MADRONE TRAIL PUBLIC CHARTER SCHOOL
CODE: IICA AR

Reviewed/Adopted: 1/14/2020

Field Trips, Activities and Excursions  
(In-state, Out-of-state, Out-of-country and/or Requiring Air Travel) 
Staff members organizing field trips as a part of a class, club, organization or co-curricular activity must: 
1. Complete a field trip/activity request form for initial approval: 
a. Get approval from school director or administrative designee. 
2. Finalize details: 
a. Complete accounting for all fees. 
b. Arrange for transportation needs. 
c. Organize and arrange the appropriate amount of approved adult chaperones for the number of participating students. 
3. Get final approval by established procedures: 
a. School director, administrative designee or activities coordinator approval-In-state. 
b. Board approval-out-of-state, out of country, and/or requiring any air travel for overnight field trips and high-risk activities. 

High risk activities include, but are not limited to:

· Activities involving water bodies

· Mountain/rick climbing

· Hang gliding

· Bungee jumping

· Horseback riding/rodeos

· Scuba/snorkeling, swimming

· Go Kart riding or racing

· Snow skiing/water skiing

· Skateboarding

· Dunk tanks

· Paint ball guns

Activities excluded from insurance coverage include: watercraft use (over 30 feet), airplane or helicopter rides, skydiving and trampolining (certain sizes are excluded).

4. Ensure that parent permission has been received and documented 
5. Provide a list of all adults and students participating in the trip along with emergency contact information to the school administrator prior to the trip. 
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       Initial Field Trip/Activity Request Approval 
School Name:______________________________________ Date of Trip:______________________ 
Trip Facilitator:______________________________________ 
Time Frame:______________________ 
Destination(s):______________________________________ Number of Students:_______________ 
Expected Staff/Chaperone Ratio to Students:_____________ 
Educational Purpose: 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
	Type of Trip (check all that apply): 
❏ Day Trip 
❏ Out of County 
	❏ International Trip 

	❏ Overnight 
❏ Out of State 
Mode(s) of Transportation (check all that apply): 
	❏ Other:_____________ 

	❏ Transportation Company 
❏ Rental 
	❏ Private Vehicles 

	❏ Private Charter 
❏ Airplane 
	❏ Walking 

	
 
 
	❏ Other:_____________ 
 


Funding 
	 
	Estimated Costs 
	
Source 
 
	When will fees/cost need to be paid? 

	Fees 
	 
	 
	 

	Food 
	 
	 
	 

	Lodging 
	 
	 
	 

	Transportation  
	 
	 
	 

	Supplies  
	 
	 
	 

	Subs 
	 
	 
	 

	Other 
	 
	 
	 


Administrator’s Signature:______________________________ 
Date:____________________________ 
❏ Approved with modifications 
❏ Approved 
❏ Denied 
Modifications:_____________________________________________________________________ 
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