INTERNAL AUDITING DEPARTMENT

CALCASIEU PARISH SCHOOL BOARD

P.O. Box 800

3310 Broad St. Ste. 2300
Lake Charles LA 70602-0800

(337) 217-4190

To:  All Extended Day Principals

        All Extended Day Site Directors

        All Extended Day Bookkeepers

From:  Charles D. Duhon, Internal Auditor

Date:  March 24, 2010
Subject:  Summer 2010 Extended Day Field Trips

This is to notify you that Field Trip Applications must be completed for all Summer Extended Day Programs by Friday, May 7, 2010, on the C.P.S.B. Transportation Department’s website.  
You can access the Transportation Department’s website by doing the following:

1. Go to www.cpsb.org.

2. Click on the Employees Tab

3. Click on Transportation 

4. Click on Trip Request

(Instructions for completing and approving field trip applications are located on the Transportation Department’s website.)
Once a Field Trip Application is completed, the Transportation Department will send        e-mails requesting approval from the school’s Principal, the Director of Transportation, the Administrative Director, the Risk Manager, and the Internal Auditor.  Upon approval, a C.P.S.B. Transportation Field Trip Request Approval will be e-mailed to the requestor.  Included in this approval e-mail will be the Bus Driver Information Sheet which should be presented to the bus driver before each field trip.  The C.P.S.B. Transportation Field Trip Request Approval must be received before going on the field trip. 
In addition, please be aware of the following policies with regard to summer field trips:

1. Summer Extended Day Programs will be limited to two field trips per week. 

2. Field trip locations must be local.

3. Swimming field trips are NOT allowed.

4. You should find out in advance how much the cost of the field tip will be per child.  Do not collect more than the actual cost of the field trip.  Do not add extra charges for transportation expenses (fuel/bus driver).  Transportation costs should be paid out of the school’s Extended Day account with the money received from registration/tuition fees.
5. An Application for Extended Day Employment must be completed for each bus driver and sent to the CPSB Payroll Department.  The bus driver is included on the Extended Day monthly supplemental payroll.
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