LAWNDALE HIGH SCHOOL

FIELD TRIP POLICIES
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Field trips can be positive supplements to academic or extracurricular programs.  Below are the definitions, requirements and procedures for each field trip to ensure participation and safety for all students and staff members. Field trip procedures are simple, systematic, and intended to make sure everyone enjoys a well- planned and educationally appropriate experience. 

Field trips are defined as “excursions in connection with courses of instruction or school-related social, educational, cultural, athletic, or school band activities” (Ed Code 35330). This includes trips or activities that take place during school, after school hours, and/or on non-school days.  

If a school employee participates in planning an excursion, or oversees or condones the planning of an excursion by others, he/she assumes the role of field trip sponsor.  Field trip sponsors are responsible for ensuring all requirements and procedures are followed. Calling meet-ups or activities “unofficial” or “informal” (e.g., planning for students to meet at a certain place and time), with or without your presence, does not relieve the sponsor from responsibility or the school from liability. 

All field trips and outside activities need to be approved and placed on the master calendar by school administration and follow field trip procedures. Following the field trip procedures provides protection and accountability for everyone, and ensures that you and your students are covered by district insurance while away from school. Having all field trips approved and calendared ensures that school officials will never have to say to a parent, “We didn’t know about that activity” or “We don’t really know where your child is.”  
 

All field trips require a funding source.  How will the expenses associated with the trip be paid? Please make sure there is a plan in place to cover all student, teacher, and volunteer sponsor/chaperone expenses, including transportation, tickets or admission charges, meals and snacks while on the trip, incidental expenses, and substitute teacher(s). If you have questions about funding sources, please see your administrator.  

All students are entitled to a “free and appropriate education.” This right has been interpreted by courts, Ed Code* and Board Policy** to include extracurricular activities and field trips.  No student can or should be excluded from a school-related activity or field trip because of his inability to pay—it’s an equality of opportunity issue. Therefore, students cannot be required to pay to participate in an activity that is a part of, or directly related to, any school program. That doesn’t mean you cannot plan activities that cost money or ask students to pay for themselves or help raise the money; it means that for the field trip to be approved you must be able to waive the costs and/or provide financial assistance for students who cannot afford to pay for the trip or associated incidental expenses (e.g., meals or activities at the location that require students to have money with them).  If you need assistance interpreting or complying with this requirement, please see your administrator.  * **See the footnotes below for the applicable Ed Code and Board Policies.  

Transportation requires careful planning and accountability.  As a general rule, students should be transported to field trips in buses, mini-busses or vans requisitioned through the district from companies whose drivers have been certified to transport students. If transporting students in private vehicles is the only practical option, each driver must have an approved CVUHSD Authorization to Transport Students. If you do not have one, submit an application for one with all required documentation at least four weeks in advance for approval. The form is included in this packet. This policy is in place to help ensure that anyone who transports students is a safe and responsible driver who holds a valid license and carries sufficient insurance in case of emergency. No one may drive students without a district-approved authorization in his/her possession. These authorizations must be renewed annually.

*Education Code - Field trips (EC 35330):  (b) (1) No pupil shall be prevented from making the field trip or excursion because of lack of sufficient funds.  To this end, the governing board shall coordinate efforts of community service groups to supply funds for pupils in need.

(2) No group shall be authorized to take a field trip or excursion authorized by this section if a pupil who is a member of an identifiable group will be excluded from participation in the field trip or excursion because of lack of sufficient funds.

**Centinela Valley Union HSD – Instruction (Board Policy  6153): No field trip shall be authorized if any student would be excluded from participation because of a lack of sufficient funds. The Superintendent or designee shall coordinate with community groups to supply funds for students in need.

LAWNDALE HIGH SCHOOL

FIELD TRIP PROCEDURES

1. Review this entire Field Trip Package. This package includes all the information and forms needed to plan any type of field trip:

· Field Trip Policies

· Field Trip Procedures

· Field Trip Rules and Expectations and Responsibilities (for Students and teachers) 

· Field Trip Request For Approval

· Field Trip Educational Value Statement 

· Field Trip Departure Clearance and Attendance Roster

· Permission for Excursion template (this document serves as parent permission, emergency contact information and medical release form all in one).

· CVUHSD Authorization to Transport Students
· CVUSD Board Analysis template (for overnight and/or and out-of-state field trip requests only)
2. To request approval for a field trip, submit the completed Field Trip Request Form, Educational Value Statement, and purchase requisition for transportation (if applicable) to Mrs. Nelson. 

· The purchase requisition needs to include the funding source for the trip:  

· See Gina Romero (principal’s secretary) if funding is coming from a district account.

· See Griselda Franco (ASB Accounting Technician in the student store) if funding is coming from an ASB account.

· If you are planning to use private transportation (carpool), each driver must have an approved CVUHSD Authorization to Transport Students on file with the district or submit one with all required documentation at least four weeks in advance for approval.  

Mr. Guidetti has final approval on all field trips.

3. When approved, your field trip will be added to the Lawndale HS master calendar (located in the public folders in Outlook). 

· You will be notified of approval through email by being “invited” to your own field trip.  

· Click “accept” to acknowledge you have received the approval message.

· A copy of your signed field trip request will also be placed in your box following approval.  

4. Every student participant must have a Parent Permission for Excursion form completed and signed a week prior to the field trip date. Parents must provide emergency contact information. 

5. Submit Field Trip Departure Clearance and Attendance the morning of departure to attendance (if during school hours), or to administration (during non-school hours) before departing. This is absolutely necessary so that in case of emergency we know exactly who is on that trip with you and who is not. Each driver/vehicle must submit a separate list of everyone who is in that vehicle so we know exactly who is traveling in each vehicle.

LAWNDALE HIGH SCHOOL

FIELD TRIP EXPECTATIONS AND RESPONSIBILITIES
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     Student Responsibilities

1. Adhere to the Cardinal Code of Conduct and follow school dress code when representing Lawndale High School in public. 

2. Submit Parent Permission for Excursion to the field trip sponsor.

3. Complete in a timely manner all assignments missed as a result of attending the field trip.

4. Participate fully and safely in all field trip activities.

5. Remain with your group and follow all directions from field trip sponsors.

Teacher Responsibilities

1. Call Sub-Finder and contact the principal’s secretary for substitute coverage, if                                                           needed.

2. Provide detailed lesson plans and seating charts for your classes that will have                                                                

      substitute coverage.

3. Verify that all students have provided signed permission forms and emergency information   

prior to leaving campus. 

4. Keep student emergency information and medical release forms accessible during  

the entire field trip.

5. Submit a Field Trip Departure Clearance and Attendance, including a roster of names and ID numbers for all students who are going on the field trip, before departing the school grounds. This is absolutely necessary so that in case of emergency we know exactly who is on that trip with you and who is not. 

6. Keep accurate attendance during the field trip. 

7. If your group will return to school before 3:00 p.m., students must all be sent to class or stay with you. The school is responsible for all students until the end of the school day. 

8. Require students to produce evidence of their learning associated with the field trip. 
9. Set high expectations and hold students accountable for their participation and behavior while representing Lawndale High School in public. 
LAWNDALE HIGH SCHOOL

FIELD TRIP REQUEST FOR APPROVAL 

Requests must be submitted to Mrs. Nelson a minimum of four (4) weeks prior to the field trip. Attach Educational Value Statement and completed purchase requisition for transportation (if required). 

Organization/Class: _______________________________________________________________

* Field Trip Destination: ____________________________________________________________

Address: _____________________________________  City: ___________   Zip: _____________

Name and Title of Contact at the Field Trip Destination: ___________________________________ 

Destination Contact Phone Number: ______________________________

* Date of Departure: ______________    Date of Return: ( same day   ( other ___________
Departure Time: ______________________
Return Time: _____________________
Sponsor’s Name ___________________________________   Cell # (        )


 
(* Note: Out of state or overnight field trips must be Board approved, which can take up to eight weeks. See Mrs. Nelson for assistance with this process.) 

Sponsors are required at a ratio of one sponsor per 15 students. If additional sponsors are needed, please indicate names and positions (teacher, instructional aide, parent, etc.). 

Name: ______________________________

Position: ______________________________  

Name: ______________________________

Position: ______________________________    

Name: ______________________________

Position: ______________________________                                                  

EXPENSES:  

· Transportation (check one): 
( 52-seat bus   
( 48-seat bus 
( 35-seat mini-bus

      
( 26-seat mini-bus

(14-seat van    
( *other ___________________________

· * If planning to transport students in private vehicles, each driver must have an approved CVUHSD Authorization to Transport Students on file or submit one with all required documentation at least four weeks in advance for approval. The form is included in this packet. 

· Funding source for transportation: _____________________________________________

· Ticket or admission charges: ___________  Funding source: _____________________________

· Other expenses (please explain and include funding source): _____________________________

I have read and fully understand the field trip policies and procedures. I acknowledge that this field trip cannot be approved without an Educational Value Statement and that I must submit the Field Trip Departure Clearance and Attendance List before leaving on the day of the trip.  

Sponsor’s Signature: __________________________________
Date: __________________

Approvals:  _____________________________              ________________________________

    

Dawn Nelson (AP Master Calendar)                             

J. Guidetti (Principal)      

LAWNDALE HIGH SCHOOL

FIELD TRIP EDUCATIONAL VALUE STATEMENT
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Please explain how this trip has educational value, supports course learning standards, and justifies students missing other classes.

· What is the academic purpose of this field trip?

· What learning standard(s) or ESLR(s) is(are) addressed by this field trip?

· How will you connect this field trip to content and skills students need to master in your class?

· What activities will students be expected to complete prior to, during, and/or after the trip?

· How will this field trip help students in making college/career decisions?

Please attach brochures, printouts or other explanatory materials that provide details about the destination and the programs in which the students will participate.
CENTINELA VALLEY UNION HIGH SCHOOL DISTRICT

LAWNDALE HIGH SCHOOL

PARENT PERMISSION FOR EXCURSION

____________________________________________________________ (NAME OF STUDENT) 

has my consent to go to _Beverly Hills High School_______________________________ (PLACE)
for __CIF Boys Basketball Quarterfinal game___________________ (DESCRIPTION OF EVENT) on __Tuesday, February 21, 2012_______________________________________________ (DATE)

from __5:30pm________________________  to ___9:30pm_____ (DEPARTURE/RETURN TIMES).  

TEACHER IN CHARGE: ____Julie Piller/Dr. Rosalyn Varee_________________________

Section 35330 of the California Education Code States in Part:

All persons making the field trip or excursion shall be deemed to have waived all claims against the district or the sate of California for injury, accident illness, or death occurring during or by reason of the field trip or excursion.  I will not hold Centinela Valley Union High School District responsible in case of an accident while fulfilling the above engagement.

Should it be necessary for my child to have medical care while participating in this trip, I hereby give the School District personnel permission to use their judgment in obtaining medical care deemed necessary and appropriate by the physician.  

PARENT/GUARDIAN SIGNATURE: ___________________________________________________
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The following EMERGENCY INFORMATION must be provided:

HOME ADDRESS: _________________________________________________________________

HOME PHONE NUMBER: ___________________________________________________________

PARENT/GUARDIAN FULL NAME: ____________________________________________________

PARENT/GUARDIAN EMERGENCY CONTACT PHONE NUMBER: __________________________

SECOND EMERGENCY CONTACT NAME: _____________________________________________

SECOND EMERGENCY CONTACT PHONE NUMBER: ___________________________________

CENTINELA VALLEY UNION HIGH SCHOOL DISTRICT

ESCUELA PREPARATORIA LAWNDALE

PERMISO DE PADRES PARA IR DE EXCURSION

_______________________________________________________ (NOMBRE DEL ESTUDIANTE) 

Tiene mi consentimiento para ir a ____ Beverly Hills High School ___________________(LUGAR) 

con motivo de____ CIF Boys Basketball Quarterfinal game______(DESCRIPCION DEL EVENTO) el día ______ Tuesday, February 21, 2012______________________________________ (FECHA)

de la ___5:30pm________________  a la ______9:30pm________ (HORA DE SALIDA/REGRESO)  

MAESTRO ENCARGADO:______ Julie Piller/Dr. Rosalyn Varee _____________________

Sección 35330 del Código de Educación del Estado de California en Parte: 

Todas las personas que participen en el paseo o excursión  tendrán que liberar todos los cargos en contra del distrito  o el Estado de 

California por lesión, enfermedad accidental o muerte ocurrida durante,  o con motivo del  paseo o excursión.  No haré responsable al Distrito Escolar de  Preparatorias del Valle de Centinela  en caso de un accidente  mientras se esté llevando cabo el compromiso anteriormente mencionado.
Si fuera necesario proporcionar atención médica para mi hijo/a mientras participa en este paseo, por medio de esta, autorizo al personal  del distrito escolar de usar su juicio para obtener la atención médica que el doctor considere necesaria y apropiada.

FIRMA DE PADRE/TUTOR: ________________________________________________________


Se debe proporcionar la siguiente INFORMACION EN CASO DE EMERGENCIA:

DOMICILIO DE CASA:______________________________________________________________

TELEFONO DE CASA: _____________________________________________________________

NOMBRE COMPLETO DE PADRE/TUTOR:_____________________________________________

TELEFONO DE CONTACTO DE EMERGENCIA DEL PADRE/TUTOR:________________________

NOMBRE DEL CONTACTO DE EMERGENCIA SECUNDARIO:_____________________________

NUMERO DE TELEFONO DE CONTACTO DE EMERGENCIA SECUNDARIO:_________________

 LAWNDALE HIGH SCHOOL

FIELD TRIP DEPARTURE CLEARANCE AND ATTENDANCE

Submit a separate Field Trip Departure Clearance and Attendance form for each vehicle, 

with a list of students traveling in that vehicle, PRIOR TO DEPARTURE.
FIELD TRIP DEPARTURE CLEARANCE 
The people (adults and students) listed are traveling together. Mode of transportation (check one):

( bus/mini bus  
License # ___________  
Driver’s Name: ____________________  

( van

  
License # ___________  
Driver’s Name: ____________________ 

( private vehicle  
License # ___________  
Driver’s Name: ____________________ 


( public transportation  
( city bus
( Metro light rail
( other _______________


( walking   

Day of Week:  ________________   Date:  ___________________
 

Departure Time: _____________________   Expected Return Time: _____________________  

Class Period(s) Missed: ( none
( 1    ( 2    ( 3   
( 4
( 5
 ( 6

Destination:___________________________________________________________________     

Name(s) of adults traveling with this group: __________________________________________

_____________________________________________________________________________________

FIELD TRIP ATTENDANCE REPORTING
· Complete the Field Trip Attendance list on the next page or attach a roster of students who are physically present prior to departure. Include their names and ID numbers. Verify that the list includes all/only students who are physically present at departure. 

· During school hours, submit this form and the attendance list to the Attendance Office before departing school grounds. 
· After school or on non-school days, submit this information to school administration (can be emailed to guidettij@centinela.k12.ca.us and nelsond@centinela.k12.ca.us ).
· Each student attending must have submitted a completed Parent Permission for Excursion form, which includes emergency contact information and medical release, prior to departure. These forms must be accessible to the sponsor during the entire field trip.

LAWNDALE HIGH SCHOOL

FIELD TRIP ATTENDANCE

Sponsor Name: _______________________________
Date: ________________________

Departure Time: _____________________   Expected Return Time: _____________________  

Class Period(s) Missed: ( none
( 1    ( 2    ( 3   
( 4
( 5
 ( 6

	NAME
	ID #
	NAME
	ID #

	1. 
	
	27. 
	

	2. 
	
	28. 
	

	3. 
	
	29. 
	

	4. 
	
	30. 
	

	5. 
	
	31. 
	

	6. 
	
	32. 
	

	7. 
	
	33. 
	

	8. 
	
	34. 
	

	9. 
	
	35. 
	

	10. 
	
	36. 
	

	11. 
	
	37. 
	

	12. 
	
	38. 
	

	13. 
	
	39. 
	

	14. 
	
	40. 
	

	15. 
	
	41. 
	

	16. 
	
	42. 
	

	17. 
	
	43. 
	

	18. 
	
	44. 
	

	19. 
	
	45. 
	

	20. 
	
	46. 
	

	21. 
	
	47. 
	

	22. 
	
	48. 
	

	23. 
	
	49. 
	

	24. 
	
	50. 
	

	25. 
	
	51. 
	

	26. 
	
	52. 
	


* I verify that this list includes all/only those students who are physically present at departure.

Sponsor signature: __________________________________________________________

LAWNDALE HIGH SCHOOL

FIELD TRIPS REQUIRING BOARD OF EDUCATION APPROVAL

Board of Education approval is required for field trips that involve: 

· Overnight stays

· Out of state travel

· Bodies of water (boat rides or activities in or near lakes, rivers, pools, and oceans, including trips to the beach)

Field trip requests that require Board approval must be submitted a minimum of three months in advance.  

To have your field trip proposal added to a Board of Education meeting agenda, you will need to:

1. Write a detailed Board Agenda Analysis. 

a. Follow the format in the sample on the next page.

b. Be sure to include details about the proposed trip, including the trip’s purpose, value to CVUHSD students and educational programs, and specifics about travel arrangements, supervision, and associated expenses.

2. Submit the Board Agenda Analysis with your field trip request packet. 

a. Once the field trip is approved at the building level, the field trip proposal, along with the Board Agenda Analysis, will be sent to Educational Services to be approved by the Assistant Superintendent for Educational Services.  Once approved at that level, that office will forward the analysis to the superintendent’s office for Board approval.  The Superintendent’s office will submit it to be added to the agenda of the next Board of Education meeting.

3. Follow-up.

a. Check with the Superintendent’s office the day after the scheduled Board meeting to find out if your field trip was approved.  The principal’s secretary can help you make that contact.  Once you know the trip has been approved, you may plan the trip. 

BOARD AGENDA ANALYSIS

TITLE:
APPROVAL OF OVERNIGHT TRIP FOR LAWNDALE HIGH SCHOOL’S 
(ADD YOUR OWN GROUP NAME AND TITLE OF REQUESTED EXCURSION)

PERSON(S) RESPONSIBLE:  


Joseph Guidetti, Principal Lawndale High School

Dr. Benjamin Wolf, Assistant Superintendent, Educational Services

__X__ ACTION

_____ INFORMATION

BACKGROUND INFORMATION

(ADD YOUR DETAILED DESCRIPTION OF YOUR PROPOSED EXCURSION, INCLUDING BACKGROUND INFORMATION, JUSTIFICATION FOR IT FROM AN EDUCATIOAL STANDPOINT, DETAILS OF THE FIELD TRIP PROGRAM AND HOW IT TIES TO THE STANDARDS) 

COST IMPLICATION 

(ADD DETAILS ABOUT ALL ASSOCIATED EXPENSES)

FUNDING

(ADD DETAILS ABOUT HOW ALL ASSOCIATED EXPENSES WILL BE PAID)

RECOMMENDATION
Approve/Ratify the overnight fieldtrip for Lawndale High School’s Community Based Instruction (CBI)/Basic Skills class to the Aquarium of the Pacific, Long Beach, California, April 11-12, 2011, funded by student fundraising efforts and student contribution.  
Approved for presentation to the Governing Board:  (ADD THE DATE OF THE BOARD NEXT MEETING--AGENDA ITEMS MUST BE SUBMITTED AT LEAST EIGHT WEEKS IN ADVANCE)
____________________________

Jose A. Fernandez, Superintendent

Secretary to the Board
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