5 GLENBROOK

HIGH SCHODL

To:  Dr. Mike Riggle

From: Dr. Lauren Fagel '2 .

Re:  JEA-NSPA Fall Journalism Convention
Date: September 25, 2017

Attached is the formal request from Journalism teachers Marshall Harris, Bob Wysocki,
and Brenda Field to take students to the Journalism Education Association/National
Scholastic Press Association Fall Convention in Dallas, Texas. The trip is scheduled to
take place from November 16-19, 2017.

This is a Student Trip covered under Board Policy 7230. In Section B, Student Activity
Trips are partially defined as “a convention or workshop in which an individual or group
of students representing Glenbrook participate.” This Trip is conducted by the district
and partially funded by the district, and it requires approval from the principal,
superintendent, and Board.

I support this request and believe this type of experience will enhance the educational
experience of our journalism students.



> enc Field Trip Request Form
E&%ﬂ&ﬁg&g 223 Revised: December 2016
** Please attach 2 copies of students involved, including their ID numbers *

Trip Description

Tvpe of Field Trip: Dlnstructjonal / Course Student Activity / Co-Curricular
School: D Glenbrook North Glenbrook South l:l District Administration

Faculty Sponsor(s): Marshall Harris, Bob Wysocki, Brenda Field Extension: 4497

Activity / Class Name:  Newspaper/Yearbook

Description of Trip: Oracle will be attending the JEA/NSPA Fall National High School Journalism Convention.

DOALLAS TEXAS
1
Date(s) of Trip: November 16-19, 2017
Number of 3 Number of 18
Chaperones: Students:

Transportation Information

Departing from: GBS Autos Courtyard ¢ Nov. wl 2017 at 145 Oam [/]rsm

Traveling to
(complete address):
Returning from
(complete address):

Arriving to: GBS Autos Courtyard ., Moy, 19, 2011 at 2:30 CJam [v]em

Students released from class
(indicate time or blocks):

O'Hare International Airport

O'Hare International Airport at 2:00 CJam [/]pm

All Day (absent Nov. 16-17)

Permission Waiver Slip Needed? Yes D No Should the bus remain with the trip? D Yes No

Cars(s): Bus(es): 1 D225 Van(s): Other:

Financial Information

R . . i . . K
Does this trip require money to be collected from students? Yes D No

* If this trip does not require a coilection, please skip the remainder of this section

If there are multiple trip dates, should multiple rosters be setup? D Yes No

Begin Collection on:  Qctober 2, 2017 End Collection on:  Qctober 13, 2017

Payment Method
Cost per Student Vendor to be Paid Check PCard

Admission/Ticket: S Ve |:] D

z AT
Meal: S - ’(

e A | R R
Non-School Bus 5 - — i T S D D
Transportation: ¢ ></
Total Cost: S D D
The Boobstore team will work wath the department o process amy chack inquents thatars nedod fornstructional “course Aoid tnps The beostor teant suli abos L cmplaie 2 fean. dissor provess e il

mstructional course field tnips. ard will communiate with the dopartment regarding total expenses for each trip

(Over)



Financial Information (Continued)

Accounting Details

Instructional / Course Field Trip Student Activity / Co-Curricular Field Trip
Account Number:  GBN:[[]10L.200 4850 0000 00 000000 830790

GBS: [_]10L300 4850 6000 00 600600 Please wrte scount marmbee dbove

For Business Services Department Use
Bank Cash Account: [JCashReceipts [ ]Student Activities
Eligible for Board-Paid [Qves  [Jno Board-Paid GBN:[_]10E200 1130 3915 00 001001
Financial Aid?* Financial Aid Account: GBs: D 10E300 1130 3915 00 001001
Eligible for School-Paid School-Paid
Financial Aid? Oyes  [INo Financial Aid Account:
Pleasa writs account number above.

* Board Policy 8230 cuthnes the financtal assistance program  As part of the policy, course fees and student np fees for instruchonal field thps and ded cl. PP within the State of
{litnoss, net requinng an ght stay, will be supported through a District exp account
Approval AN oA
Requestor: m Date: g /J_O / 17
Instructional Supervisor N ] ’
or Assistant Principal*: V- Date: 9/13/17

Avege Principal: " %ﬁg Date: 7/&5//7

* Instructional field trips require the signature of an Instruction Supervisor; ﬁdent’i\cﬁvity field trips require the signature of the Assistant Principal.

For School Office Use
Date Request Received:

Date Trip Approved:

Date Bus Ordered:

Date D225 Van Reserved:

Cost of Transportation:

RequestSent to Business  GBN:[_] gbnfeesetup@glenbrook225.0rg

Date:
Services Department: GBS: [ | gbsfeesetup@glenbrook225.0rg ?

For Business Services Department Use
Fee Setup Activities: [_] Master Fee Roster [JPowerSchoot D e~Funds for Schools

[[JNotice to Bookstore [_] Notice to Faculty Sponsor and Department Assistant



Request For; JEA/NSPA National Convention

Cost for Staff
Total Number of Staff 3
Per Person Total (Cost times # of staff)
Registration $90.00 $180.00| *one will be comped
Food $100.00 $300.00
Transportation
Air $250.00 $750.00
Bus/Car $10.00 $30.00
Lodging (for 3 nights) $605.00 $1,815.00
Total $1,055.00 $3,075.00
Cost for Students
Total Number of Students 18
Per Student Total
Transportation
Air| $250.00 $4,500.00
Bus/Car $10.00 $180.00
Lodging (for 3 nights) $168.05 $3,024.90
Food $0.00 $0.00
Total $428.05 $7,704.90
Cost of Registrations, etc.
Per Student Total (Cost times # of students)
Registration $90.00 $1,620.00
As Per October 6, 2009 GBS Memo
Students Per Student Total Account #
Total Student Cost $688.88 $12,399.90
Student Activities Contribution $166.67 $2,500.00 830790
$1,000.00 ESEN3320
Total Cost to Student $494.44 $8,899.90
Summary of Costs
Total Cost of Trip for Students and Staff $12,399.90
Total Cost Funded by Students $8,899.90




R
ABOUT HOTEL & TRAVEL SESSIONS ADVISERS CONTESTS & CRITIQUES

SPONSORS & EXHIBITORS

JEA/NSPA FALL NATIONAL HIGH SCHOOL
JOURNALISM CONVENTION

The National High School Journalism Convention is a The associations partner to prepare hundreds of practical
semiannual gathering of high school journalists and advisers and professional learning sessions, from high-profile
co-sponsored by the Journalism Education Association and keynotes to specific, problem-solving breakouts and
the National Scholastic Press Association. With typical hands-on workshops. Other convention activities an
attendance of more than 4,000 delegates, the JEA/NSPA exhibit hall, JEA's on-site Write-off contests, NSPA's Best
convention is the largest gathering of student journalists in of Show contest, receptions, awards convocations,
the country. critiques and career roundtables.

November 16-19, Dallas

2017 300 Reunion Bivd,

Dallas, TX 75207

Go Big Dallas Convention2 ~ eynote speaker s
announced
Erin Grace Trieb 7:30 p.m. 33 2 39
- Thursday, Nov. 16 Erin Grace Trieb Days  Hours  Minutes 22
earned a bachelor's of science in e
photography from Texas A&M FACEBOOK EVENTS
University-Commerce in 2004, and




Glenbrook High School District #225

PROCEDURES FOR IMPLEMENTING BOARD POLICY: STUDENT TRIPS 7230

Page 1 of 7 pages

Section A - General Regulations

1.

2.

Activities that can be attended after school or on weekends should be attended at that time.

Field trips may not be taken during the first two weeks and the last two weeks of each
semester. They cannot be taken on the day prior to any vacation period , and they cannot
be taken during the last week of each quarter. Exceptions must be approved by the
principal or the designated representative.

Transportation will be provided by the district whenever possible.

Whenever practical, field trips should not necessitate eating lunch away from school. If it
is required that lunch be obtained away from school, the students will remain in a group
with the sponsor, staff member or parent chaperone.

Student attendance on trips is not required. Students who elect not to participate in the
trip will be informed by the trip sponsor as to where they should report during their
normal class period.

Certified staff members shall accompany all field trips. It is recommended that

for groups of less than twenty-five students, one certified staff member is required. It is
recommended for groups of twenty-five or more, one certified staff member and one
additional adult are required for each bus.

Students shall be under the immediate supervision of staff members during the entire trip.

When it is anticipated that the trip will return to the school after normal school hours, the
trip sponsor shall make arrangements to assure that access to the building will be
available. When trips return to the building after normal school hours, staff members
shall remain with the students until the students have departed the school.



PROCEDURES FOR IMPLEMENTING BOARD POLICY: STUDENT TRIPS 7230

10.

1.

12.

Page 2 of 7 pages

All normal school rules and regulations are to be observed while on the trip. For
overnight trips, the sponsor shall have in his/her possession emergency medical_and
contact information on all trips. If an unusual incident occurs while on the trip, such as
the malfunctioning of one of the buses, an accident, an injury, or if one of the students
becomes separated from the group, the sponsor shall take those actions on the scene
which an ordinary, reasonable, and prudent person would take. In all cases, the sponsor
will telephone the assistant/associate principal in charge of curriculum, or if not available,
the principal or designee to report the incident and receive further instructions. If the
incident occurs after normal school hours and involves a student, the sponsor will attempt
to contact the student's parent/guardian, and if it is impossible to contact the
parent/guardian, to contact the local police department.

Questions pertaining to field trips are to be directed to the assistant/associate principal in
charge of curriculum.

Requests for exceptions to these procedures are to be submitted in writing to the
assistant/associate principal in charge of field trips.

The approval of the principal and the superintendent are required for all overnight trips.

Section B - Responsibilities of the Supervising Staff Member

1

Complete the Field Trip Request Form and attach to it an alphabetical list of
participants including student I.D. numbers. This form must be approved by the
instructional supervisor at least one week prior to the trip

Obtain approval for the trip from the assistant/associate principal in charge of curriculum.

Make the necessary arrangements with the personnel at the trip site. If the trip is an
overnight trip, coordinate lodging and meal arrangements.

Obtain from the assistant/associate principal in charge of curriculum a sufficient number
of Parental Permission Slips.

Issue the Parental Permission Slips to the students. Instruct them to obtain their
parent's signature. This shall be completed prior to the trip.
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10.

1.

Page 3 of 7 pages

Collect completed Parental Permission Slips and maintain them for reference
during the trip.

If the students are to be assessed a fee for the trip, make appropriate arrangements with
the bookstore for the collection of the fees.

a. Provide a list of names of the students to the bookstore. This list shall include the
name of the trip's sponsor and the namie, date, and cost of the trip.

b. Instruct the students to pay their trip fee at the bookstore. The bookstore shall
issue a receipt for each payment.

c. The deadline for the payments shall be established by the assistant/associate
principal in charge of curriculum and the bookstore manager in cooperation with
the Business Office allowing for the necessary time to issue checks for the field
trips(s).

For overnight trips, obtain emergency contact and medical information for all
participating students.

Coordinate the scheduling of substitutes when necessary with the instructional supervisor
and prepare appropriate lesson plans.

Arrange for additional adults to serve as chaperons, as required.

Immediately before leaving for the trip, turn in an accurate trip attendance report at the
Attendance Office.

Section C - Administrative Responsibilities

1.

For all field trips, the assistant/associate principal in charge of curriculum shall:

a. approve the trip.

b. arrange for transportation.



PROCEDURES FOR IMPLEMENTING BOARD POLICY: STUDENT TRIPS 7230

Page 4 of 7 pages
2. The instructional supervisor shall:
a. approve the trip.
b. determine the number of classroom substitutes required and arrange for these
substitutes.
c. arrange for additional certified staff to serve as trip chaperons, if required.

Section D — Records

The assistant/associate principal in charge of curriculum shall maintain a record of all field trips,
including their date(s), purpose and destination, sponsors, staff, parent chaperones, duration, and
the list of participants.

Section E - Funding

Funding for student trips shall be in accordance with the guidelines adopted by the School Board.



PROCEDURES FOR IMPLEMENTING BOARD POLICY: STUDENT TRIPS 7230
Page 5 of 7 pages

Summary--Trips, Tours, and Travel, Matrix

Requires Approval of:
Type of Trip Principal Superintendent | Board
Student Trips X
Student Trips Overnight X X
Student Trips Outside of Illinois or X X X
Adjacent States
Educational Tours X X
Educational Tours Outside of Illinois or X X X
Adjacent States
Educational Tours Requiring one day or X X X
more of Student Absence
Educational Travel X X
Brief Description
Student Trips: Sponsored, conducted and usually financed by District. Includes field

trips, activity trips, athletic trips, etc.

Educational Tours: Conducted by District but not financed by District. Example: Band tour
to Arizona
Educational Travel: Not sponsored or financed by District. Sponsor allowed to “inform”

students of travel plans.
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PLEASE READ THE EXCURSIONARY FOR OFFICE USE ONLY
Date application received
PROCEDURES ON THE REVERSE SIDE. Date trip approved

Date bus ordered

Permission slip with
one student list due

Substitute(s) Needed Yes _ No #

Substitute(s) Hired

GLENBROOK FIELD TRIP REQUEST APPLICATION
Circle: 1. Instructional Trip 2. Activity Trip

Please fill out completely. Today's Date:

1. Describe the trip requested, listing the address(es) of the place(s) to be visited and the itinerary for
the trip--include approximate times.

2. Trip Rationale: Describe the purpose of the trip as it relates to specific course objectives or
sponsored activity:

3. Class or activity: Number of students:

4. Chaperones accompanying trip:

5. Date of trip: Departure time and Location:
6. Transportation: Car(s) Bus(es) Other
(Specify)

7. Should bus remain with the trip? Circle: YES NO

Departure Bus Pick-up Return to
8.  Hours of trip: from School: for Return: Where school
9.  Estimated cost of transportation: Estimated cost of substitute teacher(s):
/ /
Teacher Requesting Trip Date Instructional Supervisor's Approval  Date
/

Associate Principal's Approval Date



PROCEDURES FOR IMPLEMENTING BOARD POLICY: STUDENT TRIPS 7230
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Field Trip Permission and Waiver Form

Students have many opportunities to participate in various extra class activities as an outgrowth of
classroom interests or through special interest clubs. On occasion it will be to their advantage to attend
activities away from the High School on an optional basis (“field trips™). However, the Board of Education
and School District 225 cannot assume responsibility for the safety and welfare of students while engaged
in a field trip beyond making reasonable provision for activity chaperons.

I understand that my child must abide by all District 225 rules, regulations and chaperon instructions on the
field trip identified below. Iunderstand that District chaperons cannot prevent injuries because they cannot
always control the conditions present or be present at all times.

Your signature below constitutes and is evidence of your agreement to (1) accept general liability for the
participation of your child in the field trip identified below and (2) indemnify and hold harmless Northfield
Township High School District 225, its Board of Education, its employees and agents, either jointly or
severally, from and against any and all claims, damages, causes of action or injuries, including reasonable
attorneys' fees and costs expended in defense thereof, incurred or resulting from your child's participation
in this trip and transportation to and therefrom.

1. High School: Class/Activity:

2. Faculty Sponsor:

3. Student: has my permission to take part

in a field trip to

on

4. Travel Arrangement: I understand my child will travel by

, leaving at approximately

and returning at approximately

5. Cost of this trip is for chartered bus, and/or other expenses and is payable at the
bookstore.
Phone (residence): ) -
(Parent or Guardian Signature) (work): ) -

Revised: October 28, 1996
Revised: May 29, 2001
Revised: July 10, 2006



