
 

FIELD TRIP CHECK-OFF SHEET 

 

Teachers fill out the Field Trip Request form: 

 Fill out the Field Trip Request form and attach a list of staff and students attending. 

 Get the Building Principal and School Nurse's signature on the form before sending it to the 

Central Office. 

 Send the field trip request form along with the list to Yessica Ramirez at the Central Office. 

 Once the parent has signed the permission slip, file it in the student records. 

 Email the school lunch form to the Food Service Director, Michelle Oswalt. 

 

Transportation request:  

 Fill out a transportation request form. 

 Send a copy of the form to the Transportation Director, Steve Delarosa. 

 Please note that one request form is required per bus. 

 

Teachers fill out the Revolving Fund Check Request form: 

 This form is for student meals.  

 The completed form must be turned in to Business Director Amy Coats. 
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