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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 ovemnight 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: (] Approved Name:
] Not Approved Date:

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

EXTENDED TRIP ACTION

Principal: X Recommended Name: —Lamy Udesen

1 Not Recommended Date: —9/12/2042 -
<=7 )
/ S— ’

Assistant Superintendent: [0 Recommended NW% .-/Q
3 Not Recommended Date: [0 l)f'/h A~

School Board: 1 Approved Name:
[J 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 Trp % Instructional (1 Supplementary ] Extended
1. Organization/Grade/Course Planning Trip: 5" Grade

2. Contact Person {Responsible for Checklist Completion). Paul Davis

3. Field Trip Date(s). __ September 24-26. 2012  Destination: _ Wolf Ridge

4.

Field Trip Overview (Include events, establishments and locations): 5" graders will vist WRELC to padicipate in
3 2 nioht Ensi Education B

5 Field Trip Departure from School (Date and Time) _September 24, 2012, 2:15 AM

7. Relationship to Curnculum or Student Leaming:  Strong connections with MN State 5™ grade Science standards,
Well as fink to Art, Math, Writing and Social Studies

8. Planned Follow-up Fisld Tnp Activiies: -5Grade-studentswit-presentther-WRELS eeperence-toreach-ttassmom
at Stowe, small group may also present to school board
Field Trip Budget Reguest

—_—

o

1

‘ _ Estimated Expenses -
Total Admission/Fees $882000 |
| Total Meals | $INCLUDED |
 Total Lodging | SINCLUDED |
| Total Transportation $980.00

X School District Vehicle(s)

[ Commercial Transportation Camier ~ Name: ‘ ‘
‘ [ Private Vehicle (requires cerfficate of insurance) ~ Name.

L. . 1

| Total Additional Stipends: _ | 3 |
| Other. $
Total | 5980000 |

| Revenues

}gm Budget | Code 15

| Booster Group - EE Funds | $3960.00
“Donations - GRANT |'$ 4900.00
" Student Foes - 47 students - $20 $_940.00
| Total Additional Stipends. 3

Total $9800.00 |

11 Reviewed/Completed Request Checklist: ] Yes CJ Ne

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 Feld Trip Exptanation and Fee Structure Letier Sent to Parents/Guardans

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

Gain Access to Cell Phone for Field Tnp

Plan Arrangements for Early Pick-Up or Late Drop-Off Students (if necessary).

Guide: May choose o 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 Loston Trip

Amrange Adult Chaperones for ~ield Trip (if necessary)

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

Deveicp and Communicate Teacher and Adult Chaperone Expectatiors

Example: Supervision duties, no smoking, no alcohol

Planned Itinerary

oo 0 0 oo ooo

0 0

TIME LOCATION

1 Maintain Student Roster and Check-in/Check-out Procedure
(] Amangement for Safety Needs (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 Complets Field Trp ltinerary and Emergency Telephone Contacts Letter 1o Parents/Guardians
Note: Aftach tentative planned itinerary.

Arange Furding of Expenses During Trip

Arange Meal Plans

Arrange Lodging Plans and Room Assignments

Collect Famly Emergency Information for Students

Example; Home phone numbers, emergency contacts, medical information

Additional Information

Note: Provide any additional information.

0 0000 O

Signature of Contact Person:
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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 outiined below. TP -

_}F.vv,'bl

HE w0

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: 1 Approved Name:
[J  Not Approved Date:

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

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

EXTENDED TRIP ACTION
Principal: [5-Recommended Name: ﬁv{ M
1 Not Recommended Date . 2 e
Assistant Superintendent ] Recommended Name: ~C el
O NotRecommended  Date: _ Q3! 7‘%/ /
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.




FIELD TRIP REQUEST FORM

Date of Submission:

Type of Trip: [ Instrucional ) Supplementary ‘;@” Extended

1. Organization/Grade/Course Planning Trip: 7 (' C (A - A/S O

2. Contact Person (Responsible for Checklist Completion):  20h0nd o Pe [ [27

3. Field Trip Date(s): Teatdee [r[~ ’°ﬁw!gesﬁMn: ook (e, Part , a1’/
4. Field Trip Overview (Include events, establishments and locations): “

8. Planned Follow-up Field Trip Activities:

- Shie Lo ebcdions

FCcod - Hsrpo lhq:z!r/ w!’uﬂnml t7R Nt o )

Field Trip Departure from School (Dateand Time): 0 [/17,2 (L, &/ 00247 -
Field Trip Return to School (Date and Time): (O//r,,/,f/’ g 7. kaaw
Objectives of Field Trip: __ud i¢ atbe in Al er elecd ony

J’lta*ﬂ-qiﬂ;t f,um j T‘\LLE;L Sz?{gé o 2
R R A s .:/r».. f/-:ﬁ_yﬁ/" et owi f f_)//f"ﬁdfp

Relationship to Curriculum or Student Leaming: si 2 )
TR -HsO - Serde gl wipn oo dj&m /,wu, A
L v pf'(écd )

Comm. <p Vil [Lon LLL\C"H{E. jr&tﬂ‘ﬁ fﬁf?‘lﬂﬂf "U—TJ QL’/ MJ& VAV ’f&

9,

Ak 2>
29

11

Field Trip Budget Request
S T
CEstimated Expenses ‘
Total Admissjon/Fees Dap ol [Ad —— §2u0
Total Meals = ECE.; 72 ga’ ayry $ =75
| Total Lodging R rom— @ fE $ 225~
&Sch ool District Vehicle(s) L-<« 3 T
[1 Commercial Transportation Carrier ~ Name:
(] Private Vehicle (requires certificate of insurance) ~ Name:
| Total Additional Stipends: $ j
Other: 3
Total $ 7V
Revenues
District Budget | Code: $ .
BoosterGroup (2t 1> fu hi; $ 20v¢ |
Donations /' § 7 $ 2y ® ,
Student Fees¥g oo ot [ L[] 4L |8 f0075. | F00°
Total Additional Stipends: $
| Total § XL
Reviewed/Completed Request Checklist: ] 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
5;1 Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i e. allergies,
medications, special needs.}
~ =3 Gain Access to Cel Phone for Field Trip
=3 Ptan Arrangements for Earty 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.
MMMW{EW}
7];'3’ Plan Administratior of Student Medication and First Aid Needs (if necessary) (ﬁ
Guide: Contact School Nurse. '
~3 Develop and Communicate Action Plan if Student Gets Lost on Trip
We Adult Chaperones for Field Trig (if necessary)
Guide: One (1) adult for every twenty (20) students depending on fieid trip. Parent volunteers are encouraged when possbie or
appropriate. .
‘_??-Bé\ehpand[:mmunicabe Teacher and Adult Chaperone Expectations
Example: Supervision duties. no smoking. no alcohol
-;L/';(Pfanmdmnararr

TIME LOCATION

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

Signature of Contact Person; F/:f"';?,'..z..pf, .__ﬁ—rz_",f__.q_“_
F d:"' - ¥

A

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

- Develop and ield Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians
g ot ety
-E;}:;’m d -S/‘ 71 J(Z{..-*— =t ;ff.?ﬂx( 'l‘;{r[’ (‘“I

Meal Plans
= Arrange Lodging Pians and Room Assignments
£}~ Collect Family Emergency Information for Students
Example: Home phone numbers, emergency contacts, medical information
[} Additional Information
~ Note: Provide any additional information

Signature of Contact Person: {d;?f-z.-r? P4 / {,riﬂ
i ~—

v tle ) 74”“4/’ ford

; f
X '“"';yf-f'“-*‘j / OVpnged - o al rrhj acte



DISTRICT 709 Hauhz
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: 1 Approved Name:
] Not Approved Date:
SUPPLEMENTAL TRIP ACTION
Principal: (] Approved Name:
[ Not Approved Date:

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

EXTENDED/EXTERNALLY SPONSORED TRIP ACTION
Principal; M.Recommended Name; / - £ M

Not Recommended Date; T2

Assistant Superintendent: “F=1 Recommended Name;
] 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: x Instructional [ Supplementary x Extended ([ Externally Sponsored”
1. Organization/Grade/Course Planning Trip: ~ HOSA 11™ and 12% Grade
2. Contact Person (Responsible for Checklist Completion): Kimberly S. Olson
3. Field Trip Date(s): __Nov. 8™ and 9th 2012 Destination: Holiday Inn East, St. Paul
4 nclude events asfahlishmen 3
positions and election of voting delegates._Lessons in leadership, parliamentary procedures and career development.
5. Field Trip Departure from School (Date and Time); Nov. 8" @ 0700 am
Field Trip Return to School (Date and Time); November 9 @ 0700pm
6. Objectives of Field Trip: -_3 tod students to run for State Office and 3-4 students to attend as voting delegates total of
1 students and one advisor
7. Relationship to Curriculum or Student | earning:
8. Planned Follow-up Field Trip Activities: Midwinter;-State-and-Nationat-Conferencesfor HOSA—Service project for-
i RFT
9, Field Trip Budget Request |
Estimated Expenses j
Total Admission/Fees$440.00- 7 students and 1 Advisor  — 7x §5 = FF S $55.00 oy s
e 255 T each
Total Meals S 0ieiT = B8 (7 X 50) $32.00- o ¥y
Total Lodging = ZF3L | $11226— | 3I3L
Total Transportation $480-00-
X School District Vehicle(s) VAN im.oe
[ Commercial Transportation Carrier ~ Name:
[ Private Vehicle (requires certificate of insurance) ~ Name:
Total Additional Stipends; g inet = 2 siop ) $0- Zob
Other: Students are self-pay & — $0- |
Tote S 2T /Y Vf-
]
Revenues
District Budget | Code: /-2 £~ 2ep /| S %07
Booster Group $
Donations $
Student Fees $£07/
Total Additional Stipends: $
Total 3 ]
11 Reviewed/Completed Request Checklist: X Yes CJ No

*The Assistant Superintendent’s office must receive a signed waiver form for each student participating in an externally
sponsored trip prior to the departure date.

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL



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

x  Develop and Communicate Student Discipline Expeclations
Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardans
Coliect Parent/Guardian Permission for Student Parficipation in Field Trip (Include request for special information - €. allergies,
medications, special needs.)
x  Gain Access to Cell Phone for Field Trip
x  Pian Arrangements for Early Pick-Up or Late Drop-Off Students (if necessary).
Guide:; May choose lo leave message on school voice mail to help with late drop off.
X Plan Meal Arangements (if necessary)
Reminder: Notify food service of non-paricipation.
x  Plan Administraton of Student Medication and First Aid Needs (if necessary)
Guide: Contact S5chool Nurse.
%  Develop and Communicate Action Plan if Student Get= Lost on Trip
x  Amange 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
appropnate.
¥ Develop and Communicate Teacher and Adult Chaperone Expeclations
Example: Supervision duties, no smoking, no alcohol
x  Planned ltinerary

TIME LOCATION ) e
.'Fll;&f'--'n%_,  tineray {rom1 _1u slol dffﬁ:'bﬁ;m(’?\‘]

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

Signature of Contact Person: /“{, Lmh, 5, Nl
\

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

4

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

Arrange Funding of Expenses During Trip

Arrange Meal Plans

Arrange Lodging Pians and Room Assignments

Collect Family Emergency Information for Students

Example: Home phone numbers, emergency contacts, medical information

(] Addiional information

Note: Provide any additional nformation.

Signature of Contact Person’” ﬁ% :ﬂ‘rulLi J (Mg __

= e 3
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DISTRICT 709

FIELD TRIP REQUESTS

In accordance with School District Policy District 6160, Distnct 709 recognizes properly planned. well conducted, and carefully
supervised field trips may be a vital part of the cumiculum. School field tnps are encouraged within available resources and
requirements outiined below.

DIRECTIONS: Al staff are required to submit a Field Trip Request prior to the field tnp being finalized with the involved
students and to:

» Receive administrative and/or extra-cumicular coordinator approval for all instructional and supplementary field trips
» Recewe 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 nol include overnight stays. Financial confributions may be requested of students.

Extended Tnips 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:
1 Not Approved Date
SUPPLEMENTAL TRIP ACTION
Principal: ] Approved Name:
] Not Approved Date.

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

EXTENDED/EXTERNALLY SPONSORED TRIP ACTION .
Principal: L3 Recommended Nm;/ém
] Not Recommended Date: £ m

=L
Assistant Superintendent: }ﬁl Recommended Name .
1 Not Recommended Date: fle'Sfé«

School Board. [ Approved Name:
] 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: x Instructional [ Supplementary x Extended [ Externally Sponsored*

Organization/Grade/Course Planning Trip: HOSA 11th and 12* Grade

Contact Person {Responsible for Checklist Completion); Kimberly S. Olson

Field Trip Date(s): __Nov. 16™ and 17", 2012 (Tentative) Destination: Holiday Inn East. St. Paul

Fx B o =

Field Trip Overview (Include events, establishments and locations  Eield Trip request of state officer training and Spring

Leadership Conference planning to enhance the leadership qualities for confident speakers and writers for HOSA and as

representatives for ISD 709, Duluth.
5.  Field Trip Departure from School (Date and Time); Nov.16th™ @ 0700 am Tentative date

Field Trip Return to School (Date and Time): November 17* @ 0700pm Tentative date

6.  Objectives of Field Trip: See attached forms from Iast year event. Prepare state officers for their position and provide

instruction for teamwork, leadership and exploring their leadership technigues.

7. Relationship to Curriculum or Student Leaming: Leadership, teamwork, Program of Study and Career Pathways,
Partnership for CTE, Implementing of Health Science Programs, Increase effectiveness of teaching, Legislative training,

confident speaking and writing skills. Reinforcement of skills taught and application of skills.

8. Planned Follow-up Field Trip Activities: Midwinter, State and National Conferences for HOSA. Service project for

Juvenile Diabetes (JORF)
9. Field Trip Budget Request

Estimated Expenses
[ Total Admission/Fees 50
Total Meals ‘ $32:6050. °F z_‘}ﬂ%
district pay %
Total Lodging $0 Paid by | g
MN HOSA | L
Total Transportation $18000 |.&° %
X School District Vehicle(s) VAN © qe’\ ]
(] Commercial Transportation Carrier ~ Name:
[ Private Vehicle (requires certificate of insurance) ~ Name: P 3
O
Total Additional Stipends: $0- &
Other: Sub pay one day(Friday) Saturday sub not needed $ 100.00
Total $ 7}5@ ) .o
7 Revenues
District Budget | Code: A~ 3 2@ %2 | $ /70 | P#a#r* fHorase
| Booster Group ' $
Donations ' §
Student Fees § 270
Total Additional Stipends: g B
 Total $§ IF£C
11 Reviewed/Completed Request Checklist: X Yes 1 No

*The Assistant Superintendent’s office must receive a signed waiver form for each student participating in an externally

sponsored trip prior to the departure date.

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 Discipine Expectations
Forward Field Trip Explanation and Fee Stucture Letter Sent to Parents/Guandians
x  Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - | 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
x  Plan Adminsstration of Student Medication and First Aid Needs (if necessary)
Guide: Contact School Nurse.
x  Develop and Communicale 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
approprate.
x  Develop and Communicate Teacher and Adult Chaperone Expectations
Example; Supervision duties, no smoking, no alcohol
x  Planned ltinerary

TIME LOCATION o
Awaiting itnerary form the siate department

x  Maintain Student Roster and Check-in/Check-out Procedure
x  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 al appropriate materials

x  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 Siudents
Example: Home phone numbers, emergency contacts, medical information
] Additional information
Note: Provide any additional information.

oM M

Signature of Contact Person:




