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Regulation  
 
 

FIELD TRIPS 
  

The purpose of the field trip is to extend and/or enrich the children's learning experiences of the classroom. 
When planning for a class trip, the teacher shall ensure that the trip is educational and not solely recreational. 
A school sponsored trip taken by students as part of an extracurricular activity or a class trip is not a field trip. 
 
Application Process 
 
The following regulations will apply to all school-sponsored field trips: 
 
A. The field trip application shall at a minimum include: 

 
1. Proposed date of the trip; 
2. The proposed destination and the planned route that will be taken; 
3. A description of how the trip is related to the curriculum goals and objectives;  
4. Departure time and the estimated time of return from the trip; 
5. Admission fees and other expenses (food, transportation, etc.). 

 
B. A field trip request application shall be submitted for approval whether or not transportation is needed; 

 
C. All field trips must be approved, in writing, by the Principal before plans or announcements are made to 

students; 
 
D. Transportation for field trips shall be arranged through the business office. School buses, if available, will 

be used. However, in some cases public transportation may be used; 
 
E. An adequate number of teacher chaperones must accompany all field trips. The size of the group will 

determine the number of chaperons needed; 
 
F. The major portion of the planned itinerary, exclusive of travel time, must be devoted to those activities 

which are directly connected with the classwork of the class or groups; 
 
G. The teacher in charge of the field trip must prepare a roster containing the names of all students going on 

the trip. This list shall be submitted to the supervisor along with the field trip request form; 
 
H. On the date of the trip, an accurate alphabetical list of the students in attendance on the trip must be 

submitted to the office prior to departure; 
 
I. A teacher may recommend that a student should not be excused for a field trip because of code of 

student conduct violations or poor scholarship.  The teacher shall report the recommendation for 
exclusion from the field trip to the Principal. The Principal reserves the right to review the recommendation 
of the teacher and allow the student to attend the field trip; 

 
J. The following type of field trips all will require administrative permission and Board approval and, as a 

result, timelines for seeking permission and approval should be adjusted accordingly: 
 

1. Field trips that start before 7:30 a.m.; 
2. Field trips that continue beyond 5:00 (not including interscholastic events); 
3. Field trips that include extensive travel time - e.g. Washington D.C., New York City, Baltimore Harbor, 

and so forth; 
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4. Field trips that are taken during evening hours, during the weekend, and/or during school holidays; 
5. Overnight fieldtrips. 

 
Field Trip Rules 
 
It is important that all trips are carefully planned in order that the trip's goals are successfully achieved. The 
following directions and suggestions are necessary in achieving a successful trip: 

 
A.  Establish the purpose of the trip and make certain the children understand the purpose; 

 
B. Prepare the class for the field trip; 

 
C. A teacher shall request approval of a specific field trip by submitting a written application to the Principal 

no less than ten working days prior to the date of the anticipated trip. Field Trip Request Forms are 
available in the office of the Principal; 
 

D. Distribute and collect a class trip permission form signed by the parent/guardian for each student who will 
participate in the trip. The slip must be signed by the student's parent(s) or legal guardian(s). The slip will 
include notice of: 
 
1. The date, departure time, and return time; 
2. The destination and its location; 
3. The name of the teacher in charge; 
4. The means of transportation; 
5. The purpose of the trip; 

 
Signed permission slips will be filed with the Principal and teacher, who will file them until the end of the 
school year. 

 
E. Prepare a roster of students who will participate in the field trip; 

 
F. Make alternate educational arrangements for any students who will not participate in the field trip; 

 
G. Ascertain whether any student participating in the field trip will or may require medication in the course of 

the trip and arrange for the presence of the School Nurse, a registered nurse, or the student's parent(s) or 
legal guardian(s) to administer the medication, except where students are allowed to self-administer 
medication under statutory authority. If none can be present, report the matter to the Principal who may 
deny the student's participation; 
 

H. Take roll before leaving the school grounds to ascertain that all students participating in the field trip have 
left the school by the arranged method of transportation. Only in exceptional circumstances, approved in 
advance by the Principal, may students be delivered directly to the destination by means other than those 
arranged by the teacher; 
 

I. Take roll before leaving the destination to ascertain that all students participating in the field trip have left 
the destination by the arranged method of transportation. Only in exceptional circumstances, approved in 
advance by the Principal, or in an emergency may students be taken from the destination by means other 
than those arranged by the teacher; 
 

J. Make all necessary preliminary arrangements at the place of the visit; 
 

K. Arrive at the designated place on time and review plans for the day; 
 

K. Plan your trip to leave after the beginning of the school day and to return to the school from where the trip 
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originated by the end of the school day. Trips required to extend beyond the regularly scheduled end of 
the school day must be justified and approved by the Principal and chief school administrator. Special 
transportation arrangements will be required for all trips that extend beyond the end of the school day; 
 

L. Class members, teachers and authorized adults will be permitted on class trips. 
 

When a student's ongoing school behavior is deemed to be inappropriate so that his/her participation in a field 
trip could present serious problems to the safety of the student and other children, the teacher must meet with 
the Principal to discuss the concern. If the Principal determines that the concern is serious enough to consider 
exclusion of the student from the field trip, the Principal or teacher will contact the parent in writing to outline 
the possibility of not allowing the child to participate in the activity and to solicit the parent's support in 
correcting the student's ongoing inappropriate school behavior. If the condition is not corrected, the Principal 
may notify the parent in writing of the student's exclusion from the field trip and of the parent's right to appeal. 
A copy of the letter must be sent to the chief school administrator. The child will be expected to attend school 
on the day of the field trip to participate in an alternative educational program. 
 
Chaperones: 
 
A. The teacher in charge of the trip is responsible for appointing and training chaperones. Chaperones 

should be persons known to the teacher to be responsible, dependable, and comfortable with children of 
the student’s age and maturity; 
 

B. Teacher/chaperones are responsible for student behavior on the bus and should be seated throughout 
the bus (front, middle and back); 
 

C. Chaperones will be assigned a specific group of students and are accountable for the welfare of those 
students. Students must not be left unattended; if the chaperone must briefly leave his/her assigned 
students, the chaperone should ask the teacher or another chaperone to take his/her place for the 
absence; 
 

D. Smoking and the use of alcohol or drugs or the possession of weapons is prohibited for both students and 
chaperones; 

 
E. Prior to their arrival at the destination, chaperones should inform the students in their charge of: 
 

1. The conduct expected of them; 
2. The time and place of departure; 
3. Any other information necessary to the conduct of the trip, such as meal arrangements and the 

location of restrooms. 
 

F. Chaperones should attempt to regulate student conduct. Any significant or persistent disciplinary problem 
should be reported to the teacher for appropriate action. 
 

Emergencies 
 
The following guidelines will be followed in the event of an emergency during a field trip: 
 
A. In the event a student is lost or missing, and all reasonable efforts to find him/her have failed, the teacher 

shall call the police and Principal. The Principal will inform the chief school administrator; 
 

B. In the event of a medical emergency, the teacher shall summon first aid and/or ambulance services. Any 
medical emergency shall be immediately reported to the Principal. Within twenty-four hours of the trip, the 
teacher shall file with the Principal a full written report of the emergency and the steps taken to protect the 
victim's health and safety; 
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C. In the event of a delay that will bring students back to school later than anticipated and after the end of 

the school day, the teacher will, as soon as he/she can estimate the actual time of arrival, call the 
Principal or a person designated by the Principal to remain at the school as emergency coordinator. The 
Principal or emergency coordinator will: 

 
1. Inform parents/guardians of the delay by telephone; 
2. Make the school facilities available to waiting parents or legal guardians; 
3. Remain at the telephone to answer incoming calls; 
4. Confer with the teacher to be certain all students have been safely dispatched; 

 
D. The teacher in charge should incorporate the field trip experience into students’ learning by any one of the 

following activities: 
 

1. Conducting a discussion and a critical evaluation of the experience; 
2. Encouraging creative projects on themes experienced on the field trip; 
3. Testing students on information gained and attitudes formed; 
4. Assigning students written reports or presentations on the experience. 
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