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I. Purpose 

St. Thomas University (hereinafter STU or University) is committed to the health, safety and security of all 

members of the university community.  The university’s mission, in part, states that the university is “committed 

to the academic and professional success of its students who become ethical leaders in our global community.”  

As such, members from the university community are encouraged to enhance their academic pursuits through 

university approved and/or university operated study abroad, programs and opportunities.   

This policy is in conjunction with the policies set by the Archdiocese of Miami and applies to all domestic and 

international travel that is coordinated or sponsored by, funded in part or manner by, or involves the granting of 

degree credits by St. Thomas University.   

II. Scope 

This policy establishes standards and expectations associated with domestic and international travel.  

Additionally, it outlines institutional support designed to reduce personal and institutional risks.  The Domestic 

and International Travel Policy does not address study aboard programs offered by any third-party not engaged 

in a formal agreement with the university, as such programs are not within the purview of university’s 

knowledge and/or control.  Additionally, this policy does not apply to personal travel by students, staff, and 

faculty.     

III. Definitions  

A. Appropriate Administrator:  A dean, department chair, or director of an academic institute or 

administrative unit, or his or her authorized designee.  

B. Athletic Travel: Travel for the purpose of participation in an intercollegiate athletic competition.   

C. Domestic Travel:  Involves a student or student group that travels to locations within the continental 

United States will range from an extended stay in another part of the country to a trip within the state. 

As with field trips, if students are traveling as a group organized by the University, then they must be 
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accompanied by a University employee acting within the scope of his or her employment, and 

appropriate approvals must be in place. 

D. High-Risk Destinations:  Refers to countries, regions, and cities under current U.S. Department of 

State’s Overseas Security Advisory Council (OSAC).  The term also includes locations that pose 

health, safety, and security concerns as indicated on OSAC’s website (www.osac.gov) as high (risk 

level 4) or severe (risk level 5) or areas garnering a Centers for Disease Control and Prevention Travel 

Notice Warning (wwwnc.cdc.gov/travel/notices) of level 3.  The university reserves the right in its sole 

discretion to designate other locations as high risk.   

E. International Travel:  Any travel undertaken outside of the 50 United States, U.S. territories, or 

possessions.   

F. International Travel for Recruitment: Any international travel planned for student/faculty 

recruitment must be approved by the Provost. 

G. Recognized Student Organization:  Is an organization that has been approved by Student Life, and 

maintains a current registration status with Student Government.  

H. Third Party Program:  Any program administered by an entity, university, or company not operated 

or controlled by the university.  

I. Travel Organizer: An individual (student organization advisor, faculty member, staff member, etc.) 

approved by the designated university approval process serves as the point of contact for the trip. The 

trip organizer will work with the appropriate administrator to ensure all requirements for the travel 

have been met and that approval has been secured prior to departure, also see Section IV:  General 

Guidelines.    

J. University Contact Person:  A University employee designated by the sponsoring unit of a group 

program abroad who remains on campus but acts as a point of contact for the group leader, faculty, or 

students who are traveling. 

K. University Sponsored Travel:  Academic or business travel taken by STU staff, faculty, or students 

authorized, funded, coordinated, or administered by the university. Such travel may include but is not 

limited to teaching, research, consulting, recruiting, coop, service, administrative work, field studies, 

volunteer work, and trips in connection with a university recognized student organization, academic, 

or administrative unit. 

L.  University Student Travel Funding: Funding provided to a student for the purpose of subsidizing 

travel connected with travel abroad, conference or competition participation. 

IV. General Guidelines 

Proper planning and preparation are critical to a successful experience for all participants. Travel organizer shall 

conduct thorough research about the destination to be visited, local transportation, overnight accommodations 

(if applicable), and dining options; creation of a detailed itinerary; and clear communication of plans and 

expectations with participants. Of paramount importance in all aspects of the planning must be the health and 

safety of all participants.  

http://www.osac.gov/
http://wwwnc.cdc.gov/travel/notices
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Trip Registry:  Program Proposal, Authorization, and Registration Timeline1 

Program Development, Proposal, Authorization, and Registration 

Prior to departure 

10 – 12 months Program proposal due (new, tentative, and/or repeated) 

8 – 10 months Program decisions will be distributed 

6 –  8 months Actively promote approved programs, online and in classes 

4 – 6 months Travel applications open to student submissions 

3 – 4 months Student application deadline 

3 – 4 months University Student Travel Funding Application deadline (if applicable) 

1 – 3 months Student notified of acceptance and confirm commitments 

1 – 3 months Pre-departure orientations 

Travel organizers must provide their respective department and Office Risk Management and Compliance a list 

with the names of all travelers, emergency contact information, contact numbers, and dates of travel prior to 

departure. Departments are the primary contact during normal business hours, and the Director of Office Risk 

Management and Compliance is the primary contact after hours. 

Travel organizers must identify special requirements or skills required for everyone’s participation on the trip 

for any specific activities to be undertaken. Discuss candidly participants’ physical abilities and the inherent 

risks of the proposed activities.  Additionally, travel organizers must give consideration to the lodging and 

overnight accommodations for the trip, such as hotels and the residence halls/dormitories of universities. The 

accommodation must be safe and secure. It is recommended that all lodging be vetted by obtaining full 

descriptions and multiple pictures and/or videos and thoroughly check reviews and references (including making 

inquiries regarding the experience of other colleges and universities) during the planning phase. The following 

questions should be considered when planning safe housing arrangements: Will students be able to get out 

quickly in case of fire? Are there smoke alarms present? If the program takes place in a region prone to 

earthquakes, are the structures built to withstand them? Is there appropriate security present? Will students have 

adequate quiet places to study? 

Trip Registry 

The university Trip Registry is a confidential and secure database for maintaining key travel information for 

faculty, staff and all students traveling off-campus, including international travel, for university-related 

purposes. The university Trip Registry is the official source of traveler information that forms the basis for the 

university’s emergency response protocols and communications strategy (e.g., alerts, warnings, evacuation 

notices) when responding to an emergency or critical incident abroad. 

The Office Risk Management and Compliance is responsible for the overall management of the university Trip 

Registry.  

All faculty, staff, and students traveling abroad for STU must register their travel in the university Trip Registry 

following the aforementioned guidelines stated in the Trip Registry:  Program Proposal, Authorization, and 

Registration Timeline (www.stu.edu/bobcattravel) and, if possible, should update the university Travel Registry 

as additional information becomes available or changes occur throughout the planning of the trip, including 

additional countries added during travel. 

                                                 

 
1 A required 12-18 month development timeline, and flexibility can always be considered but not guaranteed.   

http://www.stu.edu/bobcattravel
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Any international recruitment trips must be presented to the Provost for approval before the trip registry is 

completed and submitted.  

Pre-trip communication 

The trip organizer shall communicate with all trip participants via a pre-trip meeting, email, or other written 

means the planned itinerary, behavioral expectations, transportation, and accommodation details so that all trip 

participants are aware of what they can expect.  Trip organizer are to review the following with participants, as 

applicable: 

 Remind all registered trip participants to carry any personal medications that they require, health insurance 

cards and emergency contact information at all times. Remind participants to be mindful of any prescription 

drug or over-the-counter medication program they take, and plan with their medical provider to ensure an 

adequate supply for the duration of the trip. 

 Advise registered trip participants to voluntarily disclose any disabilities, problems, or health issues that 

may need to be accommodated during the trip. For programs traveling internationally, the medical and 

health disclosure must be completed, which is located on www.stu.edu/bobcattravel webpage and is part 

of the application process.  Students who have questions regarding the form should contact the Health & 

Wellness Center at (305) 628-6690.  This form must be completed in order to participate in the travel.   

 Remind registered trip participants to be vigilant of their surroundings. For example, while on the trip, trip 

participants should continue to use their safety skills from living in Miami: not travelling or going out 

alone, being careful at night, etc. Provide trip participants with information about safe and unsafe 

neighborhoods in and around the destination site(s).  

 Advise trip participants that valuables either should not be brought along on the trip or should be secured 

at all times; discourage participants from bringing large amounts of cash and remind them to secure wallets 

and purses to avoid pick pocketing. 

Travel Abroad Health Insurance 

Faculty and staff traveling internationally for any university-related purposes are covered under the university’s 

Florida Blue and/or workers’ compensation insurance policy. 

All students traveling abroad for STU are required to have and maintain their health insurance coverage.  For 

students whose policies are provided by the state, parent’s policy or third party vendor, must contact their 

insurance provider to ensure coverage is available for travel abroad.    

V. Domestic Travel Guidelines 

Academic field trips are common and range from an afternoon outing to a several-day trip out of town. Risk and 

liability issues have recently emerged concerning academic field trips. It is important that university departments 

and faculty/staff/students follow adequate procedures to ensure the safety of field trip participants and to reduce 

liability and risk to the university.   

All domestic sponsored trips adhere to the following: 

 All sponsored trips must have a trip organizer who has overall accountability for development and 

implementation of the domestic event or activity. The trip organizer is the faculty or staff member 

responsible for handling the logistics of the trip and collecting the required information from participants.   

 The trip organizer, members of the faculty, staff or sponsored student organizations who organize activities 

covered by this policy, must submit a completed Travel Registry form (www.stu.edu/bobcattravel).  

http://www.stu.edu/bobcattravel
http://www.stu.edu/bobcattravel
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 If the Provost/Chief Academic Officer or Vice President for Enrollment Services determines that no trip 

chaperone is required for the trip, then the trip sponsor will designate a university employee as the trip 

contact person who will be available (by phone and/or email) to the students at all times during the travel 

and activity (but will not accompany participants on the trip activity/event). The name and phone number 

for the trip chaperone or trip contact person (as appropriate) must be included Travel Registry form 

(www.stu.edu/bobcattravel). 

 When leading group trips, faculty or staff must carry emergency contact information for each student and 

a copy of the contact information must be submitted to the schools administrative support prior to 

departure.  

 Faculty who teach courses that involve frequent field trips can collect the following information from 

students at the beginning of each semester and keep it on file with the appropriate administrator, within 

their school, for use throughout a semester.   

 Any violations of the Student Code of Conduct may restrict a student from participating in any travel on 

behalf of the University; this includes but is not limited to social and/or strict probation and suspensions.   

 One-time approval can be provided for multiple trips led by faculty or staff that involve the same locations 

and same participants. 

 Without limiting the foregoing, all trip participants are required to (a) comply with applicable University 

policies, procedures, rules and regulations, understanding that such compliance is important to the success 

of the trip and to the University’s willingness to permit future similar activities; and (b) conform their 

conduct to the standards surrounding the trip and assume responsibility for their own actions; this decorum 

may differ from that applicable on campus.  

Contracts 

St. Thomas University is a not-for-profit organization, as such, faculty, staff, departments, offices, students, 

and/or student organizations may not enter into or sign any contracts related to sponsored trips.  Rather, these 

contracts must be coordinated with the Vice President for Administrative Affairs/Chief Financial Officer or 

his/her designee, for review, approval, and signature.  Assuring that agreements contain adequate 

indemnification and insurance provisions must be reviewed by contacting the Director of Risk Management and 

Compliance.  Furthermore, no commitments on behalf of the university until the trip has received approval from 

the Provost/Chief Academic Officer or Vice President for Enrollment Services and signature from the Vice 

President for Administrative Affairs/ Chief Financial Officer or his/her designee.  

 

Travel by Motor Vehicle 

1. Safety is everyone’s responsibility.  Compliance with laws and policies: 

 Seat Belts – Occupants of motor vehicles shall use seat belts at all times when the vehicle is in operation. 

 Alcohol and Illegal Substances – Occupants of motor vehicles shall not possess, consume, or transport 

any alcoholic beverages or illegal substances.  

 Passenger Capacity – The total number of passengers in any vehicle at any time of operation shall not 

exceed the manufacturer’s recommended capacity, or federal/state law or regulations, whichever is 

lowest.   

2. Transportation by official University vehicle, rental vehicle(s), chartered bus service, or if necessary, 

personal vehicles, the following rules apply: 

http://www.stu.edu/bobcattravel
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 University Owned/Leased – Only STU employees can drive a university owned or leased vehicle.  Any 

employee operating an STU vehicle must submit a copy their Drivers’ License AND complete the 

Motor Vehicle Report (MVR) (Appendix 5) to Office Risk Management and Compliance ten (10) days 

prior to travel.  The MVR is required every three (3) years, in order to operate a university owned or 

leased vehicle.   

 Rental Vehicles – An individual renting a vehicle contractually assumes liability for any loss or damage 

to that vehicle, regardless of fault. Although car rental companies offer collision damage liability waiver 

coverage for a daily fee, this coverage is provided by the university when a university purchase card (P-

Card) is used or by requesting a certificate of insurance (Appendix 6). It is recommended that you 

always use a University P-Card to pay for the vehicle rental, so that it provides physical damage 

coverage under the Archdiocese self-insured program. When renting a vehicle in the United States, you 

should decline all options, as you are covered by the university for accidents while on university 

business.  The university does not permit the rental and use of 13 or 15 passenger vans. 

 Contract/Chartered Bus Service – Adequate insurance coverage for personal and property damage must 

be provided by the bus company.  The company must have the following coverage: 

 Personal Vehicles – Personal vehicles should only be used on a voluntary basis.  The owners/drivers 

must provide their own insurance coverage.  All student participants choosing to ride in a private vehicle 

does it on a voluntary basis and at their own risk.  The university will not insure or accept liability for 

any damage, loss or injury resulting from the use of a private vehicle.   

 

 

 

Vehicle Operator Requirements 

 Operators shall take a mandatory 30-minute rest break every four hours. 

 Drivers should ordinarily not drive more than eight (8) hours in a twenty-four (24) hour period.  

 Drivers should ordinarily not operate vehicles between midnight and 6:00 a.m. 

 Except for hands-free operation, drivers should not use cell phones while operating a moving vehicle.  

 

VI. International Travel Guidelines 

It is the policy of STU to sponsor and support many activities of teaching, study, research, and service in a 

global context.  To that end, St. Thomas University continues to expand its global footprint through international 

engagement and travel activities.  All travel entails some degree of risk, with travel to some locations involving 

relatively higher levels of risk.   

The university sets forth a number of standards and expectations in support of its educational mission, while 

supporting the health and safety of all community members.   

Please note: All travel aboard trips, involving students, minimally requires two (2) faculty members to 

participate in the travel aboard experience.    

General liability coverage of $2.25 million per occurrence and $2.25 million general aggregate; 

Automobile liability $1 Million combined single limit for bodily injury and property damage; 

Workers’ compensation statutory coverage plus $1 million, employers liability; and, St. Thomas 

University, Inc., Archbishop Thomas G. Wenski, The Archdiocese of Miami and all their agents, 

officers and employees are named as additional insureds to the general liability.   
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Authorization 

All university-sponsored international travel must be authorized by completing the Travel Registry online at 

www.stu.edu/bobcattravel.  The university reserves the right to restrict, deny or postpone any university-

sponsored international travel program or activity if, in the determination of the Provost/Chief Academic 

Officer, Vice President of Enrollment Services, Vice President of Administrative Affairs/Chief Financial 

Officer, and/or university President, deems the risk of travel may endanger the health, safety, or well-being of 

participants.   

The Provost/Chief Academic Officer, Vice President of Enrollment Services, Vice President of Administrative 

Affairs/Chief Financial Officer, and/or university President will issue one of the following decisions regarding 

the request: 

1. Program approved – the program is approved and ready for implementation in the university curriculum. 

2. Program approval pending, further information requested – the program meets several minimum 

requirements, but more information is necessary to determine remaining compliance and/or budget issues.  

The program is not ready for implementation at this time.  

3. Program denied, resubmission is recommended – the program substantially fails to meet the minimum 

requirements as established by the university and must be resubmitted at a later time.  The program is not 

ready for implementation at this time.  

Registration of university-sponsored international travel 

All study aboard programs operated by the university or affiliated through agreement with the university must 

register the travel online. The travel registry ensures that the program meets the minimum operation and 

administrative requirements for study aboard, while also ensuring that the proper health and security 

considerations have taken place on health of the student, faculty and staff member electing to participate in the 

program.  The Office Risk Management and Compliance maintains the travel registry, so that the university 

may efficiently provide assistance and support to community members regardless of location and/or time of 

day.  It is in the best interest of all university-sponsored travel be registered, and updated accordingly, to ensure 

information and other resources are disseminated to each traveler.   

All students are required to enter their travel plans with all other requested information in the travel registry 

prior to departure.  Students failing to do so may be prevented from traveling, may not receive credit for the 

course/program, and/or may be excluded from participating in other international STU programs.   

All staff and faculty are required to enter their travel plans along with all other requested information in the 

travel registry prior to departure.  Failure to register may impact access to and eligibility for such services, as 

well as travel expense reimbursement.   

Restrictions on travel to high-risk destinations 

Students, faculty and staff may not travel to high-risk destinations on university-sponsored travel without the 

approval for an exception as described in Attachment 7: Travel to Restricted Regions Questionnaire of this 

policy. All travelers are expected to know, understand, and assume full responsibility for the risks associated 

with planned travel and are required to complete the travel registry prior to departure.   

Information regarding high-risk destinations can be found on U.S. Department of State’s Overseas Security 

Advisory Council’s (OSAC) website (www.osac.gov) and Centers for Disease Control and Prevention (CDC) 

Travel Notice Warning’s (wwwnc.cdc.gov/travel/notices) website. 

http://www.stu.edu/bobcattravel
http://www.osac.gov/
http://wwwnc.cdc.gov/travel/notices
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The university recognizes that on rare occasions there might be compelling reasons to consider allowing a 

program to travel to or in a high-risk location to proceed.  To facilitate this consideration, faculty, staff or 

students may petition for an exception.  Petitions will be evaluated by Senior Staff; their decisions are final and 

are not subject to appeal.   

Program safety and security 

The Office of Risk Management and Compliance monitors local, national, and international alerts and warning 

regarding the regions in which university approve study abroad programs are operating.   

1. Student, staff, and faculty participants will be notified prior to departure of any issues, alerts, or warnings 

which may affect their destination.  If the program has already departed, the university will use reasonable 

measures to communicate any necessary and relevant travel alerts/warning to program participants. 

2. Severe security and safety concerns may result in the suspension of the study abroad program and 

withdrawal of all participants from the region or amendment of the program curriculum, with assistance 

provided by the Office of Risk Management and Compliance.   

3. Registered participants who express the intent to remain in regions that the university has determined to be 

dangerous must send the Office of Risk Management and Compliance an email recognizing such voluntary 

intent to remain in the region against the university’s advice and releasing the university from any additional 

liability or return arrangements.  The email must attest: 

 The registered participant received the additional notification; 

 The registered participant understands the inherent and present dangers in the region where the study 

abroad program will operate; 

 The registered participant is aware of the opportunity available to de-register from the course according 

to the regular university course deadlines; and, 

 The registered participant releases the university from any liabilities, injuries, and damages not 

associated with the program’s academic responsibilities.   

VII. Athletics Department Guidelines 

Athletic travel has the same requirements noted in the aforementioned sections of this policy, with the following 

provisions.   

1. The coach must provide the team’s tentative schedule and complete the Student Athletic Travel Form, for 

each trip.  This form must be returned to the Director of Athletics and Director of Risk Management and 

Compliance, prior to departure.  The form must include an updated team roster and travel information. 

2. A health insurance for all athletes must be verified and a copy must be maintained by the Athletic Trainer 

and the Department of Athletics.  

VIII. University Student Travel Funding 

The University has funds available to support student travel to increase students’ exposure to our global 

community, to develop their skills beyond the classroom, and to offer networking opportunities conducive to 

professional development of the individual student. Students who wish to receive funding for travel (domestic 

or international) must follow the process described below. Funding is available, as follows: 
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1. For participation in a competition as a representative of STU:  maximum $1000.00 of entry fees/registration, 

transportation, lodging (shared accommodations may be required), and meals 

2. For participation in a conference:  maximum $1000.00 of conference registration, transportation, lodging 

(shared accommodations may be required), and meals 

3. For a “study abroad” program not associated with a conference or competition: maximum of $1,000 to cover 

transportation, lodging or meals (exceptions to be approved only by University Senior Staff). 

 

Funding application process 

The program for which travel funding is being requested must be approved pursuant to the general guidelines 

referenced in this policy document (e.g. completion of Travel Registry). Only AFTER the requested program 

travel has been submitted and approved by appropriate faculty/staff, should a “University Student Travel 

Funding Application” (USTFA) be prepared and submitted for consideration. The USTFA can be found in 

Attachment 8 to this policy document. Completed USTFAs are to be submitted to the Office of the Provost. 

Please refer to the deadlines listed in this policy document to ensure sufficient time for review and consideration. 

This review and approval may be subject to review by a committee. The student will be notified of the result of 

the review of their USTFA application. 

 

Post-Approval Requirements 

All individuals who apply for and receive approval for funding for travel must prepare a “Thank You” letter 

prior to trip departure, thanking our generous donors for their support of this travel program. The Thank You 

Letter should include: your name, major, academic year (junior, senior, etc.), the purpose of your trip 

(competition, conference, study aboard), the significance that funding played in your ability to participate and 

any other information you may deem appropriate. A signed copy of this letter must be submitted to the Office 

of University Advancement (Main Library, 2nd Floor) no less than a week prior to travel.  

 

Attachment 1: Travel Registry 

Attachment 2: Student Activity Participation Form 

Attachment 3: Health Disclosure Form 

Attachment 4: Student Athletic Activity Travel Form 

Attachment 5:  Motor Vehicle Report Form 

Attachment 6: Certificate of Insurance Request Form 

Attachment 7: Travel to Restricted Regions Questionnaire 

Attachment 8: University Student Travel Funding Application 

 
Responsible Authority:  Office Risk Management and Compliance, Office of Academic Affairs, and Office of Advancement 

 
 
Revisions: July 9, 2012; June 30, 2014; May 2016; August 2016 
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Attachment 1:  Travel Registry 

 

St. Thomas University short-term study abroad programs are intended to enrich the educational programs of the university 

by enhancing learning through experiences that take advantages of locations outside university property.  The programs 

combine academic and experiential learning outcomes.   An effective program requires program leaders who are 

knowledgeable of the locations and develop strategies to connect the sites to the expected learning outcomes for the 

program.   

The Travel Registry expresses your commitment to being a partner in the development, implementation, and assessment of 

the program.  In your completion of the Travel Registry is your acknowledgment that your role in this experience is beyond 

the academics, you are responsible for on-site execution of logistics and assisting students with health and safety-related 

needs. 

Please provide as much detail as possible in all of the fields.  The Travel Registry will be reviewed by the reviewed and you 

will be notified of the decisional outcome and/or recommendations. 

The Travel Registry Form must be completed by the travel organizer and submitted to the appropriate administrator for review and 

approval. For travel request involving academic program related to the School of Science, Technology, and Engineering Management, 

School of Business, School of Theology and Ministry, Biscayne College, and School of Arts and Education must be directed to the Provost.  

Travel request for academic programs related to the School of Law must be directed to Alfredo Garcia, Dean of the School of Law.  Travel 

request not associated with an academic program must be directed Carmen Brown, Vice President for Enrollment Services.  And all travel 

related to intercollegiate sports must be directed to Laura Courtley-Todd, Director of Athletics.   

College/Department:*  Click here to enter text.   Term/Year: * Click here to enter text. 

Locations(s): *  Click here to enter text.   Trip Name: *   Click here to enter text. 

Type of Program: * ☐    Not for Credit  ☐   Optional Credit  ☐     For Credit 

Proposed Course(s) with title, course number, and credits offered: * Click here to enter text. 

Academic Level: *  Choose an item. 

Description of Travel Purpose and Objectives: *  Click here to enter text. 

Trip Organizer 

Name of Trip Organizer: *  Click here to enter text. 

College/Department: *   Choose an item.    STU Email: * Click here to enter text. 

Travel Registry Routing Guidelines 

General Program Information  
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Office Phone: *  Click here to enter text.  Cell Phone:   Click here to enter text. 

Will the trip organizer be accompanying participants on the Travel/Event/Activity? * ☐  Yes  ☐  No 

If you responded “No”, please complete the contact information in the next section for the trip chaperone. 

If the trip chaperone is different from the trip sponsor, please complete the following information.  If you have more than 

one trip chaperone, please use the below dialog to add additional chaperones.   

Trip Chaperone 

Name of Trip Organizer:  Click here to enter text. 

College/Department:   Choose an item.    STU Email: Click here to enter text. 

Office Phone:  Click here to enter text.  Cell Phone:   Click here to enter text. 

Purpose of the travel: *  Choose an item.  Traveling: *  Choose an item. 

If travel is outside the U.S., what is the current status by: 

 Department of State: *  Choose an item. 
  

 Center for Disease Control: * Choose an item. 

Proposed Academic Partner/Host Institution:  Click here to enter text. 

Number of Participants: *  Click here to enter text.   Minimum (as determined by the college/unit, must be met by commitment 

deadline).  

    Click here to enter text. Maximum  

Dates of Travel: *   Departing Date:  Click here to enter text.  Departing Time: Click here to enter text. 

   Returning Date: Click here to enter text.  Returning Time: Click here to enter text. 

Minimum Learning Outcomes (3 minimum): *
2  

1. Click here to enter text. 

2. Click here to enter text. 

3. Click here to enter text. 

                                                 

 
2 Required for academic programs, only.   

Destination Details  

https://travel.state.gov/content/passports/en/alertswarnings.html 

http://wwwnc.cdc.gov/travel/notices 
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Transportation (check all that apply): *   ☐ Car Rental   ☐  Train   ☐  University 

Vehicle        ☐  Contracted Bus Service  ☐  Personal Vehicles ☐  

Plane 

Name of Bus Service/ Train/ Airline:   Click here to enter text.  Train/Flight Number: Click here to enter 

text. 

Will travel require overnight lodging? *  ☐  Yes  ☐  No 

If “Yes”, please complete the next section. 

Name of Accommodation:  Click here to enter text. 

Type of Accommodation:  ☐  Hotel    ☐ Hostel  ☐  College Residence 

Hall  

    ☐ Retreat Center   ☐  Personal Home ☐  Conference Center 

    ☐ Other: Click here to enter text. 

Address:    Click here to enter text. 

Phone:    Click here to enter text. 

 

Click here to complete the travel budget worksheet for travel abroad programs. 

 

  

Approval (digital signatures required) 
By signing, I certify that I understand the requirements involved in traveling domestically and aboard for the St. Thomas 
University.  I agree that this Travel Registry satisfies the initial set of requirements for travel involving university funds.   
Once the trip is confirmed and approved, I will notify students about the opportunity to apply to participate in the trip.   
Trip Organizer: *  Click here to enter text.   Date: Click here to enter a date. 
Dean of School: *  Click here to enter text.   Date:  Click here to enter a date. 
Associate Provost: * Click here to enter text.   Date:  Click here to enter a date. 
Risk Management: * Click here to enter text.   Date: Click here to enter a date. 
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Attachment 2:  Travel Participation and Travel Agreement Form 

 

 

Travel Participation and Travel Agreement 
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Attachment 3:  Health Disclosure Form  
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Attachment 4:  Student Athletic Travel Form 

 

 
 
This form is to obtain pertinent information for your athletic student related activity.  If you do not submit this form one (1) 
month prior to your departure, your team will not be able to travel.  Please type in the information below.   
 
This form must be submitted to the Director of Athletics and to the Director of Risk Management and Compliance.   
 
Athletic Team:              
 
Coach:            Coach Cell Phone Number:        
Assistant Coach:          Assistant Coach Cell Phone Number:        
 
T R I P  D E T A I L S  

Dates Location (City, State) Overnight? Transportation 

            

 
 Yes   No 

 
If yes, Hotel Name and 
Address:        

 University Owned/Leased Vehicle 
(complete Driver License Information 
Form) 
 

  Chartered Bus Service (must attach 
the Certificate of Liability Insurance) 
 

  Airfare (flight itinerary must be 
attached for each athlete) 
 

  Rental Vehicle 
 

 Student’s Private Vehicle 

 
T E A M  R O S T E R -  O N L Y  T H O S E  T R A V E L I N G  O N  T H I S  T R I P  

1 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

2 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

3 
Student Name (Last, First) Permanent Address Phone Number 

                  

STUDENT ATHLETIC ACTIVITY 

PARTICIPATION FORM 
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Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

4 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

5 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

6 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

7 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

8 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

9 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 
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10 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

11 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

12 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

13 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

14 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

15 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

16 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 
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17 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

18 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

19 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

20 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

21 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

22 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

23 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 
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24 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

25 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

26 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

27 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

28 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

29 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

30 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 
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Insurance Name Policy Number 

            

 

31 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

32 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

33 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

34 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

35 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

36 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

37 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 
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Insurance Name Policy Number 

            

 

38 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

39 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 

            

 

40 
Student Name (Last, First) Permanent Address Phone Number 

                  

Emergency Contact Name Phone Number 

            

Insurance Name Policy Number 
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Attachment 5:  Motor Vehicle Report Form 
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Attachment 6:  Certificate of Liability Insurance Request Form 
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Attachment 7:  Travel to Restricted Regions Questionnaire  

 

 

 

Trip Name: *     Click here to enter text.  Term/Year: * Click here to enter text. 

List all countries and cities part of this travel: *  Click here to enter text. 

Individual Submitting Request:* Click here to enter text.    

Title/Position: *   Click here to enter text. 

College/Department: *  Click here to enter text.    

Please complete all of the following documents when submitting your request: 

☐    Travel Registry   ☐    Supplemental Documentation (emergency response plans, pre- 
departure orientation content and print materials) 

What is the current travel status by: 

 Department of State: *  Choose an item.   

  

Center for Disease Control: * Choose an item. 

 

 

Type of Program: * ☐    Not for Credit  ☐   Optional Credit  ☐     For Credit 

Proposed Course(s) with title, course number, and credits offered: * Click here to enter text. 

Academic Level: *  Choose an item. 

Description of Travel Purpose and Objectives: *  Click here to enter text. 

 

  

TRAVEL TO RESTRICTED 

REGIONS QUESTIONNAIRE 

https://travel.state.gov/content/passports/en/alertswarnings.html 

http://wwwnc.cdc.gov/travel/notices 
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Required Attachments 

☐  Provide a compelling and detailed argument in support of the purpose, goals, and value of the proposed activity 
Explain the academic rationale for operating a program in a country subject to a U.S. Department of State Travel 
Warning (if applicable), and why the activity cannot take place in a different location, with less apparent risk. 

 

☐  Provide program description and location details 
A brief description of the program. Clearly address whether this is intended to be a one-time offering or a 
recurring opportunity, and indicate if academic credit will be awarded. In addition, describe where the program 
will be based, including details regarding the local site, neighborhood, region, and any other useful details. 
Describe how program participants will access the program site on a daily basis. 
 

☐  Attach most recent U.S. Department of State Travel Warning or Alert 
 

☐  Program Itinerary and Activities 
Provide itinerary details, including expected start and end dates, physical addresses/lodging 
information/transportation plans for all travel destinations, as well as transportation details for day-to-day 
movement. In addition, describe the educational activities to be undertaken at the location, including any field 
trips or excursions to other locations outside the main city of study (that are part of the academic program). 

 

☐  Arrival/Departure Transportation Logistics 
Describe how participants will travel to and from the program. Specify who will make the travel arrangements, 
flight details, organizers accompanying participants (if applicable), planned ground transportation, etc. Include any 
other details to highlight how risk will be mitigated during arrival/departure travel. 

 

☐  Housing/Program Facilities 
Describe where participants will be lodged and the location of these accommodations with respect to the program 
site. Include specific housing details, if possible. If using homestays, provide details on the individual/organization 
responsible for vetting the homestays and placing students. In addition, provide a brief description of the program 
facilities that will be used, such as classrooms, lecture halls, etc.  Include a detailed description of security 
measures with regard to the above-mentioned housing and program facilities. Consider items such as 24/7 
surveillance, security guards, gated access, ID checks or bag screening, emergency shelters (if relevant), etc. 

 

☐  Medical/Emergency Facilities 
In the event of a medical emergency (on-site, off-site, or during field trips/excursions), how accessible is an 
adequate hospital, clinic, or medical professional? Please describe. 
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Attachment 8: Student Travel Funding Application 

 

 
 

 
This form is to obtain pertinent information for your requested funding.  This form must be submitted at least 90 days prior to 
anticipated travel to the Office of the Provost.  

 
Please complete the information below: 

First & Last Name:  

Contact Information: Email:  

 Cell Phone:  

 Other:  

Dates of Travel: From:                 /           / To:                 /                / 

Destination: City:  State:  Country:  

Purpose of Travel: 
(Check √ one) 

 Conference Name of Conference:  

 Competition Name of Competition:  

 Study Abroad Name of Program:  

 

 
 
Sign below to acknowledge the following: 

 
I,                  (name)                      , acknowledge that the travel funding being requested is available to support an academic 
activity that will further my field of studies, promote leadership opportunities, and/or enhance my knowledge of languages 
or culture. I am aware that funding is provided through generous donor support, and agree to provide a “thank you” letter 
following approval of my travel funding request, and prior to my travel, that provides the following: my name; major; where 
I will be traveling and why I am traveling there (e.g. conference, competition, travel abroad, etc.); and what I expect to 
learn/gain from this travel experience. That signed letter will be submitted to the Office of University Advancement, Main 
Library 2nd Floor, or electronically to jantelo@stu.edu, no less than a week before the planned travel date.  
 
 
________________________________  ____________ 
Printed Name     Date of Application 
 
________________________________ 
Signature 

Please attach a copy of your Travel Registry to this form. 
Please attach a copy of the Travel Approval received indicating travel is “Approved and Ready.” 
Please attach any documentation that would support your request for funding. 

 

STUDENT TRAVEL FUNDING 

APPLICATION 
 
 
 

PLEAE 

mailto:jantelo@stu.edu

