Field Trips

The district has developed a policy regarding the taking of field trips.  In addition, your building may have put additional restrictions on when you may take field trips, both during the school day and after hours.  There are separate regulations regarding overnight field trips and foreign travel.  If you are thinking about any type of field trip, talk to your mentor first.  For overnight field trips and foreign travel, contact Lora Sheehy in the District Office for special application and permission forms.

Field trips are generally not allowed on the last day of the quarter or during the last three weeks of the semester.  

In General:

All field trips must be approved by the administration.  This includes field trips after school hours for clubs.  Fill out an application form and submit it to your designated administrator at least two weeks in advance.

Field trips must have at least two chaperones (although your destination may require even more).  At least one chaperone should be the classroom teacher.

The district covers the cost of transportation for all school approved field trips.  The building arranges for transportation as part of the approval process.


Always use the transportation providers contracted by the district.  Otherwise, you may find yourself in the middle of a liability or insurance issue, especially if someone is hurt or something happens to the bus.  Taking a bunch of high schoolers out and about can be enough of a headache without adding problems you don’t need.


Field trips should be approved at least two weeks in advance.

Good Tips



Wait until the Administration grants approval before you announce the trip to your students.  Most field trips are approved, but sometimes the Administration has legitimate reasons for denial.  This way, no one gets disappointed if things don’t work out.  


Class field trips should be available to everyone in that class.  If the field trip involves a course with multiple sections, the field trip should involve all teachers of that course and all students enrolled.


Club field trips should be taken outside of school hours.


Chaperones should have at least one cell phone with them during field trips, but preferably one per chaperone.  The building has cell phones available for check out if you don’t have one of your own.  You should also pick up a “yellow card” with emergency numbers before you leave. The cell phone number should be left at the switchboard prior to your departure

You should take attendance in the morning just before you board the buses and leave one copy of the final roster with the attendance clerk.  You should distribute additional copies to all of the other chaperones.


Students should be supervised by chaperones at all times.


All students participating in a field trip must submit a permission slip signed by the parent prior to participation.  The chaperone should keep those permission slips on his/her person during the field trip.


You must distribute a list of field trip participants to your fellow staff members at least three days in advance of the trip.  You may do this with hard paper copy in each mailbox or via e-mail.  Not only is this a part of the required field trip process, it’s common courtesy to your colleagues.  

All the forms you need to apply for and conduct your field trip can be found on the next pages.


Permission slips for athletic travel (to and from away games) are handled separately through your campus athletic office.
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1.
There should always be two adults supervising the field trip, one certified staff member and one other, such as an instructional assistant.  The certified staff member who is considered “in loco parentis” will be in charge.

2.
All chaperones will have a copy of the list of students should an emergency occur.

3.
All permission slips must be in the certified staff member’s possession while on the field trip in case of emergency.

4.
If the field trip extends beyond normal building hours, the certified staff member must have the home telephone numbers of the Principal and Associate Principal in case of emergency.

5.
A school cell phone will be issued to the certified staff member for emergency use while on the field trip.  If the certified staff member chooses to use a personal cell phone, that cell phone number should be left at the campus switchboard in case an emergency situation needs to be communicated.

6.
The certified staff member needs to be assured that each student has transportation home after a field trip.

Procedures for the certified staff member to follow in case of emergency:

1.
Assess the situation.


2.
Call paramedics if needed.


3.
Give directives to the accompanying chaperone.


4.
Call parent.


5.
Notify appropriate Associate Principal or Principal.

6.
Stay with injured/ill student pending parent contact or directive from administrator.

7.
If possible, contact accompanying chaperone.

8.
Fill out appropriate incident/accident report as soon as possible.

9.
Return cell phone to appropriate administrator.
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