



TRAVEL AND EVENT PLANNING

GUIDELINES FOR EVENT LEADERS

Applicability of each item is based on the particular event or travel.

GETTING STARTED

· As a program is developed, identify the known risks and give attention to the means of addressing them. 
· Review and approve the composition of the field team in field research activities and accommodations that may be necessary at the site. 
· Assess the need for first-aid supplies and expertise, as appropriate.

· Determine the appropriate clothing, personal equipment, and field equipment to support the research (if applicable to the activity).

· Review arrangements for transportation before, during, and after returning from the event location, as appropriate.

· Consider availability of appropriate food, supplies, and accommodations on-site and during travel to and from the site.

· Consider mandatory safety training in specific areas of risk applicable to the event.  Many classes are available on campus, e.g., Wilderness First Aid taught by Outdoor Adventures.

· Consider whether the researcher requires a vehicle with 4WD. Please see http://www.fleet.ucdavis.edu for rates and information.

· Review PPM 370-20 with respect to Volunteer employees.  

· Contact Risk Management Services for assistance in planning, as needed.

ORIENTATION ACTIVITIES

· Provide information in writing and in person (via an orientation) prior to departure to the study area on the character of distinctive known risks and dangers (example provided at http://rms.ucdavis.edu/travel.htm).  

· Advise participants to seek medical guidance and information from their health care provider regarding health and immunization needs and other preventive measures appropriate to the areas to be visited.

· Advise participants to contact their health care plan  regarding medical coverage while in a foreign country to familiarize themselves with out-of-area coverage provisions, exclusions, and claims-filing procedures.

· Discuss leadership responsibilities, if applicable.

· Review, prior to departure, the tasks and responsibilities assigned to  participants.

· Remind participants to exercise personal judgment in order to avoid harm in situations of apparent danger.

· Provide copies of UCD Policy & Procedure Manual Section 370-05 to participants.  

· Review notice requirements of Section 370-05 in the event of a catastrophic event or loss.

· Provide participants with applicable campus emergency contact phone numbers and emails.

· Advise participants of Websites that provide safety guidelines for foreign travel and study abroad, listed at the end of these guidelines.

· Regularly check the protocol outlined by the U.S. Dept. of State (http://www.state.gov) and follow recommendations contained therein in the event of a catastrophe or emergency while traveling.  

FORMS

· For mandatory activities and events that represent a substantial risk of injury or loss, obtain a signed Waiver and Release (Mandatory form) (http://rms.ucdavis.edu/waivers.htm) from all participants, except UC employees who are participating in the course and scope of their employment.
· For elective or voluntary activities and events, obtain a signed Waiver and Release (Elective/Voluntary form) (http://rms.ucdavis.edu/waivers.htm) from all participants, except UC employees who are participating in the course and scope of their employment.
· The department should keep the signed waiver forms for a minimum of 3 years after the date of the return trip or completion of the program.  If minors are participants, a parent or guardian must sign the form, and the length of time to maintain the form should be kept for 2 years beyond the minor's 18th birthday.  The waivers may be stored electronically, without keeping the hard-copy. 
· Obtain a completed Off-Campus Event Emergency Information form (http://rms.ucdavis.edu/travel.htm) from each participant if the event will last 24 hours or more in duration.  The completed forms should be kept in the department file for easy access by administrative staff, and the event leader is advised to carry copies of the forms while traveling in case of an emergency.
· Obtain Health Care Treatment Waiver forms.  (http://rms.ucdavis.edu/travel.htm)
· Establish an emergency contingency plan and provide this information to the participants.  The department should keep a copy of this plan in the event of an emergency.  See Travel Emergency Contingency Plan form at http://rms.ucdavis.edu/travel.htm.
INSURANCE PROGRAMS

· Provide any information available prior to departure about travel insurance (Foreign Travel Accident and Illness Insurance) availability.  See http://rms.ucdavis.edu/travel.htm.  This program does not take the place of health insurance.  
· For domestic travel associated with University-scheduled, sponsored, and supervised activities, notify registered students that Student Off-Campus Trip Insurance may provide limited emergency medical care coverage while away from campus in excess of health insurance coverage.  See Section 370-10 for scope of coverage and instructions for the student when filing a claim.  This program does not take the place of health insurance.
OTHER REFERENCES:

A.
UCD Policy and Procedure Manual (http://manuals.ucdavis.edu):

1.
Section 270-05, Exhibit A, Standards of Conduct.

2.
Section 290-50, Protective Clothing and Equipment.

3.
Section 300-30, University-Owned Vehicles.

4.
Section 350-10, Procurement Authority.

5.
Section 370-05, Student Off-Campus Events, Programs, and Travel.

6.
Section 370-10, Student Off-Campus Insurance.

7.
Section 380-12, Sexual Harassment.

B.
Website References:

1.
Centers for Disease Control and Prevention, Travelers' Health, http://www.cdc.gov/travel/.

2.
NAFSA Guidelines

a.
Health and Safety Issues in Study Abroad, http://www.nafsa.org/educator/edabroad13.html
b.
Promoting Health and Safety in Study Abroad, http://www.secussa.nafsa.org/safetyabroad/
3.
Risk Management link to Travel Intelligence On-Line.  Contact Risk Management Services since membership is required for access to this site.

4.
University of Michigan Travel Information Resources, http://www.umich.edu/~itoc/links.html.

5.
University of Southern California Safety Abroad First Educational Travel Information (SAFETI) Clearinghouse, http://www.usc.edu/dept/education/globaled/safeti/
6.
U.S. Department of State, http://www.state.gov.

7.
Embassies, Consulates, Delegations, Representatives:  http://www.embassyworld.com/.

