
NATICK PUBLIC SCHOOLS
School Committee Meeting

May 6, 2024
6:30 PM

School Committee Room - 3rd flr, Town Hall

Posted Date: Thursday, May 2, 2024 @ 3:30 PM, Amended and Reposted on Monday,
May 6, 2024 @ 2:05 PM

Open Meeting 6:30PM. Virtual Meeting Accessed Via: https://us06web.zoom.us/j/2038566119?
pwd=TmtsdXgxenQ0YXRLN1FIcHVpd3hEZz09 Meeting ID: 203 856 6119 Passcode: 987179 One
tap mobile +13126266799,,2038566119# US (Chicago) +16465588656,,2038566119# US (New York)
Dial by your location +1 312 626 6799 US (Chicago) +1 646 558 8656 US (New York) Meeting ID:
203 856 6119 Find your local number: https://us06web.zoom.us/u/keAEm9sL . If any member of the

public, attending the meeting virtually, wishes to take advantage of public speak, they should email the
School Committee Chair, Shai Fuxman at (sfuxman@natickps.org), one hour prior to the start of the

meeting. Your email should include your name, town and your request to be called upon during the
public speak portion of the agenda. The School Committee Chair will then announce your name and
you will be unmuted and prompted to turn on your video for your opportunity to share your remarks.

Per our public speak policy, each speaker will have up to 3 minutes.

Posted In Accordance with Provisions of M.G.L. Chapter 30A, Sections 18-25

OPEN SESSION

• Roll Call

• Pledge of Allegiance

• Moment of Silence

• Announcements

PUBLIC SPEAK

Public Speak is scheduled for a period of fifteen minutes. Each speaker will be permitted a maximum of
three minutes during which time they can speak about topics within the scope of responsibility of the
School Committee. All remarks will be addressed through the School Committee Chair. Public Speak
is not a time for debate or response to comments by the School Committee.

• Teacher Representative

• Student Representative

SUBCOMMITTEE/LIAISON UPDATES

1. Second Reading Draft for Policy: BDA, BDB, BDC, BDD

CONSENT AGENDA

1. Donation for the Weather Club at Kennedy
2. Second and Final Reading for Policy: BDA, BDB, BDC, BDD



3. Approval for Out of State Travel to Chicago, IL - High School Speech and Debate Team

CHAIRMAN'S REPORT

SUPERINTENDENT'S REPORT

1. Math Curriculum Initiative and Coaches - Sue Balboni/Assistant Superintendent TLI
2. Physical Education and Health Audit - Sue Balboni/Assistant Superintendent TLI
3. Student Domestic and Global Travel Handbook - Tim Luff/Deputy Superintendent and Bella

Wong/Superintendent
4. Third Quarter Financial Report - Matt Gillis/Assistant Superintendent of Finance
5. Results of ATM School Capital Warrant Articles - Matt Gillis and Superintendent Wong
6. Enrollment Report - May 1st, 2024

ACTION ITEMS

1. Vote to Approve Student Domestic and Global Travel Handbook
2. Vote to Approve the Side Letter with Administrative Assistant Unit

Agenda items will be addressed in an order determined by the chair. Times are approximate.



ITEM TITLE: Second Reading Draft for Policy: BDA, BDB, BDC, BDD
DATE:
ITEM TYPE:
ITEM SUMMARY: Second Reading for Policy: BDA, BDB, BDC, BDD - LINK 
BACKGROUND INFORMATION:
RECOMMENDATION:

ATTACHMENTS:
Description File Name Type
second reading for policy
bda, bdb, bdc, bdd 5.6.24_SECOND_READING_BDA__BDB__BDC__BDD.docx.pdf Cover Memo

https://docs.google.com/document/d/16W8M1kCwFDMJcy_ojS_B7O3hcV8Me9Zr/edit?usp=sharing&ouid=112643713462963845539&rtpof=true&sd=true


File: BDA, BDB, BDC, BDD

SCHOOL COMMITTEE ORGANIZATIONAL MEETING,
OFFICERS AND OFFICIALS

A. PURPOSE:
To define the duties of the various officers of the School Committee and their manner of
election.

B. POLICY:

1. Organizational Meeting
For the purpose of organizing, the School Committee, at an organizational meeting,
held only for the purposes listed below, shall be scheduled for a date and time following
the Annual Town Election and prior to the first regular meeting will elect from its
membership a Chairperson, a Vice-Chairperson, and a Clerk all of whom will hold their
respective offices for a term of one year or until a successor is elected.

a) The meeting shall be called to order by the Executive Secretary of the Committee (the
Superintendent), who shall preside during and until the election of the Chairperson.

b) Nominations for the office of Chairperson will be made from the floor. The Chairperson
shall be elected by voice vote of the members participating either remotely or in-person
and voting. If no nominee receives a majority vote, the election will be declared null and
void and nominations will be reopened.

c) No member may serve as Chairperson for more than two consecutive years except by a
separate 2/3 vote of the Committee to permit the then Chairperson to be considered a
candidate in (b., above). No member shall serve more than three consecutive years.

d) Upon election, the new Chairperson will preside, calling for the election of a
Vice-Chairperson and Clerk, in order. The procedure used for their election will be the
same as that for electing the Chairperson.

e) Following the election of the Chairperson, Vice-Chairperson and Clerk, the Recording
Secretary, who shall not be a member of the School Committee, shall be appointed by the
Committee.

f) The Committee shall review subcommittee and liaison assignments and vacancies. To
give members an opportunity to understand the commitment involved and/or express
interest in an assignment, appointments to subcommittee and liaison positions shall occur
at the next regular meeting.

g) Any vacancy among the officers occurring between organizational meetings will be filled
by a member elected by the School Committee. The election will be conducted as
described above.

h) Following election of officers at its organizational meeting, the School Committee may
proceed into such special business as scheduled on the agenda.

i) The Student Representative (elected in accordance with Chapter 71, Section 38M) will
begin his/her their term at the beginning of the next school year.

j) Prior to June 1st of each year, a current or former participant of the Metropolitan Council
for Educational Opportunity (METCO) community will be appointed as an ex-officio
non-voting representative member of the School Committee. Such appointment will be
made by the School Committee upon recommendations from the METCO Director
and/or the Superintendent. The member will preferably, and in the following order, be a
current parent participant, alumni parent participant, or graduate of the program. This
member shall not have the right to attend executive sessions unless such right is
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File: BDA, BDB, BDC, BDD

expressly granted by the School Committee. The member will also be subject to all
School Committee rules and regulations and will serve without compensation. This
annual appointment will commence at the beginning of the school fiscal year following
the vote of the Committee.

k) The retention of School Committee counsel shall be reaffirmed at each organizational
meeting and reviewed at such time if the Committee feels appropriate.

2. Duties of the Chairperson: The Chairperson of the School Committee has the same
powers as any other member of the Committee to vote upon all measures coming before
it, to offer resolutions and to discuss questions. He or she They will perform those duties
that are consistent with their office and those required by law, state regulations, and this
Committee. In carrying out these responsibilities, the Chairperson will:

a. Sign the instruments, acts, and orders approved by the Committee in its name and
behalf.

b. Consult with the Superintendent in the planning of the Committee's agendas.
c. Confer with the Superintendent on matters that may occur between Committee

meetings.
d. Appoint subcommittees, subject to Committee approval.
e. Call special meetings of the Committee as found necessary or requested in writing by

members of the Committee.
f. Be public spokesperson for the Committee at all times except as this responsibility is

specifically delegated to others.
g. Preside at all Committee meetings.
h. Verify with the Superintendent annually that the Superintendent has completed

reviews of direct reports.
If the Chairperson is unable to carry on the duties for an extended period of time, the
School Committee will hold an organizational meeting and vote for a new Chairperson
and a Vice Chairperson.

3. Duties of the Vice-Chairperson of Policy and Operations

The Vice-Chairperson of Policy and Operations will assume the duties of the Chairperson
when the Chairperson is absent or incapacitated. In the absence of the Chairperson and
the Vice Chairperson at any School Committee meeting, the Executive Secretary
(Superintendent) shall call for the election of a Chairperson pro tem by the members
present.

4. Duties of the Clerk

The Clerk will be responsible for a record of the meetings being prepared in accordance
with by-law and supervise the Recording Secretary, who takes the notes and review them
prior to their acceptance by the School Committee. The Clerk is to attest to the minutes
and sign on the line for this purpose in the official book in which they are entered.

5. Duties of the Executive Secretary

The Superintendent shall be elected by the Committee as provided by law and shall serve
as Executive Secretary and perform all the duties that are prescribed by law and such
other duties, not inconsistent thereto, as the majority of the Committee may direct.

DRAFT S
ECOND R

EADIN
G



File: BDA, BDB, BDC, BDD

As Executive Secretary of the School Committee the Superintendent shall cause to be
kept and accessible a record of the proceedings of the Committee and shall keep on file
all reports, communications, papers, and documents relating to the business of the
Committee or belonging to it.

He or she They shall issue notices of Committee meetings; shall furnish each member, in
advance, an agenda for the forthcoming meeting which he or shethey shall have prepared
with the Chairperson; shall provide a copy of the record of previous meetings as soon as
possible; and shall perform such other duties as may be required by the Committee.

6. School Committee-Superintendent Relationship

The Committee will leave to the Superintendent all matters of decision and
administration that come within his or her their scope as executive officer or as
professional leader of the school system. While the Committee reserves to itself the
ultimate decision of all matters concerning general policy or expenditures of funds, it will
normally proceed in these areas after receiving recommendations from its executive
officer. Further:

a. The Superintendent will have the privilege of asking guidance from the Committee
with respect to matters of operation whenever appropriate. If it is necessary to make
exceptions to an established policy, he or she they will submit the matter to the
Committee for advice and direction.

b. The Superintendent will assist the Committee in reaching sound judgments and
establishing policies, and will place before the Committee all relevant facts,
information, and reports necessary to keep the Committee adequately informed of
situations or business at hand.

c. The Superintendent, after conferring with the Chairperson, shall notify members of
the School Committee regarding any meetings between the Superintendent and the
Chairperson touching on substantive matters, in a timely fashion.

7. Duties of the Recording Secretary (Part of MASC Policy BDB)

The Recording Secretary shall keep the minutes of School Committee meeting and shall
have such other duties as the Committee and the Superintendent may determine.

REFERENCES:

71M.G.L.sec.36,38G,41,42.
MASC, School Committee Policy Manual
41 M.G.L. sec. 1,41. 107.
Town of Natick Charter

Note: The treasurer of the town serves as treasurer of the School Committee (Part of Policy
BDB)

Revised by the Natick School Committee:__________
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ITEM TITLE: Donation for the Weather Club at Kennedy
DATE:
ITEM TYPE:
ITEM SUMMARY: Donation for the Weather Club at Kennedy
BACKGROUND INFORMATION:
RECOMMENDATION:



ITEM TITLE: Second and Final Reading for Policy: BDA, BDB, BDC, BDD
DATE:
ITEM TYPE:
ITEM SUMMARY: Second and Final Reading for Policy: BDA, BDB, BDC, BDD -

LINK
BACKGROUND
INFORMATION:
RECOMMENDATION:

ATTACHMENTS:
Description File Name Type
second and final
reading for policy:
bda, bdb, bdc, bdd

5.6.24_SECOND_and_Final_READING_BDA__BDB__BDC__BDD.docx_(1).pdf Cover
Memo

https://docs.google.com/document/d/16W8M1kCwFDMJcy_ojS_B7O3hcV8Me9Zr/edit?usp=sharing&ouid=112643713462963845539&rtpof=true&sd=true


File: BDA, BDB, BDC, BDD

SCHOOL COMMITTEE ORGANIZATIONAL MEETING,
OFFICERS AND OFFICIALS

A. PURPOSE:
To define the duties of the various officers of the School Committee and their manner of
election.

B. POLICY:

1. Organizational Meeting
For the purpose of organizing, the School Committee, at an organizational meeting,
held only for the purposes listed below, shall be scheduled for a date and time following
the Annual Town Election and prior to the first regular meeting will elect from its
membership a Chairperson, a Vice-Chairperson, and a Clerk all of whom will hold their
respective offices for a term of one year or until a successor is elected.

a) The meeting shall be called to order by the Executive Secretary of the Committee (the
Superintendent), who shall preside during and until the election of the Chairperson.

b) Nominations for the office of Chairperson will be made from the floor. The Chairperson
shall be elected by voice vote of the members participating either remotely or in-person
and voting. If no nominee receives a majority vote, the election will be declared null and
void and nominations will be reopened.

c) No member may serve as Chairperson for more than two consecutive years except by a
separate 2/3 vote of the Committee to permit the then Chairperson to be considered a
candidate in (b., above). No member shall serve more than three consecutive years.

d) Upon election, the new Chairperson will preside, calling for the election of a
Vice-Chairperson and Clerk, in order. The procedure used for their election will be the
same as that for electing the Chairperson.

e) Following the election of the Chairperson, Vice-Chairperson and Clerk, the Recording
Secretary, who shall not be a member of the School Committee, shall be appointed by the
Committee.

f) The Committee shall review subcommittee and liaison assignments and vacancies. To
give members an opportunity to understand the commitment involved and/or express
interest in an assignment, appointments to subcommittee and liaison positions shall occur
at the next regular meeting.

g) Any vacancy among the officers occurring between organizational meetings will be filled
by a member elected by the School Committee. The election will be conducted as
described above.

h) Following election of officers at its organizational meeting, the School Committee may
proceed into such special business as scheduled on the agenda.

i) The Student Representative (elected in accordance with Chapter 71, Section 38M) will
begin his/her their term at the beginning of the next school year.

j) Prior to June 1st of each year, a current or former participant of the Metropolitan Council
for Educational Opportunity (METCO) community will be appointed as an ex-officio
non-voting representative member of the School Committee. Such appointment will be
made by the School Committee upon recommendations from the METCO Director
and/or the Superintendent. The member will preferably, and in the following order, be a
current parent participant, alumni parent participant, or graduate of the program. This
member shall not have the right to attend executive sessions unless such right is
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File: BDA, BDB, BDC, BDD

expressly granted by the School Committee. The member will also be subject to all
School Committee rules and regulations and will serve without compensation. This
annual appointment will commence at the beginning of the school fiscal year following
the vote of the Committee.

k) The retention of School Committee counsel shall be reaffirmed at each organizational
meeting and reviewed at such time if the Committee feels appropriate.

2. Duties of the Chairperson: The Chairperson of the School Committee has the same
powers as any other member of the Committee to vote upon all measures coming before
it, to offer resolutions and to discuss questions. He or she They will perform those duties
that are consistent with their office and those required by law, state regulations, and this
Committee. In carrying out these responsibilities, the Chairperson will:

a. Sign the instruments, acts, and orders approved by the Committee in its name and
behalf.

b. Consult with the Superintendent in the planning of the Committee's agendas.
c. Confer with the Superintendent on matters that may occur between Committee

meetings.
d. Appoint subcommittees, subject to Committee approval.
e. Call special meetings of the Committee as found necessary or requested in writing by

members of the Committee.
f. Be public spokesperson for the Committee at all times except as this responsibility is

specifically delegated to others.
g. Preside at all Committee meetings.
h. Verify with the Superintendent annually that the Superintendent has completed

reviews of direct reports.
If the Chairperson is unable to carry on the duties for an extended period of time, the
School Committee will hold an organizational meeting and vote for a new Chairperson
and a Vice Chairperson.

3. Duties of the Vice-Chairperson of Policy and Operations

The Vice-Chairperson of Policy and Operations will assume the duties of the Chairperson
when the Chairperson is absent or incapacitated. In the absence of the Chairperson and
the Vice Chairperson at any School Committee meeting, the Executive Secretary
(Superintendent) shall call for the election of a Chairperson pro tem by the members
present.

4. Duties of the Clerk

The Clerk will be responsible for a record of the meetings being prepared in accordance
with by-law and supervise the Recording Secretary, who takes the notes and review them
prior to their acceptance by the School Committee. The Clerk is to attest to the minutes
and sign on the line for this purpose in the official book in which they are entered.

5. Duties of the Executive Secretary

The Superintendent shall be elected by the Committee as provided by law and shall serve
as Executive Secretary and perform all the duties that are prescribed by law and such
other duties, not inconsistent thereto, as the majority of the Committee may direct.
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File: BDA, BDB, BDC, BDD

As Executive Secretary of the School Committee the Superintendent shall cause to be
kept and accessible a record of the proceedings of the Committee and shall keep on file
all reports, communications, papers, and documents relating to the business of the
Committee or belonging to it.

He or she They shall issue notices of Committee meetings; shall furnish each member, in
advance, an agenda for the forthcoming meeting which he or shethey shall have prepared
with the Chairperson; shall provide a copy of the record of previous meetings as soon as
possible; and shall perform such other duties as may be required by the Committee.

6. School Committee-Superintendent Relationship

The Committee will leave to the Superintendent all matters of decision and
administration that come within his or her their scope as executive officer or as
professional leader of the school system. While the Committee reserves to itself the
ultimate decision of all matters concerning general policy or expenditures of funds, it will
normally proceed in these areas after receiving recommendations from its executive
officer. Further:

a. The Superintendent will have the privilege of asking guidance from the Committee
with respect to matters of operation whenever appropriate. If it is necessary to make
exceptions to an established policy, he or she they will submit the matter to the
Committee for advice and direction.

b. The Superintendent will assist the Committee in reaching sound judgments and
establishing policies, and will place before the Committee all relevant facts,
information, and reports necessary to keep the Committee adequately informed of
situations or business at hand.

c. The Superintendent, after conferring with the Chairperson, shall notify members of
the School Committee regarding any meetings between the Superintendent and the
Chairperson touching on substantive matters, in a timely fashion.

7. Duties of the Recording Secretary (Part of MASC Policy BDB)

The Recording Secretary shall keep the minutes of School Committee meeting and shall
have such other duties as the Committee and the Superintendent may determine.

REFERENCES:

71M.G.L.sec.36,38G,41,42.
MASC, School Committee Policy Manual
41 M.G.L. sec. 1,41. 107.
Town of Natick Charter

Note: The treasurer of the town serves as treasurer of the School Committee (Part of Policy
BDB)

Revised by the Natick School Committee:__________
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ITEM TITLE: Approval for Out of State Travel to Chicago, IL - High School Speech
and Debate Team

DATE:
ITEM TYPE:
ITEM SUMMARY: Out of State Travel to Chicago, IL for High School Speech and Debate

Team - LINK
BACKGROUND
INFORMATION:
RECOMMENDATION:

ATTACHMENTS:
Description File Name Type
approval out of state travel
high school to chicago, il

5.6.24_NCFL_2024_-
_Field_Trip_Request_for_OUT_OF_STATE_Over_Night_.docx.pdf Cover Memo

https://docs.google.com/document/d/1594MNm09rGry1ZkgnbVLNIOncw83OS-l/edit?usp=sharing&ouid=112643713462963845539&rtpof=true&sd=true


School Sponsored
Field Trip Request Form
Out of State Travel ONLY

Attach itinerary, student lists (if known), hotel information, chaperone sign-off forms, waiver requests, etc. to the completed
request form and send to the Principal’s office. If you will just be submitting the one request form, you may return it by email.

Submit to the principal’s office no later than the Wednesday before the Natick High School Committee is to meet. Overseas trip
requests must be submitted and also approved in advance of any marketing to the students.

The lead teacher or an adult representative from your trip must appear at the School Committee meeting to present the request.
You will be notified of the date of this meeting.

To: Dr. Bella Wong, Interim Superintendent
From Josepha Blocker, NHS Principal
Date:      
Re:      

I would like to request School Committee Approval for the following overnight / out-of-state trip:

Lead teacher’s name: Amanda Parker      

Group:  Speech & Debate Team    

Destination and also Itinerary: NCFL National Speech & Debate Tournament, Chicago, IL. (See below for more details).
     

Date of trip:   Thursday, May 23, 2024 to Monday, May 27, 2024 

Time & location of departure & return: Depart 5/23/24 at 7:45 AM, Logan Express station in Framingham. Return 5/27/24
at approximately 12:00 midnight, Logan Express station in Framingham.

Transportation:  The team will take Logan Express to and from Logan Airport. Our flights are on Southwest Air. The
team would like permission to take taxis/rideshares from Midway Airport to our Hotel, and then back again on the way
home. No transportation is needed once we are at the hotel as everything is within walking distance.    

Mode of transportation requested:  We are requesting permission to take students in taxis or rideshares between Chicago
Midway Airport and our hotel. We will be walking everywhere once we are in downtown Chicago.  

Method of payment (fundraising, etc.):  Fundraising & student payments    

Names & phone numbers of chaperones:  Amanda Parker (508-740-0130) and Joyce Albert (508-397-5143)    

Estimated Cost of trip per student:  $600 per student    

Please state the purpose of this trip:  The team has qualified seven students to compete at the NCFL National
Tournament.    

I support this request and thank you for your consideration.

Sincerely,



Josepha Blocker
Principal

☐ I have attached all relevant forms necessary to submit this request.

Revised June, 2023

● Students will miss school on Thursday, May 23 & Friday, May 24.
● Chaperones: Amanda Parker & Joyce Albert. (Sarah Donnelly will be at the tournament but is not traveling with the

team.)
● Flight information:

○ Thursday, 5/23
■ Southwest Flight # 3048, Departs Boston at 10:45 AM, arrives in Chicago at 12:20 PM

○ Monday, 5/27
■ Southwest Flight # 2383, Departs Chicago at 7:45 PM, arrives in Boston at 11 PM

● Hotel Information:
○ Hilton Chicago, 720 South Michigan Avenue, Chicago

● General itinerary:
○ Thursday - Arrival, settle in, Navy Pier & other sightseeing
○ Friday - Tournament prep & practice, Millenium Park & other sightseeing
○ Saturday - Preliminary rounds
○ Sunday - Elimination rounds and awards
○ Monday - Sightseeing & late flight home

● Ground transportation:
○ Between Natick & Logan - Logan Express
○ Between Midway airport (Chicago) & hotel - taxis/rideshares or The L

List of Students:
Christa Belev, 2026
Sanjhbati Das, 2026
Clara Duckworth, 2024
Soham Kadam, 2024
Nathan Moldover, 2025
Adam Pochobut, 2024
Doris Yu, 2026



ITEM TITLE: Math Curriculum Initiative and Coaches - Sue Balboni/Assistant
Superintendent TLI

DATE:
ITEM TYPE:
ITEM SUMMARY: Math Curriculum Initiative and Coaches - LINK 
BACKGROUND
INFORMATION:
RECOMMENDATION:

ATTACHMENTS:
Description File Name Type
math curriculum initiative and coaches 5.6.24_Math_Curriculum.pdf Cover Memo

https://drive.google.com/file/d/15WScmWcRGMTGtJtcIEYpqDVsAcVScz_y/view?usp=drive_link


Math Curriculum
Implementation Year 1

2024



Your paragaptReminder of what we implemented at each level
What changes we made to support the effective

implementation
Feedback from coaches, principals and department head

data results
Feedback and quotes from surveys
photos of implementation in action

next steps



Your paragaptElementary Grades K-4:
Illustrative Mathematics

High School:
Big Ideas in

Algebra I
Geometry I
Algebra II

New Math Curriculum Implementation



Elementary Teacher Feedback

“The biggest success is that all my students
were able to be included and participated in

the general education implementation of
the IM curriculum. Initially, I had doubts

about how my students would adjust, but
they have made such great progress.” 

- TEACHER

“The kids are talking about
their math and sharing some
amazing thinking. There are

days when their thinking
shocks me (in a good way).” 

- TEACHER

“Some students that would have been
pulled out during math,  are able to

access the curriculum from within the
classroom with support” - TEACHER



“I feel like my students use a lot more math
language this year and are generally better
collaborators when asked to work in groups

or with partners. They seem to have retained
previous units better than in other years,

and are they are doing a lot more
questioning and wondering “out loud” when

have math talks.” - TEACHER

“Students are able to talk about math in a way
I haven't heard before, kids are more flexible in

strategies for thinking and solving problems” 
- TEACHER



"I was visiting a 1st Grade classroom during their Math block and
was surprised to hear the teacher say to me, 'You're going to think

this is too hard for them'. I looked at the work on the board and
noticed that these 1st grade students needed to analyze student
work, match it to a set of equations and explain their thinking as

to why the visuals went with the written equations. Again, the
teacher said across the room, 'You're going to be surprised. They
can do this.' I did think it may be too challenging for our 1st grade
friends. I was proven wrong as student after student raised their

hand and shared their thinking, referring to the visuals and
equations, using appropriate vocabulary, and demonstrating a

solid understanding of someone else's work. I was blown away by
the level of discourse in this classroom. I believe the teacher and
students all saw my surprise, and I complimented them on their

depth of understanding. This is the type of conversation I'm
seeing on a regular basis here at school. It is a real change from

what our students were doing previously" - PRINCIPAL



Adjustments made to support IM implementation 

All teachers used the common curriculum-based end-of-unit assessments.

Adjusted scope and sequence to build in center days to support reteaching
opportunities, review and extend student learning through small group
instruction 

Provided specified time at the beginning of the year to unpack units with
Math Coaches

Adjusted the outside Professional Development plan to ensure teachers
were provided with math teaching strategies that aligned with the IM
curriculum



Coaches’ Feedback
Positive Feedback: 

The increase of student dialogue and the ability to engage in their learning and the
learning of others has grown tremendously.
Students are more able to critique the reasoning of others and prove their thinking
in multiple ways.
Students are given multiple opportunities to make sense of the math for
themselves while working in varied partnerships and small groups.
Increased teacher dialogue about math and the deeper conceptual understanding
students need to be successful mathematicians.

Opportunities for Growth:
Inclusion of strategy-based fluency practice during the school day
Incorporation of more time for differentiated small group instruction time
Extending the opportunities for all students to participate in the core program



Elementary Math Next Steps
IM Assessments:  

Evaluate and adjust assessments to ensure grade-level standards are
meaningfully addressed
Evaluate the point values of questions to ensure proper weight is given to the
unit's essential learning and the depth of understanding necessary to solve the
problem.

Pacing:
Create a realistic, adequate pacing guide that feels manageable and
appropriate for each grade level.

Professional Development:
Identify content-specific PD that aligns with current state standards being
taught at each grade level.



Secondary Feedback from Teachers

The layout/order of the materials makes sense
and students can easily link  information

across the entire course. - TEACHER

I like the way the book is organized. It is
easy to follow. - TEACHER

My lessons have been carefully designed
and the textbook has helped with that

framing. - TEACHER

New at HS - Alg 1, Geom, Alg 2 
Already using Grades 6-8

 I am hopeful Big Ideas will improve on
their homework product...I just want the
program to be able to give my students

more valuable feedback.. - TEACHER



Secondary Student Successes Observed by Teachers

A few students who have struggled in
the past have shown a lot of good
understanding and have worked

positively with peers to develop their
learning.  - TEACHER

Students are taking on the
challenging curriculum and
being successful! They are

connecting concepts
throughout the course.

- TEACHER



Secondary Math Next Steps
Topic Coverage / Pacing:  

Continue revising our departmental strategy around topics that overlap
across courses: Algebra 1, Geometry, Algebra 2, Precalculus
Revise what topics are realistic for each course to cover, given the
allocated class time each year

Student Groupings / Strategies:
Provide more choices to students on what to explore/practice during class,
utilizing UDL strategies 

Professional Development:
More time to meet across levels / courses among different teachers
Utilizing student-centered methods of instruction



ITEM TITLE: Physical Education and Health Audit - Sue Balboni/Assistant
Superintendent TLI

DATE:
ITEM TYPE:
ITEM SUMMARY: Health and Physical Ed Audit - LINK
BACKGROUND
INFORMATION:
RECOMMENDATION:

ATTACHMENTS:
Description File Name Type
student domestic and global travel
handbook

5.6_sues_Scan_Linda_McGrath_11_39_00-
03_05_2024.pdf Cover Memo

https://drive.google.com/file/d/1zIRf8eU7U1ejXsI55BmUz9yOUuoa4UoM/view?usp=drive_link


JOURNEY TOWARDS 
EXCELLENCE IN 
WELLNESS AND 

PHYSICAL EDUCATION IN 
THE NATICK PUBLIC 

SCHOOLS 
School Committee Presentation 

May 6, 2024 



•• •• 
Our Objectives 

• Identify the standards that are 
taught at each grade level or course 

• Identify the standards that are not 
currently covered in our courses 

• Develop a plan to address the 
standards that are not being taught 

• Get feedback from all stakeholders 
on our physical education and 
health courses 

• Identify our glows 
• Identify our grows 
• Develop a plan to address our 
grows 



The Audit Tea 
• Sue Balboni, Asst. Super for TLI 
• Bob Anniballi, Director of Wellnes 
• Mike Buono, HS PE 
• Jessica Stefanini, HS PE 
• Sherrin Moran, HS Health 
• Jen Godin, HS Health 
• Noel Vigue, MS PE 
• Dave Lyth, MS PE 

J • Brenna Watson, MS Health 
F • Jen Pascarelli, ES PE 

• Jason MacDonald, ES PE 
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The Process 
• Standards walk 
• Review MA and National standards 
• Develop surveys 
• Analyze survey results 
• Identify "GLOWS" 

. e Identify "GROWS" 
• Develop a plan for next steps 
• Share findings with Stakeholders 



Standards 
Work 

COMPREHENSIVE 
HEALTH AND 

PHYSICAL 
EDUCATION 

Grades Pre-Kindergarten to 12 

Massachusetts 
Curriculum 
Framework- 
2023 

Massachusetts 
Comprehensive Health 

Curriculum 
Framework 

3s5"v%, 

"re=: " 
~ 
tr11 

October, 1999 

SHAPE 
(e) Sets the Standard 



Mission 
Welcome to 21st Century Physical Education 

We pride ourselves on staying current or even ahead of the curve in exercise science research. 
With the recent recommendations from MA DESE, SHAPE Amercia, Institute of Medicine (National 

Academy of Sciences), the Center for Disease Control (CDC) and the American Academy of 
Pediatrics (AAP) regarding physical education (PE) and physical activity in children and youth, we 
continually work on updating our curriculum. Our goal is to develop physically literate students whc 
have the knowledge, skills (both physical and social and emotional), and confidence to enjoy a 

lifetime of physical activity. High quality Physical Education helps to improve physical 
competencies, health-related fitness and cognitive abilities. 



Middle School Physical Education 
Survey Results - Student Responses 

"I loved the dances. I feel 
like it helped me meet new 
friends. It was fun to see 
how everyone was excited 

to dance. I had an awesome 
time with this activity and 

hope to do it again." 

I 
RE. 

"I like when we do the 
stations, capture the flag, 
sneak attack, and dance. 

"I like having the fitness 
room as an option." 

of students report 
92%%cia satusiea or 

very satisfied with 
the PE program and 
they meet all 
standards. (Seen on 
next slide) 

glOL of students reported 
/O that the PE program 

is inclusive and 
accommodating of 
different ski 11 levels 
and abilities. 

920L of students report 
70 being "Engaged and 

Interested" in the 
Physical Education 
activities offered. 







My middle 

Middle School Physical 
Education Survey Results - 

Fro. P@f®9f «re is ner tavorte class! sne 
sc oo er as 

enjoyed physical 
ed and has had a 
great experience 

with all the 
teachers.? 

Yo¥ 
42edbocks 
otters! • 

excited every time it's a gym 
day." 

'They both love P.E. I disliked 
my own P.EE. classes when I was 
their age, and I love that they are 

having a much more positive 
experience.? 

9Q% 9f parents reported that 
0 the PE program is 

inclusive and 
accommodating of 
different skills levels and 
abilities. 

85% of parents reported that 
their student seem 
engaged and interested in 
the physical education 
activities. 



Middle School Physical Education 
Identified Needs / Areas of 

Growth 
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M.S. Health 
Student Feedback 

How Satisfied 
are you with 
the Health 
Curriculum? 

Do you feel that the information 
learned in health class is 
applicable to your everyday life? 

"Yes" 
81% 

49% 
"Yes" 

Are you having health 
related converstaions 

with your 
parent/guardians outside 

of school? 

"No" 
19% 

51% 
"No" 



•• •• 
M.S. Health 
What do we need more 
of? 

Students: 
Topics: 

• Nutrition 
• Mental Health 
• Smoking/Vaping/Drugs 
• Sexual Health 

Parents/Guardians: 
• More Classes: 

"More! This is a practical topic kids will 
put to use immediately. They need 
exposure to better prepare them for 
adulthood." 
"kids need to process some topic in 
more depth." 
"20 seems like a tight schedule to cover 
everything" 

• Continue with Newsletters 
• Topics To Be Covered: Gender 

Identity, Sexual Health, Substances, 
Safety, Mental Health, 
Screentime/Social Media, Bullying, 



Parent/Guardian and Student quotes regarding 
Middle School Health 

"I think it's important to make health education fully 
inclusive of all gender identities. This is critical to 
promote equity. An understanding through fact 
based education can help prevent bullying and 
violence toward non-conforming students and 
promote positive mental health." 

"I think the topics of substance 
abuse and mental health are 
being taught well." 

"I like that each grade focuses on different 
things each year because if we were to learn a 

lot of things in less detail rather than fewer 
things in more detail, we wouldn't learn nearly 

as much." 

I think Natick schools should implement the new MA 
health curriculum framework. These include mental 
health, healthy relationships, sexual health (including 
gender identity and expression), substance use and 

misuse, personal safety, public health, etc. 

I have serious concerns around the 
community activism to try and stifle health 

related conversations at school. All 
research points to the need for this and 

thank you, NPS, for doing a wonderful job. 



M.S. Health 
Faculty Feedback 
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~ 

(yve are aiming to address 100% of 
ki3la gll the health standards with our 
t,5 ' skills based health curriculum. v 
To accomplish this we need: 
• More Class Time (currently 
{®"8 

only getting to 50%) 
&.." " • . > • More PD time needed to # Tl 

What we want our 8th grade 
to be able to accomplish: 

"To have the skills to be able to 
advocate for their own health - to 

access valid and reliable information, to 
be able to advocate for help to a trusted 
adult and want to live a life that in their 

eyes is "health-filled"" 

create skills based lessons 

"Would like students to be equipped with 
practical skills that they can apply in their daily 
lives to promote their overall well-being and to 

become empowered and confident in their ability 
to make informed decisions about their health 

and well-being." 



H.S. Health 
Feedback 
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1% of students surveyed feel 
that they can show what they 

have learned in multiple 
ways. 

94% of parents/guardians 
state that they are having 
ealth related conversations 

at home. 

79% of staff do not feel 
that 1 semester of Health 
Education over the course 
of 4 high school years is 

sufficient. 

95% of students surveyed are 
satisfied with the resources 
provided in health class. 

76% of parents/guardians do 
not feel that 1 semester of 

Health Education over the 
course of 4 high school years 

is sufficient. 
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H.S. Health D 0 
Curriculum o O O 
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Parents/Guardians, Students, 
and Staff overwhelmingly 
prioritize the need for the 
following topics in the high 
school health education 
curriculum: 

"I would like students to have a "life skills" 
class every semester. To include health 
issues, but also budgets, checking accounts, 
taxes, potential careers, cooking basic 
meals, nutrition, driver's ed, etc." -HS parent 

"I worry about the visibility of LGBTQ+ issues 
within the curriculum, and that students 
understand queer health issues." -HS faculty 

• Body Image / Self-Esteem 
• Decision-Making 
• Healthy Relationships 
• Nutrition 
• Stress Management 
• Substance Abuse Prevention 



Parent/Guardian, Student, and Staff quotes regarding Health class only being 1 
semester of high school... 

"It would probably be more helpful to have it 
for two semester classes over the course of 2 
years. To have a semester sophomore year 
and a semester junior year would most likely 

be more sufficient." 

"Health should be at least 2 semesters. It felt 
very rushed with it being 1 semester only, so 
if it was spread out into 2 semesters, I feel as 
if it would work better and it would be easier 

to retain the information." 

"Health Education needs more time to take a 
deeper dive into the already long list of vitally 

important topics that are included in the 
curriculum." 

"You need a minimum of 2 years of 
health to really hone in on topics. 

Students should have time to have open 
conversations about health topics." 

"I feel like two semesters would be 
sufficient because the topics covered 

are so important and can help 
students for the rest of their lives." 

"How can you possibly cover 
everything in one semester?" 



From Parents 

of parents think there is a need for Health Education. 
of parents believe their child is getting the same or 

better experience in PE than when they were in school. 

• of parents are satisfied when their child comes home on PE days. 

"PE is VERY important. 
If I were exposed to better 
exercise and PE when I was 
younger, I might want to do 

more now as an adult." 

Overall, it's clear that parents value 
PE not only for its physical health 
benefits but also for its role in 

promoting social skills, mental well 
being, and academic success. They 
advocate for PE programs that are 
engaging, inclusive, and supportive 
of children's overall development. 



Elementary Survey Results - 
From Teachers 

es. They get the~ 
out and are more calm 
when they come back to 
the classroom. It also 

teaches working together 
as a team. 

&au of teachers feel there is a need for Health classes! 

0 0,✓- of teachers are 0 ,o satisfied when their 
etadents return from PE! 

Overall, while PE is generally seen as 
a positive opportunity for students to 
engage in physical activity and learn 

important skills, there are also 
challenges and nuances in how 

individual students respond to these 



EVERYTHING 
IS AWSOME!! 

Results - From 
Students 

I love PE I really don't 
think that PE needs 

more enjoyable things 
because I already think 

PE is good. 

of our students enjoy participating in PE. 
of students feel confident during PE . 

• of students feel very motivated/motivated to participate in PE. 

of students rarely engage in 
Ph sical Activity outside of school. 

Incorporating a diverse range of activities allows for student input on 
game selection, provides opportunities for teamwork and choice, and 

ensures a supportive and engaging environment for all students. 

i 
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HS PE:Student Feedback • 

0 

62.5% of students report having made 
close relationships with other students. 

83% of students report their interest 
and enthusiasm in PE as a 3/5 or 

higher. 

Students most commonly reported a want for 
more instruction in the areas of: nutrition, 

emergency response protocol, and 
mindfullness. 

Socializing with my friends and having a break from tough classes. 

I enjoy spending time with my friends and working out with them. My friends 
also show me how to play their sports better, and it's fun to learn with them. 

2024 Natick Health and PE Audit 
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HS E:3ta Feedback 
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Staff feedback indicated that over 70% of 
their students reported positive 

experiences in PE 
"I am amazed at the dedicated and knowledgable faculty in the Physical Education and Health 
epartment. From my brief visits to some of these classes, Natick students are getting more and 
oetter opportunities than I got as a student. For students to become personal trainers, training in 
aching spin classes, and jiu-jitsu, I am completely AMAZED by these opportunities for students! 

"The diversity of offerings seems to make it so that students can choose a PE course that fits 
their interests". 

2024 Natick Health and PE Audit 



HS PE:Parent Feedback 

I appreciate the focus on general wellness - nutrition, stress, stretching, etc. 
Also helps them learn better throughout the day when physically active. 

It's very important. Not only for letting energy out, but it's important to establish 
the mind-body connection and develop cardio-vascular health and muscle 
strength. 

2024 Natick Health and PE Audit 



HS PE: Glows 
• We have many great options for kids to engage in 
• Our students really enjoy the activities at all levels 
• Students are learning about health and wellness that they can apply 
to all aspects of their lives outside of class 

• Parents see the benefits of what their children are experiencing 
• Kids are developing relationships with peers in PE classes 
• Students are learning about healthy relationships and healthy living 
• Wellness and PE classes give students the opportunity to develop 
social emotional skills and healthy body image and healthy living 
skills 

www.reallygreatsite.com 



HS PE: Grows 

• Students, parents and educators agree that we do not have enougl 
opportunity to address health issues 

• We need to find ways to add in the new health standards at the 
elementary level 

• Overwhelmingly there is a request for more support and education 
around sex, alcohol and drugs 

• Concerns about not enough visibility and support around LGBTQ+ 
issues 

• Need for more support around stress management 

www.reallygreatsite.com 
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Our Grows 
Lorem ipsum dolor sit amet, consectetur adipiscing 
elit. Donec quis erat et quam iaculis faucibus at sit 
amet nibh. Vestibulum dignissim lectus in ligula 
rhoncus, et bibendum risus dictum. 

www.reallygreatsite.com 
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Next Steps 

Determine how to incorporate health 
standards into elementary levels 

Looks at how we can provide more 
health courses at the high school level 

Continue to analyze our course offerings at NHS 
and adjust based on feedback from students 

Continue to have feedback loops and adjust 
based on that feedback 
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Global and Domestic Travel: Why Do We Provide These Experiences?

According to the Natick Public Schools Profile of a Graduate, “Natick High School students develop the social and
cross-cultural skills that inspire leadership, encourage teamwork, and promote communication.” As a CITIZEN
LEADER, global and domestic travel experiences help students realize the following goals:

● Acknowledges, understands, and works effectively with people from diverse social and cultural backgrounds

● Leverages social and cultural differences to create new ideas and increase both innovation and quality of work

Global and Domestic Travel: Table of Contents

Topic

How to Use this Guide

Roles and Terms Defined

Phase One: Travel Approval

Phase Two: Planning

Phase Three: Countdown to Departure

Phase Four: Travel and Beyond

Appendix



Global and Domestic Travel: How to Use This Guide

Welcome to The Natick Public School Global and Domestic Travel Handbook. The Handbook is meant to provide

assistance and support to Trip Leaders during each phase of a global or domestic travel experience for Natick Public

School students. You will find policies, procedures and related forms that are meant to serve the dual purpose of

providing clear information to support chaperones, while ensuring that trips meet related school, local and state

requirements. The Appendices section includes all of the documents that are referenced in the Handbook.

The guidelines are divided into four sections:

Phase One: Travel Approval

Phase Two: Planning

Phase Three: Countdown to Departure

Phase Four: Travel and Beyond

Look through the Handbook and familiarize yourself with what steps are proposed for each phase of a trip. You will be

partnering with the Principal, Vice or Assistant Principals, Deans of Students, School Nurse, other Natick Public School

staff, your travel partner, and students and families at each step along the way.

Global and Domestic Travel: Roles and Terms Defined

ROLES

Principal or Designee: Unless otherwise specified, the building Principal, or a primary designee of the principal, will be

the primary administrative contact for the Travel Leader for the development and support of the trip. The Principal or

Designee will:

● Provide support and advice by telephone to the Travel Lead Chaperone during the course of travel as outlined in

the Emergency Action Plan.

● Contact parents/guardians in the event of a situation warranting contact as outlined in the Emergency Action

Plan.

● Act as designated contact for parents/guardians in the event of an emergency that warrants parent contact to

the Lead Chaperone or student. A method for contacting the Principal or Designee in the event of an emergency

will be established through the trip’s Emergency Action Plan and communicated to parents/guardians during the

Informational Meeting prior to trip departure.

Vice or Assistant Principal: Natick High, Middle School, or Elementary Vice or Assistant Principal

Dean of Students: Natick High School Dean of Students



Student: Any students that are enrolled at NPS

Travel Leader: A teacher or NPS staff person who initiates a global or domestic travel experience for Natick Public School
students during the school year or summer. The Travel Leader will be the primary contact person for the trip. The Travel
Leader will also assume the role and responsibilities of a Travel Chaperone for the duration of the trip.

Travel Chaperone: A teacher or NPS staff person who is involved with a global or domestic travel experience for Natick
Public School students during the school year or vacation. The Travel Chaperone will work with the Travel Leader to
organize and lead a global travel experience. There may be circumstances where the Travel Leader will designate the
Travel Chaperone to take over as Travel Leader during travel. There must be a 6-8:1 student to chaperone ratio (unless
approved by the Superintendent) for any overnight trip.

NPS Alternate Contact: The person who will serve as the local Alternate Contact to the Principal or Designee for the
Travel Leader during a trip as specified in the Emergency Action Plan.

School Nurse: An appropriate NPS nurse (building nurse) in consultation with the Director of Nursing, must be involved
in trip planning and support.

Travel Partner: A travel-related organization with whom the Natick Public Schools contracts to handle some or all aspects
of the trip. Travel Partners may include travel agencies, trip organizations, local travel partners and other similar
organizations. You are not required to work with a third-party Travel Partner.

Adult Travelers: Adults who are not employed by NPS are not permitted to serve as a Chaperones for overnight student
travel.

Budget Manager: The member of the School Administrative staff, or central office staff, that is responsible for the

bookkeeping and management of the school or district budget.

TERMS

Trip: A trip in the context of these Guidelines includes day and overnight domestic and international travel experiences
that are approved by the Natick Public Schools, organized by a Travel Leader, and attended by Natick Public School
students.

Travel Information Night: A parent/student meeting scheduled at least one month prior to departure to provide
information about domestic out-of-state and/or international overnight travel. Travel Leaders and Travel Chaperones are
required to attend. For travel that involves student groups who are unfamiliar with each other, (ex. different classes
coming together for the trip) it is strongly suggested that the Trip Leader and Chaperones organize at least one activity
prior to departure where students can interact and get to know each other, and you.

NPS Student Handbooks: All of the rules detailed in the NPS Student Handbooks apply on domestic and international
trips.

Emergency Action Plan: The policy and procedures established in advance of travel that:
● Troubleshoots possible emergency situations;

● Provides a mechanism for support and communication channels to the Travel Leader through the Principal

during the course of travel;



● Establishes a protocol for communication from the Principal to the parents/guardians in specific situations;

● Provides parents/guardians with a means of contacting a student in an emergency situation, through the

Principal;

● Includes the emergency information folder that will be utilized by the Travel Leader and Principal during travel.

● The Superintendent must be copied on emergency communications.

Phase One: Travel Approval

Travel approval is required prior to advertising and recruiting participants for any trip. You will first want to informally

discuss your trip concept (destination, proposed dates of travel, general itinerary, approximate budget and fundraising

plans) with your Principal or designee. You may also wish to talk to a Travel Leader from a previous trip.

The Travel Leader will then submit one of the following forms to the appropriate administrator:

● In-State, One Day Travel Field Trip Request Form

● In-State, Overnight Travel Field Trip Request Form

● Out-of-State, One Day Travel Field Trip Request Form

● Out-of-State, Overnight Travel Field Trip Request Form

● International Travel Field Trip Request Form

For One-Day, In-State Field Trips, the Travel Leader will get approval from their Direct Supervisor and then from a

Principal or Designee within four(4) weeks of the planned trip.

For In-State, Overnight Field Trips, the Travel Leader will get approval from their Direct Supervisor and Principal or

Designee within four(4) weeks of the planned trip. The Principal will then seek approval from the Superintendent

For Out-of-State, One-Day Travel, the Travel Leader will get approval from their Direct Supervisor and Principal or

Designee within four(4) weeks of the planned trip. The Principal will then seek approval from the Superintendent, who

will submit to the School Committee for any out-of-state trips.

For Out-of-State Overnight Field Trips, the Travel Leader will seek approval from their Direct Supervisor and then the

Principal or Designee three(3) months in advance for trips. The Principal will then seek approval from both the

Superintendent, who will submit to the School Committee, for any out-of-state overnight travel.

For International Travel, the Travel Leader will seek approval from their Direct Supervisor and then the Principal or

Designee six(6) months in advance for international travel. It is strongly encouraged to seek approval 1-year in advance of

the trip as the ability to prepare for such a trip will be weighed in the decision process. The Principal will then seek

approval from both the Superintendent, who will submit to the School Committee, for any international travel.

TRAVEL APPROVAL OVERVIEW

One-Day Field Trip

At least four weeks in advance of the trip:

● For approval please submit a proposal to your Direct Supervisor and then to the Principal or Designee.

● It is the expectation that field trips take place prior to May 1; acknowledging and supporting classroom teaching,

MCAS testing, AP exams etc.

● Consider the ratio of students to chaperones to ensure appropriate supervision is provided



In-State Overnight Travel

At least four weeks in advance of the trip:

● Travel Leader submits the Travel Proposal which must include, but is not limited to: itinerary, student lists, hotel

information, chaperone sign-off forms, waiver requests, etc. to the Principal. Note: a 6-8:1 student to chaperone

ratio is recommended for any overnight trip.

● Principal will take each request under advisement, consulting with key staff as appropriate

● Approval needs to be granted by the Department Head, Principal and Superintendent

Out-of-State Overnight Travel

At least three months in advance of the trip:

● Travel Leader submits the Travel Proposal (itinerary, student lists, hotel information, chaperone sign-off forms,

waiver requests, etc) to the Principal (no later than Wednesday before the Natick School Committee is to meet).

Trip requests must be submitted and approved in advance of any marketing to students.

○ Note: there must be a 6-8:1 student to chaperone ratio for any overnight trip.

● Principal will take each request under advisement, consulting with key staff as appropriate

● Principal submits Request to the Superintendent, who will submit to the School Committee for approval

Out-of-State One-Day Travel

At least three months in advance of the trip:

● For approval please submit a proposal to your Direct Supervisor and then to the Principal or Designee.

● Approval will be granted by the Direct Supervisor, Principal.

● Principal will then submit a request to the Superintendent, who will submit to the School Committee for

approval.

● Consider the ratio of students to chaperones to ensure appropriate supervision is provided

International Travel

At least six(6) months in advance of the trip:

● For approval please submit a proposal to your Direct Supervisor and then to the Principal or Designee.

● International Travel requests must be submitted and approved in advance of any marketing to students.

Note: there must be a 6-8:1 student to chaperone ratio for any overnight trip.

● Approval will be granted by the Direct Supervisor, Principal.

● Principal will then submit a request to the Superintendent, who will submit to the School Committee for

approval.

● It is strongly encouraged to seek approval 1-year in advance of the trip as financial accessibility and the ability to

prepare for such a trip will be weighed in the decision process.

STEPS IN THE APPROVAL PROCESS

1. Submit Draft Trip Proposal

Early in the planning process, submit the appropriate Field Trip Request Form (see Appendix) to the Principal or

Designee. Things to keep in mind while submitting a trip proposal:



● Travel insurance is required for all students for out-of-state field trips

● Housing accommodations for overnight travel must include supervision by Natick chaperones.

● The trip must be explicitly tied to learning objectives and NPS curriculum

○ A follow-up instructional lesson should be planned upon return

● The district/school may have very limited financial assistance opportunities, however, the Travel Chaperone and

their students may participate in fundraising activities for the trip

● Note: there must be a 6-8:1 student to chaperone ratio for any overnight trip;

● Accommodations for students with language barrier, disabilities, and health needs must be addressed.

● Ability to implement requirements within a gender identity support plan must be addressed.

● Timing of the trip should take into account the master schedule of each school; acknowledging and supporting

classroom teaching, MCAS testing, AP exams etc.

2. Submit the Travel Proposal

These rules apply for both new and recurring trips. The early deadlines allow the Principal to give you feedback and

suggestions before you begin investing time in significant planning.

For in-state overnight and one day field trips, please submit field trip proposals at least four weeks in advance. Approval

will be granted by the Superintendent, Principal or Designee without going to the School Committee. For out-of-state

travel please submit a field trip proposal at least 3 months in advance, and for international travel 6 months in advance.

All out-of-state travel requires School Committee approval. The Administrative Assistant to the Principal will schedule a

time for the Trip Leader to present to the School Committee

3. Principal Reviews Travel Proposal

The Principal will review the Trip Chaperone Proposal. Criteria include:

● explicitly tied to learning objectives and NPS curriculum

● students ability to obtain travel insurance (out of state and international travel)

● students are staying in housing chaperoned by NPS staff

● whether the budget is reasonable, including fundraising goals/plans and cost to students

● safety concerns and additional factors specific to particular proposals

● Accommodations for students with disabilities and gender support plans must be addressed

4. Principal Seeks Approval from the Superintendent for any overnight travel; And the School Committee for

out-of-state or international travel.

The Principal will seek any additional approvals/signatures that are necessary per Natick School Committee.

The Principal will provide the field trip proposal and all supporting data to the Superintendent

The Superintendent will be responsible for approval of any overnight in-state travel.

The Superintendent will review and submit any proposals for out-of-state or international travel to the School Committee

for approval.

5. Principal Informs Travel Leader of Approval

The Principal or Designee will let you know if your trip is approved. If your trip is approved, the Principal or Designee will

return to you your Travel Proposal signed by the Principal or Designee. The Principal asks the Travel Leader to work with

his or her co-planners of the trip to make appointments for required check-ins up until departure (if necessary). Refer to

Checklist Planning Form for specifics. These include:



● Permission slips/medical release forms

● Student have each completed the NPS Extracurricular Activity Indemnity Form

● Chaperone Emergency Contact Information & Sign-off (for overnights and international travel only)

● If traveling abroad, for all students under 16 years of age, must also fill out US State Dept form 3053 and have it

notarized so that if the student loses his/her passport on the trip, the Trip Leader is designated as guardian to

apply for a passport with the child under 16 years of age. The form is attached at the end of this handbook and

linked here.

● Post names of all students by YOG to all faculty using school email

● Prepare and review itinerary for travel with the contracted bus company for Natick Public Schools (any exception

to this school bus requirement will be made on an individual basis by the Principal).

● Hold required information meeting with parents/guardians

● One week pre-departure meeting

● Send all documents to Principal or Designees’ Administrative Assistant

Phase Two: Planning

The Travel Leader will be working with the Principal/Designee to create clear expectations and necessary deadlines for

trip participation. The Travel Leader will also be working with the Travel Partner if appropriate. The Travel Leader will

clearly communicate to students and parents/guardians, in writing, expectations and deadlines. Students must meet

behavioral and academic expectations in addition to application deadlines in order to participate in the trip. Participation

is a privilege and prior misbehavior on trips or significant disciplinary infractions in class could lead to a probationary

period or the inability to participate in the trip. Students who are participating are responsible for initiating and meeting

these requirements.

Planning up to Departure Overview

Travel Leaders are responsible for connecting with various constituencies during trip planning including the Principal,

parents/guardians, students, travel associates, travel chaperones, travel partners, and the school nurse.

Upon Travel Approval

Once your trip is approved, establish a plan for continuous communication with a number of people throughout the trip

planning phase.

1. Inform Key People

Once your trip has been approved, advise the following people of the trip details:

● Principal

● Vice Principals

● Main Office staff for attendance purposes

● School Nurses

● Guidance

● Executive Administrative Assistant to the Superintendent

An efficient way of giving notice is to send one email to all of these representatives that gives the following information:

https://www.us-passport-service-guide.com/support-files/child-passport-consentment.pdf


● Travel Destination and any other international points of travel

● Dates of travel

● Names, if known, of chaperones

● Potential pool of students (by application or open to everyone.) If you are going to have an application process,

decide on your selection criteria, one that encompasses the whole student, academics, behavior, interest, etc.

and prepare the application. Simply being in the club does not guarantee a spot on the trip.

2. Submit CORI Forms

Request a Criminal Offender Record Information (CORI) background check for any non-NPS personnel who will be

traveling with students. The Natick Public Schools CORI Request Form is available in the Main Office. The forms are

submitted to NPS Human Resources for processing. Your Principal will be contacted if there is a problem. Try to submit

these with at least a month (4 weeks) notice if possible.

3. Organize and Plan Finances

Organized financial planning is required for a trip. Make an appointment with the Budget Manager in your school to go

over trip finances and to create a trip finance plan. The Budget Manager will advise you of what to bring to this meeting.

At your meeting with the Budget Manager you will:

● Review your responsibilities as related to trip finance, and what you need to communicate to students and

parents/guardians about their trip finance requirements and deadlines

● Understand your responsibilities for record/receipt keeping and money management during the trip

Good communication with the Budget Manager is very important so that you can be sure that you are meeting deadlines

and are able to make timely payment. Municipal law and regulation govern the financial dealings of a school trip. In

practice, this means:

● All money must be collected and accounted for before it can be paid out. For example, the only way for a

payment of $500 to be made is if $500 has been collected from student/parent payment, fundraising, etc.

● Fundraising money that is allocated for trip payment must be collected and deposited in a timely manner before

that payment is due.

● Payment through the Town of Natick, which is how all payments are made, works on a warrant system. The

warrant process requires a two week turnaround. The Budget Manager will explain this to you in detail. You will

want to give yourself substantial lead time of up to six weeks to have payment made. In order to ensure that all

payment deadlines are met, you will create an established collection/deposit/payment schedule with the Budget

Manager.

● All payment requests must have the approval of the Principal. The Principal is the solely authorized person. Build

this into your timeline.

● You should plan to do a check-in with the Budget Manager regularly during trip planning. Your check-in could be

an e-mail, or a drop-in or scheduled meeting. It is recommended that you check-in monthly. This is meant to help

you and not create another requirement.

● If you have concerns or questions regarding financial matters during the trip planning process, don’t delay in

seeking the counsel of the Bookkeeper.

4. Work with Other Travel Chaperones

As discussed above, during your financial planning meeting with the Budget Manager you will:



● Review the municipal payment process and understand the Town of Natick warrant process for payment

schedule.

● Establish the actual lead times necessary for timely payment to your Travel Partner or other vendors. Be

prepared for lead times that may be as long as six weeks before payment is due.

● Create a collection/deposit/payment schedule to your vendors for your trip that will be your guide in trip

planning. The law requires that any commissions paid by a Travel Partner to a Travel Leader must be deposited in

the Trip account.

● Connect with the Trip Chaperones and delegate the remaining work details, it is helpful if you meet briefly but at

a frequent interval - ex. 30 minutes once a week to touch base, especially as your departure gets closer. Items

like room assignments, group assignments, bus assignments etc are helpful to get done ahead of time and to

share with students so that you can troubleshoot conflict before you leave.

5. Communicate with the School Nurse

The Travel Leader should understand the School Nurse requirements and communicate these to

students/parents/guardians. You should initiate contact with the School Nurse to establish a timeline related to School

Nurse information. School Nurse Requirements include:

● Natick Public Schools Out-of-State or In-State Field Trip Medication Form and Consent including Physician’s

orders and signature for all prescription information. This form requires signed consent from the parent/guardian

(see Appendix) The Appendix also includes the School Nurse cover letter (field trip information for

parents/guardians) which should be distributed with the form.

● An updated copy of a student’s current health form with immunization records (highly recommended, but not

required, for travel).

The School Nurse will partner with the Travel Leader about specific medical concerns related to students for the trip. If

needed, the School Nurse will partner with students/parents/guardians about a student’s specific medical concerns.

6. Manage Student Expectations

Early in the trip planning process it is important to outline expectations before and during travel. These expectations can

include fully engaging in pre-trip activities, meeting good academic and disciplinary standing, or other factors that may

affect the safety and success of the trip. Identifying concerns as early as possible about an individual student who is

scheduled to travel is important.

● Each student and parent should sign and hand in the Natick Public School Field Trip Parent/Student Consent

Release From Liability & Indemnity Agreement when he or she submits the initial trip deposit. (see Appendix).

● If a student is having difficulty meeting deadlines, behavior expectations, or attending required meetings, the

Travel Leader should contact the student first to reiterate requirements of the program. If this persists, then the

Chaperone will inform parents/guardians or guardians to re-establish expectations.

● If a student fails to meet any of the requirements stated in the Student Handbook or trip expectations, the

student may be dismissed from the trip at any point up to the day of departure. If the students fail to meet any

of these requirements while on the trip they could be sent home at the expense of their parents/guardians. In

the event that this occurs, the Principal may request a meeting with the Vice Principal, the Travel Leader, and the

student and parents/guardians.

● If a Travel Leader (or other NPS faculty or Staff member) has additional concerns about a student’s ability to

travel with the group, the Vice Principal, Guidance or the School Nurse are available for consultation.

https://docs.google.com/document/d/1Gif156sPEpPAyk2xKGzZkewPT4AL44oY7TEdPNpM6kQ/edit?ts=5d013e17
https://docs.google.com/document/d/1Lbx5UQSil_Un-xlu1-CpQA2Ctzq4SZDR9tMgphzg_nk/edit?ts=5d013ef7


7. Prepare Student/Parent Communications

Effective communication with students/parents/guardians about expectations and deadlines is essential for a smooth

trip preparation and for building a trusting relationship with families.

● Prepare a trip overview that includes what students are eligible for the trip, how students apply and are selected

(if applicable), and the educational purpose and itinerary for the trip.

● You will also need to communicate with students/parents/guardians about their responsibility to comply with all

requirements and deadlines in a timely manner. The best way to do this is to prepare clear checklists, keep those

updated on your website, and plan a parent meeting well ahead of the deposit deadline.

● In preparation for your parent meeting you need to prepare a list and schedule of student/parent financial

requirements from your meeting related to:

Trip Cost

● Using the budget you have prepared, establish the cost for the trip/student.

● You should include information about fundraising expectations.

Payment

● Using the schedule you have prepared with the Budget Manager, establish deadlines for

students/parents/guardians to make trip payments.

● You should communicate to students/parents/guardians that these deadlines are real deadlines that

must be met in order for timely payment to be made for the entire trip. Failure to meet deadlines may

result in the decision to suspend a student’s participation on a trip.

● Stress that monies paid are most often non-refundable. NPS contracts with third party vendors whose

policies regarding refunds strictly apply. parents/guardians should be aware of these policies. In some

cases, trip insurance may be available and parents/guardians should review this option.

● Students/parents/guardians should also have a list of required Travel Documents and Requirements.

● Students should apply for all required travel documents as soon as the student has committed to participating in

the trip.

● Passports, green cards and Visas must be valid for a period of at least six months after the trip is scheduled to

return. The Travel Leader or one designated chaperone will retain with him/her at all times a color copy of every

student's passport and visa (if applicable) for the duration of the trip. It is easier if you ask parents/guardians to

provide this for you, rather than doing it all yourself.

● In case of an emergency that might require a parent to travel to a foreign country, inform parents/guardians that

one parent should have a valid passport during the time that the student is scheduled to travel.

● If traveling abroad, in the off chance that a student loses his or her passport, they will need another form of ID

with them in order to facilitate the replacement process. For all students under 16 years of age, must also fill out

US State Dept form 3053 and have it notarized so that if the student loses his/her passport on the trip, the Trip

Leader is designated as guardian to apply for a passport with the child under 16 years of age. The form is

attached at the end of this handbook and linked here.

● Students/parents/guardians also need to be informed of other required documents and deadlines for

submission.

● Schedule a meeting with the School Nurse to discuss any individual student health care needs.

https://www.us-passport-service-guide.com/support-files/child-passport-consentment.pdf


● parents/guardians should be encouraged to contact the Travel Chaperone Leader to discuss any specific student

related health concerns and necessary accommodations.

● If necessary students/parents/guardians should schedule an appointment with their health care provider well in

advance to obtain necessary medical information, prescriptions, etc.

● Upload the Travel Itinerary and as much of the above information as it becomes available.

8. Hold an Informational Parent Meeting

Schedule and hold an informational parent meeting within a reasonable time prior to the date that the non-refundable

trip deposit is due. A “Tips for Travel Information Meeting” document is included in the Appendices to help you prepare

for the parent meeting. You should also feel free to consult with a Travel Leader who has previously conducted parent

meetings for support, this advice may be invaluable to your trip.

The Parent Meeting is a good time to introduce the safety policies that will apply during the trip:

● All policies and rules included in the NPS Student Handbook or otherwise established for the trip by the

Principal or Designee, or the Travel Leader apply on the trip. A student who breaches these policies or

rules may be sent home before the conclusion of the trip at the full expense of his or her

parent/guardian.

● Safety policies and an emergency action plan are in place in order to ensure the safety of each student

and adult traveling with the group. These include but are not limited to:

○ Students must not leave the group without permission.

○ Students must follow the instructions given by the Travel Leader and Travel Chaperones.

○ Students must follow the cell phone protocol established by the Travel Leader for student use of

cell phones during the trip.

Students/parents/guardians will be responsible for complying with all requirements and deadlines that are established

above.

Phase Three: Countdown to Departure

The six weeks prior to departure will be a busy time. As you approach the six week mark, check in on your planning

schedule and connect with the various people (nurses, guidance, trip partner, etc.) with whom you have worked to plan

your trip. During this time, you will put together the trip’s information binder and meet with the Principal to develop and

review the Emergency Action Plan.

Countdown to Departure Overview
The health, financial and important contact information that you collected during the Planning Phase will be used as you

prepare for departure. You will check in again with the Nurses and Principal/Vice Principal. You will assemble the

information binder and one for each of your chaperones, with each required document. You will then meet with the

Principal to develop the trip’s Emergency Action Plan. During this meeting you will complete and review the information

binder, and discuss the Communication Protocol and Emergency Scenarios. These documents together constitute the



Emergency Action Plan. Each of you will leave this meeting with an identical copy of the information folder that will

support the Emergency Action Plan.

Six Months Before Departure

● Confirm you are on target with your Financial Planning Schedule. Speak to the necessary individuals/company in

regards to this.

Six Weeks Before Departure

Check-In

● It is a good idea to check the exchange rate. Keep aware of the exchange rate until travel time. This is also a good

time to remind students to order money if they haven’t already done so and provide them an approximate

amount they will need/want per day.

● Confirm you are on target with any health or safety requirements from the School Nurse which may include

vaccinations.

● Consider whether you have any concerns about students who are planning to travel, such as academic,

disciplinary, or failure-to-meet deadlines. If you have any concerns, discuss them with the Principal/Vice Principal

of that particular student.

● Consider whether you have any other concerns or issues for which you could use extra support from a fellow Trip

Leader teacher, your department head, Guidance, School Nurse, the Vice Principals or the Principal.

● Send a reminder email with the dates of travel and students traveling to the Vice Principals.

● Confirm that parents/guardians/guardians have completed in-state and out-of-state medication permission form

and consent (see Appendix)

Schedule a Meeting with your Principal

● Identify, through the Principal’s Administrative Assistant, who your Natick Contact (Principal or the Designee) will

be for emergencies while you are on travel.

● Communicate with your Natick Contact and set up a meeting to go over the Emergency Action Plan at least three

weeks prior to travel.

Four Weeks Before Departure

Review Health Precautions with School Nurse

● Review any special health concerns related to traveling students and clarify individual plans for health issue

management (including EpiPen training).

● Collect photocopies of student medical forms from the School Nurse.

● Decide on a first aid kit to be carried by the Travel Leader or designated Travel chaperone during the trip.

● If you are going abroad where internet service will be challenging, make time to speak with the NPS Technology

department about setting up a VPN and/or an app like WeChat on your device so that you are able to still be in

contact without excessive phone charges.



Obtain Information From Student and Adult Travelers

● A color photocopy of the valid passport (and VISA where applicable). Make 2 copies, one for you to take on the

trip and one to stay behind with the Principal's Administrative Assistant in the Travel folder.

● Completed Parent/Guardian Contact Information Form (All chaperones should complete this information, too)

Prepare information binders/folders

The information binder/folder will contain details about travel, important contact phone numbers and emails,

and a communication protocol that will support the Travel Leader in the event of an emergency. You will prepare

for your meeting with the Principal by collecting required information from students/parents/guardians and

filling out the Travel Leader/Principal Information Form and the Travel Leader’s Destination Form (see Appendix)

to the best of your ability prior to that meeting.

Create a trip information folder on Google Drive. Share the folder with all Travel Chaperones, the Principal,

Principal’s Administrative Assistant) and the Vice Principal. The folder should include:

○ Detailed Travel Itinerary including flight information

○ Completed Parent/Guardian Contact Information Forms spreadsheet

○ Emergency Action Plan Form

○ Color passport photocopies of all the students and adults traveling, along with medical

information/parent contact information

○ Travel Leaders and Travel Chaperones’ contact information, including cell phone numbers

○ Emergency Action Plan Form

Principal and Travel Leader Meeting Worksheet

The goal of this meeting is to prepare the Emergency Action Plan so that you will have a clear understanding of what

steps to take in an emergency and how the Principal will support you. You will accomplish this by reviewing and

completing the documents needed for the Google Drive folder and hard copy folder, which will be provided to the

Principal before departure.

● Travel Chaperone Leader/Principal and Destination Contact Information

● Communication Protocol

● Emergency Scenarios

I. Bring this worksheet, and the information folder that you have completed, to your scheduled meeting with the

Principal.

Each information folder includes:

● Detailed Travel Itinerary including flight information

● Passport photocopies of all students and adults traveling, along with medical information/parent contact

information

● Parent/Guardian Contact Information sheets

● Emergency Action Plan

II. Review and complete the documents in the information folder.

❏ Give detailed flight information where possible and review the Travel itinerary with the Principal.



❏ List phone numbers and addresses for all locations where you know you can be reached (hotel, etc.)
❏ List cell phone numbers of all students
❏ List first and second phone numbers for all parents/guardians
❏ Identify times (if any) where it may be difficult or impossible to reach the Travel Chaperone Leader. Establish the

next reasonable time when contact will be possible.
❏ Identify any concerns related to travel: itinerary, student, communication access, etc.

III. Review and Complete the Emergency Action Plan Form.

The Emergency Action Plan Form is found in the Appendix and should be part of your information folder. This form will

provide you with a one page summary of contact information and help guide you in an emergency.

Follow these steps to review and complete:

❏ Fill in the Travel Leader/Principal and Destination Contact Information contact information using the complete Travel

Leader’s Destination Form and Travel Leader/Principal Information Form from the information folder.

❏ Discuss the Communication Protocol section that describes how communication would be established in the event

of an emergency.

❏ The Travel Leader will call the Principal. The initial call to the Principal is an informative call to share the course of

events, as well as a time to seek advice and input and to obtain further assistance if necessary (e.g. assistance from the

doctor-on-call, etc.). Do not contact families directly in an emergency situation.

❏ The Principal may choose to consult with the administration team, the health office, guidance to inform

decision-making.

❏ The Principal will contact involved families and other necessary parties. The Contact will have all relevant information,

all steps taken by the Travel Leader up to this point, and a clear course of action from the Travel Leader to let families

know there is a safe and appropriate plan. Input should also be obtained from the parents/guardians if the emergency is

student-specific and their knowledge would be helpful in the situation or if permission for a medical procedure,

medication, etc. is necessary.

❏ The Travel Leader and Principal should also decide on an appropriate Trip Emergency Contact Number for

parents/guardians to reach the Principal in an emergency. This will be used in the event of a family emergency in which a

parent needs to reach the student. The Principal or Vice Principal will determine whether to contact the Trip Leader.

❏ An emergency is a situation in which a Travel Leader has concerns related to the health, safety or welfare of any or all

members of the group. Examples may include natural disasters, crime, political unrest, serious medical problems, or

missing persons.

❏ In an emergency situation, take immediate action. Make sure the entire group is accounted for and stabilized.

Depending on the situation, use the immediate and local resources (hospital/clinic/doctor, police, local

embassy/consulate, local partner, etc.) Activate the Communication Protocol as soon as possible.

❏ Document the event as thoroughly as possible. Use the Student Incident Report found in the information folder and

take notes. If approached by the media, refer all inquiries to the NPS Principal.



❏ The following scenarios are examples of possible situations and responses:

A. Injury Requiring Hospital Visit

● In the case of a hospital visit, have the doctor fill out the Student Incident Report. Once as much

information as possible has been gathered, contact the Principal.

● If possible, request that the medical provider fax or email the appropriate party (Principal or Parent) a

report of medical treatment.

● If evacuation is needed, the final decision should come from the Principal after recommendations have

been made from the Travel Leader/Travel Chaperones and doctors. Refer to the Travel Insurance Card for

instructions on how to use it.

● In some cases it may be necessary for a parent to travel to the student to continue the care of a

hospitalized student. With the support of the Principal, set these expectations and make arrangements.

An adult chaperone will remain with the student at all times until a parent/guardian arrives to take the

place of the chaperone.

B. Student Gets Separated From the Group

● Before the trip and on Day 1 of the trip, the process described below should be discussed with all

travelers and communicated to students and parents/guardians during the pre-departure meeting.

● Travel Leader and/or Travel Chaperones should keep cell phones on at all times when possible.

● All travelers should be given necessary lodging and contact information (i.e. Travel Leader/Travel

Chaperones cell phone numbers, name/phone of lodging, or any other appropriate local contacts.)

● Generally, groups should access private transportation, if possible (i.e. charter buses, etc.). If the

separation involves public transportation, one of two protocols should be decided upon:

● After being separated from the group, the student waits while one Travel Leader/Travel Chaperone

comes back.

● The group gets off at the next stop and waits for the separated student.

If approximately one hour has passed and the separated student has not been found, use the Communication

Protocol and contact the Principal.

C. Travel Leader/Travel Chaperone is Injured

● Immediately use the Communication Protocol.

● Contact the Principal

● Use the local contact person for assistance.

● Rework the itinerary as needed.

D. Theft

● Make sure the group is safe.

● A Travel Leader/Travel Chaperone and the theft victim(s) should go to the police station, file a theft

report, and keep a copy for insurance claims.

● Travel Leader/Travel Chaperone should have conversations with students about the management of

valuable items and should make necessary changes to prevent further theft.

● On return to Natick, report the theft to the Natick Police Department and Vice Principal.



● If a passport is stolen, contact the local embassy/consulate as indicated on the Emergency Numbers and

Addresses sheet in the information folder.

E. Terrorist Situation/Natural Disaster

● Information should be monitored and shared, via the NPS Communication Protocol, constantly.

● If information is not readily available within the affected country, have the Principal monitor the

situation and communicate important updates back to the Travel Chaperone Leader/Travel Chaperones.

● Change itinerary as needed, always keeping the Principal informed of changes.

● Use the local consulate/embassy for advice; if recommendation is to leave, make plans to leave.

IV. Distribute the Emergency Action Plan Documents

● Put completed Emergency Action Plan Form in each of the binders/folders.

● In addition to including the Emergency Action Plan Form in the information binder/folder, the Travel Chaperone

Leader should copy the Emergency Action Plan Form and keep it on his or her person (wallet or passport holder)

at all times for easy reference. The Travel Leader may want to provide copies to one or more chaperones as well.

● Give one identical copy of the completed information binder/folder to:

○ The Travel Leader

○ The Principal

○ The Vice Principal

○ All Chaperones should be provided with copies of students assigned directly to them

V. Share Emergency Action Plan with Students/parents/guardians

Give students/parents/guardians a general overview of the Emergency Action Plan at your pre-departure meeting.

Include the procedure established by the Travel Leader and Principal if a student gets separated from the group.

Two-Three Weeks Before Departure

1. Hold An Information Meeting for Students and parents/guardians

Around 2-3 weeks prior to departure, hold an Informational Meeting with students/parents/guardians to discuss

general trip information, review behavioral expectations and general safety policies. Use the form entitled “Tips

for Pre-Departure Information Meeting” (see Appendix) for agenda ideas for this meeting.

● Review the Emergency Action Plan with parents/guardians and advise them of the Emergency Contact

number they can use in the event of an emergency. You should communicate examples of a true

emergency (death or catastrophic family event).

● Review the procedure you have established if a student gets separated from the group during travel.

● Review the expectations for students during travel.

● Discuss any other issues appropriate to your trip. You may wish to consult with a Travel Leader or Travel

Chaperone who has previously run a pre-departure parent meeting for tips.

● If students are unfamiliar with each other (ex. Not all in the same class/section or grade level) it often

helps to do a few bonding-type activities at this meeting and even in a few CDS blocks in the weeks

leading up to departure.



2. Prepare lesson plans if a substitute teacher will be covering classes in your absence.

3. Follow up with the Budget Manager if needed to resolve or review documentation or procedures required by the

Business Office during travel or upon return.

One week Before Departure

1. Travel Leader meets with Principal (or Designee) to review final trip details, including:

● Contact information for all chaperones

● Contact information for all hotels

● Travel info (ex. flight number)

● Students with chronic health conditions or other significant medical histories

● Emergency Action Plan details and Communication Protocol

● Completed in state and out of state Medication Permission Form

Phase Four: Travel & Beyond

Enjoy your trip! You have worked very hard to plan and prepare for this travel experience. Remember, if you find yourself

in any situation that requires extra support, you have set up a system through the Emergency Action Plan that is

designed to provide you guidance and assistance in almost any circumstance. In addition to taking the information

binder/folder that you have prepared and reviewed with your Principal, it is advisable to bring an extra copy of the one

sheet Emergency Action Plan Form and place it in your wallet or passport sleeve.

Travel & Beyond Overview

You will have your information binder/folder with you during travel. The information binder/folder is the foundation of

the Emergency Action Plan. Below is a reminder of the Communication Protocol that has been established during the

Countdown Phase that would be used in case of an emergency situation.

● Travel Leader will have the ability to contact the Principal (Principal or Designee) at all times during the trip.

● Principal will have copies of critical travel documents including contact information for each student’s

parent/guardian.

● In an emergency situation, any decision to contact a student’s parents/guardians will be made by the

Principal.

● In the event of a situation, the Principal, administration team, Health and Guidance will be available to advise.

● In a non-emergency situation, Trip Leaders may contact parents/guardians directly.

If a parent needs to contact a student or the Travel Leader in the event of a TRUE emergency, such as death in the family,

contact will be made through the Emergency Contact Number.

While You Are Traveling

When you are traveling, you want to do your best to be prepared for situations that might arise. When possible, you

should carry:

● First Aid Kit (provided through the NPS Nurse’s Office)



● Student Medical Forms

● Information binder/folder which includes:

❏ Detailed Trip Itinerary including flight information

❏ Passport photocopies of all students and adults traveling

❏ Parent/Guardian Contact Information Forms

❏ Travel Leader/Principal Information Form

❏ Emergency Action Plan

❏ Student Incident Report Form

● Cell phone

● Travel Insurance Card

● Be familiar and comfortable with the Emergency Action Plan and be prepared to follow if necessary.

● Utilize the contents of the information binder/folder as needed.

● Understand and keep on your person the completed Emergency Action Plan Form.

● Be prepared to take action if there is an emergency. Consult the Emergency Scenarios section of the Emergency

Action Plan for reference.

2. If there is an incident, keep a written record.

3. Teachers are employed by NPS and are covered under the same terms of their contract whether they are on the Natick

campus or traveling with a group of students domestically or internationally.

Upon Return

1. The Travel Leader will notify the Principal (Principal or Designee) from the airport or student pickup location that

the group has returned and all students have been picked up by the parent. Also inform the Principal of any

injuries, accidents, thefts or incidents that happened during the Trip.

2. The Travel Leader will follow-up with the student and the School Nurse on any medical issues that arose on the

trip with affected student(s).

3. The Travel Leader will follow up with the NPS Senior Bookkeeper to submit receipts or resolve any financial

issues.

Wrap-Up

There is a lot to be learned and shared from each NPS trip that will benefit future trips and Travel Chaperon Leaders.

1. If possible, the Travel Leader will hold a wrap-up meeting with the students after the trip.

2. Include a student/parent feedback form in your trip wrap-up.

3. Ideally, the Travel Leader will meet with other NPS Travel Chaperones and prepare a short reflection of the trip

using their own ideas and any ideas generated at the wrap-up meeting. The purpose of the reflection is to gain

institutional knowledge for future trips, analyze incidents and near-misses and their causes and future

prevention and include this information.

4. The Travel Leader will share the reflection within a reasonable time of his or return with the Principal. Feel free

to include any feedback about the use or functionality of this Handbook.



Global Travel: Appendices

The Natick Public School Global Travel Handbook and all appendices are available by clicking on the links below.

● Trip Proposal for International Travel

● Natick Public Schools Policy Manual

● Natick Public School Educational Travel Code of Conduct

● Medical Form

● Letter from School Nurse

● In-State Field Trip Form

● In- State OVERNIGHT Trip Form

● Out-of-State Overnight Field Trip Form

● Out-of-State NOT Overnight Form

● Chaperone Information Form

● Natick Public Schools Permission Form for School Sponsored Trips and Events

● Tips for Pre-Departure Information Meeting: Sample Agenda

● Trip Leader/Principal Information Form

● Emergency Action Plan Form

● Student Incident Report Form

● Procedure for Calling 911

Natick Public Schools Current Forms:

· NPS checklist for planning all school field trips

· NPS Chaperone Information Form Overnight & out of state field trips

· Natick Public School Field Trip Parental/Student Consent Release From Liability & Indemnity Agreement

· NPS non-chaperone staff or adult travel overnight & out of state field trips

· NPS school sponsored field trip request form in-state overnight travel only

· NPS school sponsored field trip request form out of state travel only

· NPS field trip waiver request

· NPS consent for volunteer driver

Tips for Travel Information Meeting for Students and parents/guardians

Below are some tips for planning your initial meeting for parents/guardians and students to introduce them to the trip

and provide them with information to decide whether a student will participate. This worksheet is based on previous trip

leaders’ recommendations. You may wish to contact a teacher who has already led a trip to discuss your actual agenda

for the meeting.

Welcome and Introductions

● Tell the parents/guardians a little bit about yourself. This meeting is the first step in building a trusting relationship

between the students, parents/guardians and travel chaperone leader.

● Provide parents/guardians with your contact information and repeat that again at the end of the session.

https://docs.google.com/document/d/1cIU4vUkw_-OqsnzkDXKkUrN7YX2mQCRAeITXc0qr25o/edit
https://docs.google.com/document/d/1TyaTmN3Upsq68GiWr-HwLfMmxp50K8i4dheRMTkX4_g/edit?usp=sharing
https://docs.google.com/document/d/1ZyR31YeVNk5DS7FYfQeMeF5gVHuev7U08LriLj4CzBc/edit
https://docs.google.com/document/d/1kjskEeLf3BwPldqG7HN9ajE7b1fMr1O4AXwULybmCd8/edit
https://docs.google.com/document/d/1y1WsbXT8JYs3Yg4GmGVGRj7d7ehVrVZ93KOf9diaVos/edit
https://docs.google.com/document/d/1x2NOxDnriC2zBHWxLmGc9nfBGJO3-mcECh63iGYPRnE/edit?usp=sharing
https://docs.google.com/document/d/12b4aQJDvIhYloh2yS2ajuSFtDcRamDjWlfGdytzSOGo/edit?usp=sharing
https://docs.google.com/document/d/1kQ8J5AUawQfnu6hdnpO4xdKus9H7CnXLKidP-w1BVHA/edit?usp=sharing
https://docs.google.com/document/d/1afWijWFLDoA3_RtCyjT-4HjdHEMy16b8kB64EU_hgZk/edit?usp=sharing
https://docs.google.com/document/d/1e7NWL7nVaaNp75pBRTqRaJJxSmm0gt5W0PMfnDfNfKs/edit?usp=sharing
https://docs.google.com/document/d/1arSLwocq4PwRUFH7kuifTS95Hjs05cC-bakF-hiWdvc/edit?usp=sharing
https://docs.google.com/a/westwood.k12.ma.us/forms/d/1zBVj4LE6p4gMpteuTcuPb_L2wDTsY7Qnk8CF224YnUc/edit
https://docs.google.com/document/d/1R9CWGoeSJagF2zIg8LXVQFmTxOxhyTdJHgsngABVKcM/edit
https://docs.google.com/document/d/1Eyp5q-FZGoRCRmdaXSZUBaCJ4mQxtQsZjbdyIReLV0k/edit
https://docs.google.com/document/d/1P81nzJV1Bl4uFzUrdSrZZf96JnnKP-7PdyKwo10DbOQ/edit
https://docs.google.com/document/d/1Wadm92MgbqVs1GrWgKc9PVpUVw0NHJ7WlsMlFgHbFnM/edit
https://docs.google.com/document/d/1JtREethdZ8TLpJVwIeEDKvh7wloOV027v4H7yWSRe48/edit


● If the trip is not open to all students, clearly explain the application/selection process including selection criteria and

timeline.

Share with students and parents/guardians that there are three principles that apply to the relationship between all

parties involved in trip planning and travel:

1. All parties benefit from a clear understanding of what to do (expectations and requirements) at each

step of trip planning and travel.

2. Good communication is essential.

3. Mutual trust and support results in optimal experiences for everyone involved.

This trip will be based on those principles.

Communicate that an important part of trips is helping students to develop skills that will apply to global travel:

independence, self-reliance, problem solving.

The roles of students/parents/guardians and the trip leader during the trip planning process are designed to promote

these skills:

● Students are responsible for meeting deadlines/forms/academic and behavioral standing. Students should

communicate with trip leaders, ask questions.

● Students should work together to plan for the trip.

● parents/guardians should plan to impart the responsibility to their child to communicate with the trip chaperone

leader and the group. While the trip chaperone leader is available to parents/guardians for concerns or unresolved

issues, for most issues the interface should be between the student and trip chaperone leader.

● The travel chaperone leader will work to communicate effectively with students at trip planning meetings. The

travel chaperone leader’s goal is to establish strong relationships with and among the students who will be traveling, and

to assist in preparing for a positive, safe travel experience.

You should point out what documents will be needed and where they can be found or accessed, as well as how

parents/guardians can expect to be updated about the trip during the trip (i.e. an Instagram account, a trip blog, etc.).

You will want to provide information related to:

Destination and Itinerary

● Go over dates and highlights of the trip - stress that there will be a meeting before departure to go over this in

more detail

Travel Document Requirements for Students and parents/guardians

● Inform students/parents/guardians that students must have a passport/green card that is valid for 6 months

after the trip and that this is the responsibility of the family.

● Recommend that at least one parent have a valid passport in case there is a reason that a parent should have to

travel to the student.

Costs and Payment Schedule

● Reinforce the need to meet deadlines for payment. Trips are governed by MA laws and regulations which require

that all monies must be collected and deposited before any payment can be made.

● Go over payment schedule, including non-refundable deposit.



Choosing Travel Participants

● In advance of the meeting, develop a plan for choosing trip participants. The plan must include a process for

determining equitably which students may participate if there is greater student interest than there are spots on

the trip.

● Typically, seniors are given preference over juniors, juniors over sophomores, etc.

● For all Foreign language trips, students should be enrolled in the language/or have taken the language for 3

years, or in rare instances a heritage speaker.

Fundraising

● Discuss fundraising plans, if any.

● A good fundraising plan can include group/individual fundraising, plans for student-earned contributions, and

parent participation.

Expectations of Students and parents/guardians

● It is helpful to have a calendar prepared that outlines meeting dates and expected deadlines leading up to the

trip.

● Explain the importance of students attending planning meetings.

● Review the Policy and Contract on Trip Participation. Explain the rationale for the policy and outline different

parts of the agreement. Explain that trips are grounded in the principle of helping students to become more

independent and resourceful. While most trips are uneventful, students and parents/guardians should consider

whether the student is ready to assume the challenges that a global trip may present.

● parents/guardians should further consider whether the parent is prepared to allow the students to assume the

responsibilities and risks of traveling, and likely to be out of contact with the parents/guardians for some

portions of the trip.

● Encourage students/parents/guardians to review the NPS Student Handbook.

● Reiterate the requirement that students be in good academic and disciplinary standing to participate.

School Nurse Requirements

● Tell students/parents/guardians to arrange a doctor visit to arrange immunizations if necessary. Explain how

families are responsible for medical decisions. Be sure to review with the School Nurse prior to meeting.

● Students and parents/guardians should familiarize themselves with the School Nurse Requirements.

Other

● Briefly explain that prior to travel, the Travel Leader will meet with the Principal to create and discuss a plan that

will support the trip in the unlikely event of an emergency while traveling that will provide for support and

communication with a NPS contact for the duration of the trip.

Emergency Action Plan Form



Individual Student Incident

1. Contact 911 or other authority (if needed) - if going out of the country be sure to record here the emergency

contact number for that country: ____________________________________

2. Contact another Chaperone to inform them of the situation and be sure that all the other students (in your

group specifically or on the whole trip depending on the scenario) are able to be taken care of while you stay

with the individual student.

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

3. Contact the Principal or Designee and inform them of the situation. Give the full name of the student and grade.

Do not contact parents/guardians/guardians without the go-ahead from administration.

Principal or Designee Name & Number: ___________________________________________

4. If unable to reach the Principal or Designee, the secondary administrator should be contacted.

Secondary Administrator Name & Number: ________________________________________

5. When there is more information or a resolution to the incident, contact the Principal or Designee again with an

update.

Whole Group Emergency or Incident

1. Contact 911 or other authority (if needed) - if going out of the country be sure to record here the emergency

contact number for that country: ____________________________________

2. If the whole group is not together, contact other Chaperones to confirm that all students and chaperones are

accounted for and are safe. If a student is injured, defer to the individual student incident emergency plan

above. If possible and safe, try to get the whole group together.

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

3. Contact the Principal or Designee and inform them of the situation. Do not contact parents/guardians/guardians

without the go-ahead from administration.

Principal or Designee Name & Number: ___________________________________________

4. If unable to reach the Principal or Designee, the secondary administrator should be contacted.

Secondary Administrator Name & Number: ________________________________________



5. When there is more information or a resolution to the incident, contact the Principal or Designee again with an

update.

COMMUNICATION PROTOCOL

TRIP LEADER TO NPS CONTACT:

● The Travel Leader will call the Principal. The initial call to the Principal is an informative call to share the course of

events, as well as to seek advice and input and to obtain further assistance if necessary (e.g. assistance from the

doctor-on-call, etc.). Do not contact families directly in an emergency situation.

● The Principal may choose to consult with the administration team, the health office, or guidance to inform

decision-making.

● The Principal will contact involved families and other necessary parties. The Contact will have all relevant

information, all steps taken by the Trip Leader up to this point, and a clear course of action from the Travel

Leader to let families know there is a safe and appropriate plan. Input should also be obtained from the

parents/guardians if the emergency is student-specific and their knowledge would be helpful in the situation or if

permission for a medical procedure, medication, etc. is necessary.

NPS CONTACT TO TRAVEL LEADER:

● If a parent needs to contact the Travel Leader or the student due to a family emergency, the parent will contact

the Principal using an agreed upon Emergency Contact Number. This will be used in the event of a family

emergency in which a parent needs to reach the student. The Principal or Vice Principal will determine whether

to contact the Travel Leader.

Tips for Pre-Trip Information Meeting for Students and parents/guardians

Below are some tips for planning your meeting with parents/guardians and students immediately prior to your trip

departure date. Ideally, this meeting will take place around 2-3 weeks before travel. This worksheet is based on previous

trip chaperone

leaders’ recommendations. You may wish to contact a teacher who has already led a trip to discuss your actual agenda

for the meeting.

Welcome and Introductions

● Reintroduce yourself. This may only be the parents/guardians' second time meeting you. Tell the

parents/guardians a little bit about yourself.

● Briefly bring the parents/guardians up-to-speed on the trip planning process. It will help parents/guardians to

feel invested in the trip. Some examples may be: achievements, fundraising goals met, good examples of team

building, or even bumps in the planning process that were overcome and how

Itinerary Review

Travel Reminders

● Passports/Visas



● 1 other form of ID if passport is lost

● Immunizations and Recommended Immunization Records

● School Nurse check in for current medicines or updated medical issues

Packing

● What students should bring. (Your travel partner or an experienced travel chaperone leaders may be helpful in

sharing existing packing lists).

○ It may be helpful to have distributed a packing list a few weeks before this meeting, especially if it

requires budgeting for purchases.

● Consider whether you want each student to pack a small first aid kit?

● What not to bring:

○ Decide on the student cell phone policy for the trip and clearly communicate this. Will you allow or

prohibit student cell phones? Will you request/require them in certain circumstances?

○ Decide on the policy on electronics for the trip.

○ Decide on the recommendation for valuables for the trip.

● What is nice to bring

○ Batteries? Phone chargers? Other extras specific to the trip?

○ Discuss spending money recommendations.

Emergency Action Plan

● Communicate that there is an Emergency Action Plan that has been established that includes:

○ an information binder/folder with all relevant contact information (including parent contact info.),

○ an established communication protocol between the Travel Chaperone Leader and the Principal that will

be activated if there is a situation in which the Travel Chaperone Leader needs support or needs to

contact a student’s parents/guardians, a pre-trip review of what to do in certain emergency situations.

○ Explain the following:

● During your meeting with the Principal, you established a protocol using the Emergency

Scenarios of what to do if a student is separated from the group. Communicate this plan to

students and parents/guardians.

● Inform parents/guardians that as part of the Emergency Action Plan that if there is a situation

involving a particular child, that the Travel Leader will be contacting the NPS contact who will

then advise the Travel Leader and be the person to contact the parent directly. The Travel Leader

will not be contacting parents/guardians directly.

● If there is a true emergency where a parent needs to reach a student, there will be an

emergency number that parents/guardians can contact locally. Communicate what this number

will be (as decided in your meeting with the NPS contact) and explain that the NPS contact will

return a call to parents/guardians in that situation.

Set Expectations as to if/how/when/how often Students will be Communicating with parents/guardians during the trip.

Review student academic & behavioral expectations

● Expectations prior to and during travel

● Repatriation clause at parents/guardians’ expense
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_2024_05_May.xlsx_-_Sheet1.pdf Cover Memo
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Natick Public Schools - Student Enrollment May 01, 2024

Created 05/01/2024

 
April 01, 2024

 
May 01, 2024

K 1 2 3 4 5 6 7 8 9 10 11 12 Total K 1 2 3 4 5 6 7 8 9 10 11 12 Total

NHS 435 426 382 374 1,617  NHS 436 426 382 375 1,619

KENNEDY 245 215 237 221 918  KENNEDY 245 214 237 221 917

WILSON 186 193 179 189 747  WILSON 185 193 178 189 745

BEN-HEM 22 18 20 20 20  BEN-HEM 22 17 21 20 20

20 18 20 19 20 20 18 20 19 20

21 18 20 19 20 21 18 20 19 20

21 19 20 21 19 21 19 20 21 19

22 20 20 21 22 20 20 21

20 20

Total: 106 73 120 99 100 498 Total: 106 72 121 99 100 498

BROWN 20 21 20 22 22  BROWN 19 20 20 22 22

19 21 20 22 22 20 21 18 22 23

19 17 18 22 22 20 17 20 22 22

20 20 20 21 22 20 20 18 22 22

19 20 18 22 19 19 18 22

18 20

Total: 97 99 114 87 110 507 Total: 98 97 114 88 111 508

JOHNSON 7 13 15 35  JOHNSON 7 13 15 35

16 16

Total: 7 13 31 51 Total: 7 13 31 51

LILJA 17 18 24 18 19  LILJA 17 20 24 18 19

18 20 24 15 19 18 18 24 16 19

15 18 24 18 19 15 19 24 18 19

17 19 19 19 17 18 19 19

16 17

Combo Classes: 9 11 Combo Classes: 9 11

Combo Classes: 8 12 Combo Classes: 8 12

Total: 83 92 95 70 76 416 Total: 84 92 95 71 76 418

MEMORIAL 20 23 19 21 19  MEMORIAL 20 23 19 20 19

21 23 19 20 19 22 23 19 21 19

21 23 19 21 21 21 23 19 21 21

20 22 19 20 21 20 22 18 20 21

18 21 19 21

Total: 82 91 94 103 80 450 Total: 83 91 94 103 80 451

 PRE-K EAST 57 57  PRE-K EAST 58 58

 PRE-K NHS 68 68  PRE-K NHS 71 71

 PRE-K BEN 12 12  PRE-K BEN 12 12

TOTAL: 137 368 355 430 372 397 431 408 416 410 435 426 382 374 5,341 Total: 141 371 352 431 374 398 430 407 415 410 436 426 382 375 5,348
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student domestic and global travel handbook 5.6NHS_Field_Trip_Handbook__(3).pdf Cover Memo

https://docs.google.com/document/d/1TyaTmN3Upsq68GiWr-HwLfMmxp50K8i4dheRMTkX4_g/edit?usp=sharing


Natick Public Schools

Global and Domestic Field Trip Handbook

13 East Central Street - Natick, MA 01760 - (508) 647-6400 - natickps.org
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Global and Domestic Travel: Why Do We Provide These Experiences?

According to the Natick Public Schools Profile of a Graduate, “Natick High School students develop the social and
cross-cultural skills that inspire leadership, encourage teamwork, and promote communication.” As a CITIZEN
LEADER, global and domestic travel experiences help students realize the following goals:

● Acknowledges, understands, and works effectively with people from diverse social and cultural backgrounds

● Leverages social and cultural differences to create new ideas and increase both innovation and quality of work

Global and Domestic Travel: Table of Contents

Topic

How to Use this Guide

Roles and Terms Defined

Phase One: Travel Approval

Phase Two: Planning

Phase Three: Countdown to Departure

Phase Four: Travel and Beyond

Appendix



Global and Domestic Travel: How to Use This Guide

Welcome to The Natick Public School Global and Domestic Travel Handbook. The Handbook is meant to provide

assistance and support to Trip Leaders during each phase of a global or domestic travel experience for Natick Public

School students. You will find policies, procedures and related forms that are meant to serve the dual purpose of

providing clear information to support chaperones, while ensuring that trips meet related school, local and state

requirements. The Appendices section includes all of the documents that are referenced in the Handbook.

The guidelines are divided into four sections:

Phase One: Travel Approval

Phase Two: Planning

Phase Three: Countdown to Departure

Phase Four: Travel and Beyond

Look through the Handbook and familiarize yourself with what steps are proposed for each phase of a trip. You will be

partnering with the Principal, Vice or Assistant Principals, Deans of Students, School Nurse, other Natick Public School

staff, your travel partner, and students and families at each step along the way.

Global and Domestic Travel: Roles and Terms Defined

ROLES

Principal or Designee: Unless otherwise specified, the building Principal, or a primary designee of the principal, will be

the primary administrative contact for the Travel Leader for the development and support of the trip. The Principal or

Designee will:

● Provide support and advice by telephone to the Travel Lead Chaperone during the course of travel as outlined in

the Emergency Action Plan.

● Contact parents/guardians in the event of a situation warranting contact as outlined in the Emergency Action

Plan.

● Act as designated contact for parents/guardians in the event of an emergency that warrants parent contact to

the Lead Chaperone or student. A method for contacting the Principal or Designee in the event of an emergency

will be established through the trip’s Emergency Action Plan and communicated to parents/guardians during the

Informational Meeting prior to trip departure.

Vice or Assistant Principal: Natick High, Middle School, or Elementary Vice or Assistant Principal

Dean of Students: Natick High School Dean of Students



Student: Any students that are enrolled at NPS

Travel Leader: A teacher or NPS staff person who initiates a global or domestic travel experience for Natick Public School
students during the school year or summer. The Travel Leader will be the primary contact person for the trip. The Travel
Leader will also assume the role and responsibilities of a Travel Chaperone for the duration of the trip.

Travel Chaperone: A teacher or NPS staff person who is involved with a global or domestic travel experience for Natick
Public School students during the school year or vacation. The Travel Chaperone will work with the Travel Leader to
organize and lead a global travel experience. There may be circumstances where the Travel Leader will designate the
Travel Chaperone to take over as Travel Leader during travel. There must be a 6-8:1 student to chaperone ratio (unless
approved by the Superintendent) for any overnight trip.

NPS Alternate Contact: The person who will serve as the local Alternate Contact to the Principal or Designee for the
Travel Leader during a trip as specified in the Emergency Action Plan.

School Nurse: An appropriate NPS nurse (building nurse) in consultation with the Director of Nursing, must be involved
in trip planning and support.

Travel Partner: A travel-related organization with whom the Natick Public Schools contracts to handle some or all aspects
of the trip. Travel Partners may include travel agencies, trip organizations, local travel partners and other similar
organizations. You are not required to work with a third-party Travel Partner.

Adult Travelers: Adults who are not employed by NPS are not permitted to serve as a Chaperones for overnight student
travel.

Budget Manager: The member of the School Administrative staff, or central office staff, that is responsible for the

bookkeeping and management of the school or district budget.

TERMS

Trip: A trip in the context of these Guidelines includes day and overnight domestic and international travel experiences
that are approved by the Natick Public Schools, organized by a Travel Leader, and attended by Natick Public School
students.

Travel Information Night: A parent/student meeting scheduled at least one month prior to departure to provide
information about domestic out-of-state and/or international overnight travel. Travel Leaders and Travel Chaperones are
required to attend. For travel that involves student groups who are unfamiliar with each other, (ex. different classes
coming together for the trip) it is strongly suggested that the Trip Leader and Chaperones organize at least one activity
prior to departure where students can interact and get to know each other, and you.

NPS Student Handbooks: All of the rules detailed in the NPS Student Handbooks apply on domestic and international
trips.

Emergency Action Plan: The policy and procedures established in advance of travel that:
● Troubleshoots possible emergency situations;

● Provides a mechanism for support and communication channels to the Travel Leader through the Principal

during the course of travel;



● Establishes a protocol for communication from the Principal to the parents/guardians in specific situations;

● Provides parents/guardians with a means of contacting a student in an emergency situation, through the

Principal;

● Includes the emergency information folder that will be utilized by the Travel Leader and Principal during travel.

● The Superintendent must be copied on emergency communications.

Phase One: Travel Approval

Travel approval is required prior to advertising and recruiting participants for any trip. You will first want to informally

discuss your trip concept (destination, proposed dates of travel, general itinerary, approximate budget and fundraising

plans) with your Principal or designee. You may also wish to talk to a Travel Leader from a previous trip.

The Travel Leader will then submit one of the following forms to the appropriate administrator:

● In-State, One Day Travel Field Trip Request Form

● In-State, Overnight Travel Field Trip Request Form

● Out-of-State, One Day Travel Field Trip Request Form

● Out-of-State, Overnight Travel Field Trip Request Form

● International Travel Field Trip Request Form

For One-Day, In-State Field Trips, the Travel Leader will get approval from their Direct Supervisor and then from a

Principal or Designee within four(4) weeks of the planned trip.

For In-State, Overnight Field Trips, the Travel Leader will get approval from their Direct Supervisor and Principal or

Designee within four(4) weeks of the planned trip. The Principal will then seek approval from the Superintendent

For Out-of-State, One-Day Travel, the Travel Leader will get approval from their Direct Supervisor and Principal or

Designee within four(4) weeks of the planned trip. The Principal will then seek approval from the Superintendent, who

will submit to the School Committee for any out-of-state trips.

For Out-of-State Overnight Field Trips, the Travel Leader will seek approval from their Direct Supervisor and then the

Principal or Designee three(3) months in advance for trips. The Principal will then seek approval from both the

Superintendent, who will submit to the School Committee, for any out-of-state overnight travel.

For International Travel, the Travel Leader will seek approval from their Direct Supervisor and then the Principal or

Designee six(6) months in advance for international travel. It is strongly encouraged to seek approval 1-year in advance of

the trip as the ability to prepare for such a trip will be weighed in the decision process. The Principal will then seek

approval from both the Superintendent, who will submit to the School Committee, for any international travel.

TRAVEL APPROVAL OVERVIEW

One-Day Field Trip

At least four weeks in advance of the trip:

● For approval please submit a proposal to your Direct Supervisor and then to the Principal or Designee.

● It is the expectation that field trips take place prior to May 1; acknowledging and supporting classroom teaching,

MCAS testing, AP exams etc.

● Consider the ratio of students to chaperones to ensure appropriate supervision is provided



In-State Overnight Travel

At least four weeks in advance of the trip:

● Travel Leader submits the Travel Proposal which must include, but is not limited to: itinerary, student lists, hotel

information, chaperone sign-off forms, waiver requests, etc. to the Principal. Note: a 6-8:1 student to chaperone

ratio is recommended for any overnight trip.

● Principal will take each request under advisement, consulting with key staff as appropriate

● Approval needs to be granted by the Department Head, Principal and Superintendent

Out-of-State Overnight Travel

At least three months in advance of the trip:

● Travel Leader submits the Travel Proposal (itinerary, student lists, hotel information, chaperone sign-off forms,

waiver requests, etc) to the Principal (no later than Wednesday before the Natick School Committee is to meet).

Trip requests must be submitted and approved in advance of any marketing to students.

○ Note: there must be a 6-8:1 student to chaperone ratio for any overnight trip.

● Principal will take each request under advisement, consulting with key staff as appropriate

● Principal submits Request to the Superintendent, who will submit to the School Committee for approval

Out-of-State One-Day Travel

At least three months in advance of the trip:

● For approval please submit a proposal to your Direct Supervisor and then to the Principal or Designee.

● Approval will be granted by the Direct Supervisor, Principal.

● Principal will then submit a request to the Superintendent, who will submit to the School Committee for

approval.

● Consider the ratio of students to chaperones to ensure appropriate supervision is provided

International Travel

At least six(6) months in advance of the trip:

● For approval please submit a proposal to your Direct Supervisor and then to the Principal or Designee.

● International Travel requests must be submitted and approved in advance of any marketing to students.

Note: there must be a 6-8:1 student to chaperone ratio for any overnight trip.

● Approval will be granted by the Direct Supervisor, Principal.

● Principal will then submit a request to the Superintendent, who will submit to the School Committee for

approval.

● It is strongly encouraged to seek approval 1-year in advance of the trip as financial accessibility and the ability to

prepare for such a trip will be weighed in the decision process.

STEPS IN THE APPROVAL PROCESS

1. Submit Draft Trip Proposal

Early in the planning process, submit the appropriate Field Trip Request Form (see Appendix) to the Principal or

Designee. Things to keep in mind while submitting a trip proposal:



● Travel insurance is required for all students for out-of-state field trips

● Housing accommodations for overnight travel must include supervision by Natick chaperones.

● The trip must be explicitly tied to learning objectives and NPS curriculum

○ A follow-up instructional lesson should be planned upon return

● The district/school may have very limited financial assistance opportunities, however, the Travel Chaperone and

their students may participate in fundraising activities for the trip

● Note: there must be a 6-8:1 student to chaperone ratio for any overnight trip;

● Accommodations for students with language barrier, disabilities, and health needs must be addressed.

● Ability to implement requirements within a gender identity support plan must be addressed.

● Timing of the trip should take into account the master schedule of each school; acknowledging and supporting

classroom teaching, MCAS testing, AP exams etc.

2. Submit the Travel Proposal

These rules apply for both new and recurring trips. The early deadlines allow the Principal to give you feedback and

suggestions before you begin investing time in significant planning.

For in-state overnight and one day field trips, please submit field trip proposals at least four weeks in advance. Approval

will be granted by the Superintendent, Principal or Designee without going to the School Committee. For out-of-state

travel please submit a field trip proposal at least 3 months in advance, and for international travel 6 months in advance.

All out-of-state travel requires School Committee approval. The Administrative Assistant to the Principal will schedule a

time for the Trip Leader to present to the School Committee

3. Principal Reviews Travel Proposal

The Principal will review the Trip Chaperone Proposal. Criteria include:

● explicitly tied to learning objectives and NPS curriculum

● students ability to obtain travel insurance (out of state and international travel)

● students are staying in housing chaperoned by NPS staff

● whether the budget is reasonable, including fundraising goals/plans and cost to students

● safety concerns and additional factors specific to particular proposals

● Accommodations for students with disabilities and gender support plans must be addressed

4. Principal Seeks Approval from the Superintendent for any overnight travel; And the School Committee for

out-of-state or international travel.

The Principal will seek any additional approvals/signatures that are necessary per Natick School Committee.

The Principal will provide the field trip proposal and all supporting data to the Superintendent

The Superintendent will be responsible for approval of any overnight in-state travel.

The Superintendent will review and submit any proposals for out-of-state or international travel to the School Committee

for approval.

5. Principal Informs Travel Leader of Approval

The Principal or Designee will let you know if your trip is approved. If your trip is approved, the Principal or Designee will

return to you your Travel Proposal signed by the Principal or Designee. The Principal asks the Travel Leader to work with

his or her co-planners of the trip to make appointments for required check-ins up until departure (if necessary). Refer to

Checklist Planning Form for specifics. These include:



● Permission slips/medical release forms

● Student have each completed the NPS Extracurricular Activity Indemnity Form

● Chaperone Emergency Contact Information & Sign-off (for overnights and international travel only)

● If traveling abroad, for all students under 16 years of age, must also fill out US State Dept form 3053 and have it

notarized so that if the student loses his/her passport on the trip, the Trip Leader is designated as guardian to

apply for a passport with the child under 16 years of age. The form is attached at the end of this handbook and

linked here.

● Post names of all students by YOG to all faculty using school email

● Prepare and review itinerary for travel with the contracted bus company for Natick Public Schools (any exception

to this school bus requirement will be made on an individual basis by the Principal).

● Hold required information meeting with parents/guardians

● One week pre-departure meeting

● Send all documents to Principal or Designees’ Administrative Assistant

Phase Two: Planning

The Travel Leader will be working with the Principal/Designee to create clear expectations and necessary deadlines for

trip participation. The Travel Leader will also be working with the Travel Partner if appropriate. The Travel Leader will

clearly communicate to students and parents/guardians, in writing, expectations and deadlines. Students must meet

behavioral and academic expectations in addition to application deadlines in order to participate in the trip. Participation

is a privilege and prior misbehavior on trips or significant disciplinary infractions in class could lead to a probationary

period or the inability to participate in the trip. Students who are participating are responsible for initiating and meeting

these requirements.

Planning up to Departure Overview

Travel Leaders are responsible for connecting with various constituencies during trip planning including the Principal,

parents/guardians, students, travel associates, travel chaperones, travel partners, and the school nurse.

Upon Travel Approval

Once your trip is approved, establish a plan for continuous communication with a number of people throughout the trip

planning phase.

1. Inform Key People

Once your trip has been approved, advise the following people of the trip details:

● Principal

● Vice Principals

● Main Office staff for attendance purposes

● School Nurses

● Guidance

● Executive Administrative Assistant to the Superintendent

An efficient way of giving notice is to send one email to all of these representatives that gives the following information:

https://www.us-passport-service-guide.com/support-files/child-passport-consentment.pdf


● Travel Destination and any other international points of travel

● Dates of travel

● Names, if known, of chaperones

● Potential pool of students (by application or open to everyone.) If you are going to have an application process,

decide on your selection criteria, one that encompasses the whole student, academics, behavior, interest, etc.

and prepare the application. Simply being in the club does not guarantee a spot on the trip.

2. Submit CORI Forms

Request a Criminal Offender Record Information (CORI) background check for any non-NPS personnel who will be

traveling with students. The Natick Public Schools CORI Request Form is available in the Main Office. The forms are

submitted to NPS Human Resources for processing. Your Principal will be contacted if there is a problem. Try to submit

these with at least a month (4 weeks) notice if possible.

3. Organize and Plan Finances

Organized financial planning is required for a trip. Make an appointment with the Budget Manager in your school to go

over trip finances and to create a trip finance plan. The Budget Manager will advise you of what to bring to this meeting.

At your meeting with the Budget Manager you will:

● Review your responsibilities as related to trip finance, and what you need to communicate to students and

parents/guardians about their trip finance requirements and deadlines

● Understand your responsibilities for record/receipt keeping and money management during the trip

Good communication with the Budget Manager is very important so that you can be sure that you are meeting deadlines

and are able to make timely payment. Municipal law and regulation govern the financial dealings of a school trip. In

practice, this means:

● All money must be collected and accounted for before it can be paid out. For example, the only way for a

payment of $500 to be made is if $500 has been collected from student/parent payment, fundraising, etc.

● Fundraising money that is allocated for trip payment must be collected and deposited in a timely manner before

that payment is due.

● Payment through the Town of Natick, which is how all payments are made, works on a warrant system. The

warrant process requires a two week turnaround. The Budget Manager will explain this to you in detail. You will

want to give yourself substantial lead time of up to six weeks to have payment made. In order to ensure that all

payment deadlines are met, you will create an established collection/deposit/payment schedule with the Budget

Manager.

● All payment requests must have the approval of the Principal. The Principal is the solely authorized person. Build

this into your timeline.

● You should plan to do a check-in with the Budget Manager regularly during trip planning. Your check-in could be

an e-mail, or a drop-in or scheduled meeting. It is recommended that you check-in monthly. This is meant to help

you and not create another requirement.

● If you have concerns or questions regarding financial matters during the trip planning process, don’t delay in

seeking the counsel of the Bookkeeper.

4. Work with Other Travel Chaperones

As discussed above, during your financial planning meeting with the Budget Manager you will:



● Review the municipal payment process and understand the Town of Natick warrant process for payment

schedule.

● Establish the actual lead times necessary for timely payment to your Travel Partner or other vendors. Be

prepared for lead times that may be as long as six weeks before payment is due.

● Create a collection/deposit/payment schedule to your vendors for your trip that will be your guide in trip

planning. The law requires that any commissions paid by a Travel Partner to a Travel Leader must be deposited in

the Trip account.

● Connect with the Trip Chaperones and delegate the remaining work details, it is helpful if you meet briefly but at

a frequent interval - ex. 30 minutes once a week to touch base, especially as your departure gets closer. Items

like room assignments, group assignments, bus assignments etc are helpful to get done ahead of time and to

share with students so that you can troubleshoot conflict before you leave.

5. Communicate with the School Nurse

The Travel Leader should understand the School Nurse requirements and communicate these to

students/parents/guardians. You should initiate contact with the School Nurse to establish a timeline related to School

Nurse information. School Nurse Requirements include:

● Natick Public Schools Out-of-State or In-State Field Trip Medication Form and Consent including Physician’s

orders and signature for all prescription information. This form requires signed consent from the parent/guardian

(see Appendix) The Appendix also includes the School Nurse cover letter (field trip information for

parents/guardians) which should be distributed with the form.

● An updated copy of a student’s current health form with immunization records (highly recommended, but not

required, for travel).

The School Nurse will partner with the Travel Leader about specific medical concerns related to students for the trip. If

needed, the School Nurse will partner with students/parents/guardians about a student’s specific medical concerns.

6. Manage Student Expectations

Early in the trip planning process it is important to outline expectations before and during travel. These expectations can

include fully engaging in pre-trip activities, meeting good academic and disciplinary standing, or other factors that may

affect the safety and success of the trip. Identifying concerns as early as possible about an individual student who is

scheduled to travel is important.

● Each student and parent should sign and hand in the Natick Public School Field Trip Parent/Student Consent

Release From Liability & Indemnity Agreement when he or she submits the initial trip deposit. (see Appendix).

● If a student is having difficulty meeting deadlines, behavior expectations, or attending required meetings, the

Travel Leader should contact the student first to reiterate requirements of the program. If this persists, then the

Chaperone will inform parents/guardians or guardians to re-establish expectations.

● If a student fails to meet any of the requirements stated in the Student Handbook or trip expectations, the

student may be dismissed from the trip at any point up to the day of departure. If the students fail to meet any

of these requirements while on the trip they could be sent home at the expense of their parents/guardians. In

the event that this occurs, the Principal may request a meeting with the Vice Principal, the Travel Leader, and the

student and parents/guardians.

● If a Travel Leader (or other NPS faculty or Staff member) has additional concerns about a student’s ability to

travel with the group, the Vice Principal, Guidance or the School Nurse are available for consultation.

https://docs.google.com/document/d/1Gif156sPEpPAyk2xKGzZkewPT4AL44oY7TEdPNpM6kQ/edit?ts=5d013e17
https://docs.google.com/document/d/1Lbx5UQSil_Un-xlu1-CpQA2Ctzq4SZDR9tMgphzg_nk/edit?ts=5d013ef7


7. Prepare Student/Parent Communications

Effective communication with students/parents/guardians about expectations and deadlines is essential for a smooth

trip preparation and for building a trusting relationship with families.

● Prepare a trip overview that includes what students are eligible for the trip, how students apply and are selected

(if applicable), and the educational purpose and itinerary for the trip.

● You will also need to communicate with students/parents/guardians about their responsibility to comply with all

requirements and deadlines in a timely manner. The best way to do this is to prepare clear checklists, keep those

updated on your website, and plan a parent meeting well ahead of the deposit deadline.

● In preparation for your parent meeting you need to prepare a list and schedule of student/parent financial

requirements from your meeting related to:

Trip Cost

● Using the budget you have prepared, establish the cost for the trip/student.

● You should include information about fundraising expectations.

Payment

● Using the schedule you have prepared with the Budget Manager, establish deadlines for

students/parents/guardians to make trip payments.

● You should communicate to students/parents/guardians that these deadlines are real deadlines that

must be met in order for timely payment to be made for the entire trip. Failure to meet deadlines may

result in the decision to suspend a student’s participation on a trip.

● Stress that monies paid are most often non-refundable. NPS contracts with third party vendors whose

policies regarding refunds strictly apply. parents/guardians should be aware of these policies. In some

cases, trip insurance may be available and parents/guardians should review this option.

● Students/parents/guardians should also have a list of required Travel Documents and Requirements.

● Students should apply for all required travel documents as soon as the student has committed to participating in

the trip.

● Passports, green cards and Visas must be valid for a period of at least six months after the trip is scheduled to

return. The Travel Leader or one designated chaperone will retain with him/her at all times a color copy of every

student's passport and visa (if applicable) for the duration of the trip. It is easier if you ask parents/guardians to

provide this for you, rather than doing it all yourself.

● In case of an emergency that might require a parent to travel to a foreign country, inform parents/guardians that

one parent should have a valid passport during the time that the student is scheduled to travel.

● If traveling abroad, in the off chance that a student loses his or her passport, they will need another form of ID

with them in order to facilitate the replacement process. For all students under 16 years of age, must also fill out

US State Dept form 3053 and have it notarized so that if the student loses his/her passport on the trip, the Trip

Leader is designated as guardian to apply for a passport with the child under 16 years of age. The form is

attached at the end of this handbook and linked here.

● Students/parents/guardians also need to be informed of other required documents and deadlines for

submission.

● Schedule a meeting with the School Nurse to discuss any individual student health care needs.

https://www.us-passport-service-guide.com/support-files/child-passport-consentment.pdf


● parents/guardians should be encouraged to contact the Travel Chaperone Leader to discuss any specific student

related health concerns and necessary accommodations.

● If necessary students/parents/guardians should schedule an appointment with their health care provider well in

advance to obtain necessary medical information, prescriptions, etc.

● Upload the Travel Itinerary and as much of the above information as it becomes available.

8. Hold an Informational Parent Meeting

Schedule and hold an informational parent meeting within a reasonable time prior to the date that the non-refundable

trip deposit is due. A “Tips for Travel Information Meeting” document is included in the Appendices to help you prepare

for the parent meeting. You should also feel free to consult with a Travel Leader who has previously conducted parent

meetings for support, this advice may be invaluable to your trip.

The Parent Meeting is a good time to introduce the safety policies that will apply during the trip:

● All policies and rules included in the NPS Student Handbook or otherwise established for the trip by the

Principal or Designee, or the Travel Leader apply on the trip. A student who breaches these policies or

rules may be sent home before the conclusion of the trip at the full expense of his or her

parent/guardian.

● Safety policies and an emergency action plan are in place in order to ensure the safety of each student

and adult traveling with the group. These include but are not limited to:

○ Students must not leave the group without permission.

○ Students must follow the instructions given by the Travel Leader and Travel Chaperones.

○ Students must follow the cell phone protocol established by the Travel Leader for student use of

cell phones during the trip.

Students/parents/guardians will be responsible for complying with all requirements and deadlines that are established

above.

Phase Three: Countdown to Departure

The six weeks prior to departure will be a busy time. As you approach the six week mark, check in on your planning

schedule and connect with the various people (nurses, guidance, trip partner, etc.) with whom you have worked to plan

your trip. During this time, you will put together the trip’s information binder and meet with the Principal to develop and

review the Emergency Action Plan.

Countdown to Departure Overview
The health, financial and important contact information that you collected during the Planning Phase will be used as you

prepare for departure. You will check in again with the Nurses and Principal/Vice Principal. You will assemble the

information binder and one for each of your chaperones, with each required document. You will then meet with the

Principal to develop the trip’s Emergency Action Plan. During this meeting you will complete and review the information

binder, and discuss the Communication Protocol and Emergency Scenarios. These documents together constitute the



Emergency Action Plan. Each of you will leave this meeting with an identical copy of the information folder that will

support the Emergency Action Plan.

Six Months Before Departure

● Confirm you are on target with your Financial Planning Schedule. Speak to the necessary individuals/company in

regards to this.

Six Weeks Before Departure

Check-In

● It is a good idea to check the exchange rate. Keep aware of the exchange rate until travel time. This is also a good

time to remind students to order money if they haven’t already done so and provide them an approximate

amount they will need/want per day.

● Confirm you are on target with any health or safety requirements from the School Nurse which may include

vaccinations.

● Consider whether you have any concerns about students who are planning to travel, such as academic,

disciplinary, or failure-to-meet deadlines. If you have any concerns, discuss them with the Principal/Vice Principal

of that particular student.

● Consider whether you have any other concerns or issues for which you could use extra support from a fellow Trip

Leader teacher, your department head, Guidance, School Nurse, the Vice Principals or the Principal.

● Send a reminder email with the dates of travel and students traveling to the Vice Principals.

● Confirm that parents/guardians/guardians have completed in-state and out-of-state medication permission form

and consent (see Appendix)

Schedule a Meeting with your Principal

● Identify, through the Principal’s Administrative Assistant, who your Natick Contact (Principal or the Designee) will

be for emergencies while you are on travel.

● Communicate with your Natick Contact and set up a meeting to go over the Emergency Action Plan at least three

weeks prior to travel.

Four Weeks Before Departure

Review Health Precautions with School Nurse

● Review any special health concerns related to traveling students and clarify individual plans for health issue

management (including EpiPen training).

● Collect photocopies of student medical forms from the School Nurse.

● Decide on a first aid kit to be carried by the Travel Leader or designated Travel chaperone during the trip.

● If you are going abroad where internet service will be challenging, make time to speak with the NPS Technology

department about setting up a VPN and/or an app like WeChat on your device so that you are able to still be in

contact without excessive phone charges.



Obtain Information From Student and Adult Travelers

● A color photocopy of the valid passport (and VISA where applicable). Make 2 copies, one for you to take on the

trip and one to stay behind with the Principal's Administrative Assistant in the Travel folder.

● Completed Parent/Guardian Contact Information Form (All chaperones should complete this information, too)

Prepare information binders/folders

The information binder/folder will contain details about travel, important contact phone numbers and emails,

and a communication protocol that will support the Travel Leader in the event of an emergency. You will prepare

for your meeting with the Principal by collecting required information from students/parents/guardians and

filling out the Travel Leader/Principal Information Form and the Travel Leader’s Destination Form (see Appendix)

to the best of your ability prior to that meeting.

Create a trip information folder on Google Drive. Share the folder with all Travel Chaperones, the Principal,

Principal’s Administrative Assistant) and the Vice Principal. The folder should include:

○ Detailed Travel Itinerary including flight information

○ Completed Parent/Guardian Contact Information Forms spreadsheet

○ Emergency Action Plan Form

○ Color passport photocopies of all the students and adults traveling, along with medical

information/parent contact information

○ Travel Leaders and Travel Chaperones’ contact information, including cell phone numbers

○ Emergency Action Plan Form

Principal and Travel Leader Meeting Worksheet

The goal of this meeting is to prepare the Emergency Action Plan so that you will have a clear understanding of what

steps to take in an emergency and how the Principal will support you. You will accomplish this by reviewing and

completing the documents needed for the Google Drive folder and hard copy folder, which will be provided to the

Principal before departure.

● Travel Chaperone Leader/Principal and Destination Contact Information

● Communication Protocol

● Emergency Scenarios

I. Bring this worksheet, and the information folder that you have completed, to your scheduled meeting with the

Principal.

Each information folder includes:

● Detailed Travel Itinerary including flight information

● Passport photocopies of all students and adults traveling, along with medical information/parent contact

information

● Parent/Guardian Contact Information sheets

● Emergency Action Plan

II. Review and complete the documents in the information folder.

❏ Give detailed flight information where possible and review the Travel itinerary with the Principal.



❏ List phone numbers and addresses for all locations where you know you can be reached (hotel, etc.)
❏ List cell phone numbers of all students
❏ List first and second phone numbers for all parents/guardians
❏ Identify times (if any) where it may be difficult or impossible to reach the Travel Chaperone Leader. Establish the

next reasonable time when contact will be possible.
❏ Identify any concerns related to travel: itinerary, student, communication access, etc.

III. Review and Complete the Emergency Action Plan Form.

The Emergency Action Plan Form is found in the Appendix and should be part of your information folder. This form will

provide you with a one page summary of contact information and help guide you in an emergency.

Follow these steps to review and complete:

❏ Fill in the Travel Leader/Principal and Destination Contact Information contact information using the complete Travel

Leader’s Destination Form and Travel Leader/Principal Information Form from the information folder.

❏ Discuss the Communication Protocol section that describes how communication would be established in the event

of an emergency.

❏ The Travel Leader will call the Principal. The initial call to the Principal is an informative call to share the course of

events, as well as a time to seek advice and input and to obtain further assistance if necessary (e.g. assistance from the

doctor-on-call, etc.). Do not contact families directly in an emergency situation.

❏ The Principal may choose to consult with the administration team, the health office, guidance to inform

decision-making.

❏ The Principal will contact involved families and other necessary parties. The Contact will have all relevant information,

all steps taken by the Travel Leader up to this point, and a clear course of action from the Travel Leader to let families

know there is a safe and appropriate plan. Input should also be obtained from the parents/guardians if the emergency is

student-specific and their knowledge would be helpful in the situation or if permission for a medical procedure,

medication, etc. is necessary.

❏ The Travel Leader and Principal should also decide on an appropriate Trip Emergency Contact Number for

parents/guardians to reach the Principal in an emergency. This will be used in the event of a family emergency in which a

parent needs to reach the student. The Principal or Vice Principal will determine whether to contact the Trip Leader.

❏ An emergency is a situation in which a Travel Leader has concerns related to the health, safety or welfare of any or all

members of the group. Examples may include natural disasters, crime, political unrest, serious medical problems, or

missing persons.

❏ In an emergency situation, take immediate action. Make sure the entire group is accounted for and stabilized.

Depending on the situation, use the immediate and local resources (hospital/clinic/doctor, police, local

embassy/consulate, local partner, etc.) Activate the Communication Protocol as soon as possible.

❏ Document the event as thoroughly as possible. Use the Student Incident Report found in the information folder and

take notes. If approached by the media, refer all inquiries to the NPS Principal.



❏ The following scenarios are examples of possible situations and responses:

A. Injury Requiring Hospital Visit

● In the case of a hospital visit, have the doctor fill out the Student Incident Report. Once as much

information as possible has been gathered, contact the Principal.

● If possible, request that the medical provider fax or email the appropriate party (Principal or Parent) a

report of medical treatment.

● If evacuation is needed, the final decision should come from the Principal after recommendations have

been made from the Travel Leader/Travel Chaperones and doctors. Refer to the Travel Insurance Card for

instructions on how to use it.

● In some cases it may be necessary for a parent to travel to the student to continue the care of a

hospitalized student. With the support of the Principal, set these expectations and make arrangements.

An adult chaperone will remain with the student at all times until a parent/guardian arrives to take the

place of the chaperone.

B. Student Gets Separated From the Group

● Before the trip and on Day 1 of the trip, the process described below should be discussed with all

travelers and communicated to students and parents/guardians during the pre-departure meeting.

● Travel Leader and/or Travel Chaperones should keep cell phones on at all times when possible.

● All travelers should be given necessary lodging and contact information (i.e. Travel Leader/Travel

Chaperones cell phone numbers, name/phone of lodging, or any other appropriate local contacts.)

● Generally, groups should access private transportation, if possible (i.e. charter buses, etc.). If the

separation involves public transportation, one of two protocols should be decided upon:

● After being separated from the group, the student waits while one Travel Leader/Travel Chaperone

comes back.

● The group gets off at the next stop and waits for the separated student.

If approximately one hour has passed and the separated student has not been found, use the Communication

Protocol and contact the Principal.

C. Travel Leader/Travel Chaperone is Injured

● Immediately use the Communication Protocol.

● Contact the Principal

● Use the local contact person for assistance.

● Rework the itinerary as needed.

D. Theft

● Make sure the group is safe.

● A Travel Leader/Travel Chaperone and the theft victim(s) should go to the police station, file a theft

report, and keep a copy for insurance claims.

● Travel Leader/Travel Chaperone should have conversations with students about the management of

valuable items and should make necessary changes to prevent further theft.

● On return to Natick, report the theft to the Natick Police Department and Vice Principal.



● If a passport is stolen, contact the local embassy/consulate as indicated on the Emergency Numbers and

Addresses sheet in the information folder.

E. Terrorist Situation/Natural Disaster

● Information should be monitored and shared, via the NPS Communication Protocol, constantly.

● If information is not readily available within the affected country, have the Principal monitor the

situation and communicate important updates back to the Travel Chaperone Leader/Travel Chaperones.

● Change itinerary as needed, always keeping the Principal informed of changes.

● Use the local consulate/embassy for advice; if recommendation is to leave, make plans to leave.

IV. Distribute the Emergency Action Plan Documents

● Put completed Emergency Action Plan Form in each of the binders/folders.

● In addition to including the Emergency Action Plan Form in the information binder/folder, the Travel Chaperone

Leader should copy the Emergency Action Plan Form and keep it on his or her person (wallet or passport holder)

at all times for easy reference. The Travel Leader may want to provide copies to one or more chaperones as well.

● Give one identical copy of the completed information binder/folder to:

○ The Travel Leader

○ The Principal

○ The Vice Principal

○ All Chaperones should be provided with copies of students assigned directly to them

V. Share Emergency Action Plan with Students/parents/guardians

Give students/parents/guardians a general overview of the Emergency Action Plan at your pre-departure meeting.

Include the procedure established by the Travel Leader and Principal if a student gets separated from the group.

Two-Three Weeks Before Departure

1. Hold An Information Meeting for Students and parents/guardians

Around 2-3 weeks prior to departure, hold an Informational Meeting with students/parents/guardians to discuss

general trip information, review behavioral expectations and general safety policies. Use the form entitled “Tips

for Pre-Departure Information Meeting” (see Appendix) for agenda ideas for this meeting.

● Review the Emergency Action Plan with parents/guardians and advise them of the Emergency Contact

number they can use in the event of an emergency. You should communicate examples of a true

emergency (death or catastrophic family event).

● Review the procedure you have established if a student gets separated from the group during travel.

● Review the expectations for students during travel.

● Discuss any other issues appropriate to your trip. You may wish to consult with a Travel Leader or Travel

Chaperone who has previously run a pre-departure parent meeting for tips.

● If students are unfamiliar with each other (ex. Not all in the same class/section or grade level) it often

helps to do a few bonding-type activities at this meeting and even in a few CDS blocks in the weeks

leading up to departure.



2. Prepare lesson plans if a substitute teacher will be covering classes in your absence.

3. Follow up with the Budget Manager if needed to resolve or review documentation or procedures required by the

Business Office during travel or upon return.

One week Before Departure

1. Travel Leader meets with Principal (or Designee) to review final trip details, including:

● Contact information for all chaperones

● Contact information for all hotels

● Travel info (ex. flight number)

● Students with chronic health conditions or other significant medical histories

● Emergency Action Plan details and Communication Protocol

● Completed in state and out of state Medication Permission Form

Phase Four: Travel & Beyond

Enjoy your trip! You have worked very hard to plan and prepare for this travel experience. Remember, if you find yourself

in any situation that requires extra support, you have set up a system through the Emergency Action Plan that is

designed to provide you guidance and assistance in almost any circumstance. In addition to taking the information

binder/folder that you have prepared and reviewed with your Principal, it is advisable to bring an extra copy of the one

sheet Emergency Action Plan Form and place it in your wallet or passport sleeve.

Travel & Beyond Overview

You will have your information binder/folder with you during travel. The information binder/folder is the foundation of

the Emergency Action Plan. Below is a reminder of the Communication Protocol that has been established during the

Countdown Phase that would be used in case of an emergency situation.

● Travel Leader will have the ability to contact the Principal (Principal or Designee) at all times during the trip.

● Principal will have copies of critical travel documents including contact information for each student’s

parent/guardian.

● In an emergency situation, any decision to contact a student’s parents/guardians will be made by the

Principal.

● In the event of a situation, the Principal, administration team, Health and Guidance will be available to advise.

● In a non-emergency situation, Trip Leaders may contact parents/guardians directly.

If a parent needs to contact a student or the Travel Leader in the event of a TRUE emergency, such as death in the family,

contact will be made through the Emergency Contact Number.

While You Are Traveling

When you are traveling, you want to do your best to be prepared for situations that might arise. When possible, you

should carry:

● First Aid Kit (provided through the NPS Nurse’s Office)



● Student Medical Forms

● Information binder/folder which includes:

❏ Detailed Trip Itinerary including flight information

❏ Passport photocopies of all students and adults traveling

❏ Parent/Guardian Contact Information Forms

❏ Travel Leader/Principal Information Form

❏ Emergency Action Plan

❏ Student Incident Report Form

● Cell phone

● Travel Insurance Card

● Be familiar and comfortable with the Emergency Action Plan and be prepared to follow if necessary.

● Utilize the contents of the information binder/folder as needed.

● Understand and keep on your person the completed Emergency Action Plan Form.

● Be prepared to take action if there is an emergency. Consult the Emergency Scenarios section of the Emergency

Action Plan for reference.

2. If there is an incident, keep a written record.

3. Teachers are employed by NPS and are covered under the same terms of their contract whether they are on the Natick

campus or traveling with a group of students domestically or internationally.

Upon Return

1. The Travel Leader will notify the Principal (Principal or Designee) from the airport or student pickup location that

the group has returned and all students have been picked up by the parent. Also inform the Principal of any

injuries, accidents, thefts or incidents that happened during the Trip.

2. The Travel Leader will follow-up with the student and the School Nurse on any medical issues that arose on the

trip with affected student(s).

3. The Travel Leader will follow up with the NPS Senior Bookkeeper to submit receipts or resolve any financial

issues.

Wrap-Up

There is a lot to be learned and shared from each NPS trip that will benefit future trips and Travel Chaperon Leaders.

1. If possible, the Travel Leader will hold a wrap-up meeting with the students after the trip.

2. Include a student/parent feedback form in your trip wrap-up.

3. Ideally, the Travel Leader will meet with other NPS Travel Chaperones and prepare a short reflection of the trip

using their own ideas and any ideas generated at the wrap-up meeting. The purpose of the reflection is to gain

institutional knowledge for future trips, analyze incidents and near-misses and their causes and future

prevention and include this information.

4. The Travel Leader will share the reflection within a reasonable time of his or return with the Principal. Feel free

to include any feedback about the use or functionality of this Handbook.



Global Travel: Appendices

The Natick Public School Global Travel Handbook and all appendices are available by clicking on the links below.

● Trip Proposal for International Travel

● Natick Public Schools Policy Manual

● Natick Public School Educational Travel Code of Conduct

● Medical Form

● Letter from School Nurse

● In-State Field Trip Form

● In- State OVERNIGHT Trip Form

● Out-of-State Overnight Field Trip Form

● Out-of-State NOT Overnight Form

● Chaperone Information Form

● Natick Public Schools Permission Form for School Sponsored Trips and Events

● Tips for Pre-Departure Information Meeting: Sample Agenda

● Trip Leader/Principal Information Form

● Emergency Action Plan Form

● Student Incident Report Form

● Procedure for Calling 911

Natick Public Schools Current Forms:

· NPS checklist for planning all school field trips

· NPS Chaperone Information Form Overnight & out of state field trips

· Natick Public School Field Trip Parental/Student Consent Release From Liability & Indemnity Agreement

· NPS non-chaperone staff or adult travel overnight & out of state field trips

· NPS school sponsored field trip request form in-state overnight travel only

· NPS school sponsored field trip request form out of state travel only

· NPS field trip waiver request

· NPS consent for volunteer driver

Tips for Travel Information Meeting for Students and parents/guardians

Below are some tips for planning your initial meeting for parents/guardians and students to introduce them to the trip

and provide them with information to decide whether a student will participate. This worksheet is based on previous trip

leaders’ recommendations. You may wish to contact a teacher who has already led a trip to discuss your actual agenda

for the meeting.

Welcome and Introductions

● Tell the parents/guardians a little bit about yourself. This meeting is the first step in building a trusting relationship

between the students, parents/guardians and travel chaperone leader.

● Provide parents/guardians with your contact information and repeat that again at the end of the session.

https://docs.google.com/document/d/1cIU4vUkw_-OqsnzkDXKkUrN7YX2mQCRAeITXc0qr25o/edit
https://docs.google.com/document/d/1TyaTmN3Upsq68GiWr-HwLfMmxp50K8i4dheRMTkX4_g/edit?usp=sharing
https://docs.google.com/document/d/1ZyR31YeVNk5DS7FYfQeMeF5gVHuev7U08LriLj4CzBc/edit
https://docs.google.com/document/d/1kjskEeLf3BwPldqG7HN9ajE7b1fMr1O4AXwULybmCd8/edit
https://docs.google.com/document/d/1y1WsbXT8JYs3Yg4GmGVGRj7d7ehVrVZ93KOf9diaVos/edit
https://docs.google.com/document/d/1x2NOxDnriC2zBHWxLmGc9nfBGJO3-mcECh63iGYPRnE/edit?usp=sharing
https://docs.google.com/document/d/12b4aQJDvIhYloh2yS2ajuSFtDcRamDjWlfGdytzSOGo/edit?usp=sharing
https://docs.google.com/document/d/1kQ8J5AUawQfnu6hdnpO4xdKus9H7CnXLKidP-w1BVHA/edit?usp=sharing
https://docs.google.com/document/d/1afWijWFLDoA3_RtCyjT-4HjdHEMy16b8kB64EU_hgZk/edit?usp=sharing
https://docs.google.com/document/d/1e7NWL7nVaaNp75pBRTqRaJJxSmm0gt5W0PMfnDfNfKs/edit?usp=sharing
https://docs.google.com/document/d/1arSLwocq4PwRUFH7kuifTS95Hjs05cC-bakF-hiWdvc/edit?usp=sharing
https://docs.google.com/a/westwood.k12.ma.us/forms/d/1zBVj4LE6p4gMpteuTcuPb_L2wDTsY7Qnk8CF224YnUc/edit
https://docs.google.com/document/d/1R9CWGoeSJagF2zIg8LXVQFmTxOxhyTdJHgsngABVKcM/edit
https://docs.google.com/document/d/1Eyp5q-FZGoRCRmdaXSZUBaCJ4mQxtQsZjbdyIReLV0k/edit
https://docs.google.com/document/d/1P81nzJV1Bl4uFzUrdSrZZf96JnnKP-7PdyKwo10DbOQ/edit
https://docs.google.com/document/d/1Wadm92MgbqVs1GrWgKc9PVpUVw0NHJ7WlsMlFgHbFnM/edit
https://docs.google.com/document/d/1JtREethdZ8TLpJVwIeEDKvh7wloOV027v4H7yWSRe48/edit


● If the trip is not open to all students, clearly explain the application/selection process including selection criteria and

timeline.

Share with students and parents/guardians that there are three principles that apply to the relationship between all

parties involved in trip planning and travel:

1. All parties benefit from a clear understanding of what to do (expectations and requirements) at each

step of trip planning and travel.

2. Good communication is essential.

3. Mutual trust and support results in optimal experiences for everyone involved.

This trip will be based on those principles.

Communicate that an important part of trips is helping students to develop skills that will apply to global travel:

independence, self-reliance, problem solving.

The roles of students/parents/guardians and the trip leader during the trip planning process are designed to promote

these skills:

● Students are responsible for meeting deadlines/forms/academic and behavioral standing. Students should

communicate with trip leaders, ask questions.

● Students should work together to plan for the trip.

● parents/guardians should plan to impart the responsibility to their child to communicate with the trip chaperone

leader and the group. While the trip chaperone leader is available to parents/guardians for concerns or unresolved

issues, for most issues the interface should be between the student and trip chaperone leader.

● The travel chaperone leader will work to communicate effectively with students at trip planning meetings. The

travel chaperone leader’s goal is to establish strong relationships with and among the students who will be traveling, and

to assist in preparing for a positive, safe travel experience.

You should point out what documents will be needed and where they can be found or accessed, as well as how

parents/guardians can expect to be updated about the trip during the trip (i.e. an Instagram account, a trip blog, etc.).

You will want to provide information related to:

Destination and Itinerary

● Go over dates and highlights of the trip - stress that there will be a meeting before departure to go over this in

more detail

Travel Document Requirements for Students and parents/guardians

● Inform students/parents/guardians that students must have a passport/green card that is valid for 6 months

after the trip and that this is the responsibility of the family.

● Recommend that at least one parent have a valid passport in case there is a reason that a parent should have to

travel to the student.

Costs and Payment Schedule

● Reinforce the need to meet deadlines for payment. Trips are governed by MA laws and regulations which require

that all monies must be collected and deposited before any payment can be made.

● Go over payment schedule, including non-refundable deposit.



Choosing Travel Participants

● In advance of the meeting, develop a plan for choosing trip participants. The plan must include a process for

determining equitably which students may participate if there is greater student interest than there are spots on

the trip.

● Typically, seniors are given preference over juniors, juniors over sophomores, etc.

● For all Foreign language trips, students should be enrolled in the language/or have taken the language for 3

years, or in rare instances a heritage speaker.

Fundraising

● Discuss fundraising plans, if any.

● A good fundraising plan can include group/individual fundraising, plans for student-earned contributions, and

parent participation.

Expectations of Students and parents/guardians

● It is helpful to have a calendar prepared that outlines meeting dates and expected deadlines leading up to the

trip.

● Explain the importance of students attending planning meetings.

● Review the Policy and Contract on Trip Participation. Explain the rationale for the policy and outline different

parts of the agreement. Explain that trips are grounded in the principle of helping students to become more

independent and resourceful. While most trips are uneventful, students and parents/guardians should consider

whether the student is ready to assume the challenges that a global trip may present.

● parents/guardians should further consider whether the parent is prepared to allow the students to assume the

responsibilities and risks of traveling, and likely to be out of contact with the parents/guardians for some

portions of the trip.

● Encourage students/parents/guardians to review the NPS Student Handbook.

● Reiterate the requirement that students be in good academic and disciplinary standing to participate.

School Nurse Requirements

● Tell students/parents/guardians to arrange a doctor visit to arrange immunizations if necessary. Explain how

families are responsible for medical decisions. Be sure to review with the School Nurse prior to meeting.

● Students and parents/guardians should familiarize themselves with the School Nurse Requirements.

Other

● Briefly explain that prior to travel, the Travel Leader will meet with the Principal to create and discuss a plan that

will support the trip in the unlikely event of an emergency while traveling that will provide for support and

communication with a NPS contact for the duration of the trip.

Emergency Action Plan Form



Individual Student Incident

1. Contact 911 or other authority (if needed) - if going out of the country be sure to record here the emergency

contact number for that country: ____________________________________

2. Contact another Chaperone to inform them of the situation and be sure that all the other students (in your

group specifically or on the whole trip depending on the scenario) are able to be taken care of while you stay

with the individual student.

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

3. Contact the Principal or Designee and inform them of the situation. Give the full name of the student and grade.

Do not contact parents/guardians/guardians without the go-ahead from administration.

Principal or Designee Name & Number: ___________________________________________

4. If unable to reach the Principal or Designee, the secondary administrator should be contacted.

Secondary Administrator Name & Number: ________________________________________

5. When there is more information or a resolution to the incident, contact the Principal or Designee again with an

update.

Whole Group Emergency or Incident

1. Contact 911 or other authority (if needed) - if going out of the country be sure to record here the emergency

contact number for that country: ____________________________________

2. If the whole group is not together, contact other Chaperones to confirm that all students and chaperones are

accounted for and are safe. If a student is injured, defer to the individual student incident emergency plan

above. If possible and safe, try to get the whole group together.

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

Chaperone Name & Number: ___________________________________________________

3. Contact the Principal or Designee and inform them of the situation. Do not contact parents/guardians/guardians

without the go-ahead from administration.

Principal or Designee Name & Number: ___________________________________________

4. If unable to reach the Principal or Designee, the secondary administrator should be contacted.

Secondary Administrator Name & Number: ________________________________________



5. When there is more information or a resolution to the incident, contact the Principal or Designee again with an

update.

COMMUNICATION PROTOCOL

TRIP LEADER TO NPS CONTACT:

● The Travel Leader will call the Principal. The initial call to the Principal is an informative call to share the course of

events, as well as to seek advice and input and to obtain further assistance if necessary (e.g. assistance from the

doctor-on-call, etc.). Do not contact families directly in an emergency situation.

● The Principal may choose to consult with the administration team, the health office, or guidance to inform

decision-making.

● The Principal will contact involved families and other necessary parties. The Contact will have all relevant

information, all steps taken by the Trip Leader up to this point, and a clear course of action from the Travel

Leader to let families know there is a safe and appropriate plan. Input should also be obtained from the

parents/guardians if the emergency is student-specific and their knowledge would be helpful in the situation or if

permission for a medical procedure, medication, etc. is necessary.

NPS CONTACT TO TRAVEL LEADER:

● If a parent needs to contact the Travel Leader or the student due to a family emergency, the parent will contact

the Principal using an agreed upon Emergency Contact Number. This will be used in the event of a family

emergency in which a parent needs to reach the student. The Principal or Vice Principal will determine whether

to contact the Travel Leader.

Tips for Pre-Trip Information Meeting for Students and parents/guardians

Below are some tips for planning your meeting with parents/guardians and students immediately prior to your trip

departure date. Ideally, this meeting will take place around 2-3 weeks before travel. This worksheet is based on previous

trip chaperone

leaders’ recommendations. You may wish to contact a teacher who has already led a trip to discuss your actual agenda

for the meeting.

Welcome and Introductions

● Reintroduce yourself. This may only be the parents/guardians' second time meeting you. Tell the

parents/guardians a little bit about yourself.

● Briefly bring the parents/guardians up-to-speed on the trip planning process. It will help parents/guardians to

feel invested in the trip. Some examples may be: achievements, fundraising goals met, good examples of team

building, or even bumps in the planning process that were overcome and how

Itinerary Review

Travel Reminders

● Passports/Visas



● 1 other form of ID if passport is lost

● Immunizations and Recommended Immunization Records

● School Nurse check in for current medicines or updated medical issues

Packing

● What students should bring. (Your travel partner or an experienced travel chaperone leaders may be helpful in

sharing existing packing lists).

○ It may be helpful to have distributed a packing list a few weeks before this meeting, especially if it

requires budgeting for purchases.

● Consider whether you want each student to pack a small first aid kit?

● What not to bring:

○ Decide on the student cell phone policy for the trip and clearly communicate this. Will you allow or

prohibit student cell phones? Will you request/require them in certain circumstances?

○ Decide on the policy on electronics for the trip.

○ Decide on the recommendation for valuables for the trip.

● What is nice to bring

○ Batteries? Phone chargers? Other extras specific to the trip?

○ Discuss spending money recommendations.

Emergency Action Plan

● Communicate that there is an Emergency Action Plan that has been established that includes:

○ an information binder/folder with all relevant contact information (including parent contact info.),

○ an established communication protocol between the Travel Chaperone Leader and the Principal that will

be activated if there is a situation in which the Travel Chaperone Leader needs support or needs to

contact a student’s parents/guardians, a pre-trip review of what to do in certain emergency situations.

○ Explain the following:

● During your meeting with the Principal, you established a protocol using the Emergency

Scenarios of what to do if a student is separated from the group. Communicate this plan to

students and parents/guardians.

● Inform parents/guardians that as part of the Emergency Action Plan that if there is a situation

involving a particular child, that the Travel Leader will be contacting the NPS contact who will

then advise the Travel Leader and be the person to contact the parent directly. The Travel Leader

will not be contacting parents/guardians directly.

● If there is a true emergency where a parent needs to reach a student, there will be an

emergency number that parents/guardians can contact locally. Communicate what this number

will be (as decided in your meeting with the NPS contact) and explain that the NPS contact will

return a call to parents/guardians in that situation.

Set Expectations as to if/how/when/how often Students will be Communicating with parents/guardians during the trip.

Review student academic & behavioral expectations

● Expectations prior to and during travel

● Repatriation clause at parents/guardians’ expense
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