Extended (Overnight) Fieldtrip Request

Extended trips involve one or more overnight stay(s) and must be requested well in advance of the planned activity.  This form must be completed and approved at each level: principal, superintendent, and school board.  Exceptions to the approval policy may be granted or expedited to accommodate emergencies or contingencies (e.g. tournament competition).

Requested by: ________________________________________________	Date: ________________________
Group: _____________________________________________________   	Date of Fieldtrip: ___________________________
Number of Students: ____________________________	Number of Chaperones: ___________________________
Event/Destination: _________________________________________________________________________________________
Purpose/Benefit to Student: _______________________________________________________________________________________________________________
________________________________________________________________________________________________________________
Mode of Transportation: ____________________________________________
[bookmark: _heading=h.gjdgxs]Estimated Allowable District Expenses: (Advisor/Chaperone only)
Transportation: 	_______________________
Lodging: 	_______________________
Meals: 	_______________________
Registration/Fees:	_______________________
Substitute:	_______________________
Total: 	_______________________
Approved by: __________________________________________________________________ (Principal)
Approved by: __________________________________________________________________ (Superintendent)
Date of Board Approval: _____________________________

Checklist items to be completed prior to departure:
1. Travel itinerary information submitted to and approved by administration. (Page 2)
2. Chaperone list with cell phone numbers submitted to and approved by administration.
3. Itinerary & contact information disseminated to parent/guardian & chaperone(s).
4. Student/Chaperone fees paid.
5. Permission & Rules of Conduct Forms signed by student & parent/guardian.
6. Chaperone expectation meeting conducted.
7. Luggage & personal belongings searched for banned substances.

Extended Fieldtrip Itinerary Information

Complete detailed information below and submit to Building Principal for approval:
Date of Board Approval: _____________________________
Dates gone: ______________________________________ through _______________________________________
Days of the week gone: ________________________________________________________________________
Substitute name: ___________________________________________________________
Travel timeline:


Travel route: ________________________________________________________________________________________________
Lodging: ___________________________________________________________ Lodging phone#: _______________________
Bus Driver or Transportation Company: _____________________________________________________________
Chaperone(s) name & cell#: _______________________________________________________,   ________________________________________________________,  _______________________________________________________, ________________________________________________________,  _______________________________________________________, Checklist:
_________ Itinerary information disseminated to parent/guardian including chaperone contact info.
_________ Student/Chaperone fees paid.
_________ Permission/Rules of Conduct Form signed by student & parent guardian.
_________ Chaperone expectation meeting scheduled.
_________ Luggage & personal belongings search for contraband conducted.
_________ Substitute lesson plans developed.


Principal Signature: _______________________________________________________________  	Date: _______________

