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Field Trip Checklist

· Principal’s preliminary approval   Signed: ________________
· Admin. Chaperone requested

· An Administrator or designee will be designated for all out of state or out of country trips.

· Admin. Tickets, hotels, per diem and other related expenses are the responsibility of the traveling group.
· Complete Field Trip Request Form and return to Principal.
· Distribute/collect District Permission Slip to Participate form.
· Completed copies will be kept by instructor until completion of trip.
· Complete Bus request form-

· Must be completed 1 week prior to trip.
· Myers –Steven –Toohey insurance paid 

· Required for all out of country travel. $1.75 /person/calendar day.

· Required for all out of state participants not covered by personal insurance.

· Required for all out of district Participants not covered by personal insurance.

· Required for all chaperones not covered by personal insurance.


· List of students participating to front office.
· Special clothing list (if applicable) distributed

· Safety rules reviewed

· Event posted on PHS activity calendar

· First aid kit/medication received from Nurse

· Academic program arrangements for the students who remain at the school

· Informed parents of special needs (sack lunch, swimsuit, fees, etc.)

· Emergency phone list/contact numbers

· Re-confirm date, time, etc. with destination

· Confirm bus information with Dale Ewart
· Review emergency procedure for contacting school, transportation, parents in case of delay

· Special provisions for exceptional children – accessibility, behavioral needs, etc.
· Bus fees collected and turned in to Kim Akers. Fees must be paid within 10 business days or money will be deducted from your account. 
· $5.00 per student in district

·  $10.00 per student out of district.
Field Trip Request Form
Requested by: _______________

Date: ____________

□  In District



□  Out of State

□  Out of District

□  Out of Country
	Destination:
	

	Group:
	

	Dates:
	

	Time/Class missed:
	

	# of Students
	

	# of Chaperones
	

	Reason for Trip:
	

	


Sub required    Yes □  No □     

 Principals Signature: _____________        Date: _________

**Please Attach Itinerary and parent letter
** See requirements for Additional insurance requirements.
**See requirements for Administration chaperones and costs.
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