

[bookmark: s1mo4qmqk52m]MISD FIELD TRIP CHECKLIST
	
	 Overnight Trips

 In State


	 Out of State            

 Out of Country

	 Day Trip

[bookmark: _GoBack]*Required for any school sponsored activity where organized travel occurs

	Please submit all forms listed in section applicable to field trip.
	Submit four weeks in advance (Intrastate)
Submit eight weeks prior to fundraising (Out of State/Country)
	Submit two weeks in advance

	
	Approval Process:
· Prepare and collect trip itinerary and fundraising information (if required)
· Complete the online trip request form using the links provided
· If the trip is out of state- email the appropriate Executive Director and copy the principal with trip details.  Attach the trip itinerary and fundraising information
· Campus principal will communicate with trip sponsors when final approval is granted.

Once final approval is granted:
· Submit MISD bus requisition form
· Submit MISD travel form with a copy of student participants attached (as needed for district paid meals, charter buses, vans, or rental cars.)
Collect and retain:
· Parent provided transportation permission forms (one per student)
· Parent meeting sign in sheet
· Parent meeting agenda
· Parent/guardian approval/release forms 
· Chaperones cleared criminal background check list from front office
· Signed Chaperone statement form
· Submit participant's’ name to campus nurse for medical clearance
**Approved completed travel packets must be submitted to campus principal prior to travel date.

	Complete travel packet
· Fill out proposal
· Attach list of student participants
· Attach season schedule. (Groups with identical travel needs over a season such as a soccer team may submit one packet for the season with season schedule attached)
· Attach one completed copy of parent approval/release form
· Attach signed parent provided transportation permission forms. (As needed only if travel is by parent’s personal vehicle.) 

Once above packet is approved:
· MISD bus
                 - Submit bus requisition form
· Submit MISD travel form with a copy of student participants attached (as needed for district paid meals, charter buses, vans, or rental cars.)

*If chaperones are required, collect:
· Chaperones cleared criminal background check list from front office.
· Signed Chaperone Statement form from each chaperone. 

	Approval Path
	FINAL APPROVAL:   
 Principal 

 Executive Director (Out of State)

 Superintendent (Out of State)

 Board of Trustees (Out of Country)

	







