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COMPLETE THE FIELD TRIP REQUEST FORM

e Fill out all required fields on the form.

¢ Ensure the building Principal signs and dates the form.

e Pay close attention to the following commonly incomplete areas, which often result in delays:

a. Funding & Transportation:

If transportation is provided by an outside organization, include the name of the organization.
If your school is using its own Van, provide vehicle details.
If the school is paying for transportation, indicate the funding source
(e.g., Local, Title I, Grant, or SAF).
b. Number of Students Attending:

Provide an accurate total number of scudents participating.
c. Chaperones:

List the total number of teachers, TAs, and parents attending. Names must be included

Required Ratio: one chaperone per ten students

SUBMIT THE COMPLETED FORM
» Once the form is signed by the Principal, email it to your assigned Transformation Officer (TO).
CC the Transformation Office support team, including:

o Incia Leon _ incialeon@ppsd.org

o Monica McLynch _ monica.mclynch@ppsd.org
o Campus Supervisor information can be found [here]

Resources
e Field Trip Protocols Guidance

e Field Trip Request Forms
o Field Trip Overnight/Out-of-state Trip (Instructions can be found here)

SUBMIT TRANSPORTATION & REQUISITION REQUESTS

e While your field trip request is under review, you may:
o Request a bus quote from First Student.
o Enter the requisition into Lawson.

STEP3

e Instructions for requesting transportation are available here.
o CTE Only _ Please complete this Form for all events & transportation request CTE Field Trip Form

FINAL APPROVAL AND PARENT PERMISSION SLIPS

e Once you receive the approved Field Trip Request, ensure that:

¢ All students have a signed permission slip on file before participating in the trip.


https://docs.google.com/spreadsheets/d/1DXEjW52h9C3UrrlqBcMxYI7wc75u_OZjUOb7SZE_giE/edit?usp=sharing
https://docs.google.com/document/d/1x5In4nK_EWtZlDDHfMWFrn75cya6vc3uAHvFukz9bO8/edit?usp=sharing
https://resources.finalsite.net/images/v1749068598/providenceschoolsorg/gr5uvzc6isc9lxjsmrbk/PPSD_Field_Trip_Form_In-State__Sept_2022.pdf
https://resources.finalsite.net/images/v1764010416/providenceschoolsorg/jkwhvnq8etmf3iahrntv/OvernightFieldTripRequestform.pdf
https://resources.finalsite.net/images/v1764010416/providenceschoolsorg/jkwhvnq8etmf3iahrntv/OvernightFieldTripRequestform.pdf
https://docs.google.com/document/d/1tAoYAnRO9zkPLwJZHa14UlU8wqxfZ3dFocWEs19QCEE/edit?usp=sharing
https://docs.google.com/document/d/16bh9gdN4-qoWWFrgRbLaX3ifh1FqGfX-9wd5uzDR-Xc/edit?usp=sharing
https://docs.google.com/forms/d/1zOSAjxQVOqfn-Kyh8Gyik9WgBBAUdEzBWVmDXE1HgOc/viewform?edit_requested=true

	Field Trip Request Process
	To avoid delays in approval, all Field Trip Request Forms must be completely filled out and submitted in a timely manner. ( 3 weeks in advanced) Incomplete forms will not be processed.
	Complete the Field Trip Request Form
	Fill out all required fields on the form.
	Ensure the building Principal signs and dates the form.
	Pay close attention to the following commonly incomplete areas, which often result in delays:
	a. Funding & Transportation:             If transportation is provided by an outside organization, include the name of the organization.             If your school is using its own Van, provide vehicle details.             If the school is paying for transportation, indicate the funding source              (e.g., Local, Title I, Grant, or SAF).          b. Number of Students Attending:              Provide an accurate total number of students participating.           c. Chaperones:               List the total number of teachers, TAs, and parents attending. Names must be included               Required Ratio: one chaperone per ten students
	Step 1
	Submit the Completed Form
	Once the form is signed by the Principal, email it to your assigned Transformation Officer (TO).
	CC the Transformation Office support team, including:
	Incia Leon _ incia.leon@ppsd.org
	Monica McLynch _ monica.mclynch@ppsd.org
	Campus Supervisor information can be found [here]

	Resources
	Field Trip Protocols Guidance
	Field Trip Request Forms
	Field Trip Overnight/Out-of-state Trip (Instructions can be found here)



	Step 2
	Submit Transportation & Requisition Requests
	While your field trip request is under review, you may:
	Request a bus quote from First Student.
	Enter the requisition into Lawson.
	Instructions for requesting transportation are available here.

	Step 3
	Final Approval and Parent Permission Slips

	Step 4
	Once you receive the approved Field Trip Request, ensure that:
	All students have a signed permission slip on file before participating in the trip.



