FIELD TRIP PLANNING GUIDE 
September/October Planning:

1. Discuss with grade partners possible class trip alternatives and dates.

2. Have I checked the following?



Main School Calendar 
      

MNSD Calendar

3. Arrange tentative date with host

4. Get date clearance and approval from principal

5. Have I put the date, time and location on the main school calendar?

6. Discuss the trip with the nurse for possible medical considerations (that could impact transportation).

7. Have I filled out any required district forms? Educational Tour Request form?

a. Complete bus request form, Educational Tour Request form 
b. Contact and consult with the school secretary regarding the completion of the bus request form.

c. Submit the form to principal

8. Contact chaperones if needed.

9. PTO contributes a specific amount of money each year to field trips.  If     needed, fill out PTO field trip form approximately 3 months before trip for necessary funds.
10. Have I notified the cafeteria and unified arts teachers if affected?

1-2 Weeks before trip:

1.  Make sure students have turned in the Field Trip & Delegation of Parental 


Authority Form (This form acts as both permission form and medical 
 

information)  ALL KIDS MUST HAVE IT REGARDLESS OF 



MEDICAL ISSUE OR NOT………

2. Write up any additional information that must be shared with parents:

a. Time of departure and arrival back at school

b. Number parent can be reached in case of emergency

c. Special clothing if needed

d. Lunch procedure

e. Policy on spending money

f. Request slip be returned with money in envelope with student’s name and room number clearly noted

g. Indicate due date for slip and money

3.  Contact school nurse-review special needs & medication concerns.

4.  Alert cafeteria staff if you will be missing lunch

5.  Alert special subject and support teachers that you will be out of the building.

One Week Before Trip:

1. Be sure you have directions/maps.

2. If needed, divide students into groups.  If possible, teachers should have a smaller group to allow for emergencies.

3. Remind cafeteria staff & nurse

Day of Trip:

1. Get emergency kit from the nurse

2. Send students to the bathroom right before leaving
3. Take a class list that contains names, addresses, and phone numbers of all students.

4. Give a copy of permission slips to the office and take the originals with you.

5. Remember to hand in attendance to the office before you leave.

Location of Guidelines and Forms:

MN Email – Select Forms – Document Depository – Select Field Trip Folder
1. Transportation:  Educational Tour Request
2. Field Trip Permission & Medical Waiver Form
3. Field Trip Guidelines

