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	Policy Statement:
	A Head Start field trip policy sets clear expectations to ensure that outings are educational, developmentally appropriate, and safe for all children. Based on federal guidance and program-level policies.

	
	

	Procedure:
	Purpose and Educational Alignment
You must have an approved field trip request any time the children leave the premises during regular Head Start hours. (This includes Head Start classrooms within the public schools.)
It is Delta Head Start’s policy for the children to take field trips each year when transportation can be made available.  Field trips may be done by classrooms or by center.  Field trips must be on the lesson plan and approved by either the Education Services Manager or the Program Director prior to the trip.
It is advisable to schedule field trips either the first of the week or at the end of the week.  Field trips taken the first of the week allow time to reinforce the concepts during the rest of the week.  Those taken at the end of the week emphasize the concepts taught during the week.
A completed field trip request will be sent to the Education Services Manager for approval. If the field trip falls during a scheduled meal or snack, the Nutrition Services Manager must approve the menu for the meal and/or snacks to ensure CACFP requirements are met.  The staff person in charge must have a copy of the signed approval, before leaving the center on the field trip.  If the application is not returned within two days, the staff person in charge is to call the Education Services Manager and request the status of the application.
Children in three-year-old classrooms must have a parent/guardian or other designated adult accompanying them. Since Head Start does not provide transportation, the parents of these children must provide the transportation themselves. The staff-person in charge will see that ALL rules and regulations are followed.  Prior to departure, the staff person in charge will go over all pertinent information regarding the activities for the day, the Head Start Policy and the responsibilities with the staff and volunteers to ensure the health and safety of all.
Volunteers will abide by all the rules and regulations governing the Head Start Program while on all Head Start field trips and activities.  ALL Head Start activities are NON-SMOKING. If you need a break, notify the staff person in charge so arrangements can be made to ensure proper supervision of all the children in your absence.  (This includes all staff and volunteers.)
The staff person in charge must make sure that all the following are taken on ALL field trips and activities away from the center:
· Parental approval for each child going on the trip (unless their parents are taking them);.
· First Aid Kit (must be supplied according to day care licensing regulations);.
· Emergency Medical Authorization for each child attending (If parents are not attending);.
· Transportation Authorization unless child is riding with his/her parents/guardian;.
· Emergency Contact List;.
· Child sign-in/out sheets; and contact numbers for the Education Services Manager and the Program Director/Deputy Director;.
The staff person in charge will determine that each child has a parent/guardian attending and volunteer will not  be asked to supervise children while on the trip. The Center Director will have the  Program Director/Deputy Director phone number (405-756-1100). 
Each parent/guardian of the three-year-old children will be responsible for his/her own children. Should special arrangements be made to enable a three-year-old child to attend the trip, the person with signed parental permission will be responsible for that extra child.  There must be assigned Emergency Medical Authorization for each child without a parent who attends.
  Only those who will be traveling by bus are those in the Collaborating Schools. If children do not ride the transporting bus, their parents must sign them out on the Sign In/Out sheet as they leave the classroom. Attendance will be taken as the children are boarding and exiting the bus.  The staff person in charge will be responsible for verifying that all children transported to the activity by Head Start are present or accounted for before the transport bus begins the return trip.
Any parent bringing NON-Head Start children on a field trip will be responsible for those children and cannot be counted in the child/adult ratio except as their own child’s supervisor. Please notify your child’s teacher when it is necessary to bring other children with you.
The BUDDY System will be used during every Head Start field trip and activity unless otherwise stated, by the staff person in charge.  Three-year-old children will stay with their parents or designated adults.
A contact phone number must be given to the Education Services Manager and/or Program Director and placed on the center door.  If no one has a cell phone, a detailed schedule must be posted on the outside of the center’s door and sent to the Education Services Manager and the Program Director.
No vehicle will leave the site without checking with the staff person in charge first.  Any parent leaving the field trip early must sign their child out with the staff person in charge, so an accurate count can be maintained. 
Early Head Start will not be going on off campus field trips.
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