
 

  
 

PROCEDURES:  

1.  To obtain field trip approval, email your career education building staff liaison and CTSO liaison for 
approval for field trip expenses before completing the forms; (for example; number of students, date, 
time, approximate cost.)  

BPA  Rich Messenger 
DECA Stacey Rice  
FCCLA  Gloria Harms  
FFA  Rich Messenger  
SKILLS USA  Frank Meyers  
Health Occupations Carol Healy  

Initial approval will be sent via return email from the CTSO liaison.  

2.  Once approved and three weeks prior to the field trip, the following forms must be sent to the 
Office of Career Education:  

•  Educational Field Trip Request Form – Attachment A – (Main Office)  
o Providing exact departure and return times will assist in determining 

if we use an APS or charter bus.  
o Career Education will make arrangements for all bus transportation 

for which we are the funding source. Once arrangements are set you 
will receive written confirmation.  

o Specific pick-up and return time and location will be the CTSO 
liaison or teacher’s responsibility as long as it does not increase the 
cost of the trip.  

o Career Education Vans – to use the seven passenger van, the 
instructor must have their van license renewed annually. Call the 
office at 330-761-3131 to begin the process of obtaining your licenses 
or to reserve a van.  

• S2J – Modification of Worksite – Attachment B – (Main Office)  
• Request for Substitute Form – Attachment C – (Main Office)  
• Conference/Field Trip Assessment Sheet – Attachment D – 

(www.apscareers.com)  
• Sub Back-Up Plan – Attachment E – (www.apscareers.com)  

3.  Your principal must sign appropriate forms.  

The Office of Career Education supports the Field Trip Guidelines as designated in the Akron Public 
Schools Business Affairs Handbook.  
(Refer to: http://www.akron.k12.oh.us/dept/009/Transportationschedulingfieldtrips.htm)  









Conference/Field Trip Assessment Sheet Bulletin 19 - 
Attachment A / Bulletin 21 - Attachment D  

Please answer the following questions and return with conference forms and checklist: 
 

Describe the rationale for attending this conference or field trip. Include how 
this is in alignment with your graded course of study, how it aligns with the 
APS Strategic Plan, how it aligns with your building improvement plan, etc.  

Describe how your students will benefit from this experience. 

How will information received be disseminated to other staff? 



Substitute Back-Up Plan Bulletin 19 - Attachment B / 
Bulletin 21 - Attachment E  

 
 

 Check the box that applies.  

□ This is the Substitute Back-Up Plan for  
Teacher  

 on .  
Date  

NOTE: If you are unable to start the day at the building you must complete this section. 

□ If a substitute is not available, I will cancel my field trip or conference and remain in the building.  

_______________________________________________ 

 
Period  Coverage Teacher  Subject/Duty  Room  

HR     

1     

2     

3     

4     

5     

6     

7     

8     

9     

Teacher   Date  

_______________________________________________ 
Principal   Date  


