FIELD TRIP REQUEST PROCESS
· Fill out ALL areas of the Field Trip Request Form. Please check the bottom of the pages to ensure you are using the most recent form. 
· Link for the English and Spanish Permission Slips. 
· Have the requestor, then Principal sign and date the form.
· Put the copy into the T&L box at Administration within 5 days of initial request. We need the original form with signatures.
· The T&L Admin Assistant will ensure all information is correct before the Deputy Superintendent checks that the TEKS meet the requirements and signs off with approval. 
· If additional information is needed, you will receive an email or the Field Trip Request Form returned to you with notes as to what is needed.
· T&L will enter the trips on the EISD Campus Events and Field Trip Log
· It will then be scanned back to the Principal, Admin Asst, and the teacher requesting it.
· The campus/dept Admin Asst, or the designated person on the campus, will be responsible for entering the Purchase Orders for any tickets, fees, meals, admission costs, etc. needed for the field trip. The approved Field Trip Request form should be attached to all submitted purchase orders.
· Contact Transportation with an approved PO. 
· In the scanned email, you will see who you need to contact for Transportation- this needs to be done at the campus level.
· Please provide a copy of the approved field trip request form to your cafeteria manager and work with them regarding meals needed, students off-site, etc.
· Please contact your nurse for any needs you may have while on the field trip.
· You will also need to take a First Aid kit with you.
· Please use the following check list to ensure you have completed all tasks needed for the field trip:

Check List:
· Field Trip Request Form Completed-  signed and dated by requestor
· Form signed and dated by Principal
· Form turned into T&L’s box at Admin
· Approved copy received electronically
· Purchase Order entered- Field Trip Request Form attached
· Transportation contacted
· Food Service contacted
· Nurse contacted
· 48 hrs prior to trip- Transportation follow-up, confirmed numbers, pick up times, etc.
· 1 week prior to trip- Food Service follow-up, count for sack lunches
· Day before- Nurse follow-up, discuss meds, 1st aid kit, etc.
Frequently Asked Questions:
· What do we do with the permission slips?
· Keep them with you and take them on the trip so you have the children’s information. After the event, turn them in to your Principal. They should file them at your campus.
· When do I turn the form in?
· As soon as you can. We need the request at least 1 month prior to the trip. This ensures that we can get it approved, the PO gets approved, and Transportation, Food Services and Nurses get notified as soon as possible.
· Who contacts Transportation?
· This happens at campus level. Your Principal will decide who is responsible whether that be the teacher, dept head, Admin Asst, etc.
· What if the date or location changes?
· Please let T&L Admin Asst know as soon as possible. Most of the time we can still use the original form, other times we will need a new form with updated information. If PO is already put in, the Business Office will need to know as well as Transportation, Food services and the Nurse. 
· Are there times I should consider when planning a field trip?
· Yes! All buses need to be back to Transportation by 2:45 pm. Buses are not available to leave before 9:30 am.

