PROCEDURES FOR REQUESTING FIELD TRIPS AND EXTRACURRICULAR TRIPS
ELEMENTARY, MIDDLE AND SECONDARY SCHOOLS
These procedures are issued to assist district and school staff members in the implementation of the policy on field trips. 

A. Definitions 

Field trips are school-sponsored, off-campus student learning activities which supplement, extend, or enrich the regular instructional program in a manner not possible within the school setting.
Extracurricular trips are trips related to school-sponsored extracurricular activities sanctioned by the Elbert County Board of Education.

B. Procedures and Guidelines for Conducting, Field Trips and Extracurricular Activity Trips
1. Trips are to be planned to ensure the safety of students and chaperons, and to keep the risk of liability at a minimum. 
2. Field trips made during the school day must have sufficient educational potential to justify the time taken from the classroom instructional program. 
3. Trips which are strictly recreational in nature are not authorized during the regular student/teacher day. 
4. Members of the school staff officially supervising and chaperoning students on trips shall have complete knowledge concerning location of every student in the group at all times. "Complete knowledge" does permit entrusting the supervision of small groups of students to non-staff chaperons. 
5. All members of the Elbert County School System, including students, shall conduct themselves in an exemplary manner at all times. 
6. Written parental permission for student participation in field trips and extracurricular trips is required to be filed in the school prior to departure. 
7. A minimum of one chaperon per 20 students is required for all trips. 
8. The class, group of students, or team shall depart for the return trip at the earliest practical time following the planned field trip experience, game, contest, or event.  Students shall be checked against a master list prior to departure for the return trip.  Should any student not be present, a sponsor or other school employee must remain behind until such student(s) have been located, and their safety and return assured. 
9. A travel list of students and names of chaperons by vehicle, and trip itinerary shall be available in the school office prior to departure. 
10. Should it become necessary for emergency help for any student, it will be the principal's responsibility or designee to authorize a teacher or chaperon to seek such help as needed.

C. Use of School Buses for Field Trip)’s and Extracurricular Activities 

1. Field Trips on Normal Student Days


a. Trips will be planned between the hours of 8:30 AM - 2:00 PM, and after 4:30 PM only. 

b. Requests for field trips will be written and submitted to the Transportation Department's Field Trip Specialist as soon as a trip is planned. No trip request may be submitted to the Transportation Department less than ten days prior to the date of the trip. 

c. Schools should be able to confirm their trips no later than five days prior to the date of the trip.  Schools unable to confirm a trip five days prior to the trip should call the Field Trip Specialist 706 283-6650 to inquire as to the trip status.

2. Field Trips on Non-School Days

a. There are virtually no limitations as to the number of buses available on non-school days.  With proper planning, transportation should be available to meet any reasonable request anywhere in Georgia. 

b. Requests for field trips will be submitted to the Transportation Department as soon as a trip is scheduled.  No trip request may be submitted to the Transportation Department less than ten days prior to the date of the trip.

c. Schools may confirm their scheduled trips with the Transportation Department five days prior to the date of the trip. Schools unable to confirm a trip five days prior to the trip should call the Field Trip Specialist 706 283-6650 to inquire as to the trip status.
3. Buses for All Athletic Trips

a. Bus request for athletic trips should be submitted to the Transportation Department prior to the opening of the school year. These requests are to be confirmed five days prior to each trip. 

b. Trips will be planned between the hours of 8:30 AM - 2:00 PM, and after 4:30- PM. only.

4. Rates for All Schools for In-County and Out-of-County Trips
a. Rates are figured on portal-to-portal basis. All in-county trips will incur a fee of $1.20 per mile plus a $25.00 minimum driver fee plus $8.00 per hour for each additional hour past 3 hours.

b. Overnight or Out-of-County trips will incur a fee of $1.20 per mile plus a $65.00 minimum charge plus $8.00 per hour for each additional hour past 8 hours not to exceed 14 hours in 24 hour period. In addition, the driver’s Overnight lodging, meals, event expense, will also be the group’s responsibility.
The driver salary may change each school year and current hourly rates should be obtained each year from the Transportation Department. Due to instability and the possible continuing rise in fuel cost, per mile fees may be adjusted during the school year.
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