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Emergency Plan – International Trip



	Trip Name:

	Group Leader:

	Group Leader Contact Info:

	Trip Dates:

	Destination:



Prior to travel, the RRU employee responsible for leading the student off-campus activity will:
· complete this form and submit to the School Director for review and approval; and   
· review the emergency plan and provide a copy to all trip participants.

	In the event of an emergency during the trip that requires first responders:
1. Call 911 
2. Call Campus Security (1-250-391-2525) and ask to page the RRU CARE Team 
The CARE Team will contact RRU Executive and School leaders.  Group Leaders may also follow-up with the School Director or School Manager after following the above steps.  


[bookmark: For_Group_Leaders_and_Individual_RRU_Stu]Trip Planning Questions:
1. Who is the trip lead, and which RRU employee will take over if the lead is incapacitated? 

2. Where will you meet or go in an emergency? Identify a primary and a backup location, such as a Canadian business establishment, hotel, nearby university.

3. What is your response to a medical emergency? Consider factors such as local language; who may accompany you or a student to hospital; requesting International SOS support and services.

4. Who will maintain copies of Student Medical Information Form and Student Emergency Contact Form? 

5. [bookmark: _Hlk200016119]Has RRU’s Student Rights and Responsibilities Policy been reviewed with all participants in the context of the trip?

6. What is the address and phone number of the nearest Canadian consulate? Where will this information be stored and how will it be shared during the trip?

7. Will the Canadian Consular/Embassy Office closest to your city provide support, resources, or a host country orientation?. Will the Canadian consulate meet the trip lead and help familiarize the participants with local resources? 

8. Have you researched and recorded contact information for the British, Australian and U.S. embassies/consulates, as they may be able to be of assistance in an emergency.

9. [bookmark: _Hlk200017162]Is your trip destination area prone to particular environmental conditions (ex. flooding, forest fires, hurricanes, etc.)? Check with local authorities for specific tools or response procedures and familiarize yourself with evacuation routes. Incorporate this information into your emergency response plan.

10. What could be alternative modes of air, land, or sea transportation and routes? Where are the potential choke points, bridges, or areas of congestion? 

11. Are there potential departure issues that might occur in connection with in-country taxes and any other related departure requirements?

12. Are all participants prepared to carry their own:
a. Current passport and visa
b. Appropriate amounts of cash (local currency and American dollars is recommended), and have access to enough money to purchase a plane ticket out of the country as insurance may not cover the costs immediately.
c. Water and food
d. Vaccinations record
e. Host country identification papers and at least one photocopy of each including departure/embarkation cards, customs documents, etc.
NOTE: In the case of emergency evacuation, there may be a luggage weight restriction. Make a list of any items left behind, in case they can be obtained at a later date. Never travel with weapons or alcohol.
Trip Lead Responsibilities
Preparation: 
a. [bookmark: _Hlk200006375]An emergency kit consisting of:
i. First aid kit
ii. Flashlight and back-up batteries
iii. Waterproof matches
iv. Road/route map
v. Pad of paper and pen 
vi. Copies of all trip participants’ passports, visas, and an up-to-date list of vaccinations
i. Record of the address and phone number of the nearest vetted emergency medical facility; International SOS can help locate a nearby reputable medical facility
j. Ensuring that all group members have a copy of and are aware of the elements of this Emergency Plan
k. Establishing a regular call-in schedule for the trip leader to check in with a School faculty or staff member
During: 
b. Maintaining call-in schedule with the determined School faculty or staff member
c. Reporting any significant participant injuries as detailed on page 1, then complete an incident report 
d. Carry a mobile phone and be aware of connectivity and battery life
e. In an emergency or disaster evacuation, the leader will:
i. Carry the emergency kit
ii. Follow all emergency personnel instructions
iii. When safe, call RRU Security (1-250-391-2525) to contact the RRU CARE Team 
iv. Submit the following information to the University:
· Travel information: transportation type, date, time, destination, estimated time of arrival
· Names and number of evacuees
· Medical assistance required for trip participants upon return home
Post: 
a. Liaise with CARE Team and Off-Campus Risk Committee to review incidents

Ensure that a copy of the Emergency Plan is retained at the University by the appropriate contact.
[bookmark: _Hlk199939092]


	Trip Lead:

	Trip Plan Completed by:

	Date:

	Participant Emergency Plan Review Date:


	[bookmark: _Hlk200015422]Participant:  I have read and acknowledge my understanding of the Emergency Plan

	Name:

	Signature:

	Date:
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