
Field Trip Transportation Approval Form
Directions:

Please complete this form for all field trips requiring transportation and attach the required documentation.
Please note:  Providers are responsible for ensuring that all students are provided the appropriate Child Safety Restraint Systems (car seats rated for the weight/age of the students) by either (1) securing an appropriate bus vendor that provides and installs Child Safety Restraint Systems or (2) if Provider transports students with their own vehicle - installing the appropriate Child Safety Restraint Systems. Trips involving transportation by the means of subway and/or public buses are prohibited.  Each field trip that involves transportation must receive prior approval from the DECE Field Office at least two weeks in advance of the field trip.  Please see the Field Trips and Neighborhood Walks section of the NYCEEC Policy Handbook for more information.
Please fill out the Field Trip Request form and attach the following documents: 

· Motor Vehicle Liability insurance for Bus Vendor or Provider,
· 19-A Roster of Active Drivers for Bus Vendor or Provider, and 
· DECE Car Seat Verification Form signed by a representative of the Bus Vendor or Provider (below) 
· 3-K for All Only: One Toileting Plan per field trip  (below) 
Provider Legal Name: _________________________________________________
                Site ID: ______________       District: ______________
Site Name (If applicable): ________________________________________________________
Contract Number: ___________________

Contact Name: _________________________________________________________________
Phone Number: ___________________ 
Note: The minimum ratio requirement for 3-K for All Field Trips and Neighborhood Walks is one adult chaperone for every three students. 
	Total Cost of Instructional Trip
	Instructional Trip Destination 
	Instructional Purpose of Trip
	# of Children/ Teachers/ Other Adults
	Date / Time of Departure and Return
	 Name of Bus Company  (Provider’s Own Vehicle OR Private Entity) 
	DECE Staff  Approval

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	


	I hereby certify that all information on this form is accurate and complete, and that all Pre-K for All students under 5 years old or weighing 50 pounds or less ride in Child Safety Restraint Systems (car seats).  I acknowledge that trips involving transportation by the means of subway and/or public buses are prohibited.    All vehicle operators involving transportation of students on field trips are 19-A certified as per the NYSDMV Bus Driver Certification Unit and Article 19-A of the New York State Vehicle and Traffic Law.  Additionally, Provider represents that no motor vehicle shall be used in connection with delivery of Services under this Agreement except for transportation of field trips.    I further acknowledge that I have a continuing duty to comply with the terms of the field trip and the transportation of students section(s) of the UPK Agreement.

_____________________________________________        __________________________________________       ___________________

NYCEEC DIRECTOR’S SIGNATURE                                     NYCEEC DIRECTOR’S NAME (PRINT)                        DATE


Motor Vehicle Liability Insurance Requirements 

If Provider transports students with Provider’s own vehicle(s) in furtherance of this Agreement at any time during the term of this Agreement, Provider must maintain Motor Vehicle Liability Insurance that insures the Provider, the Provider’s agents, and names as additional insureds the Board and the City of New York, during the performance of work under this contract against all present and future claims for bodily injury, sickness, disease, death and property damages which may arise because of a vehicular accident.  The limit of liability shall be at least $5,000,000.00 for all injuries sustained in any one occurrence.  The limit of liability required for property damage shall be at least $100,000.00 for one claimant and at least $200,000.00 for two or more claimants in any one accident.  Such damages shall include all injury to, or destruction of, property of such claimant as well as the loss of use occasioned by the accident. 

If Provider retains another entity to transport students in furtherance of this Agreement at any time during the term of this Agreement, Provider shall ensure that said private entity (the “Private Transportation Entity”) maintains Motor Vehicle Liability Insurance that insures the Provider, the Provider’s agents, and names as additional insureds the Board and the City of New York, during the performance of work under this contract against all present and future claims for bodily injury, sickness, disease, death and property damages which may arise because of a vehicular accident.  The limit of liability shall be at least $5,000,000.00 for all injuries sustained in any one occurrence.  The limit of liability required for property damage shall be at least $100,000.00 for one claimant and at least $200,000.00 for two or more claimants in any one accident.  Such damages shall include all injury to, or destruction of, property of such claimant as well as the loss of use occasioned by the accident.  

Provider hereby warrants and agrees to indemnify and hold the Board and the 

City of New York harmless from all claims, damages, judgments, losses, liabilities, costs, expenses, attorney fees and compensation, whether in contract or not, arising out of personal injury, including death or property damage, sustained or alleged to have been sustained in whole or in part by any or all persons whatsoever as a result of or arising out of any act or omission of the Provider, the Private Transportation Entity, if any, and/or their respective agents or employees.

Transportation of students must be in conformance with all applicable federal, state, and local and Board laws, rules and regulations including, but not limited to, New York State Department of Transportation (NYSDOT) rules and regulations, New York State Department of Motor Vehicle (NYSDMV) rules and regulations, and United States Department of Transportation (USDOT) rules and  regulations, including, but not limited to Titles 15 and 17 of the New York Code of Rules and Regulations, 49 CFR 571.213, and New York State Vehicle and Traffic Law 1229-c.  

All vehicle operators must be 19-A certified as per the NYSDMV Bus Driver Certification Unit and Article 19-A of the New York State Vehicle and Traffic Law.  Drivers must carry all licenses and certifications with them at all times while transporting students.

Provider represents that no motor vehicle shall be used in connection with delivery of Services under this Agreement except in accordance with Article 39 in the UPK Agreement. 

Example of 19-A Roster of Active Drivers
[image: image1.jpg]New York State DMV 19-A ROSTER OF ACTIVE DRIVERS

Date:
Business Name: SAMPLE
Business ID:
Federal ID:
Address:
Carrier Type: SCHOOL
Contact Person:

ACTIVATION
DRIVER NAME CLIENTID DOB STATE O/SLIC# 19-A STATUS DATE
DOE , JANE .M 123456789 00/00/0000 NY - ACTIVE SCHOOL QUALIFIED 00/00/000

Driver Count: 1 Business ID: Date: Page 1 of 1





DECE Car Seat Verification Form 
Name of Transportation Provider:______________________________
Name of Transportation Provider Representative:____________________________

Phone Number ______________________________

Address _________________________________________________________________

I, ________________________________________________(representative name), certify that ______________________________________(Transportation Provider) provides and installs Child Safety Restraint Systems (car seats) that meet requirements of Federal Motor Vehicle Safety Standard No. 213. They are installed and used according to the manufacturer’s instructions (including being rated for the weight/age of the child). Additionally, the car seats are not under a recall that recommends the non-use of the car seats, they have all parts intact and working order, they are secured to a vehicle seat with a safety belt that meets FMVSS No. 209 or anchorages to meet FMVSS No. 225 or FMVSS No. 210, and safety belts or latch systems are installed only on bus seats that meet FMVSS No. 210.

Sincerely, 

__________________________

(Printed Name) 

__________________________

(Signature) 

__________________________

(Date) 
Date of Trip: _____________________________________
Field Trip Location: ________________________________

Toileting Plan
Young children cannot wait long periods of time before using the bathroom. To that end, all 3-K for All field-trips must have a toileting plan. The toileting plan is optional for Pre-K field trips, but highly recommended if children are still working on toileting. 
Describe when students will be provided opportunities for toileting.

How will staff be prepared to assist with diapering/toileting while off-site? 

List toileting supplies to be brought on the trip (e.g. diapers, wipes, extra clothes, on the trip).

Program staff must ensure that toileting procedures, while off-site, meet all sanitation requirements.
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