High School Field Trip Pre-Approval Form And Check List
        Today’s Date: _____________

(Should be approved approx. 2 mos. in advance)

	Teacher
	
	Class/es
	

	

	Destination
	

	

	Contact Person
	
	Phone
	

	

	Curriculum Tie-in
	

	

	Anticipated Date
	
	Cost of Admission
	

	

	Location
	
	# of miles roundtrip
	

	

	Bus Arrangements ______________
	
	Bus Driver Will Be
	

	

	Cost of Transportation
	Volunteer Driver

$0
	or
	½ Day Driver

$40
	or
	Full Day Driver

$80
	plus
	($1 per Mile)
	=
	Total

	

	Anticipated Cost per Student
	
	Anticipated Cost per Chaperone
	

	

	Time of Departure
	
	Time of Return
	

	

	Number of Students
	
	Number of Chaperones
	

	

	Administrative Approval
	
	Staff Notified
	

	

	Check List 

	⁯ Confirm bus 


	⁯ Give dates to Development Office by the 15th of the prior month for calendar/newsletter publication

	⁯ Set-up substitute with office if necessary

	Classroom Coverage Needed (be very specific)

	Class Period
	Subject                                                           
	# of Students
	Substitute (if applies)

	First
	
	
	

	Second
	
	
	

	Third
	
	
	

	Fourth
	
	
	

	Fifth
	
	
	

	Sixth
	
	
	

	Seventh
	
	
	

	Eighth
	
	
	

	

	⁯ List all staff which YOU have informed that may be impacted by the trip

	⁯ Exceptional Ed. teachers
	

	⁯ Extra duty coverage
	

	⁯ Time for chaperones to arrive
	

	⁯ Cell phone numbers 

	

	⁯ Your cell phone #
	

	⁯ Bus driver’s cell phone #
	

	⁯ Give Building Secretary a Final Itinerary (a copy of this form) – Including Driving Directions

	

	Day of Trip

	⁯ Permission slips & name tags

	⁯ Emergency medications


