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OUT-OF-STATE FIELD
TRIP/EXCURSION REQUEST

Basic Directions

This packe! is available on the Intranet (School Operations Library) as a fillable-saveable pdf file. if typed, similer fields
will populate throughout the packet making it quicker and easler to complete.

Requests must be submitted to Network Superintendent no later than 120 days prior to departure
Board approval is required for all out of state trips. Jo
Retum Health Services Notification Form to the School Nurse or Health Services at the time
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 https:/ g ges ORSH/Spe 9

or email m_qm_mmgmﬁ Continuing volunteer chapemnes must be fingerprint cleared at least ance
every 3 years and obtain TB clearance once every 4 years.)

Generally 1:10 Adultto 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 appJove the trip since
not all information for the trip approval may available by the deadline for the request. When ible, submit the
required documents for the brip approval along with the initial trip request to make the full appfoval process faster.

u are requesting

e N

o N®

O Copy of program/vendor information describing vendor and scheduled activities cl
Required [ All facility, program or vendor agreements/contracts, including OUSD Educational Qrganization Contract

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

[ Board Approval Memo and Board Resolution

Required | [] “Checklist Prior to Trip Departure”

Dﬁ"{.‘::“ O Listof s attending trip
Approval Q}Bﬂraﬁon of Dri dre attachments, completed by each driver of privale or rental vehicle

TRIP INFO ION TO BE COMPLETED TEACHER:
j or Center; Oakland Technical Hiah School \ Sitg Number: ___305

/
Destination: Spain: Barcelona, Madrid, Sevilla, Cordoba, Granada, Malaga
J

Address: EF Tours, Denver 1775 Blake St Denver CO 80202

\ghme or Contact Info: Gretel Stingley 1-720-803-8768

Depaiture.- Date: 613/16_— Time: __6:00 am.  Place of Departure: SFOAIport
SFO Airport

Retum - Date: 6/23/16 Time: __10:00 p.m. _ Place of Retum: Airpor
\ .

Class{es)/Group Aﬂendms: ﬂz.mnish.ﬂm_
Grede(s): ___98-12___ # of Students: 14  #ofAdults: _2
Teacher Supervising Trip: F elicidad Guirag

- o ——

Emergency Contact # During Trip: 510-805-2753 / 0-11-34-653-1270

Supervising Teacher's Email Address: feficidad.quime@ousd.org
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OAKLAND UNIFIED Site: Oakland Technical High School
SCHOOL DISTRICT Teacher Supervising Trip: Felicidad Guirao

Destination: Spain: Barcelona, Madrid, Sevilla, Cordoba, Granada, Malaga
Date of Departure: 6/13/16

Check One
Approved | Denied

APPROVAL OF REQUEST Signature Date

Site,Administrator
ip aligns with grade level standards
fip purpose, supervision plan, / hl Ié‘] 4
transportation, safety parameters and
nding are appropriate
Reviewed agreements/contracts with any
Qf;éility. program or vendor (attach copies)
(o]

rganization(s) involved in the trip have
expertise in operating student trips

Network Superintendent

[Trip purpose, transportation, and funding
aje’ appropriate

[(JOrganization(s) involved in the trip have
expertise in operating student trips

State/Federal Compliance (if restricted funds)

[J Compliant use of resources and in
alignment with school site plan {(SPSA)

Risk Management

([ Business contracts, insurance, safety and I% //b
policy compliance are sufficient - '

] Notify Site of conditional approval of
Request pending receipt of the ‘
completed Checklist Prior to Trip
Departure (and attachments)

Check One
Approved | Denied

APPROVAL OF TRIP Signature

Site Administrator
orward the completed: (1) Checklist
Prior to Trip Departure; (2) list of students / q /u{ /
and adults attending trip; (3) “Declaration
of Driver” and required attachments,

completed by each driver of private or
rental vehicle

Risk Management)

[ Confirm receipt of completed Checklist,
list of students/adults, and Declarations of
Driver

[ Notify Site of Trip Approval once
approved by Superintendent

Superintendent
(O Approverdisapprove trip /
(J Returns Request Form to Risk

Management
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