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FIELD TRIP INFORMATION 

TO: ALL PRINCIPALS

In order to ensure that all faculty and staff understand their responsibilities with regards to field trips, principals are responsible to do the following:
· PROVIDE each teacher with a copy of this set of field trip paperwork and procedures. It will then be their responsibility to make and keep copies of all forms for their future request.  
· DISCUSS these forms with your staff.

Please use the attached sign-in sheet as documentation. 
· REMOVE all old forms from your files and make sure that teachers are using the updated forms when they make a request.

· REMIND teachers that they should review, discuss, and seek administrative approval concerning field trips before they notify parents and/or seek approval from the central office.

· NOTIFY teachers that they will FAX their request to the SBO @ 387-2101 with attention to: Charlotte Blanchard
Please make it clear to the teachers that they are NOT to contact First Student. All concerns must be referred to me. 
· EXAMINE each teacher’s request carefully. As the principal, examination and justification for each field trip should be looked at carefully to ensure an educational purpose that will enhance the classroom instructional objectives.


Field Trip Information:         

Documentation of Presentation/Discussion with Faculty
I, ____________________________, the principal of ________________________ have presented and discussed all field trip policies and procedures with teachers on staff. Each has received a copy of the following items:

· WBR Field Trip Request Form
· WBR Field Trip Reimbursement Voucher

· WBR Field Trip Procedures

· Lesson Plan for Field Trip 

· WBR Permission to Participate in Field Trip 

· Procedures to be Used with the WBR Field Trip Reimbursement Voucher

Teachers’ signature will indicate that they have received their field trip forms and that were provided administrative guidance in planning a field trip.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Principals, upon completion of ALL teacher signatures, please forward this sheet to my office. Thank you in helping to make this process operate as smoothly as possible.
Educationally yours, 
Charlotte Blanchard, Transportation Liaison[image: image1.png]



