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FIELD TRIPS & EXCURSIONS 

The Board recognizes that field trips and excursions are important components of a student’s 
development. Field trips and excursions are educationally sound and an important ingredient to the 
instructional program of the charter school. Such activities supplement and enrich classroom 
learning and encourage new interests among students, make them more aware of community 
resources and help students relate their educational experience to the outside world. Properly 
planned and executed, field trips and excursions enrich Excelsior’s educational program and the 
social development of Excelsior’s students. 

Field trips and excursions are to be planned and carried out with safety as a priority and in a manner 
that minimizes Excelsior’s legal liability and financial cost. 

The Superintendent shall ensure that the effectiveness of field trips and excursions are monitored 
and continually evaluated to ensure that such activities continue to promote the goals and 
objectives of Excelsior’s educational program. Teachers are to have a considerable degree of 
flexibility and innovation in planning field trips. 

Field Trip Definition 

A “field trip” occurs when students leave school grounds for an educational purpose.  It is a student 
trip for the purpose of curriculum related study, community service, outdoor education, or part of 
a school sponsored activity. 

A “field trip” is school sponsored if the school pays or the activity, it is part of the educational 
process, or it is supervised or staffed by school employees. 

Types of field trips include: 

• Day field trips 

• Extended day field trips 

• Overnight field trips 

Field Trip and Excursion Planning and Approval 

All field trips and excursions that take place during school hours must receive prior written 
approval by the Principal or principal designee. The Principal or designee shall ensure that the 
sponsoring teacher/facilitator has set out in writing a full description of the proposed activity to 
include the following: 

• The educational purpose of the activity 

• Detailed information on the activities in which the students will be participating  
o Date/Time of trip 
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o Destination of trip 
o Staff members attending 
o Estimated number and grade level of students attending 
o Related brochure/information provided 

• Means of transportation 

• Means of providing food identified, if necessary 

• Estimated number of drivers/chaperones needed, listing any special qualifications 

• Adequate restroom facilities 

• Estimated costs and funding source 

• Any medical and/or liability release forms required by the venue 

• Any other special student needs 

Overnight field trips and excursions, including but not limited to California Interscholastic 
Federation (“CIF”) trips, require Board approval. 

Any administrator of Excelsior may exclude from the field trip or excursion any student whose 
presence on the field trip or excursion would pose a safety or disciplinary risk. 

An administrator shall not approve activities that he/she considers to be inherently dangerous to 
students. 

Administrative Review 

Field trips provide a valuable educational benefit.  It is important for administrators to carefully 
review and monitor field trips to ensure that risks and potential school liability are minimized. 

Administrator should do the following: 

• Ensure that the Field Trip Approval Request is filled out accurately and completely 

• Ensure the field trip meets curriculum standards 

• Determine appropriateness of activities for the students age, skill and behavioral level 

• Provide administrative approval for the field trip 

• Review and/or sign related contracts, if necessary 

• Obtain or provide certificates of insurance related to contractual agreement and/or facility use 

Permission Slips 

Permission slips are: 

• Legal documents 
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• Must be in written form only 

• Must be filled out completely and signed by a parent/guardian 

• Must be turned in no later than one week prior to the day of the field trip 

No student will be permitted to go on a field trip or excursion without a completed, permission slip 
signed by the student’s parent or guardian by the due date. The permission slip shall include a 
waiver of all claims against Excelsior, its employees and the State of California for injury, accident, 
illness or death occurring during or by reason of the field trip or excursion. In addition, the 
permission slip shall include an emergency telephone number for the student; any medications the 
student is required to take, along with the time and dosage required; and any medications the 
student is allergic to or other medical information necessary to ensure the student’s safety. 

 
Permission slips will be copied.  One set will remain in the school office. The office copies will be 
retained for a minimum of one year after the field trip has occurred. One set will accompany the 
teacher/facilitator in charge of the trip. 
 
Accident and Medical Insurance 

Excelsior does not provide student accident or medical insurance. However, information and 
applications for student injury and medical insurance are available from the Business Office. 
Applications and payments must be sent directly to the insurance company. 

Supervision of Field Trips and Excursions 

The sponsoring teacher/facilitator must be present to supervise the field trip or excursion. The 
Superintendent or his/her designee shall be designated as the emergency contact for the group on 
the field trip or excursion. The sponsoring teacher or Excelsior employee accompanying the group 
shall have completed a first aid course which is certified by the American Red Cross. 

A first aid kit shall be in the possession of the sponsoring teacher/facilitator or accompanying 
Excelsior employee at all times during the field trip or excursion. If the field trip or excursion is 
conducted in areas known to be infested with poisonous snakes, the first aid kit must contain 
medically accepted snakebite remedies. The sponsoring teacher/facilitator or Excelsior employee 
must also be certified in a first aid course emphasizing treatment of snakebites. 

 
Excelsior employees shall not consume alcohol or use controlled substances (except for 
medications taken under a physician’s orders) while accompanying and supervising students on a 
field trip or excursion. 

 
Any injuries or unusual incidents occurring during the field trip or excursion shall be documented 
in writing by the sponsoring teacher or other Excelsior employee accompanying the field trip or 
excursion. 

Adult/Student Ratio 
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The adult/student supervision ratio shall be determined by the authorizing administrator and must 
be observed at all times during the field trip or excursion. Students are under the jurisdiction of the 
Board at all times during the field trip or excursion and school rules are to be adhered to at all 
times.  

• Teachers are the main authority while on field trips.  Any concerns or issues should be reported 
to the teacher in charge. 

• Students must be supervised at all times. 

• Participants are to abide by all rules and regulations governing conduct during the trip.  Any 
violation of these rules and regulations may result in that individual being sent home at his/her 
parent or guardian expense. 

• Violation of field trip policy and/or procedures may prohibit attendance on future field trips. 

Medication 

Determine specific student medical needs, including allergies, and how to accommodate these 
needs.  Determine how to accommodate specific needs of high-risk students throughout all phases 
of the field trip. 

Comply with medication procedures. 

Parent/Guardian Participation in Field Trips and Excursions 

Parents/guardians are encouraged to participate in field trips and excursions to assist with 
supervision of students. Parents/guardians must be pre-approved as a volunteer. Parents/guardians 
accompanying the Excelsior group shall receive clear information regarding their responsibilities 
from the sponsoring teacher/facilitator. Prior to the field trip or excursion, the Superintendent or 
his/her designee may hold a meeting for parents/guardians accompanying the Excelsior group as 
supervisors to discuss, among other things, safety  and the importance of safety-related rules for 
the field trip or excursion, how to keep a group together and what to do if an emergency occurs. 

Parents/guardians will be assigned a specific group of students and shall be responsible for the 
continuous monitoring of these students at all times. Parents/guardians shall not consume alcohol 
or use controlled substances (except for medications taken under a physician’s orders) while 
accompanying and supervising students on a field trip or excursion. 

Transportation 

Field trip transportation may include: 
• Private Vehicle 
• Buses 
• Walking 
• School vans 
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Field trip drivers must be approved by Excelsior, including having a DMV H-6 driving record on 
file, proof of adequate insurance coverage, a copy of the driver’s license.  

DMV H-6 driving records will be approved on a case by case basis; however, a driving record may 
not have more than 2 points in the last 3 years for the driver to be eligible to be school approved. 

Drivers must sign and abide by the Driver Code of Conduct.  Please refer to the Parent Information 
Guide and Driver Code of Conduct for complete field trip rules and regulations. 

No siblings, additional family members, or friends are allowed on field trips. Only those participants 
prior approved by Excelsior, including staff, students, drivers, and chaperones are allowed.   

Consideration will be given to the safest mode of transportation and the safest routes of travel. If 
travel is by van, the legal occupancy limit must not be exceeded. Seat belts are to be used at all 
times while traveling. 

Under no circumstances shall students transport other students except siblings with parental 
permission. 

Excelsior shall take reasonable precautions to ensure that individuals volunteering to transport 
students are responsible and capable operators of the vehicles to be used. 

 
Defraying Expenses of Field Trips and Excursions 

 
Students may help defray field trip and excursion costs through donations. A student may not be 
denied the privilege of participating in a field trip or excursion due to lack of funds. Other approved 
funding may also offset expenses of field trips and excursions. The sponsoring teacher/facilitator 
must provide alternative educational activities for those students not participating in the field trip 
or excursion due to choosing not to attend or whose parents/guardians do not give permission for 
the student to participate in the field trip or excursion. 

 
 
Adopted: 12/20/2011 

 

Amended: 06/14/2016 
 10/09/2018 
 09/10/2019 
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