“Gophers On The Go” Field Trip Checklist

When planning a field trip, remember the cost for our families especially when they may have more than one child attending.  Students cannot be left behind due to inability to pay. All field trips must be educational.

Choose your location and date.  When checking costs, find out if you must prepay, pay a deposit or bring a check with you the day of your trip.  Do not make arrangements for the trip until you have been approved by administration.
Field trip request (MIS-106 – pdf form) must be filled out and returned to the  bookkeeper four weeks prior to date of trip.  Make sure all employees are listed on the form.  If an instructional assistant is attending, please get administration’s approval and make sure they have made arrangements for their assigned duties.
Once Request Is Approved:

Estimate cost to be charged for the entire trip for admissions, if they apply,  school buses or charter buses.  Check with the bookkeeper for current charter bus information.  All money is to be turned in daily on a monies collected form (MIS-170 pdf form).
Prepare a letter to go home with the permission slip (MIS-166 pdf form in English & Spanish).  Before the letter is sent home it must be approved by administration.  The secretary must be given a copy of the approved parent letter to keep on file.

___ Submit your Chaperone List (MIS-155 pdf form) one week prior to your field trip.
Prepare your Internal Purchase Orders (MIS-172 pdf form) to cover the cost of admissions and buses.  Turn in three weeks prior to trip.

Complete and submit three-four weeks prior to your trip the “Lunch on the Go” form for the cafeteria.  This provides enough time for the cafeteria to order picnic style foods.  Keep in contact with the cafeteria (ext. 45378) regarding your count for lunches.

Complete and submit two weeks prior to your trip the “Field Trip Medication” form to the school’s clinic.  This will give the clinic a heads up on meds, epi pens, first aid kit, etc.  Check to see which teachers are trained & certified to give meds.

Make arrangements for students staying behind and provide a list to the front office.  Do not leave campus without leaving this information with the office staff.
Take your copy of the permission slips with you and leave the front office their copy for emergency contact information.  Contact parents of children who have not returned field trip permission slips the day before the trip.  
