How to Create a Registration (Proposal) for a Student Related Travel Group

To begin the process of creating a registration for a student related travel group, please follow the steps
below.

1 Visit this website https://educationabroad.global.usf.edu/ portal/tds-program-
brochure?programid=23362 it should look like this
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This proposal allows a faculty, staff member or designated program leader to register Student Related travel with the USF Education Abroad Office when taking students

After your application is completed and approved, the Education Abroad office will register you for insurance. You will also be provided you with a link where your students can
apply.

Please click "Apply Now” above in order to start your Student Related Travel Proposal application

To see the steps in the process of starting a new Student Related Travel Proposal, please see the following guide: How to Start a Proposal for Student Related Travel Groups

2 Click on the button that says “Apply Now” — the following window will appear

USFWorld

Education Abroad

Program Options

Please select program options before continuing.

You must add at least one itinerary in order to submit this form.

Select the term that you are requesting travel for and click the “+” sign in the green button to add a
destination — as mentioned above you must select at least one destination to submit this form. You will
be asked to provide a location, arrival date, and departure date.



https://educationabroad.global.usf.edu/_portal/tds-program-brochure?programid=23362
https://educationabroad.global.usf.edu/_portal/tds-program-brochure?programid=23362
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You must add at least one itinerary in order to submit this form.
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Once you have selected an Itinerary Location and arrival and departure dates, the continue button will
turn green and you can select that.

The following page will populate and you can click the GET STARTED! Button to begin submitting your
required information
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Proposal for Student Related Travel Groups - Summer, 2024

A Requirememso & Program info ™ minerary
Application deadline: 08/16/2024 [

Instructions
Start date: 11/13/2023 [

Welcome to your Proposal for Student Related Group Travel. Please complete and submit all the requirements below. When the
End date: 11/25/2023 [5) progress wheel is complete, please click the Submit Application Button located above. After submission, and if we require

additional information, we will contact you. Thank you.
Get Started!

Online application

B Overseas Partner Information
B Overview of International Activity
B Primary In-Country Contact

B Safety Information

You will be asked if you are working with an overseas partner affiliate, institution or university as part of
your international activity — select yes or no
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Instructions

Welcome to your Proposal for Student Related Group Travel. Please complete and submit all the requirements below. When the
progress wheel is complete, please click the Submit Application Button located above. After submission, and if we require

additional information, we will contact you. Thank you.

Online application

B Overseas Partner Information

Are you are working with an overseas partner, affiliate, institution or university as a part of your international activity?

Yes No

If you select “YES” — you will be prompted to provide contact information for the overseas partner to
include organization name, address, point of contact name, position of the point of contact and phone
number and email address. Enter that information and press submit.

If you select “NO” then you will proceed to the Overview of International Activity page

Online application

@ Overseas Partner Information

B Overview of International Activity

1) Title of International Activity (REQUIRED)

Please suggest a title for your International Activity that is recognizable and describes the uniqueness of the activity. For example, "Architecture Site Visit in Thailand

On that page you will be prompted to provide the following information
1) Title of International Activity(REQUIRED)

Please suggest a title for your International Activity that is recognizable and describes the uniqueness of
the activity. For example, "Architecture Site Visit in Thailand".

2) Activity Type(REQUIRED)
Select an item from the dropdown menu that describes your International Activity. Select ALL that apply.
3) Purpose of Visit and Description of Activities.(REQUIRED)

Please describe the purpose of your trip and discuss what activities you will be involved in. If this is a
conference, please include the conference website link here since the website likely answers most all
guestions about the travel. Examples of helpful content: 1. Activities or Excursions Planned a. Purpose as
it relates to the educational goals of the student(s) b. Daily and weekly itinerary with Dates, Times and
Locations c. Activities and Excursions d. Types of groups, organizations or other local participants you will
be engaged with e. Will there be any free time with unmonitored student travel and if so, what plans are
in place to track it? 2. Housing and Accommodations a. Housing types and locations for faculty, staff and
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students b. Classroom descriptions, if needed c. Food, clean running water and sanitation availability 3.
Transportation methods and limitations 4. Unique environmental challenges i.e.: Altitude, insects,
disease, remoteness, physical demands, etc.

4) Academic description of International Activity (REQUIRED)

How does this International Activity connect to the participant(s) Academic Career? Select ALL that
apply. See the dropdown menu.

5) Academic description: Additional Information

If you selected “Does not apply” or wish to further provide additional information, please use the space
below.

After you click submit you will be prompted to provide in country contact information. This could be
someone within your group who is going to be the designated point of contact for an emergency.

B Primary In-Country Contact

Please provide the following information for someone who can serve as an emergency contact in your host Country. By completing this information you authorize the release of any information to your
emergency contact.

1) Emergency Contact Name (REQUIRED)

The information required is

Please provide the following information for someone who can serve as an emergency contact in your
host Country. By completing this information you authorize the release of any information to your
emergency contact.

1) Emergency Contact Name(REQUIRED)

2) Relationship(REQUIRED)

3) Primary Phone(REQUIRED)

4) Secondary Phone

5) Full Address(REQUIRED)

Please provide Street Address, Suite/Apt, City, State/Province and Postal Code, Country.
6) Email Address(REQUIRED)

7) Social Media Contact

Optional Please list a preferred social media network (e.g. Twitter, Facebook, WhatsApp, Snapchat, etc)
and contact information for that network.

Once you have provided that information you will be prompted to enter safety information.
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B Safety Information

Instructions: When it comes to assessing health and security, it must be stressed that no country is void of risk or concerns. The U.S. Department of State (USDoS) and Centers for Disease Control and
Prevention (CDC) clearly outline inherent challenges for travel to all countries in the world.

= Forrisk and safety concerns, please visit the U.S. Department of State website to get information to fill out this form
« For health concerns, please visit the Centers for Disease Controls and Prevention (CDC) website. Failure to complete and provide detailed safety information for your application may delay the approval
of your proposed travel as we will return it to you to complete. It may also prevent you from receiving university related international health and evacuation insurance and approval for international travel

1) List the risk/security concerns along with your risk mitigation strategies (REQUIRED)

What are the specific safety and security concerns identified by the U.S. Department of State for your destination(s)? Be very thorough in your response. Review every category identified in the Country-
Specific Information page for the USDoS website. If your destination is under a U.S. Department of State Level 3 or 4 Travel Advisory, you must also review the Travel Advisory additional restrictions and risks
and include them in your response. Include general risk mitigating strategies that are specific to your travel location such as

Go to www.travel.state.gov and enter your destination country name and press search

Contact Us | Careers | $3MyTra

Travel.State.Gov
US. DEPARTMENT of STATE — BUREAU of CONSULAR AFFAIRS

U.S. Passports International Travel U.S. Visas Intercountry Adoption International Parental  Replace or Certify
Child Abduction Documents

This will give you a search result which you then need to click

A window with the current travel advisory level for your country will appear and you need to make note
of that in the safety information i.e — Italy is currently a level 2 country due to terrorism

Italy
Italian Republic

Travel Advisory Italy - Level 2: Exercise Increased Caution @
July 26,2023

Exercise increased caution due 1o terrorism.
_. [READ MORE]

Embassy Messages Alerts

Worldwide Caution  Fri, 20 Oct 2023
Weather Alert: Wildfires and Airport Closures ~ Wed, 26 Jul 2023
Security Alert: U.S. Consulate General Naples, Italy- April 27,2023 Thu, 27 Apr 2023
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Scroll down and find the Safety and Security Section — copy and paste from that section the primary
security and safety concerns that your group may encounter. It is NOT necessary to copy and paste the
entire section, however be sure that you have read the entire section and considered all of the risks
listed. After you have identified the risks, please address the mitigation strategies that you will apply to
reduce the risks to your SRT group.

Do the same for the portion related to Health Concerns.

Provide all known details on the transportation plan for getting the group from the airport to lodging and
how the group will move around to the various points on your itinerary.

Other questions on this portion of the questionnaire are self-explanatory.

After you have completed all of the items. Click submit and that will send your proposal to the Global
Travel Safety and Health office for review.



http://www.travel.state.gov/
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If there are follow-up questions or additional information required we will contact you. After we review
your proposal, we will create a program from it, and provide you with a link to the registration site. This
is the site that your student participants will use to register for the program.




