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Field Trip Instructions for Teachers 

At least three weeks before the trip: 

1. Complete page 1 of the Field Trip Information Form (giving general information about the trip), and have it signed by 

Eric to approve the trip  

2. As soon as Eric has approved it, post your field trip on the Pacific School Google public and staff Calendars. There 

should be no information about the trip location/destination on the public calendar – it should just say something 

like “4th grade field trip” and the times. It is helpful, but not required, to put destination information on the staff 

calendar. If you do, just be careful that it doesn’t accidentally get on the public calendar. 

3. Notify any affected special ed staff that students will be missing their services that day. Confirm SCIA coverage for 

any students who need it. 

4. Communicate plans to parents with the Permission Slip Form. It is helpful to print this form on colored paper for 

visibility. 

5. Complete the sack lunch & snack order form and submit it to Emelia. (You can do this even if no meals are needed.) 

At least one week before the trip: 

6. Complete page 2 of the Field Trip Information Form (driver and chaperone information) at least one week before the 

trip. The office needs at least one full week to review and clear drivers and chaperones, and we want to have this 

process done several days before the trip is scheduled. Make sure you have at least one backup driver or 

chaperone, or your trip may be cancelled. You many need to communicate with parents to help get these forms 

completed.  

7. Any staff or parent drivers should fill out the Driver Policy Google Form, Volunteer Agreement Google Form and 

have personal documents on file in the office. All driver forms need to be complete at least one week before the 

trip. The instructions and links for parent drivers are on the Pacificesd.org site, under Forms for Parents. If you email 

parents about completing their driver forms, it may be useful to copy and paste that paragraph into your email. 

8. Ensure all permission slips are returned. 

A little before or the day of the trip: 

9. Create carpool groups and complete the School Field Trip Driver Roster. Refine these lists on the day of the trip, 

make a copy for each driver and bring one form to the office before you leave. Make sure to copy both sides of this 

form for drivers, as there are instructions on the back for what to do in case of an emergency.  

After the trip: 

10. In the case of any incident on a field trip or any concerns that arise afterward, please retain ALL forms (trip 

permission, student permissions, driver list and roster, incident report) and submit them to the office. Student 

permission slips should be collected and saved until the end of the school year. You can keep them in your files, or 

we can keep them in the field trip binder in the office with your Field Trip Information Form. Permission slips can be 

tossed at the end of the year if there are no concerns or incidents. Retain these forms if any incidents occur on a 

trip. All forms submitted to the office are kept the office for the current school year and then archived for 5 years.  


