Field Trip Planning Template

________ Grade Trip to _______________________________ on ____________
Logistic Details
	Field Trip Location / Address:
	Host Contact Information (name, email, phone):

	
	



	School departure time:
	Destination departure time:

	
	



	Destination arrival time:
	School return time:

	
	



	Date to send home permission slips:
	Deadline for permission slips to be returned:

	
	



	Classes Attending:

	



	Number of Students:
	Number of Chaperones (in addition to teachers listed above):

	
	



	Transportation Details:

	



Cost Details
	Description
	Cost
	Quantity
	Total Cost

	Admission per student
	
	
	

	Admission per teacher
	
	
	

	Admission per chaperone
	
	
	

	Transportation
	
	
	

	Food
	
	
	

	Gratuity
	
	
	

	Materials
	
	
	

	Other:
	
	
	

	Other: 
	
	
	

	
	
	Total Cost
	




Funding Details
	Source
	Expected Contribution

	Budget Code
	

	PTA Contribution
	

	Parent / Student Contribution
	

	Other:
	

	Total Funding Amount
	



Curriculum Alignment
	Content Area(s) Reinforced
	


	Standards Reinforced
	





	Knowledge Students Will Gain
	


	Skills Students Will Practice
	


	Learning Objective(s)
	




Pre-Trip Activities: How will you introduce the trip to the students? What will you do to prepare them for the experience? Plan a specific day/time to allow students to brainstorm questions they want to investigate on the field trip.
	






During-Trip Activities: What activities will students engage in while on the field trip? Will these be guided by a host or will the teacher/chaperones have to implement? Plan specific times when teachers and students will be able to regroup, discuss what they are learning, and / or record their learning.
	






Post-Trip Activities: How will students thank their field trip guides and chaperones after the experience? What kind of extension activities will students have to complete upon return to school or the following day? Plan specific days/times to ensure reflection and appreciation are done at school.
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