
Field Trips Process 
 

1. Arrange an estimated day for the field trip, try to ensure parents get the 
consent form and pay at least 2 weeks (ideally) before the field trip. 
 

2. Ensure at least one chaperone is available for every 4 children. 
 

3. Get the price for admission per child, as per age, for the following locations: 
a. Telus Science Centre (preferred in colder days). 
b. Butterfield Acres. 
c. Calgary Zoo. 

 
4. Arrange for transportation that fits all children, teachers and chaperones 

scheduled for the field trip. We need quote for one day service only, it is 
usually $200. 

a. Southland 403-287-1335. 
b. First Student Canada 403-531-3900 and 403-531-3930. 

 
5. Prepare cost of the field trip 

a. Transportation cost. 
b. Admission cost. 

 
6. Ensure $20 per child can cover the cost, if it costs more, ask Finance 

department for approval. 
 

7. Get all parents whose children are attending to sign the consent form. The 
form should contain the following details: 

i. When to drop off and pick up their child. Buses typically leave 
by 9:00 AM at the latest, and arrive back no later than 2:00 PM. 

ii. Inform parents of the trip date, after it is confirmed with staff 
and the place being visited is available for the field trip. 

iii. Parents must provide snacks and a light lunch for children. 
iv. If a child is not attending, we cannot make last minute 

arrangements. 
v. We cannot care for a child at the Academy during the field trip. 

vi. Parents must know the name of the following: 
1. Trip leader. 
2. Team leader. 

vii. Who to contact on the day of the field trip (Shally Goyal 403-
457-7787). 
 

8. Collect the payment per child prior to the field trip, at least one week before. 
9. Try to ensure every child is attending, if not, the child cannot be left at 

the Academy and will get a day off as we cannot arrange for a teacher 
for the child separately. 

10. There is only field trip for one day for all children in any given program. 



11. Collect phone numbers, chaperone police background check and assign team 
leaders 

a. There should be a team leader for every twelve children who reports 
to the field trip leader, the field trip leader should be available at all 
times during the field trip to be contacted by the Executive Director. 
 

12. All people involved in the trip and all relevant documentation required must 
be in a folder with the heading “Field Trip – Date – Location” 

a. Name, ID, police check and phone number of all chaperones. 
b. Name, ID, police check and phone number of all team leaders. 
c. Name, ID, police check and phone number of trip leader. 
d. Contact person on the bus (get his or her cell), bus company, bus 

license plate. 
e. All signed consent forms and proof of payment. 

 
13. The place being visited must be paid in advance of the trip date and 

confirmed three days prior. 
 

14. The bus company providing service must be paid in advance of the trip date. 
 

 
 
 


