
06/08/10 

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 
students and to: 

» Receive admin
» Receive admin

school board c

are required tosubmit a Field Trip Request prior tothe field trip being finalized with the involved 

istrative and/or extra-curricular coordinator approval for all instructional and supplementary field trips 
istrative reviewal and school board approval for all extended trips (Exceptions may be granted by the 
hair toaccommodate 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 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 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 instructional orsupplementary and are voluntary in nature. 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 not be sent to District office. 

EXTENDED TRIP ACTION 

Princioal: iii Recommended-
D Not Recommended 

Assistant Superintendent: D Recommended 

D Not Recommended 

School Board: D 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 ofSubmission: 

Type ofTrip: o Instructional 0 Supplementary ~ Extended 

th_G_r_ad_e_rs1.	 OrganizationlGradelCourse Planning Trip:C_o_n-""g_do_n_P_a_rk_4_ _ 

2.	 Contact Person (Responsible for Checklist Completion):John Bushey _ Data Coach Congdon Park 

3.	 Field Trip Date(s): 3/28/12·3/30/12 Destination: Wolf Ridge ELC ­

4.	 Field Trip Overview (Include events, establishments and locations): All events occur ontheWolf Ridge campus. 

We stay ill dormatories with 6·8 peop1elroom All food is served 011 campus ill thecafeteria All classes (3 per day) 
fa keplace ontheWolfRidge property near Finland, MN. 

5.	 Field Trip Departure from School (Date and Time):....::.3.:..::/2:..:..:8/....:..12~-....::.le..::.av.:....;e;,...;9....:..:0.:..:0:..:..:a:..:..:m'-- _ 

Field Trip Return to School (Date and Time): 3/30/12 reutnr to school @2:00pm 

6. Objectives of Field Trip'!pprovide students a learning oppprtunity in anatural setting, in a hand.on real.life situation. 

The classes we take tie intoour MN state Science, Physical Education, and language arts standards. 

7. Relationship to Curriculum orStudent Learning: Our districtscience curriculum is notcurrently well aligned with the MN 

State Standards. This trip involves a great deal of learning pertaining to ourdistrictscience curriculum and theMN State 

Standards, bridging thegaps withour4th and 5th grade students. It also helps develop personal growth for thestudents and 

builds teamwork skills. 

8.	 Planned Follow-up Field Trip Activities: We use theexperience to promote interest and motivation of learning the 

remainder of theyear and even thefollowing year. We will doWindows Movie Maker projects, a narrative about the 

Experience, and use all we learn as examples to model ourFoss Kits and science teaching. 

9. Field Trip Budget Request 

Estimated Expenses 
Total AdmissionlFees (includes 72students, 5staff members, and @20 chaperones) $11,500 
Total Meals *included in above fees $ included 
Total LodQinQ *included in above fees $ included 
Total Transportation 
~ School District Vehicle(s) 
o Commercial Transportation Carrier <Name: 
o Private Vehicle (requires certificate of insurance) ­ Name: 

$1018 

Total Additional Stipends: (snacks for everyone both evenlncs we are there) $200 
Other: $ 
Total $12,718 

Revenues 
District Budget I Code: $ 
Fundraising $5,500 
Donations $2,500 
Student &chaperone Fees $5,000 
Total Additional Stipends: $ 
Total $13,000 

11. ReviewedlCompleted 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. 

~ Develop and Communicate Student Discipline Expectations 
~ Forward Field Trip Explanation and Fee Structure Letter Sent toParents/Guardians 
~ Collect ParenUGuardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies, 

medications, special needs.) 
l8J Gain Access toCell Phone for Field Trip 
o	 Plan Arrangements for Early Pick-Up orLate Drop-Off Students (ifnecessary). /1//17 

Guide: May choose to leave message on school voice mail tohelp with late drop off. 
~ Plan Meal Arrangements (ifnecessary) - /}-r kkJr-R'bJe ,t 5 /)Q c k5­

Reminder: Notify food service ofnon-participation. 
.l8l Plan Administration ofStudent 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
 
11 :OOam 3/28/12 Arrive atWolf Ridge 6288 Cranberry Rd. Finland, MN
 
12:00 pm 3/28/12 Lunch first day. they offtoclasses - continue classes &meals until Friday 11 :15am 
12:15 pm 3/30/12 Leave Wolf Ridge - arrive back atCongdon Park @2:00pm 

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

Signature ofContact perso,(~tlL ~ 
J.,j 

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

J8l	 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 
o	 Additionallnformation 

Note: Provide any addi~:l!~nform~yon. i'J /.7 

SignalUreofContactPerson: ~ /( 
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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 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 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 toacourse 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 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 in nature. 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 
Principal: 0 Approved Name: _ 

o Not Approved Date: 

Instructional/Supplemental Trips need notbesent to District office. 

EXTENDED TRIP ACTION 

Principal: ~ecommended Name: ~~ 
o Not Recommended Date: /;­ Z- G - /' Z­

1 r 
Assistant Superintendent: 0 Recommended Name:! "<,_~ _~~ 

o Not Recommended Date: ~ (7 II K 

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

o Not Approved Date: 

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



FIELD TRIP REQUEST FORM
 

Date ofSubmission: 

1. 

2. 

3. 

4. 

5. 

6. 

Type ofTrip: o Instructional ~uPPlementary 

Field Trip Departure from School (Date and Time): 38M / )11.4t, J ~ dLJI [). 
Field Trip Retum to School (°ffie and Timel:lfF ~ rd!~ 
Objectives ofField Trip: tJMA., ?q,~~ : £ 

7. 

8. Planned Follow-up Field Trip Activities: 

Relationship to Curriculum orStudent Learning: -~~'¢Id~~~4J!:31::!:1~:--------

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

9. Field Trip Budget Request 

Estimated Expenses 
$ "7..5: (J(f] 

Total Meals 
Total Admission/Fees 

$1~05 

$?\m OETotal LodQinq 
Total Transportation $ 
o School District Vehicle(s) 

~ hSco Commercial Transportation Carrier - Name: 
o Private Vehicle (requires certificate of insurance) - Name: 

Total Additional Stipends: $ 
Other: $ 
Total $4!<S/) cfO 

Revenues 
District Budget I Code: /..Th -,l~-y"~p- $ "'Y 50 

$ 
$ 
$ ¥'I.P-O 

Booster Group 
Donations 
Student Fees I€...t- JntDEd' Y'a2 0 
Total Additional Stipends: $ 

$ 3. ssoTotal 

L.J')zKClf)~ C..9~I<f-
fi-/£J /Jy N.ot#L CL4.<.4 

O·,PJ£~iC'I,v.r - 7;)";4-1- z: f"-rse. 

&n/o/4-lT, - ;'S-/<>2a ~#£,vN 

~ XfO_ /ltr£..v1>1-</lG 
11. Reviewed/Completed Request Checklist: Ye~ ~/:JO o No ;l& .c /rPlJ z: .If"7"td (J 

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL
 



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

~eveloP and Communicate Student Discipline Expectations 
crY/Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians
W Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies, 

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

I / Guide: May choose to leave message on school voice mail to help with late drop off. 
q;zI Plan Meal Arrangements (ifnecessary) 
..L/ Reminder: Notify food service ofnon-participation. 
4LJ Plan Administration ofStudent Medication and First Aid Needs (if necessary) 
i / Guide: Contact School Nurse. 
~Develop and Communicate Action Plan if Student Gets Lost on Trip 
l.1,A 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.

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

TIME 
?$ttWl 

Signature ofContact Person: -----J.~~~::::::...--/,t.~~:=........,..::.::t==-

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

ctf~Develop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter toParents/Guardians 
: Attach tentative planned itinerary.
 

r nge Funding ofExpenses During Trip
 

~range Meal Plans
 
IT2(Arange Lodging Plans and Room Assignments 

c Ilect Family Emergency Information for Students 
, xample: Home phone numbers, emergency contacts, medical information 

Additional Information
 
Note: Provide any additional ~nnaJj»n.
 
~ 
Signature ofContact Person: --¥-fI- _.....!..---:VUl2~~~_~~:.....---"'?~ 
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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 ofthe curriculum. School field trips are encouraged within available resources and 
requirements outlined below. 

DIRECTIONS: All staff are required tosubmit a Field Trip Request prior tothe 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 toaccommodate 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 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 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 instructional orsupplementary and are voluntary in nature. Extended 
field tri s re uire school board a roval rior to the tri . 

INSTRUCTIONAL TRIP ACTION 
Principal: 0 Approved Name: 

D Not Approved Date: 

SUPPLEMENTA L TRIP ACTION 
PrincipaI: 0 Approved Name: 

o Not Approved Date: 

Instructional/Supplem ental Trips need not be sent to District offic e. 

EXTENDED TRIP ACTION 

Principal: ~Recommended 

o Not Recommended 

Assistant Superintendent: 0 Recommended 

o Not Recommended 

https://webmail.duluth.k12.mn.us/owa/WebReadyViewBody.aspx?t=att&id=RgAAAAAGT... 1/9/2012 
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FIELD TRIP REQUEST FORM 

Date ofSubmission: I ~ ~ - 20! 2­
/
 

Type ofTrip: ~ Instructional D Supplementary Iii Extended
 

/MomabJe, IO-t2 S';v/lsUS& Clab 1. Organization/Grade/Course Planning Trip: 

/')111' tV ~ W;~ .Contact Person (Responsible for Checklist Completion): 
") '-'-'..1 T_:_ 1'"\_._1_\. I'"\--t' t' . l.D ~ \ (N/.J~S: A- 5~rn~ S"oJi1,f 
v. 11"la i1lp e>ut,,\,,). ,:;en~n. ,vDi2WlaiV&a'\e. tJorj "C:':\lQ~'"CL 

7AfJ+1/Eoi... "To 6L.(Jc.W;/AJ~4. Field Trip Overview (Include events, establishments and locations):
 
IJ1AI. fb£ 3 .)I1Y Ski/AilsA m/1l/~ S~ OV)QiC'AJce.StirktJis
 

ltJiJr (:()f12ek rPJ-sRt (( tiJeNls I}-Nd.. /Jffe4-1 ~clIJICa1 lEilVCR.frolJctl SeMIA£(r.s 

Fkfch!J mooch 23 800 It", 5. Field Trip Departure from School (Date and Time): 

S'iJNcl.tJ mCl~ch ~ 4:00 Prtl Field Trip Return toSchool (Date and Time): 

7b c,?mpek, Wl'ft, 016£<' ,010 , rig!) -?'c.hool 6. Objectives ofField Trip: 
S1Y:kf41-s IN ~ !h?+p IY)<fJh ~.e- ~N lc,e tet'-.h.u € ) '.9jj (i>i-' f..ljeS;.·fs 

Me( To jld/'hcf>9k /If) _T/ltlr/JI1/ .. Less/cbs cU>out­

j}eflSplJq/ de-Veley? met:t ,5J~{ts _ 7. Rel~ti?nShip to Curriculum or Studen~ Learning: .
 

..JAJ-k~fe& ~r'+ ~-p {NbS C~~ue yotrl-h 6JtJCA..te~ ~-kmV
 
~ 

8·~jble.., "Te.;':> +0 Na:.hoNti. ~ Planned Follow-up Field Trip Activities: . 

Met LOaJ JOb ::5tAdDWlttj i Moe\( i ,j-kte-vleWs. DtJd.. 5IJMrnd' etl'lplD£,.1tle,jj 
9. Field Trip Budget Request \ • J 

Estimated Expenses 
Total Admission/Fees '7 .J g -'6 @....,IJf)~ ~ I~ 

Total Meals /¥~vY~dl ~5 _ail ..IJ..... »e-: ~...7..) )C.p :;. 

Total Lodging J~ 3J2~ " v 

Total Transportation 
Se1lool ~~VatU ' .' 

~ School District Vehicle(s) ,7~~ e..> rs: z: 

D Commercial 
Transportation Carrier ­ Name: 
D Private Vehicle (requires certificate of insurance) <Name: 

$ 8dJ.oc 
$~ 

$950 0 0 

$ 

/6.5: 90 

Total Additional Stipends: 

Other: 

Total 

$ 

$ 

$:2 >/5': en 

https://webmail.duluth.k12.mn.us/owa/WebReadyViewBody.aspx?t=att&id=RgAAAAAGT... 1/9/2012 
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Revenues 

District Code: $ 
Budget 

Iiooster GFOl;p (/4-1#T 
Donations 

Student Fees #e:-/it//lY !?ctJ-(Jv.-vr 

Total Additional Stipends: 

Total 

$ 6~/o.rt. 

$ 

$J, rf 7$.f1lJ 

$ 

$,;;' f 1 '>:16 
I 

11. Reviewed/Completed Request Checklist: ~s 0 No 
RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 

https://webmail.duluth.k12.mn.us/owa/WebReadyViewBody.aspx?t=att&id=RgAAAAAGT... 1/9/2012 
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FIELD TRIP REQUEST CHECKLIST· All Field Trips 
DIRECTIONS: Please complete checklist. No attachments are necessary. 

~~eveIOP and Communicate Student Discipline Expectations 
Forward Field Trip Explanation and Fee Structure Letter Sent toParents/Guardians 
Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request forspecial information - i.e. 

allergies, medications, special needs.) 
Gain Access toCell 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 tohelp with late drop off. 
lZJ Plan Meal Arrangements (ifnecessary) 
/" Reminder: Notify food service ofnon-participation. 

[lJ Plan Administration ofStudent Medication and First Aid Needs (if necessary) 
Guide: Contact School Nurse. 

~ Develop and Communicate Action Plan if Student Gets Lost on Trip
G6Arrange Adult Chaperones for Field Trip (ifnecessary) 

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

mDevelop and Communicate Teacher and Adult Chaperone Expectations 
/ Example: Supervision duties, no smoking, no alcohol 

171 Planned Itinerary 

TIME LOa( at:Ahere +0 a.... 

B~ y11~,5i4t(SuSA-

~lt1aintain Student Roster and Check-in/Check-out Procedure 
o Arrangement forSafety Needs (i.e. crossing guards) 

Signature ofContact Person: ~ 

~#t~ 
FIECTRIP REQUEST CHECKLIST - Extended Trip Only 
DIRECTIONS: Please complete checklist and attach allappropriate materials. 

d Develop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians
 
.L Note: Attach tentative planned itinerary.
 
I¥J Arrange Funding ofExpenses During Trip
 

rran g e Meal Plans , ' fl 'cl!r' 
rrange Lodging Plans and Room Assignments 1>.8~ '!J ~/t)£ Ik>Ie/ /)eSe/I) o)JS 

Collect Family Emergency Information for Students ~ 
Example: Home phone numbers, emergency contacts, medical information 

o Additional Information
 
Note: Provide any additional information.
 

~C /J+!adimvJ7S 

https://webmail.duluth.k12.mn.us/owaiWebReadyViewBody.aspx?t=att&id=RgAAAAAGT... 1/9/2012 


