Title | Field Trip Procedures

Educational field trips are allowable under certain circumstances if allowed in the grant program.
Educational field trips are approved, planned instructional activities that involve students in learning
experiences that are difficult to duplicate in a classroom situation. These field trips should provide
hands-on activities that encourage students to experiment and ask questions. The field trip must
support Texas Essential Knowledge and Skills (TEKS), must be reasonable in cost, and must be necessary
to accomplish the objectives of the grant program.

The field trip must also appear as a part of the teacher’s lesson plans, which should include activities
that prepare students for the trip and follow-up activities that allow students to summarize, apply,
and evaluate what they learned from the trip.

For audit purposes, documentation of the field trip and must provide clear evidence of how the expense
ties back to an instructional objective. Documentation should include the following:

e Destination of each field trip

e Costs associated with each field trip

e Objectives to be accomplished from conducting the field trip
e Teacher’s lesson plans and follow-up activities

If the supplement-not-supplant requirement applies to the grant program in question, documentation
must demonstrate the supplementary nature of the field trip as well.

Examples of appropriate educational field trips include the following:

e Curricular academic activities focused on math, science, and technology, such as service learning,
internships, academic UIL competitions (such as robotics or math), or science and technology fairs

e laboratory and field investigation instruction, used to improve students’ understanding of science
TEKS objectives

e Trips to ariver, archaeological site, or nature preserve that might include contracting with local
science centers, museums, zoos, and horticultural centers for visits and programs

e Trips to the local library to increase access to high-interest reading materials or research

e \Visits to colleges and universities to encourage interest in the pursuit of higher education

The following costs are not allowable:

e Field trips for social, entertainment, or recreational purposes

e Field trips that supplant and do not supplement local or state expenditures or activities

e Field trips that are not part of a teacher’s lesson plan or that do not meet the instructional
objectives of the grant program

e Field trips that are not reasonable in cost or are not necessary to accomplish the objectives of the
grant program

o Field trips that are not properly documented (as described above)

Updated 10/31/17 Page1of 7



1. Complete a Justification of Educational Field Trip form and attach copies of lesson plans to the
Coordinator of Federal & State Programs.
a. Enter the date the form is submitted.

T n- Grants Administration Divislon
E A Justification of Specific Expenditure:
[

Taxss Education Agency Educational Fleld Trips

Costs of entertainmaent, including field trips, have been determanad to have a programmatic purpose for this federal grant program and are specifically
authorized in the program guidedines,

You must justify your plans to use federal grant funds for the costs of fiebd trips. Complete and maintain this form locally to dooument the justification of
your planned expenditure of federal granit funds on costs of field trips.

Lirrit come: justifhcation per foam. (Mote: One justification for the same field trip location may include multiple campuses of grade bevels )

Name of Federal Grant [Tatlel, Part A |

Narme of Grantee [Denton 15D | County-Distriet # [061-501 Date Submated

b. Enter the destination, number of attendees, the type of transportation (i.e. bus), the duration of
instructional component, and supported TEKS components.

Destination | | #of Amendees _

Type of transportation Dlmionufinstmcﬁnmlcmpmeml | Supported TEKS componentis) | ;[

c. Describe the purpose of providing the field trip to attendees (i.e. Complete the first large box by
describing what “Students are studying...”).
d. Do not write anything in the middle text box.

Describe the parpose of providing this field tip to attendess,
Students are Sudying

Describe how the field trip supports the goals and objectives of the federal grant.

Thie purpase of Tale | i 1o enswhe that all childnen have a tsir, equal and significant opponunity to obtain & high-guality sducation and resch, 5t &
mminimasm profickency on challenging State academic standards and assessments. A schood operating a schoolwide program may use Titde | funds fior
any activity that supports the needs of students in the school as identified in the comprehensive needs assessment and atinulated in the schootwide
plan.

Diten, children from poverty, do not have the same access to educational opportunities cutside of the walls of the classroom. Educational Feld trps
provicle students with the background and academic wocabulary necessany to meet the state’s proficient and advanced levels of student academic
achievement. Title | guidance suggests effective methods and instructional strategies increase the amount and quality of leaming time, such as |
prowading “an enfiched and sccelerated cumculum” 1o meet “the educational nesds of hittorcally underserved populations.” Educational fiedd trips do |
0.

According to the National Center for Policy Analysis (hitpelweaw.nopa.orgsubdpd/indenc php? Articke_ID=13649], “Research suggests that students
actually retadn a great deal of factual information from their fiekd trips. Visiting a musesm exposes students 1o a diversity of ideas, peoples, places and
|mp¢-.rm!. Mmuwgup&mwpmm:uwmmdmmng ?emmmm-w outcome of & school tour

N T

i b mie pam o i s sl en B s colan e B el e s s, BBl e ntsliallmcte Lt e B sl e, nma .

e. Describe the specific need in the last text box by describing how “The campus CNA addressed
the need for instructional field trips. Specifically, ...”and how “The Campus Improvement Plan
(CIP) includes the following goal(s) and activities for educational field trips: ...”
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Describe the specific need, 25 dentified in your comprehensive needs assessment, for this field trip
The campus CHA sddressed the nsed for educatsonal feld trips. Specsfically,

The CIF includes the following goalis) and activities for educational field trips:

2. Enter the field trip request in WebTrips according the WebTrips Info Manual.

M Trip Request Login - Microsoft Internet Explorer :. ||E|E|
File Edit Wiew Favorites Tools Help -:,'
- — n = 0 B2 B2
@ Back - \__,,I |ﬂ @ 4 ﬂ 7 ) Search “i:( Favorites e Media &3 [': - :; Links

T

WebTr

Login

Usermame: |madison‘|

Password: |

[ Work With Trip Requests ][ Enter a New Trip Request ]

Brousht to wou by ( oo Mioreeolwtion:

Ll -
Makers of Transportation Operations nzger (T.O M) Software _lfr @2 g

3. Complete Title | Funds Requisition by hand or electronically and print on BLUE paper.

a. Attach teacher/grade level lesson plans and follow-up activities to the Title | Funds Requisition.

4. Send completed Title | Funds Requisition to the Secretary of Federal & State Programs through the
intercampus mail.

5. Allow at least two weeks for the field trip request to be processed.

a. Title | WebTrips Field Trip Requests will not be approved after May 1.
b. Student field trips must be taken prior to the last week of school to allow follow-up activities to
occur.

6. The Secretary of Federal & State Programs screens the Title | Funds Requisition to verify the request
is an allowable Title | expenditure. If unsure, the Secretary of Federal & State Programs the
Secretary of Federal & State Programs will flag the line item(s) in question with a pink Post-It Note.

7. The Secretary of Federal & State Programs verifies the account codes are correct.

8. The Secretary of Federal & State Programs verifies all documents are attached.
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9. The Secretary of Federal & State Programs enters the total amount(s) of the requisition onto the
corresponding campus Title | Excel Spreadsheet(s) in the “Encumbrance” column.

& o | 0

« c0O e tpE//dock.googhe.com | . Pl C
N. Rayzor ES 2017-18 Tille | Budget - By

il s v Daa Toss o [ =~ JO

Travel/Registration

wion Ravzo @ 8-11-00-107- 0
Newton Rayzor Elementary 2118-11-00-107-24-000-6400 Instructional (Student)

Dane POS or Vendor Copect Date
s

1 B9260

10. The Secretary of Federal & State Programs places the Title | Employee Travel Requisition(s) and
supporting documents including related Title | Funds Requisitions into a folder with all other campus
requisitions and places the folder on the desk of the Director of Federal Programs (School
Improvement and Support).

11. The Coordinator of Federal & State Programs examines the Title | Funds Requisition(s) with
attention to any requests that have been flagged with pink Post-It Notes by the Secretary of Federal
& State Programs to determine if the expenditure is allowable or unallowable.

12. The Coordinator of Federal & State Programs signs the Title | Employee Travel Requisition(s) and
Title | Funds Requisition(s) of all allowable expenditures and places the requisitions into the folder
and returns all approved requisitions to the Secretary of Federal & State Programs.

13. Any unallowable Title | Funds Requisitions marked “unallowable” by the Coordinator of Federal &
State Programs will be given to the Secretary of Federal & State Programs and returned to the
campus through the intercampus mail.

14. The Coordinator of Federal & State Programs logs into WebTrips and approves or denies the
WebTrips request.

a. Ifapproved, go to step 14.
b. If denied, the Director provides comments in WebTrips with the reason for denial and notifies
the Secretary of Federal & State Programs.
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c. The Secretary of Federal & State Programs contacts the campus secretary to notify the campus
the trip request has been denied and returns the Title | Funds Requisition to the campus via
intercampus mail.

15. The Secretary of Federal & State Programs enters the approved requisition(s) into eFinance.

Q New Requisition Information - DENTOM ISD - EFINANCEPLUS 5.0 - Windows Internet Explorer provided by Denton ISD Technology

PLUS Series - New Requisiion Information - DENTOMN 1SD - EFINANCEPLUS 5.0

; !:5' @ 0 gi::eltem @ @ @ @ @
First Previous Next Last 5
Cherk

OK Back Spe
x| Delete H (@ Notes “ ‘

Date:11/07/2012Period: 5/13

Header | Line Items

General Information

Requisition * 13009136 Add Attachment? L] |+ Continuous
pvision = | = LG | J
Requested 11/07/2012 Comments | 3 |
-
Required [is
4 Buyer | |
Vendor Alternate Order Address
| lg“ | Attention | |
Vendor Address .
Ship To * | A
Select Detail Items
Item Description Quantity Price Total BUDGET UNIT Account Status

16. The Secretary of Federal & State Programs signs into WebTrips and enters the Purchase Order
number once received from the Business Office.

17. The Coordinator of Federal & State Programs signs the check request and places it into the folder
and returns all approved requisitions to the Secretary of Federal & State Programs.

18. Once processed by the Business Office and Purchasing, the white VENDOR COPY and pink
RECEIVING COPY are sent to the Transportation Department.

19. The gold CONFIRMATION COPY is returned by the Purchasing Department to the Department of
School Improvement and Support (Federal Programs) via intercampus mail.

20. The Secretary of Federal & State Programs makes a copy of the gold CONFIRMATION COPY and
highlights the CONFIRMATION COPY line in pink and returns the highlighted copy to the campus
through the intercampus mail.

21. The original gold CONFIRMATION COPY is maintained in the office of the Secretary of Federal &
State Programs.

22. The campus secretary keeps the highlighted pink RECEIVING COPY until the field trip has concluded.

23. Upon return, the campus secretary verifies the travel has taken place and signs the highlighted copy
of the RECEIVING COPY and returns it to the Secretary of Federal & State Programs to the Secretary
of Federal & State Programs.

24. The campus secretary enters the total amount(s) from the highlighted copy of the VENDOR COPY
onto the corresponding campus Title | Excel Spreadsheet(s) in the “Expenditure” column.

a. Note: The “Expenditure” column will override the “Encumbrance” column in the spreadsheet.

25. Campus Audit Trails and Title | Excel Spreadsheets are distributed monthly by the Secretary of
Federal & State Programs to the campus secretary through the intercampus mail. Prior to
distribution, the Secretary of Federal & State Programs compares the campus Expenditure Audit
Trail and the district copy of the Title | Excel Spreadsheets.

Updated 10/31/17 Page 5 of 7



(3
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File Edt View
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Tools Help

2118-11-00-107-24-000-6400
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ENTERPRISES,
2012

INC.

aran. fund=’ 2113
1713 THRU 5/12

and argn.orgni=’l

ACCCUNTING PERIODS:

UND , ORGANI ZATICH, SUBOBJECT, FURCTICH, 15T &

ALED C: FIND,ORGANIZATION, SUBQOBJECT, FIRICTION
PAGE EREAFS CON: FUND,ORGANIZATICH, SUBORIECT
FUND - 2113 - TITLE I
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ACCCUNT
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06/28/12 11-1
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11/07/12
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093548
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26. Upon receipt, the campus secretary compares the campus copy of the Title | Excel Spreadsheet to

the copy of the campus Expenditure Audit Trail and corrections are made accordingly.
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27. The campus secretary compares the Expenditure Audit Trail to the campus copy of the Title | Excel
Spreadsheet. Any discrepancies are to be discussed between the campus secretary and the
Secretary of Federal & State Programs.
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