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Section A - Introduction 
 
The Board of Education believes that structured learning should not be limited to the classroom. 
 Valuable experiences for Glenbrook students exist within and outside the boundaries of District 
#225.   The Board also realizes that additional responsibilities arise whenever students are taken 
from the school premises.  Staff, parents, and students should be aware of these responsibilities 
and the necessity for reasonable administrative procedures.  The physical welfare of our students 
and staff must always be paramount in our considerations.  It shall be the policy of this Board of 
Education to maintain insurance for the liability of the district, its board members, its employees, 
and authorized volunteers as a result of student injury, property loss and general liability 
coverage on student trips.  It shall also be the Board's policy to encourage the maintenance of 
adequate personal automobile liability and medical insurance by our staff members. 
 
Section B B Definition of Student Trips
 
A student trip shall be considered to be a school-sponsored activity away from the school 
premises usually falling within two major areas. 
 
  1.  Instructional Field Trips and Extended Classroom: 
 

Instructional field trips provide experiences out of the classroom that are normally carried 
on during regular class hours and are related to the planned curriculum.  In some 
instances pre- and post-school hours may be utilized. 

 
  a. A field trip implements and/or augments group classroom instruction. 

Transportation for field trips is restricted by The School Code to Illinois or 
adjacent states. 

 
  b. An "extended classroom" allows individual students to pursue their studies in 

various work-related, volunteer, or observation activities outside the classroom.  
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  2.  Student Activity Trips: 

 
Student activity trips are connected with regularly sponsored in school or post-school 
programs and may include but not be limited to the following: 

 
   a. An activity trip as part of an extracurricular activity 

 
   b. A contest (or practice for a contest) between students representing Glenbrook and 

another secondary school, or between participants in intramural sports 
(contestants, cheerleaders, marching band, etc.) 

 
   c A performance or exhibition displaying special talent by an individual or group of 

students (e.g., band, chorus, etc.) 
 

   d. A convention or workshop in which an individual or group of students 
representing Glenbrook participate (e.g., student council convention or workshop) 

 
Section C B General Parameters

 
1. All student trips must be approved by and will be subject to the procedures set forth by 

the school principal or the designated representative. 
 
2. Recommendation of the principal and approval of the superintendent shall be required for 

all overnight student trips.  Recommendation of the principal and the superintendent and 
approval of the Board shall be required for all student trips conducted outside the State of 
Illinois or adjacent states. 

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

Board. 
 

4. No student shall be penalized for non-participation in a class field trip.  No student shall 
be penalized for participation in a class field trip or student activity trip. 

 
5. Reasonable administrative care should be taken to ensure safety and orderly behavior on 

all student trips.  Staff members shall accompany all field trips except Aextended 
classroom@ trips. 

 
6. All Board and school policies, procedures and regulations regarding student conduct 

apply for students on student trips. 
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7. Transportation on all student trips should be by district-owned vehicles or by commercial 
vehicles, whenever practical.  Occasionally, because of a limited number of participating 
students, private transportation is permissible when approved by the principal or the 
designated representative.  In these instances, travel may be by private automobile, if the 
driver is a Glenbrook staff member, parent, or student. 

 
8. Students participating in student trips must travel to and from the trip=s destination in the 

school-sponsored mode of transportation unless an exception for good cause is made by 
the trip=s sponsor for the student to be transported by the student, his/her parent or 
guardian. 

 
9. The Parental Permission Slip and Field Trip Request Application, as specified in the 

procedures to this policy, shall be used in complying with this policy. 
    

 
 
Source:  School Code; Section 10-20.19 

  10-22.22, 
  10-22.29b   
  29-3.1  

 
 
 
 
Revised: February 6, 1978 
Revised: September 10, 1984 
Revised: October 28, 1996 
Revised: May 29, 2001 
Revised: July 10, 2006 
 



Glenbrook High Schools 
Guidelines for Student Trips 

 
Standards for Approval 
 
• Contests/activities must be approved by the IHSA or meet the guidelines established by the 

National Association of Secondary School Principals in its publication: “National Advisory 
List of Approved Student Contests and Activities” 

 
• Contests/activities must comply with the provisions of Board Policy 7230: Student Trips 
 
• Any student trips resulting from a state, contiguous state, or national competition must be 

pre-approved by the school administration 
 
• Entry fees, registration, judging and/or officiating will be paid by the school district 
 
• Expenses for students on free/reduced lunch will be handled in accordance with Board Policy 

8170: Student Aid for Students Unable to Purchase Textbooks and Other Items Necessary for 
Their Education 

 
Local (Within Cook or Contiguous Counties) 
 
• The school district will provide transportation 
 
• Meals and lodging will be provided by the students, parents, or sponsoring organization 

through fundraising activities 
 
 
State/Contiguous State 
 
• The school district will provide transportation and lodging 
 
• Meals will be provided by the students, parents, or sponsoring organization through 

fundraising activities 
 
National 
 
• The school district will provide 75% of the transportation and lodging expenses 
 
• Meals and the remaining 25% of transportation expenses will be provided by the students, 

parents, or sponsoring organization through fundraising activities 
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Section A  - General Regulations
 

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

 
2. 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. 

 
3. Transportation will be provided by the district whenever possible.  

 
4. 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. 

 
5. 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.  

 
6. 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. 

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

trip. 
 
8. 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. 
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9.   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. 

 
   10.   Questions pertaining to field trips are to be directed to the assistant/associate 

principal in charge of curriculum. 
 

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

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

 
 
Section B 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 

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

curriculum. 
 

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

 
4. Obtain from the assistant/associate principal in charge of curriculum a sufficient 

number of  Parental Permission Slips. 
 

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

 
         7.    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 name, 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). 

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

participating students. 
 
9. Coordinate the scheduling of substitutes when necessary with the instructional 

supervisor and prepare appropriate lesson plans. 
 

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

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

 
Section C B Administrative Responsibilities 
 

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

a. approve the trip. 
 

b. arrange for transportation. 
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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 B 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 
Adjacent States 

  
X 

  
X 

  
X 

  
Educational Tours 

  
X 

  
X 

  
   

Educational Tours Outside of Illinois or 
Adjacent States 

  
X 

  
X 

  
X 

  
Educational Tours Requiring one day or 
more of Student Absence 

  
X 

  
X 

  
X 

  
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 
 
PROCEDURES ON THE REVERSE SIDE. 

 
 

 
FOR OFFICE USE ONLY 
Date application received ________________________ 
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 
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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 int
on an optional basis (“field trips”).  However, the Board of Education and School District 225 cannot assume res
chaperons. 
 
I understand that my child must abide by all District 225 rules, regulations and chaperon instructions on the field
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 particip
District 225, its Board of Education, its employees and agents, either jointly or severally, from and against any a
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 
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