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Field Trips, Excursions, and Outdoor Education 
 
 
Field trips are defined as travel away from school premises, under the supervision of a teacher, with an 
approved course of study, for the purpose of affording students a direct learning experience not available 
in the classroom.  Parental/guardian permission shall be obtained prior to any students participating in a 
field trip, excursion, or outdoor education program.   
 
Each school shall receive a field trip allocation.  However, there may be trips where a class or club 
conducts a fund raising activity to support or pay for a portion of or all of the costs of the trip.  When 
holding a fund raiser, the staff must insure that: 
 

1. Fund raiser activities must be approval by the principal, superintendent and in some cases, 
the school board. 

2. All monies earned are to be deposited in the appropriate district or ASB accounts – NO 
SLUSH FUNDS.   

3. Sound fiscal accounting procedures are followed.  For example, if the fund raising activity is a 
car wash, then record the number of cars washed and reconcile to the amount collected.   If 
selling candy, inventory the candy and reconcile sales against funds collected. 

4. Compile a total accounting of all fund raising efforts for the trip so students know how much 
they need to commit to pay from personal funds if fund raising activities fall short. 

5. Remember, funds must be shared equally among all students and may not be used only for 
those who participated in the fundraising activity(ies). 

6. Teachers/supervisors must be present to supervise the fund raising activity. 
 
Overnight and Out-of-State trips are not encouraged and require approval of the Ocosta School District 
Board of Directors at least thirty (30) days prior to the date that the trip is planned to take place, or more 
in some cases, to provide the school, students, and parents, adequate time for planning and fund raising 
activities.  In some cases, parents and staff may need several months to plan and raise the funds needed 
to cover expenses and/or fees, secure insurance coverage, etc. 
 
To properly submit a field trip request: 
 
1. Submit a completed field trip request form to the principal at least two weeks prior to a field trip.  

Overnight or out-of-state field trip requests must be submitted to the principal 45 days (or more 
depending on the distance, costs, and planned activities) prior to the planned trip.  If and when 
the trip request is scheduled for board review, the staff member requesting the overnight or out-
of-state field trip should attend the board meeting to answer any questions the board may have.   

 
2. Contact the Superintendent well in advance of any trip to provide time to determine: 
 

a. If evidence of insurance will be required of the site(s) visited, naming the school as co-
insured. 

b. The amount of coverage required if evidence of insurance is required. 
c. Whether to waive or provide a reduced cost to students, if there are any student fees or 

costs,  
d. If vendors are used, make arrangements for hold harmless mutual agreement, certificate 

of insurance with specific limits naming the school as additional insured. 
 
3. Contact the site to make specific arrangements for the field trip so that the desired activity can be 

coordinated with the classroom studies. 
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4. Submit the necessary Travel Request Forms and receive confirmation that a school vehicle(s) 
is/are available or has been assigned.  If vehicles are not available, the date of the trip will need 
to be changed, so plan well enough in advance to allow for scheduling changes.  Students are 
never allowed to drive themselves. 

 
5. Secure adult chaperones (over the age of 21) for the trip (one adult to a maximum of ten 

students).  The list of chaperones must be approved by the principal and background checks 
must be completed and on file in the district office before leaving on the trip. 

 
6. Provide information to students and parents regarding fees, waivers and reductions (if offered), 

special clothing and/or equipment/supplies recommended/required, departure/arrival dates and 
times, and a list of planned activities. 

 
7. Develop a list of each child’s medical history, i.e., allergies, medications, and, as per the 

requirements in Policy 3416 and, if needed, insure that a properly trained staff member, parent or 
designated adult is on the trip to administer any required medications. 

 
8. Develop a Meal Plan, if meals will be needed.  Notify students, parents and adults of the meal 

plan and indicate whether the child is responsible for purchasing any meals and which meal(s) 
will be provided. 

 
9. Develop a list of students with meal allergies and plan appropriately. 
 
10. Develop a written Behavior Plan, a list of consequences, and a procedure for returning students 

ahead of time if it becomes necessary.  Share the plan with students, parents and chaperones 
prior to the date of departure. 

 
11. Confirm that: 

a. All the chaperones can attend. 
b. An appropriate student-to-chaperone ratio has been arranged.  Depending on the age of 

the student and nature of the activity, it may be advisable to have one chaperone for 
every four students (i.e., overnight trips).   

c. At least one or more of the staff members or chaperones have a current first aid/CPR 
card. 

d. The written behavior plan and district rules have been reviewed with the chaperones and 
each knows his/her role or has been trained in monitoring, supervising and disciplining 
students, monitoring meal allergies, administering first aid, and addressing the medical 
needs of students. 

 
12. Insure that each student returns a permission slip signed by his/her parent authorizing the student 

to participate prior to the planned trip.  If a parent does not sign and return the permission slip, the 
child is not permitted to go on the planned trip.  Permission slips shall be retained by the teacher 
for a minimum of 90 calendar days from the date the students return from the field trip.   

 
13. Notify each parent and chaperone of the name, phone number and address of each place 

students and chaperones will be staying and make certain that there are separate sleeping areas 
and bath/shower facilities for boys and girls. 
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14. Before departure, provide the driver(s) a written list of the students, chaperones, and staff 
approved to go on the trip after it has been signed by the appropriate building principal and after 
scratching off any names of those who will not be going.  Only students, staff, and chaperones 
approved by the building principal and included on the list will be allowed to ride in school district 
vehicles.  After each stop, check the list to insure that all students, staff, and chaperones are 
present.  The bus driver shall retain the list will shall be made available to emergency personnel 
in case of an accident.  

 
15. Appropriate plans have been made to avoid situations that put one student and one chaperone 

traveling alone together and that one chaperone always has more than one student assigned to 
him/her. 

 
16. Letters of Appreciation are ready to be mailed thanking chaperones and site hosts upon 

completion of the trip.  
 
All students of the class or grade planning the field trip shall be eligible to participate unless the trip takes 
place during a period of time when the student is suspended or expelled. 
 
Once a field trip request is approved, the teacher/supervisor shall present the following information to the 
principal, parents/guardians and student participants far enough in advance to provide the parent and 
student adequate time to plan for the trip: 
 
1. A detailed agenda of the entire trip. 
2. The number of chaperones (to be assigned by gender in a reasonable ratio to the make-up of the 

traveling group). 
3. Notice that all such trips are optional. 
4. If there are any fees for participating and whether a fee reduction or waiver will be offered.  To 

qualify for a waiver or reduced fee, the student’s family must submit an Application for Free and 
Reduced-Priced Meals or have a current application on file. 

5. A list of special clothing, shoes, equipment and supplies each will need while on the trip. 
6. The name, phone number and address of each place students and chaperones will be staying. 
7. A copy of the written behavior plan, list of consequences and the procedure for returning a 

student ahead of time if it becomes necessary.   
8. A permission slip for the parent to sign authorizing their child to participate. 
 
CISPUS Outdoor Education Experience: 
 
1. The outdoor education plans for the coming school year shall be presented to the Board for 

approval at the May Board meeting. 
2. All staff to be involved shall be notified of plans after Board approval. 
3. The proposed curricula for the outdoor education school shall be presented to teachers at least 

one month prior to the session. 
4. Information to parents regarding fees and waivers or reductions if offered, special clothing, dates, 

supervising proposed activities, and other duties shall be sent to parents at least one month prior 
to the session.  The parent must sign an approval form. 

5. If feasible, parents may opt to have their child participate in daytime activities only. 
6. Students who do not elect to attend shall engage in meaningful learning experiences at school. 
7. Students are strongly encouraged to purchase accident insurance or have family accident 

insurance. 
8. All the field trip procedures included in this policy also apply to outdoor education experiences. 
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It can sometimes be confusing when attempting to determine if a trip is school sponsored, ASB-
sponsored, or a private trip.  The following information is provided in an effort to help clarify the difference 
in trips. In some cases, it may be necessary for the building principal and/or superintendent to determine 
what kind of trip it is.  
 
If a field trip is part of a regular academic/activity program, or the trip is an enhancement to the regular 
academic/activity program, and the sponsor is a district employee working within the scope of his/her 
duties, then the trip is a probably a school sponsored activity/event. 
 
If the trip is a school sponsored and part of a regular class, then the trip is probably a school sponsored 
activity/event. 
 
If the trip is a school sponsored activity/event and not a part of a regular class but a grade-level activity, 
club, or athletic activity/event, then the trip is probably an ASB sponsored activity/event. 
 
If the trip is not part of a regular academic/activity program or not an enhancement to the regular 
academic/activity program, then the trip is not a school sponsored activity/event but is a private trip. 
 
Private Trips 
 
There can be: 
 
1. No school involvement. 
2. No use of school equipment unless rented (if the law and/or school policy allows such to occur). 
3. No use of class time to advertise or organize the trip/activity. 
4. No fundraising unless facilities are rented. 
5. Use of bulletin boards to advertise trip if the advertisement is initialed by the principal or 

superintendent in advance. 
6. No use of school district name when promoting trip/activity.  It is recommended that it be clarified 

that the trip/activity is not district sponsored. 
7. No use of the school newspaper/media, e-mail, bulletins or reader boards to advertise the trip. 
 


