Field Trip Checklist

Field Trip to __________________
For (group?) ____________  
Planned Date ____________

	Task
	By date?
	Notes
	Who?
	Date Completed

	1.  Check with lead teacher on availability of date, funds
	1 mo before
	
	
	

	2.  Complete field trip request form, get lead to sign, get VP to sign, and turn in to VP in charge of fieldtrips
	2 wks before; 2 months before if overnight
	
	
	

	3.  Make arrangements with location(s) to be visited.  Get invoice to lead so payment can be arranged.
	1 mo before
	
	
	

	4.  Secure chaperones
	1 mo before
	
	
	

	5.  Call Transportation to reserve buses; get Transportation form filled out and to lead teacher
	1 mo before
	
	
	

	6.  Secure subs; share subs if possible
	2 wks before
	
	
	

	7.  Fill out, print and student permission forms
	2 wks before
	
	
	

	8.Create/assemble curriculum, organize student groupings
	1 week before
	
	
	

	9.  Collect student permission forms
	3 days before
	
	
	


