Flow chart for processing Out-of-state and Out-of-country field trip requests
Staff member completes current Field Trip Approval forms for packet:

· Cover sheet

· Field Trip Proposal Form

· Out of state/country Contact Information

· Other additional documentation, brochures, program narratives that apply

Obtain the signatures of the appropriate site administrator and nurse

Packet submitted to Assistant Superintendent for review

Original form retained in Assistant Superintendent’s office, copy forwarded to Superintendent’s administrative assistant for inclusion in next BOE packet

BOE members review and make recommendation 

Authorized trips returned to Assistant Superintendent for signature and processing

Trip sponsor and administrator are notified to proceed with trip planning

