Field Trip Request Form



FILE:  IICA-AF1

Basic

NORMANDY SCHOOL DISTRICT
FIELD TRIPS AND EXCURSIONS

Request Form
Teacher’s Name: ________________________________
 School: 


 Room #: _________


Destination(s): ____________________________________________________________________________  Date of Field Trip: _______________  Departure Time: _______________  Return Time: ______________

# of Adults Attending: ________   # of Students Attending: ________   Grade Level of Students: ________ Costs involved and funding source(s): _________________________________________________________

Instructional Rationale: _____________________________________________________________________ 
__________________________________________________________________________________________ 

MAP/GLEs/Standard:______________________________________________________________________
What makes this field trip appropriate for the students attending it? _______________________________ 

__________________________________________________________________________________________ 

Pre-activities that will occur: ________________________________________________________________

__________________________________________________________________________________________ 

Assessment activity: _______________________________________________________________________ 
__________________________________________________________________________________________ 

Follow-up activities that will occur: ___________________________________________________________ 

__________________________________________________________________________________________ 

What are the anticipated results of this field trip? _______________________________________________ 

__________________________________________________________________________________________ 
Please submit the following items with this request:

	Out of State Trip

(2 months notice,
 Board Approval)
	Overnight Trip

(2 months notice,
 Board Approval)
	Trip of 100+ Miles or 

Contracted Transportation

(1 month notice, Superintendent Approval)
	Local Trip or
Walking Trip
(2 weeks notice,
Director Approval)

	Field Trip Request IICA-AF1
	Field Trip Request IICA-AF1
	Field Trip Request IICA-AF1
	Field Trip Request IICA-AF1

	Bus Application IICA-AF2  

(Contracted=attach contract; Private Vehicles=Attach Driver’s License & Insurance Information)
	Bus Application IICA-AF2  

(Contracted=attach contract; Private Vehicles=Attach Driver’s License & Insurance Information)
	Bus Application IICA-AF2  

(Contracted=attach contract; Private Vehicles=Attach Driver’s License & Insurance Information)
	Bus Application IICA-AF2  

(Contracted=attach contract; Private Vehicles=Attach Driver’s License & Insurance Information)

	Parent Permission IICA-AF3
	Parent Permission IICA-AF3
	Parent Permission IICA-AF3
	Parent Permission IICA-AF3

	Itinerary IICA-AF4
	Itinerary IICA-AF4
	Chaperone List IICA-AF7
	Chaperone List IICA-AF7

	Student Roster IICA-AF5
	Student Roster IICA-AF5
	
	

	Room Assignments IICA-AF6
	Room Assignments IICA-AF6
	
	

	Chaperone List IICA-AF7
	Chaperone List IICA-AF7
	
	

	Cost Breakdown IICA-AF8
	Cost Breakdown IICA-AF8
	
	

	Medical Release IICA-AF9
	Medical Release IICA-AF9
	
	

	Disbursement Form is required if using district funds (i.e., registration fees, meals, lodging)

	Must notify Food Service a minimum of one week in advance if requesting sack lunches or canceling meals.

	Approval is dependent upon submission of all required information according to timelines.
Notice days are calculated using school days counting backwards from the office of approval.


Teacher’s Signature/Date: 



     Principal’s Signature/Date: 





Director’s Signature/Date: 



     Superintendent’s Signature/Date: 




(Director will notify transportation of approved request.  Teacher/Sponsor is encouraged to check with transportation at least two days before field trip.)
4/25/05, 5/6/05, 9/7/05

