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Prologue 
So you want to lead students on an overnight trip. Are you crazy? Whether you are a teacher, or club advisor, or 
program director, or athletic coach, do you know what you are getting yourself into? You must really want to 
support this opportunity for your students. And despite the sarcasm above, we are grateful that you do. An 
overnight trip can provide an opportunity for a richer experience for students and adults, both in the experience 
of attending the event surrounding it, but also for the chance for you to interact in a completely unique way 
outside the classroom. 
 
But an overnight field trip is no walk in the park, either. You and your chaperone team are in loco parentis while in 
the field with the students. There is a lot of detail to manage – most of which needs to occur before the trip 
even gets off the ground. Besides the logistics, there is the burning need to have safety and accountability at the 
forefront of the planning process. And, of course, communication has to play an important part in the process – 
with the school, with parent/guardians, with the chaperone team, the students, and even other teachers, 
program directors, or coaches potentially affected by the absence of the students. With the advent of more and 
more field trips to further the educational and extracurricular experiences for our students, the need for 
communication about, review of, and approval of all trips before they are marketed to students and families is 
more important than ever. In our ongoing effort to reduce stress and conflict for students whenever possible, 
we ask this so that trips planned and documented in advance can be honored over those added last-minute. 
 
As the stakes grow ever higher regarding schools’ liability when taking students off campus, the term “no stone 
unturned” holds an important meeting. This document is part of our due diligence to help you be as informed 
as possible about field trip planning. If you do your part in the preparation process, then even if unforeseen and 
unfortunate circumstances occur, we will all have acted responsibly, followed best practices, and performed to 
the best of our ability. 
 
This is not intended to scare you, but if it makes you a little nervous, that’s not a bad thing. An overnight trip 
can be a deeply rewarding and enjoyable experience for all even if some “hiccups” occur. It can also be 
immensely stressful if elements of the planning process are not attended to carefully and on a timely basis, if 
chaperones are not engaged in the support process on the trip, or if some logistics are left to chance – especially 
if some unforeseen circumstances should befall your trip. 
 
Thus this handbook exists. It is intended to provide all the referential information you need, including links to 
and samples of necessary documents, and even, if you are so inclined, a detailed checklist to guide your way. 
Whether you are an experienced leader of trips, which many of you are, or leading students and chaperones on 
the road for the first time, we hope this provides helpful information to make your trip as safe and successful as 
it possibly can be.
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Getting Started 
All overnight trips led by Harker faculty and involving students are considered field trips. That’s the term we’ll 
use to describe our trips – no matter what their purpose. 
 
First thing: Approval 
We’ll get into the “field trip approval” system that involves VersaTrans in a bit, but before you’ve discussed a 
trip with your students or primed the parents, it needs an approval from administration. Discuss it with your 
division head first. If this is an annual and recurring trip like the Junior Statesman of America state conference, 
or DECA regionals, or National Junior Classical League, or annual Robotics tournaments then a submittal of 
the date as early as it is known to you may all that is necessary so that a quick calendar review for conflicts can 
be conducted – but all recurring trips, including competitions should be calendared by September 30th. This 
includes even speculative travel, for example, if our students participating in a national exam will qualify for an 
on-site competition if they score at a certain level on the testing that occurs here, we always should assume that 
a student or students would qualify and begin to prepare a contingency travel plan. 
 
If this is something entirely new or non-recurring, like tournament travel for a basketball team, or a special 
group science competition, the details will need to be discussed with the division head before proceeding any 
further. You’ll need details – dates, possible attendees, cost (and how you think it’s being paid for), and it would 
behoove you to have looked at the school calendar to see what events might bump up against this – and the 
possible impact on students involved in concurrent extracurricular activities, too. The more informed you are in 
advance, the more thorough the conversation can be with your division head. If all works out, you can then 
begin the final planning and marketing process. The checklist below can help. 
 
Initial planning checklist 

� Date(s) of trip _______________________________________________________________________  

� Destination /Activity __________________________________________________________________  

� Name of group attending  ______________________________________________________________  

� Purpose ____________________________________________________________________________  

� Time of departure/Desired time of arrival __________________________________________________  

� Expected time of return to Harker ________________________________________________________  

� Potential/optimum/maximum numbers of students __________________________________________  

� Number of chaperones needed and names of those you’ve recruited  _____________________________  

_____________________________________________________________________________________  

� Type(s) of transportation required/desired (bus, plane – and if so, desired airport, Suburban/Sprinter, van, 

rental car – if chaperones are driving, they must be on Harker’s Approved Drive List) __________________  

_____________________________________________________________________________________  

� Account to which any expenses will be charged (sufficient funds available?) and name of the approving 

manager if not you  _____________________________________________________________________  

� Name and phone number of administrative liaison/emergency contact ____________________________  
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VersaTrans – It’s not just about transportation 

VersaTrans is the software that Harker uses to allocate transportation resources among our own bus fleet, 
secondary vehicles, and also for chartered buses as well. In addition to that, it is the communication link that 
informs key administrators, the transportation office, the office of student affairs, the nursing staff, and the 
attendance office about trips that are on the horizon. Trip leaders are responsible for the timely and accurate 
entry of information into VersaTrans as a critical component to the success of any field trip. 
 
The account to be designated for all overnight field trips is now US Overnight. (Debate trips are exempt 
from this designation.) All recurring overnight field trips should be entered into VersaTrans no later than 
September 30 for inclusion in the planning calendar. Exceptions can be made where a rare opportunity arises on 
short notice with the approvals referenced above. To insure that you will be able to arrange transportation, 
generate, distribute, and receive health and permission forms, and make necessary fiscal arrangements, 
VersaTrans entries should minimally occur 4 weeks before the date of the trip, and longer if possible. 
An example of a blank Trip Request is included in the Appendix for reference. 
 
Prior to entry into VersaTrans, if the transportation request will include a request for charter bus or plane travel, 
a request for quote should be forwarded to the Office of Student Affairs. 
 
The VersaTrans system will issue three confirming emails to the trip leader: 

1) After the trip is first entered into VersaTrans; 
2) After it has been approved; 
3) When the transportation manager has completed any scheduling of ground transport vehicles (usually a 

week before the trip. 
An example of confirming email is included in the Appendix. 
 
VersaTrans is accessed online in the faculty portal. There are tutorials available to help guide you during your 
initial use. If you have questions, you can contact the student affairs office, x685, for assistance. 
 

Documentation – Required  

The following documents are those that are mandatory submissions for every overnight field trip. 

VersaTrans Field Trip Request 
This was described above and is included in the Appendix. 

Field Trip Permission and Waiver Form and Appendix A 
As of spring 2015, the permission form (which, with legal boilerplate is a minimum of 4 pages long) must be 
generated by office of student affairs. In order to complete it, an itinerary for the entire trip that includes all actual and 
potential activities, must be submitted. The document must specify all the inherent risks on the trip, and so the 
office of student affairs assumes the responsibility for creating the original documents. The cost of the trip is to 
be part of the submission as well. If the trip includes any physical activities (hiking, biking, climbing, game play, 
etc.) then an Appendix must be created that includes a risk evaluation that is for the parents to keep as 
reference. To limit Harker’s exposure both of the parents or guardians as well as students over 18 participating 
on the trip must sign this document – unless there is clear single custody. This document should be requested at 
least 4 weeks before any field trip to allow sufficient time for its creation, distribution, and collection. All forms 
for any trip are due in the student affairs office at least 5 days before the trip departs to allow review and coordination with 
the attendance office, who will pre-enter any missed class time by students. For domestic trips the originals are 
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maintained in the student affairs office. An example of the form is also included in the Appendix of this 
handbook. 

Overnight Field Trip Health Form 
This form was updated in the spring of 2015 as well to be customized as well for each trip. Again, both parents 
must now sign. This now includes a clause stating that Harker chaperones will administer all medication, even 
over-the-counter to students on trips. This form needs to be submitted to the nurse’s office as far in advance as 
possible of the trip – again 4 weeks is preferred. Yours may not be the only trip going out, and it takes time for 
the nursing staff to review the document, update records, and prepare student health summaries as needed for 
the trip leader and chaperones’ reference. These are returned to the trip leader before the trip for reference and 
emergency medical authorization if needed. A sample form is included in the Appendix, and a writeable PDF of 
the form is also accessible in the faculty portal. 

Attendance Roster 
If leaving during school hours, an attendance roster verifying who is leaving campus with you should be 
submitted to the attendance office. If leaving outside school hours, an email verifying final attendance should be 
sent to the attendance office if school time will be missed by any of the attendees.  
 

Other Documents – not submitted, but you may need or find helpful to hold or share 

 Field trip rosters, including separate travel rosters if students are on more than one vehicle or flight 
 Attendance checklists 
 Chaperone groups 
 Rooming lists 
 Airline tickets  
 Printed student photo lists with emergency contact information from PCR  

 

Transportation Planning 

As the transportation request is entered in VersaTrans, the elements of ground transport can be coordinated 
with the transportation manager. If air travel is involved, then the assistant in the office of student affairs can 
help with group travel arrangements. Details for both modes of transport are referenced below. 
 
Harker vehicles 
If the group is small enough, and trip leader and/or chaperone(s) are Harker-Approved drivers, then it may be 
possible for the school’s Suburban’s or Sprinter’s to be utilized for transport. As athletic teams have priority use 
of the vehicles, use can be dependent upon those schedules. If need be and finances permit, a multi-passenger 
van may be rented for use on the trip. The trip leader will need to provide an account to which those fees may 
be charged. 
 
Harker bus and driver 
If the destination is less than 100 miles from Harker, a Harker bus and driver may be utilized. The 
transportation manager will schedule within the VersaTrans system, and the trip leader will receive an 
acknowledgement of the assignment and confirmation of timetable. If the drive includes a meal break, the trip 
leader is responsible for feeding the driver from the trip’s travel funds. If the driver will stay overnight with the 
group, a separate hotel room will be required for the driver. Harker buses do not have a great deal of luggage 
room, so if the trip includes a large number of students and luggage a charter bus may be necessary. 
 



 
 

4 | P a g e  

Harker buses can also be used for airport drop-off during normal school hours. Harker does not provide 
transport to the airport for any departures after 8:00 p.m. in the evening or on weekends or breaks, nor will they 
normally provide pick up and return to campus after 8:00 p.m. in the evening or on weekends or breaks. Those 
transports will need to be coordinated directly with parents. However, small vehicle transport back to campus 
may be arranged for adult chaperone groups from the airport if a driver is available to work at those times.  
 
Chartered buses 
Trips of more than 100 miles may require chartering from a private company, and sometimes depending upon 
our own fleet’s scheduling, chartering may be necessary for closer travel as well. SPAB buses must be used when 
chartering. Charters must be paid for from the account supporting the trip. A group may request a charter in 
lieu of a Harker bus for shorter trips if they are willing to pay for it. More information about accounting for 
these fees is included in the section on charges, deposits, and business office considerations. 
 
Air transportation 
If air travel is required, you have two options: for a small group you may book the travel yourself or work with 
the assistant in the student affairs office to book for you through Harker’s Egencia account. You can do your 
own research and coordinate with the office, or allow the office to research possible options. In either case, in 
order to book the travel, the following information will be needed. Additionally, a school credit card may be 
needed to facilitate the booking. 

 Full names and birthdates of all attendees, based upon Driver’s Licenses or Passports (if over age of 16), 
and their status (student/chaperone/faculty/staff). 

 Dates of travel 
 Destination 
 Time that you need to be at your final destination, and time you can leave the location 
 Preferred local airport (San Jose is default) for departure and return 
 The account to which this will be charged and the approving manager 
 Emergency contact name and number for the airline 
 Name of conference or event attended/name of group traveling 
 Reason for travel 

Once this information is provided research can begin. As soon as options are developed, the trip leader will be 
contacted and approval arranged. Approval can initially be verbal, but must also be confirmed by email. After 
management approves the expenditure, the trip can be booked. 
 
The Harker School Travel Policy referencing all details pertaining to employee travel and guidelines is located 
under the Business Office heading of Employee References within the Faculty Portal and should be reviewed 
prior to making any airline travel arrangements for faculty and staff. 
 
The reservation process for all trips involving airline travel should begin no less than 28 days in advance to be able 
to seek out the best possible flights and rates. By following the goal to have all field trips in the system by 
September 30, this should not be an issue for most trips. For those trips that must be last minute due to, for 
instance, students qualifying for the next level of a competition, then arrangements must be made immediately 
following the release of details to the trip leader from the hosting organization and the division head notified as 
well. 
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These variables must all be determined before the permission form/liability waiver can be issued, because the 
clause regarding cost must be accurate before submitting to parents for signature. Their signature makes them 
liable for the cost of the trip that includes all non-cancellable items such as airfare and lodging, whether their 
child attends or not. 
 
 
Car/vehicle rental at destination airport 
If a vehicle rental is required at the destination, the number of people involved, and the name of the Harker-
approved driver(s) are required. Car rentals will need to be paid directly by the trip leader unless Enterprise car 
rental is used, in which case Harker’s corporate account may be used. If paid by trip leader directly, 
reimbursement is available if a receipt is returned to the office at the end of the trip. 
 
Lodging 

If not provided as part of a conference package, the assistant in the student affairs office can help with hotel 
reservations as well. The following information would be needed. 

 Number of rooms requested 
 Desired hotel name 
 Address of conference or event so that other lodging options can be explored if desired hotel is not 

available 

The same rules for approval and billing apply as above. 

 
Chaperones 

Ratios 
Best practice says that we should never have a lone chaperone escorting students on a field trip because there is 
no backup available should the chaperone become ill or be injured. It also means that should a student become 
ill or be injured on a trip, the entire group would have to remain in support of the ill or injured student while 
support was arranged at Harker. That said, we try to be reasonable for small trips of less than 6 students, 
particularly for academic events or competitions where the travel is exclusively to the event site and back with 
no side trips. 
 
For groups of 6-18 upper school students, 2 chaperones are acceptable. After that, a 1:9 ratio is acceptable. If 
this is a mixed-gender group, then the chaperones should be mixed gender as well. 
 
Responsibilities and recruitment 
The Chaperone Responsibility Training document which describes the duties and role of chaperone is 
located on the faculty portal under field trips. The Trip Leader should meet with and brief the chaperone time 
on the specific timeline and responsibilities that may be unique to the trip they are planning as well as the 
general guidelines. Chaperones must carry their own completed Overnight Health form with them in case of 
emergency. 
 
They should also be given: 

 The complete itinerary and timetable (Appendix A of the permission form) 
 Roster of attendees with contact information, and list of their specific chaperone group, if any 
 Health summary created by the nurse 
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 Contact information for all other chaperones on the trip, and emergency contact number from Harker 
 
Recruiting chaperones for your field trip should begin as soon as approval is arranged. It can be very challenging 
to find teachers and exempt staff available who are not already committed to other activities. 
 
Non-exempt staff as chaperones 
The use of non-exempt staff for chaperoning is discouraged. Since they are compensated hourly, they must be 
paid for every hour they are on the clock, and in a chaperone situation, that can be 12-16 hours a day, resulting 
in significant charges that will be allocated to the trip. The Human Resources guidelines for meals and breaks 
must also be followed. If a trip leader feels that they need to utilize a non-exempt employee as a chaperone, 
then it must be approved in advance by the division head, Human Resources, and the business office. 
 
Parents / Staff spouses 
It is not best practice to use parents or staff spouses as volunteer chaperones. If this is desired or necessary, it 
must be first cleared with the division head. The parent or spouse must also be cleared through Human 
Resources, with a LiveScan clearance and TB test conducted. 
 
If a staff spouse is utilized as chaperone, it must be made clear that the priority is the work as chaperone and to 
provide safe support for students, especially in the case of an emergency.  
 
Communication 

Parents 
As soon as the trip is approved, communication with parents begin. Even before the permission slip is 
generated, a flyer with trip details: who, what, where, why, how, and how much it will cost – sent home to 
parents can prepare them for what is to follow. 
 
For a simple weekend trip, it may be possible to do all communicating by email. For longer, more elaborate trips 
or competitions, it may be necessary to hold a meeting for parents to attend at which time the pertinent forms 
can be distributed or collected. 
 
Direct contact should be maintained with all parents during any overnight trip, no matter the duration, either by 
the trip leader or designated chaperone. Even if it is just to say “we’ve arrived” or describe some challenge that 
occurred. Otherwise, the students will control the communication link to their parents, and in some cases, that 
may not be in the best interest of the field trip’s success. Though the medical form contains a lot of important 
contact information, the permission form describes the responsibilities of all parties, and the Appendix contains 
information like hotel addresses and phone numbers, the trip leader may want to make sure the following 
specific information is shared. 
 

 Phone and email contact information: hotels, cell phones (both parents’ and chaperones’) 
 How prescription medication will be dispersed and any medical issues managed 
 When the chaperone(s) will make contact with parents, under what circumstances 
 Student’s behavioral expectations, and what will happen if a student violates them – in some cases, if the 

trip is long enough, a parent might be required to come pick up their student. 
 If drop off or pick up is happening after normal school hours at Harker, the timeframe during which 

parents can expect the entry gate to be open, or what time to be at the airport. 
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More information, rather than less, will go a long way to insuring that parents are supportive in cases of 
emergency, sudden illness, or needed disciplinary response. 

Students 
Email contact with students should be maintained through their Harker account. When traveling as a group, 
however, phone contact and text messaging are used more often by students. For professional activities such as 
field trips, it is acceptable practice to exchange cell phone information for the purpose of emergency contact 
and text messaging. If uncomfortable with sharing a personal cell phone number with students, apps like Remind 
101 are useful for one-way group communications. If students are allowed to be on their own during a trip, they 
must have a method of reaching the trip leader or chaperone in the event of an emergency. 
 
For the protection of all employees, all messages exchanged with students should pertain only to the trip and 
school business. 

The school 
A school liaison should be designated for each field trip. The default contacts are the division head and the 
assistant head for student affairs. Their school cell phone number should be programmed into the phone of 
every chaperone on the trip in case assistance is needed from school.  
 

In Case of Emergency or illness 

Students should always carry a copy of their family’s insurance card with them at all times. Trip leaders should 
be sure that copies of the Overnight Health form are available. Most hospitals currently require that these be in 
hard copy form. If these are lost or misplaced, the nurses’ office can send FAX a replacement copy to a hospital 
or urgent care center, but this is only readily available during office hours. 
 
The med bag, along with all medications for prescriptions and emergencies, should be in the chaperones’ 
possession during every outing. 
 
Emergencies 
First, call 911 if circumstances warrant. 

Once that’s done, make sure that all students and chaperones are accounted for. 

If there has been an injury, make sure that immediate plan for aid is arranged and status verified (minor, serious) 
before contact is made with parents. 

Students should be advised to notify parents about any emergency status only after receiving authorization from 
the trip leader or assigned Harker chaperone, unless the circumstances are so extreme that to not call may cause 
emotional harm to the student or delay proper care. 

One chaperone should accompany any student/chaperone who is injured and who must be transported to a 
health facility to receive care. 

Other chaperones and students should regroup, and adults decide whether to move forward with intended 
plans, wait at a designated spot, or travel as a group to the emergency waiting area. Be certain to attend to the 
emotional needs of any students affected by the emergency who is otherwise physically unhurt. 

When it is feasible to do so, contact your administrative liaison at the school, provide a full update on the 
situation, and advise if there is anything she/he should do to provide support from the school. 

In the case of a general emergency, keeping your liaison at the school informed may help the school to 
coordinate parent communication, freeing you to manage your response at the scene. 

Regular communication should continue until the situation is completely stabilized. 
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Illness 
If a student becomes too ill to attend the day’s activities, but no so ill as to require medical care, a chaperone 
must be designated to remain at the hotel as support for the student. Regular checks of the student’s condition 
should be made throughout the day, and if necessary, chaperone should remain with the student until remaining 
travelers have returned to the hotel. If a temperature is suspected, a thermometer should be located to verify. If 
there is not a second chaperone, the group’s activities may need to be cancelled. 

In case of student illness, regular and direct communication with parents is an absolute necessity. Even if it 
seems minor, a student may contact home and describe the symptoms and create worry in the mind of the 
parent. In these circumstances, regular communication by the trip leader or designated chaperone can go a long 
way to alleviating worry. 

If the illness is determined to be contagious, room assignments should be altered. If the illness is serious enough 
that the condition needs constant monitoring, it may necessitate that a chaperone sleep in the room with the ill 
student, unless doing so might expose the chaperone to contagion. If this is necessary, then parents need to be 
informed in advance of the decision to authorize. At that point, they may want to just come get the student. 

Students may not travel by air less than 24 hours after exhibiting any fever over 100 degrees. Contact parents 
immediately when it becomes clear the child’s health/fever status will not allow her/him to return with the rest 
of the students. Although it would have been included in the original permission form, parents should be 
advised that additional expenses will be incurred as a result of the extended stay. A chaperone will have to stay 
with the students under these circumstances, and if the trip has only a single chaperone, the entire group will 
have to stay until conditions improve. 

For safety’s sake, obtaining a doctor’s evaluation to confirm that a student is too sick to fly is recommended. 

Local Emergency Room 
In the planning process, the location and phone numbers of the closest Hospital and/or Urgent Care should be 
determined and included in communication to chaperones, students, and parents. 

 

General Trip Safety 

Students 
No matter the age, when they are out – in an airport, sightseeing, or eating, etc. – they are always with at least 
one other student. No exceptions. If you are traveling alone with a student in support of a special award of 
competition, you become the “buddy.” 

When sightseeing, students should be advised whom to contact if there is an emergency if they are not in the 
immediate presence of a chaperone, and the place to which they would all return should some sort of general 
emergency occur. These “places to call” in order, would be: chaperone, trip leader, other chaperones on the trip, 
school trip liaison, division head, main office number. The idea is that the emergency numbers begin with those 
in closest contact with them, then expand back to the school if no one locally can be reached. Encourage them 
to make these calls before contacting parents if possible, though they will and should call parents if the 
emergency is such that parents would be worried if the student did not contact them. 

Students should also be required to check in regularly with the chaperone team, even if they are being given a 
fair amount of time to be on their own. Decisions about how much free reign is to be given to students should 
be based on the overall age of the group. 

Always Be Counting 
Whenever you board a bus, prepare to board a plane, disembark, prepare to enter a hotel or convention site, etc. 
a count of the students should be taken. Whether by chaperone group or through confirmed head count, this is 
a boring but critical portion of trip safety. Whatever system you use, including anything to make it fun and less 
monotonous for the students, thank you for doing it. 
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Hotel Safety 
When the group first gathers at the hotel/motel, even before issuing room keys, a determination of where the 
group should meet in the event of an emergency or evacuation should be determined. For large groups where it 
is easier to group by chaperone groups, these do not have to be on top of each other, but it should be easier for 
the entire team to connect once that’s done. 

Every alarm that goes off in a hotel will result in evacuation to the gathering place. Even if told that it is a “false 
alarm,” if the alarm sounds you will evacuate to the designated location, complete a head count, and confirm 
with management that is safe to return to the rooms. 

 
Convention/Event Safety 
To some degree, the same safety considerations apply at a convention site. A group meeting place should be 
determined, and check-in times developed if the group is spread out over a venue. Even if given good general 
instruction by the meeting host, a specific meeting place for the Harker group should be part of any planning 
process. 

 

Student Behavior 

Guess what? If you are out on the road long enough, with enough students, there are going to be issues with 
behavior. Students should always be reminded, no matter the grade level, that on any overnight field trip, all 
rules of the school apply all the time, 24/7. 

The elements of the “Four Pillars” – Respect, Honesty, Fair Treatment of Property, and Safe and Healthy 
Environment are the guideposts for Harker student behavior. This should be no different while on the road. 

You may want to establish “field rules” specific to your activity that essentially are extensions of school rules to 
which the students need to adhere. You can remind them that these are for their own safety, and yours, because 
you want to return them to their parents safe and sound when all is said and done. 

Some of these areas will require field rules particular to the situation in which you are in: 

 Check-in and lights out expectations – all check-ins done face-to-face without exception 
 Punctuality when meeting times have been established 
 Adherence to the Buddy System 
 Maintenance of dress code for your event 
 Students must demonstrate courtesy and respect toward each other – even with those who are not their 

favorite persons 
 Designated times for use of electronics 

If a situation arises that is a serious violation of school rules, immediately contact your trip liaison, division head, 
or dean of students to brief them on the situation and discuss plans of action. The idea is that any decision 
made in the field has the support of the administrative team so that if parents disagree with the response, they 
are now dealing with administrators at school while the trip leader can hopefully continue with the trip in the 
field. 

 

Financial elements 

Most of these items are dealt with in detail in The Harker School Travel and Business Entertainment Policy, 
which should be reviewed while preparing for any Overnight Field Trip. Chaperones should be advised to 
consult the policy as well. 
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Reimbursable expenses 
Per The Harker School Travel Policy, meals and certain miscellaneous travel costs are reimbursable. Consult the 
Travel Policy for specifics on both acceptable and non-reimbursable expenses. Certain expenses may need to be 
approved in advance of the trip. If in doubt, consult your trip liaison for guidance.  
 
Travel advances 
Per The Harker School Travel Policy, funds will be advanced for upcoming travel only upon receipt of a 
completed and properly approved request for travel advance. Travel advances may only be used as specified in 
the advance, and a full expense report, with receipts must be submitted within 10 days of return from travel. 
 
Trip deposits and schedule of charges 
Text to be provided by business office 
 
Refunds 
Text to be provided by business office 
 
Stipends 
Text to be provided by business office 
 
Travel Insurance 
Text to be provided by business office 
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APPENDIX 
Field Trip Checklist - Before the Field Trip Departs 

� Discuss plans with department chair, dean, division head and gain approval from the division head before any 
discussion with students or parents. 

� Make sure that budgetary considerations have been fully addressed: sufficient departmental/organizational 
funds are available, pass along limited and reasonable cost to parents if necessary, and gain administrative 
approval for cost structure as well. 

� After approval is obtained and details confirmed, enter the information about the trip into the VersaTrans 
field trip system. US Overnight is the designated account. 

� After administrative approval move forward with any conference, lodging or air travel reservations. 

� Contact Assistant Head for Student Affairs to determine which administrator will act as communication 
liaison for the trip in case of emergency and share 24-hour cell phone contact information. 

� Share cellular phone contact information with all parents. 

� Recruit additional chaperones as necessary to maintain proper ratio of students-to-chaperones. If teacher-
chaperones are involved, make certain they arrange substitutes if teaching schedules are affected. 

� Read and follow all guidelines in the Chaperones Responsibility Training Outline and Faculty Handbook to 
most effectively communicate responsibilities to your chaperones. 

� Contact office of student affairs for assistance in generating Permission and Waiver Form, Appendix A, and 
Overnight Health form. 

� As soon as the forms are prepared, distribute them immediately to students/parents. 

� Provide Counseling Office with list of students attending trip so their academic standing can be reviewed to 
verify their suitability to miss classes, if classes will be missed. 

� Meet with chaperones and review all of their specific responsibilities. Share contact information, rooming 
lists, chaperone groups, itinerary and check-in protocols, and responsibilities in case of any emergency. Prepare 
them to administer prescription medication and follow record-keeping protocols for same. Review protocols for 
identifying hazing and other adverse behavior among students. 

� Meet with students. Share contact information, rooming lists, chaperone groups, itinerary and check-in 
protocols, and essentials on how they should respond in case of any emergency. Discuss the “buddy system” if 
independent movement will be allowed, and emphasize need for careful attention to all timelines and availability 
for head counts and check-ins. Review behavioral expectations and emphasize mutually respectful behavior and 
how to report adverse behavior among students, and responsibility to do so. 

� Fourteen (14) days in advance, if a meal request (lunch, snack) is necessary for the trip, request it utilizing the 
catering request system. 

� Fourteen (14) days in advance, make any and all requests for cash advances that may be necessary to pay for 
parking, admissions, driver tips (normally $100/night for charter bus drivers) etc., utilizing the proper forms 
from the Faculty Portal, and have all necessary signatures on them. 

� Ten (10) to fourteen (14) days before the trip date, receive signed Overnight Health Forms and return them 
to the nurses’ office so information can be reviewed by the divisional nurse. 

� Seven (7) to ten (10) days before the trip date, receive signed permission/waiver forms from parents. Review 
to make sure all boxes are checked (if any) and form is signed by parents.  

� No less than five (5) days before the trip, turn in completed permission forms to the office of student affairs. 
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� No later than the day before the trip, pick up travel medical kit from nurses’ office and go through the 
contents. There is much useful information and helpful supplies, but you won’t know you have them unless you 
take a minute to see what you have been given. Glance through all the written health guides provided by the 
nurse and read the health summary and medication schedule carefully. 

� No later than the day before the trip, make sure all cash/admission tickets and the like are picked up from 
the office if those have been ordered for the trip. 

� If you want a record of the trip for posterity, or if the trip is traditionally referenced in Harker News or the 
division’s student Yearbook, make sure there is at least one camera on the trip for photographs to be shared 
with the Office of Communication and parents. 

Field Trip Checklist – The Day the Field Trip Departs 

� If food or snacks have been ordered, make sure they have been delivered and loaded on the bus. 

� Leave an accurate count of students who are taking part with the attendance office. If they are being 
transported by bus, this list should be forwarded to the office after roll is taken. If the trip is departing after 
normal school hours or on a weekend or during vacation, this information still must be left via email.  

� Verify that chaperones have all cell phone numbers programmed into their phones. 

� Verify that students are appropriately dressed for the trip, and if not, make sure they change clothes. 

� ABC – Always Be Counting. Make certain you perform head counts on a regular basis: every time you make a 
vehicle stop; every time you enter or leave a site. This should become a regular routine, regardless of the trip’s 
duration.  

� If the bus makes any stops in route and students will be allowed to get off, make certain that chaperones 
know the groups for whom they are responsible, that students are informed about the limits of what they can 
do while stopped, and that there is another complete attendance taken before the bus(es) leave the area. 

� If the nurse provides you with any medication that a child must take during the day, be certain that the 
instructions for dosage are available and clearly understood prior to dispensing. 

� Make sure you begin to collect any and all receipts for expenses for reimbursement or for expenses pent with 
funds advanced to you. Provide as much detail as possible. A good rule of thumb is to write needed information 
on the receipt the same day that you get it, and maintain an envelope with all receipts. 

Field Trip Checklist – Upon arrival at any destination 

� Before students are allowed to disembark, make certain that chaperones are ‘on the ground’ and ready to 
receive them and students are aware of the process and responsibilities for managing luggage, checking in, etc. 

� Gather the students and chaperones and let them know the meeting point at the site for everyone in case of 
an emergency or if they become separated from the group. If in an enclosed space (museum, hotel, conference 
site, etc.) make certain that everyone knows the emergency evacuation exits from the building, and the location 
of the nearest emergency treatment facility. 

� Verify that the school emergency contact information is in the possession of chaperones so you or they can 
contact the school with an update in case of emergency or to request a treatment form to be sent to an urgent 
care or hospital should such services be needed. 

� Make sure that chaperones and students know the chaperone groups to which they have been assigned and  
gather with them. Take attendance. 

� Let everyone know the exact timetable(s) at which the group will reconvene for meetings/lunch/departure. 
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Field Trip Checklist – For trips involving hotel stays, to do before and during 

� In any trip orientation meetings or general documentation sent home, suggest to parents that they have their 
children pack their own bags, so that they will be capable of doing the same when they prepare to return home. 

� Make sure parents know that their students will be responsible for any damages to or missing items from 
hotel/motel rooms for which the school might be charged at check out. 

� Make sure that a list of contact information for all students and their parents (cell phone, home phone, work 
phone, and email contacts) are available and shared among all chaperones. 

� Make sure all chaperones have all contact information and directions to the nearest hospital and nearest 
Urgent Care Clinic. 

� All distribution of prescription medication must be done by chaperones. Clear instructions for distribution 
should be supplied via the Overnight Health Information form and the campus nurse’s follow-up instruction. 
Student insurance information should be available with those forms, copies of which are retained by the lead 
chaperone or her/his designee. 

� Whenever you give an “as needed” medication to a student, such as Tylenol or Advil, it must be recorded in 
the Health Care Log included in the health folder provided by the nurse. 

� If handing out scheduled medication, such as an antibiotic, it must be recorded in the Daily Med Log, with 
chaperone initials and the time the medication was administered. As you can guess, this can be very important 
to document this in case parents inquire about it. 

� If a student becomes ill and an assessment is made of the student’s condition, it also must be recorded in the 
Health Care Log. Information such as temperature, medications given, comfort measures provided (additional 
fluids, special foods, cold compress, etc.) and when parents were notified and what they were told should be 
included. This is to protect chaperones in the event of an unfortunate outcome or consequence. Return these 
logs to the nurse when the trip returns to campus. 

� Make sure that everyone is familiar with hotel evacuation plans and pathways and where the group will 
convene outside in the event of an evacuation that does not permit a meet inside the building before evacuation. 

� Make sure that chaperones are clear on the room check-in procedures for students as well as knowing the 
specific students and rooms to which they have been assigned this responsibility. 

� Again review behavioral expectations for students and check-in/lights out timing and procedures and advise 
who will be the chaperone checking them in. 

� Make sure that a timetable for a morning gathering of the group is established and communicated before 
lights out on the previous night.  

� All chaperones doing check-in should report results to the trip coordinator that evening, and the entire 
chaperone group should meet at breakfast before the start of the next day’s activities to review itinerary, daily 
responsibilities, physical condition of their chaperone group and share any communication that has occurred 
with parents, or that should occur with parents. 

� For Upper School trips allowing for independent movement by students and advisors within a destination 
city, make certain everyone knows the central gathering point in the event of an emergency, and a secondary 
gathering point should the primary location be unavailable. 

 

� It is recommended that all cash advanced for a trip be kept in a hotel safe and distributed in modest amounts 
as needed. If handling cash for students, records of collection and distribution must be initialed by the students. 

� A hard copy of the hotel receipt should be requested at checkout if Harker booked the accommodations. 
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� For ease in submitting expense reports at the end of the trip, it is recommended that receipts be maintained 
in an organized fashion and an expense log created charting daily expenses. Receipts are a necessity for any 
reimbursement unless prior arrangements have been made with the Business Office for certain items. 

Just Before Returning Home/In Route 

� Confirm all transportation arrangements including hotel-to-airport transport if required. 

� The night before check out confirm that all students and chaperones are aware of the timetable and duties for 
the next morning. 

� The night before check out have chaperones make sure that all students’ bags are in or nearing a ready-to-go 
condition, and that hotel rooms appear to be in good condition. 

� When checking out, make sure all students and their bags are accounted for before loading onto the any 
transport, whether to airport or bus to campus. 

� If any damage or room expense has occurred that is traceable to students, if they cannot pay at time of 
checkout, make sure immediate parent contact is made, especially if the school will need to pay the bill and 
recoup at a later time from the parents. 

� Final head count should be made before boarding ground transport, checking in at the airport, or boarding 
any planes. 

� If there are any delays, inform parents, school liaison, and school transportation coordinator if Harker 
transport is to be the source of airport pickup. 

Upon arrival home 

� Make certain students check their seats for any belongings and remove any trash they have created while in 
route. 

� If luggage is involved, double check to be sure that all luggage comes off the bus or luggage terminal before 
students are released to their parents.  

� If returning to school by bus after hours, at least one chaperone must wait with the students until they are 
picked up by a parent.  

� Make sure all medical documentation is returned to the nurses’ office, and all medical information distributed 
to chaperones is collected.  

� Hotel receipt(s) (if any) should be returned to the Office of Student Affairs. 

� Expense report forms should be completed and submitted with 48-72 hours after return from the trip.  

� If activity is to be featured in any campus news, a story brief and/or photographs should be sent to the 
Office of Communications as soon as possible.  

� Any issues arising from the trip should be reported to the division head’s office within 24 hours of arrival, 
and should have been communicated when they first occurred.  
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Appendix B Sample 
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Appendix B Sample 
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This is a screen shot of the VersaTrans trip request screen so that you can have a sense of the information 
necessary to enter a trip request. 

 

Check with the Office of Student Affairs if you need to set up a Requester account, as well as determine the 
“Account” as defined in VersaTrans for the trip. 


