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1.
With respect to international trips and programs funded or sponsored by your institution, does someone on campus know where each of your students are at any given point in time?  

A.
Does the institution collect student itineraries and contact information abroad?

B.
Is this information maintained in a database, in hard copy form or otherwise?

(1)
Who maintains the information?   

(2) 
Would it allow you to quickly determine who you have in a particular country in the event of an emergency? 

C.
Could you reach each student abroad in an emergency?

(1)
How long would it take?

(2)
By what means would you reach them (e.g., telephone, email, other)?

D.
Do you maintain emergency contact information for each student’s next of kin? 

E.
Are your students oriented regarding who to contact in an emergency and how?

(1)
On the home campus?  

(2) 
On site?

(3)
Use of email vs. telephone in an emergency?

F.
Are your students oriented regarding where to go in an emergency?


G.
Are students required to have cell phones abroad?  

H.
Does your institution maintain a list of student cell phone numbers abroad?

(1)
Is that list only with the on-site director?

(2)
Does someone on the home campus have a copy of the list?

2.
Does your institution have an emergency and crisis management plan in place for the international trips and programs it sponsors?

A.
Who is on the team?

B.
Who is in charge?

C.
Have you ever tested your plan, either in a drill or in a real emergency?

D.
Would your plan work over the holiday break, Spring break or Summer break, when most short-term trips and programs occur?

E.
Are there redundancies built into the plan?

(1)
What  if key personnel are off campus?  Who backs them up?

(2)
What if the only on-site faculty member is injured or incapacitated?

(3)
What if the primary meeting place is inaccessible to students abroad?

(4)
What if students cannot reach the on-site faculty member; to whom do they report in on the home campus and how?

3.
Does your institution require an application and approval process for international trips and programs it funds or sponsors?

A.
Who decides whether or not a trip or program will be approved?

B. 
What criteria are employed?

C.
Are applications maintained on file for each traveling student and faculty member (n.b., they provide an excellent source for contact information on-site and at home)?

D.
Are health, safety, security and risk issues a part of the determination?

E.
Is the institution’s department of risk management or general counsel involved?

F.
Are students allowed to travel to countries subject to U.S. State Department travel warnings posted at www.state.gov?
(1)
If so, does your institution’s general liability insurance provide coverage for terrorism related claims in such countries?

4.
Does your institution conduct periodic risk assessments of the international programs it funds or sponsors?

A.
How often?

B.
By whom?

C.
Is foreign counsel consulted regarding whether:  

(1)
Your institution is registered to do business lawfully in the country?

(2)
Written employment contracts are place with employees, if required?

(3)
Your institution is compliant with foreign immigration laws regarding visas, work permits and other requirements for student participants, faculty and staff on-site?

(4)
There are current written agreements in place with partner institutions and third party providers of services offered in connection with the program? 

(5)
There are current leases in place for any properties rented in the venue?

(6)
The program’s other operations comply with local law in the venue? 

D.
Does the process include walk through visits of academic and residential facilities by an expert knowledgeable of local fire, safety, building and other codes?

E.
Does the process take advantage of the attorney-client privilege?

5.
Are program participants surveyed or given exit interviews at the end of each program?

A.
Does the process address health, safety, security and risk issues?

B.
Are students asked about whether they were the victim of a crime or other wrongful conduct?  Hospitalized?  Arrested?

C.
Are students asked about any problems with program personnel or facilities?  

D.
Does someone follow up for detailed information revealed in surveys?

6.
Is counsel on the home campus involved in contract reviews with respect to partner institutions and third party providers of services in connection with the international program?

7.
Does each participant execute a liability waiver form in advance of travel?

A.
Has the form been approved by the institution’s counsel?

B.
Is it country specific?

C.
Does it attach the State Department consular information and any travel warnings for each country of travel? 
 

D.
Does it spell out the institution’s expectations and the student’s responsibilities?

E.
Does it adequately warn of known dangers in the venue?

8.
Are faculty adequately trained and oriented prior to taking students on university sponsored international trips and programs?

A.
Does the orientation sufficiently cover the institution’s expectations of on-site faculty taking students abroad?

B.
Does it explain relevant university policies and procedures?

(1)
Emergency and crisis management protocols

(2)
Sexual and other forms of harassment

(3)
Discrimination 

C.
Does it cover who to notify on the home campus in the event of various types of emergencies?

D.
Does it adequately explain the insurance coverages available in connection with the program and how they work?

(1)
Health insurance 


(2)
Worldwide medical assistance  

(3)
Property insurance

(4)
Medical evacuation

(5)
Repatriation of remains

(6)
Trip cancellation

(7)
Kidnap and ransom

9.
Are student participants adequately oriented prior to going abroad and on-site?

A.
Do they know what to do and where to go in an emergency?

B.
Do they know who to contact in an emergency, both on-site and on the home campus (24/7) and given detailed contact information for each such person?

C.
Are they made aware of significant risks, dangers, safety concerns, security conditions and health issues in the venue?

(1)
Are they each given copies of U.S. State Department consular information for each country of travel?

(2)
Do they sign liability waiver forms approved by institution’s counsel?

D.
Are available insurance coverages explained, including worldwide assistance?

E.
Do they signoff on a statement of responsibility explaining their obligations and the institution’s expectations of them during the program?    

F.
Are they informed of sexual harassment, non-discrimination and other relevant policies and to whom complaints should be made?

10.
Are policies and procedures in place regarding when, how and under what circumstances your institution will suspend or terminate an international program it sponsors?

A.
Do they specify who decides?

B.
Who is involved in making the decision?

C.
What criteria are used? 

D.
Is there a policy governing refunds upon program termination or suspension?

NOTE TO THE READER:  This information is intended as an aid to assist administrators at educational

institutions in overseeing some of the health, safety, security and other issues associated with sponsored international programs.  It is not a substitute for legal advice and is not intended to be all-inclusive.  Each international program is unique.  Therefore, each program sponsor should consult with legal counsel of its choice for specific advice and determine independently what steps are necessary or appropriate for each of its own unique programs and activities.  This monograph does not create, and is not intended to create, a standard of care or a legal duty of any kind for program sponsors or others.  The failure to implement any item on this proposed checklist is not intended as, and should be construed as, evidence of negligence or wrongdoing of any kind.  This checklist is merely aspirational and illustrative.  The items listed are by no means required or recommended in all circumstances.      
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