
Location of field trip
Date of field trip
Teacher organizing field trip
Cell phone number
Number of...          

Students            
Staff            
Chaperones*

Check master calendar and other event  
calendars to avoid conflicts (Please be conscious of  
testing, school events, other field trips, etc.)

Seek administrator approval

Complete any school/district field trip forms (pay  
attention to deadlines)

Include date of field trip on school calendar

Include date of field trip on school/classroom newsletters

Seek any medical notes for students in attendance  
(check with school nurse’s office)

Figure out cost per student (Check with  
administration. Are grant funds available?)

when booking the trip:

Before going on the trip:

This is to be used as a guide for planning your field trip. It is not meant to 
replace any and all school/district policies.

Checklist

Pre-Field Trip
Does the number 
of chaperones 

matter?
There are no Wilson Center 

requirements for the number 
of chaperones. We look to 

the schools for the teachers 
to follow their district’s 

policies. A usual standard 
is one adult to every five 

students (1:5).

1
5

*

Stop by your school’s office to...

Inform office of departure and estimated return time

Leave copies of the signed permission slips for each student on the trip 
in the office

Obtain medications (including possible inhalers) from school 
nurse or office

As the lead teacher on the field trip...

Add school office # to your cell phone

Review bus rules with students before the bus leaves

Carry copies of signed permission slips (include 
emergency phone numbers)

Prepare a list of student(s) not participating 
in the trip and the teacher’s name (with 

room number) who will be responsible 
for the student(s)

Finalize work for any students 
staying behind

Send out e-mail to 
remind or alert staff 

about the day’s 
field trip



Contact bus company regarding confirmation

Divide classroom into small groups for chaperones

Provide list of students attending field trip to 
principal, school office, arts specialists, special 
education staff, classroom/school volunteers, 
school nurse, and chaperones

Remind chaperones to sign in at office before 
leaving on trip and review specific job duties 
with chaperones. Provide a list of ‘their’ 
students

day before trip:

Create permission slips and send home

Order buses  
*Transportation is the responsibility of each 
school, not the Wilson Center.

If necessary, teachers should ask parents to 
accompany their child

Provide time in the classroom to go over theatre 
etiquette. Include what to do if separated from 
the group... find a Wilson Center usher  
dressed in all black or look for an adult with a 
gold name tag (Wilson Center staff person).

after booking the trip:

Send any missing permission slips home

Notify:

School cafeteria and lunchroom staff (include request for 
bag lunches if need be)

Arts specialists

School office (including administration)

Classroom volunteers

Collect all permission slips

Make sure permission slips are signed and copied (consider providing a copy to 
your school office; the remaining copy goes with lead teacher on the bus)

Collect field trip money (consider  
taking to the school office at the  
end of each day)

Don’t forget to ask yourself:

Is someone covering your lunch 
duty in your absence?

Is a staff member covering your 
recess duty?

Are there district/school volunteer 
forms on file for all chaperones?

Make arrangements for a substitute 
teacher if need be

Complete lesson plans for the 
substitute

a week before the trip:

After returning to school, teachers should walk through  
bus to ensure it is clean and to remove forgotten items

Provide time to reflect on the field trip experience.

If the trip was a positive one for your students,  
add a note to your future classroom plans

Recommend field trip to be included in  
classroom/school newsletter

Post photographs of the field trip outside of  
classroom door to grow support for arts education

Pull ideas from Study Guide  
to continue the learning process

after attending trip:



beyond the classroomField Trip Tips

Allow for time before the 
performance begins. This will 
allow bathroom trips and 
exploration in the upstairs 
Ploch Art Gallery. It also 
avoids making the 
students feel 
rushed.

Before 
the trip, 

consider sharing 
with your students 

the parts of the stage 
and theater equipment. By 

giving them something  
to look or listen for  

during the performance,  
they are more likely to 

devote their full 
attention.

Avoid rushing 
back to school. Plan 
ahead and reserve 

a space for lunch and/or 
snack right at the Center. Spots 

fill up quickly. Contact Christina at 
262.373.5037 or cratatori@

wilson-center.com 
for lunch space 

reservations.

Double-
check 
with the bus 
company a week 
before (and then a day 
before) to confirm they 
have the correct pick-up time at 
the school and the approximate time 
you will be leaving. I can’t tell you 
how many times teachers enter 
the Center at mall-walking 
speed with their class 
because the bus was late or 
had the wrong time!

After the performance, 
provide time to have the 
students reflect. This could be 
done individually, in partners, or in 
small groups. Consider providing options 
to gather their opinions such as writing 
a blog, creating a news story for 
YouTube, using media arts, 
or having a school staff 
member interview 
the students after 
returning.

Consider 
having 

your class 
dress up for your 

Wilson Center visit! This 
sends the message that 
the theater is a special 

place and that the day is 
important. Demonstrate 

that the arts are a 
top priority instead of 

simply a fun activity 
(aka, experiencing 

live theatre vs. 
“just a field 

trip”.)



On the day of the field trip, will your students be eating lunch at school or at the Wilson Center? You choose. 
All lunch space reservations at the Center must be made at least two weeks in advance. Please contact 
Christina at 262.373.5037 | cratatori@wilson-center.com for lunch space reservations.

Today’s Date___________________________  Date of Field Trip 

Departure Time  ________________________  Estimated Arrival Time at School 

Lead Teacher’s Name ____________________  Grade         Room Number 

Number of bag lunches requested

Classroom List to Request Field Trip Lunches

Student’s Name ID Number Student’s Name ID Number



I give my permission for ______________________________________________________________

to be filmed/photographed/interviewed during a school field trip and for the Wilson Center to use my 
child’s photograph/work/voice for promotional and educational purposes. Thank you for your cooperation.

I do not give my permission for _________________________________________________________

to be filmed/photographed/interviewed during a school field trip and for the Wilson Center to use my 
child’s photograph/work/voice for promotional and educational purposes. 

The following student, ____________ (ID #) _________ has parent/guardian 
permission to attend the following field trip:
Date: ____________  Time: _____________ Location: ____________________

Parent/Guardian Signature __________________________________________

Name: _________________________  Relationship: _____________________

Name: _________________________  Relationship: _____________________

Address: ________________________________________________________

Daytime Phone     Evening Phone     Mobile Phone

Daytime Phone     Evening Phone     Mobile Phone

Student Name (please print)

Student Name (please print)

Street     City    State  Zip Code

_____________________   ____________________   ____________________

_____________________   ____________________   ____________________

parent/guardian contact information

alternate emergency contact

media release

We understand the arrangements and believe the necessary precautions and plans for the care and 
supervision of the students during the trip will be taken. Beyond this, we will not hold the school or 
those supervising the trip responsible.

slip


