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DISTRICT 709
 
FIELD TRIP REQUESTS
 

Inaccordance 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 curricul'um. School field trips are encouraged within available resources and 
requirements outlined bel'ow. 

DIRECTIONS: All staff are required tosubmit a Field Trip Request priortothe 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 allextended trips (Exceptions may begranted by the 

school board chair toaccommodate emergencies.} 

DEFINITIONS: 

Instructional Trips - Trips that take place during the school day, relate directly toa course ofstudy, and require student 
participation. Fees may not be assessed against students. 

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

Extended Trips Within Minnesota and Continental, United States- Trips that involve one ormore overnight stops within 
Minnesota orthe Continental United States and may be instrucUonal orsupplementary and are voluntary innature. Extended 
field trips require school: board: approval prior tothe trlp, 

INST~U~, TIONAlTRIP ACTION: /, ' 
Pnnclpak ]Z1 Approved Name: -...,i6~4Wll.Jq,.jtILL.~I".L..-I-JI~~ 

o Not Approved Date: 

SUPPLEMENTAL TRIP ACTION 
Principal: 0' Approved Name: _ 

o Not Approved Date: 

Instructional/Supplemental Trips need notbesentto District office~ 

EXTENDED TRIP ACTION' 

Prlnclpal: o Recommended Name: ---------- 

o Not Recommended Date,: 

Assistant Superintendent	 ~commended Name: 

o Not Recommended Date: 

School Board:	 o Approved Name: -----~----

Di Not Approved Date: 

All extended trip proposals must besent to theAsslstam Superintendent's. Office to beplaced onthe 
EducaUon Committee meeti'ng agenda for approvall• 

J 



FIELD TRIP REQUEST FORM;
 

1. 

2. 

a. 
4. 

5. 

6. 

7. 

8. 

9. Field Trip Budget Request 

Total Admission/Fees 
Total Meals 

, Total Lod in 
Total Transportation 
D School District Vehicle(s) 
o Commercial Transportation Carrier  Name: 
o Private Vehicle (requires certficate of insurance) - Name:--------_. 

Total Additional Sti ends: 
Gther: 
Total 

Revenues 
District Budget I Code: 

, Booster Group 
: Donations 
Student Fees 
Total Additional Stipends: 

i Total: 

'$,~, 13,Lt1 
$ 
$ i 

,$.3lhO, 
'$ 
. $, [;1{hc~~ l 

o
 

. 
hO 

11:. Reviewed/Completed Request Checklist: ~Yes 0, No, 

RETURN: COMPLETED, REQUEST TO BUILDING PRINCIPAIL
 



FIELD TRIP REQUEST CHECKLIST - AU Field Trips 
. , DIRECTIONS: Please complete checklist. No attachments are necessary. . 

~eveloP and Communicate Student Discipline Expectations 
~.,>orward Field Trip Expl'anation and Fee Structure Letter Sent toParents/Guardians
M' Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies, 

~edications, special needs.) 
rn"~ain Access toCell Phone for Field Trip 
E3"" Plan Arrangements for Early Pick-Up orLate Drop-Off Students (ifnecessary). 
, ~uide,: May choose to leave message on school voice mail tohelp with late drop off. 
~ Plan Meal Arrangements (it necessary)' 

~eminder: Notify food service ofnon-participation. 
Q1 Plan Administration ofStudent Medication and First Aid Needs (ifnecessary) 
. /Guide: Contact School Nurse,. 
n1pevelop and Communicate Action Plan it Student Gets Lost on Trip 
M 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. 

M Develop and Communicate Teacher and Adult Chaperone Expectations 
. / Example: Supervision duties, no smoking, no alcohol 
~ Planned Itinerary 

~aintain Student Roster and Ch..eck-in/c~eck-out Procedure 
~ Arrangement for Safety Nee (I.e. crossing guards 

Signature ofContact Person: 
..;c-.~....L..=...=;-'~-----L---3o;,--~=...I..~J,...3IooIl~-+ 

FIELD TRIP REQUEST CHECKLIST - Extended Trip, Only 
DIRECTIONS: Please complete checklist and attach all appropriate matenals, 

~Deverop and Complete ReldTrip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardia.ns 
& /Note: Attach tentative planned itinerary. 
~Arrange Funding of,Expenses During Trip 
~~rrange Meal Plans 
~:.Arrange Lodging Plans and Room Assignments 
Q1 Collect Family Emergency Information for Students 

,~ample: Home phone numbers, emergency contacts, medical informatlon 
[3'" Additional Information 

Note: Provide any additiO~fOrmatiOn. . ~ 

Signature ofContact Person: 7~ ~ 0'"' 



10/03/15 

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 ofthe curriculum. SChool field trips are encouraged within available resources and 
requirements outlined below. 

DIRECTIONS: All staff are required to submit a Field Trip Request priortothe 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 for all extended trips (Exceptions may be granted by the 

school board chair toaccommodate emergencies.) 

DEFINITIONS: 

Instructional Trips - Trips that take place during the school day, relate directly toa course ofstudy, 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 notinclude overnight stays. Financial contributions may be requested ofstudents. 

Extended Trips Within Minnesota, the Continental United States, ora Foreign Country - Trips that involve one ormore 
overnight stops within Minnesota, the Continental United States, ora Foreign Country (externally sponsored) and may be 
instructional orsupplementary and are voluntary innature. Extended field trips require school board approval prior tothe trip. 

INSTRUCTIONAL TRIP ACTION 
Principal: D Approved Name: _ 

D Not Approved Date: 

SUPPLEMENTAL TRIP ACTION 
Principal: D Approved Name: _ 

D Not Approved Date: 

Instructional/Supplemental Trips need notbesent to District office. 

EXTENDED/EXTERNALLYSPONSORED TRIP ACTION 

Prins:ipal: ~ Recommended Na~Jr
 
D Not Recommended Date: 

Assistant Superintendent:	 D Recommended Name: 

D Not Recommended Date: 

School Board:	 D Approved Name: 

D Not Approved Date: 

All extended trip proposals mustbesent to theAssistant Superintendent's Office to beplaced on the 
Education Committee meeting agenda for approval. 



---------

FIELD TRIP REQUEST FORM
 

Date ofSubmission:
 

Type ofTrip: ~ Instructional D Supplementary
 

1. O~an~~~~Gffid~CouffieP~n~ngTrip:~~~~~~~~~~~~~~~~~~~~ 

2. Contact Person (Responsible for Checklist Completion): ~..L....;...~...;.......-..;;;......;;;..----~=..".o~-k"~~----:;'~.----


3. Field Trip Date(s): /1~.\.hJ"" .... tlh~bJf'estination:_~~~~~o:#-~~L.r-~~'::::::.:.L 
4. Field Trip Overview ~Influde events, establishments and locations): 

~ /yCJ.S 1l- ~ 

5. 

6. 

7. 

8. 

9. Field Trip Budget Request ~ -'7 0,1 

Estimated Ex enses 
Total Admission/Fees 
Total Meals 
Total Lod in 
Total Transportation 
D School District Vehicle(s) 
D Commercial Transportation Carrier  Name: 
D Private Vehicle (requires certificate of insurance) - Name:

$ 
$ 
$ 

Revenues 
District Bud et 
Booster Grou 
Donations 
Student Fees 
Total Additional Stipends: 
Total 

$ 
$ 
$ 
$ 
$ 
$ 

11. Reviewed/Completed Request Checklist: D Yes D No 

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL
 



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

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

i 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, 
1'\\ medications, special needs.) 
~ Gain Access to Cell Phone for Field Trip 
~ Plan Arrangements for Early Pick-Up orLate Drop-Off Students (ifnecessary). . 
&.. Guide: May choose to leave message on school voice mail to help with late drop off. 
'UlJ Plan Meal Arrangements (ifnecessary) 

Reminder: Notify food service ofnon-participation.

'r(j) Plan Administration ofStudent Medication and First Aid' Needs (ifnecessary)
 

Guide: Contact School Nurse.
 
~ Develop and Communicate Action Plan if Student Gets Lost on Trip
 
~ Arrange Adult Chaperones for Field Trip (ifnecessary)
 

Guide: One (1) adult for every..w.·el'lt,i2~students depending on field trip. Parent volunteers are encouraged when possible or 
appropriate. 10 '\0)

1Ql Develop and Communicate Teacher and Adult Chaperone Expectations 
Example: Supervision duties, no smoking, no alcohol 

o Planned Itinerary 

TIME LOCATION . 5
 
Sa M\.=.;:8cMo~J~(J~ _
 

ltJ Maintain Student Roster and Check-in/Check-out Procedure
1lO Arrangement for Safety Needs (Le. crossing guards) 

Signature ofContact Person: 

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 toParents/Guardians 
Note: Attach tentative planned itinerary.
 

~ Arrange Funding ofExpenses 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 infor
 ation. 

Signature ofContact Person: ~--.(;~p!W~~=-=-l-~~~~~~=---
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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 avital part ofthe curriculum, School field trips are encouraged within available resources and 
requirements outlined below. 

DIRECTIONS: All staff are required to submit a Field Trip Request priortothe 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 toacourse ofstudy, and require student 
participation. Fees may not be assessed against students. 

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

Extended Trips Within Minnesota. the Continental United States. ora Foreign Country - Trips that involve one ormore 
overnight stops within Minnesota, the Continental United States, ora Foreign Country (externally sponsored) 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: _ 

D Not Approved Date: 

SUPPLEMENTAL TRIP ACTION 
Principal: 0 Approved Name: --------- 

o Not Approved Date: 

Instructional/Supplemental Trips need notbe sent to District office. 

EXTENDED/EXTERNALLYSPONSORED TRIP ACTION 

Principal: ~ Recommended 

o Not Recommended 

Name:	 _Assistant Superintendent:	 0 Recommended 

0 Not Recommended Date: 

School Board:	 0 Approved Name: ---------- 

D 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 ofTrip: 0 Instructional 0 Supplementary rM-- Extended
 

1. Organization/Grade/Course Planning Trip: 't/tJSA / / t47 'f-~hl 
2. Contact Person (Responsible forChecklist Completion):~] {j:)~ 
3. Field Trip Date(s): J;Jl'Jb(j-: 'IL.2I/.(leStination: ~ Ap~ 

Field Trip Departure from School (Date and Time): ) t!J / J-' ([;) . ,I t:J(J~5. 

4. Fiel Trip Overview (Include even establishments and locations): --:::00:--------+4-----

Field Trip RetumtoSchool (Date and Time): ~- ~i/ -;2'/)/ ~- ~ 7:'CJ{)~ 

6. 

O~~ 
7. 

8. Planned Follow-up Field Trip Activities: 

9. Field Trip Budget Request -¥(!D~ ~ tNt.. /~ 
ttJ-)~ ~ 

Estimated Ex enses 
Total Admission/Fees 
Total Meals t'Ut 
Total Lod in 
Total Transportation 
~ School District Vehicle(s) 
o Commercial Transportation Carrier  Name: 
o Private Vehicle (requires certificate of insurance)  Name:--------
Total Additional Stipends: ::s u 
Other: 
Total 

$ 
$/ 

Revenues /" 

District BudQet I Code: $l'5"lJ 8 ......r-
Booster Group $ 

$ .,. jDonations 
Student Fees $ ror"7 
Total Additional Stipends: $ t l 

Total $ /f/b-Y 

11. Reviewed/Completed Request Checklist: DYes o No 

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 



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

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

medications, special needs.) 
~ Gain Access toCell Phone forField Trip 
~ Plan Arrangements forEarly Pick-Up or Late Drop-Off Students (ifnecessary). 
rh, Guide: May choose to leave message on school voice mail to help with late drop off. 
LJ? Plan Meal Arrangements (ifnecessary) 

Reminder: Notify food service of non-participation. 
~ Plan Administration ofStudent Medication and First Aid Needs (ifnecessary) 

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

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

r6J Develop and Communicate Teacher and Adult Chaperone Expectations 
Example: Supervision duties, nosmoking, noalcohol 

IijJ Planned Itinerary 

TIME 

~---------------

CJ Maintain Student Roster and Check-in/Check-out procedur,e," 
~ Arrangement forSafety Needs (Le. crossing guards) 

Signature ofContact person~Ii;;;;;;~~-=-- '''''_'' _ 

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

I 
~ 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
'\J Collect Family Emergency Information for Students 

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

Signature of Contact Perso 

Note: Provide any additional information. 



~:-, 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 avital 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: 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 toa course ofstudy, 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 ofstudents. 

Extended Trips Within Minnesota, the Continental United States, oraForeign Country - Trips that involve one ormore 
overnight stops within Minnesota, the Continental United States, oraForeign 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:	 0 Approved Name:
 

0 Not Approved Date:
 

SUPPLEMENTAL TRIP ACTION 
Principal:	 0 Approved Name:
 

0 Not Approved Date:
 

Instructional/Supplemental Trips need not be sent toDistrict office. 

EXTENDED TRIP ACTION ~J/150 
Principal:	 ~commended Na' e' -~~:...-.-.Jil-----~--"'---I-'f:4o Not Recommended Date: ~ {!:>,I (~ , 

Name:	 _Assistant Superintendent:	 o Recommended
 

D Not Recommended Date:
 

School Board:	 o Approved Name: --------- 

o Not Approved Date: 

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



FIELD TRIP REQUEST FORM
 

Date ofSubmission: 

Type ofTrip: 0 Instructional 0 Supplementary ~ Extended 

1.	 Organization/Grade/CoursePlanningTrip: f!3P/4 q-/(). ~~~~~ 
2.	 Contact Person (Responsible for Checklist Completion): ~ 
3.	 Field Trip Date(s): jf)ht/tr- fIM.1~Destination: ~ ~~~ 
4.	 Field Trip Overview (Include events, establishm~nts and locations): .... 0<1 ~..IJ'JtJ 

~	 dcUdia~
 
5.	 Field Trip Departure from School (Date and Time): lJ I::J./ I J \- (! 51~ 

Field Trip Return toSchool (Date and Time): II !~) I !~ - ct> (r>~2 
6.	 Objectives ofField Trip: ~~-ta ~~ 
~ apPal ck~A1Qu~~ 

9. Field Trip Budget Request 

Estimated Expenses 
$ It/O v, 

-(!) 

Total Meals 
Total Admission/Fees 

$ ·~D ' 
Total Lodging $d9.J.. 
Total Transportation $ II to 
o School District Vehicle(s)
 
~ Commercial Transportation Carrier - Name:
 
o	 Private Vehicle (requires certificate of insurance) - Name: 

~ \
 

Total Additional Stipends: (~~J~ \
 $J~6 
-'Other: t.n1~ A) $ /~oe; 

Total $ 7g--t; 
I 

Revenues 
District Budget I Code: $ 
Booster Group $ 
Donations $ 
Student Fees $/~CJ c 

Total Additional Stipends: $ 
Total $ 

11. Reviewed/Completed Request Checklist: ~Yes o No 

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 



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

FIELD TRIP REQUEST CHECKLIST · All Field Trips 
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 toParents/Guardians 
o	 Collect Parent/Guardian Permission for Student Participation inField Trip (Include request for special information - i.e. allergies, 

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

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

Reminder: Notify food service ofnon-participation. 
o	 Plan Administration ofStudent Medication and First Aid Needs (ifnecessary) 

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

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

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

o	 Planned Itinerary . 

TIME	 LOCATION 

=:J Maintain Student Roster and Check-in/Check-out Procedure 
',,---, D Arrangement for Safety Needs (Le. crossing guards) 

Signature ofContact Person: 

FIELD TRIP REQUEST CHECKLIST · Extended Trip Only 
DIRECTIONS: Please complete checklist and attach all appropriate materials. 

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

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

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

Note: Provide any additional information.
 

Signature ofContact Person:	 ,Q 

Business Professionals ofAmerica isa national organization for high schools students preparing for career inbusiness and 
computer occupations. The organization's activities and programs complement classroom instruction by giving students practical 
experience through applications ofthe skills learned atEAST. Business Professionals ofAmerica acts as acohesive agent in the 
nationwide networking ofeducation, business and industry, and iscontributing tothe preparation for aworld-class workforce 
through the advancement of leadership, citizenship, and technological skills. Business Professional ofAmerica, education isa 
lifelong experience. Members experience activities such as community safety projects, public relations efforts, leadership 
conference participation, competitive events participation, projects undertaken inorder to complete requirement ofthe Special 
Recognition Awards Program. 


