REQUEST FOR APPROVAL OF SCHOOL SPONSORED TRIPS AND EXCURSIONS

1. School Name:

2. Name of Sponsor:

3.
Number of Students:


Classes/Groups Participating:

4.
Estimated Departure – Date:

Time:

Place:

5. Itinerary:

6.
Estimated Return – Date:


Time:

Place:

7.        Names/Titles of Additional Chaperones:

8.       Student to Adult Ratio:  ___________ students to ____________ adult.

9.       Estimated Cost to Each Student:  Entrance Fees ________________, Food ________________,

             Lodging _________________, Other ________________.  Total __________________.

10.       Approximate DoDDS-paid Transportation Costs:

11.       Trip Objectives:

12.       Substitutes Required (how many for how many days and provide dates):

13.      Initial:

            I understand I must take a school cell phone on this activity _______________________________.

            I understand I must take a first aid kit on this activity ____________________________________.

            I understand that it is my responsibility to secure written permission from all students who             

            participate in this activity __________________________________________________________.

            I agree that it is my responsibility to inform all parents about rules, guidelines and emergency                                

            procedures for this activity  ________________________________________________________.

            It is also my responsibility to ensure that the cafeteria staff knows of any changes to our lunch plans 

           as a result of  this activity _________________________________________________________ .

I am applying to take students on the field trip as detailed above.  I understand that I have the primary responsibility for assuring that the field trip is safely and effectively conducted.

DATE: _______________________  SPONSOR’S SIGNATURE: ________________________________

The planned field trip is ___________ APPROVED   _____________ DISAPPROVED

DATE: ________________________ PRINCIPAL’S SIGNATURE: ______________________________

FOR OVERNIGHT FIELD TRIPS, SIGN BELOW AND FORWARD TO SUPERINTENDENT

Principal’s Endorsement – I have reviewed this field trip request and recommend its approval.  It is a well planned and desirable activity.

DATE: _______________________ PRINCIPAL’S SIGNATURE: _______________________________

Superintendent’s Decision:  I have reviewed this field trip request and it is

_______________ APPROVED   _______________ DISAPPROVED  ________________ APPROVED WITH THE FOLLOWING CONDITIONS:

DATE: ___________________ SUPERINTENDENT’S SIGNATURE: ____________________________

                                                                                                                     (common/shared-request for trips)

