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                   DOMESTIC TRAVEL POLICY
Faculty and staff members responsible for student domestic travel will follow the domestic travel policy guidelines and familiarize each participant with all policies and procedures prior to trip departure. This policy does not apply to faculty and staff. 
The domestic travel policy will refer to faculty and staff members directly responsible for a domestic travel group as "Group Sponsors." All others participating in a sponsored or endorsed trip will be referred to as "Travel Participants."  Required forms to comply with the Domestic Travel Policy can be found via the Risk Management link on the ORU staff web site.  http://staff.oru.edu/staff.php
It is the goal of this policy to provide information and direction to Group Sponsors regarding school sponsored activities/trips.   This policy only applies to students while traveling or participating in a University sponsored activity/trip. 
To determine if the activity/trip is school sponsored ask the following questions.  Is ORU paying for any or the entire trip?  Does ORU offer academic credit?  Is ORU involved in coordinating or organizing the activity/trip?  If you answered yes to any of the preceding questions the trip is considered school sponsored.  
Trips promoted by ORU but sold by an outside travel agency are considered school sponsored and must abide by the Domestic Travel Policy.
ORU reserves the right to cancel all school sponsored trips at any time without prior notice. In the event a school sponsored trip is cancelled, ORU is not responsible for deposits, pre-payments and/or others costs associated with the travel.  
1. Trip Authorization Form
The Trip Authorization Form is the key document required to obtain approval for travel.   The Group Sponsor can obtain the Trip Authorization Form via the Risk Management link on the ORU staff web site.  http://staff.oru.edu/staff.php
The completed form should first be submitted to the appropriate Dean or Vice President for approval.  The Dean or Vice President will then forward the form to the Provost, if appropriate, or to Risk Management.   This form should be submitted at least 14 days prior to travel.  Approval must be granted before any travel arrangements are initiated.

In addition to the Trip Authorization Form, the Group Sponsor will provide a detailed trip itinerary for any travel 50 or more miles outside of Tulsa.  

Once the activity/trip is approved, the Group Sponsor should obtain the following documents on each Travel Participant.

· Student Release

· Volunteer Release (if applicable)

2.  Student Release Form
Each Travel Participant is required to sign the Student Waiver.  This form details the possible risks associated with travel and transfers all responsibility to the Travel Participant and/or his/her parent or guardian.   By signing this document, each Travel Participant releases and discharges ORU and the governing board, its members individually, and its officers, agents and employees from any and all claims, demands, rights and causes of action of whatever kind, arising from or by reason of any personal injury, property damage, or the consequences thereof, resulting from or in any way connected with the Travel Participant's participation in the program
Each student must sign the form once per academic year. Under no circumstances should a student feel forced to sign the Release.  If a student refuses to sign the waiver they are not allowed to participate in voluntary activities/trips.  They can participate in the activities/trips that are required to receive academic credit. 
The original signed form must be sent to Risk Management.  Each department should keep a copy of the signed form so that they will know who has completed the release form each academic year.  
3.   Volunteer Release Form 
Anyone traveling on a sponsored trip that is not a student, faculty or staff member must complete the Volunteer Release form.  They are expected to abide by directions given by the Group Sponsor as well as comply with the Code of Honor
The Volunteer Release form must be sent to Risk Management prior to departure. This form releases and holds harmless ORU from any liability or responsibility for death, personal injury, incarceration, repatriation, injury, illness or property loss resulting from the use by the signer of any lodging, transportation, food, fares or excursions arranged for or made available ORU.
5.  Risk Management
The Risk Management Office reviews all travel. Along with the Trip Authorization Form the Group Sponsor must submit the original signed student release(s) and volunteer releases(s), if applicable.

The Risk Management Department can be reached at 495-7874 or 495-7560.
6. ORU Restricted Accounting 
If the Group Sponsor is a member of a department utilizing restricted funds, the Restricted Accounting Department must be contacted to establish an account for the approved trip (unless you already have a restricted account). It is the responsibility of the Group Sponsor to collect all money.  The money is sent to Restricted Accounting using a vault ticket.  You must include a spreadsheet listing the names of the Travel Participant and the amount paid by each participant.   
At the time of travel, the Group Sponsor will contact Restricted Accounting requesting a travel advance to pay for the trip.  Upon return, the Group Sponsor will complete an Employee Expense Voucher and attach all receipts from the trip.   If there are discrepancies, Restricted Accounting will contact the Group Sponsor.   The phone number for Restricted Accounting is 495-7547.

7. Life Style and Honor Code
All Group Sponsors and Travel Participants are to abide by the Code of Honor Pledge. It is a violation of the Code of Honor Pledge for Group Sponsors and Travel Participants to consume alcoholic beverages during travel sponsored or endorsed by ORU. 
8.  Travel Insurance
ORU reserves the right to cancel all school sponsored trips at any time without prior notice. In the event a school sponsored trip is cancelled, ORU is not responsible for deposits, pre-payments and/or others costs associated with the travel.  
Insurance is not provided by the University.  Individuals may want to purchase trip cancellation insurance as all ORU sponsored trips are subject to cancellation without notice.  
9. Emergency Situations
In the event of an emergency, notify Campus Security at (918) 495-7750 as soon as possible.  If necessary, you may call collect.  
Page 1 of 3

