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TRIP POLICIES
Trips are integral part of the educational program at Bushwick Leaders’ High School for Academic Excellence.  We strongly believe that trips strengthen and complement academic curricula and help to bring themes, topics, and time to life for our students.  

The following is a step process that is designed to facilitate more accountable, safe, and well-planned trips.  

BEFORE THE TRIP

· Two weeks in advance - Complete and return Trip Application Form to Mr. Santos.  Within two days you will receive written notice of the approval status of your trip.  

· One week in advance - Distribute completed trips slips (English and Spanish) to students.  List details of trip on the slip including cost of trip, lunch information (sandwiches are made available to students), Dress Code (Students are required to be in dress code unless you receive approval).  Go over responsibilities and expectations of the student while on a trip.  

· Two days in advance - Collect signed permission slips from students.  Check for accuracy.  Prepare work for students who will not be able to attend trip.  Obtain MTA/DOE subway pass from Ms. Eccardi or Mr. Santos.  

TRIP DAY - Before Departure

· Whenever possible make yourself available to be out at the front door as students enter the building.  
· Maintain order of your students while you complete your last minute responsibilities.  Please make sure that bathrooms are open before sending students out of the room.  
· Complete the Trip Attendance form and deliver to the Main Office.  
· Alert administration at time of your departure.  

TRIP DAY – During the Trip

· Maintain accurate attendance and order of your students.  Remind them of expected behavior during a trip.  

· In the case of seriously disruptive/harmful behavior contact the school and wait for further instructions.  Do not dismiss students at any time for any reason.  

· In the case of serious accident/illness contact 911 and then contact the school and wait for further instructions.  
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