Plumas Lake School District

Field Trip Procedures

(Check off steps as completed)
_____  Step 1. When planning a field trip make sure that it clearly fits the California State Standards  for your grade level(s). Be very specific, i.e. Science movement 2.1.
_____
Step 2. (Approximately 30 days before Field Trip Date) Person requesting Field Trip needs to pick up a Field Trip Packet from Site Secretary.
_____
Step 3. Person requesting Field Trip needs to get Site Principal’s approval for the date and destination of the Field Trip on page 3 of the package.
_____
Step 4. Once the Site Principal approves the date and destination the Site Secretary will fax the Transportation Department page 3 of the package.
_____
Step 5. Once the Transportation Department gets page 3 of package with the proper signature they can work on Transportation to Event. When transportation is arranged the Transportation Department will get with the Site Secretary to OK going forward. Site Secretary needs to record the date of the field trip on the activities calendar located in the office.
_____
Step 6. Person requesting Field Trip needs to contact Food Services Manager at least 2 weeks in advance of the date your class will be away.
_____
Step 7. Person requesting Field Trip needs to send out Parent Permission Forms with an explanatory letter describing timeline and the field trip.

Parent permission forms must be returned 10 days prior to trip.

Distribute them to the students well ahead of this deadline.
_____
Step 8. Person requesting Field Trip needs to get page 4 of the package (Parents Permission Slips) to the Site Secretary 5 days before Field Trip. Keep original copies to take on field trip.
_____
Step 9. Person requesting Field Trip needs to arrange for an appropriate number of parents to chaperone. (Supervision by teachers is often not sufficient) Strive to obtain a 5:1 ratio or desired requirements for facility visiting (which means 5 students to 1 parent) If the bus is overcrowded the chaperones may be asked to drive their own vehicles. Please note the information at the bottom of the parent permission slip. The teachers are to choose the parent chaperones. Just because a parent is willing to go, does not mean that they will be chosen to go. Chaperones cannot bring siblings, extended family members, friends, etc.
_____
Step 10. Person requesting Field Trip needs to arrange with another teacher for a place for any students who may not attend. Let the secretary know in advance where these students will be placed so that the office knows their classroom location.
_____
Step11. Person requesting Field Trip needs to complete the activity roster. Be sure to fill in completely with necessary information. Make a copy for the Site Secretary. 
_____
Step 12. Person requesting Field Trip needs to give Food Services Manager at least 1 week page 5 (Lunch Sign-Up Form) so the lunches can be prepared to be picked up by Person requesting Field Trip the day of Field Trip.
_____
Step 13. Person requesting Field Trip needs to fill out pages 6 & 7 of package (Students Attending as well as the Students Not Attending Forms) and give to Site Secretary. Make sure to fax a copy of the to the Transportation Department at (530) 743-1475
_____
Step 14. Person requesting Field Trip needs to let the other classes such as PE, Band, Art & technology labs know about the field trip.
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