIP ACTION
Principal; L1 Approved Name:
1 Not Approved Date:

Instructional/Supplemental Trips need not be sent to District office.

EXTENDED TRIP ACTION @{ © ) S
Principal: %\Recommended Natg L) 2l
. 1 Not Recommended Date: 19'/§‘[L5 N
Assistant Superintendentt [1 Recommended Name:

] Not Recommended Date:

School Board: 3 Approved Name:
"1 Not Approved Date:

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




FIELD TRIP REQUEST FORM

Date of Subnﬁssion: -

Type of Trip: 1 Instructional 1 Supplementary »ZL Extended

Contact Person (Responsible for Checklist Completion):

oW~

F[eld Trip Overview (Include events, establishments and locations):

LA 4

5. Field Trip Departure from School (Date and Time): A/.'B L/ /ST 8 {/@’bg.)

Field Trip Return to School (Date and Time):

Organization/Grade/Course Planning Trip: @EA G-/a A MW Mg
Field Trip Date(s): / ”é;[ 5= éiz 4~ Destination: /Qéd@d /&XVZLCAA %

6. Objectives of Field Trip: MM@MWW

'CD

©

Field Trip Budget Request

Estimated Expenses

Total Admission/Fees

Total Meals

Total Lodging

Total Transportation
1 School District Vehicle(s)
N Commercial Transportation Carrier ~ Name:

1 Private Vehicle (requires certificate of insurance) ~ Name:

. , \
Total Additional Stipends:.  (Se d— \
Other:; Qe ) d

Total

| Revenues \
| District Budget | Code: IE ]
| Booster Group J
| Donations }

Student Fees |
Total Additional Stipends:
Total

$
$
Wkl 7
S

11.  Reviewed/Completed Request Checkiist: LX{ Yes J No

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL
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FIELD TRIP REQUEST CHECKLIST - All Field Trips

DIRECTIONS: Please complete checklist. No attachments are necessary.

Develop and Communicate Student Discipline Expectations

Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians

Collect Parent/Guardian Permission for Student Participation in Field Trip (include request for special information - i.e. allergies,
medications, special needs.)

Gain Access to Cell Phone for Field Trip

Plan Arrangements for Early 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.

Plan Meal Arrangements (if necessary)

Reminder: Notify food service of non-participation.

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

Arrange Adult Chaperones for Field Trip (if necessary)

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

Develop and Communicate Teacher and Adult Chaperone Expectations

Example: Supervision duties, no smoking, no alcohol

Planned Itinerary -

TIME LOCATION

Maintain Student Roster and Check-in/Check-out Procedure

E?bd)
Arrangement for Safety Needs (i.e. crossing guards) ég/g o K

Signature of Contact Person:

0 oot o

Signature of Contact Person:

FIELD TRIP REQUEST CHECKLIST - Extended Trip Only

DIRECTIONS: Please complete checklist and attach all appropriate materials.

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

Arrange Funding of Expenses During Trip

Arrange Meal Plans

Arrange Lodging Plans and Room Assignments

Collect Family Emergency Information for Students

Example: Home phone numbers, emergency contacts, medical information

Additional Information

Note: Provide any additional information.

Business Professionals of America is a national organization for high schools students preparing for career in business and
computer occupations. The organization’s activities and programs complement classroom instruction by giving students practical
experience through applications of the skills learned at EAST. Business Professionals of America acts as a cohesive agent in the
nationwide networking of education, business and industry, and is contributing to the preparation for a world-class workforce
through the advancement of leadership, citizenship, and technological skills. Business Professional of America, education is a
lifelong experience. Members experience activities such as community safety projects, public relations efforts, leadership

conference participation, competitive events participation, projects undertaken in order to complete requirement of the Special
Recognition Awards Program.



