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Introduction 
 
Welcome to the Anacapa School Trip Handbook! 
This document is designed to provide essential information for all school trips 
throughout the year. It outlines the purpose of school trips, behavior expectations for students, faculty, and 
parent chaperones, safety guidelines, and other key details. 
 
Our goal is to ensure that every trip is a successful combination of experiential education, enjoyment, and 
safety. This handbook serves as a comprehensive guide for all participants, offering clarity on expectations and 
procedures to make each trip memorable and rewarding. 
 
Please read this handbook carefully and keep it as a reference for all trips throughout the school year. Your 
understanding and adherence to the guidelines herein will help create positive experiences for everyone 
involved. 
 

Purpose of School Trips 
 
School trips are an integral part of the Anacapa School educational experience. These excursions provide 
opportunities to connect classroom learning with real-world environments, fostering both intellectual growth 
and personal development. Whether through overnight adventures, day trips, visits to cultural sites, or all 
school afternoon activities, our trips aim to: 
 
Enhance Learning 
Extend classroom concepts into practical settings, encouraging a deeper understanding of academic subjects 
through immersive, hands-on experiences. 
 
Promote Teamwork to Build Community 
Strengthen cooperation, collaboration, and communication skills through group activities and shared 
challenges. 
 
Foster Personal Growth 
Develop responsibility, independence, confidence, and adaptability by stepping outside comfort zones in a 
supportive environment. 
 
Create Lasting Memories 
Build meaningful connections with peers and faculty while exploring new environments, engaging in unique 
activities, and discovering personal interests. 
 
Expand Student Capabilities 
Encourage resilience and personal growth by facing challenges that push students just beyond their usual 
limits, enabling them to discover their true potential. 
 
 
 
 



General Trip Information 
 
Throughout the school year, students will participate in a variety of trips designed to enhance their educational 
journey. The main types of trips include: 
 
Educational Field Trips: 
Visits to museums, historical landmarks, science centers, botanical gardens, and other sites that complement 
academic subjects. 
 
Outdoor/Adventure Trips: 
Activities like hiking, camping, nature or urban walks to foster teamwork, build resilience, and connect with the 
natural world. 
 
Community Service Projects: 
Opportunities to engage in volunteer work with local organizations or participate in projects that benefit the 
community. 
 
Extracurricular Trips: 
Specialized trips related to clubs, sports teams, or other student organizations, such as attending competitions, 
performances, or training sessions. 
 
Each trip will be accompanied by a detailed notice specifying destination, date, itinerary, packing requirements, 
permission forms, and additional instructions. Parents and students should review these details carefully to 
ensure preparedness. 
 

Behavior Expectations and Rules for Students 
 
To ensure safety, enjoyment, and productivity, students are expected to follow the below in addition to the 
expectations provided in the Anacapa Student Handbook Guidelines. 
 
Respect: Show kindness and courtesy to peers, faculty, chaperones, and the general public.  
Responsibility: Take care of personal belongings and own up to actions. 
Safety First: Follow all safety instructions provided by teachers and chaperones. 
Positive Attitude: Participate fully with enthusiasm and an open mind. 
Representing Anacapa: We want others to know that students from Anacapa will act with class and 
responsibility so that we may be invited to return again in the future. 
 
Stay with the Group 
Always remain with your assigned group. If leaving for a bathroom break or similar reason, use the buddy 
system and inform/ask for permission from a teacher or chaperone. 
 
Use of Electronics 
Personal electronic devices should either be left at home or held by faculty.  On rare occasions phones may be 
used only during designated times, as determined by the trip leader. 
 
Appropriate Language 
Use respectful and suitable language. Disruptive behavior will not be tolerated. 



 
 
 
Dress Code 
Dress appropriately for the trip, considering the weather, activity type, and school policies.  Packing lists or 
essential items will be provided for trips as necessary. 
 
Respect for the Environment 
Take care of the locations visited by disposing of trash properly and leaving spaces better than they were 
found. 
 
 
 
 
Additional Rules for Overnight or Extended Trips 
 
 
Room Assignments 
Students must remain in their assigned rooms/cabins or tents during designated hours, especially at night. 
Changing rooms or leaving rooms without permission is not allowed. 
 
Curfew 
Follow the curfew established by trip leaders. After curfew, students must remain in their rooms and respect 
quiet hours to ensure everyone gets adequate rest. 
 
Room Conduct 
Maintain a clean and respectful environment in your assigned space. Loud music, disruptive behavior, or 
inappropriate activities are not allowed. 
 
Personal Items 
Keep track of your belongings. Valuables should be left at home unless explicitly required for the trip. The 
school is not responsible for lost or stolen items. 
 
Meals and Snacks 
Follow meal schedules and respect dietary guidelines or restrictions outlined for the group. Snacks are 
permitted in moderation but should not create a mess or disturb others. 
 
Medication and Health Needs 
For the safety and well-being of all participants, all medications must be disclosed to and managed by the 
designated trip leader. During the trip, only adult trip leaders are authorized to hold and administer 
medications. A completed Medication Authorization Form must be submitted for each medication a participant 
will require during the trip.  
Families must communicate any health concerns or special medical needs directly and promptly to a faculty 
member prior to departure. 
All medications must be provided in their original prescription containers, clearly labeled with the patient’s 
name, medication name, dosage, and prescribing physician’s name. Handwritten labels or repackaged 
medications will not be accepted.  
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Interpersonal Behavior 
Respect personal boundaries and privacy. Students should not enter others' rooms without permission or 
engage in activities that make others uncomfortable. 
 
Travel Etiquette 
Whether on a school van, bus, plane, or other transportation, maintain respectful behavior, follow seating 
arrangements, and adhere to the instructions of trip leaders or transportation staff. 
 
Emergency Procedures 
Follow emergency protocols as outlined by trip leaders. This includes knowing evacuation routes, meeting 
points, and how to contact a faculty member in case of an emergency. 
 
 
 
Prohibited Items 
Items such as weapons, drugs, alcohol, and other contraband are strictly forbidden. Bringing any prohibited 
items will result in immediate disciplinary action and possible early return at the parent/guardian's expense. 

 
Faculty and Chaperone Code of Conduct 
Faculty and chaperones are crucial to the success of school trips, as they provide supervision, guidance, and 
support. Their behavior must align with the highest standards of professionalism and responsibility to ensure 
student safety and create a positive experience for all participants. 
 
General Expectations 
Model Positive Behavior 
Exhibit professionalism, respect, and responsibility at all times. Chaperones should serve as role models for 
students through their actions and words. 
 
Be Actively Engaged 
Supervise students closely and remain alert to their behavior, safety, and well-being. 
 
Ensure Safety 
Adhere to and enforce all safety protocols. Immediately report any safety concerns or incidents to the trip 
leader. 
 
Communicate Effectively 
Provide clear and concise instructions to students and collaborate respectfully with fellow chaperones, faculty, 
and trip leaders. 
 
Respect Student Privacy 
Handle student health, behavior, and personal matters with discretion and confidentiality. 
 
 

Additional Rules for Overnight or Extended Trips 
 
Supervision During Downtime 



Chaperones must remain accessible and vigilant during unstructured time, ensuring students are safe and 
behaving appropriately. 
 
Room Checks and Night Supervision 
Assist with evening room checks to confirm students are in their assigned rooms at curfew. Chaperones should 
also be available to address any nighttime emergencies or concerns. 
 
 
 
Maintain Boundaries 
Avoid situations where a chaperone is alone with a single student unless absolutely necessary, and always 
maintain professional boundaries. 
 
Adhere to Schedules 
Ensure that students follow the trip itinerary and remain on time for all activities. Chaperones should model 
punctuality and accountability. 
 
Prohibit and Address Prohibited Items 
Be vigilant for items such as drugs, alcohol, or other contraband. Any discovery of prohibited items must be 
immediately reported to the trip leader. 
 
Set Appropriate Limits on Electronics 
Monitor and enforce students' use of electronics during designated times. Ensure that students are engaged in 
trip activities rather than distracted by devices. 
 
Monitor Interpersonal Behavior 
Address any conflicts, bullying, or inappropriate behavior among students promptly and professionally. Report 
recurring issues to the trip leader for further action. 
 
Enforce Curfew and Quiet Hours 
Help enforce curfew and ensure that students respect quiet hours, especially in shared accommodations or 
public spaces. 
 
Maintain Professional Conduct with Other Adults 
Collaborate respectfully with other chaperones and faculty. Avoid behavior that could disrupt the trip's positive 
environment, such as disputes or unprofessional language. 
 
Abstain from Substances 
Chaperones must refrain from consuming alcohol, smoking, or using any recreational substances during the 
trip. This applies at all times while supervising students. 
 
Emergency Preparedness 
Be familiar with emergency protocols, including evacuation plans, first aid procedures, and how to contact local 
authorities or school administrators. 
 
Participate Fully 
Actively engage in all trip activities and assist with logistics, including transportation, meal supervision, and 
activity organization. 
 



Prioritize Student Safety 
Ensure that students are never left unsupervised, particularly in unfamiliar or high-risk environments. 
Coordinate closely with other chaperones to maintain consistent supervision. 
 
 

Additional Rules for Trip Leaders 
Trip leaders bear additional responsibilities as the primary coordinators and decision-makers during school 
trips. They must: 
 
Plan Thoroughly 
Prepare detailed itineraries, packing lists, emergency contacts, and activity guidelines in advance. Share this 
information with chaperones, students, and parents. 
 
Communicate Roles and Expectations 
Clearly define the roles and responsibilities of chaperones and faculty to ensure consistency in supervision and 
rule enforcement. 
Conduct Safety Briefings 
Provide all participants with a safety briefing at the start of the trip, including emergency procedures, behavior 
expectations, and check-in schedules. 
 
Handle Emergencies 
Take the lead in managing any emergencies, including student illness, injuries, or safety incidents. Ensure that 
proper steps are taken, including contacting parents or authorities as needed. 
 
Enforce Consequences for Misconduct 
Work with the school leadership team to enforce consequences for students, faculty or parent chaperones who 
violate the rules. Ensure these actions are handled fairly and in line with school policy. 
 
Document Incidents 
Record and report any behavioral, medical, or safety incidents that occur during the trip. This documentation 
should be shared with school administration for follow-up. 
 
Lead by Example 
Maintain a calm, organized, and professional demeanor at all times, as this sets the tone for the entire group. 
 
Pre-Trip, During and Post-Trip Debriefing 
Before, during and after the trip, conduct a debriefing with chaperones and faculty to discuss successes, 
challenges, and areas for improvement for future trips. 
 
Consequences for Not Following the Handbook  
While school trips are meant to be enjoyable and educational, maintaining a safe, respectful, and orderly 
environment is essential. Therefore, there are consequences for students, faculty and chaperones who do not 
adhere to the rules and expectations outlined in this handbook. 
 
Consequences for Students: 
Failure to follow the guidelines set forth in this handbook may result in one or more of the following 
consequences: 
 



●​ Verbal Warning: For minor infractions, students will receive a verbal reminder of the expectations. 
●​ Time Out or Isolation: Students may be asked to step away from activities temporarily to reflect on their 

behavior and regain focus. 
●​ Parental Contact: In cases of repeated or serious infractions, parents will be contacted to discuss the 

student’s behavior and potential consequences. 
●​ Early Return from Trip: In extreme cases, a student’s behavior may result in their being sent home early 

at the parent/guardian's expense. This could be considered if a student’s actions pose a risk to the 
safety or well-being of themselves or others. 

●​ Exclusion from Future Trips: A student may be excluded from future trips if their behavior fails to 
improve or is deemed unacceptable, as outlined in the school’s code of conduct. 
 

Note: The severity of the consequences will depend on the nature of the infraction. Serious violations, such as 
physical harm, inappropriate or unsafe behavior, will lead to more severe consequences. 
 
Consequences for Faculty and/or Chaperones: 
Chaperones are expected to model appropriate behavior and follow all rules outlined in this handbook. If any 
faculty/staff or parent chaperone fails to meet these expectations, the following steps may be taken: 
 

●​ Verbal Reminder: Chaperones will receive a reminder about their responsibilities and expected 
conduct. 

●​ Written Warning: For repeated or more serious issues, a written warning may be issued outlining the 
concerns and expectations for improvement. 

●​ Removal from Chaperone Duty: In extreme cases, if a chaperone's behavior is unsafe, unprofessional, 
or disruptive, they may be removed from their role and asked to leave the trip. If this occurs, the school 
will make alternative arrangements for supervision. 

●​ Further Action: Serious violations of conduct, such as inappropriate interactions with students or failure 
to follow safety protocols, may result in formal disciplinary actions, including suspension from future 
chaperoning roles or other school-related duties. 
 

Note: Chaperones are expected to uphold the highest standards of professionalism, as their role directly 
impacts the safety and well-being of students. Any breach of these expectations will be taken seriously. 
 

Communication with Parents 
 
Before the Trip: Detailed trip notices will be sent home, outlining each trip’s specifics, including destination, 
date, itinerary, packing lists and any special requirements. 
During the Trip: Faculty will contact parents in the event of an emergency. Otherwise, trip updates will be 
provided through the school’s communication platforms. 
After the Trip: Students will share their experiences with the class, and parents will receive a summary of the 
trip. 
 
 

Acknowledgment and Agreement 
 
We, the undersigned, have read and understand the expectations and guidelines outlined in this handbook. We 
agree to follow the rules for all school trips throughout the year, and we acknowledge the consequences for not 
adhering to these expectations. 
 



 
Name: _____________________________ 
 
 
 
Signature:  _____________________________ 
 
 
 
Date: _____________________________ 


