USD 377 ATCHISON COUNTY COMMUNITY SCHOOLS

FIELD TRIP APPROVAL FORM

DIRECTIONS:
All field trips require approval of the building principal and the superintendent of schools.  Request for approval should be submitted one month prior to date of the activity. Please submit request to building principal.  Building principal shall complete the appropriate administrative section and then forward to the superintendent for final approval, if necessary. The superintendent will send notification of approval to the building principal and transportation department (if approved).  NOTE: Use “TAB” button to move to the next field.
STAFF MEMBER REQUESTING APPROVAL:

     
RECOMMENDATION: (General description of the requested activity)
     
RELATIONSHIP TO THE MISSION: (How this request supports the district mission: Empowering individuals to dream, achieve and succeed)
     
RELATIONSHIP TO THE VISION: (How this request supports the district vision: To provide a quality education system designed to provide each student with the knowledge and skills necessary for success in post-secondary education/or the workforce)
     
GOAL(S) ADDRESSED: (Please check all that apply)
 FORMCHECKBOX 

Academic Excellence

 FORMCHECKBOX 

Safe Learning Environment




 FORMCHECKBOX 

Community Schools

 FORMCHECKBOX 

High Quality Workforce

BELIEFS DEMONSTRATED/SUPPORTED/ENCOURAGED: (Please check all that apply)
 FORMCHECKBOX 

Every child can learn and be successful

 FORMCHECKBOX 

Challenging Curriculum


 FORMCHECKBOX 

Families/Communities as Partners


 FORMCHECKBOX 

A high-quality education
 FORMCHECKBOX 

Variety of Educational Opportunities

 FORMCHECKBOX 

Pursuit of Excellence 

 FORMCHECKBOX 

Commitment to Continuous Improvement

 FORMCHECKBOX 

An ethical school system
ADMINISTRATIVE APPROVAL


 FORMCHECKBOX 
  Approved
 FORMCHECKBOX 
  Not Approved
Date:    /  /    

Principal:     



 FORMCHECKBOX 
  Approved
 FORMCHECKBOX 
  Not Approved
Date:    /  /    
Superintendent:     
USD #377
Activity/Field Trip Request Details
	Teacher:
	     
	Date:
	  /  /    


	Activity:
	     


	Number of students:
	   
	Number of sponsors:
	   


	Date(s) of Trip:
	     


	Destination:
	     


	Departure time:
	     
	Estimated time of arrival:
	     


	Starting time of activity:
	     
	Distance to activity:
	     


	Return departure time:
	     
	Estimated time of return:
	     


	Transportation Needed:
	     


	Educational justification:
	     


	Announcement for daily bulletin:
	     


	Overnight Stays:
	# of Hotel Rooms Needed for Students:
	     

	
	# of Hotel Rooms Needed for Sponsors:
	     

	
	Estimated Total Cost of all rooms needed: 
	     

	Dates rooms needed:
	     

	Hotel Preference
	     


The following steps need to be addressed and completed.  Please type an “X” next to the items you have already taken care of:


 FORMCHECKBOX 
  Parent Permission Slips


 FORMCHECKBOX 
  Arrangements made for substitute


 FORMCHECKBOX 
  Email (1-week in advance) notifying teachers of students attending


 FORMCHECKBOX 
  Placement of students not attending sponsor is responsible for


 FORMCHECKBOX 
  Obtained copies of all emergency information for each student


 FORMCHECKBOX 
  Prepared announcement for daily/weekly bulletin (see above)


 FORMCHECKBOX 
  Parent information letter, approved, to be sent home to parents of students

**NOTE:  The sponsor will submit a list of all students attending the trip to other staff and the office at least one week prior to the event.  Staff members will notify the sponsor of the trip of any students who should not attend due to poor attendance or for academic reasons.

SCHOOL SPONSORED ACTIVITY/FIELD TRIP
PARENT NOTIFICATION AND APPROVAL
	Activity:
	     


	Sponsor:
	     


	Location of Activity:
	     


	Date of Activity:
	  /  /    


	Departure time:
	     
	Estimated time of return:
	     


	Activity Details: 
	     

	     

	     

	     


ALL SCHOOL RULES AND POLICIES ARE IN EFFECT WHILE STUDENTS ARE ON THIS TRIP!


PARENTAL PERMISSION

I understand that it is my child’s responsibility to acquire their assignments from their instructors, complete them, and turn them in to the teachers before the scheduled activity.

	     

	(Print Student’s Name)

	 FORMCHECKBOX 

	My child has permission to go on the activity trip listed above.

	

	 FORMCHECKBOX 

	I prefer that my child NOT attend this activity/field trip, please explain:

	     

	     

	     

	     


	     
	
	  /  /    

	Parent’s Signature
	
	Date

	     
	
	(   )   -    

	Parent’s Name Printed
	
	Phone #


