South Orange County Community College District

SADDLEBACK COLLEGE

FIELD TRIP REQUEST FORM

	Date
	Division
	Department

	     
	     
	     

	  Faculty Name (Printed)
	  Faculty Signature

	     
	

	Class Title
	Ticket Number

	     
	     

	Destination
	Address

	     
	     

	Purpose of Visit
	Phone

	     
	     

	Method of Transportation
	Date of Trip

	     
	     

	Time Leaving 
	Time Returning

	     
	     

	No. of Students
	No. of Faculty
	Required of All?

	     
	     
	 FORMCHECKBOX 
  Yes              FORMCHECKBOX 
  No

	Cost per Student
	Budget Account No.

	     
	  -    - -   - -   -   -    

	Will Trip Require Money?
	Amount Budgeted

	 FORMCHECKBOX 
  Yes              FORMCHECKBOX 
  No
	     

	Comments or Additional Information

	     


Faculty wishing to supplement classroom or lab instruction by field trip must make the following arrangements, 
AT LEAST 2 WEEKS IN ADVANCE OF THE TRIP:

1. Submit all completed forms to Dean of your Division for signature.

2. All students (including Option Enrollment students), who are going on the trip MUST print their names AND sign their names to the Insurance Waiver form. 
Request approved by:
	
	

	Division Dean
	Date

	
	

	 
	 


	Reviewed on (date)
	By Division Secretary

	     
	     


NOTE: Faculty may schedule 2 academic field trips each semester (see policy manual.)  Trips are not to interfere with students attending other classes.  Where an unusual event is proposed that would cause such interference that is to be reported to the Vice President for Instruction when this form is submitted for approval.
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