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The following document communicates to all personnel of Arlington 
Classics Academy (ACA) a set of standard procedures for planning 
field trips and other outside campus activities.  These procedures are 
NOT OPTIONAL.  Please use them without fail to maintain 
consistency in every school.
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OVERVIEW AND PREPARATION 
 

 
 
 
A field trip is school-sponsored if school funds pay for the activity, it is part of the 
educational process, or it is supervised or staffed by school employees. A field trip is 
privately sponsored if no school funds are used, the school is not named in promotional 
materials, meetings are not held at school, and the field trip does not occur during school 
hours. 
 
A “field trip” occurs when students leave school grounds for an educational purpose. It is 
a student trip for the purpose of curriculum-related study (part of the classroom 
educational experience), school athletics, co-curricular activities, outdoor education, part 
of a school-sponsored club, or other school sponsored activities.  While some activities 
may be recreational, any itinerary should primarily reflect an educational focus.  Any 
overnight trip or event should be for the purpose of participation in a significant learning 
event. 
 
Descriptions and Examples of Field Trips and Events: 

Day Trips:  Day trips are non-routine, school-related trips to locations within a 
close proximity to the school.  Day trips occur within one school day.  An example 
would be a first grade trip to the Pumpkin Patch Outdoor Learning Center. 

 
Beyond-School Trips:  Beyond-School Trips are student trips, competitions or 
performances planned and designed to supplement and enrich student learning.  
Beyond-school trips usually do not exceed one school day.  An example would be 
a trip for students participating in Odyssey of the Mind or PSIA. 

 
Overnight Trips:  Overnight trips and/or events may be planned to supplement and 
enrich student learning.  Overnight trips should be designed for participating in a 
competition or significant event.  An eighth grade overnight field trip to Austin to 
learn about the capitol would be an example. 

 
Field trips must be planned carefully. Planning a trip with the students should be as much 
of an educational process as the trip itself. Please be aware of the administrative 
responsibility for such a trip and recognize the need to follow written procedures and 
policy.  
 
Field trips provide an opportunity for improving school-community relationships. The 
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behavior, interest, and attitudes of the students are factors in reflecting a good school 
image. The public is quick to notice and observe students’ behavior. 
 
All students need to have signed parental permission forms submitted before the trip. The 
teacher or person responsible must carry adequate emergency information with him/her 
when participating in these off-campus activities. 
 
Teachers should submit long-range field trip plans early in the school year (by October 1) 
for all trips being considered.  
 
Description of field trip activities and administrative approval process  
 

Forms: School Sponsored Field Trip/Event Approval Form, Field Trip   
Checklist, Student Roster Form and Sample Field Trip Description with Itinerary  

 
1. DESCRIPTION OF FIELD TRIP ACTIVITIES 

 
A full description of the proposed activity will include the following:  

 
a. School and sponsoring staff member(s)   
b. The educational purpose/benefit of the activity  
c. Detailed information on the activities in which the students will 

be participating (it answers who, what, when, where, why, and 
how)  
i. The date and time of the trip  
ii. Where the trip will be to/from  
iii. Estimated number and ages of students to attend field trip  
iv. Related brochures/information provided  
v. Any special exposures or any unusual aspects of the trip 

identified including, but not limited to:   
• swimming, boats, or in/around water   
• remote locations/hiking   
• animals   
• outdoor education   
• air travel   
• motorized activities  

d. Means of transportation identified   
e. Means of providing food identified  
f. Means of housing identified (if applicable)  
g. Estimated # of chaperones needed, listing any special qualifications 

for chaperones  
h. Estimated costs and funding source(s)  
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i. A preliminary trip itinerary   
Note: If these activities are the same type of activity occurring 
several times on a regular basis then one itinerary can be used, 
however it is important to provide details when circumstances or 
locations are different   

j. Provide alternative to field trip for students not attending  
k. Student health related information and medication requirements  
l. Any other special student needs  

 
2.  ADMINISTRATIVE APPROVAL PROCESS  
 

a. Purpose of administrative review  
 

Field trips provide a valuable educational benefit. However, off-site 
situations can expose students to hazards that are not present in the normal 
school environment. As a result, it is important for administrators to 
carefully review and monitor field trips to ensure that risks and potential 
school liability are minimized.  

 
b. Principals/administrators should do the following:  

 
i. Ensure the sponsor considers the various aspects of the field trip, 

and completes all sections of the School   
Sponsored Field Trip/Event Approval Form   

ii. Determine the appropriateness of activities for the students’ age(s), 
skill(s) and behavior level(s)  

iii. Assist the sponsor with specific field trip risk identification  
iv. Ensure school district insurance coverage extends to the field trip 

location and activities  
v. Promote any contracts or legal paperwork to the Business Office 
vi. Obtain or provide certificates of insurance related to 

contractual agreements and/or facility use  
vii. Provide preliminary administrative approval for the field trip  
viii. Present the trip to the Executive Director of Schools for approval.  
ix. Continue to follow up with the sponsor to ensure appropriate actions 

are being taken (see Field Trip Checklist)  
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3.  SCHEDULING OF TRIPS 

Instructional Time Missed:  Trips should be scheduled in a way that minimizes the loss of 
instructional time.  Absences related to student travel for school-sponsored activities 
should be kept to a minimum.   
 
Exams/State-Mandated Test Days:  Trips should be scheduled in a way that does not 
conflict with major instructional events such as state-mandated assessments, exam days, 
or any other days the principal deems a major instructional event. 
 
4. TRAVEL LOCATION LIMITS 
 
Field Trips:  Must be pre-approved by the campus principal before planning. 
 
Beyond School Trips and Overnight Trips:  Must be pre-approved by the campus 
principal and the Executive Director of Schools before planning. 
 
Exception:  Special invitations that conflict with the conditions listed in this guideline 
(e.g., to perform at special events, tournaments, etc.) should be considered on a case-by-
case basis for approval by the Executive Director of Schools or designee. 
 
Distance:  Travel should be confined to the continental limits of the United States.  Trips 
to Hawaii and Alaska should be considered international travel.  Only the Executive 
Director of Schools or designee should make exceptions to this guideline. 
 

5. APPROVAL OF TRAVEL ARRANGEMENTS 
 
Prior to making arrangements associated with travel, the sponsor should first receive 
notification of trip approval.  Once the sponsor is in receipt of an approved trip request, 
he/she may begin making arrangements related to student travel.  Making travel 
arrangements without prior trip approval may cause the sponsor/employee to be held 
personally liable for the obligations of any or all arrangements made without prior 
approval.   
 

6. TRIP INITIATION AND APPROVAL PROCESS 
 
Field trips require the approval of the campus principal and ultimately, the Executive 
Director of Schools (EDS).  The teacher/sponsor must complete and submit the Field Trip 
Approval Form to the campus principal.  Campus principals will review field trip 
requests and grant their approval or denial before forwarding the form to the EDS. 
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The campus sponsor or teacher should prepare and submit a request for all field trips. For 
beyond-district or overnight trips, a detailed itinerary must be attached in order for the 
request to be considered.  In addition, if the trip was not included in the campus or district 
budget, a detailed explanation of how and by whom funds will be raised must be 
submitted in writing with the request.  All trips must receive approval in advance of 
fundraising activities. 
 
The campus sponsor or teacher should submit the Request, Itinerary, and Fundraising 
Plans (if fundraising will occur) to the campus principal.  The campus principal will 
review and approve or deny.  If the principal denies the request, he/she will notify the 
campus sponsor/teacher.  If the principal approves the request, he/she will send the 
approved request and all supporting documents to the Executive Director of Schools.  
The Executive Director of Schools will notify the campus principal if the trip receives 
final approval or is denied. 
 

Risk identification and documentation  
 

Related Forms: Sample Field Trip Description with Itinerary  
 
 

In order for a parent/guardian to provide an informed consent for his/her child to 
participate in a field trip, the parent/guardian must be aware of all activities and 
potential risks involved.  

 
1. Identify and assess risks  

 
Based on the full description of all activities with the itinerary, assess risks 
associated with the field trip. Try to imagine all the things that could go 
wrong and injure people or damage property.  Involve the Directors of 
Business and Student Services (Safety) if potential risks are involved. Add 
this information to the field trip description.  Use the identified risks to plan 
strategies for improving safety on the field trip. 

 
2. Be familiar with facilities and equipment  

 
Require the sponsoring staff member to become familiar with the facilities 
and related equipment that will be used. Have the sponsor attempt to survey 
all areas the students will be using to evaluate the site for potential hazards 
or special requirements for the field trip and complete a written evaluation.  
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3. Determine student medical needs  

 
Determine specific student medical needs, including allergies, and how 
these needs will be accommodated. Determine how to accommodate 
specific needs of high-risk students throughout all phases of the field trip.  

 
4. Comply with medication procedures  

 
Contact the campus nurse well before the scheduled field trip to conform 
to school policy and procedures on administration of oral medications. 
Ensure that parents or legal guardians complete the school medication 
form. Take this form on the field trip. If any student is to  
receive medication, give a copy of this form to the person designated to 
administer the medications. 

Supervision and chaperone selection  
 

Forms: Sample Field Trip Description with Itinerary, School Volunteer 
Application, Guidelines for Volunteers and Chaperones on Field Trips, and 
Waiver and Release Form  

 
Supervise Students At All Times  

 
Ensure supervision of students by an adult at all times. Remember the rule 
of thumb about supervision - if you cannot see the students, you are not 
supervising them. Staff and chaperones must exercise close control over the 
students. Students on field trips can become overly excited and want to 
explore on their own.  

 
Establish a process for regular accounting for all students and staff, both 
periodically and when activities change (such as before boarding the bus to 
return). Determine what adequate supervision is during overnight stays 
(how frequently to check the room, etc.).  

 
 Determine how many and what kinds of chaperones are needed 

throughout the trip.  
 

Determine what supervision (what kind and how many) is needed. 
Establish the proper ratio of supervisors to students based on a case-by-
case evaluation of each field trip. A higher number of supervisors will be 
required for activities that are more hazardous and with younger students. 
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Be sure to follow school policy.  
 

Base the number of chaperones on an evaluation considering the number 
of students, age and maturity of the students, types of activities, 
facilities, duration of trip, type of transportation, and safety 
considerations (such as emergency procedures).  

   
There should be a minimum of two adults supervising a field trip. If not 
specified in school district policy, recommended minimum supervision 
ratios (adults to students) are as follows: elementary school age – 1:3-6; 
middle/high school age – 1:10-15. The building administrator and 
sponsor should agree upon the ratio for each field trip.  

 
 More and/or specifically qualified chaperones/staff may be needed for 

higher-risk activities, overnight stays (gender-specific), activities 
involving water (lifesaving) or wilderness (survival), and those including 
behaviorally, physically or mentally challenged students. 

  
First aid/CPR-trained chaperones/staff are required - at least one 
chaperone on each field trip should be so certified. If the field trip is 
part of a classroom educational experience, sporting event, or 
sponsored club, at least one certificated staff member is needed.  

 
For supervision purposes, each bus should have at least one staff 
member or chaperone other than the driver.  

 
Volunteer Chaperone Selection  

 
Ensure that all volunteer chaperones are:  

 
• At least 21 years old   
• Criminal background screened (use School Volunteer Application 

Form) and are an approved volunteer  
• Physically able to do the job   
• Able to work well with students  

 
Transportation  
 

Forms: Sample Field Trip Description with Itinerary, School Volunteer 
Application Form, Guidelines for Volunteers and Chaperones on Field Trips, 
Waiver and Release  
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As field trips are off school grounds, transportation is normally needed. This 
should be arranged using the forms provided. Listed below are transportation 
options and issues related to each.  

 
Be sure to specify the means of transportation in the Field Trip Description with 
Itinerary. 

 
1. Chartered school bus  
 

This is the preferred means for transportation for several reasons: it is the safest 
means of transportation, it is the easiest way to supervise many students, and 
school bus drivers are trained school employees.  

 
2. Other district vehicles  
 

For smaller groups, such as small clubs and teams, a school van may be the most 
cost-effective method of providing school transportation. A van with a rated 
capacity of 10 or less (one driver and nine passengers) must be used. (If the van 
has a capacity greater than 10, it is considered a “school bus” and must be 
designed and equipped as such.) Have the staff sponsor or another school district 
employee drive the van. As vans are different from cars, provide driver training 
related to safely driving and loading the van.  

 
3. Other commercial bus  
 

If chartered school buses are not available, a recognized commercial bus service 
can be used. Be sure to get a certificate of insurance naming the school district as 
an additional insured on the bus company’s liability insurance policy.  

 
4. Private vehicle  
 

If not in a school bus, children less than eight years old must be restrained in 
child restraint systems, unless the child is 4’9” tall or taller. (For example a child 
car seat, booster seat, vest, or other restraint that is federally approved for use in 
the car.) A child, who is eight years old or older, or 4’9”, must be properly 
restrained with either the vehicle’s safety belt or an appropriately fitting child 
restraint system. Children under 13 years old must be transported in rear seats 
where it is practical to do so.  
 
The use of private vehicles is only allowed in cases where parents will be 
transporting their own children to and from a field trip or event and must have 
prior approval from the principal of the campus or the Executive Director of 
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Schools depending on the type of trip or event.  A parent/guardian may elect to 
transport their student to and/or from the field trip. If the student is transported via 
means other than arranged by the school, the parent/guardian must release the 
school from all liability that may arise because of this alternate means of 
transportation. 

 
The Field Trip/Event Transportation Release Form may be used for this purpose. 
For some non-curricular events (such as clubs), the school may require students to 
provide their own transportation to and from the activity. To reduce liability to the 
school district in the event of a loss during parent provided transportation, school 
staff should take no role in such arrangements. 

 
Providing food on field trips  
 

Be sure to specify how food and drink will be provided in the Field 
Trip Description with Itinerary. 

 
If meals, snacks, and/or drinks are provided on a field trip, they can be provided in 
several ways:  

 
1. Brought from home by the students  

 
For day trips, students may bring bag lunches that do not require 
refrigeration. These lunches need to be safely stored during transport. 
Most field trip locations have specific areas for large groups to eat lunch, 
and many have special rules for this area. These rules should be identified 
and communicated with parents/guardians.  

 
2. Provided by the school and taken on the trip  

 
Make arrangements in conjunction with food services. Safely store food 
and drink during transport. Be aware of students with food allergies and 
special dietary requirements. Stay away from food or drinks that require 
refrigeration as these need special preparations.  

 
3. Provided by the facility the group is visiting or cooked by the group at the 

facility  
 

Some facilities are equipped with kitchens. The school may have a choice 
of menu items. Be aware of students with food allergies and special dietary 
requirements. If students and school staff will prepare food, state food 
handling certification is required.  
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4. Provided by stopping at restaurants  

 
If the plan is to stop en route, choose the restaurant prior to the trip and 
inform parents/guardians of the choice. Students must be supervised  
while eating, and while moving to and from the restaurant. Let students 
know where they should keep money for the meal. 

 
 
Overnight field trips - housing  
 

1. Arrangements  
 

Prior to the trip, arrange sleeping accommodations for the students and 
chaperones. Make sure chaperones and room assignments are gender-
specific, and roommates are close in age.  

 
2. Supervision  

 
Special consideration should be given to the number of chaperones on an 
overnight trip. Additional chaperones may be needed. Ensure students have 
supervision at all times while on a school sponsored field trip. If 
chaperones will not sleep in the same rooms as students, discuss how 
students will be supervised in their rooms, such as a room check every 30 
minutes until the students are asleep.  

 
3. Inspection  

 
If possible, inspect the proposed housing before deciding to use the 
facility. In lieu of inspection, obtain recommendations from an approved 
travel agency or another school that has used the facility.  

 
4. Providing information to parents/guardians  

 
Communicate housing information, including the name(s), address(es), 
telephone number(s), and cost(s) of the proposed housing unit(s) to both 
parents/guardians and students. Be sure to specify the housing and 
sleeping arrangements in the Field Trip Description with Itinerary. 
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Parental information and consent  
 

Related Forms: Sample Field Trip Description with Itinerary 
 
1. Inform parents/guardians 

Inform parents in writing about planned field trip activities, hazards, and risks. 
(See the Sample Field Trip Description with Itinerary.) Provide a way that parents 
can ask questions about the trip.  

 
a. For more involved field trips such as out of country or overnight stays, 

provide a more formal opportunity for questions, such as an informational 
meeting for parents/guardians. Discuss applicable information regarding the 
proposed trip, including the following:  

 
• Purpose of the trip and relation to the curriculum or activity program   
• Budget and fundraising   
• Proposed detailed daily student itinerary   
• Arrangements for chaperones   
• Proposed travel arrangements   
• Proposed housing arrangements   
• Proposed eating arrangements   
• Rules of conduct for students   
• Reminder that school policies apply, including the prohibition on 

smoking, drug, or alcohol use  
• Parent information and permission requirements   
• Fees and spending money   
• Emergency procedures   
• Potential personal safety risks   
• Information related to foreign travel, including immunizations required, 

passports, laws related to drugs (including prescription drugs), and 
appropriate conduct in a foreign country  

 
Keep records of dates of meetings, number in attendance, and 
handouts/information given. 
 

2. School policies apply  
 

Ensure parents, students and chaperones understand that school policies and 
procedures pertaining to pupil conduct, discipline, and rights apply to pupils while 
on field trips, and that parents will be responsible for getting the student back 
home if the student breaks the rules. Rules on field trips are the same as required 
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of students within the school confines. Students violating school conduct rules on 
a field trip are subject to the same disciplinary action as would apply if they were 
on school property.  

 
3. Related documents  
 

Ensure necessary documents are received by the parent/guardian, returned to the 
school, and permission/emergency forms are reviewed by the school before the 
trip. Information sent to parents/guardians should include at least the following:  

  
a. A letter from the school about the field trip   
b. Field trip details and itinerary, listing means of transportation and 

housing arrangements (if applicable)  
c. Things for a student to bring and not bring on the trip, including type of 

clothing needed  
d. Field trip permission form (informed consent)  
e. (Health information/emergency contacts/permission for emergency 

treatment form if not on file with the school nurse) 
 
4. Repeat similar activities  
 

A single permission form can be used for the same activity occurring 
several times on regular basis (such as a choir performing at various 
locations) if the field trip itinerary lists the details of the different events   
(locations, dates, times, means of transportation, etc.).  

 
 
Student preparation and chaperone training  
 

Related Forms: Sample Field Trip Description with Itinerary  
 

1. Pre-trip training for both students and chaperones  
 

Have the field trip sponsor(s) provide a pre-trip orientation for the students 
and chaperones that might include the following topics:  

 
• Behavior expectations, including the fact that school behavior and 

discipline rules apply on field trips  
• Activities the students will be participating in   
• Acceptable areas for the student to enter at the facility   
• Special hazards that have been identified   
• An itinerary of the trip   
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• A general map of the area   
• The importance of washing hands after activities (especially if handling 

toxic substances or petting animals)  
• The importance of staying with the group   
• What to do if separated from the group   
• Procedures for walking in high traffic areas   
• Use of the buddy system   
• Other related information  

 
2. Clothing and equipment 
Provide special clothing or equipment if needed. If the district does not provide 
it, notify the parent/guardian of the student in advance that they will be 
responsible for providing the required clothing or equipment needed for the trip. 
Check each participant for proper clothing and equipment on the day of the trip 
to ensure it is provided. 

 
3. Valuables and money  

 
Arrange for security of people and possessions (if needed) or encourage students 
not to bring valuables.  Opportunities should be provided for students to raise 
funds necessary for an overnight trip when costs are not covered by the school.  
Funds generated should be accounted for and deposited in accordance with school 
and IRS guidelines.  Provisions should be provided for students who may be under 
financial hardship. 

 
Clubs, other outside organizations, and individuals may contribute funds to help 
lower the actual cost of the trip to each student.   
 

 
4. Student accident insurance  

 
Medical insurance or student accident insurance is recommended for every 
student.  

 
 

5. Chaperone responsibilities and training   Provide a copy of  
Field Trip Guidelines for Volunteer Chaperones and Staff  for every chaperone 
and staff member participating in the field trip or event. 

 
a. Proper supervision  

 
One of the duties owed to students in school and on field trips is proper 



  17 

supervision. The main purpose of supervision is to help protect students 
from injury or diminish the risk of student injury.  
 
Adults do not automatically have the skills necessary to supervise 
students appropriately. Teach chaperones applicable school district 
policies and procedures and their duties and responsibilities. Proper 
supervision has four basic components:  

 
i. Presence and attentiveness  

 
• Being with students at all times, and keeping students easily in 

sight. (If one of the chaperones cannot see the students, the 
students are not being properly supervised.)   

• Not becoming distracted from duties.   
• Being physically able to participate in the activity as 

needed.  
 

ii. Student behavior monitoring and intervention  
 

• Being knowledgeable of and consistently enforcing school 
rules and policies.   

• Restricting students from leaving the group, from roughhousing, 
horseplay or other inappropriate behavior.  

 
• Taking appropriate action when rules are not followed or 

a student is in danger.  
 

iii. Hazard surveillance and intervention  
 

• Being risk-conscious (prioritizing attention into the areas 
where accidents are most likely to occur).   

• Checking the areas visited, and appropriately addressing 
hazards.  

 
iv. Responding appropriately to emergencies  

 
• Handling emergencies that occur properly to reduce 

potential injury and damage. This involves having a 
CPR/first aid certified staff member who is readily 
accessible.  
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b. Provide general guidelines and behavior expectations for chaperones   

(such as the Field Trip Guidelines for Volunteer Chaperones and Staff)  
 

c. Familiarize chaperones with field trip specific emergency procedures, how 
to get assistance, and whom to contact in the event of an emergency. 
Review any medical concerns with the staff and chaperones so they are 
informed of medical issues before an emergency occurs.  

 
 
Handling emergencies on field trips  
 

One of the duties owed to students is prompt and appropriate emergency 
medical care.  

 
1. Types of emergencies that can occur on a field trip  

 
• Lost or missing student   
• Medical emergencies, including serious injuries   
• Natural disasters, such as inclement weather   
• Abduction of a student   
• Physically dangerous acts, illegal acts, overt defiance, or serious 

disciplinary problems (breaking school rules)  
 

2. Actions to take when an accident occurs and a student is hurt  
 

• Never fail to give aid (err on the side of caution)   
• Due to the possibility of neck and spinal injury, do not move the 

student   
• Summon professional medical attention  
• Report the accident to the school staff member   
• Administer first aid as trained   
• Make sure the injured child is always attended by an adult   
• Contact the school administrator and parents/guardians as soon as 

possible  
• Do not discuss who will pay for medical care and do not admit liability   
• Complete an accident report  

 
Be sure to follow school policies and procedures! 

 
3. Emergency communication  
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Provide a method for communication in the event of an emergency (such as a cell 
phone), and have an alternate method if the primary means does not work.  

 
Provide phone numbers for field trip staff to use to contact a school administrator 
on a 24-hour basis in an emergency. Contact a school administrator promptly in 
the event of an unusual incident and any student injury. Allow the school 
administrator to contact parents/guardians in serious situations.  

 
4. First aid trained chaperones  
 

At least one staff member or chaperone should be certified in first aid and 
cardiopulmonary resuscitation (CPR). If the students will be separated, more than 
one chaperone may need to be so certified.  

 
5. Emergency equipment and trained staff  
 

Take a first aid kit and other emergency and lifesaving equipment/tools with 
the group.  

 
a. Provide lifesaving equipment, such as an extension pole, ring buoy with line, 

blankets and whistle, for events occurring near water or involving swimming 
or boating. Provide at least one certified lifeguard for water events.   

b. If the trip involves hiking, be prepared for unfamiliar surroundings and 
situations. Staff should bring along the ten hiking essentials: extra clothing, 
extra food, first aid kit, sunglasses, cutting implement, fire starter, matches, 
flashlight, map, and compass/GPS. Other supplies may include extra water, 
nylon cord, and a multipurpose tool.  

 
6. Access to student health information 

Obtain student health information (medical conditions, medications, 
allergies, etc.) related to potential needs on the field trip.  Copies of 
medical emergency cards/information/permission for treatment located 
in the school nurse’s office for each student must accompany the group 
with the original kept at the school. 

 
7. Distribution of medications  

 
At least one staff member on the trip must be trained to distribute 
prescribed medications according to school procedures and know how to 
properly secure medications on the trip.  
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PROCEDURES FOR FIELD TRIPS AND EVENTS 
 
 
 
1. The trip should be a natural outgrowth of the instructional program. 

Students should have a proper background for the trip if it is to be 
meaningful.  

 
2. The trip may be used to:  

• serve as an initial or introductory device to stimulate and 
motivate interest;  

• provide a direct source of information and an opportunity to 
broaden understanding through first-hand experiences;  

• extend and enrich the program;  
• serve as a culminating activity.  

 
3. The purpose of the trip should be clearly stated by the teacher so that the 

students understand it. The teacher should provide a study guide that states:  
• the purpose of the trip;  
• the instructional objective;  
• classroom activities that have been implemented before the 

trip;  
• resources that will be used to enhance or develop the concept 

being taught;  
• follow-up activities.  

A School Sponsored Field Trip/Event Form should be submitted to the 
principal for approval. 

 
4.The trip should meet the needs of the particular group for which it is planned.  
 
5. The teacher or teachers should secure as much information as possible about the 

place to be visited so that the trip may be profitably planned:  
• Are there any special activities or events that might 

interest students?  
• Can lunch be eaten at the site?  
• What are the hours of the facility?  
• Are there any special rules for large groups?  
• Are there any costs associated with the visitation?  
• Are there on-site medical facilities?  
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• Is the site handicapped accessible?  
It is desirable for the teacher to make a visit to the site prior to the class trip. 

 
6. The teacher will take reasonable precautions for the safety, comfort, and protection of 

the students and adults accompanying them. Refer to the section entitled 
Responsibilities of the Teacher.  

 
7. Important data such as names of students, their phone numbers and addresses, persons 

to be contacted in an emergency and any pertinent medical concerns should be 
gathered and available during the field trip. The electronic student information system 
and the emergency procedure cards contain this information.  

 
8. Advanced planning is necessary; therefore, the approval form should be submitted to 

the principal at least thirty (30) school days prior to the day of the trip. A principal 
may grant special permission for requests submitted after the thirty (30) day period. 

 
9. The principal must approve all field trips before submitting paperwork to the 

Executive Director of Schools.  
 
10. The length of time, distance, and the number of activities planned should be 

reasonable for the students involved.  
 
11. A field trip should be arranged so that it does not interfere with regular school 

schedules. If the trip schedule does not coordinate with the regular school schedule, 
arrangements for students to get home must be made in advance and staff must 
provide supervision of the students at school.  

 
12. An adequate number of chaperones must always be in attendance on  

the bus. One of the chaperones for each bus must be a staff member. The principal 
will determine a reasonable staff to student ratio based on the nature of the activity 
and location. A suggested ratio of adults to students is one adult for every 3 to 6 
students for elementary, one adult for every 10 to 15 students for middle, and one 
adult for every 20 to 25 students for high school level. 

 
13. The field trip is considered an extension of the school day; as such, students, 

teachers, and chaperones should conduct themselves according to standards of 
behavior that will help to: 

• comply with all school rules and dress codes;  
• contribute to individual and group safety;  
• secure maximum educational benefits;  
• maintain good public relations.  
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14. A first aid kit must be available on each bus. It is the responsibility of the bus 

contractor to supply the first aid kit. A first aid kit must be available for students and 
chaperones once they leave the bus.  
 

15. Lavatory breaks are essential and should be taken at intervals during the trip.  
 
16. Staff members who are chaperoning field trips are encouraged to carry a cell phone 

in case of an emergency. The school and each additional chaperone should be given 
the cell phone number.  

 
17. If health personnel is required, this expenditure should be included in the per 

pupil cost of the trip. This cost should include  salary for extended days.  
 

18. Students who participate in school-sponsored trips should be required to use 
transportation provided by the school to and from the event.  An exception may 
be made only if the student's parent or guardian makes a written request that the 
student be released to the parent or to another adult designated by the parent.  The 
School will not be liable for any injuries that occur to students using 
transportation that is not provided by the school. 
 

19. Except when the transportation of students in included in an employee's job 
description or except in a health emergency, no employee will transport a student 
in the employee's personal vehicle.   
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APPROVAL FOR FIELD TRIPS 
 
 
 
1. Written approval for an individual one-day trip must be requested thirty (30) school days in 

advance. The principal will approve trips by reviewing a copy of the Field Trip Request 
Form and in consultation with the requesting teacher(s) and then forward the request to the 
Executive Director of Schools.   

 
2. Overnight field trips must have the approval of the principal or appropriate supervisor, Director 

of Academics, Director of Human Resources and Student Services, Director of Business 
Operations, and the Executive Director of Schools. Overnight field trips must be requested at least 
forty (40) school days (about two months) in advance of the trip.  

 
3. No financial commitments are to be made until the approval form is returned with all appropriate 

signatures.  
 
4. Mandated insurance coverage requirements must be met (see section marked Insurance 

Information) before the field trip can be approved.  
 

5. Instructional Time Missed:  Trips should be scheduled in a way that minimizes the loss of 
instructional time.  Absences related to student travel for school-sponsored activities should 
be kept to a minimum.   
 

6. Exams/State-Mandated Test Days:  Trips should be scheduled in a way that does not 
conflict with major instructional events such as state-mandated assessments, exam days, or 
any other days the principal deems a major instructional event. 
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RESPONSIBILITIES OF THE TEACHER 

 
 
Prior to the trip: 
1. Secure as much information as possible about the place to be visited to assure that the trip can be 

educationally sound.  
 
2. Get details regarding the physical facilities of the site.  For example: 

• Can lunch be eaten at the site?  
 

• Are there lavatory facilities?  
 

• Is the site 100% handicapped accessible?  
 

• Are there special programs/rules for school groups?  
 
3. Discuss the possibilities of a field trip with the principal prior to submitting a formal request.  
 
4. A School Sponsored Field Trip/Event Form should be submitted to the principal at least thirty (30) 

school days in advance for a one-day trip and at least forty (40) school days in advance for an 
extended/overnight trip.   
 

5. A chaperone list must be submitted with the request form.  
 
6. Involve students in planning as much as their maturity level allows so they are aware of the purpose 

of the trip and so they have a background of information to make the experience most meaningful.  
 
7. Secure written permission from parents or guardians for each student to take the trip. Require that 

all students have standard field trip permission letters signed by the parent/guardian and returned to 
the school. The principal will determine the time limit for the form letter.  

 
8. As soon as possible, submit a tentative list of students eligible for the trip to the school nurse. This 

list should be provided at least 2 weeks prior to the trip (4 weeks for an extended or overnight trip). 
Make sure you have the most up-to-date medical information from the nurse.  

 
9. Request and obtain copies of any emergency and medical data for students from the school nurse no 

earlier than one (1) week prior to the field trip.  
 
10. Acquire an adequate number of approved chaperones who have completed annual background 

checks and whose names are on the approved volunteer list. Provide the chaperones with 
information and regulations pertaining to field trips. There must be at least one (1) adult staff 
member and one (1) adult chaperone per unit of transportation.  
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11. Provide the principal with a list of all personnel going on the trip and a copy of the transportation 
roster before the trip is taken and revise the list, if necessary, immediately before departing. 

 
12. Only students/parents/guardians/volunteers who have been approved to attend the trip, and have 

traveled with the group to the site are eligible to participate in the group activities. Students should 
not leave their assigned group unless there is an emergency that requires it. Under special 
circumstances and with prior approval of the principal, this requirement may be waived.  
 

13. Make adequate plans for any student with special needs (including transportation). If a lift bus is  
needed, make arrangements so this student is not traveling alone. 

 
13. Make adequate plans for any student who is not going on the trip.  
 
14. Make sure all forms are completed and submitted according to established time lines.  
 
15. Obtain a Certificate of Insurance showing Arlington Classics Academy, 5206 South Bowen Road, 

Arlington, Texas  76017,  as Certificate Holder from the facility the field trip is visiting. (Please 
see section on Insurance Information)  

 
Day of the trip: 
1. Carry important data such as names of students, their phone numbers, and addresses, person to be 

contacted in an emergency and any pertinent medical concerns. This information should be 
available during the field trip.  

 
2. Obtain student medications and any other medical supplies from the nurse.  
 
3. Determine the location of the first aid kit on the mode of transportation being used. The teacher is 

responsible for having the pertinent medical information on all students. This must be available 
during the trip.  

 
4. A trained staff member should be within reasonable proximity (including while riding on the bus) 

and available, at all times, to students with known medical needs or known life-threatening 
conditions. This staff person will maintain and be responsible for any student medication.  

 
5. Only Arlington Classics Academy staff will carry student medications and administer them to the 

students. Exceptions will be made for students with permission to administer their own medications 
and for parents to administer medications to their own child.  

 
6. Teachers and drivers need to work cooperatively to provide a safe experience for all. The ultimate 

responsibility and control of student behavior on the bus lies with the teacher.  
 
7. Carrying a cell phone on the trip is required in case of an emergency. Be sure that each chaperone, 

the school office, administrators, and other stakeholders have the appropriate cell phone numbers.  
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8. Check attendance as students board the bus on departure and at each reloading of the bus during the 

trip. This check is made from the roster of those who are participating in the field trip.  
 
9. In the event of an accident, the teacher should seek the necessary emergency assistance and notify 

the school principal. A staff member or their parent if present should accompany any student 
needing medical assistance at a hospital. A volunteer chaperone may accompany a student only if 
there are not enough staff members to supervise the remaining students.  

 
After the field trip: 
1. Return all medication, emergency information, and supplies to the appropriate staff.  
 
2. Upon return, file with the principal a written report of any illnesses, injuries, or any incidents 

requiring disciplinary action. Include in the report the action taken by the teacher in charge. Medical 
forms are available from the school nurse for any illnesses or injuries that occurred on the trip.  

 
3. Teachers are expected to address in written form to the principal all unsafe driving conditions and 

concerns they have about the driver that may jeopardize the safety of their students or any 
inappropriate behavior on the part of any other staff. The Principal will review and forward any 
items if necessary to the appropriate person. 

 
Sponsor Responsibilities and Expectations 
Each club or organization must have a set of by-laws or constitution that outlines the purpose of the 
club/organization, the rules for election of officers, and how it intends to function.  A copy is required to 
be filed in the principal’s office.  The by-laws should be submitted by the end of the second six weeks of 
the school year. 
 
Sponsors must comply with all district and campus policies and procedures related to policy, finance, 
student conduct, and trip guidelines/policies. 
 
Supervision of Students:   

• You must be present when your group meets on campus  
• You are required to stay until the last student is picked up by parent/guardian 
• If students meet off campus for a social event not expressly tied to the activity of the 

organization, you do not have to be present 
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RESPONSIBILITIES OF THE PRINCIPAL 

 
 
 
1. Review the initial trip/event request and grant approval if the trip meets educational 

criteria. One signed copy of the form should be sent to the EDS for approval and one filed 
in the office.  

 
2. Review with the teacher:  
 

 the educational objectives and procedures that have been planned and communicated 
to all students  

 
 the time frame for signed permission to be returned  

 
 that signed permission slips have been obtained from all the students  

 
 the number of chaperones assigned or needed  

 
 the buses or vehicles being used for the field trip are on the approved transportation 

list or have been approved for use 
 
3. Send request forms to the appropriate people for approval of overnight trips. 
 
4. Secure a copy of the trip information for overnight trips. 
 
5. Obtain/verify through Director of Business Operations that a Certificate of Insurance is on 

file. 
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CHAPERONES 

 
 
 
PLEASE PRINT THE TWO PAGE FORM IN THE FORMS SECTION AND DISTRIBUTE 
TO ALL CHAPERONES PRIOR TO ALL FIELD TRIPS OR OFF CAMPUS EVENTS. 
 
Volunteer Chaperones and Staff, 
     We want to thank you for volunteering to chaperone a field trip hosted by ACA.  We know that every 
person brings unique insights and understandings that contribute to the success of a field trip.  We 
appreciate the insights that you bring and your contributions to our students during a field trip. 
     Our primary concern during any trip is the safety and security of every student.  We realize 
additionally, that every volunteer chaperone and every staff member is a role model to the students who 
are participating in the trip.  Students will often imitate the behavior of adults around them.  Therefore, 
we expect volunteer chaperones and staff to model behavior that reflects the vision, mission, and 
standards of ACA.   
 
Specific Expectations of Every Volunteer Chaperone or Staff Member: 
 
Appropriate Dress 

• Please dress to be a good role model for the students.  Meet or exceed the student dress code for 
ACA.   

• Meet or exceed the dress expectations for the event or occasion.  For example, if students are 
expected to wear blue jeans and an ACA shirt, please match the students’ dress as closely as 
possible in your selections for dress.   

• Be careful not to wear any clothing that has inappropriate advertisement, language, insinuation, or 
provocative display and would not be representative of ACA’s standards. 

 
Appropriate Behavior 

• Different venues may require different behavioral expectations.  For example, the tone of voice or 
behaviors expected in a museum might sharply contrast from the tone of voice or behaviors used 
at an amusement park.  Please be aware of the expectations required in any particular venue and 
model appropriately for students. 

• Volunteers are expected to give verbal direction and appropriate corrective instructions to 
students when needed.  Volunteers are not to utilize any disciplinary measures other than calm 
vocal redirection when needed.  Volunteers are to refer any disciplinary issues to staff or 
administration in charge. 

• During the entire duration of the trip from time of departure until time of return, in keeping with 
school standards and educator ethics, no alcohol, tobacco, illegal drugs, or controlled substances 
should be present or used. 

• Please use school appropriate language; refrain from use of provocative or profane language. 
• Because the school must obtain prior written permission from a child’s parent before 

transportation is provided, do not transport any students in your car or other vehicle unless they 
are your own children.   
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Appropriate Presence 
• Remain with your group at all times.  Assigned groups are typically no larger than one adult 

chaperone for every 10 students and are often smaller if possible.  You should only leave your 
group if you have an emergency and notify another adult near you or if you make prior 
arrangements with administration.   

• Be sure students are supervised at all times and never left unattended.  A student assigned to your 
group must stay with your group at all times.  If you cannot see a student, they are not supervised. 

• Attempt to schedule restroom and other breaks for the entire group so that students do not have a 
need to leave the group.  Pair students who have restroom emergencies so that they are not left 
alone. 

• If you have to return early, you must receive permission from the administrator in charge and 
arrange for your responsibilities to be covered by another volunteer or staff person.   

 
WHO 

A chaperone or volunteer chaperone is a person at least 21 years of age who accompanies 
students to supervise their activities or behavior and who offers their services to Arlington 
Classics Academy without receipt of monetary compensation.  At least one teacher per group or 
class must attend along with the chaperone.  There must be at least one adult chaperone and one 
staff member on each bus or unit of transportation to assist the teacher in charge.  

 
A chaperone must be an ACA approved volunteer. Approved Volunteers must annually submit an 
application and annually submit to a background check to determine eligibility (approval) to 
volunteer. The volunteer screening process occurs during two volunteer enrollment periods at the 
beginning and middle of the school year. The screening process requires a minimum of seven (7) 
school days.  

 
WHAT, HOW 

A sufficient number of adult chaperones should be assigned to assure proper supervision of all 
students. Field trips require adequate and appropriate supervision in accordance with the nature of 
the field trips. A suggested ratio of adults to students is one adult for every 3 to 6 students for 
elementary, one adult for every 10 to 15 students for middle, and one adult for every 20 to 25 
students for high school. Depending on the nature of the activity and the location, the principal 
may use his/her discretion on the number of chaperones needed.  
 

WHERE, WHEN 
In order to maintain the safety of the students and to adequately account for their whereabouts, 
only those chaperones who are approved for that trip will be allowed to actively participate with 
the students. Individuals who may be present at the site of the trip, but are not an approved 
chaperone for the trip may not “shadow” the group or participate in any of the scheduled 
activities. If the group of students were performing at the venue, family members/friends present 
would be considered as any other spectators.  
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OVERNIGHT TRIPS OR EVENTS 

 
 
In addition to the regulations for standard Field Trips, these procedures must be followed: 
 
1. Overnight field trips that have definite educational value are permitted. The trip must be 

justified in terms of school or course goals and objectives.  
 
2. Other school activities such as athletics, clubs, or organizations may require an overnight 

trip. These trips will also be permitted with proper approvals.  
 
3. The principal’s written approval for an overnight trip must be requested at least forty (40) 

school days in advance of the scheduled event. All approved volunteers, selected as 
chaperones for overnight trips or activities, are required to submit a Background Check 
Application to the Director of Human Resources and Student Services during the volunteer 
open enrollment period or with special approval from the Director at least 30 days prior to 
the scheduled trip. Background applications are only valid for the current school year. 
Applicants will receive an emailed written notification from the Director of Human 
Resources and Student Services regarding the outcome of the background check.  

 
4. The original copy of the School Sponsored Field Trip/Event Form must be   

completed, signed by the principal, and forwarded to the Executive Director of Schools and 
the appropriate Directors. All appropriate information must accompany the form (e.g. 
chaperone list, etc.) 

 
5. A copy of the approval or disapproval of the overnight trip will be received by the principal 

from the Executive Director of Schools at least two (2) weeks in advance of the trip.  
 
6. The overnight field trip must be thoroughly planned to assure the appropriate conduct and 

welfare of the students and chaperones.  
 
 Any special arrangements for transportation, lodging, and/or other costs associated with the 

trip, are only available to students listed on the trip roster, staff accompanying students, and 
volunteers on the approved chaperone list.  

 
7. Special consideration must be given to the number of chaperones on an overnight trip. 

Additional chaperones may be appropriate for overnight trips.  
 
8. The teacher should submit a copy of the trip information/itinerary to the principal. Parents 

and chaperones should receive a copy of the information.  
 
9. All school sponsored extended/overnight trips or events, regardless of the time of year, e.g. 

summer, need to follow these procedures.  
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MEDICATION PROCEDURE 

 
 
 
MEDICATION PROCEDURE FOR OVERNIGHT FIELD TRIPS: 
 
Certain school activities involve travel away from the school property for overnight or longer periods. To 
accommodate the need for medication at these activities, the following procedure will be followed. 
 
1. When it is known that a student will require medication during the activity, the parent should be 

encouraged to chaperone the activity, control, and administer the medication.  
 

2. If the parent cannot accompany the student and the student must take medication, the designated 
ACA personnel on the trip or event will administer it according to the order on file. 
 

3. If the student carries medicine in disregard of  the above criteria, the medication will be taken and 
the student will be subject to disciplinary action.  
 

4. If a student has an identified health need on his/her IEP on 504 Plan, and the parent of the eligible 
student does not accompany the student, efforts will be made to accommodate the medical needs. 
The school nurse should be informed of the need at least two weeks prior to the trip.  
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INSURANCE INFORMATION 

 
 
 
Arlington Classics Academy will take reasonable precautions to assure the safe travel and 
environment for students, staff, and visitors. ACA maintains insurance coverage required by 
Texas law. This coverage is not all-inclusive. 
 

1. A Certificate of Insurance from the facility the field trip will be visiting must be on file 
with the Business Office  prior to the trip. Call the Business Office to verify.   When 
requesting a Certificate of Insurance, the Certificate Holder must be Arlington Classis 
Academy, 5206 South Bowen Road, Arlington, TX  76017.  The Certificate holder 
should not be in the name of the school or organization sponsoring the trip.  

 
2. If a Certificate of Insurance is not on file, the field trip coordinator is responsible for 

contacting the facility, obtaining the form, and forwarding a copy to the Business Office 
prior to the trip.  

 
3. A Certificate of Insurance is also required from the company providing transportation 

(including planes, trains & boats) for any field trip using transportation other than 
approved school buses and coaches.  

 
4. Contact the Business Office with any questions.  
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TRANSPORTATION GUIDELINES 

 
 
 

1. Award field trips to known field trip destinations based on lowest quoted price and services 
offered.  

 
2. If the contractor with the lowest quoted price is unable to provide buses, or provide enough buses, 

the contractor with the next lowest price should be contacted.  
 

3. Records of bus contractor bids should be kept on file for one year.  
 

4. Those responsible for field trip arrangements should not "negotiate" prices, but should use the 
information provided on the quote sheets. This should save both time and phone calls.  

 
5. Buses of contractors should not be used unless they are clearly in the established time frame 

needed (i.e., If a field trip is to depart your school at 8:30 a.m., a regular route bus listed in the 
"8:45 a.m. to 2:15 p.m." category should not be used, but the assignment given to a contractor 
with buses available from 8:00 a.m. to 4:30 p.m.)  

 
6. It is advisable that records be kept regarding the level of service provided by field trip contractors 

and if there have been problems in making phone contact with contractors to make field trip 
arrangements. School buses with any passengers on board may not exceed the posted speed. 
Please have teachers monitor the speed.  
 

7. Except when the transportation of students is included in an employee's job description or except 
in a health emergency, no employee should transport a student in the employee's personal vehicle.   
 

8. Students who participate in school-sponsored trips should be required to use transportation 
provided by the school to and from the event.  An exception may be made only if the student's 
parent or guardian makes a written request that the student be released to the parent or to another 
adult designated by the parent.  The District should not be liable for any injuries that occur to 
students using transportation that is not provided by the school. 

 
These guidelines reduce the amount of office time spent arranging field trips. They will also help ensure 
reasonable prices for trips by providing for competition in a free market place. Additionally, adherence to 
these guidelines will provide all contractors with an equal opportunity to provide service for our schools. 
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FIELD TRIP CONSIDERATIONS 

FOR STUDENTS WITH DISABILITIES 
 
 

Considerations for organizers of field trips when a student, or students, with disabilities will be involved 
may require some additional thinking. 
 

It is imperative to remember that a student with a disability cannot be excluded from a field trip because of 
the disability. Transportation to and from the trip must be made available to all students on an equitable basis. 
Every effort should be made to arrange the field trip with as little attention given the student with a disability as 
possible. By this, it is meant; try not to single the individual student out. 
 

When specialized transportation is required, a carrier should be requested to meet the need (i.e. lift bus, 
etc.). Should an appropriate carrier not be available, steps should be taken with great sensitivity to all students 
involved in trying to arrange appropriate transportation for all. Some suggested approaches might include: 
 

1. Check to make sure the transportation being requested is “required.”  
 

2. Check to see if the student can be transported in a regular seat and use a portable wheelchair on 
location.  

 
3. Investigate parent involvement and support. The possibility of the parent transporting the student is 

available as a last resort if the parent is willing and the school system may be able to help with 
reimbursement to the parent for mileage, etc. However, this should be a last resort and this depends 
upon the knowledge of the school system of the situation and the parental involvement with the 
particular case and student.  

 
4. Seek additional support from the Business Office and Special Education for ideas and additional 

direction.  
 

5. Encourage several non-disabled children to ride the lift bus also, so that the disabled child is not 
isolated on the field trip while being transported.  
 

6. Students who require a wheelchair while on the trip must be transported in a vehicle in which the 
wheelchair can be secured. A lift bus should be available for these students.  

• The student remains in the wheelchair that is secured in place on the bus.   
• If the student can transfer to a regular seat for the ride, they may be seated in a regular seat and 

the wheelchair is secured appropriately.  
• If the student only requires a wheelchair for a temporary condition (e.g. a broken leg) and the 

student can enter and exit a regular bus safely, they may ride a regular bus.  
• The wheelchair must be collapsed and safely secured on the bus.  
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7. Transport on a lift bus if student must remain in a chair or if chair cannot be collapsed.  
 

o School will make the bid-winning contractor aware of wheelchair student.  
• Advise contractor to supply a bus driver.  
• Secure name and social security number of the driver.  
• Have driver fill out a W-4 form and a time card on day of trip.  
• Pay all fees and charges to the contractor. (Note: Central Office will pay 

the driver and charge against the school's budget.)  
• Have a student's aide accompany student on bus trip.  

 
o Contractor's Responsibilities:  

• Provide name and normal rate of pay to the school.  
• Supply a certified driver.  
• Pick up the bus and return to contractor at the end of the trip with proper fuel.  

 
o Breakdowns:  

• The bus driver will contact Contracted Services and his/her supervisor 
to arrange for a spare bus and to arrange for a tow of the disabled bus.  

• The teacher, if possible, should notify the school of the bus problem.  
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Bus Evacuation Plan – Field Trips/ Sport Trips/ Events 

 
 
 
Prior to leaving school on each field trip, athletic event or other event, the following information should 
be carefully reviewed with the parents, teachers, coaches, and students. 
 

1. Determine the number of riders that have participated in a bus evacuation during the 
Current school year 

 
2. Describe the functionality and point to the location of each emergency exit; including the service 

door, rear emergency door or (buses with no door) an emergency exit window, all side 
emergency exit windows and the roof hatches.  

 
3. Give the guidelines and procedure for each type of evacuation:  

 
REAR DOOR -If the accident (or other hazard) occurs in front of the bus, the passengers 
will exit the rear door starting with those seated in the front. When evacuating out the 
rear door – passengers should be told to sit and slide. 

 
FRONT DOOR -If the accident (or other hazard) occurs in the rear of the bus – 
passengers will exit the front door starting with the rear seated passengers. 

 
COMBO EXIT EVACUATION-If the accident (or other hazard occurs in the middle of 
the bus - passengers will exit using the front and rear doors, starting with those seated in 
the middle of the bus. 

 
EMERGENCY EXIT WINDOWS- When evacuating out an Emergency Exit window, 
passengers should be reminded to exit feet first on their stomach. 

 
4. Remind passengers they must listen to the bus driver’s instructions – say, “It is 

imperative that you listen to my instructions at the time of Bus Evacuation”. 
 

5. Instruct passengers to evacuate 100 feet from the bus and stay together in a safe location away 
from the roadway if possible  

 
6. Instruct passengers there are two main reasons for evacuation:  

-The bus or vehicle is on fire or a chance the bus will catch on fire -The bus or vehicle is 
in an unsafe position. 
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SCHOOL FIELD TRIP/EVENT PROCEDURES  
RELATED FORMS SUMMARY 

 
 
The School Field Trip Procedures that precede this section of forms provide detailed 
guidance for many aspects of planning and executing field trips. They serve as both a 
reference for field trip sponsors and a training tool for staff new to conducting school field 
trips. 
 
This section contains the related forms that will be used by field trip sponsors. These 
forms briefly summarize many aspects of the procedures that follow.  They should be 
photocopied and used as is.  
 
Following is a list of, and brief descriptions of, the forms that are part of these procedures: 
 
School Sponsored Field Trip / Event Approval Form  
This three-page form, to be completed by the sponsor, provides the needed 
information for administration to grant approval for the trip.  

 
Field Trip Student Roster Form  
This form can be used for attendance purposes. Once completed, the form can 
also be sent to the school nurse so she/he can advise the field trip leader of any 
student health issues.  

 
Chaperone List  
This form provides a complete listing of all chaperones, whether they are 
employees of ACA or volunteers, and campus name.  

 
Guidelines for Volunteer Field Trip Chaperones  
These two pages provide some general guidelines for chaperones, and a place for 
the chaperone to provide emergency contact information and agreement to the 
procedures.  

 
School Volunteer Information Concerning Criminal Background Checks  
This form provides an easy way for schools to do some preliminary criminal 
screening of volunteers to be involved in school field trips.  
 
Field Trip Checklist  
This three-page form guides the sponsor through the steps of arranging a field trip 
to help ensure that everything is completed in a timely manner.  
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Field Trip Description and Itinerary Form  
This form helps sponsors fully describe the field trip. Included is a Sample Field 
Trip Description with Itinerary so the sponsor has an example of a fully completed 
form.  
 
Field Trip or Event Parent Transportation Release Form 
This form designates that the parent or guardian is providing transportation to the 
student in lieu of the school. 
 
Waiver and Release of Liability  
This form is the general all encompassing liability release completed for all trips, 
events or other school related activities. 
 
Example of Medical Information and Release Form  
This form is maintained in the campus nurse’s office on each student.  Copies of 
this form for all involved students are taken on all overnight field trips or events of 
extended duration.
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SCHOOL SPONSORED FIELD TRIP/EVENT  
APPROVAL FORM 

 
LOGISTICS 
 
School Name:   ________________________________________________________________ 
 
Trip destination(s):   ________________________________________________________________ 
 

________________________________________________________________ 
 
Date(s) of trip(s): ________________________________________________________________ 
 
Departure time: _________________am/pm  Return time:  _____________________am/pm 
 
Sponsor(s): ________________________________________________________________ 
 

________________________________________________________________ 
 

Number of School Days Missed:  _____________________________________________________ 
 
Grade Level/Age of students: ________________________/_____________________________ 
 
Total Number of Students:  _____________________________________________________ 
 
Male Students: _________________total  Female Students: __________________total 
 
Total Number of Chaperones: _____________________________________________________ 
 
Male Chaperones: _________________total  Female Chaperones:  ________________total 
 
Please include the names of ALL chaperones.  Place the names of any additional chaperones on a 
separate sheet of paper and attach to this form for approval.  
 
1.  _________________________________  2.  ___________________________________ 
 
3.  _________________________________  4.  ___________________________________ 
 
5.  _________________________________  6.  ___________________________________ 
 
7.  _________________________________  8.  ___________________________________ 
 
9.  _________________________________          10.  ___________________________________ 
 
EDUCATIONAL RATIONALE 
 
Educational benefit of the trip: 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
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Activities planned during the trip: 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
Are all of the planned activities (movie, play, performance, sports activity, etc.) appropriate for the age 
of students attending the trip/event?  Yes      ______ No      ______ 
 
Are related brochures/information attached? Yes ______ No ______ 

Is the preliminary trip itinerary attached? Yes ______ No ______ 

Does the trip involve any of the following: Yes ______ No ______  
* Swimming, boats, or in/around water * Animals 
* Remote locations/hiking  * Air travel 
* Outdoor education  * Motorized activities 

 
TRAVEL, FOOD, AND HOUSING 
 
Means of travel: ______  Durham Bus Service ______  Chartered Bus Service 
 

______  Rented Vehicles (specify)  ____________________________________ 
 
______  Other (specify):  ____________________________________________ 

 
Any special travel needs:   ___________________________________________________________ 
 
How is food provided?  ______________________________________________________________ 
 
Housing needed? ______  Yes  ______  No 
 
If yes, what type and where?  _________________________________________________________ 
 
________________________________________________________________________________ 
 
BUDGET AND FINANCES 
Details of proposed budget and how the trip will be financed: 
 
Total cost of the trip/event: ________________  Cost per Student:  ______________________ 
 
Who will pay for the trip? ___________________________________________________________ 
 
What is the plan in effect if any student cannot pay their designated portion of the cost?  __________ 
 
________________________________________________________________________________ 
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ITEMIZED COSTS 
 
  Amount  Description     Account Code 
 
Travel: ____________ ____________ ____________ ____________  
 
Travel: ____________ ____________ ____________ ____________  
 
Food:  ____________ ____________ ____________ ____________  
 
Food:  ____________ ____________ ____________ ____________  
 
Housing: ____________ ____________ ____________ ____________  
 
Housing: ____________ ____________ ____________ ____________  
 
Parking: ____________ ____________ ____________ ____________  
 
Other:  ____________ ____________ ____________ ____________  
 
Other:: ____________ ____________ ____________ ____________  
 
 
 
APPROVED BY 
 
 
Campus Principal:  _______________________________________ Date:  ________________ 
 
 
Director of Academics:  ____________________________________ Date:  ________________  
 
 
Director of Business Operations:  ____________________________ Date:  ________________  
 
 
Director of HR / Student Services:  ____________________________ Date:  ________________  
 
 
Executive Director of Schools:  _______________________________ Date:  ________________  
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FIELD TRIP STUDENT ROSTER FORM 
 
TRIP NAME:   _______________________________________________________________________ 
 
DATE OF TRIP: _______________________  RETURN DATE: _______________________ 
 
EDUCATIONAL OBJECTIVE: _________________________________________________________ 
 
LOCATION: ___________________________  SCHOOL/CLASS: ______________________ 
 
TIME OF DEPARTURE: _________________  TIME OF RETURN: _____________________ 
 
1. 16. 

2. 17. 

3. 18. 

4. 19. 

5. 20. 

6. 21. 

7. 22. 

8. 23. 

9. 24. 

10. 25. 

11. 26. 

12. 27. 

13. 28. 

14. 29. 

15. 30. 
 
 
Approved: _________________________________ Date: ______________ 

Principal 
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Name of School: 
 
Date(s) of Field Trip/Activity: 
 
Destination: 
 
 
 

CHAPERONE LIST 
 
Please Print  
*First person listed is to be lead teacher for this trip. 
 
                  Full Legal Name ACA Employee Campus Volunteer 

                 (required) YES or NO         Name YES or NO 

1.___________________________  ___________ _________________        ___________ 

2.___________________________ ___________ __________________ ___________ 

3.___________________________ ___________ __________________ ___________ 

4.___________________________ ___________ __________________ ___________ 

5.___________________________ ___________ __________________ ___________ 

6. ___________________________ ___________ __________________ ___________ 

7. ___________________________ ___________ __________________ ___________ 

8. ___________________________ ___________ __________________ ___________ 

9. ___________________________ ___________ __________________ ___________ 

10. __________________________ ___________ __________________ ___________ 

11.___________________________ ___________ __________________ ___________ 

12. ___________________________ ___________ __________________ ___________ 

13. ___________________________ ___________ __________________ ___________ 

14. ___________________________ ___________ __________________ ___________ 

15. ___________________________ ___________ __________________ ___________ 
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Guidelines for Volunteers and Chaperones on Field Trips or Events 
 
Volunteer Chaperones and Staff, 
     We want to thank you for volunteering to chaperone a field trip/event hosted by ACA.  We know that every person 
brings unique insights and understandings that contribute to the success of a field trip.  We appreciate the insights that you 
bring and your contributions to our students during a field trip. 
     Our primary concern during any trip is the safety and security of every student.  We realize additionally, that every 
volunteer chaperone and every staff member is a role model to the students who are participating in the trip.  Students will 
often imitate the behavior of adults around them.  Therefore, we expect volunteer chaperones and staff to model behavior 
that reflects the vision, mission, and standards of ACA.   
 
Specific Expectations of Every Volunteer Chaperone or Staff Member: 
 
Appropriate Dress 
• Please dress to be a good role model for the students.  Meet or exceed the student dress code for ACA.   
• Meet or exceed the dress expectations for the event or occasion.  For example, if students are expected to wear blue 

jeans and an ACA shirt, please match the students’ dress as closely as possible in your selections for dress.   
• Be careful not to wear any clothing that has inappropriate advertisement, language, insinuation, or provocative display 

and would not be representative of ACA’s standards. 
 
Appropriate Behavior 

• All school rules apply on school-sponsored events. Chaperones are expected to comply with school policies, follow 
the directions given by the school’s supervising staff member, work cooperatively with other staff and volunteers, and 
model appropriate behaviors for students.  

• Different venues may require different behavioral expectations.  For example, the tone of voice or behaviors expected 
in a museum might sharply contrast from the tone of voice or behaviors used at an amusement park.  Please be aware 
of the expectations required in any particular venue and model appropriately for students. 

• Volunteers are expected to give verbal direction and appropriate corrective instructions to students when needed.  
Volunteers are not to utilize any disciplinary measures other than calm vocal redirection when needed.  Volunteers are 
to refer any disciplinary issues to staff or administration in charge. 

• School rules related to student behavior apply. Go over rules and standards of behavior, safety rules, and any site-
specific rules with students. Ensure that students do not get involved in extra activities that are not pre-approved by 
administrators and parents.  

• During the entire duration of the trip from time of departure until time of return, in keeping with school standards and 
educator ethics, no alcohol, tobacco, illegal drugs, controlled substances, or weapons should be present or used. 

• Please use school appropriate language; refrain from use of provocative or profane language. 
• Because the school must obtain prior written permission from a child’s parent before transportation is provided, do 

not transport any students in your car or other vehicle unless they are your own children.   
• Do not administer any medications, prescription or nonprescription, to students.  

 
Appropriate Presence 

• Students must be supervised at all times while at school-sponsored events. As a chaperone, you will supervise a small 
group of students, helping them learn and making sure they behave appropriately. Students must stay with you, their 
chaperone, at all times. Go over the use of the buddy system with students under your care. Account for all 
participants regularly and before changing activities. Be sure you know when and where to meet the rest of your 
group at the end of the visit. Chaperones must be readily available, be mindful of safety concerns, and respond to 
students’ needs.  

• Remain with your group at all times.  Assigned groups are typically no larger than one adult chaperone for every 10 
students and are often smaller if possible.  You should only leave your group if you have an emergency and notify 
another adult near you or if you make prior arrangements with administration. 
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• Be sure students are supervised at all times and never left unattended.  A student assigned to your group must stay 
with your group at all times.  If you cannot see a student, they are not supervised. 

• For the protection of both the student and the chaperone, chaperones should not place themselves in situations in 
which they are alone with a student.  

• Family members or friends of a chaperone may not participate in a school-sponsored field trip or event unless prior 
approval is given from the principal. Additional children can distract you from your duties as a chaperone.  

• Be sure to know what to do in an emergency (medical emergency, natural emergency, lost child, serious breach of 
rule, etc.). Know who is first aid trained, where the first aid kit is, where the cell phone is kept, and who has the 
copies of parental permission slips with emergency phone numbers and medical information.  

• Attempt to schedule restroom and other breaks for the entire group so that students do not have a need to leave the 
group.  Pair students who have restroom emergencies so that they are not left alone. 

• If you have to return early, you must receive permission from the administrator in charge and arrange for your 
responsibilities to be covered by another volunteer or staff person.   
 
WHO 
A chaperone or volunteer chaperone is a person at least 21 years of age who accompanies students to supervise their 
activities or behavior and who offers their services to Arlington Classics Academy without receipt of monetary 
compensation.  At least one teacher per group or class must attend along with the chaperone.  There must be at least 
one adult chaperone and one staff member on each bus or unit of transportation.  
 
A chaperone must be an ACA approved volunteer. Approved Volunteers must annually submit an application and 
annually submit to a background check to determine eligibility (approval) to volunteer. The volunteer screening 
process occurs during two volunteer enrollment periods at the beginning and middle of the school year. The screening 
process requires a minimum of seven (7) school days.  
 
WHAT, HOW 
A sufficient number of adult chaperones should be assigned to assure proper supervision of all students. Field trips 
require appropriate supervision in accordance with the nature of the field trips. A suggested ratio of adults to students 
is one adult for every 3 to 6 students for elementary, one adult for every 10 to 15 students for middle school, and one 
adult for every 20 to 25 students for high school. Depending on the nature of the activity and the location, the 
principal may use his/her discretion on the number of chaperones needed.  
 
WHERE, WHEN 
In order to maintain the safety of the students and to adequately account for their whereabouts, only those chaperones 
who are approved for a particular trip will be allowed to actively participate with the students. Individuals who may 
be present at the site of the trip, but are not an approved chaperone for the trip may not “shadow” the group or 
participate in any of the group’s scheduled activities. If the group of students were performing at the venue, family 
members/friends present would be considered as any other spectators.  

 
        EMERGENCY NOTIFICATION AND COMPLIANCE STATEMENT  

 
In the event that I have a personal emergency, please contact: 

 
       ______________________________ ___________________    ________________________________  

Printed Name        Relationship         Daytime Phone 

 
I acknowledge that I have received the copy of the “Guidelines for Volunteer Field Trip” Chaperones,” have read  
these guidelines, and agree to comply with the guidelines as a school volunteer. 

 
       Name_____________________________________________ Date_____________________________  

Printed Name 
        
       Name_____________________________________________  

Signature 
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SCHOOL VOLUNTEER INFORMATION  
CONCERNING CRIMINAL BACKGROUND CHECKS 

 
 
To help ensure the safety of all Texas school-aged children, all volunteers who will or may have 
unsupervised access to children with this school must complete the Volunteer Application for Arlington 
Classics Academy and become an approved volunteer.  The information provided in the Volunteer 
Application will be used to perform a criminal history background check that will determine the 
applicant’s eligibility for service as a volunteer. This criminal history information will be used only in 
determining whether to accept the applicant as a volunteer, and will not be used or disseminated for any 
other purpose.  
 
Note: “Convicted,” as used in this document, means found guilty of any misdemeanor, gross 

misdemeanor, or felony crime in a court of law, including instances in which a plea of guilty or 
nolo contendere is the basis for the conviction, or any proceedings in which the charge has been 
deferred from prosecution or the sentence has been deferred or suspended. 

 
Per Texas Education Code sections 22.083-22.0835 and ACA legal and local policy 600.060, all 
volunteers will undergo a criminal history search background check performed through the Department 
of Public Safety.  Any exempted categories of volunteers within the Code or policy must still undergo a 
criminal background check per Arlington Classics Academy’s local procedures to ensure the safety and 
security of all ACA students and staff. 
 
Grounds for Rejection or Termination of an ACA criminal history and background check applicant: 
 

• Title 5 Felonies 
o Murder, capital murder, manslaughter, or criminally negligent homicide 
o Kidnapping, aggravated kidnapping, unlawful restraint, and smuggling and trafficking of 

persons 
o Assault, sexual assault, aggravated assault, aggravated sexual assault, injury to a 

child/elderly individual/disabled individual, and abandoning or endangering a child 
o Deadly conduct, terroristic threat, aiding suicide, tampering with a consumer product, 

harassment by persons in certain correctional facilities, and harassment of a public 
servant 

o Other sexual offenses including continuous sexual abuse of a young child or children, 
improper relationship between an employees, volunteers, and Board members and 
student, and improper photography or visual recording 
 

• Offenses requiring registration as a sex offender 
o Continuous sexual abuse of a young child or children 
o Indecency with a child 
o Sexual assault and aggravated sexual assault 
o Prohibited sexual conduct 
o Compelling prostitution 
o Sexual performance by a child 
o Possession or promotion of child pornography 
o Aggravated kidnapping and burglary if committed with intent to abuse a victim sexually 
o Unlawful restraint, kidnapping, or aggravated kidnapping 
o Other sex-related offenses including online solicitation of a minor 

 
• Equivalent offenses in other states 
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• Crimes where the victim was under the age of 18 or was enrolled in a public school 
• Other offenses as designated by school board policy or school procedures 

o School board designee has right to reject any and all applicants who do not meet the 
Code of Ethics and Standard Practices of employees, volunteers, and Board members 

o Crimes of moral turpitude as defined legally in Texas: 
 “Dishonesty, fraud, deceit, misrepresentation, or deliberate violence 
 Matters of personal morality 
 Knowingly contrary to justice, honesty, principle, or good morals 
 Baseness, vileness, or depravity 
 Conduct immoral in itself, regardless of whether it is punishable by law 
 Immoral conduct that is willful, flagrant, or shameless, and which shows a moral 

indifference to the opinion of the good and reasonable members of the 
community.” 

 
Specifically, if you have ever been convicted of any crime against children or other 
persons "Crime against children or other persons" includes any of the following 
offenses:   
• Aggravated murder   
• First or second degree kidnapping   
• First, second, or third degree assault of a 

child   
• First, second, or third degree rape of a 

child  
• First degree arson   
• First or second degree manslaughter   
• Indecent liberties   
• Vehicular homicide   
• Communication with a minor   
• Simple assault   
• First or second degree criminal 

mistreatment   
• First or second degree custodial 

interference   
• Malicious harassment   
• Criminal abandonment   
• First or second degree sexual misconduct 

with a minor   
• Violation of child abuse restraining order   
• Selling or distributing erotic material to a 

minor  
 
Or any of these crimes as they may be renamed 
in the future. 

 
• First or second degree murder   
• First, second, or third degree assault   
• First, second, or third degree rape   
• First or second degree robbery   
• First degree burglary   
• First or second degree extortion   
• Incest   
• Prostitution   
• Felony indecent exposure   
• First degree promoting prostitution   
• Unlawful imprisonment   
• Sexual exploitation of minors   
• Child abuse or neglect  
• First or second degree custodial sexual 

misconduct   
• First, second, or third degree child 

molestation   
• Patronizing a juvenile prostitute   
• Child buying or selling   
• Promoting pornography   
• Custodial assault   
• Child abandonment
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FIELD TRIP CHECKLIST 
 
School: ________________________________________________ 

 
Date(s) of Trip: ___________________________________________________ 

 
Trip Destination:    _________________________________________________ 

 
Sponsor: ________________________________________________ 

 
 
The following list assists the sponsoring staff member through the field trip 
process. Please see procedures for specific information regarding each item. 

 
DATE STEP 1: INITIAL PLANNING (8 WEEKS BEFORE TRIP) 
DONE (See “School Sponsored Field Trip – Preliminary Approval Form”) 

 Determine and document the educational benefit of the field trip (curriculum- 
 related study, interscholastic athletics, and co-curricular activities) 
 Develop a description of all activities; include transportation, housing, and 
 eating plans; list unusual aspects of the trip; include all related brochures 
 Estimate the planned number and ages of participating students and 
 chaperones needed  
 Determine proposed costs and funding  
 Develop a preliminary itinerary of activities  
 Identify if the field trip has special hazards, including on/in/near water, in 
 remote locations/hiking, involving animals, and/or outdoor education; avoid 
 high-risk activities  
 Review field trip plan with principal  
 Secure principal’s preliminary approval to conduct the field trip, and to 
 conduct fundraising if applicable (seek Business Office approval) 
   
 Submit to Principal and/or Executive Director of Schools for approval  
  
 Review procedure for fundraising, and develop a plan including fundraising 
 activities, a plan for assisting the students who are unable to pay their own 
 expenses, and a method for return funds if not used for the trip 
   
 STEP 2: DETAILED PLANNING (8-2 WEEKS BEFORE TRIP) 
 Contact place(s) being visited to make preliminary arrangements (if needed) 
 Evaluate the field trip site for potential hazards, special requirements of 
 location and activity, and accommodations  
 Review all contracts and insurance requirements; ensure insurance for out 
 of country field trips (the EDS reviews and signs any contracts). 
   
 Arrange for transportation:  
 • If school bus or van, submit request to transportation 
 • If other, check with risk manager/safety officer for guidelines 
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FIELD TRIP CHECKLIST 
 
Arrange for housing and assess suitability of housing (if overnight 
stay); consider same sex sleeping needs 
Arrange for food services (if needed)  
Develop a detailed itinerary  
Identify risks associated with this field trip  
Address unusual aspects of trip with risk manager/safety officer  
Determine adult supervision needed and arrange for chaperones: 
• ensure adequate number based on the type of activities planned and the 

age of the students for developmental appropriateness; ratio approved 
by school administrator   

• ensure qualified for special needs (first aid trained, lifeguard, etc.)   
• ensure criminally screened   
• ensure they received and signed school chaperone guidelines   
Arrange for needed equipment and supplies, including 
emergency equipment 
Meet with school nurse to plan medication needs/dispensing for students; 
arrange for distribution of special medications on the field trip (trained staff 
and secured medications) 
Assemble parent information/permission packet: 
• letter home to parents   
• detailed itinerary of activities   
• permission forms (informed consent, emergency treatment, medical 

conditions)  
• list of things students can and cannot bring, appropriate dress   
If academic competition is involved, submit to principal for approval: 
• written criteria and guidelines used to select participants in academic 

competitions  
• written communications used to inform parents and students of 

the academic competition and of the governing guidelines   
Obtain final administrative approval  
If a substitute is required, submit request to principal  
Arrange an informational meeting for parents (for overnight, out of area, or 
out of country field trips)  
Arrange for supervision of students who opt out of the field trip 
 
STEP 3: FINAL ARRANGEMENTS (2 WEEKS BEFORE TRIP)  
Provide field trip information to parents including: 
• letter home to parents   
• detailed itinerary of activities   
• permission forms (informed consent, emergency treatment, medical 

conditions)  
• list of things students can and cannot bring, appropriate dress   
Provide orientation for chaperones, and ensure adequate supervision will 
be available 
Confirm transportation 
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FIELD TRIP CHECKLIST 
 
 

Confirm housing (if needed)  
Confirm food services (if needed)  
Confirm arrangements with place(s) to be visited (if needed)  
Confirm availability of needed equipment and supplies  
Confirm arrangements for special medications 

 
STEP 4: FINAL CHECKS (DAY OF TRIP)  
Confirm there is adequate adult supervision for the trip; check the number 
and types of chaperones 
Check attendance  
Ensure adequate transportation  
Ensure parental permission is obtained and emergency information 
is available:  
• Every student has returned the parent permission/emergency 

medical form  
• Provide the school office with a copy of the signed field trip permission 

form/emergency medical form for each student (the original of these 
forms stay with the field trip sponsor)   

• A copy of the parent permission/emergency medical form for 
each student and staff member are kept with them   

Review behavior and safety standards with students and chaperones 
before departure, including:  
• reinforce school rules and expectations   
• the system of accounting for students and the use of the buddy system   
• review emergency procedures (for injury, accident, or 

inappropriate activity)   
• explain what to do if a student gets separated or lost from group 
Check emergency supplies and essential items for the trip   
If special equipment or clothing is needed for each student, ensure that it 
is provided   
Get medication for students from the office and ensure medications 
are secured 
Make sure that staff/chaperones on the field trip have a 24-hour phone 
number for administrators, and the school office/administrator has 
(cell) phone number of staff on the trip 

 
STEP 5: AFTER TRIP EVALUATION  
After the field trip, evaluate field trip procedures and the activities involved to 
ensure field trips in the future are safe 
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FIELD TRIP DESCRIPTION AND ITINERARY FORM 
 
 
Trip or Event Name:   
Departure Date:  Return Date:  

Departure Time:  Return Time:  

Description of activities:   
    

    

    

    

    

    

    

    

    
 
 
Number of students and adult supervisors: 
 
Max. # students: Min. # chaperones: 
 
 
Transportation: 
 
Provided by: 
 
 
Food/drinks/snacks: 
 
Provided by: 
 
 
Where they will eat: 
 
 
Housing: 
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FIELD TRIP DESCRIPTION AND ITINERARY FORM 
 
 
Student “what to bring” list: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appropriate dress: 
 
 
 
 
 
 
 
 
 
 
 
Supplies and equipment for staff to bring: 
 
Cell phone 
 
First aid kit 
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FIELD TRIP DESCRIPTION AND ITINERARY FORM 
 
 
Hazard assessment: 
 
Potential hazards: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Emergency contact person at school during these activities: 
 
Name & Title: 

Phone number: 

24-hour contact: 
 
Name & Title: 

Phone number: 
 
Itinerary: 
 
Estimated times   Activities 
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SAMPLE FIELD TRIP DESCRIPTION WITH ITINERARY 
 
 
 
Date and times of trip: 
 
Friday, May 31, 2009  
Leave school at 8:30 a.m.; return to school by 3:30 p.m. 
 
Description of activities: 
 
Third grade day trip to Sandy Beach to study specific beach sea life (part of 
science curriculum) 
 
Number of students and adult supervisors: 
 
Maximum of 60 students, with a minimum 12 chaperones and 1 certified staff 
member  
(Note: One chaperone needs to be first aid trained, and one needs to 
have certified water rescue skills) 
 
Transportation: 
 
By school bus 
 
Food: 
 
Students to bring their own bag lunches 
 
Housing: 
 
N/A 
 
Student “what to bring” list: 
 
Non-refrigerated lunch and drink  
Clothes for beach walking, including footwear for wading 
Towel 
Sunscreen (if needed) 
 
Appropriate dress: 
 
Clothing appropriate for weather (warm clothes in case of cold weather or rain) 
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SAMPLE FIELD TRIP DESCRIPTION WITH ITINERARY 
 
 
 
Supplies and equipment for staff to bring: 
 
Cell phone  
First aid kit 
Plastic bags to put collected beach life in 
Blankets for the beach 
Water rescue equipment 
Non-water hand cleaner 
Beach toys (balls, frisbee, etc.) 
 
Hazard assessment: 
 
Potential hazards: slips, trip and falls, disease, bites or poisoning from animals 
or fish, sand in the eye, shells, wood or other debris causing cuts or splinters, 
sunburns, hypothermia, drowning, getting lost or separated from the group, 
getting caught in high tide, sudden inclement weather 
 
Emergency contact person at school during these activities: 
 
Penelope Potts, Secretary, Good Times Elementary School  
Phone #: (817) 555-5555 
 
24-hour contact:    N/A 
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 SAMPLE FIELD TRIP DESCRIPTION WITH ITINERARY 

Itinerary:  

Est times Activities 

8:00 am Meet at school, review of rules, double check: chaperones, 
 supplies, permission slips, lunches, clothing 

8:15 am Board school buses (2), stow lunches, take roll call 
8:30 am Leave for Sandy Beach 

10:00 am Arrive at beach parking area, rest stop at beach entrance (leave 
 lunches on bus) 

10:15 am Take roll call, split into six teams of not more than 10 students each 
 with two chaperones per team, and walk to designed area on the 
 beach (not more than 1/2 mile from the parking area) 

10:45 am Search the beach in shallow (not more than knee high) water 
 looking for beach sea life; when found, identify sea life and carefully 
 place it in plastic bags provided by the chaperones 

11:30 am Return to parking area, take roll call, wash hands at rest stop, get 
 lunches from bus 

11:45 am Spread blankets and eat lunch on beach; when lunch completed, 
 supervised free time on beach for students (in limited area) 

12:15 pm Take roll call and break into teams again, walk to second area on 
 beach 

12:45 pm Search the beach in shallow (not more than knee high) water 
 looking for beach sea life; when found, identify sea life and carefully 
 place it in plastic bags provided by the chaperones 

1:30 pm Return to bus parking area, wash hands in restrooms, board buses, 
 take roll call 

1:45 pm Leave Sandy Beach for school 
3:00 pm Arrive at school 
3:15 pm Return to classroom 
3:30 pm Go home via normal transportation 
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FIELD TRIP OR EVENT 
PARENT TRANSPORTATION RELEASE 

 
 
 
 
I, ___________________________________________________ hereby accept my  
        (Parent’s name) 
 
son/daughter,  __________________________________________ into my care and  
      (Child’s name) 
 
release Arlington Classics Academy including all its employees  from any duty or liability with 
respect to the transportation of my son/daughter to and/or from the today’s field trip. 
 
 
Name of Field Trip or Event:  _____________________________________________________________ 
 
Date of Field Trip or Event:  ______________________________________________________________ 
 
 
Parent or legal guardian please initial one or both: 
 
 
_____ I will transport my student to the field trip. 
 
 
_____ I will transport my student from the field trip. 
 
 
 
 
 
 
______________________________________________________ __________________________ 
Parent/Guardian Signature      Date 
 
 
 
Note: It is recommended that all students be transported using the school designated  arrangements.  The 
principal may use their discretion whether or not to allow students to be transported via another means of 
transportation.  If the student is transported by some means other than arranged by the school, the parent 
releases the School from all liability that may arise because of this alternate means of transportation. 
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ARLINGTON CLASSICS ACADEMY 

WAIVER AND RELEASE OF LIABILITY 
 

 I, _____________________________________ (“parent name”)  am a parent and/or legal guardian of  
 
__________________________________ (“my child”), who is enrolled as a student at Arlington Classics  
 
Academy (“ACA”).  My child is ________ years old and his/her birth date is ____________________.   
 

I understand and acknowledge that my child may participate in athletic activities and other activities and 
events, both on and off ACA premises, including but not limited to games, practices, competitions, and field trips.  
I certify that my child is physically and medically fit and able to participate in such activities and events, and I 
hereby consent to my child’s participation in such activities and events.  I understand and acknowledge, in that 
regard, that my child’s participation in such activities and events carries with it the potential for injury and even 
death, as well as property damage or loss.  Such risks include, but are not limited to, those caused by terrain, 
facilities, temperature, weather, lack of hydration, collisions with other players or participants, travel, equipment, 
vehicular traffic, and the actions or omissions of my child and/or other people, including but not limited to 
participants, volunteers, spectators, coaches, referees, officials, sponsors, monitors, and producers and/or 
organizers of such activities and events.  I hereby assume all such risks of my child’s participation in or 
attendance at such activities and events, as well as my own participation or attendance as a spectator, volunteer, or 
in any other capacity.  I hereby waive and release all claims, causes of action, and demands against ACA and all 
ACA directors, officers, employees, agents, representatives, and trustees, as well as the holders, sponsors, 
producers, organizers, monitors, and event or activity volunteers, and I agree to hold harmless and indemnify all 
such released persons and entities of and from any and all liability, claims, causes of action, and demands arising 
from any injury, death, and property damage or loss sustained or suffered by my child or me as a result of 
participation in or attendance at any such events or activities, even if such injury, death, or property damage or 
loss is caused in whole or in part by the negligence or carelessness of any of the persons or entities hereby 
released. 
 I hereby consent to medical treatment of my child if I am not present or available to give such consent, in the 
event my child is injured or becomes ill during my child’s participation in or attendance at any such activities or 
events, or while en route to or returning from such activities or events. 

 I understand that my child may be photographed or video recorded, either individually or with other 
participants or attendees, at such activities or events.  I consent to my child being photographed or video recorded, 
and I consent to the use of any such photographs or video for any legitimate purpose by ACA and the holders, 
producers, sponsors, and organizers of such activities and events. 

 This Waiver and Release of Liability should be construed broadly to provide a release and waiver to the 
maximum extent permissible under applicable law. 

 I hereby certify that I have carefully read this document, understand its intent, content, and effect, and have 
had the opportunity to review and discuss it with legal counsel before signing it.  I knowingly and voluntarily 
hereby sign this Waiver and Release of Liability, of my own volition and accord. 
 
 
 

Parent/Guardian Signature       Date 


