BROADWAY HIGH SCHOOL FIELD TRIP REQUEST 2009-2010
GENERAL INFORMATION

	Teacher:

Cell Phone Contact Number:
	Department:

	Date of Trip:
	Student Participant List Deadline:
	Destination:



	Departure

Time:
	Estimated return

Time to BHS:
	# of

Students:
	# of

Chaperones:

	Names of Chaperones:

(school personnel)


	Names of Chaperones:

(non-school personnel)




TYPE OF TRIP (Please check only one. Washington, DC is considered an in-state field trip.)

*** All out-of-state and overnight trips require school board approval.  
*** A copy must be given to Dr. Leaman at least one month prior to the trip.

	IN-STATE
	OUT-OF-STATE
	OVERNIGHT
	Approval
	Date


**Bus driver will be __________________ The bus will pickup at the FRONT / BACK of the school at  ______

USE THE CHECKLIST ON THE BACK OF THIS FORM OR ATTACH A PLAN FOR THE SUPERVISION OF STUDENTS (required for all field trips).

INSTRUCTIONAL INFORMATION

	Instructional purpose of trip:



	Pre-trip activities:



	Follow-up activities:




FIELD TRIP DETAILS (*** if total cost exceeds $1000, three bids are required, please see Lou Pence for details)
	Trip Itinerary
	Trip Finances

	TIME
	ACTIVITY
	Total Cost **** (see above)
	

	
	
	Financing from BHS accounts
	

	
	
	Financing from Booster accounts
	

	
	
	Financing from fundraising
	

	
	
	Financing from students
	

	
	
	Cost per student
	

	
	
	Out-of pocket expense per student
	


TYPE OF TRANSPORTATION
	School

Bus
	School

Van
	Commercial

Bus
	Car – List drivers below

(must be on approved driving list)

	Account for

driver payment ($10.77/hour)
	


_________
SUBSTITUTE REQUEST HAS BEEN MADE TO ADMINISTRATOR (If required).


1. This form must be turned in to Chris Robinson, Activities Director, at least ONE MONTH before the date of the trip.

2. A plan for the supervision of students must be attached or use the checklist on the back of this form for all field trips.
3. If a substitute is required, please contact Ryan Ritter.

4. A list of all students going on a field trip must be posted on News at least one week before the trip. Please alphabetize lists and combine them, if students from more than one class will be going.  In the “subject” area please type “FT:” then fill in the group going and the date of the trip (i.e. FT:  FFA  2/14/10)
5. Permission slips must be collected for each student attending the field trip.

6. Appropriate health forms shall accompany all students on all field trips. These forms include the emergency care form and emergency alert forms.
7. You must complete the top portion of the “RCPS Weekend Fieldtrip Notice Form” if traveling on the weekend and submit to Camala Kite.

BHS General Chaperone Guidelines
The guidelines listed below are to be followed when a class or organization is going on a field trip. The listed guidelines are not all inclusive and it is understood that the chaperones will have to make decisions based on unforeseen situations and events. Check all of the following guidelines that apply to your trip.

Required Guidelines:
_____ Each chaperone will supervise no more than 15 students.

_____ Chaperones will sit with students at different sections of bus during transportation.

_____ Chaperones will take periodic counts of students on the trip to ensure that all are present.

_____ One chaperone must be a school board employee. It is preferable to have a BHS employee as one 


     of the chaperones.

Other Guidelines: 
Check all that will be used. One or more must be used.

______ Student and chaperones will remain together as a group throughout the trip.

______ Students will be attending an event in a restricted area.

_____ Chaperones will escort students to sessions or workshops.  

_____ Students will use the buddy system to go between different areas in which events are 


taking place.

_____ Students will be supervised by adults at the event.

_____ Chaperones will establish periodic meeting times throughout the day in which a head 


count will be performed to make sure all students are present and accounted for.

______ Students will be attending an event in a non-restricted area.

_____ Students will be escorted by chaperones or advisors/teacher.  

_____ Chaperones will establish periodic meeting times throughout the day in which a head 


count will be performed to make sure all students are present and accounted for.

_____ Students will use the buddy system to go between different areas in which events are 


taking place.

______ The group will be stopping for a meal.



_____ Students and chaperones will eat together at the same location.

_____ At least one chaperone will escort students to different restaurants and remain with the 


students until all have finished.

______ Overnight Trips (all are required):



_____ There will be an 8:1 student-to-chaperone ratio.



_____ Chaperones’ rooms will be located with student rooms. (Close to all rooms)



_____ A curfew check will be made at _________ (time) each night.

Guidelines not listed:_________________________________________________

__________________________________________________________________ 

