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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.
�ñØ ķôìĐØÔ �ĿńÔŞ �ĳôİ |ØĲńØķĿ ëėĳĎ ³ĐÔ ÎėĎİĈØĿØÔ İ³ÎąØĿ ôķ ķńÍĎôĿĿØÔ Ŀė ĿñØ &ŝØÎńĿôŗØķ "ôĳØÎĿėĳ˸ķ˹ ëėĳ fiĐ³Ĉ
�İİĳėŗ³Ĉ ėĳ "ôĳØÎĿėĳ ėë �ėĈĈØìØ ³ĐÔ �³ĳØØĳ ëėĳ �Î³ÔØĎôØķ ëėĳ fiĐ³Ĉ ³İİĳėŗ³Ĉ İØĳ ĿñØ Ŀ³ÍĈØ ÍØĈėŘ˧

�ŞİØ ėë �ĳôİ �ėķĿ "Ø³ÔĈôĐØ Ŀė ķńÍĎôĿ �ĿńÔŞ �ĳôİ
|ØĲńØķĿ ëėĳĎ ˸Ŀėİ ķñØØĿ˹ Ŀė &"ķ

"Ø³ÔĈôĐØ ëėĳ XńĐôķ &ĐĿĳŞ ëėĳ
y` ˸Ŀĳ³ĐķİėĳĿ³ĿôėĐ˨ ØĐĿĳŞ ëØØķ˨
ØĿÎ˧˹

�ė³ĳÔ
�İİĳėŗ³Ĉ
|ØĲ˧

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

*8ėĳ `ŗØĳĐôìñĿ ³ĐÔ `ńĿ ėë �Ŀ³ĿØ Ŀĳôİķ Şėń ķØĐÔ ĿñØ �ĿńÔŞ �ĳôİ |ØĲńØķĿ ëėĳĎ˨ ĿñØ &ÔńÎ³ĿôėĐ³Ĉ  ³ĈńØ˨ ³ĐÔ
AĿôĐØĳ³ĳŞ Ŀė &"ķ˧
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�ĈĈ �ĿńÔŞ Ŀĳôİ ĳØĲńØķĿķ ĎńķĿ ÍØ ķńÍĎôĿĿØÔ ˈ ŘØØąķ İĳôėĳ Ŀė ĿñØ Ŀĳôİ Ô³ĿØ˧
�ñØ Ĉ³ķĿ Ô³ĿØ ëėĳ Ŀĳôİķ Ŀė ÍØ Ŀ³ąØĐ ôķ X³Ş ˂ˀ˨ ˂ˀ˂˄˧
�ñØ Ĉ³ķĿ Ô³Ş Ŀė ķńÍĎôĿ ³ ķĿńÔŞ Ŀĳôİ ĳØĲńØķĿ ôķ �İĳôĈ ˂˂˨ ˂ˀ˂˄˧
|ØĲńôķôĿôėĐķ ôĐ XńĐôķ ĎńķĿ ÍØ ķńÍĎôĿĿØÔ ˈ ŘØØąķ İĳôėĳ Ŀė ĿñØ Ŀĳôİ Ô³ĿØ˧
�ñØ Ĉ³ķĿ Ô³Ş Ŀė ĳØĈØ³ķØ ³ ĳØĲńôķôĿôėĐ ôķ X³ĳÎñ ˁˈ˨ ˂ˀ˂˄
March 31 - Deadline to enter a study trip requisitions in Munis. Requisitions must reach purchasing
8 weeks prior to trip

�|Ay "&��AZ��A`Z ͉ >`�|� `8 �|Ay

● 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.
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● Provide a ĐńĎÍØĳØÔ ĈôķĿ ėë ķĿńÔØĐĿķ. You may ÎĈôÎą ñØĳØ 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.
● �RR Îñ³İØĳėĐØķ ĎńķĿ ķĿ³ĳĿ ³ĐÔ ØĐÔ ³Ŀ ĿñØ ķÎñėėĈ ķôĿØ ŘôĿñ ĿñØ ŘñėĈØ ÎĈ³ķķ˧
● �ñ³İØĳėĐØķ Î³ĐĐėĿ āėôĐ ĿñØ Ŀĳôİ ŘñôĈØ ôĿ ôķ ôĐ İĳėìĳØķķ ėĳ ĈØ³ŗØ ôĐ ĿñØ ĎôÔÔĈØ ŘôĿñ ĿñØôĳ ÎñôĈÔ ³ëĿØĳ ĿñØ Ŀĳôİ ñ³ķ

³ĈĳØ³ÔŞ ĈØëĿ Î³Ďİńķ˧ ¡ñØĐ Îñ³İØĳėĐØķ ³Í³ĐÔėĐ ĿñØôĳ ÔńĿôØķ ³ķ ³ Îñ³İØĳėĐØ˨ ĿñØ Ŀĳôİ ôķ ĈØëĿ ķñėĳĿ ėë Îñ³İØĳėĐØķ
Ŀñńķ ĈØ³ŗôĐì ėĿñØĳ ķĿńÔØĐĿķ ńĐ³ĿĿØĐÔØÔ˧

● 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.
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�ĳôİķ Ŀė ĿñØ ëėĈĈėŘôĐì ÔØķĿôĐ³ĿôėĐķ ³ĳØ ĐėĿ ³ĈĈėŘØÔ Ŀė Ŀ³ąØ İĈ³ÎØ˩

● �ĎńķØĎØĐĿ İ³ĳąķ

● �İėĳĿôĐì ØŗØĐĿķ ÔńĳôĐì ķÎñėėĈ ñėńĳķ

● �ĿńÔŞ Ŀĳôİķ Ŀñ³Ŀ ôĐŗėĈŗØ Ř³ĿØĳ˾ĳØĈ³ĿØÔ ³ÎĿôŗôĿôØķ
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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.
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�ĈôÎą ñØĳØ for English and Spanish Permission Slips.

After the original form is filled out with the trip information and ķôìĐØÔ ÍŞ ĿñØ ĿØ³ÎñØĳ˸ķ˹ ³ĐÔ ĿñØ İĳôĐÎôİ³Ĉ˨ 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.
y³ĳØĐĿ İØĳĎôķķôėĐ ķĈôİķ˩

● 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

` &|ZA9>�˵`�� `8 ����&˵`�� `8 �`�Z�|§ ���"§ �|Ay� ˾ ˈ ŘØØąķ İĳôėĳ Ŀė ĿñØ Ŀĳôİ Ô³ĿØ.

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

�ÎÎėĎĎėÔ³ĿôėĐķ˩
● 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.
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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


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




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


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

