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Menomonee Falls School District 
 

EXPECTATIONS OF ADVISORS/CHAPERONES  
 

The following are some basic guidelines for any advisor, coach or chaperone when 
planning and accompanying students on field trips. It is imperative that these 
expectations also be communicated to the students.  
 

1. Review School District procedure #352 (Extended Out Of Town Field Trips). 
2. Prepare and submit a written prospectus/itinerary to building Principal, 

Athletic/Activities Director or Superintendent for approval. Prospectus/itinerary 
must be submitted for approval at least 10 days prior to trip. 

3. Once approved, distribute itinerary to all parents/guardians. Itinerary needs to 
contain basic information such as list of advisors/chaperones, financial 
arrangements, number of participants, destination, travel and lodging plans, list 
of behavior and discipline rules, health and safety precautions, liability/release 
statements and insurance coverage information. 

4. Remind students all Athletic Code/School Handbook rules, policies and 
expectations apply during the trip. 

5. Enforce all school, athletic and district rules/policies. 
6. Abide by all district transportation policies. 
7. Advisors/Chaperones must have a copy of the “Authorization to Administer 

Medication” form with them at all times when leading overnight trips. 
8. Medication must be housed and administered by a school staff chaperone at all 

times during overnight trips. 
9. No student should be left unsupervised unless reasonable and prudent 

arrangements have been taken such as being with a parent or guardian. 
Advisors/chaperones are expected to be in the general vicinity of their students 
at all times. Advisors/chaperones should periodically check in with students when 
at venues where it is not feasible to keep all students together or within visual 
contact. The district recommended chaperone to student ratio is 10 students per 
adult chaperone at the elementary level, 12:1 at the middle school, and 15:1 at 
the high school.  Please see your principal if you are planning to operate beyond 
those ratios. 

10. Students must always be in groups of two or more. 
11. Advisors/chaperones must have student cell phone numbers if applicable. 
12. Advisors/chaperones must communicate their cell phone numbers with students.  
13. Advisors/chaperones may not consume alcohol or other drugs or be under the 

influence of alcohol or other drugs while they are directly responsible for student 
supervision. 

14. Chaperones may not use tobacco products in the presence of students while 
serving as a chaperone. 

15. In the hotel there should be advisors/chaperones in close proximity to where 
students are staying.  

16. A curfew needs to be established and communicated to the students by the 
advisors/chaperones. 
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17. No members of the opposite sex are allowed in the student’s rooms without an 
advisor/chaperone present. 

18. Students are not allowed to leave the hotel without prior permission from an 
advisor/chaperone. 

19. A final bed check must take place at a set curfew time determined by the 
advisor/chaperone at which time the students are to be reminded of the following 
rules/expectations.  

a. Students are not allowed to leave their rooms after curfew without 
advisor/chaperone approval. 

b. Reasonable arrangements will be made by chaperones to monitor student 
compliance with curfew and associated rules and policies. 

 

Field Trip 
Destination:____________________________________________________________  
 

Name of Group:_________________________________________________________ 
 

Name of 
Teacher/Advisor(s):______________________________________________________ 
 

I have read and understand the expectations and responsibilities of serving as 
the advisor/chaperone for the above mentioned overnight field trip.  
 

Signature:________________________________  Date:_______________________ 
  

 
Printed Name:_____________________________  Phone:______________________ 


