
EDUCATIONAL PROGRAMS Administrative Procedures 610B

Field Trips

I. Staff Advisor/Chaperon - Selection Process

A. There shall be one chaperon for each group of 10-15 students traveling out-of-state,
out-of-country, or participating in in-state activities where the group stays overnight. 
One of the chaperons must be a School District employee who works with the activity.

B. Staff advisor/chaperon shall be approved by the unit administrator.  Appropriate travel
forms should be completed and approved before any publicity to recruit students
begins.

C. Criteria for Selecting and Staff Advisor/Chaperon

1. Advisor assigned to program and/or designee who has knowledge of program.

2. Knowledge of community and/or culture.

3. Assistance to the program after return.

4. Prior experience in related activity.

II. Students - Selection Process

A. There shall be a fair selection process for choosing participating students unless the trip
itself is for a specific group of students, i.e., concert choir.

B. The selection process shall take into account the importance of the student's ability to
represent his/her grade or class, activity, school, State of Minnesota, and the United
States of America.

C. The selection process shall take into account the maturity of the student and his/her
ability to be away from home for the entire duration of the trip.

D. Each student and his/her parent/guardian shall sign this agreement giving authorization to
the advisor/chaperon to make any urgent, necessary decisions regarding hospitalization
and/or health care.



E. Each student shall provide the advisor/chaperon with current medical insurance
information (insurance company I.D.) for coverage in the United States and, when
appropriate, abroad.

F. Each student shall provide the advisor/chaperon with ALL necessary medical
information.

G. Each student shall provide the advisor/chaperon with names and contact numbers in the
event of an emergency.

III. Travel Arrangements

A. There shall be bids taken from area travel agencies when appropriate.

B. There shall be agreement and approval of unit administrator regarding use of charter vs.
regularly scheduled airlines, when appropriate.

C. Cost of trip shall be divided among students so as to cover travel expenses as agreed
by the staff advisor/chaperon, when appropriate.

D. All participants shall have a copy of the complete trip itinerary, including names and
phone numbers of contacts in case of any emergency.  A copy of this should be on file
with the unit administrator.

E. On out-of-state and international air trips, there shall be trip interruption and trip
cancellation insurance automatically figured into the cost of the trip.

IV. Student Responsibility

A. School rules are in effect during the entire trip.

B. Any student caught smoking or breaking a trip rule such as bed time or failure to show
up in time for departures or performances, will be dealt with upon return.  However, the
student will not be allowed to further participate in any activity on the trip.  A chaperon
will be assigned to monitor the student's behavior until they return.

C. Major violations such as possession and/or use of drugs and/or alcohol will result in
immediate suspension of the student from the group, when practical.  The advisor will
attempt to confer with building administrators prior to notifying the parent.  The
student's parents will then be notified immediately and the student will be sent home as
soon as possible.



D. Should a student be sent home, it is the parent's responsibility to pay for the cost of the
student's return home unless insurance covers the cost.  The parents will also be
responsible for picking the student up upon his/her return.

E. Any student sent home will be suspended from school upon his/her return from the
activity and will go through normal school referral process.

F. If, for practical reasons, a decision is made to keep a student with a group until the
group returns rather than returning the student early, the student will not be allowed to
participate in any further activity.  A chaperon will be assigned to monitor the student's
behavior until the group returns.

G. All students regardless of age and/or grade will be expected to follow the same rules. 
Seniors who have graduated and are still part of an activity must also agree to all rules
as outlined.

H. The student must sign a copy of this regulation indicating he/she will comply with all
rules.

V. Advisor/Chaperon Responsibility

A. Be responsible for all aspects of trip including travel arrangements, selection and
discipline of students, emergency situations, and notification to parents of all aspects of
trip.

B. Must provide all students with a written copy of rules and trip procedures.

C. Be responsible for maintaining file of all signed agreements from students and/or
parents.

D. Responsible for student supervision including room check, etc.

E. Must give students safety guidelines and procedures to follow while in a community.

F. While responsible for the students, advisor will refrain from use of alcoholic beverages.

G. A school administrator must review the rules and regulations with advisor and students
prior to the trip.



VI. Parents/Legal Guardian Responsibilities

A. Participate, if possible, in any meetings scheduled prior to departure.

B. Assume all financial responsibility for medical emergencies and/or consequences of
student infractions (see IV-C) not covered by insurance.

C. Give advisor/chaperon authorization to make any necessary and/or urgent decisions
regarding hospitalization and health care.

D. Sign a copy of this regulation indicating that he/she is aware of everyone's
responsibilities including consequences if a student does not meet all guidelines.

A completed copy of this regulation must be signed and turned in to the advisor prior to departure. 
Students will not be allowed to travel with the group if they do not return the signed regulation.
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I have read Administrative Procedures 610B; I understand it fully, including the consequences if it is not
complied with, and am agreeing to participate under these rules, regulations, and procedures.

___________________________________________ ______________________________
Student Signature Date

Medical Insurance Information

Company _______________________________________________________________

Policy Number __________________________________________________________

I.D. Number ____________________________________________________________

Student health history and/or conditions the advisor/chaperon needs to be aware of, including any
necessary medication:  (If none, write NONE.)

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Emergency Numbers:

Mother: Name ______________________________________________________

Home Phone ________________  Work Phone __________________

Father: Name ______________________________________________________

Home Phone ________________  Work Phone __________________

Other: Name ______________________________________________________

Home Phone ________________  Work Phone __________________

I have read Administrative Procedures 610B; I understand it fully, including the consequences if it is not
complied with, and my son/daughter has my permission to participate under these rules and regulations.

__________________________________________ ______________________________
Parent/Guardian Signature Date



SAMPLE LETTER TO PARENTS TO BE PLACED ON LETTERHEAD OF INDIVIDUAL
SCHOOL

________________________
Date

Dear Parent(s)/Guardian(s):

Every year students in District 742 have the opportunity to take part in school-sponsored trips.  We
expect that the trip will be educational, relaxing, and rewarding for all participants.  While traveling as a
school unit, the students do serve as ambassadors of our school.

Enclosed is a copy of the District policy and procedures that must be followed on all trips.  We hope
this regulation will help explain what is expected from each participant as well as the consequences.  It
is necessary for the forms to be signed appropriately and returned.

Enclosed is your copy of the itinerary of the trip.  If you have any questions prior to the trip, please feel
free to call me at ______________________________.

Sincerely,

________________________
Advisor/Chaperon

  


