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DISTRICT 709
 
FIELDTRIP REQUESTS
 

In accordance with School District PolicyDistrict 61 60, District 709 recognizes properly planned, well conducted , and carefully 
supervised fie ld trips may be a vital part of the curri cul um. School field tripsare encouraged within avai lable resources and 
requirements outlined below. 

DIRECTIONS: All staff are required to submi t 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 forall instructional and supplementary field trips 
> Receive administrative reviewal and school board approval lorall extended trips (Exceptions may be grantedby the 

school board chair to accommodate emergencies.) 

DEFINITIONS: 

Instructional Trips - Trips that take placeduring the school day, relate directly toa course of study, and require student 
participation. Fees may not be assessed against students. 

Supplementary Trips - Trips in which students voluntari ly participate inand which often take place outside the regular school 
day, butdo not include overnight stays. Financialcontributions may be requested ofstudents. 

Extended Trips Within Minnesota, the Continental United States, ora Foreign Country - Trips that involve one or more 
overnight stops within Minnesota, the Continental United States, ora ForeignCountry (externally sponsored) and may be 
instructional or supplementaryand are vol untary in nature. Extended field trips req uire school board approval prior to the trip . 

INSTRUCTIONAL TRIP ACTION 
Principal : 0 Approved Name: 

D Not Ap proved Date: 

SUPPLEMENTAL TRIP ACTION 
Princ ipal : 0 App roved Name: 

D Not Approved Date: 

Instructional/Supplemental Trips need not be sentto District office. 

EXTENDED/EXTER~ALL Y SPt:0NSORED TRIP ACTION 

Principal : ecommended 

Not Recommended 

Assistant Superintendent: ~ Recommended 

D Not Recommended 

School Board:	 o Approved Name: 

D Not Approved Date: 

All extended trip proposals must be sent to the Assistant Superintendent's Office tobeplaced on the 
Education Committeemeetingagenda for approval. 



- - - - - - - - - -

FIELD TRIP REQUEST FORM
 

Date of Submissi on: 

D Externally Sponsored' D Instructional DType ofT rip: 

1. Organization/Grade/Course Pl anning Trip: _=..:...jI'-'q,O~~---' 

2. Contact Person (Responsible forChecklist Completion): 

3. Field Trip Date(s) : _ 

4. Field Trip Overview (Include eve nts establish 

Field Trip Departure from School (Date and Time):5.	 _ 

Field Trip Return to School (Date and Time): --------;------,.---- --r--_---~ 

6. °p:;:;l/~~fJJ~sef; AJ: 5iiff1&2~~ 
7. 

GAe , C:n -.~~) 
Rei ationship to Curricu Ium or Student Learn ing: -P'af,J.~~~~k1.J!LJ.&:1~~~'J..L14.I.12.:L~~'-- t 

8. Planned Follow-up Field Trip Activities: 

9.	 Field Trip Budget Request 

Total Meals
 
Total Lad in
 

D
 
D
 
D Private Vehicle (requirescertificate of insurance) - Name:
 

Total AdditionaLSti ends: $ 
Other: $ 
Total $ 

Total Admission/Fees 

Total Transportation t./) -l-t. -

School District Vehicle(s) r' -----r- J1 
Commercial Transportation Carrier - Name: RewULt' C&Lu ~ 

Re venues 
District Budcet I Code: $ 
Booster Group $ 
Donations $ 
Student Fees $ 
Total Additional Stipends: $ 
Total $ 

11.	 Reviewed/Completed Request Checklist: a:;vY;s D No 

'The Assistant Superintendent's office must receiveasigned waiver form lor each student participating in an externally 
sponsored trip priorto the departure date. 

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL 
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/ FIELD 11\11' I\EQUES1 C\\ECKUS1- All Field1rips 
OIRECTIONS: Please complete cneck\ist. No attachments are necessary. 

~eve l oP and Communicate Student Discipline Expectations
[12(y6rw ard Field Trip Explanation and FeeStructure Letter Sent to Parents/Guardians . . . . .10' CollecfParenVGuardian Permission lorStudent Participation inField Trip (Include request lorspecrallnlormatlon ~ I.e. allergies, 

icat i ons l special needs.)
 
cf2( .Q(. in Access to Cell Phone for Field Trip


Plan Arrangements for Early Pick-Up orLate Drop-Oft Students (if necessary).
~ ~ ;nJIde: May choose to leave message on school voice mail tohelp with late drop off, 

ty Pla~ Meal Arrangements (ifnecessary)
 
\ p.(minder: Notify food service ofnon-participation.
 
LQ/Plan Administration ofStudent Medication and First Aid Needs (if necessary)
 

fiuide: Contact School Nurse.
 
(0' Develop and Communicate Action Plan if Student Gets Lost on Trip
 
(O/Arrange Adult Chaperones for Field Trip (if necessary)u de: One (1) adult for every twenty (20) students depending on field trip~ Parent volunteers are encouraged whenpossibleor 

propnate. 
ev lop and Com~ .unicate Teacher and Adult Chaperone Expectations ~ 

ample: Supervision duties, no smoking, no alcohol
 
Planned Itinerary
 ~ 

LOCATIONTIME 

Signature ofContact Person: 

FIELD TRIP REQUEST CHECKLIST tended/External! . 
DIRECTIONS: Please complete checklisland attach all ySpons~red Tnp Onlyappropnate matenals. 

Develop ano Complete Field Trip Itinerary and Emer ence: Attach .tentative planned itinerary. g y Telephone Contacts Letter to Parents/Guardians ~ 
e Funding of Expenses During Trip
 

Meal Plans
 
rra
a

Colle
ange Lodging Plans and Room Assignments
 

arnily Emergency Information for Students
 
ample: Horne phone numbers
Additional Information ' emergencycontacts, medical information 

Note: Provide any additional informat}r.n. ( 

Signature ofContact Person: VLt,lQ);~r-----:-~---\--k ---#A ~~-
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