
BUCHANAN COUNTY PUBLIC SCHOOLS

FIELD TRIPS


It is recognized that the use of field trips can both extend and enhance educational and learning opportunities of the students.  It is also acknowledged that the schools’ resources are limited and field trips are considered an extraordinary activity and therefore not all field trip requests can necessarily be approved.  A poorly planned field trip or one that does not have sufficient correlation to the educational or athletic purpose of the proposed field trip will actually deprive the student of valuable classroom time, on site opportunities and needlessly expose the school to liability.  Therefore, approval of any field/student trip will be based upon the correlation of the mission of the educational or athletic program that the proposed field trip is based and the proposed trip itinerary.  Approval will not be given to proposed trips that incorporate extensive tourism or entertainment not directly related to the intent of the trip and the educational or athletic goals upon which the trip is based.  

All field trips are subject to the availability of adequate transportation of the students.  Any trip that requires the use of school buses will be subject to the availability of buses, with priority given to the responsibility to transport students to and from schools or to and from required events.  Any field trip that proposes to use any common carrier will be subject to the field trip sponsor filing verification (certificate of insurance) that the common carrier meets the insurance and safety requirements of the Board.  The Principal must follow the recommended guidelines and procedures of the Virginia Association for Pupil Transportation (VAPT).  Any field trip that proposes to use private automobiles not owned by the Board and in which students who are not the children of the driver/owner of the vehicle are to be transported, the filed trip sponsor shall file a certificate of insurance of the driver/owner showing limits of liability of not less than $100,000.00 dollars along with a separate permission form from that student’s parent or legal guardian granting permission for that student to be transported in such private vehicle.

The field trip sponsors
 (sponsors) are responsible for all field trip planning, development of a detailed itinerary, insuring adequate transportation, insuring all necessary forms and verifications are on file, completing the required student attendance form and submitting the parental permission forms, insuring adequate supervision is provided and insuring all funding necessary for such a trip is secured.  All forms for approval must be filed with the principal of the school at least six (6) weeks prior to the proposed trip to insure the principal and division superintendent (or designee) can properly review the proposed trip.  APPROVAL WILL BE DENIED FOR ANY TRIP THAT DOES NOT MEET THESE REQUIREMENTS.

It is recognized that it would be inappropriate to plan field trips, regardless of merit, during certain times of the academic year and therefore during such times, no field trips will be approved (blackout dates).  The principal, superintendent or the Board will establish blackout dates during which no elective field trip will be allowed.
PROCEDURE FOR APPROVAL OF FIELD TRIPS

INSTRUCTIONS FOR FIELD TRIP SPONSERS

1. Definitions:

a. An educational field trip is recognized as an extension of the school curriculum or an enrichment experience which occurs outside the regular school environment.

b. An athletic field trip is any activity not directly associated with a Virginia High School League (VHSL) event but involves the school’s academic or athletic teams.

2. Application

a. These procedures shall apply to all educational and non-VHSL field trips.  All VHSL sanctioned field trips shall only be regulated by Sections 50-126 of these procedures and the applicable rules and regulations of the VHSL.

b. Any trip destination more than 100 miles from the school or is located outside of Virginia or Washington, D.C. shall include an additional explanation as to the value of such trip, and requires special permission, such as, annual senior trips, eighth grade trips, and student reward trips.
3.  Administrative Approval

a. General Requirements:

i. Prior to consideration by the principal, the field trip sponsor is responsible to file with the principal, at least six (6) weeks prior to the proposed date of the trip, in type written form, the following information:

1. Purpose of the field trip with a detailed explanation of how the trip will coordinate with grade appropriate school curriculum education opportunities or athletic preparedness and how the same result cannot be readily obtained without such a trip.  While referencing SOL standards are appropriate, it will not be sufficient to simply refer to such standards.  If students from more than one grade level are participating, a separate listing of students in each grade is to be provided along with a separate explanation of grade appropriate school curriculum education opportunities or athletic preparedness for each grade level participating.

2. A listing of each student that is scheduled to participate on the trip along with any health or medical condition that such student may have.

3. The telephone number and name of the parent or legal guardian of each student that is participating.

4. Cost per student and how costs will be addressed.

5. A detailed itinerary of the field trip which cannot be altered without approval of the principal and the superintendent or his designee.

6.  The mode of transportation to be utilized.  If other than school buses, then the required information for common carriers or private transportation, including additional parental permission/consent forms, must be filed.  No reimbursements for tickets or costs associated with reserving transportation prior to approval of the field trip by both the principal and superintendent or designee.

7. The number of chaperones accompanying the students, with a minimum ratio of 1 chaperone for every 10 students.  If both male and female students are scheduled for the trip there must be at least one male and one female chaperone.  Only persons who are a licensed teacher, principal or an approved aide can accompany the students on a field trip.  Special need students shall be accompanied by their designated aide or nurse.
8. How the activities of the trip as identified upon the itinerary will accomplish the goals of the trip.

9. All parental consents and authorizations for each student who is scheduled to participate.

10. Emergency contact numbers for the parent(s) or guardian(s) of each student who is scheduled to participate.

11. A statement ensuring that all eligible students have been given an opportunity to participate and that no student has been denied participation on the field trip because of the expense of the trip.

12. A certification that no person who is not an approved chaperone or student is participating in the field trip. 

b. Overnight trips:

i. In addition to the General Requirements, the following requirements for overnight trips must be met:

1. The routing of the trip including all scheduled stops.

2. The name, address and contact information of the hotel or lodging that is being utilized and whether the hotel or lodging can place the students in close proximity to group and chaperones.  (No reimbursement will be made for reservations made without all approvals having been received.)

c. Principal approval:

i. Once the completed application is submitted, the principal shall review the application within two weeks of submittal for both completeness and merit.

1. If the principal approves the application, it is a certification that the application is complete and that the trip meets the criteria of the Board’s policy for such field trip.  Upon approval, the application shall be forwarded to the Transportation Supervisor if school buses are proposed to be used and to the Superintendent or designee for approval.

2. If the principal rejects the application for the failure of the application to be complete, the field trip sponsor may resubmit the application to supplement any deficiency. 

3. If the principal rejects the application for the lack of merit, the field trip application shall be deemed denied.

d. Transportation Supervisor Approval:

i. If the application proposes to use school buses, the principal shall forward the application to the Transportation Supervisor who shall review the application for the availability of school buses.  If school buses are not available for the proposed schedule of the trip, the Transportation Supervisor shall so state and provide any available dates that buses would be available for such a trip.  Any rescheduling of the trip shall be subject to approval of the principal as well as the Transportation Supervisor.

e. Superintendent or Designee Approval:

1. After approval of the Principal and Transportation Supervisor (if school buses are being used) the Superintendent or Designee shall review the application.  

a. If the Superintendent or Designee approves the application, it shall be scheduled on the school’s calendar.

b. If the Superintendent or Designee rejects the application, it shall be deemed denied.

4. Post Approval requirements:

a. Once approval of the field trip is received, the sponsor is authorized to finalize all reservations and requirements for fulfilling the requirements of the trip.

b. The sponsor is required to keep all student and parent/guardian contact information updated in the school’s office.  Any additions or deletions to the list of participating students shall be brought to the attention of the principal by written supplement to the application.

5. Trip Activities:

a. The sponsor shall insure and is responsible for all activities during the trip.  It is the sponsors’ responsibility that the trip activities conform to the approved itinerary.  

b. If any emergency occurs, the field trip sponsor will contact the principal and if unavailable the individuals on the emergency call list, as soon as possible.
BUCHANAN COUNTY PUBLIC SCHOOLS
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GRUNDY, VIRGINIA  24614

Instructions

1.  All field trip requests must adhere to approved guidelines.  In order for field trip requests to be approved, the steps listed below must be followed.

Step One:  Teacher submits request to Principal.

Step Two:  Principal approves or disapproves requests and submits request to    Transportation Supervisor.

Step Three:  Transportation Supervisor approves or disapproves and submits to Superintendent’s Designee.

Step Four:  Superintendent’s Designee approves or disapproves and submits to the Superintendent of schools.

Step Five:  Superintendent approves or disapproves.  (STOP HERE)

2.  Use of school buses will be limited to approved field trips within county and state.  Use of buses for trips out of state shall limited to trips of no more than 100 miles.

3.  All field trip requests must be submitted ten (10) days prior to the trip.

4.  All field trip requests must be typed.

5.  Out of county or state field trips for grades Pre-K-2nd approved on limited requests.

6.  Field trips are to be conducted during the school day.  Overnight night trips require special permission.  You cannot be reimbursed for student or faculty meals on a day trip.

7.  Only one field trip per grade per semester will be approved.

8.  All chaperons must be an employee or on the approved substitute or volunteer list.     For trips more than 100 miles, or overnight stay, at least one of the employees must have at least five years of teaching experience.

9.  All field trip forms must be completed in order for the field trip expenses to be reimbursed.  (Field Trip Voucher Form)

10. A student list must be on file at the school and central office with the field trip request.

11. The ratio of chaperons to students for all field trips cannot exceed one (1) to ten (10).

12. Average cost for substitute teacher per day is $65.67

13. All parts of the Field Trip and Out of Town request must be completed.
File:  IICA

FIELD TRIPS

The use of field trips to extend the learning opportunities provided in the regular instructional program and to provide opportunities for competition for students in extracurricular programs is a valuable activity.  Trips shall be approved by the Superintendent or Designee.  Principals are expected to consider the educational value of the trip, the availability of the learning opportunities and the distance, time and expense involved in the trip.  Principals are also responsible for following all procedures for requesting approval of field trips.  Only properly insured modes of transportation are to be used for school trips.  Principals should insure that no student is denied participation on a field trip because of the expense of the trip.

Adopted:
August 14, 2000

Legal Ref.:
Code of Virginia, 1950, as amended, sections 22.1-70, 22.1-78, 22.1-179.

©6/96 VSBA
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See also division regulation # R 6-42 Field/Recreation/Class Trips





   # R 6-33 Extracurricular Activities

(Form Must Be Submitted








Request Must Be Typed)

Ten School Days Prior To Trip)
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       REQUEST FORM-FIELD TRIPS

School:








  Date::




Field Trip Request for:  County_________, Regional_________, State_________, Out of State________

Section I:  To Be Completed By Teacher

Requesting Teacher:






 Date of Trip:




Destination:
















(Name of Destinations)

(Address)


(Zip Code)

(Telephone No.:)

Description of Institution Visited:










Departure Time:_____ Return Time:_____ Grade Participating In Activity:_____ No. Students:_____ No. Chaperones:_____

Purpose of Trip:












Unit of Study To Which This Is Related (SOL Objectives):







Itinerary For Trip In Detail:











List of Other Teachers and Other School Personnel Participating In Field Trip:





Teacher’s Signature





       Date

Section II. To Be Completed By Principal

Trip:  Approved_________  Disapproved_________  Comments:_________________________________

Completed the Following For Each School Bus Needed:

1.  School Bus Driver__________________ Bus No.:_____ Regular Driver_____ Substitute Driver_____

2.  School Bus Driver__________________ Bus No.:_____ Regular Driver_____ Substitute Driver_____

3.  School Bus Driver__________________ Bus No.:_____ Regular Driver_____ Substitute Driver_____

4.  School Bus Driver__________________ Bus No.:_____ Regular Driver_____ Substitute Driver_____
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Trip To Be Funded By:
Include In Total Estimated Expenditures For Cost Of Field Trip For Student Fees, Meals, Lodging, Substitute Teachers, Bus Drivers, Chaperons, Fuel For Buses, and Any Other Incurred Cost For The Trip, Distribute The Estimated Cost In Categories Funding Project,  This Section Must Be Completed For Approval.


Estimated Expenditures




            Estimated Revenue

Student Fees






School Board Fund





Lodging






School Activity Fund





Substitute Teachers





Federal Project Fund





Bus Drivers No. X 65.67




County Recreation Fund




Chaperons






Donations






Bus Cost ($3.53 X Miles)




Other (Identify)





(Operation Cost)





Total Revenue






Other Incurred Cost



Total Expenditures



Number of School Personnel Approved For This Field Trip:







Comments:














Principal’s Signature





        Date

School:







Date:






Section III. To Be Completed By Transportation Supervisor

Trip:  Approved_________  Disapproved_________  Comments:_________________________________

Estimated Number of Miles For Trip:________

1.  School Bus Driver______________________ Cell Phone Number:_____________________________

2.  School Bus Driver______________________ Cell Phone Number:_____________________________

3.  School Bus Driver______________________ Cell Phone Number:_____________________________

4.  School Bus Driver______________________ Cell Phone Number:_____________________________

Emergency Contact Number To Report Bus Problems Listed On The Attached Sheet.
A Per-Trip Inspection Must Be Completed By All School Bus Drivers.

      Transportation Supervisor’s Signature




      Date
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Section IV. To Be Completed By Superintendent Designee:

Trip:  Approved_________ Disapproved__________

Comments:















      Superintendent Designee Signature





      Date

Section V. To Be Completed By Superintendent:

Trip:  Approved_________ Disapproved__________

Comments:















  Superintendent’s Signature





     Date

BCPS – FT
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FIELD TRIPS

School:







Date:






Activity:














Grade(s):














Number of Participants:












(May use a separate sheet for each teacher an grade, for example five (5) classes do five (5) class pages 4 & 5

I. Teachers

1.




2.




3.





4.




5.




6.





II. Bus Driver(s)

1.




2.




3.





III. Chaperon(s)

1.




2.




3.




4.




5.




6.




IV.
Special Needs Students

1.




2.




3.




4.




5.




6.





7.




8.




9.





V.
Students

1.




2.




3.






4.




5.




6.





7.




8.




9.





10.




11.




12.




13.




14.




15.
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16.




17.




18.





19.




20.




21.






22.




23.




24.





25.




26.




27.





28.




29.




30.




31.




32.




33.






34.




35.




36.





37.




38.




39.





40.




41.




42.




43.




44.




45.






46.




47.




48.





49.




50.




51.






52.




53.




54.





55.




56.




57.





58.




59.




60.




61.




62.




63.






64.




65.




66.





67.




68.




69.





70.




71.




72.




73.




74.




75.





76.




77.




78.




79.




80.




81.
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82.




83.




84.




85.




86.




87.





88.




89.




90.




91.




92.




93.





94.




95.




96.




97-.




98.




99.





100.




101.




102.




103.




104.




105.





106.




107.




108.




109.




110.




111.





112.




113.




114.




115.




116.




117.




118.




119.




120.








Teacher




Principal




Date





Date

BCPS – FT

REV. 10/09

Page 7
Buchanan County Public Schools

Field Trips

Emergency Call List

Home Numbers
Work Number

Council Elementary

Mrs. Maretta Lester

(276) 498-3268
(276) 859-9329

Hurley Middle


Mr. Timothy Prater

(276) 566-4407
(276) 566-8523

J. M. Bevins Elementary
Ms. Deborah Estep

(276) 259-5230
(276) 259-7202

Riverview Elementary
Mrs. Deborah Lester

(276) 530-7299
(276) 935-1613

Russell Prater Elementary
Mr. Dave Bevins

276) 935-2507

(276) 597-7552

Twin Valley Elementary
Ms. Kathy Witt

(276) 498-4021
(276) 498-4537

Council High


Mrs. Karen Taylor

(276) 873-6107
(276) 859-2627

Grundy High 


Mrs. Leslie Horne

(276) 530-9828
(276) 935-2106

Hurley High


Mr. Tommy Blankenship
(276) 566-4348
(276) 566-7642

Twin Valley High

Mrs. Janie West

(276) 498-3171
(276) 259-7818

Vocational School

Mrs. Sue Cook

(276) 530-7730
(276) 935-4541

Robert L. Rife, Transportation Supervisor


(276) 259-6196
(276) 935-4551

Robert Coffey, Bus Garage Supervisor


(276) 597-8284
(276) 597-7920

Joyce L. Presley, Administrative Assistant Supt.

(276) 859-2332
(276) 935-4551

Tommy P. Justus, Division Superintendent


(276) 566-8075
(276) 935-4551

BCPS – FT
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BUCHANAN COUNTY PUBLIC SCHOOLS
P.O. BOX 833

GRUNDY, VIRGINIA  24614

FIELD TRIP VOUCHER

TO BE COMPLETED AFTER TRIP IS COMPLETED

(One Form For Each Bus)

Driver’s Name:



 School Bus Number:


Date:



Field Trip Destination:











Time Employed:
Beginning Trip:____________ End of Trip:___________ Total Hours:_________

Miles Traveled:
Beginning Trip:____________ End of Trip:___________ Total Miles:_________

(Odometer Reading)

Rate of Pay:________________

I CERTIFY THAT THE ABOVE TRIP REPORT IS CORRECT:

  School Bus Driver Signature





     Date

I CERTIFY THAT THE ABOVE TRIP REPORT IS CORRECT:

       Principal’s Signature






     Date

APPROVED__________ DISAPPROVED___________

Transportation Supervisor Signature




     Date

� A field trip sponsor(s) must be a licensed teacher or principal.
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