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Hello Colleagues,

You’ve decided to take a study trip. You brave soul! Below you will find the steps and procedures necessary to
have a safe and successful trip. Please read carefully and ensure you’ve met all requirements and timelines.

All required forms can be found on page 9. The teacher requesting the trip will gather all required information
and submit the completed packet to the site administrator for verification and approval.
ÆįĖ ŵĲĪŎĖĒ ¾ŽƂĒƜ ÆűĲŮ ºĖŰƂĖŵŽ ĩŕűŌ ñŎĒ ČŕŌŮņĖŽĖĒ ŮñČŃĖŽ Ĳŵ ŵƂċŌĲŽŽĖĒ Žŕ ŽįĖ CƛĖČƂŽĲƕĖŵ ?ĲűĖČŽŕű̶ŵ̷ ĩŕű ƨŎñņ
ŮŮűŕƕñņ ŕű ?ĲűĖČŽŕű ŕĩ 9ŕņņĖĪĖ ñŎĒ 9ñűĖĖű ĩŕű ČñĒĖŌĲĖŵ ĩŕű ƨŎñņ ñŮŮűŕƕñņ ŮĖű ŽįĖ ŽñċņĖ ċĖņŕƖ̥

ÆƜŮĖ ŕĩ ÆűĲŮ 9ŕŵŽ ?ĖñĒņĲŎĖ Žŕ ŵƂċŌĲŽ ¾ŽƂĒƜ ÆűĲŮ
ºĖŰƂĖŵŽ ĩŕűŌ ̶ŽŕŮ ŵįĖĖŽ̷ Žŕ C?ŵ

?ĖñĒņĲŎĖ ĩŕű uƂŎĲŵ CŎŽűƜ ĩŕű
·} ̶ŽűñŎŵŮŕűŽñŽĲŕŎ̦ ĖŎŽűƜ ĩĖĖŵ̦
ĖŽČ̷̥

8ŕñűĒ
ŮŮűŕƕñņ

ºĖŰ̥

Walking No 20 school days prior to the trip N/A No

Walking Yes 40 school days prior to the trip 40 school days prior to the trip No

Public
Transportation

Yes 40 school days prior to the trip 40 school days prior to the trip No

Automobile No N/A N/A No

Automobile Yes 40 school days prior to the trip 40 school days prior to the trip No

Chartered
Transportation

Yes 40 school days prior to the trip 40 school days prior to the trip No

Overnight in CA* Yes 40 school days prior to the trip 40 school days prior to the trip Yes

Out of State or
Country*

Yes 45 school days prior to the trip 45 school days prior to the trip Yes

*Uŕű }ƕĖűŎĲĪįŽ ñŎĒ }ƂŽ ŕĩ ¾ŽñŽĖ ŽűĲŮŵ ƜŕƂ ŵĖŎĒ ŽįĖ ¾ŽƂĒƜ ÆűĲŮ ºĖŰƂĖŵŽ ĩŕűŌ̦ ŽįĖ CĒƂČñŽĲŕŎñņ ÞñņƂĖ̦ ñŎĒ
^ŽĲŎĖűñűƜ Žŕ C?ŵ̥

Trip organizers with any questions or concerns about
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ņņ ¾ŽƂĒƜ ŽűĲŮ űĖŰƂĖŵŽŵ ŌƂŵŽ ċĖ ŵƂċŌĲŽŽĖĒ ̆ ƖĖĖŃŵ ŮűĲŕű Žŕ ŽįĖ ŽűĲŮ ĒñŽĖ̥
ÆįĖ ņñŵŽ ĒñŽĖ ĩŕű ŽűĲŮŵ Žŕ ċĖ ŽñŃĖŎ Ĳŵ uñƜ ̀˾̦ ̀˾̥̀̂
ÆįĖ ņñŵŽ ĒñƜ Žŕ ŵƂċŌĲŽ ñ ŵŽƂĒƜ ŽűĲŮ űĖŰƂĖŵŽ Ĳŵ ŮűĲņ ̦̀̀ ̀˾̥̀̂
ºĖŰƂĲŵĲŽĲŕŎŵ ĲŎ uƂŎĲŵ ŌƂŵŽ ċĖ ŵƂċŌĲŽŽĖĒ ̆ ƖĖĖŃŵ ŮűĲŕű Žŕ ŽįĖ ŽűĲŮ ĒñŽĖ̥
ÆįĖ ņñŵŽ ĒñƜ Žŕ űĖņĖñŵĖ ñ űĖŰƂĲŵĲŽĲŕŎ Ĳŵ uñűČį ˿̦̆ ̀˾̀̂
March 31 - Deadline to enter a study trip requisitions in Munis. Requisitions must reach purchasing
8 weeks prior to trip

Æº^· ?C¾Æ^w Æ^}w Ζ [}Ëº¾ }U Æº^·

● Provide full name, address, and phone number of destination
● Must include time departing from the school site and time of expected return to the school site.
● Must start and end at the school site. Students should NEVER be requested to meet at another destination to

begin a trip.

¾ÆË?CwÆ¾ ÆÆCw?^wV Æ[C Æº^·

● Provide a ŎƂŌċĖűĖĒ ņĲŵŽ ŕĩ ŵŽƂĒĖŎŽŵ. You may ČņĲČŃ įĖűĖ to be directed to a numbered list form for your use. You
may also use a PowerSchool print-out if you wish.

● The total number of students must match the trip request form.
● For split classes, Elementary only, list the total number of students per grade level
● Students must be at the school site at the time that roll is taken
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https://drive.google.com/open?id=15-dic98Z_89glaaHl14MZW0-eNeDYtlx
https://drive.google.com/open?id=1MZ96YjR35ELu5ebsextXPLv0F7AGemdx


● Chaperones must be 21 years or older unless they are the student’s parent.
● oo ČįñŮĖűŕŎĖŵ ŌƂŵŽ ŵŽñűŽ ñŎĒ ĖŎĒ ñŽ ŽįĖ ŵČįŕŕņ ŵĲŽĖ ƖĲŽį ŽįĖ ƖįŕņĖ Čņñŵŵ̥
● 9įñŮĖűŕŎĖŵ ČñŎŎŕŽ ĿŕĲŎ ŽįĖ ŽűĲŮ ƖįĲņĖ ĲŽ Ĳŵ ĲŎ ŮűŕĪűĖŵŵ ŕű ņĖñƕĖ ĲŎ ŽįĖ ŌĲĒĒņĖ ƖĲŽį ŽįĖĲű ČįĲņĒ ñĩŽĖű ŽįĖ ŽűĲŮ įñŵ

ñņűĖñĒƜ ņĖĩŽ ČñŌŮƂŵ̥ ßįĖŎ ČįñŮĖűŕŎĖŵ ñċñŎĒŕŎ ŽįĖĲű ĒƂŽĲĖŵ ñŵ ñ ČįñŮĖűŕŎĖ̦ ŽįĖ ŽűĲŮ Ĳŵ ņĖĩŽ ŵįŕűŽ ŕĩ ČįñŮĖűŕŎĖŵ
ŽįƂŵ ņĖñƕĲŎĪ ŕŽįĖű ŵŽƂĒĖŎŽŵ ƂŎñŽŽĖŎĒĖĒ̥

● Chaperones cannot bring other children or siblings with them on the trip.
● Any outside entity (vendor, staff at the destination, etc.) that is providing chaperones, lodging, transportation,

supervision, etc. must provide: Proof of fingerprint clearance and a Certificate of Insurance with an Endorsement
page naming West Contra Costa Unified School District as an additional insured for $1,000,000.

Æº^· ºC¾Æº^9Æ^}w¾

ÆűĲŮŵ Žŕ ŽįĖ ĩŕņņŕƖĲŎĪ ĒĖŵŽĲŎñŽĲŕŎŵ ñűĖ ŎŕŽ ñņņŕƖĖĒ Žŕ ŽñŃĖ ŮņñČȨ̇

● ŌƂŵĖŌĖŎŽ ŮñűŃŵ

● ¾ŮŕűŽĲŎĪ ĖƕĖŎŽŵ ĒƂűĲŎĪ ŵČįŕŕņ įŕƂűŵ

● ¾ŽƂĒƜ ŽűĲŮŵ ŽįñŽ ĲŎƕŕņƕĖ ƖñŽĖű̼űĖņñŽĖĒ ñČŽĲƕĲŽĲĖŵ

C?Ë9 Æ^}w o Þ oËC

In advance of study trips, teachers shall determine educational objectives that relate directly to the curriculum.
● Principals need to review and approve to ensure that the study trip is related to the curriculum in class.
● The study trip request formmust include the standards reference number and a brief explanation of how the trip

relates to the classroom activity.

· ºCwÆ ·Cºu^¾¾^}w ¾o^·¾

9ņĲČŃ įĖűĖ for English and Spanish Permission Slips.

After the original form is filled out with the trip information and ŵĲĪŎĖĒ ċƜ ŽįĖ ŽĖñČįĖű̶ŵ̷ ñŎĒ ŽįĖ ŮűĲŎČĲŮñņ̦ a copy of the
original permission slip that is to be sent out for the parents to sign needs to be attached with the study trip packet
request.
·ñűĖŎŽ ŮĖűŌĲŵŵĲŕŎ ŵņĲŮŵ̧

● Must have one for each trip.
● Must be obtained for each student participating.
● Must be on file with the school office.
● Must be available if/when requested.

OVERNIGHT STUDY TRIPS

}ÞCºw^V[Æ̳}ËÆ }U ¾Æ ÆC̳}ËÆ }U 9}ËwÆºå ¾ÆË?å Æº^·¾ ̼̆ ƖĖĖŃŵ ŮűĲŕű Žŕ ŽįĖ ŽűĲŮ ĒñŽĖ.

In addition to all the information/documentation required for day trips, overnight study trips need the following
information:

ČČŕŌŌŕĒñŽĲŕŎŵ̧
● During overnight accommodations, male chaperones are to stay with male students and female chaperones with

female students.
● Accommodations must be secured before the study trip request is submitted.
● Accommodation information including address, city, and phone must be provided.

4

https://drive.google.com/a/wccusd.net/file/d/0B4FCkP4WWYV-VzRrNDNhOVh2bjg/view?usp=sharing


https://drive.google.com/file/d/1CU5kiRVf3Tp2NnqaUkGE08Nl1EvarTyE/view?usp=sharing
https://drive.google.com/file/d/1HmLErEUv5y-zSkQLmLnaMAWyJ4CfX-1-/view?usp=sharing
https://drive.google.com/open?id=0B4FCkP4WWYV-Qzc1TmRyOHI0ZWN1NS0ycVdqeDd2dkkzVks4


ÆűñŎŵŮŕűŽñŽĲŕŎ 8ƂņņĖŽĲŎŵ

Æº w¾·}ºÆ Æ^}w Ë¾^wV ?^¾Æº^9Æ UËw?^wV

● CŎŽĖű űĖŰƂĖŵŽŵ ĩŕű ñŎƜ ŵŽƂĒƜ ŽűĲŮ ŽűñŎŵŮŕűŽñŽĲŕŎ ĖƛŮĖŎŵĖŵ ĲŎŽŕ uËw^¾ ñŽ ņĖñŵŽ ̆ ̶ĖĲĪįŽ̷ ƖĖĖŃŵ ĲŎ ñĒƕñŎČĖ̥ ÆįĖ
ņñŵŽ ĒñƜ Žŕ űĖņĖñŵĖ ñ űĖŰƂĲŵĲŽĲŕŎ Ĳŵ uñűČį ̀˾̦ ̀˾̥̀̂ We recommend entering them earlier, if possible, as the
requisition will be approved by various departments befo

https://drive.google.com/file/d/1iN-Odem9hH6t9gt80VOduOnYaw392d82/view?usp=sharing
https://drive.google.com/file/d/1iN-Odem9hH6t9gt80VOduOnYaw392d82/view?usp=sharing
https://drive.google.com/a/wccusd.net/file/d/0B4FCkP4WWYV-UkVqVnRSWUZPLXM/view?usp=sharing


● Drivers m



https://drive.google.com/file/d/110ITJoDnCAYHTJ6bKYdc82FYysAPj9oI/view?usp=share_link
mailto:StudyTripMealRequests@wccusd.net
/domain/93
http://www.beamentor.org
https://drive.google.com/file/d/1lvaZ8UvbYCjimzg29bzmfpZXKvuv0Tso/view?usp=sharing
mailto:FAyroso@wccusd.net
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?^ºC9Æ}º 8CU}ºC wå Æº^· 9 w Æ mC ·o 9C̥

9[ wVC¾ Æ} ¾ÆË?å Æº^·¾

If any emergencies are causing a necessary change to the original trip submission, please let

eipia

https://drive.google.com/file/d/1R3F_fwGwWNxz6mwTrd7EfXbzo7HeHCqR/view?usp=sharing
https://drive.google.com/file/d/1iGV1uHy5jCS9xypXxQmZKeb9SfvvBOar/view?usp=sharing
https://drive.google.com/a/wccusd.net/file/d/0B4FCkP4WWYV-UkVqVnRSWUZPLXM/view?usp=sharing
https://drive.google.com/open?id=1MZ96YjR35ELu5ebsextXPLv0F7AGemdx
https://drive.google.com/file/d/110ITJoDnCAYHTJ6bKYdc82FYysAPj9oI/view?usp=share_link
https://drive.google.com/file/d/1bbRpqpwUCtpjTs2AbQv2f_lVHvwZpSNP/view?usp=sharing
https://drive.google.com/a/wccusd.net/file/d/0B4FCkP4WWYV-Z2RjaWUyVXVZUkE/view?usp=sharing
https://drive.google.com/open?id=15-dic98Z_89glaaHl14MZW0-eNeDYtlx
https://drive.google.com/file/d/1iN-Odem9hH6t9gt80VOduOnYaw392d82/view?usp=sharing

