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· Field Trip Request form must be filled in completely before being submitted.  If alternate transportation is being used, that section of the form must be completed.      

· Forms must be received at the central office at least 30 days prior to the trip. If there are any changes to the original request, the first request must be cancelled and another request submitted 30 days prior to the trip.  (Circumstances for notification of less than 30 days will be examined per case.)  

· The bus driver will transport students only to the destination(s) approved on the request form.

· Trip approvals will be emailed to the school by Charlotte Blanchard. TEACHERS SHOULD NOT SEND OUT PARENT PERMISSION LETTERS UNTIL AFTER THE TRIP HAS BEEN APPROVED. 

· Bus transportation information will be emailed to the principal as soon as it is received from First Student. Teachers must have a roster of riders attending the trip to present to the bus driver before departure.  The bus will not depart until the bus driver has this roster.  Teachers should contact the bus driver(s) a few days prior to the trip to finalize times and route to the destination.
· Upon boarding the bus for departure, teachers should give the bus driver a Field Trip Reimbursement Voucher to be filled out during the trip and returned to the teacher up arrival back at the school.  

· Students must turn in a completed and signed permission form in order to be eligible to attend the field trip.  The teacher shall take these forms on the trip so that the emergency information is readily available if needed.   

· Field trips (for grades other than Head Start through 2nd) are NOT to be scheduled during the 
month prior to standardized testing nor should any field trip be scheduled during the month of 
May.  Special circumstances (club conventions, competitions, etc.) should be discussed with Ms. 
Blanchard. These special situations will be reviewed on a case by case basis.
· Educational field trips and excursions will be allowed for instructional purposes and as an 
              approved award system for academic excellence.  Educational tours must be tied to instruction.  

· Field Trips by Grade Level:

Head Start, Pre K & K will be allowed three (3) bus trips and walking excursions.

Grades 1 – 8 will be allowed 2 per year per grade level; one in fall and one in spring.
             High School field trips will be reviewed on a case by case basis.

             A lesson plan addressing benchmarks and GLE’S must be submitted with all request.

· Field Trips for Special Education students must reflect the objectives on the students’ IEP’s. Special Ed. teachers will submit their request to DR.STRAUSS for approval and funds. Then, the paperwork will be submitted to Ms. Blanchard.
