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Off-campus, College-related activities for students (e.g. field trips, competitions, and
student organization trips) requires advance written approval from the direct supervisor
of the employee leading the travel. By way of example:

e Faculty leading field trips as part of the curriculum must receive advance
approval from their academic chair, director, or executive director.

e Staff accompanying students on travel must receive advance approval from their
supervisor.

Supervisors must consider factors such as relevance to the curriculum, safety, and best
practices before approving travel with students. Supervisors must notify the relevant
division Vice President (or their direct supervisor if not the Vice President) in advance of
any student travel.

All student travel must comply with the Travel Manual maintained by the Office of
Finance and Business Affairs.
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