Risk Assessment Checklist

Home Campus Program Coordinator

Program and Venue: __________________________________

Program Coordinator: _________________________________

Your Name/Title: _____________________________________

Date of Checklist Completed: ___________________________

Is there a mechanism to review and formally approve all student foreign travel programs? YES___ NO___

If not, why not? __________________________________________________________

If so, (check all that apply)

___Are faculty and staff aware of the approval process?

___Is approval conditioned upon any particular safety and/or management guidelines?


If so, specify _______________________________________________________

___Are there sanctions for non-compliance?

Do the program brochures and/or pre-travel meetings cover the following areas? (check all the apply)

___Course descriptions that distinguish between required and optional travel, field trips, or activities

___Mode of travel during the trip for planned activities or excursions

___Required code of conduct overseas

___Culinary and cultural differences between the foreign country and the United States

___Anticipated risks of the trip

___Possible changes to the travel itinerary

___Required Pre-trip documentation (such as waivers, vaccinations, and insurance coverage)

___The school’s responsibility, or lack thereof, for the participants’ personal property

How does the program screen participants to ensure suitability for the program activities?

___Academic achievement and completion of required course work

___Special program application

___A review of disciplinary records

___Personal Interviews

___Pre-trip reference and background checks (such as criminal or driving records)

___Physical and/or mental examinations

___Tests for drug and alcohol use

Is the participant screening process documented? YES___ NO___

If not, why not? __________________________________________________________

Does the program conduct a pre-trip orientation session? YES___ NO___

If not, why not? __________________________________________________________

If so, is it mandatory for all participants (including faculty and those not normally enrolled at your institution)?  YES___ NO___

Does the orientation include the following issues? (check all that apply)

___Required participation forms, including a Statement of Responsibility, Waivers and health insurance forms, medical treatment authorization form, parental consent form (if the traveler is under 18 years-old)

___A description of the institutional policies/procedures that apply overseas

___Review of local customs, cultural differences, religious observations, gestures, mannerisms, dress, and other circumstances

___A description of institutional resources and support systems (e.g. counseling center) that are, or are not replicated overseas

___Insurance, both health and insurance for students’ personal property

___Passport, visa and immunization requirements

___Crime, terrorism, civil unrest and similar information concerning the venue (including U.S. Department of State consular information sheets)

___Review of local disease information (if relevant) for the venue

___Approved and restricted program activities

___Disaster and emergency action plan

___Incident reporting information for accidents, theft, assaults, harassment, problems with faculty, staff, host families, or others

___Cancellation policies (who decides when to cancel, what criteria is used, what is the institution’s liability if a student refuses to leave the venue)

___Alcohol and drug use policies

___A reminder to be mature and to conduct selves in a prudent and lawful manner

Does the program have a code of student conduct in place? YES___ NO___

If not, why not? __________________________________________________________

If so, does it include:

___An outline of the program’s policies and procedures

___An explanation of the need to comply with the laws and customs of the foreign country

___A description of the types of incidents investigated and resolved in the foreign country, and a description of the types of incidents handled by the U.S. campus

Are there written criteria to determine when to return students home during periods of civil unrest, terrorism, other emergency situations, or for disciplinary reasons? YES___ NO___

If so, who is responsible for making this decision? _______________________________

If students are forced to return to the United States, what action would be taken if a particular students refuses to return home?_______________________________


_________________________________________________________________

