School Committee Policy Review Subcommittee
Monday, June 17, 2019
6:00 PM – 7:45 PM
th
5 Floor Conference, Town Hall
Policy Review Subcommittee members present: Mr. Glover (Chairman), Ms. Monopoli,
and Ms. Schreiner-Oldham.
Other School Committee members present: Ms. Ditkoff.
School Staff present: Ms. Dunn, Dr. Gittens, and Ms. Coyne.
Others present: Craig Haller.
1) Approval of Minutes
On a motion of Mr. Glover and seconded by Ms. Schreiner-Oldham, the Policy Review
Subcommittee voted unanimously to approve the minutes of the June 3, 2019 Policy
Review Subcommittee meeting.
2) Discussion of Proposed New Public Schools of Brookline (PSB) Policy to Support
Students who are Transgender and/or Gender Non-Conforming
The administration will work on this policy over the summer and then bring it back to the
Subcommittee in the fall.
3) Discussion of Proposed Changes to PSB Student Field Trip Policy
Mr. Glover referred to the draft PSB Field Trip Policy Outline (Attachment A) and to
samples policies from Wellesley, Cambridge, Belmont, and Newton (Attachment B).
The Subcommittee discussed the advantages of having detailed policies (easier for
administrators if everything is in one place; has more weight) vs more general policies
with detailed procedures (more flexibility to adapt procedures, as necessary).
Subcommittee members and staff provided some initial thoughts.
Who approves (i.e., Principal, Deputy Superintendent for Teaching and Learning,
Superintendent, School Committee) ?
Subcommittee needs to come back to the issue of trips that include access to water
(including approval authority, application requirements, and lifeguard coverage).
Wellesley policy is very clear on approval authority.
Will come back to approvals for overnight trips, but perhaps keep current approvals or at
a minimum have Teaching and Learning and Superintendent sign off on overnight trips.
Principal approval for day trips (that don’t involve water) may be sufficient.
What details are required as part of application for approval?
Ratio of chaperones/teachers to students for international trips should be at least 10 to 1.
A certain percentage of the chaperones should be teachers.
Are hired chaperones permitted?
Staff should submit the applications.
Need a policy on contracts. The policy could include a cross reference to the PSB
Signature Policy.
Need to be mindful of the educational alternative for students not participating in the trip.
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Discuss whether participation in school sponsored trips should continue to count as
absences.
Purpose and ratios should be separate sections.
When must approval be obtained?
Factor in time needed for fundraising to provide equity in opportunity to participate.
At least 60-90 days for overnight trips.
Allow for flexibility for unforeseen or extraordinary circumstances, e.g., a team makes it
to a national tournament.
Educational requirements
The Wellesley policy has a separate section for enrichment trips.
Discussed purpose of trips (curriculum based, career exploration, cultural learning),
Trips should be age appropriate.
Mr. Glover will prepare a draft policy for Subcommittee review in the fall.
4) New Business
Former Brookline High School students Brandon Chin and Gabriel Alcarez spoke in
support of making the first day of Lunar New Year a Category 1 holiday. Mr. Glover
explained the process. At the May 14, 2019 School Committee meeting, all members
present expressed support for reclassifying the first day of Lunar New Year to a category
1 holiday once this comes back to the School Committee for a possible vote after the
development of a policy. School Committee members asked that the School Committee
Policy Review Subcommittee consider a policy to clarify how holidays are categorized.
At the meeting, it was noted that in 2020 the first day of Lunar New Year will fall on a
Saturday, not during the school week. The Policy Review Subcommittee intends to work
on this policy in the fall.
In preparation for that work, Ms. Monopoli offered to research policies in other districts
(will consult with people who have been advocating for this change, but list of districts
may include Wellesley, Cambridge, Belmont, Newton, Quincy, Lexington, as well as the
Massachusetts Association of School Committees sample policy) and check in with Mr.
Bott and/or Dr. Wornum on background work. Ms. Monopoli will forward any
information she finds to the Subcommittee and Ms. Coyne (no discussion/deliberation).
The Subcommittee discussed the importance of making sure that the policy is followed.
5) Discussion of Proposed Changes to PSB Student Activities Fund Policy
The Subcommittee discussed the draft PSB Study Activities Fund Policy (Attachment C).
Ms. Dunn reported that PTO leaders would like consistent policies (e.g. Field Trips,
Student Activities Fund) across the district. She will be meeting with new officers over
the summer. She will cover guidelines and procedures for PTO fundraising and support
to schools/teachers. Ms. Dunn asked that the Subcommittee develop a PSB Policy on
Crowd Funding (either incorporated into the Student Activities Policy or a separate
policy). The Subcommittee will continue review of this policy in the fall.
The meeting adjourned at 7:45 PM.
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Draft Brookline Field Trip Policy Outline
[Note: this outline assumes a fairly robust policy. However, some districts have a very limited policy
and leave it to the professional staff to develop the specific details and incorporate them into
procedures. We should discuss how extensive we feel the policy should be]
I.
II.

III.

Introduction
Approval
a. Who approves (i.e., Principal, Dept. Supt for T&L, Supt., School Committee)
i. Part day in state trips
ii. All (school) day in state trips
iii. Overnight or extended day in state trips
iv. Out of state trips (all kinds)
v. Out of country trips
b. What details are required as part of application for approval (all as applicable)
i. Purpose
ii. Dates
iii. Proposed itinerary
iv. Estimated number of students
v. Costs per student
vi. Designation of staff leader (can this be any staff member?)
vii. Ratio of chaperones/teachers to students
viii. Transportation arrangements
ix. Meal and lodging arrangements
x. Means of financing/funding
xi. Drafts of contracts associated with the trip
xii. Description of educational alternative
xiii. Description of process to determine student eligibility
xiv. Compliance with state ethics disclosure of financial interest
xv. Emergency crisis plan
c. When must approval be obtained
i. [30] days prior to trip for in state trips
ii. [60] days prior for out of state trips
iii. [120] days prior for international trips
iv. By a certain time in the prior school year
d. Permission slips
i. Authorization for emergency medical care
ii. When should these be translated? All the time or only when we know a
student’s home language is not English?
Safety Requirements
a. Accommodations
i. What should be the requirements for
1. Hotels
2. Air BNBs
3. private home stays

IV.

V.

VI.

4. hostels
5. others.
b. Transportation –
i. Regularly contracted bus service
ii. No vans or private vehicles without prior approval of Superintendent?
1. Any request must include
a. Draft contract
b. Evidence of insurance
c. CORI checks for all drivers
d. Liability release form? (Cambridge had this but not exactly sure
what is meant).
iii. All charter or other transportation bus services must meet Federal Motor
Carrier Safety Administration requirements and be licensed to do business in
Massachusetts if all or any part of the trip is in Massachusetts.
1. If part of trip in Massachusetts, also need to be licensed to do business
in another state?
2. If no part of trip in Massachusetts, where do they need to be licensed to
do business?
iv. Air travel?
v. International ground transportation?
vi. MBTA okay
vii. Uber, Lyft, Taxis?
1. Assume this should be prohibited, but discuss
c. Health – does school nursing staff need to be involved
d. Training for staff and or students
i. What is required for the various types of trips?
1. CPR, first aid and safety training
2. Location specific training
3. Other
Educational requirements
a. Curriculum based trips
b. Enrichment trips
Supervision requirements
a. Ratio of staff to students (10:1 minimum? For all situations)
b. Ratio of total chaperones (staff and non-staff) to students
c. CORI checks for non-staff
d. Age requirements for chaperones?
e. Status of staff when chaperoning – considered to be at work.
f. Any necessary experience of chaperones?
Financial access
a. No students denied due to lack of ability to pay
b. Responsibility of trip organizers to address as part of financing plan
i. Should financial assistance from district be permitted? If so, under what
circumstances

VII.
VIII.
IX.

X.
XI.
XII.

XIII.
XIV.

XV.

XVI.

XVII.

Educational Access
a. Special Education Students
Physical Accessibility
a. Is reasonable accommodations sufficient?
Fundraising
a. Who is responsible?
i. Under what circumstances does the district pay, if any?
Nonparticipating students – district must provide alternative instructional activities
Behavior on trips
a. All school and district rules and regulations apply on trips
Sending students home early
a. What are reasons for sending a student home
i. Behavior
ii. What else
b. District is not responsible for any refunds if a student gets sent home early
c. Any additional costs incurred as a result of sending student home shall be responsibility
of student’s family
d. Does the staffing of a trip need to consider the possibility that a student could be sent
home
e. What are the basic responsibilities for staff if they send someone home
i. Does staff always need to accompany student?
ii. What other considerations do staff need to take into account in this situation?
Costs incurred as a result of student actions on trips (damages, etc.) – student’s sole
responsibility.
Excluding students from trips in advance
a. Can’t be done as punishment
b. But can if a suspension coincidentally coincides with a trip.
i. What about in-school suspension/exclusion?
c. Can also be done if student’s past or current behavior poses (or is likely to pose) a
substantial risk to the health, safety or welfare of another student or staff
i. Should we include this?
ii. If so, who makes the call?
Cancellation/Rescheduling
a. All approvals of trips are conditional
b. Superintendent can cancel/reschedule to protect safety and welfare of students
c. District is not responsible for any lost funds due to cancellation/rescheduling
Conflicts of interest
a. No PSB staff will be compensated, directly or indirectly, by any company or service used
in connection with a trip.
b. However, company or service can cover the cost of the staff’s trip if a disclosure form is
filed
i. Would we also want to approve this in advance?
Exchange Programs

a. Should they be treated differently or be exempted from certain requirements that are
generally applicable to other trips?

File: IJOA - FIELD TRIPS
The School Committee recognizes that academic field trips are an extension of the classroom
experience that expand and reinforce concepts learned in the classroom and can provide new and
unique experiences not available in the classroom setting. An academic field trip is defined as a
visit to a location beyond school grounds that has a direct relationship to a curricular field.
The District will sponsor field trips for students only when trips meet the following criteria:
· Time and Learning - The learning activities associated with the field trip map to the
curriculum frameworks and satisfy time and learning requirements.
· Equal Opportunity/Accessibility - The right of a student to participate in any schoolsponsored program is not infringed upon or impaired because of gender, race, ethnicity,
color, national origin, ancestry, religion, sexual orientation, or disability group, or any
other reason not related to his/her individual capabilities
· Students with Disabilities - Any concern about the safety or appropriateness of a
disabled student's participation in a field trip will be referred to the student's liaison (if a
special education student) or to the Section 504 Coordinator (if the student is on a Section
504 plan), whichever may be applicable, for the scheduling of a Team meeting. The
Team will review the concern, review any other relevant documents, make a Team
determination how the student can participate and what, if any, accommodations are
necessary for the student's participation in the field trip.
· Affordability - Field trips should be affordable and accessible to all qualified and
interested students. Students may be allowed but not required to participate in reasonable
group fundraising efforts to defray the cost of field trips.
· Educational Alternatives - Students who cannot participate in field trips shall receive
educational alternatives that have related academic and intellectual value. Instruction of
students unable to attend the field trip should not be lessened due to an inability to attend.
· Health and Safety - The health and safety of students and staff are given utmost
consideration in the approval, planning and conduct of all school-sponsored trips. Staff
involved in planning a field trip will include the District nursing staff in the planning
process in accordance with the District nursing protocol to determine specific
health/medical needs of students, the inclusion of nursing staff on the field trip, or other
medical care required.
· Student Behavior - Students participating in any type of field trip are required to
adhere to school rules and regulations. Attendance on school-sponsored trips is not a
student's right, but a privilege. No student may attend such a trip if, in the determination
of the principal or his/her designee as part of disciplinary action unrelated to a disability,
the student's behavior has been so inappropriate or antisocial as to be deemed disruptive
to the planned trip.

· Supervision - Staff from the requesting school direct the trip, and a staff member is
identified as the Staff-in-Charge and is in attendance to ensure compliance with this
policy.
· Transportation - The District uses its regular contracted bus service for most field
trips. Use of vans and private automobiles for field trips without prior approval from the
Superintendent or designee is prohibited. A field trip that proposes to use private
passenger vehicles must be submitted in advance to the Superintendent or designee for
review of the trip itinerary, driver information (license, adequate insurance coverage,
liability release form, CORI, etc.) and consideration of all safety concerns with respect to
the proposed transportation. The Superintendent, or designee, will make the final decision
as to the acceptable mode of transportation for the field trip. Selected carriers for late
night, overnight or out of state travel must be licensed for passenger transportation by the
Federal Motor Carrier Safely Administration (FMCSA). Carriers with an FMCSA safety
rating of "conditional" or "unsatisfactory" will not be used. Selected carriers will be
prohibited from using subcontractors unless sufficient notice is provided to the District to
allow for verification of the subcontractor's qualifications and safety rating. Travel
itineraries must allow enough time for drivers to rest in conformance with federal hourof-service requirements and common sense. Public transportation may also be used,
subject to review and approval by the Department Head/Director and Principal,
particularly with respect to number of chaperones, time in transit, and accessibility to all
students.
Exchange Programs
The Committee has established foreign exchange programs which have specific requirements
and approval processes. All of the above criteria may not be applicable to these programs.
Enrichment Field Trips
An enrichment field trip is defined as attendance at contests, regional events, or other trips
beyond the school grounds that is not a part of the curriculum and does not count toward meeting
the time and learning requirements. While they may be valuable experiences for students, every
effort should be made to mitigate the effect of enrichment field trips on time and learning.
Compliance with State Ethics Disclosure of Financial Interest
In no event shall staff members involved in organizing and/or attending an approved field trip be
compensated, directly or indirectly, from any company, sponsor or others for his or her role in
organizing or attending the field trip. However, the State Ethics Commission does allow for the
costs of the trip for the staff member/chaperone to be covered, in which case the staff
members(s)/chaperone(s) must file a Disclosure of Financial Interest Form with the Committee
and the Town Clerk.
The Committee shall first make the determination that the trip serves a legitimate educational
purpose and that the benefits to the students and the education process outweigh the private
benefit to the teacher, the tour company and/or the chaperones.
Related Definitions

Chaperone - A person, other than a teacher and instructional assistant, age 21 or older, who
accompanies and supervises the students on a field trip. A satisfactory Criminal Offender Record
Information (CORI) check is required of all chaperones.
Staff - All paid school personnel.
Staff-in-Charge - The teacher attending the trip designated to ensure compliance with this
policy.
Approval Criteria
The table below lists the terms used for trips of various lengths and the approval required. Note
that out-of-state travel requires Committee approval regardless of the trip length. In no case will
a trip exceeding five school days be approved.
X - Approval is required by the indicated person.

Trip Length

Principal

Asst. Supt.
for
Teaching
and
Learning
Supt.

Day - Less than half of the school day

X

X

Day - Longer than half of the school day

X

X

X

Extended - A visit extending beyond the
X
school day but returning prior to midnight.

X

X

Overnight - A visit that involves
overnight travel and/or an overnight stay.

X

X

X

X

Out of State - A visit that involves travel
outside of Massachusetts, whether a day
trip or an overnight trip.

X

X

X

X

X

X

X

X

Foreign - A visit to a foreign country.
Approval

School
Committee

All day trips require approval 30 days in advance. All extended, overnight, and out of state trips
require approval 60 days in advance. All foreign trips require approval in the school year prior to
the school year in which the trip is to take place and prior to making any final financial and/or
contractual arrangements. All field trips must be approved in writing by the appropriate authority
as specified in this policy. The initial documentation to request a field trip must include:
1. The purpose of the trip including a mapping to the curriculum frameworks
2. Proposed dates
3. Proposed itinerary

4. Estimated number of students expected and percentage of eligible students
participating
5. Cost per student (if applicable)
6. Ratio of chaperones/teachers to students
7. Description of transportation arrangements
8. Description of arrangements for meals and lodging (if applicable)
9. Means of financing
10. A draft copy of any contract associated with the trip
11. A description of the educational alternative, and mapping of that alternative, for
students not attending the trip
12. A description of the process that will be used to determine student eligibility
13. After the initial trip approval, subsequent approval documentation must include
information detailing how the above trip conditions have changed since the initial trip
was approved. All participating students must submit a signed parent/guardian
permission form that includes appropriate authorization for emergency medical care and
administration of medication. An emergency crisis plan will also be documented and
provided to the Administration before the departure of any field trip.
14. Compliance with State Ethics Disclosure of Financial Interest
Restrictions
Staff members are prohibited from soliciting non-school sponsored, privately run trips through
the school system. Teachers and other school staff who privately conduct educational tours or
trips must clearly state that these trips are not school-sponsored and that the Committee and the
District do not sanction the trip nor assume any responsibility or liability for the trip.
LEGAL REFS.: 603 CMR 27.00 (Student Learning Time)
M.G.L. 71:37N (Policy for School-Sponsored Student Travel)
M.G.L. 71:38R (Criminal Records: Checks of Application)
M.G.L. 268A:17(a) (Conduct of Public Officials, Employees)
Chapter 346 of the Acts of 2002 (et al.) approved on October 9, 2002
M.G.L. 69:1B
CROSS REF.: JJH, Policy Relating to Field Trips Involving Late Night or Overnight Travel
Voted: June 19, 2018

File: IJOA
FIELD TRIP POLICY
The Cambridge School Committee recognizes that first-hand experiences provided by field trips
and school-sponsored trips are a most effective and worthwhile means of learning; therefore, the
Cambridge School Committee encourages that field trips and school-sponsored trips of
significant educational value, which are related to the total school program and curriculum.
Additionally, due to the inherent educational value of field trips and school-sponsored trips, it is
the School Committee’s goal that all students be able to participate in and have equal access to
field trips and school-sponsored trips.
Consistent with this goal, the Superintendent of Schools shall establish guidelines for field trips
and school sponsored trips. These guidelines shall address the process for screening, evaluating
and approving field trips and school-sponsored trips in order to ensure that all reasonable steps
are taken for the health, safety and welfare of the participants and to ensure no substantial
disruption to the educational process and the inherent educational value of the field trip and/or
school-sponsored trip. Additionally, the guidelines shall provide that no student shall be denied
participation in a field trip or school-sponsored trip as a consequence or form of punishment for
previous behavior for which he or she already has been disciplined. A student may only be
excluded from a field trip or school-sponsored trip if the date or dates of his/her suspension or
expulsion from school for a violation of school-based rules or the codes of conduct set forth in
the Rights and Responsibilities Handbook coincides with the scheduled date or dates of the field
trip or school-sponsored trip, or if, in the judgment of the principal, a student’s previous or
current behavior poses a substantial risk to the health, safety and welfare of the student, other
students and/or staff participating in the field trip and/or school-sponsored event. The guidelines
also should require the prior approval of all field trips or school-sponsored trips by the
principal/head of upper school, and the prior approval by the Superintendent of Schools and/or
his/her designee of all overnight and out-of-state or out-of-country trips. Furthermore, the
guidelines shall establish procedures to assure that: (i) all students have parental/guardian
permission for trips; (ii) all trips are properly supervised, (iii) all safety precautions are observed,
(iv) all student files have been reviewed to determine if any accommodations or modifications
are required in order for a student to participate in and have equal access to any field trip or
school-sponsored trip; (v) all trips contribute substantially to the educational program; (vi) the
district is monitoring whether students are excluded from participation in and/or having equal
access to field trips and/or school-sponsored trips and, if so, for what reasons; and (vii) there are
procedures in place for parents/guardians to appeal a decision to exclude a student from
participation and access to a field trip and/or school-sponsored trip. Field trips and schoolsponsored trips shall not require approval of the Cambridge School Committee.
Approval of all field trips and school-sponsored trips shall be conditional. Approval for any field
trip or school-sponsored trip may be revoked if a change in circumstances, whether man-made or
natural, would warrant cancellation of this field trip or school sponsored trip in the interest of the
safety of the students and staff of the Cambridge Public Schools.

The Cambridge Public Schools and the Cambridge School Committee will not be responsible for
any financial obligations incurred as a result of the planning of the field trip or school sponsored
trip, or for any monies that are non-refundable or are otherwise lost due to the subsequent
cancellation of the field trip or school-sponsored trip or due to a student’s exclusion from
participation and access to a field trip or school-sponsored trip as a result of the student’s
suspension or expulsion from school on the date or dates of the field trip or school-sponsored
trip.
No student shall be denied participation in a field trip or school-sponsored trip that takes place
during the school day (and is not an overnight trip) because of financial inability to pay the fee.
Each club, team or group is responsible for raising all of the money necessary to fund a field trip
or school sponsored trip that is being proposed by a group of students. No fundraising or other
preparations for a field trip or school sponsored trip should occur until the field trip or school
sponsored trip has been approved. No financial support will be available from the Cambridge
Public School Department or the Cambridge School Committee for any overnight, out-of-state or
out-of-country travel unless an athletic team or academic team or competition has qualified for
an overnight, out-of-state or out-of-country competition and in these narrow circumstances final
approval of funding for such travel by an athletic team or academic team is subject to final
approval by the Superintendent.
The Cambridge Public School Department and the Cambridge School Committee will not be
responsible for any expenses incurred as a result of a chaperone’s decision to send a student
participant home earlier than the scheduled return date due to the student’s unacceptable
behavior. Students and their parents/guardians will be held responsible for any damage done to
hotels, rental properties, real or personal property. Parents/guardians must agree to pay for any
damages that may be done by their son/daughter and/or aid school officials in collecting money
necessary to do so.
For all field trips requiring transportation, transportation must be provided by a common carrier
that is licensed to do business in the Commonwealth of Massachusetts and is licensed for
passenger transport by the Federal Motor Carrier Safety Administration, or in an approved
Cambridge Public Schools licensed vehicle or by public transportation, such as the MBTA, bus,
train or other form of public transportation. All charter services for field trips or school
sponsored trips must be provided by a common carrier that is licensed by the Commonwealth of
Massachusetts to provide charter services and is licensed for passenger transport by the Federal
Motor Carrier Safety Administration. All vendors that provide transportation for field trips or
school sponsored trips must provide evidence that their driver(s) are licensed in the
Commonwealth of Massachusetts to drive the vehicles being used to provide the transportation
for the field trips and/or the charter services for the field trips. All transportation vendors also
must maintain liability insurance with a minimum of $500,000 (five hundred thousand dollars)
per occurrence for bodily injury. No transportation vendor shall be used to provide
transportation and/or charter services for field trips or school sponsored trips if it has a rating of
“conditional” or “unsatisfactory” issued by the Federal Motor Carrier Safety Administration.
Nothing in this field trip policy should be construed to prohibit field trips where students travel
by means of walking.

Use of privately owned vehicles or leased vans to transport students to and from field trips,
athletic events or school sponsored trips are strictly prohibited, except in the case of a bona fide
emergency. Determination of the existence of a bona fide emergency will be made by the
Principal/Head of Upper School and/or Trip Leader if the Principal is not present. Staff and
parents/guardians who use their own vehicles risk being legally liable for any injury a student
sustains while in the vehicle.
Overnight accommodations should be made in advance with safety and security in mind and,
whenever possible, travel between the hours of midnight and 6:00 a.m. should be avoided, trip
itineraries should leave enough room for drivers to rest in conformity with federal hour-ofservice requirements and common sense and take into account the likelihood of delays due to
weather, traffic and unanticipated factors.
LEGAL REFS: M.G.L.c. 71, §37N
Massachusetts Department of Education Model Policy
Adopted: December 17, 2013
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Class and School Trips
All student trips sponsored by the Belmont Public Schools shall be designed to supplement and
enrich the educational program. All trips shall be submitted to the building Principal for
approval. Overnight trips of any duration must be approved by the Superintendent. Out of
country trips must be submitted to the Superintendent for approval by May 15 of the year prior to
the trip, and to the School Committee for approval at its next regularly scheduled meeting after
May 15. In country trips involving a stay greater than four (4) days during a school year must be
approved by the Superintendent by October 1 of the applicable year. The Superintendent has the
discretion to alter the time frame for trip approval when s/he determines that circumstances
warrant such alteration. The Superintendent will inform the School Committee of any such
alteration.
Planning for all trips must provide adequate safety provisions and appropriate levels of
supervision. Students who do not participate in curriculum based trips that take place during the
regularly scheduled school day shall be provided with alternate instructional activities. No
student shall be denied access to a curriculum based trip that take place during the regularly
scheduled school day on the basis of cost.
The Superintendent may cancel, reschedule or alter a student trip whenever s/he determines in
his/her sole discretion that such cancellation, rescheduling or alteration is required in order to
protect the safety and welfare of the students.
Teachers or other school staff who privately conduct educational tours or trips, or are employed
by any other person or company that privately conducts trips may not solicit students for any
such trips through the school system.
The Superintendent shall develop procedures to implement this policy. This policy, and all
procedures established to implement it, shall comply with all applicable Federal and State laws
and regulations.
Legal references:
MGL 71: 37N
Massachusetts Department of Public Education Model Policy (December 17, 2003)
Adopted 3/31/10

Belmont Public Schools Instruction Policies

Field trips can bring the school and the community closer together, which can result in real life
experiences that enrich the curriculum for students and also bring about better public
relations. The School Committee will also encourage field trips as an integral part of the
instructional programs in the schools.
Specific guidelines and appropriate administrative procedures shall be developed to screen,
approve and evaluate field trips and to ensure that all reasonable steps are taken for the safety of
the participants. These guidelines and appropriate administrative procedures shall ensure that all
field trips have the approval of the Principal and that all overnight field trips that are out-of-state
and out-of-country have the prior approval of the School Committee.
The Superintendent will establish procedures and protocols to assure that:
1. All students have parent/guardian permission for trips.
2. All trips are properly supervised.
3. All safety precautions are observed.
4. All trips contribute substantially to the educational program.
5. All trips allow equal access and reasonable accommodations, financial and other, by
all interested students.
All overnight out-of-state and out-of-country trips and excursions, except those required for
student participation in tournament competition or contests, must have advance approval of the
School Committee. Fundraising activities for such trips will be subject to approval by the
appropriate Administrator.
CROSS REF.: JJH, Policy Relating to Field Trips Involving Late Night or Overnight Travel
All student trips which include late or overnight out-of-state or out-of-country travel must have
prior approval of the School Committee. Initial approval by the School Committee is required
before engaging students in fundraising activities. The School Committee will also consider the
educational value of the trip in relation to the cost prior to granting initial approval. Overnight
trips should offer significant educational benefits to students that clearly justify the time and
expense of the trip. Such trips should be appropriate for the grade level.
Final approval will not be granted until all preparations for the trip have been completed
including, but not limited to, all logistical details involving transportation, accommodation
arrangements and fundraising efforts. The School Committee requires that final approval be
sought no less than 30 days prior to the scheduled trip dates.
Teachers and other school staff are prohibited from soliciting for privately run trips through the
school system and in the schools. The School Committee will only review for approval schoolsanctioned trips. The School Committee will not review or approve trips that are privately
organized and run without school sanctioning.
CROSS REFS.: IJOA, Field Trips
LEGAL REFS.: M.G.L. 69:1B; 71:37N

Current PSB Student Activity Policy

SECTION D
FISCAL MANAGEMENT
24. Student Activity Accounts: (Voted 9/14/00, #00-73; 1/15/04, #04-05)
In compliance with Chapter 66 of the Acts of 1996, and upon the recommendation of auditors
Power and Sullivan, the Brookline School Committee establishes Student Activity Accounts at
each school under the signature authority of the Principal. This action:
1) authorizes principals to accept money for recognized student activity
organizations;
2) authorizes agency account(s) on the treasurer’s books;
3) establishes maximum balances:
Elementary $ 5,000
High School: $20,000
(to be reviewed periodically, in accordance with the guidelines noted in this manual).
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6.113 MG comments based on 6.3 meeting. MaryEllen to further updated prior to 6.17 meeting.
SECTION D
FISCAL MANAGEMENT
24. Student Activity Accounts
A program of co-curricular activities established by the School Committee should ensure that young
people have an opportunity to take part in co-curricular and extra-curricular experiences; should provide
efficient procedures for their creation, operation, and demise; and should outline a system for the
safeguarding, accounting, and internal control of extra-classroom activity funds.
The purpose of this policy (this “Policy”) is to:
1) Comply with Massachusetts law relative to student activity accounts including, without limitation,
Section 47 of Chapter 71 and Section 35 of Chapter 41 of the Massachusetts General Laws. The law
allows the use of certain administrative procedures that were previously prohibited. These provisions
include procedures with respect to:
a) Establishment of an interest bearing bank account and a checking account through the
involvement of the City/Town/District Treasurer,
b) Certain disbursement procedures,
c)
a)d)Auditing and reporting requirements. and
2) Establish adequate internal control to ensure the protection of student monies.
a) Ensure that students have an opportunity to take part in co-curricular and outside-classroom
experiences,
b) Provide efficient procedures for their creation, operation and demise, and
c) Outline a system for the safeguarding, accounting and internal control of co-curricular and
outside-classroom activity funds.
[NOTE: MaryEllen to confirm which additional provisions, if any, of the DESE guidelines need to be
incorporated into this policy—most likely those things which are not permitted or desirable to leave
to procedures]
I.

Student Organizations and Student Activity Accounts

No group of students shall make use of the name of any school or the Public Schools of Brookline, or in
any way suggest that such group is a student organization approved or sanctioned by any school or the
Public Schools of Brookline unless and until such student organization has been approved by the
applicable Principal or Headmaster. No student organization shall be eligible fund raise, collect, or
otherwise raise money thus to make use of a Student Activity Account (as hereinafter defined) unless
and until such use has been authorized by the Superintendent or her/his designee. All monies collected
in connection with the conduct of authorized student organizations and co-curricular activities (for
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example, field trips, plays, proms, student-initiated fund raisers, etc.)(collectively, “Student Activity
Funds”) shall be held in either a student activity checking account (a “Student Activity Checking
Account”) or a student activity savings account (a “Student Activity Savings Account”) this Policy. As
used herein, the terma “Student Activity Account” which shall mean a Student Activity Checking Account
and/or a Student Activity Savings Account as the context so requires.
A Student Activity Account shall only be used for Student Activity Funds. monies raised by student
organizations approved by the applicable school Principal or Headmaster. In clarification of the
foregoing, funds raised or donated for purposes other than in connection with authorized student
organizations or co-curricular activities shall not be held in a Student Activity Account. Funds within a
Student Activity Account may only be expended for the direct benefit of students for whom the funds
were raised. Funds raised or donated, which laws other than the student activities laws, such as fees,
grants, govern, or general-purpose donation, cannot be deposited into a student activity account [can
we clarify what we mean in this sentence?]. In addition, funds belonging to staff through sunshine fund
or other activities unrelated to students may not be deposited as student activity funds [can we clarify
what we mean in this sentence?]. At no time shall Student Activity Accounts be used to benefit any staff
member of the Public Schools of Brookline. Student Activity Accounts may only be established by the
Town Treasurer at a bank with a branch in the Town of Brookline. The funds in any Student Activity
Account for one school shall not be commingled with funds collected for activities attributable to any
other school.

a. Student Activity Checking Accounts
The Superintendent or her/his designee [NOTE: MaryEllen to determine whether the
Superintendent is permitted to delegate the various obligations under this policy—if not,
we’ll have to designate the property party specifically in each instance in the policy] shall
cause the Town Treasurer to open one (1) Student Activity Checking Account for each school
within the Town of Brookline. No school shall have more than one (1) Student Activity
Checking Account. Each school principal will be permitted to use her/his school’s Student
Activity Checking Account in accordance with this Policy for expenditure purposes. The
account balance for any Student Activity Checking Account shall not exceed $10,000 for any
elementary/middle school Student Activity Checking Account and $25,000 for Brookline
High School’s Student Activity Checking Account. In the event that the balance of any
Student Activity Checking Account exceeds the maximum amounts set forth herein, any
such excess shall be transferred to a Student Activity Savings Account.
No individual check, or series of checks for the same expenditure, from any Student Activity
Checking Account shall be written for more than $3,000. Vendors owed more than $3,000
shall be paid through a warrant or other centralized payment process established by the
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Comment [MD1]: The School Committee can
delegate the Superintendent. Ultimately, in all
cases of operating and managing the school district
it is always going to be the Superintendent who is
responsible.

Superintendent or her/his designee from time to time or through the Public Schools of
Brookline’s credit card procedures.
b. Student Activity Savings Accounts
The Superintendent shall cause the Town Treasurer to open any Student Activity Savings
Account required or desirable under this Policy. Student Activity Savings Accounts must be
interest bearing accounts. There shall be no limit on the account balance for any Student
Activity Savings Account.
Transfers of funds between Student Activity Checking Accounts and Student Activity Savings Accounts
may be made by the Town Treasurer at the request of the Superintendent or her his designee.
II.

Collection of Student Activity Funds

All Student Activity Funds shall be initially deposited with the applicable school’s Principal or
Headmaster, or her/his designee, then promptly thereafter deposited with the Town Treasurer or
her/his designee. The Superintendent or her/his designee shall cause the Town Treasurer or her/his
designee to deposit any Student Activity Funds received by the Town Treasurer or her/his designee in
the appropriate Student Activity Account. Notwithstanding the foregoing, Student Activity Funds may
be collected using online crowdfunding sites, ticketing sites, other online tools or other services to
collect funds on the behalf of students provided that (i) each such method is established by and under
the control of the Town Treasurer or her/his designee, and (ii) funds collected through such methods are
promptly deposited into a Student Activity Account (in any event, within one (1) year of being collected
through any such method).
Any monies paid or awarded (or to be awarded) to the school, an advisor, a chaperone, a student or
another individual, or to a student activity organization related to a student activity club, organization,
or field trip that is not to be used to directly fund a student activity (such as commissions or honoraria)
must be approved in advance by the School Committee and shall be deposited to the appropriate
Student Activity Account.

III.

Expenditures of Student Activity Funds
a. Payment Methods
The procedures developed pursuant to Section IXVII below (the “Procedures”) shall
encourage the use of payment methods (i.e., warrant processes, centralized credit cards,
etc.) other than direct payments by cash from or checks drawn on Student Activity Accounts
provided, however, that such Procedures shall not prohibit such direct payments when use
of such other payment methods cannot be utilized to allow for efficient or timely payment.
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When permitted by this Policy and subject to the Procedures, Principals and Headmasters
may sign checks from a Student Activity Checking Account provided that all such signatures
shall be hand-written original signatures. Signature stamps are not permitted.
b. Administrative Costs
The Superintendent or her/his designee, may utilize funds within any Student Activity
Account to:
i. Pay the cost of periodic outside audits of Student Activity Accounts;
ii. Purchase forms and supplies related to maintaining the Student Activity Account;
iii. Provide financial assistance pursuant to the Public Schools of Brookline’s Financial
Assistance Policy to the extent that funds generated by the student organization or
associated with the applicable activity are available for such purpose;
iv. Pay the cost of a bookkeeper or manager of a Student Activity Accounts [what
would this mean?]; or
v. Reimburse the Town or pay directly for any banking or service fees associated with
Student Activity Accounts.
In the event that any such payments are made for costs applicable to multiple student
organizations or activities, the Superintendent or her/his designee shall reasonably allocate
such costs among such organizations or activities.
c. Tax Exemption/Deductions
Expenses for sStudent activities paid for in accordance with this Policy and the
Procedures are tax-exempt to the same extent that the Town of Brookline is tax-exempt
provided, however, that the following purchases are not tax exempt:
i. purchases made by directly by students, parents, guardians or any party other
than a party authorized by this Policy, including such purchases made in
connection with a student activity, and
ii. purchases made by or on behalf of student organizations that have not been
approved by the applicable Principal or Headmaster.
Donations made directly to student organizations may not be tax deductible.
Prospective donors should consult with an accountant and contact the Superintendent or
her/his designee prior to making any donation for which the donor seeks a tax deduction. In no
event shall the Public Schools of Brookline be responsible for any tax treatment or
consequences resulting from any donation made to the a student organization and/or the Public
Schools of Brookline.
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IV.

are not tax exempt.

IV.

Interest Earned

The interest earned by a Student Activity Agency Account shall remain in the Student Activity Account
and be recorded as a separate line item within the records for the Student Activity Account. Except as
otherwise set forth herein, the Superintendent or his/her designee may utilize such interest for any of
the purposed set forth in clauses i. through iv. of Section III.B above. The Superintendent or her/his
designee may make any other use or allocation of any such interest with the prior approval of the School
Committee.
V.

Non-Attributable Funds

In the event that any Student Activity Funds cannot be attributed to a particular student organization or
activity, the Superintendent or her/his designee may make any use or allocation of any such Student
Activity Funds with the prior approval of the School Committee.
V.VI.

Deficit Account Balances

Student Activity Accounts shall not be permitted to be in deficit. In the event that a Student Activity
Account has a deficit balance, the Principal and the Superintendent, or their respective designees, shall
develop and implement a course of action to promptly eliminate such deficit.
VI.VII. Inactive Student Organizations
In the event that a student organization becomes Inactive (as hereinafter defined), funds for such
organization shall remain in a Student Activity Account for 90 days. During such 90-day period, the most
recent officers or student leaders of such organization may direct the Superintendent or her/his
designee as to how to distribute such funds. The Superintendent or her/his designee shall distribute any
such funds as so directed by such officers or student leaders provided that the Superintendent or
her/his designee reasonably determines that such distribution would be fair and equitable under the
circumstances. Under no circumstances shall any such distribution result in an individual receiving an
amount greater than the amount previously paid by such individual in connection with such student
organization or activity. In the absence of direction from the most recent officers or student leaders of
such inactive organization with the above-referenced 90-day period, then, unless otherwise directed by
the School Committee, such funds shall be used to provide financial assistance pursuant to the Financial
Assistance Policy.
A student organization will be deemed to be “Inactive” if:
a. Such organization has not met or had any activity for 12 consecutive months;
b. Such organization is associated with a class of the High School that has graduated; or
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c. The Principal or the Superintendent, or either of their respective designees, has received
written notice that such student organization is inactive.

VII.VIII. Accounting
The Superintendent or her/his designee shall establish an accounting system and procedures for the
reporting and recording of deposits to and expenditures from Student Activity Accounts, including
reconciliation and control procedures. The Superintendent or her/his designee shall conduct an annual
internal audit of each Student Activity Account to document compliance with this policy.

VIII.IX. Procedures
The Superintendent or her/his designee shall develop procedures and guidelines for the implementation
of this Policy and update such procedures from time to time.

It is recommended that the users of these policy become familiar with the following MGLs as their
applicability may closely approximate and relate to the student activity accounts. The list is not intended
to be all inclusive of the laws that may apply, but is intended to be used for informational purposes only
in assisting the user to reach a conclusion:

 Chapter 66 of the Special Acts of 1996 – Student Activity Accounts (see Appendix B)
 MGL 44, Section 53 – Lost Textbook Revolving Account
 MGL 44, Section 53A – Grants and Gifts
 MGL 44, Section 53E ½ – Revolving Funds
 MGL 71, Section 17A – Revolving Funds For Culinary Arts Programs
 MGL 71, Section 37A – Acceptance of Grants or Gifts
 MGL 71, section 47 – Revolving Funds for Athletic programs and School Organizations
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 MGL 71, Section 71C – Community School programs revolving accounts
 MGL 71, Section 71E – Adult Education and Continuing Education Revolving Accounts
 MGL 74, Section 14B – Culinary Arts and Other Vocational Technical Revolving Funds
 MGL 268A – Conflict of Interest
 Chapter 548 of the Special Acts of 1948 – School Lunch Revolving Account
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