
06/08/10 

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 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 forall 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 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 ACTI~
 

Principal: ~Approved
 

D Not Approved 

SUPPLEMENTAL TRIP ACTION 
Principal: 0 Approved Name: _ 

o Not Approved Date: 

Instructional/Supplemental Trips need notbe sent to District office. 

EXTENDED TRIP ACTION
 

Principal: ~ Recommended
 

D Not Recommended
 

Assistant Superintendent: ~ Recommended Name: --,..~I--r..-.,.....:l'-t-+++-~-

D Not Recommended Date: 

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

o Not Approved Date: 

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



FIELD TRIP REQUEST FORM
 

Date ofSubmission: 

Type ofTrip: 0 Instructional 0 Supplementary '¢ Extended 

1.	 Organization/Grade/CoursePlanningTrip:bors, uS S~Vto~i ~ W\t\d ED~t~~J4.. 
2.	 Contact Person (Responsible for Checklist Completion): Bto...'u.. ~-\€IfS.o~ 0 r £.lQ. i II'\.Q... ~fctd ley 
3.	 Field Trip Date(s): ~ /3 -S' /2[>1 i- Destination: fJ Lf C-, NY 

I I 
4.	 Field Trip Overview (Include events, establishments and Icc 'ons): ----------- 

--t-\ -e If 4v' ~ 1:'-\ C h e 

5.	 Field Trip Departure from School (Date and Time): T h.) Apt{I 3 I q-A M 
Field Trip Retum toSchool (Date and Time): TI .e- ) A: pfl) So'l l' ~ ff) 

6.	 Objectives ofField Trip: ~('. r-to 1ft\<\... lY\ V Gl\f'" IA~ V ~\i\ \..L.-€ ~ ,i~ 
tv <!'~ Of lc:",. '*' fV€v ..J "''' ,S f"l.,., ~O.K (,.Sot, b\Jlt\,l''\<t&j J 

U-'t e. QV'-S fO'" ~ 61\' '. 0 ' 

7. Relationship toCurriculum orStudent Learning: OP-4 v't IAq 'brd"Av I~ ~, ~ 1"\Jt.5 ~(J~~~!4~ P -f~v, 
\\	 r I\tI_ t- 'i"l . . '>oJ h l ",. ~ (
\e..r-\OtM.y..,,~ \ ~IV>-t ~(O~A~1 ~i~,~ r(O"'l.eietr~:t\) K,..A-tlTe,,) I,,/'ti../ 

~ - ftI\~> I c, ~dU 

~., uCL(,,,-t:,1rov\
8. Planned Follow-up Field Trip Activities: 

rot.... IJ.~. foi'>..~· 

", 

Estimated Exnenses 
Total Admission/Fees $ 
Total Meals $ 
Total Lodging $ 
Total Transportation $ 
o School District Vehicle(s) 
o Commercial Transportation Carrier  Name: 
o Private Vehicle (requires certificate ofinsurance)  Name: I 

Total Additional Stipends: $ - 
Other: $ - 
Total - $ 

Revenues 
District Budqet I Code: $ 
Booster Group $ 
Donations $ 
Student Fees $ 
Total Additional Stipends: $ 
Total $ 

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. 

~evelop and Communicate Student Discipline Expectations 
~ Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians 
[L}-"'tollect Parent/Guardian Permission for Student Participation in Field Trip (Include request forspecial information - i.e. allergies, 

medications, special needs.) 
rn--'~in Access toCell Phone forField Trip 
LYPlan 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. 
Dr15lan Meal Arrangements (ifnecessary) 

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

Guide: Contact School Nurse. 
WOevelop and Communicate Action Plan if Student Gets Lost on Trip 
~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. 

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

~anned Itinerary 

TIME ~ ~"cJ....c,.:I-'--;~f-C_AT_IO_N _ 

W'Maintain Student Roster and Check-in/Check-out Procedure 
~rrangement forSafety Needs (i.e. crossing guards) 

Signature ofContact Person: ~~~::..!\;~~~~~-+~~~~==_-..::> 

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

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

Da""Arrange Funding of Expenses During Trip 
D:J..-,\rrange Meal Plans 
OJ...-Arrange Lodging Plans and Room Assignments 
[lVeollect Family Emergency Information for Students 

Example: Home phone numbers, ernerqency contacts, medical information 
QJ,...AeIditionallnformation 

. Note: Provide any additional infonnation.;, ~~~ _ 

Signature ofContact Person: ~euI~ ) ~:;;;: 



06/08/10 

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 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 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 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 instructional orsupplementary and are voluntary innature. 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 notbesent to District office. 

EXTENDED TRIP ACTION 

Principal: ~ Recommended 

o Not Recommended 

Assistant Superintendent: ~ecommended 
o Not Recommended 

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

[I] Not Approved 1)ate: 

All extended trip proposals mustbesent to theAssistant Superintendent's Office to beplaced Of': 

Education Committee meeting agenda for approval. 

.. J 
I 



__ _ 

FIELD TRIP REQUEST FORM 

Date ofSubmission: 

Type of Trip: 0 Instructional 0 Supplementary ri' Extended 

1. Organization/Grade/Course Planning Trip: _-..-':!::D::-:..-t-l:...:.I_u::_~ f4=_.."..-A 
2. Contact Person (Responsible for Checklist Completion): <",~v\t:k--< vY'ccl6\.e -'~ Adu \s>o '( 

3. FieldTriPDate(S}:~Y'\\ ;;:tl-d-9
j 

Destination:1~.)\V\ C,-h~s - S~k.- fflt te",,,<V\-h~11 
4. Field Trip Overview (Include events, establishments and locations): ...s:t-Md~ VI u.p-.l~W) -h- UOl'\'\.r 

(! .s~ \-eYd eAk'1:J dbe ~.fc~ :fffr L.6V1vO\f1o V\. Ko?±: :f(}t:.Ah -k.k.-e.. fi~te.. @'"\ 

~ fA of M St, P~"l( C~ryl1.~ . AwGrds Ct.t1.& (~ Se{$len~ o~ (Y\pls LoYY\ p\AS I Vk-- : 
5. Field Trip Departure from School(Dateand Time): Su.n. hv-t \ d-l'k-... ~ .. bt> VlOon ~~~I"'1 

Field Trip Return to School (Date and Time): _~t':>. .A:p (I \ d?I+t-.. ~ '40 f> I Y"Y\ ~to"'-~r 
6.	 Oblecflves olfleld Trip: ~d-f.V\,+- p~hor~le. tt.+ &~k \-e.LK.-l. M~o ~ Sl-ll:)"'('el)\~ 
Ct~ k~\" It? Wot=k:..shDr~ Q,V\d (!N\'\\?iAS -hw 0f~o,--hA~\-h'-e-s . 
e¥~~e-e.-~bl,\Cr~:.( ptc±M~ of-&(\~l~~ Cl~k.r, ~-h U.~LU\c.<1
 

7. Relationship toCumculum orStudent Lear~mg: ~9 V:4! \ e~ \VI C \4-SS aY\ do i f'\. 

~< ~ O'':J~l'Z.A--hCV'lv'\ a ~-h ~ Se+bYVj • 

8.	 Planned Follow-up Field Trip Activities: 6b..re wf ~ \IV\e.-yr\~ + c1o..ssas k\)~+ s-ht~ 
'" 1M)(? ~\V\-e..J (kQLrw.et. ~ft{~ _bCtV\iu-e+It> ICVlI'C. ~eU!>::::;nl-{ -e \ ':l:::k, 

~(d- Vb ll'\t'\~ 
9. Field Trip Budget Request 

IU-:;-:-;-;;-;--;--:---;;:----.:;;--:--=--rr-~~~:::::...;~::::p;;~--------,---=-~ It~ '60G . C!1:l ~ 

.~ ~Qro 
{~ ~ 14~OO c 

~ ~ 

Student Fees 
Total Additional Sti ends: 
Total 

Booster Grou 
Donations 

District Bud et 7fJ roo 
{;.,oo. 00 

<150 '?!? 

&-1).0"0 
I~. "Q.P 

r;.oo, ao 

U3i.t~+eu~d~ 
t()~\'j) 

11, Reviewed/Completed Request Checklist: ¢ Yes drofeO .(;)0 

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 

~vw~\e: \okl ./ 1~\B~~~I_OO _ 



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

[ff[)evelop and Communicate Student Discipline Expectations 
Da'""'FolWard 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.) 
Da""Gain Access toCell Phone for Field Trip 
[[:Y'Plan Arrangements for Early Pick-Up or Late Drop-Off Students (ifnecessary). 

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

fteminder: Notify food service ofnon-participation. 
q:)/Plan Administration ofStudent Medication and First Aid Needs (ifnecessary) 

9uide: Contact School Nurse. 
t[:J-"'Develop and Communicate Action Plan if Student Gets Lost on Trip 
q::yArrange 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. 

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

~anned Itinerary 

TIME	 . lOCATION 

~intain Student Roster and Check-in/Check-out Procedure 
U Arrangement for Safety Needs (i.e. crossing guards) A I (),I 

Signalure ofContaet Person: ~	 _~_V_~

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

~veloP and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians 
. ..JJote: Attach tentative planned itinerary. 

C!r Arrange Funding ofExpenses During Trip 
~rrange Meal Plans 
o:a-"Arrange Lodging Plans and Room Assignments 
~ollect Family Emergency Information forStudents 

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

Note: Provide any additional information. 

Si9n~tureofCo~taet~""on:~r~ 



06/08110 

DISTRICT 709 S'.H~JI-er 

FIELD TRIP REQUESTS "F&l.A -fl[£Q skJ.e. 
l..i!a7- 4/'lC(/lLf, 

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 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 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 innature. 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 to District office. 
.----~. 

EXTENDED TRIP ACTION 

Principal:	 .aJRecommended 

o Not Recommended 

Assistant superintenden~ Recommended 

o Not Recommended 

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

o 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. 

Nam~.-:;~~.:+~~~~.d.s..._ 
Date: 



FIELD TRIP REQUEST FORM
 

Date ofSubmission: 

Type ofTrip: 0 Instructional 0 Supplementary ~nded 

1. Organization/Grade/Course Planning Trip: Tee [4 -H ['K'O 
2. Contact Person (Responsible for Checklist Completion): Shon dQ "fe"-ok\...J...:\'€O=,f"':..-.... _ 

3. Field Trip Date(s): LIt;). 71 It{ ~ L/ld.CfJlt.( Destination: :B.F~;ddtv' ~k ( }.AN 

4. Field Trip Overview (Include ev~nts, establishments and locations):. -C. ' 

s"/r,de hecuier:iht(? {)y,Rr~l?(e - ,s-Ale C'CYylel:fJu'7J ,/rJl1f~r)l7etfcn.tI(Jf.I/"1 
ft,~ fu.-.r.s /AwvAj Jh{OfJ?; 1-;/2 ct ~ (? {/er,'f\ 

5. Field Trip Departure from School (Date and Time): lj/;rzJIt{ c;J: oo'?fA . 

Field Trip Return to School (Date and Time): LJ/~l/ 8'~<J.) fM . 

6.	 Objectives ofField Trip: sluk (!J)rry:;ef:hvYJ /l7af/O/7 J t#ucdl!fJ'7J et/ru., n/ 
L-tct cWci'-;? £f>SJ; \lro I eh.y;=h rer9y :1/~ 

7. Relationship toCurriculum orStudent Learning: Zh?kdJe Wr /1,J,., 0 r,:cJew., c;/,(J..(..(!~J 

/-,'y//J:'-'3/ l1eivo-lfJ. o",tI..~:Itur i1d~ 10 CffJ?M/, 
8. Planned Follow-up Field Trip Activities: z:LdUtl1fem€/lr!,m /ltll;(j/)U@ . 

9. Field Trip Budget Request 

Total Admission/Fees 
Total Meals 
Total Lod in 

o Private Vehicle (requires certificate of insurance)  Name: _ 

Total Additional Sti ends: 
Other: 
Total 

District Bud et 
Booster Grou 
Donations 
Student Fees R< 
Total Additional Sti e s: 
Total 

5'. ciJ 

$ ~ 

$ ot # ~ 

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. 

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 (Include request for special information - l.e. allergies, 

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

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

Reminder: Notify food service ofnon-participation. 
D 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 
D 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 ~aJr~(// 
{ • Planned Itinerary 7f:3() .. d~< 

TIME .. LOCATION 
SA;) cfl97ji 1.-( 6t~dJ()d 11Jel &0 ukl$/1 r:.·/c< //t~ 

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

Signature of Contact Person: 

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

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

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

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

Note: Provide any additional information. 

Signature ofContact Person: -'-	 _ 


