
School District of Manawa 
Field Trip/Transportation Permit Form 

Field Trip Permit Forms must be submitted at least two weeks in advance. School day trips must return to school no 
later than 2:45 p.m. to coordinate with dismissal and bussing schedules. 
Reminder – Overnight and Water Related trips require BOE approval. Plan approval at least two months in advance. 

 
      Trip Name ________________________________________     Grade/Class  ___________________________________ 

Teacher/Coach (responsible for trip)   Cell #   
Date(s) of trip to   

 

Destination and Address:   

Itinerary of trip (attach sheets as necessary): Is this an overnight or water related trip?  yes  no 
 

 

 

Purpose of trip (include curriculum guide learner outcome or competency references): 
 

 
 

No. of Students No. of Teachers No. of Chaperones GROUP TOTAL   

Departure time Return time  Total hours No. of Buses                                            

Start (pick up) point  Return (drop off) point    

Require wheel chair accessible bus   _________________________________ 

 

FIELD TRIP COSTS (NO student participation fee can be required without prior Board of Education approval.) 

Non-transportation costs (Planner completes for all field trips) 

A. Total school-paid miscellaneous costs (admission, tickets, supplies, etc.) A. $ _ 

FD_ LOC_ OBJ _FUNCTION _PROJ    

B. Per pupil student-paid miscellaneous costs B. $ _ 

 
C. Lunch plans (check all that apply) 

Students will bring a sack lunch from home     _ 

Food service staff will prepare box lunches   _ 

Lunch will be purchased at site of field trip     _ 

Not applicable     _ 

 
 
 

NOTE: ALL PARTICIPANT FIELD TRIP FEES ARE TO BE PAID TO THE SCHOOL/DISTRICT PRIOR TO THE TRIP. 

Staff member(s) responsible for administering medication to students   
 

APPROVED  
Principal 

DATE   

 
 

Forms Distribution: Kobussen Buses LTD. 

District Nurse 

Business Manager 

School Office 

Activities Director (as applicable) 



D. TRANSPORTATION: (Complete all that apply.) 

School Van – Call LWHS/MMS to reserve van. Reservation completed by:     
 

Private Vehicles – Provide the information for each driver as noted in the table below. 

Private vehicle data submitted by:    

Principal confirms submission of required documents to District Office: _ 

Bussing costs (To be completed by Kobussen) 

Total transportation charge: $   
 

Transportation paid by SDM account: (To be completed by Principal) 

FD_ LOC_ OBJ _FUNCTION _PROJ   
 

Transportation paid by other organization name and address: 

 
 

 

Transportation Request Directions 

The following information is provided to ensure a consistent and clear process when transportation services are needed 

for a school trip. 
 

1. Staff member completes the Field Trip / Transportation Permit Form and submits it to the building principal. Be 

sure that all applicable sections of the form are filled out in detail. 

2. The building principal will review and approve/deny the trip and proceed as follows: 

 
Bussing – Kobussen School Van Personal Vehicles 
A copy of the form will be forwarded to Mrs. 
Thompson @ MES and Mrs. Koehn @ 
LWHS/MMS for all trips requiring bussing 
services. Mrs. Thompson and Mrs. Koehn 
will be the point of  contact with Kobussen 
for all trip arrangements. Please contact 
Mrs. Tohm for all athletic trips/bussing 
inquiries. 

A copy of the form will be forwarded 
to Mrs. Koehn, when the district van 
is being reserved. 

Submit a copy of the following to 
District Office: 

 Valid Wisconsin driver’s license. 

Driver must be at least 21 yrs. old. 

 Certification of insurance for at 
least the minimum required by 
Wisconsin law. 

 Vehicle inspection report from a 
certified auto dealership or service 
center. 

Kobussen will build the trip and provide the 

quote for transportation. 

Mrs. Koehn will enter the reservation 
on the District Vehicle shared Google 
calendar. 

Verify vehicle has the proper number 
of safety belts for the number of 
passengers per state law. 

Both the principal and staff trip organizer 
must approve the transportation quote. 

On the day before or day of the trip, 
vehicle keys can be checked out of 
the high school office. 

Verify that the vehicle has a first aid 
kit. 

Kobussen will receive confirmation of an 
accepted quote from Mrs. Thompson, Mrs. 
Koehn, and Mrs. Tohm and will book the trip 

Complete the Vehicle Usage Form. 
Return the completed report, gas 
credit card, and vehicle key to Carrie 
Koehn. 

Send the completed form with any 
receipts to the Business Manager 
following each trip. 

 

 


