

1) When you plan your event fill out the Field Trip Request form attached to this email. 
2) Reserve buses with Mrs. Phillips before the event is confirmed with attendees. (i.e first grade, Grad Bash, etc.) 
3) Email Mrs. Dasher to put on school and parent calendar.
4) Fill out My School Bucks form https://forms.office.com/r/ZpYNKqeHvk?origin=lprLink  Email Dina.Sakowski@stjca.org if you have My School Bucks Questions
5) Send the Chaperone list to Mrs. Norton to confirm they are Level 2 cleared.
6) Schedule a meeting with clinic staff to secure a nurse for date of field trip.  If a student needs medication on a field trip you MUST have a nurse with you. 
7) Schedule a meeting with Mrs. Cramer regarding lunches for the field trip.
8) Once chaperones are approved and two weeks prior to event send chaperone list to Mrs. Norton so that she can prepare their badges for day of field trip.
9) Request a check for payment from Mrs. Dasher giving at least 1 week to obtain the check.
10) Day of the field trip make sure to park out front so that your sub has a place to park. 




