Field Trips Procedure 
Check List

1. Approval Process:  Get signatures from:
___
Site Principal
___
Food Services

___
Transportation Department

2. If Approved:  Then teacher must:

___
send out permission slips

___
arrange chaperones

___
get busing information from Transportation Department
3. Day of trip:  teacher must: 

___
give copies of permission slips to Site Secretary.
___
make 4 copies of the Field Trip Non-Attendance & Field Trip Attendance Forms. Keep 1 for own use on field trip, give 1 to Site Secretary, give 1 to bus driver and fax 1 to Transportation Department at (530) 743-1475.
___
pick up lunches

4. List of students not going on trip and where the will be:  

___
make arrangements to have adjunct duties covered

___
get work ready for students that can’t go on trip
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