PROCEDURES TO FOLLOW

AFTER

YOUR FIELD TRIP HAS BEEN

OFFICIALLY APPROVED
(Read Section 20-1 in the Teacher’s Resource Guide)

1. Bus must be secured (See Ms. Coppola in room 108).

2. Pre-printed, duplicated trip slips with time and date(s) are to be handed to the students one week to ten days prior to the activity.

3. Departure stated on the student release form should include no more that 20 minutes. This time is allocated for taking attendance prior to bus departure.
4. Students must be cleared from all cuts. Special situations must be referred to room 114. Students may be denied permission to attend the activity any time, up to and including the day of the trip.

5. Teacher signatures for each period must be acquired. No slips should be honored unless returned to the sponsor the day before the activity. (Check the student’s field trip slip closely for forgeries.) The sponsor is responsible for keeping the student’s release form on file.

6. Students should be instructed about appropriate behavior prior to the trip and informed that inappropriate behavior will be disciplined. Emphasize to the students how they are expected to behave, at all times. Proper student behavior should be exemplified on the bus and in all field trip facilities.

7. An alphabetized master list of students attending the trip should be made the day of the activity.

8. Student attendance (head count) taken the day of the trip, must agree with the master list. Adjust the master list by crossing out the students who will not be attending the field trip.
9. Submit an attendance roster by division and alpha order. A master list should be taken with you on the trip and a copy should be kept in the sponsoring teacher’s file with the student release forms.

