Long Term Field Trip Checklist

____ Read Long Term Trip Protocol

____ Fill out Field Trip information and submit to Cathy Niboli by May 31

____ Set up a registration spread sheet showing all payments to be made and paperwork/forms to be returned

____ Organize a parents information meeting at which you provide all necessary paperwork and information

Provide parents with the following information and forms:


_____ cost of trip and payment schedule


_____ flight/bus information


_____ field trip permission slip


_____ itinerary

_____ contact information - list of hotel phone numbers and dates when you will be at those hotels. Phone number of travel agency.


_____ packing list

_____ notarized letter (see notarized letter form) stating that the trip leader has permission to take the student (under 18 years of age) out of the country. (Both parents must sign the letter or each parent can sign separate copies of the letter but both copies must be notarized.

_____ health information form

_____ standards of behavior form

_____ list of students attending the trip

_____ objectives of the trip

_____ phone tree to be used to inform parents when you have arrived at your destination and what time you will be arriving back at HHS, or in the event of an emergency.

_____ trip cancellation policy

_____ travel agency waiver 

_____ HHS/chaperone waiver

Make sure you and each chaperone leave with a copy of :

_____  each students passport

_____ notarized letter

____ health information

____ copy of passports

____ flight information

____ itinerary

____ Principal, Dean of Students and Department Head phone numbers
____ Motor Vehicle Crash form

Provide Principal, Dean of Students and Department Head with the following information:


_____ itinerary


_____ flight information


_____ list of students and chaperones


_____  contact information


_____ phone tree

Other Responsibilities of Trip Leaders:

_____ Send the list of students to the Dean of Students and Pupil Services for feed back on students behavior history just after collecting down payments.

_____ Send list of students to school nurse to gather any information about students health that may not be on health form.

_____  Get first aid kit from nurse’s office. Make sure it includes an epi pen.

When you arrive at your destination, call the first person on the phone tree to inform parents that you have arrived.

_____ Make sure every passport is at least one year from expiring.

_____ Ammend the permission slip form to notify parents if students will be swimming, boating or participating in other risky activities. 

Other important information to consider:

​​____ Do you want to travel with a laptop? If so contact Tammie and she will lend you an older computer rather than risking damage or loss of your computer

____ is there an exit tax at the airport? Must it be paid in cash?

____ necessary immunizations? Suggest that parents visit the Center for Disease Control website or the Travel Clinic at DHMC


____ who will carry the passports on the trip?

____ are there any volunteers who could serve as chaperones at the last minute in the event that a chaperone was not able to go?

