







































































































































Check List for School Sponsored Trips
The following steps must be completed prior to taking school sponsored trips. Detailed student trip guidelines and forms are attached. 

Top of Form
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	Complete Field Trip Request Form and Submit to Principal for Approval.  The attached Field Trip Request Form is used to seek approval of student trips and associated fundraising activities.  It is required for all trips that involve expenditures or student fees.  (Use of this form in other situations is at the discretion of the Principal/ Director.)   
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	(Overnight/Out of State/International Trips Only)  Attend Planning Meeting.  A mandatory planning meeting is required for all overnight. out-of-state and international trips between the faculty coordinator, the Principal and School Bookkeeper (as well as other staff designated by the principal), for the purpose of planning the financial and administrative aspects of the trip. 
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	Send Information Letter to Parents/Guardians 
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	Collect Parent Permission Forms.  Parents/guardians must give their permission for students to participate in any school-sponsored trip.  The attached form, developed by Town Counsel, should be used.  This form may be amended to include additional information, but may not be adjusted to remove or alter existing language.  
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	(If Fundraising by Non-School Groups Involved)  Liability Waiver Signed. School Committee   policy requires non-school groups (such as parents or booster clubs), who conduct fundraising events on behalf of student groups, to sign the attached liability waiver and submit it to the School Principal in advance of the fundraising event.
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	Collect Trip Funds; Deposit with Bookkeeper 
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	Prepare Expenditure Requests; Submit to Bookkeeper 
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	CORI Approval for Chaperones (through the Office of Personnel)
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	Other ____________________________________________
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	Other ____________________________________________


Bottom of Form

All Trip Forms Available Online at: http://rwd1.needham.k12.ma.us/finance/staff%20forms
Student Trip Procedures Available Online at:  http://rwd1.needham.k12.ma.us/finance/Procedures
