





OAKLAND UNIFIED OUT-OF-STATE FIELD
SCHOOL DISTRICT TRIP/EXCURSION REQUEST

Baslc Directions

This packet is available on the Intranet (School Operations Library) as a fillable-saveable pdf file. [f typed, similar fields
will populate throughout the packet making it quicker and easier to complete.

Requests must be submitted to Regional/Network Officer no later than 120 days prior to departure

Board approval Is required for all out of state trips. .

Return Health Services Notification Form to the Schoo! Nurse or Health Semces at the time you are requoshng
approval for a field trip

Use of Restricted Funds requires additional approval by State & Federal Compliance

Obtain Fingerprint and TB clearance (requirements per OUSD AR 1240) for all non-District employee chaperones.
(Arrange through httes: tor.org/Link; nto SpecialPro ousD/

or email volunteers@ousd.k12.ca.us. Continuing velunteer chaperones must be fingerprint cleared at least once
every 3 years and obtain TB clearance once every 4 years.)

Generally 1:10 Adult to Student ratio is required as provided in OUSD Board Policy 6153

Check the Pre-Approved Vendor List for contract and insurance requirements

Out-of-state trips have a bifurcated approval system (1) to approve the request and (2) to approve the trip since
not all information for the trip approval may available by the deadline for the request. When possible, submit the
required documents for the trip approval aiang with the initial trip request to make the full approvai process faster.

el R

PN

] Copy of program/vendor information describing vendor and scheduled activities
Required [ Al facility, program or vendor agreements/contracts, including OUSD Educational Organization Contract

Documents | [] Certificate of insurance from all private vendors:
for Request Program (attach copy unless publicly owned and operated)
Approval Facllity (attach copy unless publicly owned and operated or commercial iodging e.g. Holiday inn)

[] Board Approval Memo and Board Resolution

Required | [} “Checklist Prior to Trip Departure”

D‘;g;'?:gts [ Ust of students and adults attending trip

Approval [ “Declaration of Driv nts, completed by each driver of private or rental vehicle

dna Brewer Middle Schoo} 210

TRIP INFORMATION TO BE COMPLETED BY}S\\

School or Ce Site Number:

] Washlngton D.C. - National 4-H Conference Center
Destingtion

L

7100 Connecticut Ave, Chevy Chase, MD 20815 /

Address:
(301) 961-2801 /
Phone ohContact Info:

Departure - Date: 5/25/16 Time: 9:52!( Place of Departure: __SFO - San Francisco Intl. Airport

Retumn - Date: T__9:50PM __ Place of Retum: SFO - San Francisco Intl. Airport
Eligiable 8th grade students

Class(es)/Group Attending:

8 74
Grade(s): # of Students: # of Adults:
Erica Hutter & Courtney McBride
Teacher Supervising Trip: il o

erica.hutter@ousd.org & courtney.mcbride@ousd.org

Emergency Contact # During Trip:
Supervising Teacher's Email Address:
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Site to keep all fleld trip records {permission forms, declaration of drivers, etc) for 2 school years foliowing trip completion.

















