
Checklist for Faculty Preparing to Take Students Abroad 

Checklist Items Completed 
(Yes/No) 

 

1. Obtain department chair/school director/dean approval of the program.  Y

2. Give students a clear statement of the various costs associated with the program. 
Explain what is included in the program fee, and what additional costs they will face, 
such as meals or transportation. 

 Y

3. Determine whether there are any required or recommended vaccinations for travel to 
the host country, and notify students. If vaccines are required, ask students for proof 
they have been administered. 

 Y

4. Review pre-departure orientation policy and procedures.  

5. Review re-entry orientation policy and procedures.  

6. Discuss with the students any risks associated with the travel study program that they 
should be aware of and obtain a signed informed consent form with the intent to 
make the students as responsible as possible. 

 

7. Advise students to research and read over relevant information about each country 
that they will be traveling to. 

 Y

8. Know how to report and document incidents which may cause the institution to be 
liable. 

 Y

9. Know how to respond in the event of an emergency or crisis to minimize harm to 
students and your liability. 

 Y

10. Establish policies and procedures related to unplanned/unscheduled field trips, 
independent travel (including pre and post-program), and appropriate use of free 
time during program.   

 

11. Establish policies and procedures for transportation safety including contracted air, 
bus, train, and car services.  Review policies involving rental vehicles by students, 
faculty, and staff.   

 

12. Create an Emergency Preparedness Plan, which should include a communication plan 
for the students, contact information for the nearest U.S. Embassy and Consular 
Services, directions to the nearest medical centers, policies and procedures for 
contacting local police, fire, doctors, and hospitals a plan to access emergency funds, 
and an emergency evacuation plan. 

 

13. Advise travelers to obtain a passport if they have not already done so, and verify that 
it is valid for at least six months beyond the planned return from the stay abroad. 

 Y
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14. Determine whether travelers need a visa to enter or study within the countries to be 
visited. Working with OGE, advise students on how to obtain necessary visas, and 
verify that they have done so. 

 Y

15. For students who have disclosed any physical or mental impairment, discuss the 
availability of accommodations at the program’s locations. 

 

16. Describe what constitutes acceptable behavior and conduct while in the program and 
appropriate conduct in the host country. 

 

17. Describe the consequences should students violate standards of acceptable behavior 
and conduct while in the program.  For example, consequences could include 
expulsion from the program without financial refund or opportunity to complete 
academic credit requirements. 

 

18. Give the students a detailed trip itinerary indicating potential side trips.  

19. Provide each traveler with emergency information including: 
Local U.S. Embassy and Consulate addresses and telephone numbers. 
The names and phone numbers of whom to contact in case of an emergency both in-
country and on the home campus?  For example, the name and 24-hour phone 
number of the program director/leader. 

 Y

20. Submit the Insurance Application Form (Obtain from OGE) to OGE 30 days prior to 
departure. OGE will then provide insurance cards, which the faculty leader should 
distribute to the students. 

 

21. Provide the students with a clear outline of the academic expectation of the program.  Y

22. Discuss culture shock and cultural adjustment issues with travelers, and/or provide 
information about them. 

 

23. Provided packing information about what to bring, advice on what not to bring, and 
what weather to expect. 

 

24. Receive written refund/cancellation policies from relevant parties such as contractual 
providers, housing providers, travel agents, and security services, the University, etc. 

 Y

25. Advise each traveler to carry photocopies of important documents with them 
including: 

 Passport 

 Plane tickets 

 International Student ID Card 

 Driver’s license 

 Numbers for lost/stolen credit or debit cards 

 Telephone number to the health insurance carrier and health card 
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