Instructions for Field Trips
The educational value of the trip needs to be justified clearly on the Field Trip Request Form.

Local Field Trips:
· Complete Request for Field Trip
· Fill out Form 555-6 if you use MCPS bus or Form 560-31 Part I and III (MCPS #560-31) if you use charter bus.

· Fill out Field Trip Cost Estimate form.
· Contingency Plan including the following:
1. How would you communicate with the parents in an emergency? Do you have a list of emergency contact number for every student on the trip?
2. What would you do if your return to Northwest HS is prevented by national/weather emergency by hours or days?
3. What would you do if the mode of transportation of your return is not available?
· Use Field Trip Accounting form (MCPS #280-41) to keep track of the payment from students each day and deposit the money to Finance Office.
Out of Area Field Trip (Destinations more than 75 miles away)

· Complete the Field Trip Request Form
· Fill out Permission Slip Form (MCPS #560-31) Part I and III except the students’ name.
· Use Field Trip Accounting form (MCPS #280-41) to keep track of the payment from students.

· Fill out Field Trip Cost Estimate form.

· Contingency Plan including the following:
1. How would you communicate with the parents in an emergency? Do you have a list of emergency contact number for every student on the trip?
2. What would you do if your return to Northwest HS is prevented by national/weather emergency by hours or days?
3. What would you do if the mode of transportation for your return is not available?

· Complete Travel/Study Approval for Overnight and Extended Trip (MCPS # 210-4).  Fax the entire packet to Office of School Performance for approval.
