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CENTER GROVE COMMUNITY SCHOOL CORPORATION 
 
 

ACADEMIC AND ATHLETIC  
FIELD TRIP GUIDELINES 

 
 
 

 
       Updated for 2015-2016          

 
 
 
 
 

The Center Grove Community School Corporation believes field trips can provide 
excellent educational experiences for students.  Field trips can contribute to student 
learning when visits to appropriate locations and facilities are arranged. Field trips that 
are academic in nature should be considered a worthwhile part of a course of study and 
must be related to the IN Academic Standards (unless the trip is extra- or co-curricular in 
nature).   
 
Because field trips represent a significant cost to the Corporation, it is essential that 
each trip be carefully planned, conducted according to the plan, and then evaluated in 
terms of how well the learning purpose was accomplished.   
 
Below are presented guidelines for field trips, including changes from previous years’ 
practices regarding field trips.  A list of Frequently Asked Questions about field trips and 
a list of dates—both trip request deadlines and important dates to avoid when 
scheduling trips—are presented.  Please note a new section has been added on Non-
School/Corporation Sponsored Field Trips. 
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FIELD TRIP DATES FOR 2015-2016 
 

Deadlines for Field Trips to Be Requested 
 
Friday, September 4 1st semester field trip requests due 
 
Friday, December 4 2nd semester field trip requests due 
 
Friday, May 13  Summer field trip requests due 

 
Dates to Avoid when scheduling field trips 
 
No field trips will be scheduled on testing days, the end of each grading period, or the day 
before holidays.  Please avoid scheduling field trips on the following dates:   
 
 August 10-August 28   Data sweep (diagnostic testing) (K-8 only) 
  

September 3    HS Parent-Teacher Conferences (HS only) 
      
 October 2    End of 1st grading period 
 

 October 7 and 8   Elem Parent-Teacher Conferences (Elem only) 
 

 October 7      MS Parent-Teacher Conferences (MS only) 
  

 November 2 – 6    InView (Gr. 3, 5, and 8) CogAT (Gr. K and 1) 
 

 Friday, December 4   Last Day for Semester 1 field trips 
 

 February 29 – March 11   ISTEP testing (Grades 3-8) 
  
 March 14    End of 3rd grading period 
 

 March 14 - 18    IREAD testing (3rd grade only)  
 

 March 18    Day before Spring break 
 

 April 18 – May 6   ISTEP testing (Grades  3-8) 
 

April 29     Last day for Semester 2 field trips 
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FIELD TRIP GUIDELINES   
 

1. Deadlines for Trip Requests:  Submit all field trip requests by semester 
a. Fall semester field trip requests due by September 4, 2015 
b. Spring semester field trips due by December 4, 2015 
c. Summer field trip requests due by May 13, 2016 

If possible, submit a window of possible trip dates to assist in scheduling. 
 

2. Limit on Number of Trips:  Limit of one field trip per grade level (elem.) or middle school 
team per school year and one per non-core academic subject per year (not for every 
grade level). 

 
Note:  Essential Skills and special education preschool classes will continue to go out in 
the community for life skills activities once per month. 

 
Elementary intramurals and academic enrichment club (e.g., French Club, Spanish Club, 
Key Club, etc.) trips will be limited to two per semester or a total of four over the course 
of the school year. 

 
3. Limits on Distance:  Distance of field trips will also be limited to a 50-mile radius.  

Appeals for exceptions may be made to Dr. Parker. 
 

4. Ratio of adults/chaperones to students 
a. Elementary      1 adult for every 10 students 
b. Middle school     1 adult for every 15 students 
c. High school  1 adult for every 25-30 students 

 
Note:  Elementary trips should not involve so many chaperones (e.g., parents 
and grandparents) that additional buses are needed! 

 
5. Daily Limit on Buses: Limit of 10 buses available each day for field trips 

--“first come, first served”—so reserve early! 
--Saturday trips are generally acceptable.  The purpose of these  guidelines is to limit the 
trips during the week because of a limited number of buses  available.  

 
6. No Trip Dates:  No field trips are to be scheduled on testing dates and days before 

holiday as well as at end of semester (see attached). 
 

7. Purpose of Field Trips:   Trips must be academic in nature and purpose.  “Reward” field 
trips will be discouraged. 

 
8. Avoid route times when scheduling field trips.   

Do not schedule during the following windows: 
a. 6:30-9:00 a.m. M-F 
b. 1:30-4:15 p.m.  M, Tu, Th, F 
c. 1:15-3:30 p.m. Wed. 
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9. Adult Chaperones—chaperones—whether school staff or parent volunteers-should 

model exemplary behavior for students in terms of language, demeanor, and behavior.  
Additional guidelines for chaperones are attached.  Please distribute the 
“Responsibilities of Trip Chaperones” to each chaperone prior to taking the trip (see 
Page 8). 

 
10. Student Costs:  Costs to students should be under $10 per trip.  Expenses in excess of 

that amount must be approved by Dr. Parker.   
 

Teachers must converse with a parent of any student who has not paid for the field trip 
or has not turned in the parent permission slip to determine if a financial hardship 
exists.  If the field trip sponsor learns that a financial hardship exists in a student’s 
family, the trip costs will be covered by school funds for that student. 

 
11. Parental Consent Forms must be returned to the building administration before any 

field trip.  No student will be allowed to participate if the consent form is not received 
prior to the trip. 

 
12. Emergency Information:  A copy of each student’s Emergency Medical Authorization 

Form is to be in possession of the staff member sponsoring the field trip IF the trip is not 
completed prior to the end of the school day. 

 
13. Student Pick-Up:  At least one staff member is to remain at the school after the return 

trip until all students have been picked up (for trips not completed prior to the end of 
the school day). 

 
14. Supervision of Students:  At least one chaperone must ride each bus carrying students.   

 
15. Information for Students:  Prior to arrival at the destination, students are to be made 

aware of: 
a. How they are to conduct themselves 
b. What time the bus will leave for the return trip 
c. Where the bus will be located for the departure 
d. Any specific information that the students should know with reference to the 

area being visited. 
If the travel to the destination takes more than 30 minutes, an educational activity 
should be planned to occupy students. 

 
16. School Board Approval:  Overnight and/or out-of-state trips require approval by the 

Board of School Trustees.  In order to be placed on the Board’s meeting agenda, such 
trip requests must be submitted at least one month prior to the trip unless the semester 
deadline date is sooner.  

 
17. Duplication of Trips:  Field trips to the same location by different grade levels should be 

carefully evaluated in order to avoid future duplication of trips. 
 

18. Make-Up Work:  At the secondary level, arrangements for make-up work are the 
responsibility of the student.  Make-up work must be completed after a student returns 
to school. 
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FREQUENTLY ASKED QUESTIONS 
ABOUT FIELD TRIPS 

 
1.  May an outside parent or group pay for gas and other field trip expenses? 

 
Yes, a parent or group may contribute funds to offset trip costs for the ONE trip 
permitted for each grade level or team.  However, outside contributions may NOT be 
used to “purchase” an additional trip per year.  Also, contributions should not exclude 
students or student groups, but be applied for all involved students. 

 
2.  What if a trip that has been taken in the past is now outside of the 50-mile radius—may 

other arrangements be made so that the trip can occur? 
 

Yes, charter buses can be hired using school funds or contributions.  However, charter 
bus companies must be approved by the Transportation Department and must have a 
certificate of insurance filed with the school corporation. 

 
3.  What if a trip that has been taken in the past is now outside of the window for route 

times—may other arrangements be made so that the trip can occur? 
 
Yes, the trip sponsors may consider having the trip on a Saturday OR hiring charter buses 
for the trip. 

 
4.  So what charter bus companies are approved by the Transportation Department?  How 

much do they cost? 
 

The Transportation Department recommends Free Enterprise, Star of Indiana, Miller 
Transportation, and National Rental charter bus companies.  The latter two tend to have 
the best prices.  Fees generally range from $35-$50 per hour and normally include an 
hourly minimum (5 hours minimum seems to be the norm) and a mileage range in that 
hourly figure.  Longer hours and distance will change the cost.  If any group wishes to use 
any of these vendors, be sure to check with the Transportation Department so that they 
can check to make sure the carrier is up-to-date on all requirements. 

 
5.  May students or groups of parents drive to trip sites if school buses are not available? 

 
No, this is a liability and safety issue and thus, not permissible. 

 
6.  May a staff member transport students in the staff member’s vehicle? 

 
This is strongly discouraged.  Staff members would be taking a personal risk in terms of 
liability and insurance.  The corporation’s insurance would not cover a staff member if an 
accident occurred.  It is preferable for a mid-bus to be reserved for such trips. 
 

7.  Which trips need school board approval? 
 

In the rare instance when trips involve an overnight stay or are out-of-state, approval 
from the school board is required a minimum of 30 days prior to the trip. 

 
8.  May specific or favorite drivers be requested? 
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Yes, specific drivers may be requested, but there is no guarantee such drivers will be 
assigned to the trip.  The Transportation Department has developed an equitable system 
based on seniority that has each trip posted in a fair manner.  Thus, drivers cannot 
“recruit” trips for additional pay out of line with their peers. 

 
9.  What happens if students win a competition or have a one-of-a-kind opportunity for a 

trip that occurs after the trip request deadline? 
 

Such occurrences may merit an exception to be made, and requests should be sent 
immediately to Dr. Parker for consideration. 

 
10.  Why can Athletics, Band, and Choir go beyond the 50 mile radius? 

 
Athletics pays for its own transportation with revenue from gate receipts from sports 
events.  The Athletics Department IS cutting back on distance for events and new 
guidelines have been issued by the Athletic Director (see Page 9). 
 
The Band and Choir organizations pay for their trips with revenue from fundraisers and 
their booster organizations.  These groups are also examining the location of future 
competitions so that travel costs may be reduced. 

 
 
Additional Sections     
 

1. Checklist for Trips (Page 7) 
2. Responsibilities of Trip Chaperones (Page 8) 
3. Teacher, Coach, Chaperone Responsibilities and Understanding (Page 9) 
4. CGHS Athletic Department Transportation Policy (Page 10) 
5. Student Responsibility Contract for Overnight Trips (Page 11) 
6. CGHS Chaperone Guidelines for Student Overnight Trips (Page 12) 
7. Guidelines for Non-School/Corporation Sponsored  Field Trips (Page 13) 
8. Disclaimer of Responsibility form for Non-Corporation Sponsored Field Trips (Page 14) 

 
 


