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District employees, chaperones, and students shall adhere to all school rules, Board policies 
and administrative procedures during field trips, as if they are on school property.  Behavior 
expectations shall be clearly communicated to students by their classroom teacher in advance 
of the field trip. 
 
Teachers shall ensure that field trips are accessible for students with disabilities and that 
accommodations included in student 504 Plans and IEPs can be implemented on the trip.  
Questions regarding this requirement should be directed to the Director of Special Education.  
Parents/guardians of students with disabilities or their authorized designee may attend trips 
with their child to provide services that would otherwise be provided by nursing staff as per the 
student’s IEP or 504 Plan if approved by the Director of Special Education.  The parent’s 
authorized designee may not be a District employee, student or person under the age of 18. 
 
The number of field trips available to each school is listed below. 
 
Elementary 
 
Student Population of 800 or Over 
 
Copper Beech  36 Trips Per Year 
 
Student Population of 600 to 799 
 
  28 Trips Per Year  
 
Student Population of 300 to 599 
 
Highland, McKinley, Overlook, Roslyn,  
Rydal, and Willow Hill    20 Trips Per Year  

  



Secondary 
 
Abington Middle School  24 Trips Per Year 
Abington Senior High School  24 Trips Per Year 
 
Field trips must be scheduled to start and end at the school between the hours of 9:00 a.m. 
and 1:30 p.m.  Up to four 72-passenger busses are available to be scheduled for field trips by 
the Transportation Department.  Activities at the field trip destination must conclude in time for 
students and busses to be back at the school by 1:30 p.m. 
 
The Transportation Department will only schedule trips that have been approved by the 
building principal.  Arrangements shall be made for the transportation of students with special 
mobility needs.  Any change in destination for a scheduled field trip must be approved by the 
building principal and arranged in advance with the Transportation Department.  Any 
cancellation or change in the date of a field trip needs to be communicated to the 
Transportation Department as soon as it is known that a change is necessary. 
 
Requests for field trips are to be made as early as possible in the school year.  Trips may not 
be scheduled during the first and last weeks of school.  The Superintendent may cancel, 
postpone or terminate any field trip in the event of concerns or other circumstances which 
might endanger health, safety or welfare of the students or staff. 

 
The following guidelines are established to support the concept of local field trips and to limit 
the financial contribution made by parents/guardians to support such activities. Generally, it is 
the position of the Principals' Council that, if field trips are an integral part of the instructional 
program, funding should be provided by the Board of School Directors. 
 

1. Field trips will be arranged whenever possible to utilize District transportation services. 
 

2. Field trips will be approved by the principal only when such trips have a direct relationship 
to the instructional program. 

 
• Exceptions to this provision may be made for activities such as: fifth grade class trip 

scheduled at the end of the year as a culminating activity, transition activities such as 
grade 5 student trips to the middle school, middle or senior high student programs 
presented to elementary schools, etc. 

• Because field trips are intended to be curriculum based, they are scheduled during the 
instructional day.  Requests for Professional Leave are not necessary unless there is 
a need for substitute coverage for a teacher whose classes need to be provided 
substitute coverage during the day of the field trip. 

• Field trips are not intended for extracurricular programs or activities.  Trips for clubs 
are not to be scheduled as field trips and may not be scheduled during the instructional 
day.  Exceptions include specific programs that are in place such as:  Honor Society 
student visits to elementary schools, TADA trips to elementary schools, VIBE a n d  
I M A G I N E  presentations to elementary schools, etc. Transportation support for the 
athletic programs at the secondary schools are not field trips. 

 
3. Elementary School - Field trips may not be scheduled for destinations greater than 25 

miles from the borders of the Township of Abington/Borough of Rockledge.  Field trip 
destinations should be located in southeastern Pennsylvania. 



 
4. Secondary School - In general, field trips outside the metropolitan Philadelphia area (25 

miles) are discouraged.  When, however, special circumstances suggest the 
appropriateness of such trips, they may be approved by the secondary principal.  Before 
extending such approval, however, the principal will ensure that the trip relates to the 
instructional program and that the staff has made every reasonable attempt to locate an 
alternative in the Philadelphia area.  The principal will notify the Superintendent's Office in 
writing of the date and nature of field trips outside the Philadelphia metropolitan area. 

 
5. When a secondary principal approves trips outside the Philadelphia metropolitan area 

(25 miles), the following conditions will be observed: 
 

• Transportation may not exceed $20 per student 
• In addition to transportation, related expenses may not exceed $30 per student, not 

including costs of food 
• In the event some children are not able to defray costs, the principal or school should 

attempt to make arrangements for those students to participate at no cost 
 

6. Elementary School - the cost of educational field trips shall not exceed $20 per year per 
child, even though the PTA/PTO or other agency may defray a portion of the cost. 

 
7. Secondary School - If school transportation is not available for local trips (25 miles from 

the district), charter transportation may be employed if the cost per child per trip does not 
exceed $35. 

 
8. Fifth and eighth grade class trips may be scheduled as a culminating activity at the 

discretion of the principal.  Although desirable, it is recognized that this type of trip may 
not bear a direct relationship to the instructional program.  No child may be asked to 
defray any portion of this trip in an amount exceeding $20.  The trip may not be scheduled 
for destinations greater than 25 miles from the borders of the Township of 
Abington/Borough of Rockledge without proper approval of the Superintendent or 
designee.  Fifth grade class trips may not start prior to 9:00 a.m. and must terminate by 
5:00 p.m. at the school of origin.  Eighth grade class trips may not start prior to 8:00 a.m.  
There is no limitation on the financial support the PTA/PTO may provide for fifth and eighth 
grade trips. 

 
District transportation service is available for fifth and eighth grade class trips between 
9:00 a.m. and 1:30 p.m.  It is the responsibility of the building principal to ensure the 
availability of buses well in advance of the scheduled date of the class trip.  If this time is 
not appropriate for a school's trip, contracted bus services will have to be engaged by the 
building principal or organizer of the trip. 

 
  



9. In the event some children are not able to defray the costs of field trips, the principal must 
make arrangements for those students to participate at no cost. 

 
10. Principals are responsible for ensuring that all activities are planned to provide for the 

safety and welfare of the students involved.  When determining the ratio of adults to 
students on a field trip, the following factors should be considered: health and safety 
concerns, age and developmental level of students, location of trip, nature of activities 
etc.  The teacher shall, in advance of the field trip, submit to the building principal a 
plan for ensuring that students are adequately supervised on the trip.  The school nurse 
shall be consulted in cases where students with health needs or those potentially 
requiring emergency medication will be participating in a field trip to ensure that 
arrangements for the appropriate personnel to attend the field trip are arranged.  
Parent/guardian chaperones attending field trips are required to have volunteer 
clearances and are expected to assist the entire class, not just their own child, unless 
it has been arranged in advance for the parent/guardian to accompany their own child 
to provide services that would otherwise be provided by a staff person such as a nurse 
as part of the student’s IEP or 504 Plan.  A participant roster of those attending a field 
trip should be kept in the school office. 

 
11. The attached sample of a "Parent/Guardian Hold Harmless and Acknowledgement of 

Risk Agreement" shall be executed for each child participating in a field trip.  A signed field 
trip form is required for trips within the boundaries of Abington or Rockledge, if the 
destination is other than a District facility, i.e. library, Briar Bush, walking tour, etc.  When 
trips are planned to other District facilities, i.e. orientation programs, track meets, etc. 
during the school day, the principal will ensure that parents/guardians are notified in writing 
of such plans.  For the Elementary Track Meet, the notification will indicate that if 
parents/guardians wish to prohibit their children from participation, it is incumbent upon 
them to notify the principal.  The completed form shall be retained by the individual school 
for a one-year period.  Forms may be obtained through the Receiving Department. 

 
12. Elementary School - Following is a list of field trip destinations that conform to the 

requirements of this procedure: 
 

Academy of Music 
Academy of Natural Sciences 
African American Museum 
American Music Theatre 
Annenburg Center for Performing Arts 
Briar Bush Nature Center 
Franklin Institute 
Independence Hall 
Limerick Generating Station 
Museum of American Revolution 
Museum of the University of Pennsylvania 
National Constitution Center 
National Museum of American Jewish History 
Philadelphia Historic Area 
Philadelphia Museum of Art 
Philadelphia Zoo 



 
 
 
 

13. The following instructions are for the teacher/sponsor to follow in case of an emergency 
when on a field trip: 

 
Comprehensive and careful planning for a field trip will help ensure the overall safety of 
students.  The teacher/sponsor conducting the field trip should investigate as much as 
possible about the site of the field trip prior to the actual trip.  Items to be investigated 
include, but are not limited to: accessibility for physically disabled students, emergency 
contact individuals and their telephone numbers at the site, emergency medical 
assistance that is available at the site, special facilities that are available for eating, and 
toilet facilities. 

 
Additionally, the teacher/sponsor should secure Field Trip Permission Forms, which 
should be taken on the trip, for all students.  The teacher/sponsor should also have readily 
available a roster of the students on the trip with their corresponding emergency 
telephone contact numbers as well as knowledge of any special medical and/or health 
concerns.  In case of an emergency while on a field trip (e.g., lost student(s), physical 
injury, medical alert, etc.), the teacher or appropriate supervising staff should adhere to 
the following: 

 
• Directly attend to the immediate emergency situation. 
• Contact the building principal if the emergency occurs during the school day.  If the 

emergency occurs during non-school hours, the following persons should be 
contacted: 

 
           

(Principal) (Telephone Number) 
 

           
(Person's Name) (Telephone Number) 

 
          

(Person's Name) (Telephone Number) 
 

• The person making the telephone call will provide the principal (or designee) with the 
telephone number and location where they can be reached and a summary of the 
emergency situation and steps that have already been taken to address the 
emergency. 

 
• The principal (or designee) will contact the student's parents/guardians to advise them 

of the emergency situation. 
 
• If appropriate, the Emergency Management Team at the school will convene and 

activate the School Emergency Management Plan. 
 

14. The following directions are to be given to all bus drivers for Abington School District 
field trips by the Supervisor of Transportation when District vehicles are used: 

Plays at Various Philadelphia Theaters 
Spirit of Philadelphia Tour 
Valley Forge National Park 



"Drivers will not depart from any educational, athletic, or other school trip location without 
first confirming with the teacher in charge that all students have been accounted for and 
roll has been taken.  Trips requiring the use of multiple buses will leave, travel, and park 
together when possible.  A lead bus will be determined by drivers before departure.  
Copies of maps and directions to locations are available from the Transportation 
Department.” 
 
Principals are to provide the directions to drivers when contracted services have been 
secured.  Provisions for tolls and/or parking fees are the responsibility of the individual(s) 
responsible for organizing the field trip. 

 
If a parent/guardian or a teacher believes that it would not be in the best interests of the student 
or the class for a particular student to participate in a field trip, the school principal shall be 
consulted.  Any alternative arrangements approved by the principal will be communicated to 
the parents/guardians in writing. 
 
Exceptions to any of the guidelines outlined in this Superintendent’s Administrative Procedure may 
be made by the Superintendent upon a written request from the requesting District employee.   
 

Attachment 



ABINGTON SCHOOL DISTRICT 
Abington, Pennsylvania 

 
FIELD TRIP PERMISSION FORM 

PARENT/GUARDIAN HOLDS HARMLESS AND ACKNOWLEDGEMENT OF RISK AGREEMENT 

Dear Parent or Guardian: 
 
In anticipation of your student’s upcoming field trip, we provide the following information.  This agreement is 
entered into with the full understanding that the field trip may involve activities which, by their very nature, are 
hazardous, and under circumstances which render individual supervision difficult. Fully acknowledging this, 
your signature gives permission for your son/daughter to attend the field trip. 
 
Sponsor/Teacher Name ______________________________  School _____________________________ 

Name of Student ____________________________________  Grade/Homeroom ______  D.O.B. _______ 

Address ___________________________________________  City ____________ State ___  Zip ______ 

Description of Trip ______________________________________________________________________ 

Date of Trip ________________________________________  Hours of Trip __________ to ___________ 

In compliance with Board Policy, no student is permitted to carry any form of medication with the exception of 
emergency medication in accordance with Board Policy.  Self-administration of emergency medication is 
permitted as ordered by the licensed provider and in accordance with federal and state laws.  Arrangements 
for transport of medication essential to your student’s health should be made with the school nurse.  
Medications must be provided in an original, labeled container and given according to Board Policy.  If your 
student will need any medication during the trip, you are encouraged to accompany your student. 
 
Parent or Guardian of student requiring daily medication must check one of the following: 
 
1. ____ I will provide a temporary order from the licensed prescriber to change the time or omit the dose.  
Please provide doctor’s note of confirmation to the school nurse five (5) days prior to the scheduled 
field trip. 
 
2. ____ I will accompany my child on the trip and will administer their medication. 
 
The following information must be supplied for all students attending this field trip: 
 
A PARENT OR GUARDIAN CAN BE REACHED AT THE FOLLOWING TELEPHONE NUMBERS ON THE DAY OF 
THE ACTIVITY: 
 
Parent or Guardian _________________________ Parent or Guardian ___________________________ 

Home _______________ Work _______________ Home _______________ Work _________________ 
PERSON TO CALL IF A PARENT OR GUARDIAN CANNOT BE REACHED: 

Contact #1 Name ______________________________ Phone _______________________________ 

Contact #2 Name ______________________________ Phone _______________________________ 

Physician Name _______________________________ Phone _______________________________ 
 
ANY SERIOUS ALLERGIES OR MEDICAL CONCERNS:  ______________________________________ 
MEDICATIONS:  _______________________________________________________________________ 
 
In case of illness or emergency, I authorize the officials of Abington School District to contact directly the persons named 
on this form.  In the event parents, physician, or other persons named on this form cannot be contacted, the school 
officials are authorized to take whatever action is deemed necessary for the health and safety of my student.  I also give 
my permission that my student may be taken to the hospital and treated in case of an emergency. 
 
___________________________________  ___________________________________________ 
Date       Signature of Parent or Guardian 
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