
ARLINGTON PUBLIC SCHOOLS

Administrative Services

MEMORANDUM









TO:

All Principals

FROM:
Patrick Sheehan, Field Trip Administrator
Via:               Cintia Johnson, Assistant Superintendent; Angel Garcia-Albanque, Director – Transportation

SUBJECT:
Field Trip Bus Allocation for SY 2018-19
The following system will be used in providing school bus transportation for field trips during the 2018-19 SY that is similar to the format used last year.
1. GENERAL INFORMATION – Non-Mandated Field Trip
In fiscal year 2019, Transportation will allocate funds directly to schools for non-mandated field trips.  The budget allocation for non-mandated field trips will be transferred to each school for 2018-19 and is expressed in a dollar amount per school, per year (see Annex B). The calculation for your school’s non-mandated field trip budget is based on $8.00 per student (Elementary) and $9.28 per student (Secondary) times the number of students at the school (not including PreK). 
The bus rate is calculated at $60.00 per hour.
With allocated funds for non-mandated field trips, this should remove the confusion over your budget allocation i.e. whether it is number of buses or number of trips, and you will not have to keep track of the number of buses you have used or be surprised at year end when you inadvertently exceeded your bus allocation.  You will receive a Statement from Transportation after each non-mandated field trip. This will give you more control over your non-mandated field trip budget and will allow you to utilize a monetary budget tracking system. If your enrollment changes significantly in the future, the budget line item for non-mandated field trips for your school will be appropriately adjusted.  Once the budget line item for non-mandated field trips is spent, you will have to seek alternate sources of funding for field trips. All non-mandated field trips for your school will be billed directly to your school monthly and your account in STARs will automatically be charged for the cost of the trip.
2. SPECIAL FIELD TRIPS
The 2018-19 budget provides funds for use of school buses for field trips.  In addition, the use of school buses for field trips supported by PTA funds will continue.  However, all trips scheduled for your school will be billed directly to your school and your account in STARS will automatically be charged for the cost of the trip.  If the PTA or another school organization is funding the trip, you will bill that organization and retrieve a reimbursement from that organization.  
3. “MANDATED TRIPS” NOT CHARGED TO SCHOOL’S FIELD TRIP BUDGET ALLOCATION

· Trips to the Aquatic Centers
· Secondary school athletic trips

· The Planetarium

· The Outdoor Lab

· Orientation trips to middle schools for 5th grade students and rising 9th graders for high school
· In county school trips for Arts Program performances

· College Night for senior high school students

· Humanities Program trips

· Academic Team

· Graduation buses

You must indicate on the bus reservation the nature of the trip and the fact that it is a “mandated” trip.
4. SCHEDULING

A. The school principal will receive request form (APSnet form 42 - Field trip approval form - attached) from staff for field trips and will approve only those that have a direct and significant effect on classroom instruction.  Excursions, picnics, etc., are not to be approved.  The cost of non-mandated field trips must be within your school’s budget allocation or an alternative source of funding will be required.
B. The school secretary or principal will consolidate requests for field trips and will schedule trips with the Transportation Department no less than 2 weeks in advance of trip date.
C. Please state;

· date of departure and return
· time of pick up and return
· Pick-up location and street address of destination (assists Transportation Department to      distinguish between similar venues). 
· Number of passengers
· Be aware, activity sponsors are responsible for tolls. 
D. In scheduling a field trip, the school should keep in mind seating capacity of the bus.  For an elementary school there should be no more than a maximum of 62 students (one adult will take space of two students).  For middle and high schools, only 52 students and adults can be comfortably accommodated on one bus.

E. Visits to the Planetarium and Outdoor Lab will be scheduled by the Science Office (Chris Reid - x6166).

F. Infants or preschool children cannot be permitted to accompany parent chaperones on field trips.

G. Special needs students – If requesting an additional special needs bus, to promote inclusion, ensure that other students ride with them so they do not ride alone.  
5. FIELD TRIP HOURS

Field trips will be scheduled Monday through Friday as follows:


9:30 a.m.
Pick up at school

1:30 p.m.
Bus must arrive back at school  
There will be no non-mandatory field trips on early release days

Any exceptions to the above time must be requested and approved by the Assistant Superintendent, Administrative Services, after consulting with the Transportation Department at least two weeks prior to trip.

6. PENALTY FEES 

This year, to ensure buses are available for their core duties, a penalty clause has been introduced.

· Should a non-mandatory field trip run over the return time of 1:30pm due to customer error (i.e. group late for pick-up bus), a fee of $15.00 will be added for every 15 minutes the trip runs past 1:30 pm. Time for weather and traffic will be taken into account.
· A trip that is cancelled less than 24 hrs. prior to its departure time, will incur a 2 hr. penalty fee ($120.00), unless the cancellation is due to weather, school closure or other mitigating circumstances.   

Annex A:
Request form
Annex B:        Non-mandatory field trip allocated funds   
