6153(a)
Instruction
Field Trips 
General 

The surrounding communities and the state should be used as a teaching resource. Guidelines for planning of field trips which are part of and directly related to classroom learning activities shall be: 


1. 
Field trips during the school day must be approved by the building Principal. 


2. 
Field trips which involve overnight accommodations for students must be approved by the Superintendent of Schools. Any such approvals shall be reported to the Board of Education in advance of such trips. 


3. 
All trips should be within budgetary allotments for such purpose. Any trips for which there is no budgetary appropriation must have advance approval of the principal before requesting funds from the U.S.A. 


4. 
Students may be asked to pay all or part of the expenses of field trips. 


5. 
Bus transportation shall be used.

6. 
Each student on a field trip shall have written parental permission. 


7. 
Parents or other adults may serve as chaperones. 


8. 
Each trip should be evaluated by teachers and administration. 


9. 
No child shall be excluded from a field trip because of inability to pay. 


10. 
Any student may be declared ineligible to participate in an overnight trip due to academic deficiencies or serious misconduct as determined by the teacher and the administration. 

Field trips are valuable educational activities which enhance classroom learning. 

Approval 

Field trips requiring approval by the Superintendent of Schools or designee and/or notification to the Board of Education should be submitted for review as soon as plans have been made and no later than two (2) months prior to the scheduled trip. 

In no situation should field trips take place unless the requisite approval has been obtained beforehand. 

6153(b)
Instruction
Field Trips  (continued)

School Sponsored Trips 

The Principal should review staff members’ field trip requests as they relate to Board policy and the current budget. The Principal may consult with the Superintendent of Schools, or designee, as necessary. 

Copies of the field trip request forms are to be distributed as follows: 


I. 
The school office file 

Field Trip Procedures 


I. 
Pre-Planning: 



A. 
Notification 




1. 
The teacher should check with the Principal before involving students and/or parents in planning. 




2. 
Where student contributions are requested, the teacher shall present a proposal indicating fund sources or fund-raising activities planned to provide for students unable to meet costs. 



B. 
Knowledge of Location to Be Visited



1. 
The teacher should (ideally) visit or be familiar with the site of the trip before the trip is taken. 




2. 
If the teacher is unable to comply with item #1, he/she should consult with other staff members who have visited the field trip location to obtain specific information about its educational value for students of the participating grade level. 



C. 
Statement of Purpose 




1. 
Written objectives for the trip and their relationship to curriculum should be submitted to the Principal by the teacher; if chiefly for enrichment, it should be presented as an enrichment activity.



2. 
The Principal will review the statement of purpose before recommending the trip to the Superintendent, or designee, for approval. 

6153(c)
Instruction
Field Trips  
Field Trip Procedures (continued)


D. 
Safety Provisions: 




1. 
Knowledge of Possible Hazards: 





a. 
The teacher must be reasonably aware of possible hazards to the safety of trip participants and inform the Principal of such hazards. 





b. 
Undue hazards shall be pointed out to parents and to participants prior to the trip so reasonable precautions can be taken to avoid accidents and student injury. 





c. 
Potentially hazardous activities (including skiing, mountain climbing, scuba diving, etc.) may require special insurance arrangements. In case of doubt, the Principal should review planned activities with the Superintendent of Schools. 




2. 
Knowledge of Students’ Medical Problems: 





a. 
Before a trip, teachers should consult with the nurse and be aware of special medical problems, allergies, handicaps, special prescriptions, etc. of student trip participants. 





b. 
Teachers should plan emergency measures to be taken if a medical emergency arises.



3. 
Transportation 





a. 
Ordinarily, the Principal will make travel arrangements when the regular school bus carrier is involved. 





b. 
School buses, charter, or some other form of public carrier should be considered for transportation since vehicles of this type will have ample insurance coverage. 




c. 
To ensure volunteer coverage under insurance, these volunteers should be classified as “VOLUNTEER WORKERS”. The Principal shall maintain an official roster of designated volunteers. It is also important that this roster be used regularly for providing transportation services. 



E. 
Parental Notifications 




1. 
Before the student is allowed to participate, permission slips shall be obtained from the parent or guardian of each student participant. Permission slips shall be taken on the trip by the teacher-chaperone, and retained for at least a six-month period after completion of the trip by the Principal. (system-wide form) 
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E. 
Parental Notifications (continued)



2. 
Information given by the teacher on the permission slip shall include: (a) the purpose of the trip, (b) the place to be visited, (c) the date and approximate times of departure from and arrival back to the school, (d) the type of transportation to be used, (e) the total costs, if any, (f) a release to seek emergency medical attention as needed, and (g) any required apparel or equipment needed. (h) optional information regarding health insurance carrier. 




3. 
The permission slip should request information about any special medical problems, allergies, handicaps, special prescriptions, etc., of which a chaperone should need to be aware. 




4. 
Standard permission slip guides will be available in the school office. Modifications may be made to accommodate special circumstances. 




5. 
Parents/guardians do not waive legal rights for children by signing permission slips. 




6. 
Timely itineraries should be sent to parents for trips out of district/state. 



F. 
Preparation of Students



1. 
The teacher shall acquaint the students with the purpose of the trip and point out what they are to look for; 




2. 
Where possible, the teacher shall involve students in the actual planning of the trip; 




3. 
The teacher shall inform the students as to what is expected of them in the way of behavior and dress and of what materials they may take with them. 

II. 
Procedures on the Trip 


A. 
Supervision


1. 
Teachers, administrators, and other adults acting as chaperones are expected to exercise supervisory responsibilities; 
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II. 
Procedures on the Trip (continued)

A. 
Supervision


2. 
Supervisory personnel must be continuously alert to reasonably anticipate possible hazards; 



3. 
Visitor guides, if available and suitable, should be used; 



4. 
Adult chaperones (e.g., other staff personnel, parents, etc.) may accompany the group and should be briefed by the teacher as to purposes of the trip, possible hazards, procedures, supervisory responsibilities, etc., and should receive a copy of any written procedures; 



5. 
Per Board policy, all “overnight” trips must be approved by the Superintendent of Schools prior to the trip. In those cases, the names and date of birth of all chaperones must accompany the request for approval submitted to the Superintendent of Schools; 



6. 
The following ratios are suggested as to approximate proportion of adult chaperones (inclusive of the teacher-sponsor) to students in terms of grade level, and depending upon the activity and other circumstances, may be changed on the authority of the Superintendent of Schools: 






Adults 

Students 






K-4


One : Five 






5-8 


One : Ten 




Names of chaperones will be placed on record in the Principal’s office prior to the trip. 


7. 
Chaperones will be apprised of their responsibilities by the teacher in charge. 



8. 
Students will be informed of their obligation to adhere to the directions of the “teacher in charge” and chaperones. 



9. 
Students will demonstrate equal respect for the teacher in charge and for adults serving as chaperones. Students not displaying such deportment will be reported to the Principal by the teacher in charge subsequent to return from the field trip. The Principal will take disciplinary measures as he/she deems appropriate. 
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10. 
The teacher must notify the school if students are to be delayed or if the itinerary is substantially changed for extended trips. 



11. 
Should accidents or medical emergencies occur, the teacher must immediately notify the School. Parents will be contacted if the situation warrants. 


B. 
Group and Individual Activities on the Trip


1. 
Adequate time should be allowed for lunch (or dinner) during the field trip. 



2. 
Time should be allowed for toilet and washroom purposes. 



3. 
Since the students are under the authority and responsibility of the school until they return to the school, each student shall ordinarily be expected to remain with the group until they return to the school. 


C. 
Educational Activities


1. 
Every effort shall be made to ensure optimal learning by students on the trip. 



2. 
If feasible, students shall be given the opportunity to collect other information not necessarily related to the stated purpose of the trip but educationally valuable. 


D. 
Adult Behavior 



1. 
Adult, teachers, and chaperones shall, at all times, conduct themselves in such a way as to demonstrate the best example to students. 



2. 
Ordinarily, adults shall stay with the group at all times. 



3. 
Smoking, use of alcoholic beverages, or any illicit substance is prohibited during the field trip. The prohibition extends to all students, teachers, and chaperones. The use of cell phones by teachers and chaperones is discouraged while directly supervising the students.

E. 
Student Behavior – Day Trips/Regular school behavior policies are in effect. 

F.
Student Behavior/Overnight Trips (see Forms)
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III.
Follow-up Activities 


A. 
Reports 

1. If transportation or other details arranged by the Principal were unsatisfactory, the teacher shall so report to the Principal for follow-up and correction for subsequent trips. 



2. 
If an accident or medical emergency has occurred during the trip, the teacher shall immediately notify and shall immediately furnish the Principal with complete written details as to apparent cause and effects and as to what actions were taken by the teacher and follow up with a written report. 


B. 
Educational 



1.
At the first opportunity, the teacher shall review the stated purposes of the trip and observations made on the trip with the group. 



2. 
The teacher shall guide the group through a variety of suitable follow-up activities leading to additional learning as an outcome of the trip or as an introduction to other learning. 

IV. 
Non-School Sponsored Trips 


The Board of Education will not accept responsibility for trips not covered by Board policy. Non-school sponsored trips planned for profit by staff members may not occur on school time, and therefore, are not to be planned on school time. 


(Profit” is defined as monetary gain in excess of expenses.) The facilities of the schools may not be used in planning such trips. 


Summary Statement. The Principal may, and is encouraged to apply his/her judgement in modifying or adding to these regulations to suit the needs of specific field trips. The Superintendent shall be informed of such modification(s). Copies of field trip requests from past years will be kept in the file. 

Policy adopted:
February 12, 2014
UNION PUBLIC SCHOOLS


Union, Connecticut

6153
Form #1
UNION SCHOOL DISTRICT
FIELD TRIP REQUEST

Requested by_________________________________ Date _______________________
Destination _______________________________ Date of trip______________________
Departure time ____________________ Approximate time of return_________________
Number of students involved __________________ Number of chaperones ____________
Type of transportation_______________________________________________________
Names of volunteer workers (drivers) if private cars are used 

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Expense to students _______________ Expense to school system/U.SA. ___________________
Relationship to curriculum 
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Approved by_____________________________________ Date _______________________



(Signature of Principal) 
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Form #2
UNION SCHOOL DISTRICT
FIELD TRIP PERMISSION FORM
Purpose of Trip______________________________________________________________
Place to be visited_____________________________________________________________
Date of visit__________________________________________________________________
Time of departure from school __________________________________________________
Time of arrival back at school ____________________________________________________
Type of transportation_________________________________________________________
Cost (if any) ________________________________________________________________
Any required apparel or equipment_______________________________________________
******************************************************************************

I give permission for _______________________________________ to attend the field trip to_____________________________ 

In case of an accident, Union School staff have permission to seek emergency medical attention for my son/daughter. 

Check one: 

 FORMCHECKBOX 

My child has no known medical problems. 

 FORMCHECKBOX 

My child has special medical problems, allergies, handicaps, medication etc. that chaperones should be aware of_____________________________________________ 

_____________________________________________________________________________________________________________________________________________


_____________________________________________________________________

___________________________________________________________________________
Signature 




Date 


Emergency contact number 

Optional: 
Health insurance information to use in case of emergency
___________________________
_____________________
__________________
carrier number name of insured
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Form #3
UNION SCHOOL DISTRICT
OVERNIGHT FIELD TRIP REQUEST
Per Board Policy regarding overnight trips: 

Field trips which involve overnight accommodations for students must be approved by the Superintendent. Any such approvals shall be reported to the Board of Education in advance of such trips. Requests should be made as soon as plans have been made and no later than two (2) months prior to the scheduled trip. Names and date of birth of all chaperones must accompany the trip request. 

Requested by ____________________________________________ Date ________________
Dates of trip _________________________________________________________________
Destination and daily itinerary ___________________________________________________
Place and time of departure ______________________________________________________
Place and time of return ________________________________________________________
Type of transportation ________________________________________________________
Name and telephone number of hotel _____________________________________________
Expenses 

Expense to students ___________________________________________________________
Expense to student activity fund: 
	Transportation
	$

	Hotel
	$

	Theater
	$

	Admissions
	$

	Meals
	$


Expense to U.S.A __________________
Chaperones 

	Chaperone Names
	Birthdates
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Form #4
UNION SCHOOL DISTRICT

Overnight Field Trip Request Form

Per BOE policy regarding overnight trips:
Field trips which involve overnight accommodations for students must be approved by the Superintendent. Any such approvals shall be reported to the Board of Education in advance of such trips. Requests should be made as soon as plans have been made and no later than two months prior to the scheduled trip. Names and date of birth of all chaperones must accompany the trip request.

Requested by ____________________________________________
Date _____________

Dates of Trip _________________

Destination and daily itinerary _____________________________________________________

Place and time of departure _______________________________________________________

Place and time of return __________________________________________________________

Type of Transportation ___________________________________________________________

Name and telephone number of hotel _______________________________________________

Expenses

Expense to student ______________________________________________________________

Expense to Student Activity Fund:


Transportation ___________________


Hotel ___________________________


Theatre __________________________


Admissions ______________________


Meals ___________________________

Expense to USA _________________________

	Chaperones
	Birthdates of Chaperones

	
	

	
	

	
	

	
	

	
	


6153
Form #5
UNION SCHOOL DISTRICT

FIELD TRIPS
Advisor Responsibilities 
Planning:
1. 
Prior to announcing a proposed activity to students, parents or support groups, a request for a potential event must be submitted to the principal. 

2. 
It shall be the responsibility of the advisor to follow all application procedures and to propose the schedule and itinerary for the trip. 

3. 
All written commitments or contracts are to be signed by a school administrator. No teachers or advisors may independently enter into any written commitments or contracts. 

4. 
The advisor is responsible for preparing all necessary information and meeting with the participating students and parents to explain, discuss and answer any questions relating to arrangements planned for the trip. 

5. 
The procedures and regulations as they relate to school rules, school board policies and any special rules for the trip shall be covered in the meeting so that they are clearly understood and enforced. 

6. 
The advisor will make certain that all medications to be taken on the trip (prescription or over-the-counter) have the prior approval of the nurse. Permissions for medications must be given to the nurse at least two weeks before the trip. 

Trip: 

1. 
Advisors are to serve as chaperones at all times while on the trip. They are required to be with students at all scheduled activities. Advisors are required to coordinate and supervise all chaperones and their assignments throughout the scheduled trip. 

2. 
The advisor will take a first aid kit, medications, permission forms, chaperone roster, student medication and health information form, and blank accident report forms on the trip. 

3. 
A complete copy of all requested information, on appropriate forms, for every participant and detailed trip information (itinerary, student permission forms, chaperone roster, medical and health information) must be with the teacher at all times. A second copy of the same information shall be on file at the school. If the itinerary changes due to unforeseen circumstances, the advisor must notify the school as soon as possible. 

4. 
The advisor will act as the role model for students at all times. 

Advisor signature ___________________________________ Date _____________________
Trip approved by Superintendent 

Signature _________________________________________ Date______________________
Superintendent presented to Board of Education on___________________________________
6153
Form #6
UNION SCHOOL DISTRICT
OVERNIGHT FIELD TRIP
PERMISSION FORM
Purpose of Trip _____________________________________________________________
Place to be visited ____________________________________________________________
Dates of visit ________________________________________________________________
Place and time of departure _____________________________________________________
Place and time of arrival back ___________________________________________________
Type of transportation _________________________________________________________
Name and phone number of hotel ________________________________________________
Cost (if any) _________________________________________________________________
Any required apparel or equipment ______________________________________________
******************************************************************************

Please fill out the permission form #2.

