Miami Southridge
Senior High School
Field Trip Handbook

Humberto J. Miret
Principal
(Rev. 8/18)

Field Trip Handbook
PLEASE NOTE:
Forms have been updated for the 2018-2019 school year.
DO NOT use old forms.
This handbook is intended as a guide. Although every effort has been
made to include all important and necessary details, it does not relieve the
employee’s responsibility to be familiar with and follow all required policies
and procedures associated with the activities mentioned herein. For
further information, please refer to the MDCPS Field Trip Manual which is
available on the district website in the e-handbooks directory.
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Overview
In accordance with School Board Policy 2340 (see page 3) field trips should
supplement and enrich classroom procedures by providing learning experiences
in an environment outside the schools, arouse new interests among students,
help students relate school experiences to the reality of the world outside of
school, bring the resources of the community - natural, artistic, industrial,
commercial, governmental, educational - within the student's learning
experience, and afford students the opportunity to study real things and real
processes in their actual environment.
Only the sponsor, approved chaperones, and students on the field trip
roster may participate in a field trip. No other persons may travel with the
group or participate in the trip (This includes children/friends of staff members
and chaperones).

Moratoriums
Moratoriums for fieldtrips will be enforced when testing is in session. Moratorium
dates will be issued by the administration as needed.

Approval Time Line
The following time lines are based on field trip forms that are turned in
correctly; it does not allow for incomplete or incorrect forms that need to be
returned to the sponsor for corrections.
NOTE: All field trips forms, regardless of location, purpose or School Board preapproved, must be sent to the region office for final approval, no exceptions.
In-County
In-County
Out-of-County
Out-of-County
Out-of-State

(no sleeping arrangements) 10 Business Days
→Activities →Principal
(with sleeping arrangements) 20 Business Days
→Activities →Principal →Region
(Pre-Approved) 20 Business Days
→Activities →Principal →Region
(Not Pre-Approved) 20 Business Days
→Activities →Principal →Region
60 Business Days prior to School Board Meeting
→Activities →Principal →Region → Division of
Athletics/Activities →School Board
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Forms
All forms must be typed and are available at www.miamisouthridgeshs.com
under the Faculty tab.
#
1
2
3
4
5
6
7
8
9
10
11

FORM #

2431
6298
1104
0994
1596
6614

FORM NAME
Miami Southridge Field Trip Handbook2
Miami Southridge Field Trip Check List (In County)
South Region Field Trip Check List (Out of County
Field Trip Permission Request Form
Class Coverage Form
Request for Approval to use Private Vehicle for Transporting Students
Request for Travel Expense Advance Reimbursement
Travel Expense Report by Faculty When Accompanying Students
MDCPS Bus Request Form (only when using MDCPS buses)
Water Related Field Trip Request
Sample Itinerary (for out of county trips)

Sponsor’s Responsibilities
The Activities Director will process all field trip requests. Upon approval, a
signed field trip packet will be placed in your mailbox so that the parent
permission forms can be duplicated and given to the participating students.
Approved Parent Permission forms will be stamped “APPROVED STUDENT
ACTIVITIES.”
As the sponsor your must:
•

•

•
•
•

Complete the field trip packet requesting permission from the Principal to
conduct the field trip.
o Field Trip Check List attached to front of packet.
o Field Trip Permission Request Form (FM-2431)
o Any other applicable forms depending on trip (see checklist).
Make arrangements for transportation with an approved bus company.
o Teachers/chaperones are responsible for paying tolls and/or parking fees,
or other charges when required.
o Teachers/chaperones in charge of the trip are responsible for making
parking arrangements at the place(s) to be visited.
Ensure that adequate funding is procured to fund the trip.
Ensure that all chaperones on the roster are cleared at the appropriate level
for the trip. See the activities director for a list of approved chaperones.
Must have the completed and signed parent permission forms with them at all
times in case of emergency.
o Make sure that the medical information is complete. Do not accept an
incomplete field trip form from the student.
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•

•

•

o Never take a student on the field trip who has not returned the completed
form.
o Follow the itinerary. When completing the field trip forms, make sure that
all places visited (even a separate lunch stop) are listed.
The field trip sponsor must schedule and hold an orientation meeting with all
chaperones and volunteers prior to the field trip. The agenda must include
the following discussion points:
o Emergency plan
o Cell numbers
o Building evacuation plan
o Lightning safety
o Injuries
o Transportation break downs
Prior to departing the sponsor must check the Field Trip Roster as students
load the bus and provide the attendance clerk with an updated copy of the
actual roster containing the names of the students who are physically present
and are participating in the field trip.
Upon returning from the trip, submit the following to the Activities
Director:
o Copy of updated roster (showing students who actually attended)
o Parent Permission Forms (alphabetized).

NOTE: Water-related field trips have special requirements. Please contact the
Department of Safety, Environment and Hazards Management to verify that the
activity meets the requirements for water safety (305-995-4949). Complete the
Water Related Field Trip Request Packet (FM-6614).

Transportation
You may secure a list of approved bus companies from our website.
At no time may students transport other students.
The use of private vehicles on field trips is discouraged. However, at times it is
practical when only a few students are participating on a particular trip. Only
school-site employees and cleared (Level I or 2) volunteers may transport
students on field trips when the following procedures are followed.
• Request for Approval to Use Private Vehicle for Transporting Students (FM6298) is completed by each driver.
o A copy of the employee/volunteer’s driver’s license and insurance is
submitted with the form for verification.
o The vehicle meets the Federal Guidelines for transporting students.
o The Principal has approved the use of the private vehicle, indicated by
his/her signature on the form.
o Only the vehicle and driver approved by the Principal on the form may be
utilized.
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•

o The occupant crash protection system provided by the vehicle
manufacturer (factory installed seatbelts) must be used unless the
student’s physical condition prohibits such use.
If students are driving themselves, a parent must indicate approval on the
Parent Permission Form. Students are NOT permitted to drive other
students.
o This option may only be used with special permission.

Private passenger vehicles, minivans, approved buses and some sport utility
vehicles are authorized to transport students on field trips. SUVs must have a
wheelbase greater than 110 inches. Consult the district’s list of approved SUVs
(Risk Management 305-995-7133).
When a vehicle is rented to be used to transport students on any field trip, the
Request for Travel Expense Advance/Reimbursement (FM-1104) must be
submitted for approval by the Principal and the Regional Center. All rental
vehicles must meet the same safety guidelines as private vehicles. The rental
company must be an M-DCPS approved vendor.
School-sponsored trips involving students traveling by air must be with an FAAcertified air carrier.

Chaperone/Volunteer Guidelines
The adult-student ratio:
• Single day trip 1:15
• Overnight trip 1:10
• Water Related trip: 1:5
School-site employees of the school sponsoring the field trip as well as
volunteers who have been cleared by the M-DCPS School Volunteer Program
(application completed, entered online, background check processed and
approval received by the school) are permitted to serve as chaperones for field
trips, so long as the person is aged 21 or older.
Employees at M-DCPS work locations other than the one sponsoring the field trip
must complete the School Volunteer Program clearance process prior to
chaperoning any field trip that is not sponsored by their work location. All
volunteers will undergo a background check.
Family members (spouse, children, significant others) of employee chaperones
are NOT allowed to chaperone/attend field trips (including overnight trips).
If a student group has members of each gender then chaperones of each gender
must accompany the group.
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VOLUNTEER LEVELS
(Allow four weeks for volunteer clearance)
• Level 1: cleared volunteer who is limited to positions that are not “high
security” (no fingerprinting required). A Level 1 volunteer can chaperone a
field trip that is NOT an overnight trip involving hotel or similar
accommodations.
• Level 2: cleared volunteer who can volunteer in any capacity, including “high
security” positions and overnight trips involving hotel or similar
accommodations (fingerprinting required).
Remind chaperones/volunteers of the following policies:
1.
They cannot bring their other children on the trip.
2.
Sign-in on the volunteer log kept in the main office.
3.
Wear an identifying ID
4.
Behave and dress appropriately at all times
5.
Assume 24 hour-a-day responsibility when on overnight trips
6.
Remain with the group at all times
7.
Report problems immediately to a teacher/administrator
8.
NEVER consume alcoholic beverages, smoke, or use mood modifiers
while serving as a chaperone

Financial Guidelines
All money collected from students to fund school-sponsored field trips must be
accounted for through the school’s Internal Fund. See the school treasurer for a
receipt book and instructions.
The amount collected from students must only include the actual expenses,
rounded to the nearest dollar.
Students shall not be denied the privilege of participating in a field trip or school
activity because of financial need. Provisions shall be made, when necessary, to
finance the field trip through fund-raising activities.

Secondary Athletic Field Trip Notes
•

All athletic field trips should have a field trip form to cover the seasonal games
and/or practices when held off campus. The head coach should complete a
one-time Field Trip Permission Request Form (FM-2431) which lists the
dates and times of all practices/games for the season and complete all
other required documentation.

•

Any student-athlete or team participating in any athletic event requiring
sleeping arrangements or hotel accommodations must follow established MDCPS field trip procedures.
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