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GROUP SPONSOR'S FOREIGN TRAVEL CHECKLIST
SAFETY
· Have you recently consulted the appropriate sources of information concerning the current political climate in the country of destination?

· If there are political risks, and your trip has been approved, have you disclosed those risks to trip participants?

· Have you obtained the signed Statement of Responsibility, Release of Liability and authorization to participate in Foreign Travel from all participants?
HEALTH
· Have you consulted the appropriate sources of information concerning the health risks in the country of destination?

· Have you disclosed these risks to trip participants?

· Have you obtained the signed Statement of Responsibility, Release of Liability and Authorization   to Participate in Foreign Travel from all participants?

· Have you taken all reasonable and lawful steps to assure that those who plan to go on your international travel/study trip have had the opportunity to disclose all special medical needs that they may have?  Have you collected the completed Emergency Information forms from each participant?
· If special medications, medical treatments, or accommodations for disabilities will be required, have you taken all reasonable steps to assure that those special requirements will be available or in place in the country of destination?

· If not, have you taken appropriate steps to preclude participation or advise those whose needs cannot be met, or at least to secure their written acknowledgement that these needs cannot be met, but that they nonetheless wish to participate?  Have you obtained the signed Statement of Responsibility, Release of Liability and Authorization to Participate in Foreign Travel from all participants?

· Have you received and forwarded inoculation documentation to the Travel Office?

CONTINGENCY PLAN
· Have you developed a contingency plan in the event of a crisis?

· At minimum, does everyone who will be involved with your program know who to contact in the event of an emergency, and do those contact persons know what to do if they receive such information?

· If your program depends on cooperation with a foreign entity or institution, do the key persons associated with that foreign entity or institution know with whom they should communicate in the event of a crisis or emergency?

INSURANCE
· Have you confirmed with Risk Management that all participants in your program have purchased the necessary coverage?   Have you collected all the insurance  money and accounted for it in the prescribed way?
· Have the participants who are not eligible for ORU  travel insurance signed the Acknowledgement and Release form?  Have you sent those forms to the Travel Office? 

PROGRAM TERMINATION
· Have you clearly informed all participants that ORU reserves the right to terminate their participation at any time if, in the discretion of the Group Sponsor, the participants are not benefiting from the program, or are interfering with the ability of others to benefit?

· Have you clearly informed all participants that circumstances may arise which would make it necessary to suspend or terminate the program and bring everyone back to the United States?

· Do you have a policy that provides how refunds will be handled in the event of the suspension or termination of your program?

· Has that policy been adequately communicated to participants in your catalogues, program agreements, or other program documentation?

TRAVEL ARRANGEMENTS
· Have you taken all reasonable steps to assure that all travel arrangements have been made and that those arrangements are as safe as can be reasonably expected in the country of destination?

· Have you clearly informed all program participants that, even though certain travel arrangements have been made and disclosed to them, circumstances could arise that would make changes to those arrangements unavoidable?

CULTURE
· If the laws in your country of destination are different from those in this country, have you clearly made your expectations about the student's behavior known?

INDEPENDENT TRAVEL
· What is your policy regarding independent travel while your students are overseas, and have you communicated that policy?

· If you will not seek to impose restrictions on independent travel during free time, have you disclosed all known risks that such independent travel may entail?

· Have you identified high-crime areas, areas of political instability, areas of particularly dangerous natural conditions or roadways, and other risks that independent travelers  would do well to avoid?

ACADEMIC CONSIDERATIONS
· Are you comfortable the academic benefits derived from the program are clearly described in your program materials?

· Have participating students been informed of what curriculum will be offered overseas and what academic credits they stand to earn?

DISCIPLINARY ASSESSMENT
· Have you reminded the participants that they are expected to comply at all times with the Code of Honor Pledge? 
· Have you taken reasonable steps to assure that those who have problematic disciplinary or personal records not be allowed to participate in the program?
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