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Clackamas County Children’s Commission 

Subject: Field Trip Procedure 

Section: Education (HS) 

Date Revised: 12/21/2023 PC Approval Date (Policies Only): NA 

Regulation Reference:  1/310.3, 1310.3(c) 

 
Procedure: Clackamas County Children’s Commission (CCCC) will ensure that Parents/Guardians understand 
procedures for attending field trips, bus safety when applicable, rules/regulations, and that all program child 
have given written permission for Field Trips and Walking Field Trips  
 
Class Event: Any planned event in the classroom, giving students an opportunity to learn through services of 
community members. (parent written permission not required).  
 
Field Trip: Any planned learning activity off the school grounds. 
 
Walking Field Trip: Students moving as a group, on foot or in buggies, within proximity to the school grounds.  
 
Providing field trip opportunities: 
       

1. Each classroom is permitted to have one event per month. Exceptions will be made on a case-by-case 
basis.  

2. The event budget is $5.00 per child, per program year.  
3. Staff will request funds before the event from the Education Manager. Teachers may pay for the event 

and be reimbursed by the agency. However, the reimbursement will not exceed the allotted field trip 
budget; expectations will be made on a case-by-case basis (refer to the CCCC Fiscal Policy for more 
information). Staff will not ask parents for funds for an event. 
 

Requesting a field trip (Head Start): 
1. Teachers will request a field trip using the Field Trip (FT) Request Form. 
2. The Education Supervisor will review the form to ensure completion and provide an initial approval. The 

Education Supervisor will send the event request form to the Education Services Manager for final 
approval, and inform both groups of the approval. Either the Supervisor or Manager may send the 
request back to the Teacher, requesting more information.  

3. The Transportation Manager Education Services Manager will inform the Teacher and Education 
Supervisor once the class event is approved. The teacher will key stakeholders such as classroom team 
members, CESD specialists, MH specialists, coaches, or outside observers (i.e. CLASS or TPOT) of the 
date of the scheduled field trip.    

4. If bus transportation will take place: Within one week of the field trip date, the Bus Driver will submit 
the bus route (for the field trip) to the Operations Director for review and approval. Any changes will be 
completed in collaboration with the Bus Driver and Operations Director.   

5. Parents will be notified of the Field Trip in writing at least 7 calendar days before the date of the 
scheduled Field Trip.  A reminder of the field trip, with a valid emergency number for the teacher, will be 
sent home the day before the scheduled event.   

6. The field trip will be documented on the classroom daily lesson plan and the Notice of Classroom Event 
form will be hung in a clear an obvious place for parents to review, with the contact number noted. 
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7. The teacher will be responsible for securing and transporting all needed equipment, including items 
obtained at the field trip location. All equipment will be transported in a separate vehicle.   

8. Medication is allowed to be transported in the emergency backpack on the bus, as long as it’s in an 
approved traveling case. 

 
 
Field Trip Event: 

1. Prior to leaving for the destination the bus driver will review all safe riding practices, for those 
staff/children who do not normally ride the bus.  

2. The bus ride to the scheduled destination should be kept to a maximum of 30 minutes.  Exceptions to 
this time limit may be made after consultation with the Transportation Manager. (EHS:  Discussion will 
take place with EHS Director.) The field trip will not deviate from the scheduled destination. 

3. Teachers will ask for and encourage parent volunteers to attend field trips. Parents are not allowed to 
ride the CCCC bus, however, alternate transportation may be provide (e.g. agency van). Siblings are not 
allowed to attend field trips (refer to CCCC’s Siblings in the Classroom Policy for more information).  

4. Adult/child ratio of 3 to 1 should be maintained, if possible. A ratio of 1:10 must be maintained if 
additional adults are not able to attend the field trip. (EHS: 1 to 1.)  

5. Staff will follow the Active Supervision procedure to and from the destination and during the field trip.  
6. Staff will follow the Head Count procedure to ensure all children are accounted for, to and from the 

destination and during the field trip.  
7. Staff will follow the Releasing Children policy and procedure when a parent takes their child home from 

the field trip. Staff will document the release on the ChildPlus Daily Sign-In/Sign Out Sheet, as well as the 
Field Trip Transportation Log.  

8. Classroom staff will ensure that the bus returns to the center in time for the next designated meal of the 
regular class day. Field trips that are extended with a picnic lunch provided must return to the center no 
later than 15 minutes before the scheduled release of class. Staff will follow the Meal Service procedure 
to ensure that proper meal style service is provided. The Attendance and Meal Counts procedure will 
also be followed.  
 

 


