FIELD TRIP GUIDE

WHEN WHAT TO DO:
About 2-3 months | GET DATES: Determine potential dates and check the school calendar for
before trip conflicts.

About 2-3 months
before trip

RESERVE: Work w/ Office Manager (OM) and Fiscal Clerk (FC) for
reservations and to book Charter bus or PVUSD bus. This will require the
PVUSD field trip paperwork (in link below).

About 1-2 Months
before trip

IDENTIFY A CLUB TO HANDLE FUNDS: You may need to use an existing
club (e.g CIMI Club) to handle your funds through ASB accounts. You will need
Meeting Minutes from a Club Meeting that says your field trip is going to be part
of the Club’s activities that they will support. Give Meeting Minutes to FC and
OM.

2 months before

VIEW REQUIRED FORMS: There are 2 packets available on the Teacher

Resource page under field trips. You will need to review either the “full packet”
which has examples and additional information, or the “revised packet” which is
a condensed version. These packets will need to be turned in ASAP to the OM.

2 months before

FIND CHAPERONES: Have them complete a volunteer form, make sure they
have fingerprints and TB tests on file w/ the DO, if driving they will need to
complete a volunteer driver form and submit a copy of their driver license and
insurance. If an employee is driving they will need to submit an employee driver
form.

1-2 months before

GET SUBS: Work with OM to obtain a sub and go over who will be paying for
subs.

1-2 months before

GET AUTHORIZATION: Fill out and turn in the forms that can be accessed
on the Teacher Resources page on the AHS website. It requires signatures from
our Principal and from the Assistant Superintendent. Turn in completed forms to
the OM for review.

4 Weeks before

OVERNIGHT FIELD TRIPS: These trips require more information. You will
need to provide all the above paperwork as well as overnight behavior contract,
overnight insurance, and a full trip itinerary of where students will be staying,
times/location of return and departure, and field trip leads personal contact
information.

4 weeks before

STUDENT FORMS: Turn in ALL student forms to Office Manager: forms that
will be needed Student Field trip permission form Student Field trip permission
form Spanish, and if doing a water activity they will need to complete the water
activity form. All students that are attending this trip need to submit these forms
and ALL forms need to be turned in a complete packet no late permission slips
will be accepted by OM.

1 week before

EMAIL STUDENT LIST W/ STUDENT ID #: Send out an email to the Staff
(both certificated and classified) notifying them of the list of students who will
miss school on the day of the field trip.

FIELD TRIP DAY

MEETING PLACE: Take attendance before the bus leaves. Call Teresa
Hernandez EXT 5291 in Attendance to notify her of any students who were
expected but did not show.



https://www.aptoshs.net/pf4/cms2/view_page?d=x&group_id=1520066053745&vdid=i42a1t6rn2z7
https://www.aptoshs.net/pf4/cms2/view_page?d=x&group_id=1520066053745&vdid=i42a1t6rn2z7
https://www.aptoshs.net/file/1520066053745/1479374195031/4360485026513574977.pdf
https://www.aptoshs.net/file/1520066053745/1479374195031/7590659470290571177.pdf
https://www.aptoshs.net/file/1520066053745/1479374195031/7971514424514020403.pdf
https://www.aptoshs.net/file/1520066053745/1479374195031/7971514424514020403.pdf
https://www.aptoshs.net/file/1520066053745/1479374195031/7220405205725521688.pdf
https://www.aptoshs.net/file/1520066053745/1479374195031/4053483855713252544.pdf
https://drive.google.com/open?id=0Bzd_fQSh773YSHJ6VVhyYWxaQWc
https://drive.google.com/open?id=0Bzd_fQSh773YSEdLbDcxUXNubnc
https://drive.google.com/open?id=0Bzd_fQSh773YSEdLbDcxUXNubnc
http://pps-pajaro-ca.schoolloop.com/file/1303565860743/1303568827920/5417055004815648104.pdf
http://pps-pajaro-ca.schoolloop.com/file/1303565860743/1303568827920/5417055004815648104.pdf

