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FIELD TRIPS 
 

 

This regulation supplements Policy 5070, Field Trips,  by establishing procedures for 
planning, conducting, and financing field trips in support of instructional programs and 
student activities. 

A. Definitions 
 

1. Instructional Field Trip.  Planned outings away from the school involving 
one or more students under the supervision of a teacher or other school official to enrich 
and extend the classroom instructional program. Field trips may be required for certain 
courses. For optional field trips, if a student does not participate, the school will provide 
an appropriate educational alternative.  
 

2. Student Activity Field Trip.  Planned outings away from the school 
involving one or more students under the supervision of a teacher or other school 
official in support of academic or athletic teams, performing groups, or other student 
activities. Student participation is encouraged yet not required by Loudoun County 
Public Schools (LCPS). Student activity field trips include trips related to interscholastic, 
co-curricular, and extracurricular activities. 
 

3. Day Field Trips.  Planned outings which begin and are completed during 
regular school hours. 
 

4. Extended Day Field Trips.  Planned outings which begin and/or end 
outside regular school hours. 
 

5. Routine Field Trip.  Does not present safety or liability exposures beyond 
those expected or experienced in the school or classroom (e.g., museum, planetarium, 
theatre, historical site, etc.); includes both Day Field Trips and Extended Day Field 
Trips; does not include overnight or international travel; does not include extreme 
physical exertion activities or water-related activities. 
 

6. Non-Routine Field Trip.  Presents increased liability and risk exposure to 
student safety or to LCPS; includes physical exertion activities or water-related activities 
(e.g., risks not limited to ropes courses, amusement parks, swimming, boating, etc.); 
includes both Day Field Trips and Extended Day Field Trips; includes overnight or 
international travel with overnight lodging away from the students’ homes. 

  
B. Sponsorship 
 

1. LCPS-Sponsored Field Trips.  Organized and supervised by LCPS staff 
members using LCPS resources. A booster club or PTA/PTO group may support and 
provide assistance. The principal should consider the following characteristics about a 
field trip to determine if it may be considered an LCPS-sponsored optional field trip.  
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a. Takes place during the school day or it is an approved before or 
after-school field trip. 

 
b. Relates to curriculum or is recommended for an LCPS class. 
  
c. Makes use of LCPS resources and communications. 
 
d. Makes use of LCPS staff members for supervision in the course of 

their LCPS job duties.  
 

The principal should not approve field trips for sponsorship by LCPS if they are 
judged to be too great a liability exposure and require the following. 

 
a. Travel time that is too long for the age of the students involved.  

 
b. Inordinate expense.  
 
c. Excessive or inappropriate absence from school. 

 
d. Trip involves high risk activities (e.g., aviation, bicycling, boating, 

climbing, trampolines, skiing, scuba diving, white water rafting, etc.) 
 

2. Non-LCPS Sponsored Field Trips.   Are independently organized by an 
employee, booster club, or PTA/PTO group. Non-LCPS independently sponsored field 
trips and associated fees do not require approval by the principal. The organizer will 
adhere to the following.  
 

a. Will provide written notification to students, parents, and other 
participants in advance that LCPS is not the sponsor of the trip. 

 
b. Will adhere to the appropriate Community Use of School Facilities 

directives if a booster club or PTA/PTO is using LCPS facilities.  
 

c. Will not advertise the trip as LCPS-sponsored or organize it during 
LCPS contract or instructional time.  

 
d. Will not name LCPS on any related contract or use school 

letterhead (including LCPS permission forms and emails) to 
advertise or convey information about the trip.  

 
e. Will clearly communicate the cost of the trip per student or 

participant. 
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C. Planning 
 

1. Requirements in Planning for Field Trips.  Proper planning and follow-up 
to each field trip must be carried out by teachers in cooperation with their principals. The 
trip must make a unique contribution to the accomplishment of specific objectives of the 
course of study, classroom activity, or co-curricular club activity and/or provide special 
training that can be accomplished best at a location away from school. 
 

a. Whenever possible field trips should be scheduled to minimize 
absence from school. 

 
b. When planning for a field trip the teacher will: 
 

(i) gain the approval of the principal prior to any 
announcement of the trip to students and parents. 

 
(ii) confirm that the trip is part of a planned sequence of 

educational, athletic, performance group or other student 
activities and is appropriate for the age of the students. 

 
(iii) complete a site visit or other reasonable preparations. 
 
(iv) complete and submit to the principal the field trip request 

form. 
 
(v) collaborate with the principal or designee, at least five (5) 

weeks prior to the date of trip all contracts associated with 
the requested field trip will be submitted to 
Procurement/Risk Management for review. 

 
(vi) collaborate with the principal or designee, at least four (4) 

weeks prior to the date of the trip, complete and submit a 
transportation request in the Trip Tracker on-line system, 
whether LCPS transportation is required or not. 

 
(vii) create a detailed itinerary and give a copy to parents that 

includes travel and transportation arrangements, food, 
hotel details, etc. Communicate any updates to parents. 

 
(viii) establish contingency plans in the event of bad weather, 

traffic, emergencies, national safety/security threats, or 
other unforeseen events. A copy of the plan will be kept 
on file at the school. 
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(ix)   collect completed appropriate field trip permission forms 
which must be in the trip sponsor’s possession during the 
field trip. 

 
(x) At the middle and high school levels three additional 

areas that must be considered when planning a field trip 
are: 
(a) the number of students who will be absent from 

direct instruction by the teacher who is on the field 
trip. 

 
(b) the number of classes that are disrupted because 

of the absence of students who are on the field trip.  
 
(c) the amount time students and teachers on the field 

trip will be absent from classes. 
 
2. Requirements for Planning with Students 
 
 a. establishing the academic purpose(s) of the field trip; 
 
 b. assigning the information to be obtained and features to be observed; 

 
c. reviewing previous classroom experiences which provide 

background for the visit; 
 
d. providing the safety rules and appropriate dress code in writing; 
 
e. sharing information on food, rest stop accommodations, 

communications and contingency plans. 
 

3. Requirements for Planning with Parents 
 

a. provide specific details on the date(s), destination(s), mode(s) of 
transportation, information on how the planned trip supports the 
curriculum and an itinerary of the field trip to allow parents to make 
informed decisions about their child’s participation; 

b. providing field trip permission forms clearly identifying all 
significant activities.  All field trip permission forms for overnight 
field trips should inform parents in writing of the following: 

(i) Overnight field trips pose inherent safety risks. 
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(ii) Trips may be cancelled without notice for safety or security reasons. 

(iii) Parents are responsible for all financial arrangements with 
travel agencies, including the payment of any cancellation 
penalties. 

(iv) obtaining the appropriate field trip permission forms signed 
by a parent or guardian for each student who participates in 
the field trip. 

4. Evaluation of the Field Trip.  Evaluation of the field trip will include: 

 a. appropriate activities for students following the field trip; and 

b. student and teacher assessments to determine if objectives of the 
trip were met. 

D. Approval Process. 
 

1. Procedures for the Approval of Field Trips.  A field trip will be considered 
for approval after the request has been submitted on the appropriate forms and within 
the time frame explained within this Regulation. 
 

a. Previously Approved Field Trips.  Certain field trips for athletic 
activities associated with the Virginia High School League (VHSL), 
music activities associated with the Virginia Music Educators’ 
Association (VMEA), or at the LCPS district level, do not require 
approval on a trip-by-trip basis. A field trip permission form for the 
entire athletic season or school year must be on file in the local 
school for each student. The procedures for requesting 
transportation for such trips are described in the Transportation 
section below. 

 
b. Routine Field Trips.  Approval by the principal is required.  

Requests for Routine Day and Extended Day Field Trips shall be 
submitted on the appropriate form to the principal at least four (4) 
weeks in advance of the trip date for approval.  The trip organizer, in 
collaboration with the principal or designee, shall request approval 
using the following: 

 
 (i) Request for Approval of Routine Field Trip form. 
 

(ii) Parental Permission, Authorization and Acknowledgement of 
Risk Field Trip form (with the top section completed (school 
section). 
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(iii) Trip request to be completed in the Trip Tracker on-line 

request system. 
 
(iv) The parent or guardian of the student must complete and 

return the Parental Permission, Authorization and 
Acknowledgement of Risk Field Trip form that was provided 
by the trip organizer. 

 
(v) Review by Procurement/Risk Management is not required. 

 
c. Non-Routine Field Trips.  Includes Continental United States, 

Alaska, Hawaii, and United States possessions. 
 
 (i) Approval by the principal is required. 
 

(ii) Requests for Non-Routine Day Trips, Extended Day Field 
Trips and Overnight Field Trips (except International field 
trips) approved by the principal shall be submitted to the 
Level Director of Instruction or their designee for approval at 
least five (5) weeks in advance. Requests for Overnight Field 
Trips which cause students to be absent from school more 
than five (5) days must be approved by the Assistant 
Superintendent for Instruction or their designee. 

 
(iii) The trip organizer, in collaboration with the principal or 

designee, must request approval using the following: 
 
 (a) Request for Approval of Non-Routine Field Trip form. 
 
 (b) Parental Permission Form. 
 

(c) Authorization and Acknowledgement of Risk Field 
Trip form with the top section completed (school 
section). 

 
(d) A detailed itinerary describing all planned activities, 

travel arrangements, lodging details (name, address, 
and telephone numbers), and related contracts. 

 
(e) Trip request to be completed in the Trip Tracker on-

line request system. 
 

(iv) Upon approval by the principal or designee, the request 
packet must be submitted to Procurement/Risk Management 
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for review at least five (5) weeks before the date of the trip.  
VHSL state-level culminating activities are an exception to 
this timeline. However, a trip exception should not be 
construed as an exception to the school bus request. School 
buses are allocated on a first come, first serve basis. 

 
(v) The parent or guardian of the student must complete and 

return the Parental Permission, Authorization and 
Acknowledgement of Risk Field Trip form that was provided 
by the trip organizer. 

 
  d. Non-Routine Field Trips.  International Field Trips. 
 

(i) All international field trips require approval by the Principal, 
and review by the Director of High School Education, and 
the Assistant Superintendent for Instruction. No student shall 
be required to participate in an international field trip. 

 
(ii) Travel outside of the continental United States must receive 

final review by the Assistant Superintendent for Instruction. 
Copies of such requests approved by the principal shall be 
forwarded at least three (3) months in advance to the 
Administrative Assistant to the Assistant Superintendent for 
Instruction. 

 
(iii) Prior to principal approval, the trip organizer must review the 

guidelines outlined in the LCPS Procurement/Risk 
Management International Travel Guidelines.  Tours may be 
planned to any country or state outside the contiguous 
United States, with the exception of those with threat levels 
of 3 or 4, as per the U.S. Department of State.   

 
(iv) The trip organizer may be any member of the certified 

teaching staff within a school or, under certain circumstances, 
members of the central office instructional staff. 

 
(v) Teachers who initiate the coordination of a trip must inform 

the principal, receive his/her permission to proceed, and 
obtain his/her permission to advertise the trip and solicit 
participants during the school day. Central office instructional 
staff members will inform their immediate supervisor. 

 
(vi) Teachers/coordinators will initiate contact with the travel 

agency and manage and coordinate all activities associated 
with the trip. 
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(vii) Only LCPS high school students are eligible for international 

field trips. Each student's principal shall have the authority to 
deny eligibility on the basis of the student's school conduct 
record. 

 
(viii) A teacher/coordinator from one school may solicit student 

participants from other LCPS schools with the knowledge 
and permission of all principals involved. 

 
(ix) The trip organizer must also review the U.S. Department of 

State website for any current travel warnings or public 
announcements for countries that may pose a travel risk 
prior to the students’ departure.  The trip organizer is also 
required to monitor the threat level up to the date of 
departure. 

  
(a) Field trips to countries with a threat level of 4 are not 

permitted. 
 
(b) Field trip sponsors of trips to countries that rise to a 

threat level of 3 should adhere to the following: 
 
 

(1) Consult with the school principal. 
 
 
(2) Communicate the threat level to students and 

parents. 
 
(3) Consider cancellation or rescheduling of the 

trip. 
 
(4) Consider modifying the trip itinerary. 

 
(x) The trip organizer shall request approval by submitting the 

(a) completed International Travel Request form; (b) the 
Parental Permission, Authorization and Acknowledgement of 
Risk Field Trip form with the section completed (school 
section); (c) a detailed itinerary describing all planned 
activities, travel arrangements, lodging details (name, 
address, and telephone numbers), and related contracts; 
and (d) complete trip request in the Trip Tracker on-line 
request system. 
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(xi) The trip organizer must submit the request packet to the 
Administrative Assistant to the Assistant Superintendent for 
Instruction after approval by the principal.  Allow for at least 
three (3) months before the planned trip for Procurement/ 
Risk Management to review and comment on the request. 
After Procurement/Risk Management reviews the request, 
the request will be forwarded to the Assistant Superintendent 
for Instruction for final review. 

 
(xii) The trip organizer must host a meeting to provide parents 

with the following details regarding the trip prior to departure: 
 

(a) Itinerary, including planned activities, travel 
arrangements, and lodging details. 

 
(b) Emergency Contacts.  Establish a coordinated 

communication plan and discuss the details with 
parents and all trip participants. 

 
(c) Financial Policies.  LCPS is not responsible for 

advance payments or lost funds if a trip is canceled 
because of safety concerns or for any other reason. 
Parents should receive a copy of any travel agency 
refund policies related to the trip before they sign up 
or pay for the trip. 

 
(d) It is recommended that the trip organizer develop a 

detailed outline of the trip and travel logistics to 
present at the meeting with participating students and 
families to have an open discussion of the trip details 
and to answer questions. 

 
(e) The parent or guardian of the student must complete 

and return the Parental Permission, Authorization and 
Acknowledgement of Risk Field Trip form that was 
provided by the trip organizer. 

 
(f) The trip organizer must enroll in the free Smart Traveler 

Enrollment Program (STEP) offered by the U.S. Department 
of State to receive automatic updates on travel warnings and 
assistance during emergencies.  Go to  
http://travel.state.gov/content/passports/english/go/step.html 
It is recommended that all trip participants enroll. 

 
(g) Threat levels must be checked before and during the 

http://travel.state.gov/content/passports/english/go/step.html


REGULATION: 5070-REG 
  Page 10 
 

FIELD TRIPS 
 

 

field trip. Threat levels, as determined by the federal 
government for the country being visited, must be 
evaluated by going to the U.S. Department of State 
website.  If the threat level increases, the Assistant 
Superintendent for Instruction and the Director of High 
School Education will be notified by the principal and 
a decision reached to notify parents of the threat level 
change, changes in the itinerary, and/or cancelation 
of the trip. 

 
(h) The principal or administrative supervisor shall, as 

they deem necessary or unavoidable, have the 
authority to affect changes in the trip itinerary, cancel 
the trip, and institute procedures not otherwise 
covered elsewhere in the Field Trip Regulations. 

 
E. Appropriated Funds.  Funds appropriated for required field trips are allocated to 
the Department of Instruction and provided on a per pupil allotment basis to each school 
to cover the cost of transportation and to pay admission or special fees associated with 
a required Routine Regular Day or Extended Day Field Trip. 
 
F. Non-Appropriated Funds.  Fees associated with an optional field trip may be 
passed on to students if approved by the principal. The fees may not exceed the cost of 
the field trip. The cost of the field trip may include the cost of a reasonable number of 
chaperones.  Communications to parents or students requesting payment of student 
fees must include information regarding the availability of financial assistance, including 
fee waivers. See Policy and Regulation 4020, Student Fees and Charges, for more 
information about student fees. 
 
G. School Board and School Funds.  No School Board or school funds will be 
committed to underwrite a trip or to reimburse individuals for financial loss due to trip 
cancellation or modification for loss of money or possessions during the trip. 
 
H. School Activity Funds.  School activity funds may be used to fund field trips when 
the field trip will benefit the student body. The principal is responsible for the decision to 
use school activity funds for a field trip. 
 
I. PTA/PTO Groups, Booster Clubs, and Other Local Organizations.  PTA/PTO 
groups, booster clubs, and other local organizations may provide funds for field trip 
transportation and fees with the approval of the principal. 
 
J. Advance Payments.  LCPS is not responsible for reimbursement to parents or 
students for money submitted as “advance payments” (e.g., Broadway shows, 
transportation, hotels, tours, etc.) for any cancelled field trip. 
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K. Securing Substitutes.  Provisions for securing substitutes are as follows: 
 

1. Substitutes will not be provided for elementary field trips unless the trip does 
not include a teacher’s entire class.  
 

2. Substitutes may be provided with proper justification for middle and high 
school field trips. 
 
 3. Substitutes for teachers will not be provided for field trips using 
appropriated funds, except for VMEA All-State events and VHSL tournaments taking 
place during school time. All other substitutes hired specifically for field trip purposes will 
be funded from non-appropriated funds and considered a cost of the field trip. 
 
L. Cancellation of Field Trips.  If school is canceled, delayed or dismissed early due 
to inclement weather or other reasons involving student safety or security, field trips 
may be canceled. Announcements will be made if campus delayed openings occur 
which may allow activities to continue.  In some cases, authorization to proceed with a 
scheduled field trip when school is canceled, delayed, or dismissed early may be 
granted. A principal may request permission from the level office, which will consult with 
the Department of Support Services, to allow Non-Routine Field trips, such as trips out 
of the area. It is the responsibility of the principal to ensure student safety by monitoring 
travel conditions prior to requesting an exception. 
 
M. Supervision.  Effective supervision is critical to ensure the safety and success of 
field trips and activities.   
 

1. Chaperones.  At least one (1) teacher, coach, other LCPS staff member, 
or designated school official must accompany each class or group of students on a field 
trip or when traveling to a contest or competition.  An LCPS employee authorized by the 
principal must attend every LCPS sponsored student field trip. 
 

a. Additional adult chaperones shall be provided based on the ratio 
of no less than one (1) chaperone per each ten (10) students for 
Routine Field Trips and one (1) chaperone per each eight (8) 
students for Non-Routine Field Trips. 

 
b. The principal will approve the individuals volunteering as 

chaperones for a field trip. 
 
c. Elementary students will have no unsupervised time while on a 

field trip. 
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d. Middle and high school students may have limited unsupervised 
time while on a field trip. 

 
e. Adults who volunteer as field trip chaperones shall adhere to the 

following guidelines: 
 

(i) Parents or guardians who currently have children 
enrolled in Loudoun County Public Schools may 
volunteer to chaperone school sponsored field trips. At 
the principal or program administrator’s discretion, other 
adults who are a minimum of twenty-one (21) years of 
age may volunteer as chaperones. 

 
(ii) Chaperones are prohibited from taking siblings of 

participating students or other children on LCPS 
sponsored field trips. 

 
(iii) Any individual who is listed in the Virginia Sex Offender 

Registry or has been convicted of any offense related to 
children will not be permitted to chaperone a field trip. 

 
(iv) Chaperones are expected to support the LCPS trip 

sponsor at all times, in all decisions, and with policies. 
 
(v) Chaperones are expected to arrive on time, remain with 

the group, and report to their designated assignments. 
 
(vi) A chaperone will never leave a student alone or apart 

from the trip activities for any reason. If a student is ill and 
unable to participate in planned activities, at least one 
chaperone must stay with the student at all times. 

 
(vii) Smoking or drinking alcoholic beverages by any 

participant is prohibited while on LCPS field trips, 
including International Field Trips. 

 
(viii) Chaperones are expected to assist in supervising 

students at all times during the trip as directed by the trip 
sponsor.  For overnight field trips, no adult will share a 
room with a student unless that adult is the student’s 
parent or legal guardian. 

 
(ix) The Student Rights and Responsibilities Handbook and 

all School Board policies and regulations apply to all 
students and staff on all LCPS-sponsored field trips. 
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N. Medication Administered by LCPS Staff.  Medication may be possessed and 
administered to students by LCPS employees that have been trained and approved to 
do so by LCPS. 
 
 1. A trained LCPS staff member must accompany students who require 
medication and/or health procedures as specified in their Individualized Health Care 
Plans and/or Emergency Action Plans. 
 
 2. LCPS staff will provide an alphabetized list of students participating in the 
field trip to the School Nurse or Health Clinic Specialist no later than two (2) weeks prior 
to the date of the field trip. 
 
 
 3. Student confidentiality regarding medication and/or health procedures 
shall be maintained. 
 
 4. Volunteers and chaperones who are not employees of LCPS are 
prohibited from carrying student medication and medication orders and from 
administering student medication and from performing health procedures for students. 
 
 5. LCPS staff will call 911 after the administration of an EpiPen, Diastat, or 
solucortef or Glucagon. The student will be transported to a medical facility for 
evaluation and accompanied by an LCPS staff member. 
 
O. Medication Administered by Staff and/or Students.  Students may be permitted to 
carry prescription or non-prescription medication on overnight and/or foreign field trips 
under the following conditions: 
 
 1. Physician's orders and written parental permission will be required for all 
prescription medication that is to be carried by the student or administered by staff 
members. Staff members must be trained and approved in accordance with Policy 
8420, Student Medication. 
 
 2. Over-the-counter (OTC) medications may be carried and self-administered 
by the student or administered by school staff that have received Medication 
Administration Training and with written parental permission (using the LCPS 
Authorization for Medication Administration Form) and authorization by LCPS. 
 
 3. All prescription and OTC medication and paperwork will be submitted to 
the school nurse for verification and completeness no later than two (2) weeks prior to 
the departure date of the field trip. 
 
 4. Parents/guardians must supply both the OTC medication and/or 
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prescription medication for the overnight or foreign field trip.  Medication will not be 
provided by the school health office. The OTC medication must be stored in the original 
manufacturer's container with no more medication than is required for the duration of 
the field trip. The prescription medication must be stored in the pharmacy-dispensed 
and labeled prescription container with no more medication than what is required for the 
duration of the field trip. 
 
P. Searches for Overnight Trips 
 
 1. Parents will certify that they have searched the student’s luggage and that 
it does not contain any illegal or prohibited items. 
 
 2. Parents will give consent to officials of LCPS and designated 
representatives to search, at their discretion, the student’s belongings, lodging space 
and luggage prior to, and while on the trip. 
 
Q. Removal from Field Trip Participation.  Students and parents will acknowledge 
that if the student engages in any illegal or prohibited activities or is found in possession 
of any illegal or prohibited items as listed in the Student Rights and Responsibilities 
Handbook while on the trip, the parent will be contacted, and the student may be 
immediately sent home or picked up by the parents at the parent’s sole expense. 
 
R. Transportation.  Procedures for Requesting and Receiving Approval of 
Transportation Services. 
 
 1. Requesting Transportation.  All requests for field trips and transportation 
for field trips will be submitted by the principal or their designee to the Transportation 
Division via the web-based Trip Tracker system. The Trip Tracker system records all 
LCPS field trip activity whether transportation is requested or not. 
 
  a. Modes of Transportation. 
 

(i) LCPS school buses or designated fleet vehicles are for trips 
of up to one hundred (100) miles outside the Commonwealth 
of Virginia. 

 
(ii) Transportation for VHSL events during the regular season 

and district level competition will be provided via school bus 
when available, on a first come, first serve basis. 

 
(iii) With principal approval, leased/rented, commercial, LCPS 

owned, or parent-driven vehicles by authorized licensed 
drivers may be used for approved LCPS sponsored field 
trips. 
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(iv) After appropriate approvals have been received, 

transportation for trips over one hundred (100) miles outside 
of the Commonwealth of Virginia must be arranged by 
commercial charter bus, rail, or air carrier. 

 
(v) Leased or rented vehicles must have prior approval by the 

principal or a central office administrator and shall be rented 
according to the most current edition of the LCPS Rental Car 
Guidelines. 

 
(vi) All potential drivers must be named on the lease. 
 
(vii) All drivers must complete the LCPS Field Trip Driver’s 

License and Vehicle Insurance Information Form.  The 
completed forms must be kept on file at the school. 

 
(viii) The school principal or central office administrator authorizes 

the vehicle rental and is responsible for all charges and 
costs associated with the leased/rented vehicle(s) such as 
rental fees, fuel charges, tolls, parking fees, etc. 

 
(ix) A list of approved commercial bus carriers is maintained by 

the Transportation Services Department  and the 
Procurement/Risk Management Office. The approved 
carriers meet insurance and criminal certification 
requirements and may be found at the Procurement/Risk 
Management or the Transportation services websites. 

 
(x) Privately owned vehicles may be used with the prior 

approval of the principal. 
 
(xi) All drivers must complete the Field Trip Driver’s License and 

Vehicle Insurance Information.  Completed forms must be 
kept on file at the school. 

 
(xii) The school principal or central office administrator is 

responsible for the funding of mileage reimbursement for use 
of approved privately owned vehicles.  Mileage expense 
reimbursement is intended to cover the cost of fuel, tolls, 
insurance, and vehicle maintenance expenses. 

 
 2. Vehicle Capacity – Use Other than Buses 
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a. Vehicles used to transport ten (10) or more students must be 
approved school buses or commercial buses. 

b. Fifteen (15) passenger vans are not allowed.  Larger groups must 
use multiple vehicles, commercial carriers, or school buses. 

c. Vans with a capacity greater than ten (10) passengers (including 
the driver) are prohibited from transporting students in accordance with federal 
and state directives. 

d. Groups of fewer than ten (10) students, staff, and faculty may 
travel by vehicles designed to transport ten (10) passengers or less (a maximum 
of one (1) driver and nine (9) passengers). 

e. All field trip vehicles must meet Federal Motor Vehicle Safety 
Standards (FMVSS) specifications and state standards applicable to passenger 
car occupant protection criteria at the time the vehicle was manufactured.  
These standards and limitations include occupant capacity established by 
available seat belts, hauling weight capacity, towing weight, etc.  Further, each 
passenger transported in a vehicle other than a bus must have a seat and seat 
belt that are certified by the vehicle manufacturer.  Owner or dealer-installed 
seats and/or seat belts are not certified. 

 3. School Bus Transportation.  Local field trips shall be planned to allow the 
LCPS bus(es) to return to the base school in time for their regularly scheduled run. 

a. Assignment of school buses and Drivers.  Field trips will be 
supported by Transportation Services subject to driver and 
equipment availability. 

b. The request for a school bus must be made using the online Trip 
Tracker field trip system.  Submit the request for school buses 
upon approval of the field trip by the principal.  Allow for at least 
four (4) weeks before the planned trip for the request to be 
reviewed in the Trip Tracker system approval path. 

 4. Bus Passenger Safety.   

a. All passengers must be safely seated before any bus shall be 
permitted to move.  Under no circumstances shall passengers be 
allowed to sit on floors, on the laps of other passengers, in aisles, 
in the driver's compartment area, or in the stairwell (LCPS bus 
drivers shall immediately report any violation of these rules to their 
Transportation Supervisor). 
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b. Extreme caution in the operation of vehicles shall be exercised 
when hazardous conditions, such as those caused by snow, ice, 
sleet, fog, mist, rain, dust, or smoke, adversely affect visibility or 
traction.  Speed shall be reduced when such conditions exist.  If 
conditions become sufficiently dangerous, the operation of the 
vehicle shall be discontinued and shall not be resumed until the 
vehicle can be safely operated.  Whenever compliance with the 
foregoing provisions of this rule increases hazards to passengers, 
the vehicle may be operated to the nearest point at which the 
safety of passengers is assured.  When transportation is provided 
by LCPS buses, the bus driver(s) shall determine the extent of the 
hazardous conditions and if the buses can be safely operated. 

c. Only authorized passengers will be permitted to ride a bus on field 
trips.  Authorized passengers are limited to students, teachers, 
chaperones, coaches, or other school personnel with assigned 
responsibilities, and will be approved in advance by the principal.  
The number of authorized passengers transported must not 
exceed the vehicle capacity.  (Children of a school bus driver are 
authorized to ride if space is available) in accordance with the 
rules, regulations and practices of the Transportation Division. 

d. Food is not to be consumed on the school bus while on a field trip. 
This is to protect the students of LCPS that suffer from severe 
food allergies, potential choking and the overall cleanliness of 
LCPS buses.  The only beverage allowed will be water.   Note: if a 
LCPS student has a medically required need to have food on 
hand, Transportation Services will make a reasonable 
accommodation. 

e. All accidents must be immediately reported to the police at the 
time of the accident and to LCPS Dispatch/Safety and Security.  
Wait for police/rescue to arrive; note the date and time of the 
accident; gather information on all drivers and passengers and 
vehicles involved to include name, address, phone number, 
insurance company, policy number, driver’s license number, 
license plate number, make, model, and year of the vehicle; note 
eyewitness contact information, accident scene location/address; 
police officer’s name, badge number and police report number.  If 
it is safe to do so, take photographs of all vehicles involved as well 
as the accident scene. 

 
Former Regulations:  5-11-REG and 5-12-REG  
Issued: 12/13/88 
Revised: 6/22/93, 10/10/00, 9/30/08, 6/23/14 
Current Revision: 12/3/19 


