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How To Guide to Field Work 

Validus Preparatory Academy 

Bronx, NY 

 

 
 

Validus Preparatory Academy develops students who are committed to life-long 

health, fitness, and learning. Validus students demonstrate the character traits 

of responsibility, collaboration, compassion, and commitment and graduate 

high school with the skills and character needed to become happy, healthy, 

informed, and successful contributors to their communities. 

 

 

This guide is based on one developed at Gaynor McCown Expeditionary Learning School in 

Staten Island, NY. 
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1. FIELD TRIPS vs. FIELDWORK  

   “ Field trips end at the souvenir stand.  Fieldwork ends with the 

souvenir of a day of hard work and the gift of new information.” 

--- Traci Frey, Principal Gaynor McCown Expeditionary Learning School  

  

Expeditionary Learning students learn from fieldwork, experts, 

and service in addition to learning from text. They use the 

natural and social environments of their communities as sites 

for purposeful fieldwork and service connected to academic 

work, and they use professional experts and citizens with 

firsthand knowledge of events and issues to ensure accuracy, 

integrity, and quality in their work. Schools develop procedures 

and protocols to ensure that fieldwork is safe and productive.  

Fieldwork experiences maximize students’ motivation to learn. 

 

---- EL Core Practice 6 

 

 Fieldwork is integral to a case study or learning expedition.   

 

 Field trips are random days out of school that are often 

unconnected to the current content. 

 

 While on fieldwork students collect data that is relevant to a 

case study or learning expedition and make use of that data 

upon return to the classroom. 

 

 While on a field trip students might have the opportunity to 

learn something new, but there is seldom authentic research 

and little application of the information gained once they are 

back in the classroom.
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2. WHY FIELDWORK?   

 
A. Fieldwork in Learning Expeditions 

 

 Fieldwork is used to build curiosity and background 
knowledge. 

 

 Unlike the traditional field trip, fieldwork has a clear 
purpose that furthers the work of the learning. 

 
o Authentic Research (e.g., students collect data, 

conduct interviews, or do structured observations). 
 

 In many cases, fieldwork takes place over an extended 
period of time with several visits to the same site. (when 
possible) 

 

 Procedures and skills for fieldwork are taught before 
the visit and data collected is analyzed and used back 
in the classroom. 

 
      B. Authenticity of Fieldwork 
 

 Fieldwork is modeled, as much as possible, on the 
authentic research of professionals in the field (e.g. 
zoologists, historians, anthropologists, newspaper 
reporters, artists, etc.).  When possible expert visits can 
be used to instruct students on these skills. 

 

 Teachers select data collection tools to suit the purpose 
of the fieldwork (e.g. interviewing, mapping, sketching, 
sampling, and using observational protocols).  Teachers 
MUST model the proper and efficient use of these skills 
prior to the fieldwork visit. 

 

 Data collected in the field is published or presented to 
authentic audiences. 
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     C. Protocols for Safe Fieldwork 

 

 Fieldwork is structured so that it is safe. 
 

 The school has written policies and well documented 
safety procedures for conducting fieldwork, which are 
followed by teachers and students. 

 
D. Expectations of Students  
 

 Students are prepared to be ambassadors for their 
school when on fieldwork. They are courteous, 
articulate, organized, and helpful. 

 

---Adapted from the ELS Core Practice Benchmarks, p. 23 

 

E. VPA Fieldwork Norms 

 

 Students must remain with the group unless permission 

is granted. 

 Complete uniform must be worn on all fieldwork outings 

unless appropriate alternative dress is approved in 

advance. 

 Dismissal from the fieldwork site is permitted only with 

PRIOR written parental permission.  

 All students must adhere to the VPA character traits at 

all times: Commitment, Collaboration, Compassion and 

Responsibility. 

 Students are responsible for meeting time expectations 

while on fieldwork visits. 

 

Individual teachers may enhance the fieldwork norms to best 

meet the needs of their fieldwork. 
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3. FIELDWORK POLICIES AND PROCEDURES 

Planning Fieldwork Checklist: 

_________ Contact the fieldwork site to determine schedule, 

activities, division of labor between teacher and site staff 

if any (IG will support this) 

_________ Submit fieldwork proposal form to IG. 

_________ Collaborate with grade team (and others affected) to 

determine best date for the fieldwork. 

_________  If trip is out of NYC or overnight, submit off site trip pack 

to main office (no later than 3 weeks before the departure 

date.)   

_________  Distribute permission slip to students and give AP 

(Frisco) list of students to send a message home with the 

autodialer at least a week prior to the trip. 

_________ Visit the fieldwork site to make site-specific decisions: 

appropriate fieldwork, specific learning experiences, 

safety precautions, etc. 

_________ Create learning targets, fieldwork journals, and lesson 

plans for classes preceding and following fieldwork.  

_________ Create a plan for the fieldwork once onsite.  Will the 

students travel as a large group, in smaller chaperone 

groups, individually?  Be specific and communicate with 

your chaperones. 

_________ Identify chaperones for fieldwork at a maximum of 1:15 

ratio of adults: students.  Specific counts for chaperone 

to student ratios are determined by the fieldwork 

location.  Submit for any coverage needs to AP (Bruck) for 

any cross grade teachers. 

_________ Collaborate with AP (Bruck) to create fieldwork rosters. 
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_________ Collaborate with business manager (Jimenez) to request 

lunches (roster with specific students is required) at least 

one week prior to fieldwork. 

_________ Determine rosters for classes with students not attending 

fieldwork. 

_________ Compile lesson plans and materials for students not 

attending the fieldwork. 

_________ Print lists of students attending and not attending.  

Submit to AP (Frisco).  On the day of the fieldwork 

make ANY adjustments and submit on the way out of 

the building! 

_________ Do not accept any permission slips or verbal permission 

on the day of the trip unless extenuating circumstances.   

_________ Have students fill out the cell phone number/attendance 

sheet before departure.  Make sure you have numbers for 

students, emergency numbers for parents/guardians, 

and school, Principal, AP, IG phone numbers.   

_________ Leave a copy of the permission slips in main office and 

take a copy with you for each student.   

_________ Contact the school upon arrival and departure from the 

fieldwork site.  Complete chaperone checks for student 

accountability throughout the visit. 

_________ Notify school immediately of any problems, unavoidable 

changes in itinerary, injuries or concerns (when in doubt, 

call!) 

_________ Submit a copy of the fieldwork journal and the fieldwork 

staff reflection sheet upon return for IG file. 

This list is not all-inclusive.  There are many tasks to complete before taking 

students on a fieldwork opportunity, but these are some to help focus that work.  

Please see the IG with any questions or concerns. 
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4. PLANNING HIGH QUALITY FIELDWORK 
 

 Define the purpose and schedule accordingly.  Fieldwork should 

not be planned during the months of January and June 

whenever possible to allow for maximum integrity of the 

preparation period for the NY State Regents Exams. 

 

 When you plan a case study/ learning expedition, think about 

the purpose of the fieldwork and calendar dates as early as 

possible.  Fieldwork has different purposes and therefore needs 

to be scheduled during the appropriate time during the 

expedition.  For example: 

o If the purpose is to kick off a case study and the 

fieldwork will serve as a sort of mystery piece or part of 

the BBK then it should be scheduled EARLY in the Case 

Study. 

o If the purpose is to gather data or complete research then 

fieldwork should be scheduled periodically throughout 

the middle of the case study. 

o If the purpose is to share student products or display 

work then the fieldwork should be scheduled at the end 

of the case study. 

Fieldwork Planning Tips from the Trenches:  

1. Visit the fieldwork site ahead of time.  DO NOT SKIP 

THIS STEP!  It is important to check out the site and 

determine the logistics BEFORE escorting students.  

Determine travel time, security, site expectations (Are 

bags and coats allowed?  Can they use pens in the 

galleries?  Are cameras permitted?  Is there a location to 

eat lunch?)  Your prior visit will not only help to prep the 

fieldwork journal, but will help you to prep excited 

students and nervous chaperones and parents.   
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2. Don’t forget to plan for the days before and after the 

fieldwork visit!  Some ideas to consider might include 

 

Before the Fieldwork: 

 

 A visit from an expert from the fieldwork site. 

 

 A visit with a researcher who will be assisting in 

conducting research at the fieldwork site. 

 

 Teaching specific skills for conducting the research: 

how to conduct an interview, how to collect water 

samples, how to make quantitative vs. qualitative 

observations. 

 

 Orientation to the purpose and specific learning 

targets for the fieldwork.  How does this fieldwork 

connect to the context of the case study? 

 

 Introduction to the fieldwork journal and teacher 

modeling of expectations for completion. (GRR) 

 

 Teaching or reviewing fieldwork norms/expectations. 

 

 Assigning roles for fieldwork.  (This can only happen 

once you’ve created your fieldwork groups). 

 

 Preparing equipment (e.g. cameras, clip boards, 

pencils, food, etc.) 

 

 Planning for how to differentiate the fieldwork 

experience for the variety of needs/ interests in your 

classroom. 
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During field work:   

 Document (when possible) with pictures, notes. 

 

 Make notes about how well the students are abiding 

by fieldwork norms, completing the fieldwork journal.  

Praise on site when possible!  

 

Following the field work: 

 Schedule time to debrief and assess the extent to 

which the fieldwork learning targets and norms were 

achieved.  (What was most interesting and surprising 

to the students?  Share and analyze the fieldwork 

journals, photos, write reflections.) 

 

 Complete and submit the fieldwork reflection sheet to 

the IG. 

 

 Post photos, exemplary student work/rubrics, and 

fieldwork journals on documentation panels.   

 

 Archive photos, teacher and student reviews, and 

blank and completed fieldwork journals. 
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5.  CREATING THE FIELDWORK JOURNAL 

Fieldwork journals are an essential learning tool for the 

students and model what “real” researchers do in the field. 

 

Suggested elements to include in the fieldwork journal: 

 

 Title of the field work site 

 Title of the expedition/case study and the course 

 Place for student name and school 

 Teacher Name(s) 

 Guiding question for the expedition 

 Fieldwork norms 

 Emergency phone number and contact person 

 Learning targets for the fieldwork experience 

 Space for jotting down questions that you are bringing to 

the site 

 Note catchers and graphic organizers for data collection. 

Organize this according to the needs of the fieldwork and 

the fieldwork site. 

 Note catcher for structured personal reflection. 

 Maps. 

 

 

Fieldwork Journals are NOT: 

 

 A random list of questions for students to answer while on 

site. 

 A sheet of loose-leaf paper. 

 Created the morning of the fieldwork visit! 

 

Sample fieldwork journals are available. 
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6. DIFFERENTIATING FIELDWORK 
 

 Consult with your content specific Special Education team 

member. 

o This consultation should occur before the creation of 

the fieldwork journal to allow for the best use of 

differentiation strategies.  Whenever possible include 

the SPED team member in the scouting trip to the 

fieldwork site. 

 

 Consider challenges for different students after fieldwork 

scouting. 

o Is there a lot of text that students will be reading on 

site?  Perhaps you can more narrowly focus certain 

students who might be hypersensitive to too much 

text. 

o Avoid at all costs assigning individual para-

professionals to lead student groups.  Paras should 

continue to be used as support for their students 

when on fieldwork sites and not pulled from this 

assigned duty. 

o Consider student needs when assigning 

student/chaperone groups.  Random grouping can be 

useful, but not at a fieldwork site.  Regardless of the 

strategy that you use to group the students 

remember that what might work for one fieldwork 

visit may need changed at a new site. 

o Documenting the experience.  Consider tools to help 

students listen and absorb information from the 

fieldwork experience without being stressed about 

getting everything copied down.  (Once again, tailor 

the fieldwork journal to meet the needs of individual 

students). 
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Faculty/Staff Fieldwork Reflection 

Teacher:  _____________ Location(s):  ___________________________ Date: _______ 

Overall, how was the experience? 

__________________________________________________________________ 

__________________________________________________________________ 

Did transportation go smoothly? ________________________________________ 

What was the highlight of the experience? 

__________________________________________________________________ 

__________________________________________________________________ 

Were there any low points or disappointments for you or the students? 

__________________________________________________________________ 

__________________________________________________________________ 

To what extent did the students get what you hoped they would get out of the 

experience? 

__________________________________________________________________ 

__________________________________________________________________ 

Is there anything that would improve the experience for you and the students? 

__________________________________________________________________ 

__________________________________________________________________ 

Do you recommend this location for fieldwork in the future?  Please explain. 

__________________________________________________________________ 

__________________________________________________________________ 

Please submit a copy of your fieldwork journal along with this reflection.  

Thanks! 



 

Responsibility           Collaboration                 Compassion            Commitment 

VALIDUS PREPARATORY ACADEMY 

“Strong Mind, Strong Body” 
1595 Bathgate Ave., Bronx, NY 10457 

(718) 466-4000 * (718) 466-4001 (Fax) 
www.validusprep.org 

Christopher Hibbert, IA Principal   
Jessica Bruck, AP Latasha Frisco, AP 

 

 

Fieldwork Request 

Please submit this request at least three weeks in advance of proposed fieldwork. 

1. School: Validus Preparatory Academy  Class(es) _________________ Teacher in charge:  _______________ 

2. Destination: No change permitted without new consent form and authorization 

___________________________________________________________________________________________ 

3. Purpose of Trip: ____________________________________________________________________________ 

4. Date(s) of Trip: _____________________________________________________________________________ 

5. Time of Departure: _________________________ 6. Time of Return _____________________ 

7. No. of Pupils to be Taken: ________ 8. No. of Teachers: _________ No. of Other Adults: __________ 

9. Transportation Required: 

___ Free Yellow Bus Service (Available most days 9:30am to 1:30pm, within NYC) *see below 

___ Public Transportation Pass Request 

___ Chartered Bus; Name of Company:  _______________________________________ 

10. Lunch Request? ______ 

11. Students and chaperones will leave from:  ______________________________________________________ 

12. Students and chaperones will be dismissed from:  ________________________________________________ 

Please note: All students must be accompanied back to VPA unless their parents/guardians have given permission 

for them to be dismissed from site.  Students are not to be dismissed early from sites. 

Chaperones Requested: 

______________________________________  ______________________________________ 

______________________________________  ______________________________________ 

______________________________________  ______________________________________ 

Please Note: 
Extended Day Trips (beyond normal school day and/or out of NYC require additional DOE form) 
Overnight Trips require additional DOE forms 
 
*No yellow buses are available: 10/25, 10/26, 11/7, 11/13, 11/14, 11/19, 11/20, 2/27, 2/28, 3/12, 3/13, 3/14, 3/15, 6/4, 
6/6, 6/10. 
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VALIDUS PREPARATORY ACADEMY 

“Strong Mind, Strong Body” 
1595 Bathgate Ave., Bronx, NY 10457 

(718) 466-4000 * (718) 466-4001 (Fax) 
www.validusprep.org 

Christopher Hibbert, IA Principal   
Jessica Bruck, AP Latasha Frisco, AP 

 
PARENT NOTIFICATION/CONSENT FORM 

DAY TRIP 

 

Name: _______________________________________________ Class: ________________________ 

School (list additional trip sponsors when applicable): ____________________ Trip Date: _____/_____/_____ 

Trip Coordinator: ______________________________________________________________________ 

Destination: __________________________________________________________________________ 

Departure Site: _________________________________ Departure Time: _______________________ 

Return Site: ___________________________________ Return Time: _________________________ 

Mode of Transportation: _________________________________________________________________ 

Purpose of Trip: _______________________________________________________________________ 

_____________________________________________________________________________________ 

Specific Clothing/Equipment Required for this Trip: __________________________________________ 

 

This trip will include the following physical and sports activities: _____________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

I, the parent/guardian of the student named above, hereby give my permission for my child to take part in the school 

trip described above. 

 

a) I understand that there are potential risks associated with the above-listed activities and I consent to my 

child’s participation in all activities except for the following: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

b) Please indicate below any permanent or temporary medical or other condition including special dietary and 

medication needs, or the need for visual or auditory aids, which should be known about your child: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

c) I understand that as a parent, if I believe it is necessary to limit my child's activity to a great extent, then the school 

may not be able to accommodate my child on this trip and that I and my child will be informed of this decision as 

soon as possible upon the receipt by the school of this completed consent form. 
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d) I agree that in the event of an emergency injury or illness, the staff member(s) in charge of the trip may 

act on my behalf and at my expense in obtaining medical treatment for my child. 

 

e) I understand that my child is expected to behave responsibly and to follow the school’s discipline code 

and policies. 

 

f) I agree and understand that I am responsible for the actions of my child, and I release the school from 

all claims and liabilities that arise in connection with the trip, except if due to the negligence of school 

officials. 

 

g) I understand that I am responsible for getting my child to and from the departure and return sites 

identified above. I understand that my child shall be accompanied by staff member(s) during the trip, 

including while traveling from the departure site to the destination site, and from the destination site to the 

return site. 

 

h) I understand that alcoholic beverages and/or illegal drugs are prohibited and have discussed this 

prohibition with my child. I understand that if my child is found in possession of these substances, he/she 

will be subject to school disciplinary procedures and possible criminal prosecution. 

 

i) I understand that students who violate the school's discipline code may be excluded in the future by the 

school from participating in a trip. 

 

j) In an emergency I can be reached at: Day: (___) ______________ Evening: (___) ________________ 

 

Additional Contact: Name: _____________________ Day: (___) ________ Evening: (___) __________ 

 

k) I give my permission for my child to participate in this school trip. 

 

_____________________________________________________ ________________________ 

  (Signature of Parent/Guardian)      (Date) 

 
 

l) Please check one of the following options: 

 

_____ I will allow my son/daughter to be dismissed from this fieldwork site.  This means they can return 

home directly without returning to school.   

 

_____ I would like my son/daughter to be accompanied back to school with a staff member.   

 

 

STUDENT DECLARATION 

(to be signed by Middle School and High School students) 

 

I have read this form and I understand that I am to act on this trip in the same responsible manner in 

which I am expected to conduct myself in school. 

 

 

_____________________________________________________ ________________________ 

  (Signature of Student)       (Date) 
 


