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1.0    PURPOSE:
The purpose of this operational procedure is to outline the procedure and process for submitting a request for an educational field experience.

2.0 APPLICABILITY:
Procedures apply to all Institutional Education Programs located in state juvenile facilities.
3.0 POLICY STATEMENT:

The function of this policy is to define and determine the requirements necessary to allow students within state juvenile facilities to participate in educational field experiences.
4.0 DEFINITIONS:
4.1
“Educational Field Experience” – Students leave the facility or campus to engage in a learning experience at a different location.
5.0 PROCEDURES:                                                                                                                            

5.1 The host agency must approve any travel when students will be required to travel off host agencies’ properties to participate in a learning experience.
5.2 The facility taking a field experience must submit a request in writing to the Superintendent and Coordinator of Curriculum and Instruction or their designee after they have cleared the trip with the host agency.

5.3 Teachers and school administrators will provide documentation of educational benefits to students by participating in a field experience (Evidence of instructional strategies and educational goals of field experience must be evident in the lesson plans submitted by the teacher) and submit a budget for the field experience.
5.4 The school administrator and teaching staff must secure appropriate funding sources for the field experience. 
5.5 A formal written request signed by the host agency personnel, school administrator, and teacher must be submitted to the Superintendent and Coordinator of Curriculum and Instruction or their designee.  The formal written request must be submitted a minimum of three (3) weeks prior to the date of the planned educational field experience.  Additionally, a copy of lesson plans and expenses must be submitted with the request.  The inability to provide the all information listed above within the time frame given will result in a denied request.  
6.0
AUTHORITY

6.1
Superintendent, Office of Institutional Education Programw

West Virginia Department of Education


Office of Institutional Education Programs
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