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 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 and Continentat 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

Principal: 1 Approved Name:
1 Not Approved Date:

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

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

EXTENDED TRIP ACTION
Principal: Zl Recommended
1 Not Recommended Date: i
'
| . . 2
Assistant Superintendent: [_] Recommended Narpe: N
1 Not Recommended Date: 2l
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: [ Instructional [ Supplementary [ Extended

1. Organization/Grade/Course Planning Trip:Congdon Park 4* Graders

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 Tnp Overview (|nclude events, establishments and Iocatlons) Au_elents_occumn_theﬂolf_&dge_campus

: es (3 per day)
fa ke place onthe WoIf Rldge property near leand MN.

5. Field Trip Departure from School (Date and Time): 3/28/12 - leave 9:00am

Field Tnp Return to School (Date and Time): _3/30/42 reutnr to school @2:00pm

ife situation.
The classes we take tie into our MN state Science, Physical Education, and language arts standards.

7. Relationship to Curriculum or Student Leaming: Our district science curriculum is not currently well aligned with the MN

State Standards. This trip involves a great deal of learning pertaining to our district science curriculum and the MN State

Standards, bridging the gaps with our 4 and 5% grade students. It also helps develop personal growth for the students and
builds teamwork skills.

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

remainder of the year and even the following year. We will do Windows Movie Maker projects, a narrative about the
Experience, and use all we learn as examples to model our Foss Kits and science teaching.
9. Field Trip Budget Request

Estimated Expenses

Total Admission/Fees (includes 72 students, 5 staff members, and @20 chaperones) $11,500 |
Total Meals *included in above fees $included |
Total Lodging  *included in above fees $ included
Total Transportation $1018

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

Total Additional Stipends: (snacks for everyone both evenings we are there) $200

Other: $

Total $12,718
Revenues

District Budget | Code: $

Fundraising $5,500

Donatioris $2,500

Student & chaperone Fees $5,000

Total Additional Stipends: $

Total $13,000

11. Reviewed/Completed Request Checklist; M Yes 1 No



XK N ¥ OK

M X

>

Signature of Contact Person\

0 NEKK X

Signature of Contact Person: \_, 3/‘//4/414

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). A/

Guide: May choose to leave message on school voice mail to help with late drop off.

Plan Meal Arrangements (if necessary) — 47~ M//C/Zfafe 4 snacks

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 aicohol

Planned Itinerary

TIME LOCATION

11:00am 3/28/12 Arrive at Wolf Ridge 6288 Cranberry Rd. Finland, MN

12:00 pm 3/28/12 Lunch first day, they off to classes — continue classes & meals until Friday 11:15am
12:15 pm 3/30/12 Leave Wolf Ridge - arrive back at Congdon Park @2:00pm

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

,«\/.- ‘
FIELD TRIP REQUEéT 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 addltlonal mformatlon

p

f

o /
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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 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 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

Principal: [ Approved Name:
[1 Not Approved Date:

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

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

EXTENDED TRIP ACTION N /7?
Principal: a/Recommended j""f

Name: 7
1 Not Recommended Date: /26~

Assistant Superintendent: [—] Recommended Name: -, 3 . 7%
1 Not Recommended Date: _ 3 jugr AL
T
School Board: [ 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.




Date of Submission:
Type of Trip: (1 Instructional EQ/SuppIementary [] Extended
1. Organization/Grade/Course Planning Trip: }7 / /| L 5'{\(;;@ ﬂ(EC /‘}
2. Contact Person (ResponSIbIe for Checklist Completlon) ?] Jé; F A
3. Field Trip Date(s): /{{(is s 1 2C [F  Destination: /A W/\)
4. Field Trip Overview (Include events estabhshments and Iocatz;) . ' Lt £ f W)
Pl j .
[on D e ph prenls 2w Lol Feedoo (i
v Vg '
5. Field Tnp Departure from School (Date and Time): 8}‘:} Vmg MM&K 5/ 20/ p
6.
1.
8. Planned Follow-up Field Trip Activities:
9. Field Trip Budget Request
Estimated Expenses
Total Admission/Fees $§ 75.°1
Total Meals $ 74 ©8
Total Lodging $300. 28
Total Transportation $
1 School District Vehicle(s) _
1 Commercial Transportation Carrier ~ Name: C“’M/ZV J‘- qC’
[ Private Vehicle (requires certificate of insurance) ~ Name:
i
 Total Additional Stipends: $ |
Other: $
Total $45/507,
Revenues J
District Budget | Code: ke -2oo-¥28 - $ <so0 | Torhewclon Llogds ~ |
%osterroup g Jj S v Sroclst 2224
onations
c Lo~ =
StudentFees /e Jruoser 20 $ *7L0 O Ltk Zor#l = %50,
Total Additional Stipends: $ 2 . T
Total S 7220 EernBE — /S fpo Lot
2. fITECD MG
11. Reviewed/Completed Request Checkiist: Y

FIELD TRIP REQUEST FORM

es%/3° [ No 20 x 40 = ¥z00

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL



FIELD TRIP REQUEST CHECKLIST - All Field Trips

DIRECTIONS: Please complete checklist. No attachments are necessary.

ED/ evelop and Communicate Student Discipline Expectations
III/Eorward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians
ll}/ 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)
[{Z/ 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 / l s
a1y 7% 4 / / !

LA ) I Sl Gt
0, Mglilolp—cirntde pocpeld

v ‘{-/ 1]
' aintain Student Roster and Check-in/Check-out Procedure
Arrangement for Safety Needs (i.e. crossing guards)
Signature of Contact Person: %Z& % ™
’ @,

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

elop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians

: Attach tentative planned itinerary.
rrange Funding of Expenses During Trip
B}ﬁznge Meal Plans
rrange Lodging Plans and Room Assignments
Collect Family Emergency Information for Students
I:iz/()‘Zample: Home phone numbers, emergency contacts, medical information
Additional Information
Note: Provide any additional infor/L/

matign. .
s | e

Signature of Contact Person: y
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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 admiristrative 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 ovemight stays. Financial contributions may be requested of students.

Extended Trips Within Minnesota and Continental United States - Trips that involve one or more overright 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

Principal: 1 Approved Name:
1 Not Approved Date:

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

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

EXTENDED TRIP ACTION
Principal: 5T Recommended
] Not Recommended

Assistant Superintendent. 1 Recommended
1 Not Recommended

https://webmail.duluth.k12.mn.us/owa/WebReady ViewBody.aspx?t=att&id=RgAAAAAGT... 1/9/2012
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FIELD TRIP REQUEST FORM
Date of Submission:  / — &~ 20/ 2.

Type of Trip: (ﬁ Instructional 1 Supplementary Nf\ Extended

Aﬂbm@ [0-[2 Skdkisr Clob 1. Organization/Grade/Course Planning Trip:

W’?ﬂ'ﬁ@@ ﬁ;f\//"ﬂ%/’“ 2. Contact Person (Responsible for Checklist Completion):
3—Ticld Trs-Datsisy— Destination: _,é’ioamm(‘réb _MwkeSora SHerATON SeoTH
7800 Neemaidale Bovlevand.,

/U 4 Field Trip Overvnew (Include events, estabhshments and locations):

Stderts
wil Comev(a R skl Blents And lgfﬁxd / Ccﬁfomﬂ E/uazﬁcwa Semnars
TPk ﬂ]aﬂcf) 23 goo an 5. Field Trip Departure from School (Date and Time):
SJNC‘.%L J?]&"”Cﬁ dz—s #00_Pm Field Trip Return to School (Date and Time):
SCHo0 6. Objectives of Field Trlp

Stidents /R ﬂr@ﬂm‘vm@‘fw& Scr\uce, Tftf)ua/aaq PCoptests
M_:@_;Lﬁg,&&: [ T@[A,g%? Sessizls  abouT

me/ﬂ“ 5/5/5 7. Relationship to Curriculum or Student Learning:

_Ii"fe’jncfe& 10ar+ O‘F M&S (»QUJO‘WO‘h ve ‘t’cu‘h‘\ éédc_asf-rwl %S*kmé

féfﬁ b’ﬁa TQJQ +o thﬁol\@l @N‘%@I\m Planned Follow-up Field Trip Activities:

Ands Lol _Job srndow/igJ Mock jKBterViews, And sumper empl @m@
9. Field Trip Budget Request

Estimated Expenses

Total Admission/Fees 7 edorc e @?mg,%@ J;Z;‘ s $§m¢zo
Total Meals J HonO i ol ng" Tl STIHP = |8 S22

Total Lodging daoemwd 2 ,;QW $G50¢0
Total Transportation 4 G Aforier ol coel $
& School District Vehicle(s) Stehool Jan oeitbi @ 555 =

/65 o

1 Commercial

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

Total Additional Stipends: $
Other: $
$2

Total

S5 99

W

https://webmail.duluth k12.mn.us/owa/WebReady ViewBody.aspx ?t=att&id=RgAAAAAGT... 1/9/2012
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Revenues
District Code: .
BideZt > ’ et rent = /22
BoosterSrotd zqe7 S ¢yo7d ITewizacivl /3:‘; 20
Donations $ - W
StudentFees  Aeiriv7Y fecower” |8/ £ 750
Total Additional Stipends: $
Total S5 570

7

11. Reviewsd/Completed Request Checklist: [E4¥es TINo
RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL

https://webmail . duluth k12.mn.us/owa/WebReady ViewBody.aspx 7t=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.

lﬂ{ evelop and Communicate Student Discipline Expectations
ggorward 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.
lﬂ{ 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.
ﬁ Develop and Communicate Action Pian if Student Gets Lost on Trip
va) 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

TME LOCATION 3o s And. AdUisoes wilf alhere T© <o

detaled. Sthedvle. Provided. By M. SAGUA

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

%Jre of Contact Person jp

F|E(3 TRIP REQUEST CHECKLIST - Extended Trip Only
DIRECTIONS: Please complete checklist and attach all appropriate materials.

d Develop and Complete Field Trip ltinerary and Emergency Telephone Contacts Letter to Parents/Guardians
Note: Attach tentative planned itinerary.
ﬁ Arrange Funding of Expenses During Trip

G4 Arrange Meal Plans
%rrange Lodging Plans and Room Assignments .Dﬁtf»& éf fﬂfﬁ@ /’437%/ /gf &/ ‘/474 0’('3
C

ollect Family Emergency Information for Students
Example: Home phone numbers, emergency contacts, medical information
(] Additional Information
Note: Provide any additional information.

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




