
Classroom Field Trip Procedure
Field trips will support classroom educational experiences, current curriculum developmental levels of children, and the cultural beliefs of children and families.

Teachers will coordinate field trips with the Education Coordinator (at least two weeks) prior to making arrangements for the trips. (Field Trip Permit) The teacher will be notified of approval/denial of the requested field trip.  This practice will ensure the field trip is deemed to be developmentally appropriate and that all necessary fees associated with the field trip are approved in advance by the Director.
Field trips that require transportation and/or food changes to the regularly scheduled meal need to be coordinated by the center teacher and the center cook.
Teachers will notify parents as to the impending field trip and will receive written permission for field trips for every child in the classroom.  (Kansas Department of Health and Environment, CCL.034 form)   No child will be allowed to participate in a field trip without written, dated permission.  Should a parent not return the written permission form by the day preceding the scheduled field trip and all attempts (phone calls, notes home) to reach the parent for permission, alternative arrangements must be made for the child by the teacher.   The Education Coordinator needs to be notified in writing of alternative arrangements.  If parents do not wish for their child to participate in the field trip, other arrangements must be made for the child and the Education Coordinator must be notified in writing of the alternative plans.  
Identification tags will be made for each child participating in the field trip and worn by the children during the entire field trip.  The identification tag will include the following:
Center name ___________Head Start
Complete address of Center

Central Office telephone number: 785-242-7450
To ensure that all children are accounted for, prior to leaving the center for a field trip: 
1. Attendance will be taken and recorded.  
2. Classroom teachers will check the number of students after all children have boarded the bus and before the bus leaves the center. 
3. Once the bus is unloaded at the field trip site, attendance will be taken.

4. This procedure will occur again at the end of the field trip, prior to the children boarding the bus, once the bus is boarded and again when the children return to the
center.  
Should an emergency occur during the field trip, Head Start teachers are responsible for notifying emergency services and the Head Start Central office. (785-242-7450)
Parents and siblings are encouraged to attend field trips.   They will need to provide their own transportation in private vehicles.   Parents who bring siblings will only be assigned the responsibility of their own Head Start child during the field trip.  Parents attending the field trip without siblings and with the responsibility of other Head Start children must be fully trained according to the volunteer training procedure. 
The length of travel time for a field trip one way will not exceed 45 minutes.

Classroom teachers must have a cellular telephone with them at all times during the field trip. The classroom teacher will provide the cellular telephone number to the Education Coordinator, in writing, prior to leaving for the field trip. (Field Trip Permit form)
Classroom teachers will carry family emergency contact information, the appropriate Health Department forms, first aid kit and prescribed medications in an identifiable backpack during the entire field trip.
When making arrangements for field trips, a request for an in kind donation should occur.

Should an emergency occur during the field trip, Head Start teachers are responsible for notifying emergency services and the Head Start Central office. (785-242-7450)
Unscheduled outdoor walks around Head Start building facilities will uphold total safety precautions.  The ratio will be one adult for every five children.  Children, with adults, will have practiced walking the facilities several times previously at individual times in small groups (5 children to 1 adult) previously to an unscheduled walk. 
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