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POLICY
ON
DAY & EXTENDED FIELD TRIPS

FIELD TRIPSDEFINITION

A field trip is defined as any activity that takes astudent or group of students off campus for a
specific instrudional purpose at any time during the calendar year. Fidd trips and athletic
contests involving Souhegan teachers and students are expected to comply with this policy.
Teachers planning activities within the school which remove students from other teachers classes
for extended periods of time, while nat to be treated asafield trip defined herein, are expected to
adhere to guidelines regarding parental notification and in-school notification.

A field trip must be led by a Souhegan faculty member. Interns cannot be field trip leaders but
may assist the field trip leader. When planning afield trip, teachers areto identify: (1) the value
and relationship of the activity to a particular class and the curriculum; (2) the mode and distance
of travel; (3) whether the students are required to attend; and (4) the cost to the school and the
student.

Once having decided to plan afield trip, ateacher must formally request permission to undertake
the trip by filling out the required forms. These forms are desaribed below and are availablein
the principal’ s office.

A. DAY FIELD TRIPS

Teachers are required to complete the following steps in planning, obtaining approvad for, and
conducting a day field trip:

1. Complete Field Trip/Bus Request (Form 1) and submit to principa for approval.

a Specify the purpose of thetrip, travel arrangements, and the number of
chaperones. There must be at |east one chaperonefor every 12 students unless a
special exception is granted in writing by the principal. Chaperones must be at
least 21 years of age.

b. If you anticipate the need for school district operating funds as one source of
funds for your field trip, your proposal should be developed either in the prior school

year or early enough in the current school year to obtain funding support by the
principal. Minimal school district funds are available for unbudgeted field trips.
Most often, field trips are funded through the collection of money from students.
Keep a careful record of all money colleded on the Field Trip Revenueand
Expense Record (Form 6). This money isto be brought to the administrative
assistant in the main office at the end of each day. The teacher is responsible for
collecting sufficient money to cover the cost of the field trip.
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C. Buses are requested by calling the Transportation Coordinator at the
Superintendent's office (673-2690). Y ou will be advised on the number of buses
needed to accommodate the number of students and chaperones, and the cost.

d. If you have a small group and plan to drive the Souhegan van, you must have a
driver's licence and approval by the Superintendent's Office as an eligible driver.
Having met theserequirements, you can arrange to use the van by signingup in
high school maintenance area. The maintenance supervisor will post alist of
eligible driversin the maintenance area.

e. Walking trips are permitted provided aField Trip/Bus Request (Form 1) and
Par ental Permission and Releases (Form 2) have been completed.

Obtain the principal’ sapproval for thefield trip before proceading to Step 3.

Ask parentsto complete and sign the Parent Permission and Release (Form 2) and
the Student Health Information Sheet (Form 3)

To attend afield trip a student must submit a Parent Permission and Release Form and
a Student Health Information Sheet, each signed by the parent or guardian. A student
18 years or older can sign hisor her own permission slip and health information sheet.
These forms, along with the Field Trip Attendance Roster (Form 4) must be in the
possession of the teacher or trip leader during the field trip.

Submit the following formsto the following school pe sonnel:

Form

Description

Deliver
to
Student
Services

Deliver
to

School

Nurse

Send to
Food
Services

Post in
M ail
Room

#1

#2

#3

Approved Field Trip Request
Parent Permission and Release Forms

Student Health Information Sheets

Field Trip Attendance Roster

X

X

X

X

X

X

X

X

Forms 1 through 4 must be del ivered by the teacher as shown above a least 5 school days
prior to field trip departure; 10 days before departure for groups of 50 students or more.

The nurse will review Student Health Infor mation Sheets (Form 3) and follow up on
all noted alergies, medications and medical concerns when indicated. Parents and/or
prescribing physicians will be contacted to obtain necessary information and clarify
medi cal/medi cation schedul es and regimes.
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The nurse will med with the teacher to review thisinformation and to provide the same
in written form to accompany the teacher on the trip. All medication must be packaged
and clearly labeled for acaurate and effident administration by teachers.

The nurse will maintain copies of al health records in accordance with N.H.D.O.E.
Health ServicesGuidelines.

All students with a signed permission dip must attend afidd trip when their dassis
scheduled to participate, except in the case of emergency. Studentsin financial need may
seek assistance. The availability of financial support should be clearly stated by the
teacher to the students. If necessary, the teacher shoud speak directly to the principal.

Teachers are to clearly inform students participatingin the field trip that they are
responsible for informing their individual teachers about the field trip and arranging
make-up work.

Attendance is to be taken immediatdy prior to field trip departure and the attendance list
brought to the Student Services office. Attendanceis also to be taken immediately before
the field trip returns to the high school.

Students are not to be given unchaperoned "free time" while on afield trip.
Students returning to school prior to the end of the schod day must report to their classes.
Arrange Teacher Substitute Coverage

It isthe teacher's responsibility to arrange for substitute coverage if needed, and to advise
the main office of arrangemerts.

Obtain Verification of Licence, Insurance and Safety I nspection o Private Vehicles,
if applicable (see Form 5).

If students go on atrip in a private vehicle, each vehicle must be driven by an adult at
least 21 yeas of age. Anyindividual transparting others by private vehicle must
complete aVerification of Insurance and Driver Standards (Form 5) which includes
verification of minimum auto insurance coverage of $100,000/$300,000 liability and
$5000 medical payments. School insurance is supplemental to an individual's own
insurance on a school-sponsored field trip.

Submit itemized Field Trip Revenues and Expense Record (Form 6), including
receipts, to theprincipal within five (5) school days following completion of thetrip.
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EXTENDED FIELD TRIPS

An extended field trip, by definition, includes one or more nights of lodging. All formsrequired
for aday field trip are required for an extended trip. In addition, an extended field trip requires
the completion of an Application for Extended Field Trip (Form 7).

Faculty members may not use their position or the name of the school to promote any non-school
sponsored field trip without the written consent of the principal. This applies throughout the year
including trips during school vacations and the summer.

The Application for Extended Field Trip (Form 7) answers the following:

1

Sponsor: The name d the outside company or agency, includng the Souhegan faculty
member, that is organizing, running and providing services for the trip.

Cost/Payment Schedule: Fundsto cover the total cost of the trip must be provided by
students or through fund raising efforts. In some cases minimal district support may be
available. Check first with the principal. The sponsoring teacher in undertaking such a
trip must insure that sufficient financial commitment is obtained. (See#18, Payment
Schedule Guidelines). A complete and detailed record of all income and expenses,
including receipts, is required to be maintained by the sponsor and submitted to the
Principal within 15 school days after the trip ends. The School District assumes no
financia liability, except to deposit funds which have been collected and brought by the
teacher to the administrative assigant for deposit on account.

Payment schedule:

a Students and their parent/guardian are to be provided a copy of the planned budget
for the trip, including projected expenses and offsetting income.

b. A deposit of 20% of the total cost of the trip will be collected well in advance of
the trip departure date as agreed by the trip leader and the principal.

C. Additional payments will be on a schedule that calls for 40% of the cost payment
be paid 60 days before departure, with the final 40% paid 30 days before
departure. If payment for airplane transportation or othe non-reimbursable costs
is required before the above schedule allows, then the payment scheduled will be
modified accordingly and the reason clearly stated to students and parents.

Refund/Cancellaion Policies. Emergency cancellation verified as due to bonafide family
emergency, sudden illness, or injury will only result in the reimbursement of monies not
already expended or obligated and, therefore, not refundable. Parents should be
encouraged to purchase their own trip insurance.

Destination/Itinerary: A detailed itinerary with sufficient information to reach the
sponsor, chaperones, and students daily must be provided.
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Inclusive dates of activity must be clearly stated.

Supervision: A supervision ratio of at least one chaperone for every 12 students will be
strictly enforced. Chaperones must be paid employees of the Souhegan School District
unless an exceptionis granted, in writing, by the Principal.

Instructional objectives must be clearly stated on the Extended Field Trip Application
(Form 7). Plansfor informing parents and students about the trip must be stated clearly
and appropriate opportunities provided. In addition, an Application for Use of School
Facilities (Form 8) must be completed and approved when parent/student information
sessions occur at SHSin the evening.

Transportation Provider: Note all modes of transportation to be used and providers
Parental Permission & Release (Form 2)

Health Information/Health Insurance/Accident Insurances and approvals must be
carefully checked by the sponsoring teacher in conjunction with the school nurse. If a
participant isinjured during the trip, or a situation arises that requires serious medical
attention, he/shewill be evacuated from the trip in themost expeditious manne. Costs
due to evacuation are the sole responsibility of the participant and/or the parent/guardian.
Each participant is required to have his or her own personal or family medical insurance.

District/Employee Liability: The Souhegan Cooperative School District maintains
insurance coverage necessary to meet bath statutory and prudent risk management limits
to protect the employee and the District. However, an employee driving a private vehicle
should be awarethat his/her own automaobile insurance policy isprimary.

Student Conduct and Early Retum. The following expectation is to bemade clear to
students. "Any student who purposely, recklessly, or carelessly endangers himself or
herself, or any other person, or whose behavior isfound in any significant way to be
inappropriate will be removed at the leader's disaretion, and any resulting additional cost
will be borne by the student or the parent/guardian. Endangerment includes, but is not
limited to physical assault and possession of, distribution, or use of any restricted or
illegal substance(s), including any tobacco, drugs or acohol.”

Employee Remuneration - If staff compensation is anticipated for chaperoning the trip,
then this information must be providedto the principal sothat appropriateand equitable
arrangements may be made prior to the trip.

Trips lasting more than two days in duration are encouraged to take place during school
vacations and summer; however, the school recognizes that within the constraint of travel

arrangements there may be an occasion when travel will be necessary on
additional school days. Such caseswill be approved or disapproved by the Principal
on a case-by-case basis.
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15.  Students are responsible for making up work missed because of the trip. The time period
for make-up work to be completed will be determined by the individual teacher.

16.  Thetrip must be led by an experienced group leader. A teacher must have accompanied a
group as a hon group-leader chaperone at least once in order to qualify asagroup leader.
Interns arenot allowed to serve as group leaders.

ADOPTED: October 9, 1997
SOUHEGAN
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SOUHEGAN HIGH SCHOOL
FIELD TRIP/BUSREQUEST

To the Faculty: All field trips are to be planned well in advance of the trip depature date. If a
busis necessary, you areresponsible for determining the cost and availability by calling the
SAU Office (673-2690). Do not actually book abus until after thefield trip is approved. In
addition, you are responsible for notifying Student Services and teachers of the students who
will be on thetrip.

School: Today’s Date:
Depart Date: Depart Time:
Return Date: Return Time:
Rain Date: Trip Coordinator:
# of Students:
Destination:  Place: Sate:

Town: Phone:

Class/Group Participating:

Purpose of Trip:

How will you travel ? # of buses needed:

Who is chaperoning?

Budget Information: Per student cost: Total cost
Was trip budgeted?
If not, how isit to be funded?
Any payment or service to be received by the faculty member
or family in connection with this trip?

If not Souhegan High School, give the name and address of the organization sponsoring this trip:

(Enclose descriptive literature about the organization and the planned trip.)
Approved

Signature: / Dispproved /
Trip Coordinator Date Principal Date

kkhkhkkkhhkkkhhkhkkhhkkhhhkkhhhkkhhhkhkhhkhkhhkhkkhhkhkhhkhkhhkhkhhhkhhhkhhhkhhhkhkhhkhkkhhkhkkhhkhkkhhkhkkhhkhkkhhkkikhkkikkkkx*x

For SAU Office Use Only:

Date Processed: By:
Company:
Date Confirmed: By: With:
Comments:
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SOUHEGAN HIGH SCHOOL
P.O. Box 1152
412 Boston Post Road
Amherst, NH 03031
(603) 673-9940

PARENT PERMISSION & RELEASE FORM

, , am the parent or guardian of

, a minor, who desires to paticipate in the

following

school activity:

| acknowledge that | have been informed of the activity and the provisions for my child's involvement,
and | consent to my child's parti cipation in the above described school activity.

In consideration of the permission granted to my child to participate in the above described activity by
Souhegan High School, | rdease and hold harmless Souhegan High School, its agents, employees, and
officers, from any and all actions or causes of action of any nature for personal injury or property damage
of any kind arising in any way from my child's participation in the above described activity. | further
acknowledge that this release is binding upon my heirs, successors or assigns, that | have read the
foregoing and understand its significance, and that | have executed this document voluntarily.

In witness whereof, | have signed this document on the day of , 19
Parent or Guardian Student (if 18 years or older)
Address

Telephone Number

| acknowledge that | have been informed of all expectations of me as included in the SHS Field Trip
Policy and agree to abide by these expectations.

Student Signature

Instructions:

1. Pleaseread theentireform. If thereisanything about this form or the described activity that you
do not understand, do not sgn theform until you are satisfied tha you have obtained acomplete
explanation.

2. Fill in all the blanks.

3. If you have more than one child partidpating, complete one parent permission form per child.
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SOUHEGAN HIGH SCHOOL
STUDENT HEALTH INFORMATION SHEET

Instructions:.  Thisform will be provided to the doctor or medical personnel to which your childis
taken in the event of a medical emergency while on aschool-sponsored or school-endorsed field trip.
Please complete ALL sections as accurately as possible.

Student's Name:

Home Address:

Telephone Number: Date of Birth:
Emergency Contacts:

Mother: Telephone:
Father: Telephone:

Other Contact: Telephone:
Family Doctor: Telephone:

Genera Information:

Food or drug dlergies:

Other allerges:
Date of last tetanus shot:

Present medicaions:

Chronic medicd problems:

o o 0 NP

Other items of concern:

Parental Authorization

In case of medica emergency, inthe event | cannot be reached, | authorize Souhegan High Schoal, its
agents, employees and other officers to procure and consent to any medical examination, dagnostic
process or course of treatment, including hospital care, to be rendered to my child by or under the
supervision of any duly licensed doctor, dentist, surgeon, or othe health care professional.

Date Parent or Guardian

Health Insurance Company Policy



[ICA
Form 4

SOUHEGAN HIGH SCHOOL
FIELD TRIP ATTENDANCE ROSTER

Trip Leader: Bus#:

Class: Bus Company:
Destination:

Departure Date:

Return Date:

kkhkkhkkkhkkhkkhkkhhkkhkkhhkkhkkhhkhkkhhkhkkhhkhkhhkhkhhkkhkhhkhkhhkhkhhkhkhhkhkhhkhkhhkhkhhkhkhhkhkhkhkkhkhkkhkhkkhkhkkkhkkk,kkk,kkx**%

List all chaperones and students participating in thisfield trip.
Use as many roster sheets as necessary.

CHAPERONES: 13 33

1 14 34
2 15 35
3 16 36
4 17 37
5 18 38
6 19 39
STUDENTS: 20 40

1 21 41
2 22 42
3 23 43
4 24 44
5 25 45
6 26 46
7 27 47
8 28 48
9 29 49
10 30 50
11 31 51
12 32 52
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SOUHEGAN HIGH SCHOOL

TRANSPORTATION OF STUDENTSIN PRIVATEVEHICLES:
VERIFICATION OF LICENSE, INSURANCE, AND
SAFETY INSPECTION OF PRIVATE VEHICLES

Any person transporting students must show evidence of insurance coverage. This coverage
shall include minimum limited liability limits of $100,000/$300,000 property and $5,000
medical payments. The school district provides statutory coverage, but the vehicle owner’s
insurance coverageis primary. Any person transporting students must hold avalid New
Hampshire operator’ s license and the transport vehicle must meet state inspection standards. A
student who is to be transported by private car must provide a permission slip signed by the
parent or guardian.

kkhkhkkkhhkkkhhhkkhhhkhhhkhhhkhkhhkhkhhkhkhhkhkhhkhkhhhkhhhkhhhkhhhkhkhhkhkhhkhkhhkhkhhkhkhhkhkhhhkhhhkhkhhkhkkkkkkx%x*x

I, the undersigned, will transport students from
to and back on

| have a minimum of $100,000/$300,000/$50,000 property liability and $5,000 medical
payments in automobile insurance on the vehicle used to transport students. | currently hold a
valid New Hampshire operator’s license and | am twenty-one (21) years of age or older. | further
attest that the vehicle to be used to transport students meets state inspection standards and is
equipped with sufficient seat belts for the driver and each passenger.

Signature Date

Principal’s Approval Date



[ICA
Form 6

SOUHEGAN HIGH SCHOOL
FIELD TRIP REVENUE & EXPENSE RECORD
(Use additional sheetsif necessary)

Name of faculty member completing this form:

Date financial information submitted to the principal:

Field Trip Revenue Sources Amount
1.
2.
3.
4.
5.
Total:
Field Trip Expenses (Attach Recelpts) Amount
1.
2,
3.
4.
5.
6.
7.
8.
9.
10.

11.

12.

13.

Total:
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SOUHEGAN HIGH SCHOOL
APPLICATION FOR EXTENDED FIELD TRIP

Please complete the following:

1

Name, address, and telephone number of agency organizing, running and providing
servicesfor the planned activity.

Describe cost and payment schedule.

State cancellation and refund policy and procedure.

Provide adetailed itinerary, including information on how to reach students and
chaperones on adaily basis

State the inclusive dates of your extended field trip.

Provide the names of the chaperones. Keep in mind at least a 1:12 chaperone-to-student
ratio will be strictly adhered to.

Clearly stae the educationd objectives and your plans for orienting parents and students
about the trip. (Reminder: An Application for Use of School Facilities - Form 8 must
be completed if you plan to use the high school for any meetings after school hours.)

(continued on reverse)
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Specify transportation vendor and plans (bus, van, airline, etc.)

Verify that parental permission will be required (Form 2).

Describe the health/accident insurance and method for acquiring health information on
your students. Check with the school nurse for any detailed health information.

Indicate any employee liability (has Verification of Insurance, Form 5, been
completed?).

Descri be student behavior ex pectati ons and your early return policy.

List any remuneration (services or payment) that you or any member of your family will
receive in connection with thistrip.

Describe your plans to inform students of their responsibilities for make-up work.

List your experience as trip coordinator, chaperone, etc.

Describe plans to inform parents/guardians of their responsibilities to assume cost arising
from need to evacuate participant for medical reasons.



	INSTRUCTIONAL MATERIALS SELECTION POLICY
	ADMINISTRATIVE PROCEDURE FOR RECONSIDERATION OF INSTRUCTIONAL
	DAY & EXTENDED FIELD TRIPS
	BACKGROUND INVESTIGATION AND CRIMINAL RECORDS CHECK
	Library and Instructional Materials
	IKE - Promotion and Retention of Students Adopted 5.22.08.pdf
	IKE - PROMOTION AND RETENTION OF STUDENTS

	IJOC -- Volunteers --Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IJOC - VOLUNTEERS 

	IF - Instructional Approach -Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IF - INSTRUCTIONAL APPROACH 

	IHAK - Character and Citizenship Education - Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IHAK - CHARACTER AND CITIZENSHIP EDUCATION 

	IHCA -- Summer Activities -Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IHCA - SUMMER ACTIVITIES 

	IJO - Community Resources -- Adopted 6.19.08.pdf
	AMHERST Policy 
	 
	IJO - COMMUNITY RESOURCES 

	IKB -- Homework Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IKB - HOMEWORK 

	IL -- Evaluation of Instructional Programs - Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IL - EVALUATION OF INSTRUCTIONAL PROGRAMS 

	ILBA -- Assessment - Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	ILBA - ASSESSMENT 

	IMAH - Health Education - Daily Physical Activity - Adopted 1.10.08.pdf
	IMAH - HEALTH EDUCATION - DAILY PHYSICAL ACTIVITY 

	IHBBA --Limited English Proficiency Instruction -Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	IHBBA - LIMITED ENGLISH PROFICIENCY INSTRUCTION 

	Policy IHBAA.pdf
	Policy IHBAA.pdf
	Sample Policy
	Sample Policy


	IICA FORM 1.pdf
	INSTRUCTIONAL MATERIALS SELECTION POLICY
	ADMINISTRATIVE PROCEDURE FOR RECONSIDERATION OF INSTRUCTIONAL
	DAY & EXTENDED FIELD TRIPS
	BACKGROUND INVESTIGATION AND CRIMINAL RECORDS CHECK
	Library and Instructional Materials
	IKE - Promotion and Retention of Students Adopted 5.22.08.pdf
	IKE - PROMOTION AND RETENTION OF STUDENTS

	IJOC -- Volunteers --Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IJOC - VOLUNTEERS 

	IF - Instructional Approach -Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IF - INSTRUCTIONAL APPROACH 

	IHAK - Character and Citizenship Education - Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IHAK - CHARACTER AND CITIZENSHIP EDUCATION 

	IHCA -- Summer Activities -Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IHCA - SUMMER ACTIVITIES 

	IJO - Community Resources -- Adopted 6.19.08.pdf
	AMHERST Policy 
	 
	IJO - COMMUNITY RESOURCES 

	IKB -- Homework Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IKB - HOMEWORK 

	IL -- Evaluation of Instructional Programs - Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	IL - EVALUATION OF INSTRUCTIONAL PROGRAMS 

	ILBA -- Assessment - Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	 
	ILBA - ASSESSMENT 

	IMAH - Health Education - Daily Physical Activity - Adopted 1.10.08.pdf
	IMAH - HEALTH EDUCATION - DAILY PHYSICAL ACTIVITY 

	IHBBA --Limited English Proficiency Instruction -Adopted 6.19.08.pdf
	SOUHEGAN Policy 
	IHBBA - LIMITED ENGLISH PROFICIENCY INSTRUCTION 

	Policy IHBAA.pdf
	Policy IHBAA.pdf
	Sample Policy
	Sample Policy






