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Approving field trips process

A field trip request is required to be submitted by the field trip leader for all 
field trips run by staff and students of the university. All submitted field trips 
require approval.
Note: An email will be sent to your inbox which contains a link to the field trip 
request that requires approval. If you click this link, please ignore steps 1-6.

This guide steps through the process to approve field trip requests.

V.4 6.22

1. Open FlinSafe from okta dashboard.

2. Select Field Trips.

https://staff.flinders.edu.au/workplace-support/whs/report-accident-incident-hazard/flinsafe
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3. Select Field trip approver.
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4. Select Field trips ready for sign off.

5. Select the field trip you wish to approve from the list.

https://staff.flinders.edu.au/workplace-support/whs/report-accident-incident-hazard/flinsafe
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6. Read through the field trip request tabs until you reach the Submit tab.
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7. On the Submit tab, if there is the need to have further information or
clarification on the field trip, enter in the additional requirements in the
Comments section for the approval step which belongs to you. Then
select Request for more information. If all is fine, skip to step 9.

https://staff.flinders.edu.au/workplace-support/whs/report-accident-incident-hazard/flinsafe


Approving field trips

staff.flinders.edu.au/flinsafe

8. After a request for further information, an email will be sent to the field
trip leader to add the detail in the comment field. Upon the completion of
this task, you, as the approver, will receive an email to advise the
changes have been made. You can either open the field trip again from
the link in the email or go through steps 1 – 6 again.
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9. If all is ok on the field trip request, on the Submit tab, select Yes to give
your approval.
Note: only a Field trip supervisor, Dean, or Vice President Executive
Dean can decline a field trip request.

10. Then click Submit.

https://staff.flinders.edu.au/workplace-support/whs/report-accident-incident-hazard/flinsafe
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Once you have selected Submit, you will be navigated back to your 
Field trips ready for sign off list.
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This ends the process.

Note: When viewing or updating the Submit tab, you will see each of 
the approvals and any comments left by the previous approvers in the 
Submit tab. This also applies for any field trips that you have already 
signed off. These can be found in your field trips sign-off history.

For any questions surrounding the approval process for field trips, 
please speak with your work health and safety officer.

https://staff.flinders.edu.au/workplace-support/whs/report-accident-incident-hazard/flinsafe
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