
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. 

Business Professionals of America· Fall Leadership Conference November 2-3, 2014 

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 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: 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 

Principal: D Recommended 

D Not Recommended 

Assistant Superintendent: ~Recommended 
D Not Recommended 

School Board: D Approved 

Name: --------------------

Date: ~/ .~ c5l3 4 

Name:·' ~· 
Date: 10/ q 

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 of Trip: D Instructional D Supplementary 0 Extended 

1. Organization/Grade/Course Planning Trip: Business Professionals Of America 9-12 Grade Business-Marketing Education 

2. Contact Person (Responsible for Checklist Completion): Peggy Ehlert 

3. Field Trip Date(s): 11-2-14 to 11-3-14 Destination: Hyatt Regency Minneapolis: 1300 Nicollet Mall: Mpls, MN 

4. Field Trip Overview (Include events, establishments and locations): Business Professionals of America Fall Leadership 
Training - Hyatt Regency Minneapolis 

5. Field Trip Departure from School (Date and Time): November 2, 2014 8 am 

Field Trip Return to School (Date and Time): November 3, 2014 6 pm 

6. Objectives of Field Trip: BPA give members a winning edge in the leadership of business by teaching them what they need 
to know to survive and succeed in the years ahead. BPA's mission is to contribute to the preparation of a world-class 
workforce through the advancement of leadership, citizenship, academic, and technological skills. 

7. Relationship to Curriculum or Student Learning: The Workplace Skills Assessment Program is an integral part of Business 
Professionals of America. The goal of the program is to provide all business students with the opportunity to demonstrate 
workplace skills learned through business education curricula. Students will: demonstrate occupational competencies; 
broaden knowledge, skills, and attitudes; expand leadership and human relation skills; demonstrate a competitive spirit; and 
receive recognition. 

Planned Follow-up Field Trip Activities: After leadership training student will compete in Region Competition and then will 
continue on to State Business Professionals Of America Competition and then onto National Business Professionals Of 
America Competition. 

9. Field Trip Budget Request 
Estimated Expenses 

Total Admission/Fees $ 35.00 per student 
Total Meals $ 20.00 per student 
Total Lodging $129.00 plus 13.4% tax (129.00 +17.30 = 146.30) $ 48.76 (3 room) 

per student 
Total Transportation $116.00 
D School District Vehicle(s) $29 (3 students, 1 

D Commercial Transportation Carrier- Name: Duluth Public Schools advisor) 
D Rental Vehicle- Enterprise Rent-A-Car www.enterprise.com Rental $96 two days plus 

301 East Central Entrance; Duluth MN 218.722.5800 tax ... Parking $20 day 

Total Additional Stipends: $ 
Other: Dues For The Year $ 15.00 
Total $ 147.76 

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

11. Reviewed/Completed Request Checklist: D Yes D No 
1 RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 



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

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

medications, special needs.) 
D Gain Access to Cell Phone for Field Trip 
D 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. 
D Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
D Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

D Planned Itinerary 

TIME LOCATION 

D Maintain Student Roster and Check-in/Check-out Procedure 
D Arrangement 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. 

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

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

Example: Home phone num rs, mer ency contacts, 
D Additionallnformation 

Note: Provide any additio I in 
\... 

Signature of Contact Person: -+----"'-""-----------==----~LliY=.!!IY!:~~~!....!::::.!...!:!L.~~~~.=!:!..!.:! 

Business Professionals of America is a national organization for high schools students preparing for career in business and 
computer occupations. The organization's activities and programs complement classroom instruction by giving students practical 
experience through applications of the skills learned at EAST. Business Professionals of America acts as a cohesive agent in the 
nationwide networking of education, business and industry, and is contributing to the preparation for a world-class workforce 
through the advancement of leadership, citizenship, and technological skills. Business Professional of America, education is a 
lifelong experience. Members experience activities such as community safety projects, public relations efforts, leadership 
conference participation, competitive events participation, projects undertaken in order to complete requirement of the Special 
Recognition Awards Program. 



DISTRICT 709 
FIELD TRIP REQUESTS 

Business Professionals of America· Region Leadership Conference January 22, 23, 2015 

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 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: 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 

Principal: D Recommended Name: 

D Not Recommended 
Date: ~ 

Assistant Superintendent: D Recommended Name:c2J~, 
D Not Recommended Date: {:{., 

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 of Submission: 
Type of Trip: D Instructional D Supplementary 0 Extended 

1. Organization/Grade/Course Planning Trip: Business Professionals Of America 9-12 Grade Business Education 

2. Contact Person (Responsible for Checklist Completion): Peggy Ehlert 

3. Field Trip Date(s): January 22, 23, 2015 Destination: Grand Rapids Minnesota 

4. Field Trip Overview (Include events, establishments and locations): Region V Business Professionals of America 
Competition: District 318 Administration Building: 820 NW First Avenue; Grand Rapids, MN 557 44: 218.327.5700 
Hotel: Timberlake Lodge; 144SouthEast 171h Street; Grand Rapids. MN 55744: 218-362-2600 

5. Field Trip Departure from School (Date and Time):....::.J=an=u=aryCL...::.22='..:::2..:....01;..:.5.....:.a;.:_t 5:...;;,:3.:....:0c....:a=m,;....._ ________ _ 

Field Trip Return to School (Date and Time): ~Ja~n~u~ary,J...=23~·..=:20~1~5..!::at~4!....1p!.!.!m~-----------

6. Objectives of Field Trip: Allow students to test classroom business practice learning in real-world situations. BPA give 
members a winning edge in the competitive world of business by teaching them what they need to know to survive and 
succeed in the years ahead. BPA's mission is to contribute to the preparation of a world-class workforce through the 
advancement of leadership, citizenship, academic, and technological skills. 

7. Relationship to Curriculum or Student Learning: The Workplace Skills Assessment Program is an integral part of Business 
Professionals of America. The goal of the program is to provide all business students with the opportunity to demonstrate 
workplace skills learned through business education curricula. Students will: demonstrate occupational competencies: 
broaden knowledge. skills. and attitudes: expand leadership and human relation skills: demonstrate a competitive spirit; and 
receive recognition. 

Planned Follow-up Field Trip Activities: Student who place at Region Competition will continue on to State Business 
Professionals Of America Competition and then onto National Business Professionals Of America Competition. 

9. F' ld T . B d t R 1e np u lge eques 
Estimated Expenses 

Total Admission/Fees $ 30.00 per student 
Total Meals $ 20.00 per student 
Total Lodging $ 36.29 (3 room) 

per student 
Total Transportation $750.00 bus 
D School District Vehicle(s) (20 Students ) 
0 Commercial Transportation Carrier- Name: Duluth Public Schools $ 37.50 per student 
D Private Vehicle (requires certificate of insurance)- Name: 

Total Additional Stipends: $ 
Other: Dues For The Year $ 15.00 
Total $ 138.79 

Revenues 
District Budget I Code: $ 
Booster Group $ 
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. 

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

medications, special needs.) 
D Gain Access to Cell Phone for Field Trip 
D 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. 
D Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
D Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

D Planned Itinerary 

TIME LOCATION 

D Maintain Student Roster and Check-in/Check-out Procedure 
D Arrangement 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. 

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

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

Example: Home phone numb , emergency contac~$, medical information 
D Additionallnformation 

Note: Provide any additio al i'att --~~ 

Business Professionals of America is a national organization for high schools students preparing for career in business and 
computer occupations. The organization's activities and programs complement classroom instruction by giving students practical 
experience through applications of the skills learned at EAST. Business Professionals of America acts as a cohesive agent in the 
nationwide networking of education, business and industry, and is contributing to the preparation for a world-class workforce 
through the advancement of leadership, citizenship, and technological skills. Business Professional of America, education is a 
lifelong experience. Members experience activities such as community safety projects, public relations efforts, leadership 
conference participation, competitive events participation, projects undertaken in order to complete requirement of the Special 
Recognition Awards Program. 



DISTRICT 709 
FIELD TRIP REQUESTS 

Business Professionals of America. Spring Leadership Conference March 11-14, 2015 

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 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: 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 

Principal: 

Assistant Superintendent: 

School Board: 

D Recommended 

D Not Recommended 

~ommended 
D Not Recommended 

D Approved 

D Not Approved 

Name: --------------------

Name: -------------------­

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: D Instructional D Supplementary 0 Extended 

1. Organization/Grade/Course Planning Trip: Business Professionals Of America 9-12 Grade Business Education 

2. Contact Person (Responsible for Checklist Completion): Peggy Ehlert 

3. Field Trip Date(s): March 11-14.2015 Destination: Minneapolis. Minnesota 

4. Field Trip Overview (Include events, establishments and locations): State Business Professionals of America 
Competition: Hyatt Regency Minneapolis; 1300 Nicollet Mall; Minneapolis. Minnesota; 612-370-1234 

5. Field Trip Departure from School (Date and Time):..:.;M:.:.=a:.:..:rc:.:.:h...:.1..:.!.1,-=2~01.:...=5-=a:.:...t4.:.:.:3.::...:0:...Jp:..:..:m..:....._ ________ _ 

Field Trip Return to School (Date and Time): ..:..:M=a::...:rc""'-h_,_14..:.J.'=20:...;1=5-=a~t 6"-'p=m:.:..._ __________ _ 

6. Objectives of Field Trip: Allow students to test classroom business practice learning in real-world situations. BPA give 
members a winning edge in the competitive world of business by teaching them what they need to know to survive and 
succeed in the years ahead. SPA's mission is to contribute to the preparation of a world-class workforce through the 
advancement of leadership, citizenship. academic. and technological skills. 

7. Relationship to Curriculum or Student Learning: The Workplace Skills Assessment Program is an integral part of Business 
Professionals of America. The goal of the program is to provide all business students with the opportunity to demonstrate 
workplace skills learned through business education curricula. Students will: demonstrate occupational competencies: 
broaden knowledge, skills. and attitudes; expand leadership and human relation skills; demonstrate a competitive spirit; and 
receive recognition. 

Planned Follow-up Field Trip Activities: Student who place at Region Competition will continue on to State Business 
Professionals Of America Competition and then onto National Business Professionals Of America Competition. 

9. F ld T . B d t R t 1e np u lge eques 
Estimated Expenses 

Total Admission/Fees $ 70.00 per student 
Total Meals $ 60.00 per student 
Total Lodging $ 130.14 (4 room) 

per student 
Total Transportation $850.00 bus 
D School District Vehicle(s) ( 1 0 Students ) 
0 Commercial Transportation Carrier- Name: Duluth Public Schools $ 85.00 per student 
D Private Vehicle (requires certificate of insurance)- Name: 

Total Additional Stipends: $ 
Other: $ 
Total $ 345.14 

Revenues 
District Budget I Code: $ 
Booster Group $ 
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. 

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

medications, special needs.) 
D Gain Access to Cell Phone for Field Trip 
D 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. 
D Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
D Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

D Planned Itinerary 

TIME LOCATION 

D Maintain Student Roster and Check-in/Check-out Procedure 
D Arrangement 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. 

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

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

Example: Home phone numb , emer ency contacts, medical information 
D Additionallnformation 1 ?$/ 

Note: Provide any additio ~I i . on. 

Signature of Contact Person:-+--_..;::~'=='l!-e~=====YQjl¥.b~!!eY!I:.!Sb!~~~~~~~~!.:!: 

Business Professionals of America is a national organization for high schools students preparing for career in business and 
computer occupations. The organization's activities and programs complement classroom instruction by giving students practical 
experience through applications of the skillsleamed at EAST. Business Professionals of America acts as a cohesive agent in the 
nationwide networking of education, business and industry, and is contributing to the preparation for a world-class workforce 
through the advancement of leadership, citizenship, and technological skills. Business Professional of America, education is a 
lifelong experience. Members experience activities such as community safety projects, public relations efforts, leadership 
conference participation, competitive events participation, projects undertaken in order to complete requirement of the Special 
Recognition Awards Program. 



DISTRICT 709 
FIELD TRIP REQUESTS 

Business Professionals of America- National Leadership Conference May 5-10, 2015 

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 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: 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 

Principal: D Recommended 

D Not Recommended 

Assistant Superintendent: D Recommended 

D Not Recommended 

School Board: D Approved 

Name: --------------------

Date: ~ ?J I &3-~· Name. . 

Date: C:::,J 

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 of Trip: D Instructional D Supplementary 0 Extended 

1. Organization/Grade/Course Planning Trip: Business Professionals Of America 8-12 Grade Business Education 

2. Contact Person (Responsible for Checklist Completion): Peggy Ehlert 

3. Field Trip Date(s): May 5-10,2015 Destination: Anaheim California 

4. Field Trip Overview (Include events, establishments and locations): National Business Professionals of America 
Competition: Hilton Anaheim: 777 West Convention Way: Anaheim, CA 92802:714.750.4321 

5. Field Trip Departure from School (Date and Time):..:..:M..:.:;a:L..y =5,..;;:;;2.::...01:....:.5..;;:;;a,;:_t 6:;.;.;:3:....:.0....::a=m~---------­

Field Trip Return to School (Date and Time): ..:..:M=a'-'-y -'-'1 0:..1.., =20::..,1=5-=at.:.._1:....:.1....cP=m'-------------

6. Objectives of Field Trip: Allow students to test classroom business practice learning in real-world situations. BPA give 
members a winning edge in the competitive world of business by teaching them what they need to know to survive and 
succeed in the years ahead. BPA's mission is to contribute to the preparation of a world-class workforce through the 
advancement of leadership. citizenship, academic. and technological skills. 

7. Relationship to Curriculum or Student Learning: The Workplace Skills Assessment Program is an integral part of Business 
Professionals of America. The goal of the program is to provide all business students with the opportunity to demonstrate 
workplace skills learned through business education curricula. Students will: demonstrate occupational competencies; 
broaden knowledge. skills. and attitudes; expand leadership and human relation skills: demonstrate a competitive spirit: and 
receive recognition. 

Planned Follow-up Field Trip Activities: Student who place at Region Competition will continue on to State Business 
Professionals Of America Competition and then onto National Business Professionals Of America Competition. 

9. F' ld T . B d t R t le np u 1ge eques 
Estimated Expenses 

Total Admission/Fees $ 115.00per student 
Total Meals $ 120.00 per student 
Total Lodging $197.00 per night plus 17% tax plus $1.17 Fee (231.66) * 5 Nights= $ 386.10 (3 room) 
$1,158.30/3= $386.10 per student 
Total Transportation $453.20 Airfare 
D School District Vehicle{s) $ 50.00 Ground 
0 Commercial Transportation Carrier- Name: Airfare - Delta Transportation To And 
D Private Vehicle (requires certificate of insurance)- Name: From Hotel 

Total Additional Stipends: $ 
Other: $ 
Total $ 1,124.30 

Revenues 
District Budg_et I Code: $ 
Booster Group $ 
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. 

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

medications, special needs.) 
D Gain Access to Cell Phone for Field Trip 
D 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. 
D Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
D Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

D Planned Itinerary 

TIME LOCATION 

D Maintain Student Roster and Check-in/Check-out Procedure 
D Arrangement 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. 

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

D Arrange Funding of Expenses 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 w~-
Note: Provide any additio~ a_ ---__ JU 

Signature of Contact Person: ~ ~ 7- j 7 
Business Professionals of America is a national organization for high schools students preparing for career in business and 
computer occupations. The organization's activities and programs complement classroom instruction by giving students practical 
experience through applications of the skills learned at EAST. Business Professionals of America acts as a cohesive agent in the 
nationwide networking of education, business and industry, and is contributing to the preparation for a world-class workforce 
through the advancement of leadership, citizenship, and technological skills. Business Professional of America, education is a 
lifelong experience. Members experience activities such as community safety projects, public relations efforts, leadership 
conference participation, competitive events participation, projects undertaken in order to complete requirement of the Special 
Recognition Awards Program. 



08/1/14 

DISTRICT 709 
FIELD TRIP REQUESTS 

8/12/09 

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: 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/EXTERNALLY SPONSORED TRIP ACTION 

Name: .L, ~ Principal: 
.f." m--Recommended·· 

D Not Recommended Date~ fr-.t- -/r 
Assistant Superintendent: D Recommended Name: I 

D Not Recommended Date: 

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. 



08/1/14 

FIELD TRIP REQUEST FORM 

Date of Submission: 

Type of Trip: D Instructional D Supplementary D Extended D Externally Sponsored* 

1. Organization/Grade/Course Planning Trip: HOSA 11th and 12th Grade 
--~~~~~~~~~---------------------

2. Contact Person (Responsible for Checklist Completion): ..:...:K:.:..:.;im:.!::b:..::e..:...:rlyJ......=..S:....:. O::..:l.=.:so~"~------------------

3. Field Trip Date(s): Nov. 6th and 7th 20111 b Destination: Holiday Inn East. St. Paul 

4. Field Trip Overview (Include events, establishments and locations): Run students for state officer positions and to bring 

along voting delegates. Lessons in leadership, parliamentary procedures and career development. 

5. Field Trip Departure from School (Date and Time):....:N..:..:o:...:..v:.....::. 6:.._th...s@0<....::...:07-=0-=-0 ---------------

Field Trip Return to School (Date and Time): N.:..::o:..:.:ve:::..:.m:..:.::b~e:....:r 7"---th-->.:@::;.....::.;07'-"0=0p=m:..:..__ __________ _ 

6. Objectives of Field Trip: - 3 to4 students to run for State Office and 3-4 students to attend as voting delegates total of 

7 students and one advisor 

7. Relationship to Cmricuhlm or Student I earning: I eadership, teamwork, POS and Career Pathway exploration 
Partnership tor C IE, Implementing of HSP(Health Science Programs) Parliamentary procedures, clhzenship. 

Plan11ed Follow-up Field Tlip Activities. Midwilltei, Srate ai 1d ~~atio11al Co11fe1 el ICes Fui IIO&t Se10ice p10ject f01 fo:1 1 1elican 

Heart. 

9. F' ld T . B d R ie np u lget equest 
Estimated Expenses 

Total Admission/Fees$440.00- 7 students and 1 Advisor $55.00 
each 

Total Meals $32.00 
Total Lodging $101.13 
Total Transportation $180.00 
X School District Vehicle(s) VAN 
D Commercial Transportation Carrier- Name: 
D Private Vehicle (requires certificate of insurance)- Name: 

Total Additional Stipends: $-0-
Other: Students are self-pay $-0-
Total $ 

Revenues 
District Budget I Code: ~ll~I-<H $ 
Booster Group $ 
Donations $ 
Student Fees $ 
Total Additional Stipends: $ 
Total $ 

11.Reviewed/Completed Request Checklist: D Yes D 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. 



08/1/14 

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

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

medications, special needs.) 
x Gain Access to Cell Phone for Field Trip 
x 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. 
x Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
x Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

D Planned Itinerary WAITING FOR ..... FROM STATE 

TIME LOCATION 

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

SignatureofContactPerson:~ oo~ 

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

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

X Arrange Funding of Expenses During Trip 
X Arrange Meal Plans 
X Arrange Lodging Plans and Room Assignments 
X Collect Family Emergency Information for Students 

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

S1gnature of Contact Person: ~-~ 
. Note: Provide any additional i~nfDrmatiO . • 

\ 



2014-2015 MN HOSA 
Events and Activities- Dates, Locations, and Costs 

Date 
October 9th_ 11th 

October 23rd_ 24th 

November 6th_ 7th 

December 5th_ 6th 

January 8th 

January 9th 

January 23rd (Subject to 
change) 

March 14th 

April 8th_ 1Oth 

June 24th_ 27th 

Makin 

Event 
MN HOSAMRC 
Emergency 
Preparedness Camp 

Teacher Workshop­
Teaching Tips with Starla 

MN HOSA Fall 
Conference 

MN HOSA State 
Officer Training/ MRC 
Orientation/ Training 
(new members) 
Metro Mid -Winter 
Competitive Events Day 

South East MN Mid­
Winter Competitive 
Events Day 
North East MN Mid­
Winter Competitive 
Events Day 

State Officer Meeting 
- Conference Planning 
(State Officers Only) 

2015 MN HOSA State 
Leadership Conference 

2015 National HOSA 
Leadership Conference 

Location 
Camp Ripley- Little Falls, 
MN 

Dept of Education­
Roseville 

St. Paul- Holiday Inn 

St. Cloud- Best Western 
Kelly Inn 

Argosy University- Eagan 

RCTC- Rochester 

Duluth-

St. Paul- Holiday Inn 

Best Western Kelly Inn & 
Civic Center- St. Cloud 
Anaheim, California 

Registration/Hotel/ Travel 
$50.00 

Registration-$200.00 
Hotel- TBD if needed 

Reg istration-$45. 00 

Hotel- $1 0 1.13/room 

MRC Training- $20.00 

$20.00 

$20.00 

$20.00 

NC 

Registration-$1 00.00 
Hotel- $89.00/night 

Registration-$90. 00 
Hotel- $180.00/night 
(EST) 
Airfare- $500.00 (EST) 

for Your Future Tomorrow! 



9-1-14 

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. 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: 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/EXTERNALLY SPONSORED TRIP ACTION 

Principal: 

Assistant Superintendent: 

School Board: 

ID' Recommended 

D Not Recommended 

~mmended 
D Not Recommended!' 

l~ 

D Approved 

D Not Approved 

Name: ~ 
Date: /~p~:r--L----"':::...__,L......,L~'----+ 

Name: ----~--~+--------­
Date: 

Name: -------------------­

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. 



9-1-14 

FIELD TRIP REQUEST FORM 

Date of Submission: 

Type ofT rip: x Instructional D Supplementary x Extended D Externally Sponsored* 

1. Organization/Grade/Course Planning Trip: _...:H..:..;O:....:S:..:..A..:....1.:....:1-=th.:....:a::.:..n.:....:d-=1-=2t_h -=G-=ra.:....:d..:....e -----------

2. Contact Person (Responsible for Checklist Completion): .!..!K:!!:im~b:.:::e:!..!rly.L.=:::S.~O~I~so~n~----------

3. Field Trip Date(s): December 5-6.2014 Destination: Best Western Kelly Inn. St. Cloud. MN 

-· 
4. Field Trip Overview (Include events, establishments and locations Field 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 ISO 709, Duluth.eam building, Etiquette. 

5. Field Trip Departure from School (Date and Time): Dec. 5th @ 0700 am Tentative time 

Field Trip Return to School (Date and Time): Dec. 6th @ 0700pm Tentative time 

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

instruction for teamwork, leadership and exploring their leadership techniques. 

7. Relationship to Curriculum or Student Learning: 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. 

9. Field Trip Budget Request 

Estimated Expenses 
Total Admission/Fees $0 
Total Meals $32.00 

district pay 
Total Lodging $0 Paid by 

MN HOSA 
Total Transportation $180.00 
X School District Vehicle(s) VAN Paid by students $22.50 
D Commercial Transportation Carrier- Name: each 
D Private Vehicle (requires certificate of insurance)- Name: 

Total Additional Stipends: $-0-
Other: Sub pay one day(Friday) Saturday sub not needed $200.00 
Total $254.50 

Revenues 
District BudQet I Code: Pi:P~/-</f $ 
Booster Group $ 
Donations $ 
Student Fees $ 
Total Additional Stipends: $ 
Total $ 

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



. 9-1-14 

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

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

medications, special needs.) 
x Gain Access to Cell Phone for Field Trip 
x 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. 
x Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
x Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

x Planned Itinerary 

TIME LOCATION 
Awaiting itinerary form the state 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 all appropriate materials. 

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

x Arrange Funding of Expenses During Trip 
x Arrange Meal Plans 
x Arrange Lodging Plans and Room Assignments 
x Collect Family Emergency Information for Students 

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

Note: Provide any additional information. 

Signature of Contact Person: f~ ~· 



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. the Continental United States. or a Foreign Country - "[rips that involve one or more 
overnight stops within Minnesota, the Continental United States, or a Foreign 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: D Approved Name: ----------

0 Not Approved Date: 

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

0 Not Approved Date: 

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

EXTENDED TRIP ACTION 

Principal: 

Assistant Superintendent: 

School Board: 

.Q;:r"Recommended 

0 Not Recommended 

~mmended 
0 Not Recommended 

D Approved Name: -------------
0 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: D Instructional D Supplementary x Extended 

1. Organization/Grade/Course Planning Trip: _ _:H..:..:O:..:S:.:.A..:.....:...11;:_1h-=a:.:.n~d_.:.1:::..21_h G-=-r~a-=-de.:__ _________ _ 

2. Contact Person (Responsible for Checklist Completion): ~K:!!!im!!!:b~e!!rly~S.:..!O~Is~o~n~----------

3. Field Trip Date(s): A ril 7lh to 10th 20 Destination: Best Western Kelly Inn and Civic Center-St. Cloud 

4. Field Trip Overview (Include events, establishments and locations): See attached (waiting for the state advisor to 

send this out) 

5. Field Trip Departnre from School (Date and Time)· Time=TBA 
Field Trip Return to School (Date and Time): _T!....!.i!.!.!m~e=.....!T~B~A!.._ ______________ _ 

6. Objectives of Field Trip: See Attached. Students will be competing at State HOSA( Health Occupations Students 

of America) Spring Leadership. 

7. Relationship to Curriculum or Student Learning: Health Occupations Students of America is a National Career and 

Technical Student Organization (CTSO) endorsed by the Department of Education and the Health Occupations 

Education Division of the Association of Career and Technical Education. 

The mission of HOSA is to enhance delivery of compassionate, quality healthcare by providing opportunities for 

knowledge, skills, and leadership development of all health care occupations education students, therefore 

helping the students to meet the needs of the health care community. 

HOSA provides, Leadership, teamwork, Program of Study and Career Pathways Partnerships for CTE, 

Implementing of health Science Programs, Increase effectiveness in teaching, Legislative training, confident 

speaking, and writing skills. 

8. Planned Follow-up Field Trip Activities: National Leadership Conference 

9. Field Trip Budget Request 

Estimated Expenses 
Total Admission/Fees -$80.00 -20 students and 2 staff $1,760 $ 1,760.00 
Total Meals -$37.00 a day at 3 days $ 111.00 
Total Lodging -$99.00 night x 2 nights $1,386.00 
Total Transportation d,p.,f#' ,/)jy//.)£0 ,f~p_,U~ $1,000.00 
D School District Vehicle{s) /4-,?)7CV.4...v7..r 
D Commercial Transportation Carrier- Name: 
x Private Vehicle (requires certificate of insurance)- Name: COACH 

Total Additional Stipends: $ 
Other: $ 
Total $4,257.00 

Field trip state 2014 



Revenues 
District Budget I Code: ~/1:-~/..el./' $ 
Booster Group $ 
Donations $ 

$80.00 
conference 
fee, $50.00 
Transportation 

Student Fees 
fee, -$66.00 
to $50.00 
hotel for two 
nights Total of 
$196.00 
each=$3,920. ~ 

Total Additional Stipends: $ 
Total $3,920.00 

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

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 

Field trip state 2014 



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

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

medications, special needs.) 
x Gain Access to Cell Phone for Field Trip 
x 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. 
x Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
x Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

D Planned Itinerary 

TIME LOCATION 

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

Signature of Contact Person: Kimberly Olson Instructor 

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. 

x Arrange Funding of Expenses During Trip 
x 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 Additional Information 

Note: Provide any additional information. 

Signature of Contact Person: Kimberly Olson Instructor 

Field trip state 2014 



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-curiicular 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 nofinclude 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 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: D Approved Name: _________ _ 

0 Not Approved Date: 

SUPPLEMENTAL TRIP ACTION 
Principal: D Approved Name: _________ _ 

0 Not Approved Date: 

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

EXTENDED TRIP ACTION 

Principal: 

Assistant Superintendent: 

School Board: 

Q("Recommended 

0 Not Recommended 

~ecommended 
0 Not Recommended 

D Approved 

0 Not Approved 

Name: ~~~ 
~ 9-7-/£ Date: · v-

Na~cZ4/4..e 
Date: 10l'f~ 

Name: ----------

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: D Instructional D Supplementary x Extended 

1. 

2. 

3. 

4. 

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

Contact Person (Responsible for Ch ckHst S~pletion): ...!.K!!!im~be~r~ly...!:S:!... ~O~Is~on~----------

Field Trip Date(s): June 25-30 01fkJtentative Destination: Anaheim. California 

Field Trip Overview (Include events, establishments and locations): See attached (waiting for the state advisor to send this 

out) 

5. Field Trip Departure from School (Date and Time):.....:J:..=u.:..::ne:....:2:..::5~@;;;_:_TB=A..:..__ ___________ _ 

Field Trip Return to School (Date and Time): ~Ju~n~e~30~@'---'T~B:!._!Ac__ ____________ _ 

6. Objectives of Field Trip· Students wW be competing at National HOSA( Health Occupatjgns Students of America) 

National Conference Leadership. 

7. Relationship to Curriculum or Student Learning: Health Occupations Students of America is a National Career and Technical 

Student Organization (CTSO) endorsed by the Department of Education and the Health Occupations Education Division 

of the Association of Career and Technical Education. 

The mission of HOSA is to enhance delivery of compassionate, quality healthcare by providing opportunities for 

knowledge, skills, and leadership development of all healthcare occupations education students, therefore helping the 

students to meet the needs of the health care community. 

HOSA provides, Leadership, teamwork, Program of Study and Career Pathways Partnerships for CTE, Implementing of 

health Science Programs, Increase effectiveness in teaching, Legislative training, confident speaking, and writing skills. 

8. Planned Follow-up Field Trip Activities: Article for paper. 

9. Field Trip Budget Request Awaiting for a schedule to be put out by National HOSA. These prices are estimates from last year. 

Estimated Expenses 
Total Admission/Fees -$90.00 -2 chaperones $ 180.00 
Total Meals Three meals a day at five days $27.00/day = $135.00 x 2 $270.00 
Total Lodging $181.50/night x five nights $907.50 $907.50 
Total Transportation $40.00 
D School District Vehicle(s) 
X Commercial Transportation Carrier- Name: Super shuttle round trip $40.00 approx. 
D Private Vehicle (requires certificate of insurance)- Name: 

Total Additional Stipends: $0.00 
Other: Airfare Approx. $643.00 x2 if greater than ten students, chaperone needed $1 ,286 $1,286.00 
Total $2,663.50 

I Revenues 
~istrict Budget I Code: p£J._,e/.u.P 

Field trip Nationals2014 Document 



Booster Group $ 
Donations $ 
Student Fees Admission $80.00 -11 students $880.00 
Meals $27.00-11 students $1,485.00 
Lodging $907.50 x 11 students $9,982.50 
Shuttle - 40.00 X 11 Students $440.00 
Airfare 11 @ - $643.00 $7073.00 
Total Additional Stipends: $0.00 
Total "Students will all be self-pay" $19,860.50 

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

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 

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

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

medications, special needs.) 
x Gain Access to Cell Phone for Field Trip 
x 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. 
x Plan Meal Arrangements (if necessary) 

Reminder: Notify food service of non-participation. 
x Plan Administration of Student Medication and First Aid Needs (if necessary) 

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

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

D Planned Itinerary 

TIME LOCATION 

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

Signature of Contact Person: Kimberly Olson Instructor 

Field trip Nationals2014 Document 


