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Field Trips and Excursions 

 Recognizing that educational field trips and trips to various types of contests for 

instructional purposes help provide desirable learning experiences, the Board delegates to the 

Superintendent the responsibility for development of administrative criteria governing field 

trips. Only those field trips, however, that grow out of the instructional program or are 

otherwise related to the program are to be permitted on school time. Other trips, such as those 

involving band and athletic activities, should be confined to non-school time except where the 

school is engaged in an activity, competition, or contest that requires use of school time. 

Students who elect to participate in school-sponsored field trips and excursions are 

expected to travel to and from the field trip activity as a group and to participate in and remain 

with the field trip group for the duration of the activity. In addition, parents may request other 

transportation plans, upon the completion of the event, by submitting a written request to the 

field trip sponsor prior to the event. Students may be checked out upon the completion of the 

event by an adult who is on the student’s authorized check out list. 

Approvals and Forms 

a. Approvals Required for Local and In-State Field Trips  

All local and in-state field trips, including travel associated with athletic contests, 

must be approved in advance by the school principal with prior notification given 

the Superintendent. Notification of such travel must be received by the 

Superintendent at least seven (7) days prior to the anticipated travel date.  

b. Approvals Required for Out-of-State or Overnight Travel 

All out-of-state and overnight field trips, including travel associated with athletic 

contests, must be approved in advance by the principal, the Superintendent, and the 

Board. Requests for out-of-state and overnight travel must be submitted to the 

Superintendent at least thirty (30) days prior to the anticipated travel date. 

c. Approval Forms 

Requests for approval of all field trips, including travel associated with athletic 

contests, must be submitted on School System Field Trip Request Forms, filed IFCB-
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R under this cover. Upon approval of any field trip, the school principal shall be 

responsible for notifying the Superintendent through the submission of a copy of an 

approved School System Field Trip Request Form. Such notification shall be made at 

least seven (7) days in advance of the expected travel date for local and in-state field 

trips with a thirty- (30) day advanced notification required for out-of-state and/or 

overnight field trips. 

d. Parental Permission Form Requirement 

Before any trip as noted above is taken, a completed and signed School System 

Parental Permission Form (JSA-F1) shall be secured from each student planning to 

go on the field trip. Students who have not submitted a signed Parental Permission 

Form shall not be allowed to take the trip. Students participating in a series of trips, 

such as football, basketball, etc., may submit one Parental Permission Form to cover 

all trips associated with the activity. 

Field Trip Transportation 

a. School System Buses 

In order to reduce the cost of field trips for students, School System buses should be 

used for local field trips when possible. Privately owned buses/common carriers 

may be used for trips extending beyond the normal school day based on prior 

approval by the Superintendent. Privately owned buses/common carriers must be 

able to document a current safety inspection by an appropriate State or Federal 

agency. Approval for the use of privately-owned buses/common carriers must be 

secured from the principal prior to discussions of the trip with students. Private 

buses/common carriers should be used only when School System buses are not 

available. When School System buses are used, the following provisions will apply:   

1. Field trip buses, when available, shall be operated according to terms and 

conditions that apply specifically to such buses. Reservations must be made 

through the Director of Transportation by the principal or designee with the 

teacher/sponsor preparing the Field Trip Request Form for approval by the 

principal. 
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2. At least one teacher or principal must ride the bus and accept responsibility 

for seeing that all rules and regulations governing school buses are carried 

out. 

3. All field trip bus passengers must be enrolled in school, be an employee of the 

School System, or be designated as chaperone by the field trip sponsor and 

approved by the school principal.  

4. The principal of each school is responsible for handling the scheduling of such 

trips. 

5. Mileage and other applicable cost factors (driver, substitute driver, etc.) for 

each field trip will be computed by the Director of Transportation based on 

current, approved rates with billings submitted to schools on a monthly basis.  

6. Only adult drivers with a state-approved school bus driver's license will be 

permitted to drive field trip buses with the cost of paying the driver to be 

borne by the school or class making the trip(s). If a substitute driver must be 

employed to complete the field trip driver's regular bus route, the cost of 

paying the substitute driver also must be borne by the school or class making 

the trip(s). 

7. The field trip sponsor should return the School System-owned bus in a clean 

condition as determined by the Director of Transportation. 

8. Due to energy regulations, allocations, proration, and other financial 

problems, the Board may cancel trips, increase prices, or curtail the use of 

buses. Principals will be notified if changes occur. 

b. Personal Vehicles (Privately-Owned and Board-Owned) 

In circumstances where it might be unreasonable and impractical to use a school bus 

the Board may approve the use of other Board owned or privately-owned vehicles to 

transport students participating in field trips, excursions, or interscholastic activities 

when there are fewer than 10 participants being transported. Such approval must be 

justifiable and not based on financial factors. If privately owned vehicles are to be 

used, students going on the field trip, excursion, or interscholastic activity must 
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present signed School System Parental Permission Forms noting the use of private 

vehicles to the field trip sponsor prior to the date of expected travel. Any student may 

travel in a vehicle with their parent if they receive prior permission from the trip 

sponsor. 

Field Trip Sponsor’s Responsibility 

Teachers and other staff members sponsoring student field trips, excursions, etc. 

shall be responsible for the following: 

1. Planning, organizing, conducting, and supervising all educational, social, etc. 

components of the trip. 

2. Completing their portion of the School System Field Trip Request Form and 

submitting it to the principal on a timely basis (thirty (30) days prior to out-

of-town and overnight trips and seven (7) days prior to other trips). 

3. Arranging for procurement of the financial resources to pay all costs 

associated with the trip, if applicable. 

4. Arranging for an adequate number of chaperons for the trip. 

5. Communicating with parents about the trip and securing a Parental 

Permission Form for each student participating in the activity.  

6. Preparing a roster of students, employees, and chaperons making the trip. 

7. Providing timely notice to other teachers of the field trip to include roster of 

names of those students making the trip. 

8. Providing notice to appropriate lunchroom personnel when the field trip will 

necessitate students being away during the normal lunch period.  

9. Contacting the Director of Transportation and principal in case of an 

emergency while on the field trip. 


