Appendix “FF3”

Calexico Unified School District

Field Trip Checklist

_____ 1.  Have you submitted the field trip request form to the principal?

_____ 2.  Have you submitted the Instructional Planning Sheet?

_____ 3.  Has your field trip been approved?

_____ 4. (a) Have you submitted your request for transportation to the transportation   supervisor in a timely fashion (two weeks prior to trip)?

_____ 4.(b)  If using a non-district carrier is it an approved carrier and have you notified the transportation supervisor the time and date that he should check out the busses to assure they meet all safety standards.

_____ 5.  Have you made arrangements for the appropriate # of chaperones?

_____ 6.  Have you submitted the list of chaperones with address and phone #’s?

_____ 7.  Do you have written permission slips for all students who will be attending?

_____ 8.  Do you have copies of all emergency cards ready to take on the trip?

_____ 9.  Do you have CUSD liability waiver forms signed by all chaperones?

_____ 10.  Have you met with chaperones to explain their duties, responsibilities, and the   safety plan you will be observing.

_____ 11. Have you made arrangements for checking out a first-aid kit?

_____ 12.  Have you communicated clearly to parents/guardians the essential details of the trip (i.e. drop off/pick up times, lunch arrangements, rules, etc.).

_____ 13.  Have you notified the food lunch personnel in a timely fashion (3 weeks prior to trip) the # of students who will not be eating lunch at school or to prepare sack lunches for your students?

_____  14.  If your trip includes any swimming or water related activities have you followed AR 6153? (Check with your Principal)

Teacher: ________________________  Gr. ____  Rm. # ____ Date Submitted ________

Principal Signature: ________________________________________ Date: __________
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