
Policy	
  FILE:	
  	
  IHOA-­‐E1	
  	
  
STUDENT	
  TRAVEL/	
  FIELD	
  TRIP	
  AUTHORIZATION	
  FORM	
  

For more information see Policy IHOA 
Form	
  Adopted:	
  	
  March	
  10,	
  2015	
   CAPE	
  ELIZABETH	
  SCHOOL	
  DEPARTMENT	
  	
  	
   	
  

	
  

Group/Team	
  Name:	
  	
   	
  

Name	
  of	
  Faculty/Trip	
  Leader	
  Making	
  Request:	
   	
  

Date(s)	
  of	
  Proposed	
  Trip:	
   	
  
#	
  of	
  School	
  

Days:	
   	
  
#	
  Nights	
  
Away:	
  

	
  

Trip	
  Destination:	
   	
   Distance	
  (one-­‐way):	
  
	
  

Purpose/Benefit	
  of	
  Trip:	
  
	
  

#	
  Students:	
   	
  
#	
  Chaperones:	
  

(including	
  Ldr)	
   	
   School	
  Staff:	
   	
   Parents/Other:	
   	
  

Cost	
  Per	
  Student:	
  
	
  

Description	
  of	
  any	
  Fundraising:	
  
	
  

Do	
  all	
  members	
  of	
  the	
  group/team	
  have	
  an	
  opportunity	
  to	
  participate?	
  	
  
	
  If	
  not,	
  describe	
  circumstances:	
  	
  

	
  

FOR	
  OVERNIGHT	
  TRIPS:	
  

All	
  parent/other	
  chaperones	
  have	
  attended	
  volunteer	
  training:	
   	
  

Date/time	
  of	
  pre-­‐trip	
  chaperone	
  meeting:	
   	
  
	
  
FOR	
  OUT-­‐OF-­‐COUNTRY	
  TRIPS:	
  	
  Travel	
  and	
  cancellation	
  insurance	
  arrangements	
  (attach	
  copy	
  of	
  contract	
  with	
  
insurance	
  and	
  cancellation	
  provisions	
  highlighted).	
  
	
  
APPROVAL	
  OF	
  TRAVEL:	
  	
  
	
  

	
  
	
  
	
  

Transportation	
  Arrangements:	
   	
  

Arrangements	
  for	
  Mixed	
  Gender	
  Supervision:	
   	
  

Principal	
  or	
  AD:	
   	
   Date	
   	
  

Superintendent:	
   	
   Date	
   	
  

School	
  Board:	
   	
   Date	
   	
  

§ All	
  travel	
  must	
  first	
  be	
  approved	
  and	
  recommended	
  by	
  the	
  principal	
  or,	
  in	
  the	
  case	
  of	
  athletic	
  trips,	
  the	
  athletic	
  administrator.	
  The	
  
principal	
  and	
  athletic	
  administrator	
  are	
  permitted	
  to	
  approve	
  in-­‐state	
  day	
  trips	
  (no	
  overnight	
  stays)	
  without	
  the	
  endorsement	
  of	
  the	
  
Superintendent	
  or	
  School	
  Board.	
  

§ Out-­‐of-­‐state	
  trips	
  within	
  New	
  England	
  and	
  in-­‐state	
  trips	
  requiring	
  no	
  more	
  than	
  one	
  night’s	
  stay	
  must	
  be	
  approved	
  by	
  the	
  
Superintendent.	
  	
  

§ Board	
  approval	
  is	
  required	
  for	
  trips	
  outside	
  of	
  New	
  England;	
  for	
  all	
  trips	
  requiring	
  two	
  or	
  more	
  overnight	
  stays;	
  and	
  for	
  all	
  trips	
  
requiring	
  a	
  per-­‐student	
  cost	
  or	
  fund-­‐raising	
  of	
  $500	
  or	
  more.	
  	
  

§ Travel	
  requests	
  needing	
  approval	
  from	
  the	
  Superintendent	
  or	
  Board	
  should	
  be	
  submitted	
  at	
  least	
  two	
  months	
  in	
  advance	
  of	
  the	
  trip.	
  


	group / team name: A.P. U.S. Government Classes
	trip leader making request: Ted Jordan
	date(s) of trip: Tuesday, March 21
	# students: 60
	# par/oth: 0
	#sch staff: 4
	# chap: 4
	# school days: 4
	# nights away: 3
	destination: Washington, D.C.
	distance 1-way: 546 miles
	purpose of trip: To visit the capitol, to meet with policy makers and influencers
	transp arrangements: Bus to Boston, Fly to Reagan then reverse on return
	supervision: 2 men/2 women
	cost per student: approximately $500
	fundraising: Will be family funded for students
	overnights chap training: Yes
	overnights meeting info: TBD
	Text1: We will be able to support a small number of families with either payment plans or reduced costs.


