
 

 
 
 
 
Copyright © by Florida Virtual School. All rights reserved. Florida Virtual School and FLVS are registered  
trademarks of Florida Virtual School, a public school district of the State of Florida. 160119 
 
 
 

 
 
 

2015-16 Educational and Extracurricular 
Field Trip Procedures Manual 
 
Florida Virtual School  

http://www.FLVSGlobal.net


 

FLVS Educational and Extracurricular Field Trip Procedures Manual                                           2 FLVS.net 

Table of Contents 

Florida Virtual School District  ......................................................................................................... 3 

Strategic Plan 2015 - 2018 .............................................................................................................. 3 

Field Trip Request Guidelines and Procedures ............................................................................... 4 

Field Trip Criteria ............................................................................................................................ 6 

Field Trip Chaperone Guidelines ..................................................................................................... 7 

Block Out Dates .............................................................................................................................. 8 

Request for Field Trip Approval ..................................................................................................... 10 

Field Trip Parent Permission Form ................................................................................................ 12 

FLVS FT Grad Bash Liability/Medical Waiver ................................................................................ 14 

Activities/Field Trip Release .......................................................................................................... 16 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Florida Virtual School District 



 

FLVS Educational and Extracurricular Field Trip Procedures Manual                                           3 FLVS.net 

Strategic Plan 2015 - 2018 

The District Strategic Plan represents our commitment to the students of Florida Virtual School.  The plan 
contains five broad goals with action steps under each goal.  Data based on the Indicators of Progress 
will be used to determine our success in meeting each goal.  As we developed our new strategic plan, 
our stakeholder groups asked for fewer, more focused goals with specific actions for each one.  The plan 
was moved from a 5-year plan to a 3-year plan in order to focus on more immediate action and change.  
It was felt that the 3-year plan would help keep the momentum for change moving forward and allow for 
adjustments as needed.   

The distinctive environment at FLVS is a blended enterprise model of education, industry, and 
technology. Our success requires leadership who leverages best practices in each of these areas to 
innovatively develop, deliver, and support curriculum and products and to provide instruction, resulting in 
students who are prepared for success in future education and employment.  With our unique 
environment in mind, the leadership team, in conjunction with the Board of Trustees, has defined the 
following Mission, Vision, and Values as drivers in all that we do.  

 
Mission  
To deliver a high quality, technology-based education that provides the skills and  
knowledge students need for success.  
 
Vision  
To transform education worldwide  
–  one student at a time.  
 
Values 
Student Focus  

• The student is at the center of every decision we make.  

 
Innovation  

• We believe in advancing the field  

- doing something better and/or different than anyone else. It is how we differentiate ourselves 
and drives us to be leaders in the industry.  

 
Quality  

• We strive to exceed the expectations of the stakeholders we serve.  

 
Integrity  

 We conduct all of our business with high ethical standards 
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Field Trip Request Guidelines and Procedures for In-County 
and In-State Field Trips 

  
In-county day field trips, and out-of-county day field trips will be approved by the school principal.   

  
Field trips are should not be planned for regularly scheduled semester or nine-week exam dates. 

Field trips should not be planned for district block-out periods. See page 8 for dates.  

 
The purpose and educational benefits must be in alignment with the FLVS strategic plan (See page 3).  

 

Students and their parents/guardians are to be informed by the field trip sponsor and/or 

principal/designee that, if field trips are canceled due to security issues, the financial responsibility, 

beyond what can be reimbursed, will be theirs.  

 
Regarding the FLVS FT Grad Bash Liability/Medical Waiver, use the form on page 13 which 

requires a notary.  It is required that this form be completed and on file for each student who will be 

participating in this event.    

 
Regarding medication: When the student is away from school property on official school 

business (such as Grad Bash), and administration of medication is scheduled and/or necessary, 

the following procedures must be adhered to:  

 

a. Personnel administering medication must be trained per Florida Statutes. 

b. Medication should be brought in an original container with a copy of the "Authorization to 

Administer Medication" and "Daily Record of Medications Administered" forms.  

c. Designated personnel on field trips and clinic staff must count pills prior to the field trip 

and upon return.   

 
A first aid kit and emergency card information should be in the possession of the field trip sponsor 

during each field trip.    

 
There is not a list of approved vehicles that can be used to transport students.  However, Florida 

Law, 1006.22 Safety and Health of Students Being Transported states in 1.(d) “When the 

transportation of students is necessary or practical in a motor vehicle owned or operated by a 

district school board other than a school bus, such transportation must be provided in designated 

seating positions in a passenger car not to exceed 8 students or in a multipurpose passenger 

vehicle designed to transport 10 or fewer persons which meets all applicable federal motor 

vehicle safety standards.  Multipurpose passenger vehicles classified as utility vehicles with a 

wheelbase of 110 inches or less which are required by federal motor vehicle standards to display 

a rollover warning label may not be used.”  
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Reminders  

• The field trip approval form must be signed by the director, principal and student clubs and 

activities coordinator.   

• A detailed budget must be included in the packet.   

• A program of the event showing dates must be included in the packet.   

• Names and titles of chaperones must be included.  

• Duties of chaperones must be included.   
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Field Trip Criteria 

1. Rigor - The field trip needs to maintain the same level of curriculum rigor.  

 

2. Appropriateness - The field trip must be appropriate to the curriculum.  

 

3. Fidelity to Instructional Time - Consider the travel time and the amount of 

instructional time lost - does time lost balance out with what they are getting out 

of the experience?  

 

4. Student Egagement vs. Passive Learning 

 

5. Safety - Consider the following:   

a. Student Supervision  

b. Open environment vs. enclosed environment  

c. Student contact with other adults  

d. No petting zoos  

e. No swimming activities  
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Field Trip Chaperone Guidelines 

All chaperones must have a completed volunteer form on file and must be on the cleared district 

volunteer list.  

 

Your willingness to participate as a chaperone for your child’s educational activities is a 

wonderful opportunity and we know you will understand the importance of following these 

guidelines.  

  

 An approved Florida Virtual School Volunteer Application must be on file with the 

volunteer coordinator before a chaperone attends a field trip.  

  

 There will be a minimum of one (1) chaperone to ten (10) students.  

  

 Chaperones will be designated by the teacher and should be 21 or over and on the 

volunteer list.  

  

 Chaperones will keep the safety of the students in mind at all times.  

  

 Chaperones must drive their own vehicle. 

 

 

 Chaperones will be responsible for following the field trip procedures as outlined by the 

teacher.  

  

 Chaperones will refrain from smoking in the presence of students.  

  

 Additional children/siblings cannot accompany chaperones on the field trip.  

  

 Family members not designated as chaperones by the teacher are not allowed on 

school provided transportation.  

  

 Family members not designated as chaperones by the teacher may not participate in the 

field trip. 

 
I have read and will abide by the chaperone guidelines.  

  
  

 ______________________________       ______________  

                                 CHAPERONE’S SIGNATURE                DATE  
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Block Out Dates 

Block out dates are intended to keep students and staff directly impacted by testing in the 

classroom environment prior to testing.   

 

Block-Out Dates:  May 30 – June 9  

 
For FLVS-FT no field trips are permitted the last two weeks of school. 

Any modifications to these guidelines must be approved by your Director  
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INTERNAL USE ONLY:   Florida Virtual School HR Operations:  NAME:____________________ 

____Volunteer is clear to attend Field Trip        ____Volunteer is not cleared to attend Field Trip 
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Request for Field Trip Approval 

FLVS Program: FLVS Full-Time or Full-Time 

 
Date Submitted:________________________________________________________ 

 

 

Date(s) of Field Trips:____________________________________________________ 

 

 

Group:________________________________________________________________ 

 

 

Sponsor:______________________________________________________________ 

 

 

Number of Students:_________Number of Chaperones:_________ Total:___________ 

 

 

Purpose of Field Trip:_____________________________________________________ 

 

 

______________________________________________________________________ 

 

 

Strategic Plan Alignment:__________________________________________________ 

 

 

______________________________________________________________________ 

 

 

Cost Per Student $___________ 

 

 

Funds provides by:  

 

 Self/Family 

 

 Other (explain)____________________________________________________ 
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Type of Field Trip: ______________________________ 
 
What is the provision made for students who cannot afford to attend? 
 
Note: No monies may be collected nor any fund-raising projects begun without prior 
school board approval. 
 
Parent permission forms are to be signed and on file at the school or site. 

 

Transportation of student to and from field trip is the responsibility of the parent/guardian. 

 

Signature of Principal ______________________ 

 

Date ___________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Created on: 10/06/2015 (EF) 

Distributed by FLVS 
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Florida Virtual School 
Field Trip Parent Permission Form 

 
Complete the form in it’s entirely. It should be on file at the school/site at least five days prior to 

departure. 

 
My Son/Daughter _______________________________(legal name)________________(student ID)  

 

 

has permission to participate in __________________________________________________(event) on  

 

 

_____________________________________(date(s)) from ________A.M./P.M. to _______A.M./P.M.  

 

 

at _________________________________________________________________________(address) 

 

 

Cost to student is: $________________________________. 

 

 

I understand that a parent/guardian is responsible for transporting my child to and from the field trip.  
 

             
 

 

 

 

Signature of Principal/Director/Activities Club Coordinator:  

 

 

_____________________________________ 

 

 

 

Date: _____________________________________________ 
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PARENT INFORMATION  

I realize that the teacher in charge will exercise precaution for the safety of students involved in this 
event, and I agree to assume full responsibility for any unforeseen accident which might occur during 
travel or while participating in this program. I further assure that my son/daughter has been instructed to 
comply with the regulations of the school, teachers, sponsors, and/or chaperones who are in charge of 
the activity.   

Note: Should the field trip be canceled for security reasons, students and their parents/guardians 
will incur the financial expense beyond what can be reimbursed. Should it become necessary to 
send my son/daughter home early from this field trip due to inappropriate behavior, I realize that I 
will incur the financial responsibility of this action.   

 
 
___________________________________                    _______________________________________  
Parent/Guardian Signature                          Date  
 
 
 
 
___________________________________                    _______________________________________  
Home Phone Number                            Emergency Phone Number   

STUDENT INFORMATION  

I realize that it is my responsibility to determine what school work is missed and to complete it outside of 
regular class time and within the time guidelines set by the teacher. I understand that the Code of Student 
Conduct shall be applicable for the duration of all field trips.  
 
 
 
Student Signature:                                           Date: 

 
 
  
Home Address _________________________________________________________________________ 
 

 
Teacher, this form is to be completed and in the appropriate office prior to leaving for the field trip. This field trip 
has been approved by the principal and/or school board. The student has the right to complete, within the 
teacher’s time schedule, any class work missed, without penalty, due to this field trip.  

 

Block/period  Teacher’s 
signature  

Block/period  Teacher’s signature  Block/period  Teacher’s 
signature  
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Florida Virtual School 

FLVS FT Grad Bash Liability/Medical Waiver 

   
Name of Student____________________________Emergency Phone Numbers _________________  
 
 
__________________________________________________________________________________ 
 
FLVS Program: Full-Time 

 

Current School Year _______________________ Date of Birth _____________________________  

 

 

Place of Birth  _______________________________ 

  

For high school students only – I voluntarily choose to participate in one or more school-related activities 

during the current school year. The School-Related Activities Agreement for the above school is entirely 
voluntary on my part and is made with the understanding that I have not violated any of the eligibility rules and 
regulations of the school and Florida High School Athletics Association (FHSAA).   
 

 

 

_______________________________________       ___________________________________ 

Student’s Signature             Date  

     

PARENT/GUARDIAN INFORMATION  

  
RELEASE WAIVER OF LIABILITY – I, the undersigned parent/guardian, give permission 

for the above-named student to participate in any school-related activities. I hereby release, 

waive, discharge and covenant not to sue Florida Virtual School, its directors, officers, 

agents and employees all for the purpose hereby referenced as “releases,” for all liability to 

the above-named student and/or undersigned, for any and all loss, injury, damage, and any 

actions, claims, demands, damages, costs or expenses therefore, which the above-named 

student or I may have against releases arising out of, or in any way connected with, the 

above-named student’s participation in any school-related activity.  The insurance company 

that covers any medical expenses related to injuries sustained as a result of the above-

named student’s participation in any school-related activity follows.   

  
 

Medical Insurance Company Name ______________________Policy # ______________   
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Special Health Care Information (allergies, medications, treatments, etc.) 

 

 

 

 

 

___________________________________________________________________________ 

 

 

 

 

 

NOTARY SECTION - This form must be signed in front of a notary and is valid for the 
current school year. I understand that it is my responsibility to notify the school of any 
changes to this agreement.   
 
  
______________________________(Parent/Guardian 

Signature)_______________(Date) 

  
 

The foregoing instrument was acknowledged before me by (parent/guardian)  

 

 

________________ who is personally known to me or who has produced (type of ID)  

 

 

____________________________________ as identification and who executed the 

foregoing instrument and he/she acknowledged before that he/she executed the same.   
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School-Related Activities/Field Trip Release  

Today’s Date: _________________      

I, _____________________________________hereby accept my student,   

_______________________________________into my care and safekeeping. This 

releases Florida Virtual School from any duty or liability with respect to the transportation of 

my student to and/or from today’s school-related activity/field trip.  

Initial one or more:  

______I will transport my student to the school-related activity/field trip.   

______I will transport my student from the school-related activity/field trip.   

______I give permission for my student to drive him/herself to and from the  

school- related activity/field trip. 

 

_______________________________________  __________________________ 
Parent/Guardian Signature         
  

  Date  

______________________________________    __________________________   

Principal/Designee Signature        
(Indicating approval)   

  Date   

  
Note: All students must be transported to and from the field trip by the 

parent/guardian.  It is the principal’s discretion whether or not to allow students to be 

transported via another means of transportation. If the student is transported via any 

other means, the parent releases Florida Virtual School from any and all liability 

that may arise as a result of this alternate means of transportation. 

 


