Hartford Public Schools

Class Excursion Request Form

GENERAL INFORMATION

School

Date of Excursion


Group Going

Number of Students


Destination:

Time of Departure




Time of Return


TRIP DETAILS

Describe all activities


Provide detailed plans for transportation (number of buses, drop off/pick up time and location.  If private cars are to be used, give names of Board of Education employees who will drive.  Use of drivers other than Board employees will not be authorized):

Describe plans for meals if applicable:


Describe plans for supervision in accordance with HPS regulations/policies.  Please include:  1) number of adults per student (within the city - one teacher for first 30 pupils, one supervisor for each 30 thereafter; outside the city - one teacher for the first 10 pupils and one supervisor for each 10 thereafter) 2) how adults will be deployed; and 3) special qualifications, etc. 

If appropriate, please describe any special risks (water safety, construction, etc.) involved with this trip and plans to minimize/address those risks:

How will student disabilities be accommodated?


Name and telephone number of Administrator contact at school during trip (Note:  Parents must be advised of this name and phone number on permission slip):

Is there a cost to students for the trip? 
(
No
(
Yes
$


If so, describe cost structure and refund policy.  Please include how this information will be provided to parents:

Describe arrangements to notify parents in case of delay or emergency:


RELEVANCY TO CURRICULUM

Describe how the trip relates to curriculum and enhances student learning.


How will students and parents be notified of the purpose of the trip?

How have students and parents been involved in the process of planning the trip?

Describe plan to evaluate the experience, including follow-up classroom activities to reinforce the educational value of the trip.


CHECKS

(
Yes
(
No
(
N/A
Each of the procedures for field trips and excursions contained in







regulation  R-6126(a) will be implemented.

(
Yes
(
No
(
N/A
Parents have been advised of an administrator contact name and phone number.

(
Yes
(
No
(
N/A
Cost structure, refund policies, etc. have been explained to parents.

(
Yes
(
No
(
N/A
Sample of written parental permission form attached and on file at school.

REQUIRED SIGNATURES

Teacher in Charge
Date

Principal
Date

REQUIRED APPROVAL SIGNATURE

(
Approved
(
Not Approved
(
Additional Information 


Assistant Superintendent
Date





Forms should be faxed to Student Support Services (722-8547) 15 days prior to the scheduled trip.


