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Band Field Trip

Coordinator
Purpose:  The field trip fundraising chair is responsible for working closely with band teacher and band coordinator to plan and coordinate field trips and fundraisers. 

Prerequisites/Requirements: none

Job Description: 

Field Trips

A field trip is any event where children are away from school site on an officially sponsored trip which may include weekends or evenings.

At the beginning of the year:

- 
Read PTO Handbook policies related to Field Trip Coordinator job. 

· Attend orientation meeting with Vice-Presidents—regardless of level of experience in this job or in the school. 

· Obtain copies of field trip emergency information from band coordinator.

· Meet with teacher to establish field trip guidelines and distribute to all parents in class.  Include call-in procedure or provide reference page for call-in procedure in the handbook. 

· Check to see that all field trip drivers/chaperones have required paperwork; check expiration dates.  (Obtain monthly update from school record keeper).

To arrange trips: 

· Be certain of traveling direction and time needed for trip; prepare clear, accurate maps for each driver if necessary.

· Meet with teacher to discuss and arrange field trips.

· Present upcoming field trips to parents at planning meetings. 

· Call parents to drive field trips if more drivers are needed.

· Arrange call-ins.  

Note: Band teacher is responsible for contacting destinations to arrange for entry to festivals, reservations, and tickets. 

Prior to each trip: 

· Two days prior to the trip, notify school kitchen that your class will be absent from lunch.

· Confirm with those who have agreed to drive.

· Send home notes for planned field trips stating any special clothes, shoes, bag lunches, water, snacks and/or spending money needed.

· Send emergency form for each child with parent drivers/chaperones.

· Make sure parent drivers/chaperones are sure of the field trip guidelines. 

· Fill out the field trip class master list from and have the teacher sign, give one copy to the teacher, one copy to the office and keep one copy for school records. 

· Provide directions for the drivers, including clear, accurate maps if necessary.  Provide each chaperone with a clear itinerary of events if necessary. 

· Arrange for students to be dropped off at proper location if field trip extends past dismissal time.  If night or weekend event, provide parents with clear drop off and pick up instructions and location.

· Ensure that first aid kit will be packed for trip. 

After each field trip:

· Send a report of monthly field trip hours to the recorder within a week of the field trip, keeping a copy in case of discrepancy.

· Keep records of each field trip for next year’s band FT/Fundraising Chair.
Fundraising
· At the beginning of the year, meet with teacher and determine the proposed field trips and determine the projected cost. 

· At the beginning of the year planning meeting, in conjunction with teacher, discuss the dates, costs and fundraising options for the field trips.

· Coordinate parent participation in fundraisers.

· Keep a record of all money collected and related money related paperwork. 

Note: receipts are to be given for any money collected in band fundraisers.

· Secure money and submit to the school office for deposit to Ocean Shore School Band account.  This is a district account and is overseen by district office personnel.  Checks are made payable to OSS Band.  There are some fundraising events that are coordinated through the Rob Schneider Music Foundation.  Checks for these fundraisers are made out to RSMF.

(Note: Payment for band field trips will be done by the district office.  Teacher is responsible for submitting requests for payment to the district office.)

Financial Responsibility: none

Hours Recording Procedure: Hours are calculated on per month basis for 10 months (Sept. to June) and are automatically posted by the hours recorder each month.

Hours Earned: 20

Reports to:  Band Coordinator

Selection Process: 
Elected by band parents

Term: August 15 to June 30
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