Los Angeles Center for Enriched Studies
To:  All Staff

Date:  September 2009
From:  Carol Lockett
Re:  Field Trips

This is the protocol when you are interested in taking students on a field trip.

1.  Fill out the request from that is available in the Main Office.

2.  Calendar the trip with Ms. Lockett to ensure that there are no conflicts.

3.  Submit the completed request form to Ms. Lockett.
4.  Fill out the blue (non-curricular) or yellow (curricular) field trip form and give to  

     students.  Students need to get their teacher's signatures for the periods they will miss
     class.  Collect the forms from the students at least TWO days prior to the trip.
5.  Hand out the parent permission trip slips to the students and indicate what date they

     are to be returned by (at least TWO days prior to the trip).

6.  It is the teacher's responsibility to arrange for coverage if you are going to miss more

     than one period.  You may not take an illness day to get coverage.  It is also the

     teacher's responsibility to arrange a place for students not going on the trip to be

     supervised.  The Attendance Office needs to know this as well.
7.  On the day of the trip, make sure students have returned their trip slips.  Send the top

     half of the trip slip to the Attendance Office along with a master list of all students 

     going.

8.  Meet the bus on the parking lot side of the school and take roll off your master list.  
     Send one form to the Attendance Office so that they can submit it into the ISIS system 
     and keep another with you so that you can retake roll during the trip.

9.  When students return, they are to go directly to their class, unless the supervising 

      teacher has made other arrangements.

10.  No field trips will be scheduled in MAY due to various mandated testing.

