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(This policy replaces previously approved Board of Education Policy #6154) 

 
The Brentwood Board of Education believes that field trips, off-campus education and 
cultural experiences have distinct educational values which enhance and enrich the 
curricular program of the Brentwood School District. The Board encourages participation 
in these excursions providing that they are well-planned, carefully supervised and have 
clear relevance to the school program. All overnight field trips must be authorized by the 
Board of Education. The Superintendent of Schools has the authority to cancel 
previously approved field trips due to extenuating circumstances which may be 
based on security concerns, staffing, fiscal constraints, etc. 
 
The intent of this policy is to address, provide guidance and clarify the following: 

• Procedures for the effective planning of a field trip 
• Arranging transportation to and from the trip 
• Adequate supervision and safety of students on the trip 
• Responsibilities of staff, chaperones and students 
• Parental notification  

 
Definitions 
Field Trip: an approved District-sponsored and planned activity, involving students, 
which take place away from the traditional school settings. Included are all events and 
activities outside of the school for which participation, cooperation, or support of the 
activity is under the control of the building principal or his/her designee. When a field 
trip is considered, it must be examined to assure that the trip is appropriate to the 
curriculum, appropriate to the level of maturity of the students involved and within a 
reasonable distance from the school. 
  
Overnight field trips: include local, out-of-state or out-of-country trips which require that 
students obtain overnight lodging accommodations and are in excess of one day. 
Overnight field trips should be planned at least three (3) months in advance of the actual 
departure date. All trips of this nature must be approved by the Board of Education. 

 
Off-campus education (Walking Field Trips): includes trips to locations within the 
District, such as the high school musical, art fair, etc., which take place away from the 
traditional classroom setting, but are within the confines of the school district. Also 
included in this category would be trips to local universities, colleges, and businesses.   
 
Cultural experiences: include visits to museums, concert halls and theatres within the tri-
state area. 
 
Competitions: include academic, athletic or other extracurricular activities that require 
students to participate in the event off-campus. 
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Student transportation: includes any mode of transportation necessary to transport 
students on an approved educational and/or recreational field trip. Such forms of 
transportation may include one or more of the following: private contractor charter buses, 
school buses and/or public transportation (railroad, airline, subway, etc.). 
 
I.   Guidelines for Planning a Trip/Arranging Transportation 

The following guidelines should be adhered to if a field trip or other group absences         
is planned. 
 
A. Educational Field Trip Form (Form A) 

The teacher in charge shall obtain and complete the proper forms at least three (3) 
weeks prior to day trips and at least six (6) weeks prior to overnight trips. 

 
This form must be completed when requesting a fieldtrip and all copies of the 
form must be submitted to the school’s front office. This form confirms that all 
details regarding transportation have been arranged. It is to be used for District 
bus transportation as well as transportation on the Long Island Railroad or non-
District busing. The staff member in charge of the field trip will contact the 
District’s Transportation Office to order the bus. It is also the staff member’s 
responsibility to contact that same office to cancel the bus if the need arises.  The 
phone number of the District’s Transportation Office: 434-2493. It is advisable to 
call this office a couple of days in advance before the trip to confirm the 
transportation arrangements. 
Due to liability issues, only current students of the Brentwood School District 
and approved chaperones may participate in these types of activities. All 
chaperones must be at least 21 years of age. 

 
B. Student Permission Form (Sample-Form B) 

Prior to leaving the building, each student is required to present a permission slip 
form to the staff member in charge of the trip.  No  student may leave the 
building without a signed form. Students not going on the field trip will be 
required to remain in the building and arrangements must be made for them by the 
staff member in charge of the trip.  

C.  Parent Notification (Sample-Form C) 
Parents should receive advanced notification of the details of the trip through an 
informational flyer from the teacher in charger of the trip.  

II. Authorization 
          

A. Authorization shall be obtained from the building/program administrator or his 
designee in advance of the field trip (at least three [3] weeks in advance for day 
trips and three [3] months in advance for overnight trips). Initial requests for a 
field trip should be made in writing to the building principal. Authorization shall 
be reported on the EDUCATIONAL FIELD TRIP FORM (Form A). Copies of 
this form shall be sent to the teacher-in-charge, transportation office, and  
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depending on the students involved, either the Assistant Superintendent for 
Secondary Education or the Assistant Superintendent of Elementary Education. 
The original form will remain with the building principal.    

 
B. Permission or commitment shall be obtained from the place to be visited. 
 
C. The availability and cost for the transportation shall be established. All groups 

wishing to take a field trip are to fund raise to defer the cost of the trip. If the field 
trip is paid for by the students, P.T.A., or the local school, arrangements will be 
made by the appropriate administrator, but only with the bus companies with 
whom the District has contractual arrangements. Under no circumstances will cars 
be driven by students, parents (other than for their own children) or teachers.  

 
D. Written consent by the involved parents/guardians must be secured for those field 

trip activities that necessitate the students leaving the area of the Brentwood 
School District or trips that extend beyond the normal school day. A signed 
permission slip form must be on file in the school before the trip. (Under unusual 
circumstances, the principal may obtain the verbal consent of the parent by 
telephone.). In the absence of parental consent, the student will attend school, 
following a schedule assigned by the principal or his designees. 

 
E. The student permission slip form (Sample-Form B) will be used to form a roster 

of all students going on a field trip.  If a different format is used, it must include a 
place for the parent/guardian to fill in an emergency contact number for each 
student.  The statement should read in effect: 

 
 

“Please contact the following number should any emergencies arise 

during the field trip: __________________________.” 

III.  Criteria 
The criteria to be applied in determining the educational appropriateness shall include 
the following considerations: 

 
A. The experience will have significance and a direct relationship to the curriculum. 
 
B. The experience will serve as: 

• Motivation for a unit about to start 
• A supplement to an on-going unit 
• A review for a unit just completed. 
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C. The experience will provide information unobtainable or far less appropriately 

obtainable in some other way (book, videos, recording, etc.). 
 

D. Care will be exercised so that field trips will not over impose upon regular 
instruction, particularly at the secondary level where students meet with several 
teachers during the course of a day. 

 
E. The experience will be appropriate to the level of maturity of the students. 

 
F. The experience will be within a reasonable distance from the school. 

 
IV.  Planning 

Planning shall include obtaining authorization, establishing related activities   
including evaluation, arranging for student supervision as well as other details within 
the following guidelines: 

 
A. Preparation 

The effectiveness of any field trip rests to a large extent upon the preparation of 
both the teacher and the students. If possible, the teacher should visit the site prior 
to the trip and develop an itinerary. Consultation with another teacher who has 
made that particular field trip is a reasonable alternative. 
 

1. The itinerary and regulations of the trip should be thoroughly 
discussed with students prior to the trip. A summarizing activity 
should follow the trip to reinforce the learning experiences involved. 

2. The principal of the building or his designee should notify the school 
cook, at least one week in advance, to aid the cafeteria staff in 
determining the necessary daily food orders. 

3. An updated roster shall be given to the building principal on the day of 
the field trip. Additional copies of the roster should be given to all 
chaperones. On the morning of the trip, teachers shall prepare and 
submit, to the attendance secretary/teacher, a list of all students 
participating in the field trip. 
 

B. Participation 
All duly enrolled Brentwood students may participate in field trips within the 
stated limits of the policy. Whenever possible, arrangements should be made so 
that finances to be borne by the students do not prohibit the participation of 
individual students. Due to liability issues, only current students of the 
Brentwood School District and approved chaperones may participate in 
these types of activities. All chaperones must be at least 21 years of age. 
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C. Transportation 

Chapter 510 of the Laws of 2001 requires that where a District has provided 
transportation to students to a school sponsored field trip, extracurricular activity 
or any other similar event, the district shall provide transportation back to either 
the point of departure or to the appropriate school in the district, unless 
intervening circumstances make such transportation impractical. A parent or legal 
guardian may provide the district with a written notice authorizing an alternative 
form of return transportation for such students. 

 
V.  Supervision of Students 

It is expected that students will be supervised at all times during the trip. Direct 
supervision of students must be provided to and from the field trip location as well as 
at the site. All chaperones must be at least 21 years of age. 
 
The guidelines listed below may be modified by the building principal only, based 
upon the complexity of the activity, the age of the students or unusual circumstances. 
 
A. Elementary Grades 

One certified teacher will assume responsibility for a class and a ratio of one adult 
(i.e. teacher aide or parent) for every ten (10) students is deemed appropriate. 
 

B. Secondary Grades 
Two (2) teachers per bus load are deemed adequate. (i.e. 1 chaperone per 25 
students). 

 
1. Field trips to an urban center should normally have a ratio of one (1) adult 

for every fifteen (15) students. Parents/guardians are encouraged to attend 
field trips and assist teachers with student supervision. 

2. As per Article 14 H. of the current Brentwood Teachers Association’s 
contract, class coverage for secondary teachers on a field trip must be 
approved by the Assistant Superintendent of Secondary Education.  

3. If not approved by the Assistant Superintendent of Secondary Education, 
coverage of classes will be done internally without compensation for the 
classes left uncovered. When possible, the front office of the building 
involved will offer assistance in obtaining internal coverage. 

4. In the event that the activity extends beyond the normal school day, 
responsibility remains with the teachers who are supervising the activity 
until the students are released to their parents or guardians or an adequate 
provision has been made.   

5. It is the obligation of the teacher in charge to assign the responsibility of 
each student to the chaperones involved and to provide a clear set of 
regulations concerning student conduct and appearance. 
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C. Supervision of Students on Overnight Field Trips 

        The staff member in charge of the overnight field trip should review and 
distribute copies of the Guideline for Supervising Overnight Field Trips to all 
chaperones.  These guidelines are included with this regulation (See Appendix 1) 
and should be reviewed with the chaperones at a meeting prior to the overnight 
trip. 

 
VI. Chaperone Responsibilities 

The teacher in charge of the trip will advise all chaperones of their supervisory 
responsibilities during the field trip. It is suggested that meetings be held prior to 
departing on the trip to work out the various details.   

 
Chaperones will immediately advise the teacher in charge of any intervening 
circumstances which would prevent a student from being transported back to the 
district.  Arrangements will then be made for a representative of the district to remain 
with the student until the student has been delivered to his or her parents. 

 
VII. Student Responsibilities/Code of Conduct 

Field trips should be an enjoyable and educationally rewarding experience; 
however, students must be reminded that these experiences are an extension of the 
school day and learning environment. Since the group will be representing the 
Brentwood School District, appropriate student behavior shall follow the District’s 
Code of Conduct. The staff member in charge should review, with their students, 
appropriate behavior and proper Code of Conduct while participating on the field 
trip. Along with this, consequences for breaking school rules or public law should 
be discussed. In short, students are expected to obey all school rules and public 
laws. 

 
VIII. Parental Notification 

The teacher in charge of the trip should provide, to the parents/guardians, an 
informational flyer (See Form C-Sample) describing the nature and details of the 
trip (i.e. Date(s) and time(s) for departure and return, itinerary of the trip, request 
for student health information, notice of search and entry clause, etc.  

 
 
 

Ref: Education Law: §§1604; 1709; 1804; 1903; 2503; 2554; 2590-e 
        Chapter 510 of the Laws of 2001 
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