A.P. Brewer High School
Field trip Procedures

Required of all fieldtrips (includes athletic events – one roster and parental consent form filed and routinely updated).

Check list:

	
	1. Make copy of Fieldtrip Procedures from Teacher Handbook.

	
	2. Secure Fieldtrip Form at least TWO WEEKS prior to trip from Mr. Willis.

	
	3. Determine if a Nurse is needed, if so please indicate on Fieldtrip Form.

	
	4. Accurately complete form.

	
	5. Obtain Mr. Willis approval and signature, along with request for number of buses.

	
	6. When BOE approves trip, teacher will receive pink part of form in their mailbox (The pink form is required for any bus driver taking the trip.  The driver will need that form when you load the bus, at the end of the trip, the driver should submit the form back to the teacher and then the teacher should immediately submit the form to Mrs. Grantland.  Drivers are not to leave the campus without this pink form.)

	
	7. Develop an itinerary for the trip, including the purpose of trip, and expected stops with their phone numbers to be used in case of an emergency.  Turn a copy of the itinerary into upstairs secretary and send one home to parents with parental consent forms.

	
	8. Secure parental permission forms and file in personal file.

	
	9. Approximately 5-7 days prior to the trip, the teacher should re-check with Mr. Willis concerning a reserved bus and driver.

	
	10. Review with your students the rules on pertaining to riding on a bus with emphasis on students’ safety and behavior on a fieldtrip.  Be sure to inform students that they are still subject to the Student Code of Conduct.  By doing this, everyone can work toward having a safe and pleasurable trip.

	
	11. Complete bus roster of students attending trip with emergency phone number and medical conditions (it is suggested that students be assigned seats).

	
	12. On the day of trip, update roster and provide a copy to downstairs secretary, and driver.  Also, YOU MUST provide a copy of the approved fieldtrip form to the driver.

	
	13. During the trip, be sure that students follow the rules of proper behavior.  Remember you are to help the driver in maintaining order on the bus.  The driver is the ultimate authority on the bus.

	
	14. Upon return from trip, the sponsoring teacher will be responsible for the bus being left clean and refueled for the next trip.


We hope you have a safe and fun trip.  Always be aware of hazards and your responsibilities as a professional.

RULES AND REGULATIONS PERTAINING TO PUPIL BEHAVIOR ON SCHOOL BUSES

1. Pupils shall obey the driver willingly and promptly.  The driver is in full charge of the bus and the pupils.

2. Each pupil may be assigned a seat which he is expected to use at all times, unless permission to change is given by the driver.
3. Outside of ordinary conversation, classroom conduct is to be observed. 

4. Pupils are to assist in keeping the buses clean by not throwing any trash on the floor.  Pupils shall not throw any refuse out the window.

5. No pupil shall at any time extend his head, hands or arms out of the windows whether bus is in motion or standing still.

6. No pupil shall open a window on the bus without first getting permission of the driver.

7. Pupils shall leave the bus in an orderly fashion and cross the highway only in front of the bus.

8. Pupils shall not stand or play in the road while waiting for the bus.

9. Pupils, who have to walk for some distance along the highway to the bus-loading zone, shall walk on the left-hand side of the road facing traffic.  This shall also apply to the pupils leaving the bus-loading zone in the afternoon.

10. Pupils shall see that they have nothing in their possession that may cause injury to another, such as sticks, any type of firearms, pins extending from their clothing or glass containers. 

11. No pupil shall talk to the driver any more than necessary.

12. Pupils shall clean shoes and boots before entering the bus.

13. A pupil who is willfully disobedient, fights or destroys property while on a school bus may lose transportation privileges and may be excluded from the bus.  Public transportation is a privilege, and is subject to a student’s is good behavior and strict observance of the rules of the Board of Education for pupil transportation.

A bus driver may not expel a student from the bus for misbehavior while en-route to and from school, but may refuse to allow him to ride again until such misconduct has been corrected by the principal and /or parent to the satisfaction of the driver.

Teachers the following are general information from board policy concerning your trip.  Please take a moment to review these procedures and become familiar with your and your student’s responsibilities on the bus.  Remember the success of your trip depends on you informing your students’ of your expectations of them before you leave.

I. The primary uses of buses are to transport students to and from school.  Any other use requires authorization by the principal and/or superintendent.

II. School pupils or school employees and official chaperons are the only ones permitted to ride a bus.

III. Pupils shall obey the driver willingly and promptly.  The driver is in FULL CHARGE of the bus and the PUPILS.
IV. Each pupil may be assigned a seat which he is expected to use at all times, unless permission to change is given by the driver.

V. Outside of ordinary conversation, classroom conduct is to be observed.

VI. Pupils are to assist in keeping the buses clean by not throwing any trash on the floor.  Pupils shall not throw any refuse out the window.

VII. No pupil shall at any time extend his/her head, hands or arms out of the windows whether bus is in motion or standing still.

VIII. No pupil shall open a window on the bus without first getting permission of the driver.

IX. Pupils shall leave the bus in an orderly fashion and cross the highway only in front of the bus.

X. Pupils shall not stand or play in the road while waiting for the bus

XI. Pupils shall see that they have nothing in their possession that may cause injury to another, such as sticks, any type of firearms, pins extending from their clothing or glass containers.

XII. No pupil shall talk to the driver any more than necessary.

Teachers are responsible for the behavior of their students while on a fieldtrip.  We expect teachers to act professionally while working with bus drivers, to insure SAFE transportation of students.  In matters dealing with or on the bus, the driver has full responsibility.

We are sure that both driver and teacher will work together in providing a positive learning environment.  Remember, good planning and open communications are the keys to successful fieldtrips.

A.P. Brewer High School

Parental consent form for Fieldtrips
_______________________________________


_________________________

Student Name






Date

I hereby grant the above named student permission to attend the fieldtrip listed below.  The staff works diligently to insure the safety of all students.  I release the Morgan County School board and its employees of any liability that may occur.  I have received an itinerary of the trip and understand the purpose.

I have gone over proper behavior that a student should exhibit while and fieldtrips and explained the importance of following safe practices while on fieldtrips.

	Sponsoring Teacher(s)
	Sponsoring Organization

	
	


	Date of trip
	Event Attending
	Location of Event
	Estimated Departure Time
	Estimated Return Time

	
	
	
	
	


	Please provide a Phone number in case of an  Emergency.
	List any Medical Problems we should know about.

	
	


	Parent/ Guardian Signature
	Date

	
	


I the above named student realize my responsibility in attending this trip.  I fully understand that my behavior is subject to the Morgan County Code of Conduct.  I agree to follow the instructions of my teacher and to behave in a manner which will be safe for myself and my fellow students.

	Student  Signature
	Date

	
	


A.P. Brewer High School

Fieldtrip Bus Roster

	Date
	Sponsoring Teacher
	Bus No.
	Driver

	
	
	
	


	Assigned Seat No.
	Student Name
	Emergency Ph. No.
	Medical Concerns
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