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POLICY
Pocatello/Chubbuck Head Start will provide two way radios (walkie-talkies) for use on field trips as requested by staff. 

PROCEDURE

1. When staff complete a field trip request, consideration should be given regarding the area of the field trip, the potential distance between staff and possibility of staff/students being involved in multiple activities.  Any situation where the class, multiple classes, or parts thereof, could be separated would indicate a need for the radios.  Staff may request the radios for any field trip at their discretion.

2. If the radios are needed/desired for the field trip, staff will request them via email to the Support Services Manager.  
3. Radios will be checked out by the Support Services Manager or Designee and must be returned to same upon completion of the field trip.
4. Report any problems with the radios to the Support Services Manager or Designee.    

5. Staff are responsible for the safe keeping and return of the radios when in your control. In the event a radio is damaged or lost, the responsible staff will be asked to meet with the Support Services Manager and Program Director for explanation and options.
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