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Instructional travel is recognized by the Board of Education as a significant part of the 
educational program of a school, provided that it is directly related to the curriculum, enhances 
student learning, assures student safety and has been carefully planned by the teacher(s) and 
building level administration. Field trips must include evaluation of the experience with follow-
up activities to reinforce the educational value of the trip.  
 
With the Principal’s and Assistant Superintendent’s permission, teachers may organize student 
trips for the purpose of educational and cultural enrichment. Such trips as arranged by travel 
agencies will provide the same benefit package as the student for the teacher/chaperone in 
remuneration for the organizational and chaperone duties; therefore, no chaperone shall be 
required to pay for their trip. The teacher shall not realize a profit from the trip. The provisions of 
this policy will be in effect for these trips.  
 
Prior to the field trip the teacher must consult with the school nurse to ensure needs of students’ 
medical records are met. 
 

1. All students leaving the school grounds on a school sponsored activity must have a 
permission slip signed by parent or guardian.  

2. It is necessary to have an adequate number of adult chaperones. Factors to be considered 
are: age of children, location and nature of the trip. The teacher and building principal 
will review these factors when determining the ratio of students to chaperones. 

3. If approved, the Transportation Coordinator is contacted to make the necessary 
arrangements.  

4. School bus transportation is provided if:  

a.  Equipment and drivers are available;  
b.  At least two weeks’ notice is given;  
c.  The buses used must return in time to transport high school students home, or 

meet other obligations;  
d.  Trips are within the state;  
e.  Trips are within a 90-mile radius;  
f.  Money is available in the budget for that purpose.  

5. There are no charges for transportation for educational trips on town-owned buses. 
Students are charged for admission fees to plays, museums, etc.  

6. Some after-school and weekend trips on town-owned buses may be of a recreational 
nature. A minimum fee to cover salaries of bus drivers is then charged.  

7. Privately Owned Buses - Privately owned buses may be used for trips within a 200-mile 
radius but criteria in 1, 3, and 4 shall apply. In these cases, the students are assessed for 
transportation and admission fees.  
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8. Privately owned buses may be used at non-school times for trips of a recreational nature 
at the discretion of the Principal. Students pay all transportation and admission fees.  

9. For overnight trips within the United States the proper extended field trip request form 
must be filed with the Superintendent for approval at least sixty (60) days in advance of 
the trip. The Superintendent of Schools will apprise the Board of these trips prior to their 
occurrence.  

10. Field trips outside of territorial United States must have Board of Education approval 
prior to commitment and the proper extended field trip form must be filed with the 
Superintendent for Board approval at least 6 months in advance of the trip.  

 
Policy Requirements for Developing Trips to Foreign Countries (outside territorial U.S.)  
 
In the development of proposal for a trip to a foreign country, the Principal is responsible for 
assuring that these additional issues are addressed:  

1. Basic costs, usually including transportation, meals and accommodations.  

2. Expenses not included in the basic costs, such as laundry, trip insurance (each student 
must be insured from the onset of the trip until return to home), personal expenses, and in 
the case of trips to foreign countries, required inoculations, passport and visa expenses, 
baggage fees in excess of specified allowances, etc.  

3. Procedures for maintaining financial records for auditing purposes.  

4. Transportation arrangements with assurance that when the public transportation is 
required, only a government approved carrier with a certificate of insurance will be 
employed. Private transportation is discouraged. In those instances where private 
transportation must be used, evidence must be submitted that both the vehicle and the 
driver are properly insured.  

5. Accommodations to be used must be nondiscriminatory and have adequate health and 
safety standards.  

6. The detailed itinerary--departure, travel schedule, return--are fully understood by parents; 
generally in world language classes, out of country trips generally will be for advanced 
language students (i.e. third, fourth, fifth year).  

7. Chaperones must be approved Level II volunteers. 

8. Identification of a travel agency, if used, and evidence that the agency has experience in 
handling school groups; can provide proof of satisfactory performance; can provide 
similar group references; has quoted a competitive fee; has well-identified procedures for 
handling emergencies; and is approved by the American Society of Travel Agents.  

9. If a sponsoring organization other than a travel agency is used, such organization must 
follow the above guidelines.  
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Orientation Session for Parents and Students  
(Trips to Foreign Countries)  
 
Prior to the submission of the proposal to the appropriate director, the Principal and sponsoring 
teacher(s) must hold an orientation session for parents and student at which time specific written 
information on the following is provided:  

1. Aims and objectives of the trip.  

2. Standards of conduct established for the trip.  

3. Responsibilities students assume by participating.  

4. Basic cost for travel, meals, accommodations, and other expenses not included in the 
basic costs.  

5. Travel arrangements, overnight accommodations, daily itinerary.  

6. Arrangements for dealing with illness, accidents, other emergencies, and notification to 
parents of any change in expected time of return.  

7. Need for special equipment and/or clothing.  

8. Arrangements and responsibility for extra costs in the event student should need to return 
home prior to established date of return.  
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