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Overview

The CSU Risk Management Policy (Executive Order 715) addresses recommended practices for all off-campus activities, including the development and operation of educational programs abroad.  While acknowledging that no single plan can address all contingencies, the SDSU Risk Management Guidelines for Study Abroad Programs seeks to optimize the safety and well being of its students studying in other countries, and all reasonable actions will be taken to accomplish this goal.  

The Guidelines are designed to achieve two objectives:

· proactively educate, prepare and support faculty, administrators, staff and students for maximizing their safety and well being while abroad; 

· enable faculty, administrators, staff and students to respond in a timely and effective manner to emergencies directly affecting their safety and well being while abroad.

The Guidelines provide policies, procedures and plans that will assist a wide array of study abroad Program Directors in meeting both objectives. It is anticipated that the Guidelines below, once approved and adopted by the University, will be incorporated into a handbook or manual that will be distributed to all Program Directors.

A. Risk Management Responsibilities of Program Directors
Describes the actions that Program Directors must take prior to a program’s approval and a student’s departure. Components include: Research and Assessment, Advising and Orientation, Screening and Monitoring, and Emergency Response Planning.

B. Risk Assessment Checklist for Program Directors
Solicits current assessments of risk factors affecting a program prior to departure, and provides a checklist for Program Directors to ensure all risk management policies and procedures have been followed.

C. Health and Safety Protocols for Participants
Informs participants of their responsibilities; collects and records important information on each participant’s medical condition, health insurance policy, and emergency contacts; also includes Waiver of Liability, Code of Conduct forms, and sample letters regarding orientation and travel advisories.

D. Study Abroad Emergency Response Plan 

Helps guide the Program Director’s response to emergencies, both real and perceived. The plan is generic in design and must be customized to meet the conditions of the program and the circumstances its participants.  By following the procedures outlined, Program Directors will gather information that will allow them to respond appropriately to real emergencies, or place a perceived emergency into its proper context.

A. Risk Management Responsibilities of Program Directors

1. Research and Assessment 

· Research and assess potential health, safety and security risks of the local environment, including accommodations, events, excursions and other activities.

· Research and assess available medical and public safety services. 

· Monitor and assess risk level changes in country conditions; determine criteria for when participants need to be informed.

2. 
Advising and Orientation 

· Provide health and safety information for prospective participants.

· Provide pre-departure orientation that includes information on safety, health, legal, environmental, political, and cultural conditions in the host country.

· Provide participants access to emergency preparedness and crisis response plans, including information about onsite medical and public safety services.

· Advise participants about risk level changes in country conditions.

· Provide health and safety training for program staff, which includes proper utilization of emergency response protocols, and guidelines on crisis intervention

· Provide information for participants and their families regarding where the sponsor’s responsibility ends, and the range of participants’ overseas experiences that are beyond the sponsor’s control. 

· Instruct participants on their responsibilities for their own health and safety.

3. Screening and Monitoring

· Consider health and safety issues in evaluating the appropriateness of an individual’s participation in a study abroad program. Also consider factors such as disciplinary history that may impact on the safety of the individual or the group.

· Determine criteria for an individual’s removal from an overseas program taking into account participant behavior, health, and safety factors.

· Develop student codes of conduct for their programs; communicate codes of conduct and the consequences of noncompliance to participants. Take appropriate action when aware that participants are in violation.

· Require adequate levels of health and travel insurance; provide access to approved policies and monitor compliance.

· Maintain participant contact information, along with emergency contact information, so that it is current and accessible, both onsite and at the home campus. 

4. Emergency Response Planning

· Develop and maintain an Emergency Response Plan that includes integrated protocols for communication between campus officials and site coordinators, along with incident action plans covering a full range of crisis scenarios.

Program Directors generally cannot:

· Guarantee or assure the safety and/or security of participants or eliminate all risks from the study abroad environments.

· Monitor or control all of the daily personal decisions, choices, and activities of participants.

· Prevent participants from engaging in illegal, dangerous or unwise activities.

· Assure that U.S. standards of due process apply in overseas legal proceedings or provide or pay for legal representation for participants.

· Assume responsibility for actions or for events that are not part of the program, nor for those that are beyond the control of the sponsor and its subcontractors, or for situations that may arise due to the failure of a participant to disclose pertinent information.
B. Risk Assessment Checklist for Study Abroad Program Directors

Name of Program_________________________________________________________

Name of Program Director__________________________________________________

Campus phone______________
Campus email_____________________________

Name and title of SDSU faculty and/or staff accompanying the participants:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Cities and countries where the program will take place, including excursions.

________________________________________________________________________

Beginning and ending dates of the program_____________________________________

Institution(s) who will host/sponsor the program_________________________________

________________________________________________________________________

Person(s) on-site responsible for participants during the program: 

________________________________________________________________________

Name





telephone



email

________________________________________________________________________

Name





telephone



email

Please indicate with an X the following risk management actions you have taken:

___  I have reviewed the health, safety and security risks of the local environment, including program-sponsored accommodations, events, excursions and other activities, and believe the current risk factors warrant full operation of the program.

___ 
I monitor risk factors in the local environment on a regular basis and have a communication plan ready to inform participants if risk factors increase. 

___ I regularly monitor travel advisories issued by the U.S. State Department for the countries to which program participants will be traveling.

___ 
I have reviewed and approved the participants’ accommodations for health and safety.

___ 
I have reviewed and approved the participants’ local transportation arrangements, including program-sponsored excursions.

___ 
I have reviewed and approved the on-site health care system available to the participants, including the quality of facilities and the cost of services. 

___
I have reviewed my program’s Emergency Action Plan and am aware of what I need to do in the event of a crisis involving any of our participants.

___ 
I have provided all participants with an orientation program that reviews all the health, safety and security issues they may encounter during the program.

___
All program participants have been informed of the prevailing national sentiment towards the U.S. and U.S. citizens in the countries they will visit and they have been advised to avoid confrontations over politics/religion, and how to avoid provoking unwanted attention by not flaunting their “American-ness”.

___  All program participants have been informed of the basic social laws of the countries to which they will be traveling, including laws related to drug and alcohol use.

___
All program participants have provided me with their emergency contacts in the U.S. and on-site, and they have been provided with a Student Handbook for Study Abroad.

___  All program participants have purchased University approved insurance coverage that includes medical evacuation and repatriation of remains.

___  All program participants have completed and returned signed copies of the Health and Safety Protocols for Participants that includes their emergency contact information, health insurance information, waiver of liability form, medical self disclosure form, and code of conduct form.  

___ Copies of Health and Safety Protocols for Participants for each participant are attached to this form.

My signature below acknowledges that I have taken all reasonable measures of informing and preparing participants for the potential risks that may affect their health and safety during the program. 

______________________________________

____________________

Signature








Date

Received by








            Date

C. Health and Safety Protocols for Study Abroad Participants 
Study abroad participants can have a major impact on their own health and safety through the decisions they make before and during their program, and by their day-to-day choices and behaviors. Participants in SDSU Study Abroad Programs are expected to assume full responsibility for all of the following recommendations:

1. 
Read and carefully consider all materials issued by the sponsor that relate to safety, health, legal, environmental, political, cultural, and religious conditions in the host country(ies).

2. 
Conduct independent research on the country(ies) they plan to visit with particular emphasis on health and safety concerns, as well as the social, cultural, and political situations.

3. 
Consider their physical and mental health, and other personal circumstances when applying for or accepting a place in a program, and make available to the sponsor accurate and complete physical and mental health information and any other personal data that is necessary in planning for a safe and healthy study abroad experience.

4. 
Obtain and maintain appropriate insurance coverage and abide by any conditions imposed by the carriers.

5. 
Inform parents/guardians/families and any others who may need to know about their participation in the study abroad program, provide them with emergency contact information, and keep them informed of their whereabouts and activities.

6. 
Understand and comply with the terms of participation, codes of conduct, and emergency procedures of the program.

7. 
Be aware of local conditions and customs that may present health or safety risks when making daily choices and decisions. Promptly express any health or safety concerns to the program staff or other appropriate individuals before and/or during the program.

8. 
Accept responsibility for their own decisions and actions.

9. 
Obey host-country laws.

10. 
Behave in a manner that is respectful of the rights and wel-being of others, and encourage others to behave in a similar manner.

11. 
Avoid illegal drugs and excessive or irresponsible consumption of alcohol.

12. 
Follow policies for keeping program staff informed of their whereabouts and well being.

13. 
Become familiar with the procedures for obtaining emergency health and legal system services in the host county.

The following forms must be completed by each participant and 

copies returned to the Program Director prior to departure.

1. Emergency Contact and Medical Insurance Information

2. Assumption of Risk and Waiver of Liability Form

3. Medical Disclosure Form

4. Code of Conduct Agreement Form
Health and Safety Protocols for Study Abroad Participants 

1. EMERGENCY CONTACT AND MEDICAL INSURANCE INFORMATION

Participant’s Name: _________________________________RED ID #________________

Program Name__________________________________________________________

Program Location________________________ Program Dates______________________

PERSON TO CONTACT IN EVENT OF EMERGENCY (parent or nearest relative)

Name: ______________________________________ Relationship:________________

Address__________________________________________________________

Phone: home ( ____) ________________
work/mobile ( ____) ________________

Email_________________________________________________________

MEDICAL INSURANCE:  You must have medical/accident insurance that will cover the expenses of serious illness or accident, emergency evacuation, and repatriation of remains.  Evidence of adequate insurance coverage is required to participate in an SDSU Study Abroad program.  To be adequate, such coverage must minimally provide:

a. Accident medical expenses no less than $50,000 coverage

b. Treatment of mental or nervous disorders, including alcohol and substance abuse at 50% of expenses incurred up to a maximum of 20 visits per policy year AND 100% of expenses incurred up to 10 continuous days of inpatient treatment then 50% thereafter up to 35 additional days

You may elect to enroll in the San Diego State University STUDY ABROAD STUDENT MEDICAL INSURANCE PLAN, a comprehensive medical benefit plan designed to protect students against unforeseen medical expenses while studying outside their home countries.  If you have coverage such as Kaiser, HealthNet, Blue Cross, etc., you must notify them of your study abroad plans and confirm that they will reimburse any emergency expenses for illness, accident or hospitalization while out of the country.  These policies must also cover loss of life at $10,000 while abroad and $5,000 for loss of limb.  Each policy must also cover full cost of medical evacuation (including transport home up to $10,000) in the event of injury or sickness and authorized by an attending physician. Students are required to supplement this insurance for any travel period extending beyond the duration of their academic program by purchasing SDSU’s sponsored repatriation/medical evacuation insurance for an additional charge. The International Student ID Card is not sufficient insurance.

List below your medical/accident insurance company and your policy #:

Name and Address of Insurance Company





____________________







___ ____________Policy #


_________

REIMBURSEMENT OF MEDICAL/ACCIDENT EXPENSES: In the event of serious illness, accident, emergency evacuation to nearest medical facility, or repatriation of remains, all expenses must be paid at the time of treatment or activity.  Then, all documents required by the insurance carrier(s) must be completed for reimbursement.  

I understand that I will be responsible for all expenses 

in the event that I become ill, injured, or require evacuation.

Participant’s Signature _________________________________________Date  __________
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2. ASSUMPTION OF RISK and WAIVER OF LIABILITY AGREEMENT
Participant Name (please print): ______________________________________________________

Red ID #:_________________________ 


Program Dates: _______________________

Program Name: ___________________________________________________________________

Program Location(s): _______________________________________________________________ 

Although every attempt is made to provide participants in SDSU’s study abroad programs with the most reliable and up to date information, you should understand there are inherent risks associated with overseas travel. Below are descriptions of those risks and a series of statements indicating your understanding of those risks in entering into an agreement with San Diego State University and the California State University 

Risks of Off-Campus Education: I understand that participation in this Program involves risk not found in Education at SDSU. These may include risks involved in traveling to and within, and returning from, one or more foreign countries; foreign political, legal, social and economic conditions; different standards of design, safety and maintenance of buildings, public places and conveyances; local sanitation, medical and weather conditions. Applicable current travel advisories issued by the U.S. Department of State and the Center for Disease Control information materials either have been received or internet site addresses provided, and are incorporated by reference into this Waiver of Liability Agreement.

Risks of Air Travel: Participation in this program may require air travel. Air travel involves risks and could result in damage to property, injury to persons, and death. The California State University assumes no liability for damage, injury, and death, which may occur during air travel required by participation in this program. Your participation in this program is voluntary and you participate at your own risk. Risks include: illness, bodily injury, death, property loss and/or damage, kidnap, extortion, and incarceration.

__ I have consulted with a medical doctor with regards to my personal medical needs. 

__ I am aware of all applicable personal medical needs. There are no health-related reasons or problems that preclude or restrict my participation in this program.

__ The University may, but is not obligated to, take any actions it considers to be warranted under the circumstances regarding my health and safety. I agree to pay all expenses relating thereto and release the University for any liability for any actions.

__  In the event that I am physically incapable of consenting to medical attention, I place within the discretion of the Program Director, or person designated by the University, the decision to seek and allow professional medical attention or service performed by any medical officer licensed under the laws of whatever state or nation I find myself during the period of the Travel/Education Program.

__ I assume all risk and responsibility for my medical needs.

__ I waive the coordinating department, San Diego State University, and the California State University and its employees of any responsibility in regards to any health problems incurred during my participation in the above referenced travel program.

__ I acknowledge that I have been informed that air travel required to be a participant in this program is voluntary and involves risk, and agrees that the State of California, the Trustees of the California State University, San Diego State University, and each and every officer, agent and employee of each of them (thereafter collectively referred to as the State) will not be responsible for any accident, illness, injury, death or other consequences of participation in this program including damage or loss to my property which occurs from any cause beyond the control of the State or which does not occur from the sole negligence of the State.

__ I agree to hold harmless, defend and indemnify the State from any and all claims, injuries, damages, losses, causes of action and all costs and expenses incurred in connection therewith resulting from or in any manner arising out of or in connection with any negligence on my part, agents of the State, or employees, in the performance of this Agreement, irrespective of whether such liability is also due to any negligence on the part of the State.

__ I also understand that SDSU cannot be held liable for any restitution for program expenses (airfare, insurance, books, supplies, etc.) should changes take place in venue, course content or services during the course of selection or participation in said program.
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__ I specifically agree to release, discharge, save, hold harmless, indemnify and defend the Board of Regents or Regency Universities, from any and all past, present and future claims, demands, and/or cause of action which may now or in the future be assured against any of the aforesaid by myself or by any third party or parties by reason of any accidents, injuries or actions of myself while in transit to or returning from or while participating in the program.

__  I understand that my placement on an SDSU Education Abroad Program is contingent on review of my records through the auspices of the Office of Judicial Affairs and that if found to be subject to any disciplinary action, my program can be terminated at any time prior to or during said program. If terminated, SDSU will not be liable for any loss of funds incurred for said program.

__ I understand that as a participant, I am required to pay all appropriate fees as defined by the program administrator. If I am receiving financial aid, I agree to inform the financial aid office of my intent to use such aid as part of my program and that appropriate fees will be deducted from my award as required.

__ I understand that if I am required to register for classes, I am expected to attend classes regularly unless otherwise indicated by illness or unavoidable circumstances. Likewise, as a guide for continued participation, it is understood and agreed that as a participant, I am expected to display a sense of maturity and responsibility as a representative of SDSU and the United States of America.

__  It is hereby acknowledged and agreed that if I withdraw from a SDSU Education Abroad Program for failure to maintain appropriate standards or Education or behavior, there will be no refund of tuition. In addition, I understand that any and all financial aid received will be repaid as part of my withdrawal or suspension from the program.

__  I agree that any logistical arrangements that are made to enable participation in the instructional program will include the following:

a. All air travel will be in conformance with the Chancellor's current executive order governing student air travel.

b. The contract for services will specify that University is not responsible for the services, payments, or guarantees provided.

c. The contract will also specify that the name of University will not be used in any manner that suggests sponsorship of, or responsibility for aspects of the program that University does not agree to furnish pursuant to this Agreement between University and the Student.

This Agreement is subject to all applicable laws and regulations. If performance of this Agreement involves violation of applicable law or regulation thereby making it legally impossible to perform and such illegality is not the fault of Participant or Student, the University will refund to Student all fees paid pursuant to this Agreement as authorized in Section 41802 to Title 5 of the California Administrative Code; upon payment of said refund, all rights of University, Student and Participant are expressly waived under this Agreement.

This agreement contains the sole and entire Agreement between University and Student and will supersede any and all other agreements between the parties. University and Student acknowledge and agree that any statements or representations that may have heretofore been made by either of them to the other are void and of no effect and that neither of them has relied thereon in connection with his or her or its dealings with the other. No alteration or variation of the terms of this Agreement will be valid unless made in writing and signed by the parties hereto.

The laws of the State of California will govern the interpretation of this Agreement. Any action brought to enforce any right or obligation under this Agreement or any action that arises out of or in connection with this Agreement will be brought in the courts of California.

By signing below, I have acknowledged that I have read and understood all 

risks outlined in the agreement, that I have made my own investigation 

regarding risks of participation, and I am willing to accept these risks.

____________________________________________________________________________________________ 

Participant’s Signature   




Printed Name 




Date

____________________________________________________________________________________________ Parent/Guardian signature 



Printed Name 




Date

(Sign only if participant is under the age of 18)
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3.  MEDICAL DISCLOSURE FORM

Participant Name (please print): ______________________________________________________

Red ID #:______________________ 


Program Dates: _______________________

Program Name: ___________________________________________________________________

Program Location(s): _______________________________________________________________ 

The following medical information may be necessary in the event of serious illness or accident. Please complete this form accurately and truthfully. The facts you disclose will be kept confidential and will be used only to help the staff respond to an injury or illness. Failure to disclose accurate and complete information could compound the serious- ness of an accident or illness, particularly if you are unable to respond clearly to the medical staff’s inquiries. Please print your responses. Use other side for providing additional information.

1. Do you have any pre-existing conditions?  __Yes      __No


If yes, please describe________________________________________________________

2. Do you currently receive any treatments or medications on a regular basis    __Yes      __No


If yes, please describe________________________________________________________

3. Do you have any dietary restrictions? __Yes      __No 


If yes, describe______________________________________________________________

4. Do you have any allergies?  __Yes     __No    


If yes, describe______________________________________________________________

5. Do you have any physical limitations or disabilities? __Yes     __No


If yes, describe______________________________________________________________

6. Have you ever had a major illness? __Yes     __No


If yes, describe______________________________________________________________

7. Have you ever had a major surgical operation or been advised to have one?  __Yes     __No 


If yes, describe______________________________________________________________

8. Have you ever been hospitalized? __Yes     __No 


If yes, describe______________________________________________________________

9. Have you ever received treatment for drug use? __Yes     __No 


If yes, describe______________________________________________________________

10. Have you ever been treated for any mental, emotional or nervous disorder? __Yes     __No


If yes, describe______________________________________________________________

11. Are there any concerns regarding your health, family history or other matters that you would like to discuss with the Program Director ? __Yes     __No  If yes, please indicate a number and time when you may be contacted.

Daytime Phone Number (_____) ____-________ Best time to call ______________
I have completed this form to the best of my abilities and understand that any omissions may result in the cancellation of my participation in this program.

Student Signature_________________________________________ Date ___________________

Student Name (print)_ __________________________________________________________
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4. PERSONAL CONDUCT AGREEMENT

Participant Name (please print): ______________________________________________________

Red ID #:___________________________ 
Program Dates: ___________________________

Program Name: ___________________________________________________________________

Program Location(s): _______________________________________________________________ 

I understand that during the period of my study abroad program, I will visit and be a guest 

in ____________________________________________________________________________
name of country(ies) you will visit.

I also understand:

1) that while visiting other countries, I will be subject to the laws of those countries.

2) that my behavior reflects upon my country and my university. I agree to conform to standards of conduct consistent with the maintenance of the reputation of the Host Sponsor, the California State University, and San Diego State University as specified in Title 5, California Administrative Code, Section 41301 and 41302 pertaining to student discipline.

3) that as a participant in an SDSU Study Abroad Program I shall be subject to the supervision and authority of the California State University, SDSU, its agents, officers and employees, including the sole decision-making responsibility with respect to any participant whose conduct or academic standing, may warrant expulsion or withdrawal from the program and that my conduct may subject me to student discipline.

4) that the countries I visit may be more formal than the U.S.A. in dress, in speech and in social relationships, and while in other countries, I will act according to local norms.

5) that if I am a guest in the home of a host family, I will respect and conform to the rules of the host family.

6) that attendance is required in all classes, and that my grades could be affected by excessive absences.

I have read and agree to the above understandings. 

________________________________________________________________________

Participant’s Name (printed)





Participant’s Signature

Date: ________________________
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Sample Orientation Packet Cover Letter

Dear Student:

You are about to embark on one of life’s most enriching opportunities.  Like everything else worthwhile, the experience will be much more enjoyable and productive if you take the time to prepare before departure.

We know that for some of you and your loved ones, there may be some apprehension about participating in an overseas program.  We would encourage you to take advantage of reading our website for important information at www.sdsu.edu/studyabroad as well as review our “parents’ guide” for study abroad available in our office and soon to be posted on our website.

In addition, take time to learn about the country you will be living in before you depart.. Locate several good guidebooks and maps (Lonely Planet travel guides come highly recommended).  Read some history and speak with students and faculty, who are familiar with your destination, especially those who have been on your specific program before.  Keep up with current events, surf the internet for news, travel and other information. 

If you have not already received information specific to your study abroad site, you should receive detailed materials related to your program shortly.  Be sure to read this material carefully--it contains answers to your most basic and pressing questions.  Your Study Abroad packet will contain other useful information related to travel discounts, International Student Identity Cards, health and safety matters, background notes etc.

Depending on the program and country, school abroad can be quite a contrast to SDSU.  After the first few days, some will agree that the initial time was a little difficult and confusing.  Don’t despair: all will fall into place!  In the end, students’ fears change to regrets about not being able to stay longer!

These observations pretty much sum up the study abroad experience: Different, trying (at times), challenging, educational in every way, and above all else, the opportunity of a lifetime.  One thing is certain.  Study Abroad in not like the daily grind at SDSU.  Depending on your program, classes may have a less or more formal structure and instructors might put more responsibility on the student to organize their studies.  At times you may feel a little lost and wonder if the study hours you are putting in will translate into those credits desperately needed at SDSU.  When you are confronted by doubts, remember that your intellectual growth, improved language and cultural skills and international experience will increase your competitiveness for graduate school or in the job market as well as helping you to become one of a select few “citizens of the world.”

Best of luck with your sojourn, 

Robert Carolin 

Associate Director for Study Abroad
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Sample Cautionary Message During an International Crisis
March 18, 2003

Dear Students:
The U.S. media is filled with news stories of "anti-American" sentiments around the world. Occasionally, the Department of State periodically issues “Travel Advisories” cautioning Americans abroad to be alert and to maintain a low profile.  Like you, we cannot predict what may or may not happen either here or abroad. We can however reassure you that your well-being is our first concern and that we are following current events closely. SDSU has been sending students abroad since 1963 and all our students have safely coped with other difficult times because of careful planning and preparation. We expect that to be the case with you during these times as well.
Presently, we have no evidence that students participating in any of our programs abroad are in danger. We are constantly monitoring world events and we are in continuous contact with our colleagues here and abroad.   Should there be notification of a developing situation abroad, we have provided links to various websites below to assist you in your understanding of international events.  

Please note that the International Student Center has an experienced staff whom are knowledgeable about safety issues and emergency procedures, and has a variety of plans ready to implement if needed.

Within  24 hours of your arrival we encourage you to take the following steps to enhance your safety:
1. Confirm your personal contact information with the proper officials at the institution you are attending. These officials will be our first point of contact in the event of an emergency. Be sure they know your physical address, your telephone number(s), and your email address. Be sure they have a record of your emergency contacts in the U.S., as well as any emergency contacts you might have established in your local area. 

2. If you have not already done so, register with the nearest U.S. Consulate in your host country by registering on-line at 

https://travelregistration.state.gov/ibrs/
3. Call your family and reassure them you are okay. They may be more worried about your welfare than you are because they are not seeing things through your eyes. 

4. If you plan on traveling during your program or afterwards, create an itinerary with contact information for each stop, and distribute copies to the proper officials at your institution and to your family back home. Keep to your itinerary, and if your plans change, notify those who have your itineraries.
5. Be aware of your surroundings at all times, and follow both world and local events closely. Being informed can help you understand and anticipate events. Monitor on a daily basis our updated announcements at http://www.sdsu.edu/isc/abroadnotices.htm and http://travel.state.gov/ These sites provide references to a variety of safety issues, emergency planning, and U.S. government advisories. In addition, British and Australian Ministries of Foreign Affairs have up to date information related to safety and travel at http://www.fco.gov.uk or http://www.dfat.gov.au/travel
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6. Go to http://www.sdsu.edu/isc/abroad_safety.htm and review all the information regarding Health and Safety Resources for Study Abroad. Be sure to review Participant Responsibilities for Health and Safety at http://www.sdsu.edu/isc/ParticipantResponsibilities.pdf to be clear about how you are responsible for yourself in an emergency. Download the Guide to Developing a Personal Emergency Action Plan at http://www.sdsu.edu/isc/PersonalEAP.pdf and follow its instructions so that you will be prepared if you are involved in an emergency.
7. In the event that you are concerned about anti-American sentiment, you should always reduce your risk of becoming a target. Some Americans have general cultural characteristics that set them apart; things such as talking loudly in public, wearing a baseball cap or university t-shirt or sweatshirt can make you stand out in a crowd. Try to avoid drawing attention to yourself as well as congregating at local "American" haunts such as Hard Rock Cafes and McDonalds. Remember that the key to being safe is to blend into your surroundings.
8. You may also witness local demonstrations protesting the US position on Iraq or other international affairs. No matter how "exciting" it is to go and observe such demonstrations, the best advice is to avoid them all together. You do not know what activities might take place at such large events, or whether they may turn violent. Simply because you are an "innocent bystander" does not mean that you are immune from local laws and enforcement.
Finally, we want to emphasize that we have every expectation that you will continue your academic program as planned and we look forward to welcoming you back to SDSU when your program is over. We firmly believe that international education builds greater international understanding and that your experience abroad will ultimately enhance security and peace in an uncertain world. You are doing important work and we are here to support you in the pursuit of your goals.
Please let us know if you need additional information that could enhance your safety at this time.
Take care and be safe.

Ron Moffatt
Director

Robert Carolin
Assistant Director for Education Abroad

Emergency Response Plan

for 

SDSU Students Studying Abroad
as participants in

Name of Program

Prepared by

Program Director





Date 

Operating Principles

In managing real or perceived emergencies, the Program Director will be guided in its decision-making, before, during and after a crisis, by following these operating principles.

1. All responses to a crisis will be governed by the highest concern for the safety and well being of students participating in the affiliated programs.

2. All reasonable and prudent measures will be taken to limit the University's legal liabilities.

3. The Program Director will exercise caution and restraint in deciding when, and with whom, information about an emergency should be shared, and will operate according to the procedures outlined below in deciding how information will be shared.

4. The Program Director will respond to emergencies by following the procedures outlined below, except when otherwise directed by circumstances or agencies outside of the University's control.
PHASE I:  PROCEDURES FOR WHEN AN EMERGENCY IS FIRST REPORTED

1. Use the Incident Report Form (Appendix A) to obtain as much information as possible about the participants involved. 

2. Determine if the participant is a program participant.  If the student is not a participant in your program, refer the report to the appropriate official.

3. If the student is a program participant, immediately contact the campus officials you have designated on your Emergency Contact Sheet (Appendix B) Notify the officials of the reported incident, indicated whether the report has been verified as a real or perceived emergency, and provide details about all subsequent developments and actions. 

PHASE II: ASSESS WHETHER REPORT IS A REAL OR PERCEIVED EMERGENCY.

Real emergencies are those that pose a genuine and sometimes immediate risk to, or that have already disturbed, the safety and well-being of participants.  These include: coups and other civil disturbances; natural and human-made disasters; incarcerations, serious physical or emotional illness, accidents; physical assaults, disappearances or kidnapping; and terrorist threats and attacks.

Perceived emergencies are those which pose no significant risks to the safety and well-being of participants, but which are seen as threatening by family members in the U.S. or by others, including at times, students and colleagues at the home university. Perceptions of threat can arise out of: sensationalized reporting of an event abroad; the distortion of information provided by a participant from a telephone call, email, fax, or letter home; or from the nervousness of a family member or participant with little or no international travel experience.  

Both real and perceived emergencies need to be treated seriously.

1. The Program Director will gather as much information as necessary to determine what risks, if any, the participants are facing. The following people and organizations may be contacted . (See Appendix B for contact information):

A. SDSU faculty member who serves as chief advisor for the program. 

B. Lead faculty or staff members at the site abroad.

C. Local safety/law enforcement agencies in the host country 

D. US Embassy in the appropriate country 

E. US State Department Desk Officer of the country affected. 

F. US State Department’s Citizen Emergency Center

G. US State Department’s Office of Crisis Management.

2. The Program Director will collect information about a number of issues and write a chronological sequence of events leading up to, during and after the reported incident. The following basic checklist may be helpful:

A. Universal Concerns:

1) What is the current physical and psychological condition of affected participant(s)?

2) Is the lead on-site staff member now in close contact with all affected participants?

3) What is the proximity of the event(s) to all program participants?

4) What is the imminent risk to participant(s) if they remain where they are?

5) Are all program participants, whether directly involved or not, aware of the emergency?  How are they responding to the emergency?

6) Are adequate food, water and medical attention available?

7) Is adequate and secure housing available? How long will this housing be available?  What other appropriate housing options are available as backup, if needed?

8) What information should be given to students about steps to take in the event that the situation worsens?

9) Should students be evacuated?  

B. Incident-specific Concerns: (See Appendix C for detailed questions)

1) injury or serious illness 

2) mental health

3) rape or assault

4) missing or kidnapped participants

5) arrest or incarceration

6) hostage situation

7) political incidents 

8) natural or man-made disasters: 

3. Obtain Important and Relevant Contact Information:

A. Obtain the current phone and fax numbers of participants involved, including the local staff phone and fax numbers and E-mail addresses. If students have separate housing, a phone tree among participants should be established. Include instructions telling students to call the director, faculty leader, or the next level if their immediate contact cannot be reached).

B. Obtain the names, titles, addresses, telephone and fax phone numbers, and email addresses of the attending physician(s), clinic(s) and/or health professionals involved. What is the name, contact numbers of the person who is providing translation services in this crisis? 

C. Obtain the names, titles, addresses, telephone and fax phone numbers, and email addresses of the appropriate officials at the U.S. Embassy, and/or  U.S. State Department.

D. Obtain the names, titles, addresses, telephone and fax phone numbers, and email addresses of the local law enforcement or public security officials involved. What is the name and contact numbers of the local translator who is involved?

PHASE III: PROCEDURES FOR PERCEIVED EMERGENCIES

Once it has been determined that a reported incident is a perceived, and not a real, emergency, it is important to control the dissemination of information. Information must be shared responsibly, and on a need-to-know basis, depending on the scale of the perceived emergency. 
1. Response Scenario A: appropriate when the perceived emergency has not yet created widespread or persistent rumors:

A. The Program Director will call back the party who reported the concern and indicate that appropriate inquiries have been made, that program participants are secure, that the program is proceeding normally, and that the participants’ welfare is being provided for.

B. Parents who request it can be given the telephone numbers of the appropriate Embassy abroad. However, this information will not be offered as a matter of course: U.S. Embassies abroad will not appreciate receiving calls from overwrought individuals, especially when there is no emergency. Home phone numbers or site staff or contacts should be given out only after the site staff has been contacted. It is helpful to remind distraught loved ones about the difference in time; especially in the early reporting of an emergency before it has been determined whether an emergency is real or perceived.

2.
Response Scenario B: When a rumor is widespread and unusually persistent, and growing numbers of individuals, on or off campus, believe that an emergency really has occurred, and/or that participants are at risk:

A. The Program Director will write a brief report of the perceived emergency and confirm how it was determined not to be real. The Program Director will then transmit the report to designated SDSU officials 

B. If deemed appropriate, the Program Director may provide the person listed as emergency contact of a program participant with information about the perceived emergency and information about the University’s response. The information will be substantively the same as that contained in the description distributed to the individuals in Scenario A above.

PHASE IV: PROCEDURES WHEN A REAL EMERGENCY IS CONFIRMED

1.  Response Scenario A: The emergency is real and universal:

A. The Program Director will consult with the site staff and any other appropriate officials abroad, in the U.S., and on campus, to decide what specific measures should be taken in responding to the crisis.

B. Once the appropriate response strategy has been determined, The Program Director will communicate with the site staff and the affected students. This communication will contain a detailed description of the course of action to be followed in response to the crisis. Students will be provided with verbal or written instructions appropriate to the situations. If the matter is sufficiently serious, the site staff will see to it that all program participants acknowledge receipt of this information in writing. The lead site contact will fax the signed acknowledgement to the Program Director as soon as is practical.

C. The Program Director will take into account the following in drafting the response strategy:

1) Provide a reasonable amount of detail in drafting the procedures;

2) Reassure participants that SDSU is concerned for their security and well being, and that the university is counting on their cooperation in response to the crisis.

3) Reassure participants that while it is not possible to eliminate all risk, the Program Director has experience in dealing with emergencies, and that the Program Director will work with them to respond effectively in this situation;

4) Advise participants that the Program Director is in contact with their emergency contacts if such contact has been made;

5) Direct participants to stay in close touch with the site staff; to let the lead contact know of their precise whereabouts throughout the crisis;

6) Advise participants to register with the U.S. Embassy or the nearest Consulate, and to maintain contact with them through the crisis;

7) Advise participants to exercise common sense in responding to the crisis, and to avoid contact with or travel to the affected area (if they are not located at this area);

8) If appropriate to the emergency, advise the site staff and participants to remove all signs or any other objects, at the academic center or at their living situation, that would call attention to them as participants of the program;

9) If appropriate to the emergency, advise participants to keep a low profile, to avoid dress and behavior that will attract attention, to avoid using luggage tags, and to avoid places where Americans are known to congregate.

D. Depending on circumstances, if appropriate to the emergency, The Program Director will contact the emergency contacts of program participants as listed on the participant forms. Concerned family or friends listed as emergency contacts will be provided accurate information about the emergency and information about the University’s response.   

E. If the event is of sufficient seriousness, the Program Director will write a brief description of the event and will distribute it, with a copy of written response strategy, to the appropriate University officials.

F. Once the description has been written and transmitted, all media requests for information will be referred to the Office of Communications and Marketing. In managing these requests, the Program Director will make every effort to be cooperative, while at the same time letting the media know that to the Office of Communications and Marketing is prepared to provide an official University response

2. 
Response Scenario B: The emergency is real and particular to an individual student:

A. The Program Director will contact the site staff and other appropriate people abroad, in the U.S. and at SDSU in order to discuss with them how to handle the situation. All appropriate steps will be taken at this point to assure the immediate safety and welfare of the participant, and the student will be informed that the emergency contact will be contacted unless the student had already done so.

B. Contact the student’s emergency contact as listed on the participant’s form.

C. Provide support to the family as they decide how the situation should be handled.

D. Facilitate the family’s plan to the extent possible.

E. If the event is of sufficient seriousness, the Program Director will write a brief description of the event, and will then distribute it to the appropriate SDSU official.

PHASE V: PROCEDURES WHEN DEATH OF A PARTICIPANT IS CONFIRMED

1. The Program Director will contact the nearest U.S. Consulate or Embassy to provide detailed information regarding official notification of relatives, burial or repatriation of remains, and any police or immigration procedures that need to be observed. The Program Director will inform site staff that the participant’s family may be calling once they’ve been notified of the participant’s death.

2. The Program Director will inform the SDSU Vice President of Student Affairs with complete details about the circumstances surrounding the death, with confirmation that the U.S. Embassy and the participant’s insurance company has been contacted. The Vice President of Student Affairs will coordinate all University actions related to the incident.

3. The Program Director may contact the family expressing condolences and offering assistance with any university-related arrangements.

4. The Vice President for Student Affairs, or delegated representatives, will contact family for the same purposes. The President’s Office will prepare a letter of sympathy from the President.

5. If the funeral or wake is held in the area, the appropriate University representatives should attend the services.

6. The Office of Enrollment Services is advised of the student’s death and requests appropriate changes to university records and requests the appropriate refund fees.

Summary of the Emergency Response Procedures

Phase I: Procedures to follow when an emergency is first reported.

	Step
	Procedure

	1.
	Determine whether the participant is an SDSU student in your program

	2.
	If not, determine which department is responsible and refer.

	3.
	Immediately establish communications with your designated emergency contacts.

	4.
	Your emergency contacts will inform appropriate SDSU officials.


Phase II: Procedures to assess whether the report is a real perceived emergency.

	Step
	Procedure

	1.
	Contact site staff and authorities to confirm the reported emergency and gather information.

	2.
	Determine the status of the reported emergency.

	3.
	Address universal concerns and obtained related detailed information.

	4.
	Address incident specific issues and obtained related detailed information.

	5.
	Obtain appropriate contact names and phone numbers from the site staff. 


Phase III: Procedures for a perceived emergency.

	Step
	Procedure

	1.
	Take appropriate steps to diffuse the situation and reassure concerned parties.

	2.
	Provide consistent information to answer inquiries from concerned parties.

	3.
	Give telephone numbers to the appropriate U.S. Embassy abroad. 

	4.
	Prepare a simple statement that summarizes the perceived crisis or emergency.

	5.
	Coordinate all related emergency calls.

	6.
	When rumor is widespread and persistent, provide a brief description of the situation and determine whether participants are at risk. Consult appropriate officials when making this determination.

	7.
	Upon request, provide participants’ emergency contacts information about the perceived emergency and the University’s response the emergency.


Phase IV: Procedures when a real emergency is confirmed.

	Step
	Procedure

	1.
	Notify your designated contacts immediately.

	2.
	Consult with site staff or appropriate international contacts abroad, in the U.S., and on campus to decide on specific measures to respond to the crisis or emergency.

	3.
	Determine appropriate response and communicate detailed procedures to the site staff.

	4.
	Take appropriate steps to reassure the affected participant(s) and advise them of appropriate steps to take to safeguard their well being.

	5.
	Provide the participants’ emergency contacts with accurate information about the status of the participants and the University’s response.

	6.
	Consult with appropriate University officials.

	7.
	Direct all media requests for information to Communications & Marketing

	8.
	Handle requests for information from concerned parents, students, and the SDSU community.


Phase V: Procedures when death of a program participant is reported and confirmed

	Step
	Procedure

	1.
	Obtain a report from site staff related to the participant’s death

	2.
	Contact the U.S. Consulate or Embassy of the host country. Confirm that they will notify the relatives. 

	3.
	Contact Vice-President of Student Affairs about the death. They will coordinate all University actions related to the deceased student.

	4.
	Contact insurance company to arrange for repatriation of remains.

	5.
	Contact  the participant’s family expressing condolences. 

	6.
	Vice-President of Student Affairs will also contact the participants’ family to express condolences on behalf of the University.

	7.
	When possible, the appropriate University representatives will attend the funeral.


APPENDIX A

Study Abroad Incident Report

Use this form when an incident occurs with any study program participant. Use additional sheets as needed.

	Date: ____________

Time: ____________

Report taken by___________________________

Date/Time of Incident: _____________________


	Type of incident

__ Emergency

__ Non-emergency

__ Information

__ Other: ____________

	Contact person providing report

Contact Phone number

Title of Study Program

City/Country


	Incident Description

__ Serious Injury or Illness

__ Rape or assault

__ Missing participant or Kidnapping

__ Arrest or Incarceration

__ Hostage Situation

__ Political Incident

__ Man-made or natural disaster

__ Death

__ Other: specify _________________

	
	

	Describe the incident or situation



	Summarize condition of the affected participant(s) (i.e. the physical and psychological condition of affected participant, imminent danger or risks, proximity of event to affected participant, adequacy of food, housing, medical attention, etc.)



	Summary of any action taken (i.e. response taken by local authorities, medical attention provided, plans for evacuation, plans in the event the situation gets worse, etc)



	Received by:

Date/Time:
	Copies to:


Appendix B

Emergency Contact Information
Name of Program _____________________________________

Designated On Campus Contacts

Primary Contact:

Name:

Title:

Telephone:

Fax:

Email:

Secondary Contact

Name:

Title


Telephone:


Fax:

Email:

If these contacts are unavailable, notify SDSU University Police 

619.594.1991

In case of student death, notify SDSU Office of the Vice President for Student Affairs
619.594.5211

Off Campus


US Consulate in Host Country

Responsible Consular Officer:

Address:

Telephone:

Fax:

Email:

Alternate Contacts in Host Country

Name:

Address:

Telephone:

Fax:

email

US State Department

Desk Officer of the country affected   202/647-4000, 202/663-0522 
Citizen Emergency Center 202/647-5225 , 202/647-5226, 202/647-1512 

Office of Crisis Management: 202/647-0900 for long-standing crises. 

Counter Terrorism Office: 202/647-9892 concerning a terrorist threat or action.

APPENDIX C

SPECIFIC ISSUE QUESTIONS
Injury or Serious Illness: Has the appropriate medical evacuation service been contacted? What medical treatment has he or she received? Does the attending physician speak English? What is the diagnosis? The prescribed treatment? The prognosis? Are other participants at risk from this illness?  Is airlift a desirable and viable option?  Does the student have the necessary financial resources to pay for bills or will the program cover these expenses to be reimbursed by the student at a later date. 

Rape or assault:  What are the details of the incident?   Has a written report been taken?  What has the on-site response been?  Where has the participant been taken?  If a rape or sexual assault, is counseling available?  Counseling in English?  Has the closest U.S. consulate or embassy been contacted for advice regarding reporting the incident?    Has appropriate local law enforcement been notified?  What is the medical diagnosis?  The prescribed treatment?  The prognosis?  Is the participant interested in returning to the U.S.? If so, what will the likely academic/financial consequences be? Are the participant and counselor aware of these consequences?

Missing or kidnapped participant(s):  When was the student(s) last seen?  Does anyone have any idea about where the student(s) might have gone? If the student(s) had left and was expected to return at a specific time, when was the date and time of the expected return? Did the participant tell anyone of plans to be absent? Are search and rescue options available on sight? Are these reliable? Have they already been initiated? Should they be initiated? If other students are enlisted to form search parties, have they been adequately briefed on what to do if they find the missing student(s)? And the various scenarios they may encounter? If you have determined that the student(s) are actually missing, proceed with the following questions: Have the local missing persons officials been notified? What is the case number? Has the embassy been contacted?

Arrest or Incarceration: Has the student(s) been detained? Has the U.S. Embassy been notified? What has their response been? What is their advice? What agency made the arrest and filed the charges? What are the names, addresses and phone numbers off arresting authorities? What is the case number? What rights have been granted? Is the student(s) entitled to place a phone call? Is appropriate legal counsel available?

Hostage Situation: Has the U.S. Embassy been notified? What is the Embassy’s advice? Have the kidnappers made contact? Is negotiation support available on site? Who is the contact person at the U.S. Embassy at the host country? Who is the contact person at the State Department in Washington D.C.? What are the titles and contact numbers?

Political incidents or natural or man-made disasters: Has the U.S. Embassy advised student(s) to take appropriate action? Have all participants been made aware of these precautions in writing? Are all participants following these precautions? Have local authorities imposed a curfew? Has travel in and out of the country been restricted in any way? Is the group in danger? Who and what is the target of any unrest? Has any particular group or organization been threatened? What kind of military or other security or public safety personnel are present? Are they usually visible? How are they behaving with respect to the civilian population? Is airlift a desirable and viable action?
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