
2024-2025 Field Trip Request Procedures 

All field trip requests are to be submitted to the Assistant Superintendent of 
Academic Services Office 2 weeks prior to each trip, to be approved by Dilia 
Cornett, Assistant Superintendent of Academic Services. 

Field Trip Packet must include: 

1. Field Trip Request Form (Please use the updated form)
2. Approved absence request (Frontline/Skyward) for all chaperones 

attending field trip. (if school function is after school hours, or falls on the 
weekend, absences are not required)

3. Trip Insurance Form
4. List of all Students attending field trip
5. Permission Slip (with the top portion filled out)
6. Itinerary of trip
7. Printed online bus request (bus request must be fully approved) 

Please make sure all field trip packets are submitted with required documents. 
If field trip packet is submitted incomplete, it will be returned to campus or 
department.  

*If field trip is an OVERNIGHT Field Trip Request please follow the Overnight
Field Trip Request Rules and Protocols. All Principals were provided an
Overnight Field Trip Rules and Protocols Handbook.

If you have any questions in regard to field trips, please contact Cassandra 
Espino at ext. 6120 


