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     Field Trip Request

	Note: This is a mandatory form for all field trip requests and must be completed. Use this form to approve or reject a request, then send your completed copy via e-mail to Mailbox KES Compliance and keep a copy on file.


I. Background Information
	Requester:      
	Position:      
	School:      

	Name of Full-Time Teacher: 
     
	Name of Substitute Employee:      

	Date of Field Trip:      
	Advance Notice Given?  Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
 

	Location to Be Visited:      

	# of Students on Trip:      
	# of Adults on Trip:      

	Method of Transportation:      
	Miles Roundtrip:      


II. Criteria for Decision
Using the criteria below, approve (all criteria are met) or reject (one or more criteria are not met) the request. For questions, concerns, or special circumstances, escalate by consulting with Mailbox KES Compliance for approval before proceeding.

	
	Yes
	No
	Comments

	Will the substitute employee be supervised at all times by a school district employee?                                   (Acceptable response = Yes)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Will the substitute employee be required to transport a student in their own vehicle?                         (Acceptable response = No)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Will the environment allow for the substitute employee to adhere to all normal classroom policies (e.g., “no sole custody of a student” and “no touch”)?        
(Acceptable response = Yes)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Will the substitute employee be required to stay overnight?                                                   (Acceptable response = No)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Will there be any required use of hazardous equipment (e.g., watercraft, tools, machinery, or motorized vehicles) or strenuous physical activity?                                    (Acceptable response = No)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do the duties required by the substitute employee conflict with any other restrictions listed in KE Order Restrictions and Prohibitions (e243)?

(Acceptable response = No)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


III. Approval*
	Field Trip Approved?     Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 


	Approved By (Name of Approver):      



* Approval may be determined by KE Client Lead, KE Talent Advisor, or KE Compliance (if request needs to be escalated—refer to section II, above).
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