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Student Organization Travel
When student organizations travel they are representatives and ambassadors for Rose-Hulman Institute of Technology.  All student organization travel is governed by the rules and regulations of Rose-Hulman.  The following information is designed to help Clubs and its members understand the policies, procedures and responsibilities as they plan to travel. Ultimately, it is the responsibility of the student organization to make travel arrangements.  Please refer to this packet for timelines, responsibilities, and more details for planning a trip.  If policies and procedures are not followed, travel requests may be denied.

Travel Guidelines for Trips
· The advisor’s signature is required on the Travel Authorization Form.
· When student organizations travel overnight or outside of a 100 mile radius (one-way) club advisors are required to attend.  If the club advisor cannot attend another Rose-Hulman representative (current full-time faculty or staff member) must represent the advisor on the trip. 
· Any organization deemed “high risk” must be accompanied by their club advisor, or faculty/staff representative, regardless of the distance of the trip.

Club Member Travel Eligibility
All student organization members traveling must be either undergraduate or graduate students enrolled at Rose-Hulman.  Faculty and staff advisors and coaches are allowed and sometimes required to travel with student organizations; however, they may be restricted from competition by league or association regulations.  

Financing the Trip
Student organizations are expected to fund their own travel.  Student Government Association (SGA) funds budgeted for travel may be used.  If an organization does not follow the proper guidelines when traveling, reimbursement for travel may be withheld by SGA. 

Travel Forms to be Completed
All student organizations traveling on official organization sponsored trips must complete the required forms before departing.  The required forms include:
· Student Organization Travel Form
· Student Organization Travel Roster 
· Trip Itinerary
· Assumption of Risk and Release Waiver (completed by each organization member)

Behavior 
Student organization members, advisors, and coaches are expected to conduct themselves as representatives of Rose-Hulman.  Violation of, or non-compliance with, Rose-Hulman policies, campus regulations, or standards of conduct while on trips many result in loss of traveling privileges. 

Drug & Alcohol Policy
Rose-Hulman is committed to maintaining a healthy and safe academic community that reflects high standards of personal responsibility and behavior.  Illegal drugs and alcohol are prohibited at student organization sponsored activities, on or off campus. Any deviation from this policy will result in disciplinary action as deemed appropriate by the Dean of Students.  

Tips for Preparing for Student Organization Travel
This packets contains a Travel Checklist which will assist in planning student organization travel.  The members of the student organization should review the checklist and ensure that these guidelines are followed.  Listed below are some recommendations to assist student organizations to be better prepared for trips.
 
Three Weeks Prior to Departure Date
· Schedule a meeting with your advisor to discuss the trip and gain approval.  
· Obtain cost estimates for all reservations, rentals, gas, etc. 
· Start informing student organization members of trip date so they can make appropriate arrangements and adjust schedules.
· Review the Travel Checklist and guidelines and begin gathering necessary information.  
· Make a trip folder including all information pertaining to the trip. 

Two Weeks Prior to Departure Date
· Meet with the proper individuals who your student organization reports to and go over travel guidelines, safety procedures, expected behavior, etc…
· Review the Travel Checklist.
· Begin completing travel forms to be turned at least 72 hours prior to departure date.
· Contact members to remind them about travel procedures and departure dates and times. 
· Hold a pre-trip meeting to gather required information from student organization members (i.e. contact information, emergency contacts, etc…).  At pre-trip meeting discuss the alcohol & drug policy, itinerary, risks involved, activity, etc.
· Inventory first aid kit and other emergency equipment. 
· Confirm reservations with hotels, transportation, etc.
· If club sport, confirm with the college/university competing against to assure dates and time of competition.
· Map out the route that the organization will be traveling.

The Day Before the Trip
· Check the road and weather conditions locally and for the event destination.
· Check vehicles to make sure they are safe and ready for departure (lights, tires, brakes, etc).
· Load vehicles; equipment, first aid kits, maps, alternate routes, contact numbers, etc…
· Review Travel Checklist.

Day of Trip
· Do a roll call to ensure that all members who should be traveling are present and have completed the necessary forms. 
· Put the travel folder in the vehicle.  Double check the folder to make sure that travel information is readily accessible. 
· Double check maps, alternate routes and road conditions.
· Drive safely at or under the speed limit.  

Post Trip
· Unload, clean and return vehicles (if applicable).
· Turn in receipts to appropriate individuals for budget records and reimbursement.
· Inform the proper individuals of any problems or issues that may have arisen during or after the trip.



STUDENT ORGANIZATION 
TRAVEL CHECKLIST

It is strongly recommended that student organizations use the checklist below to assure they have completed all guidelines for travel:

Required Guidelines:

	  Inform the proper individuals who you report to about the trip and have received approval.  Also, must obtain a signature from the student organization advisor before submitting paperwork.

	  Make arrangements for transportation with personal, rental, or RHIT vehicles.

	  Complete a Student Organization Travel Authorization Form and return to the proper individuals at least 72 hours in advance to departure.

	  Complete a Student Organization Travel Roster Form listing the names of members attending trip, phone numbers, emergency contact numbers. 

	  Create an Itinerary that includes departure date, time, and location as well as scheduled stops, lodging information, return information and attach to the Club Travel Packet. A sample itinerary is included in this packet.

	  All members traveling have complete an Assumption of Risk and Release Waiver Form.

Suggested Guidelines:

	  Review student organization responsibilities and discipline actions with members prior to departure.

	  Ensure student organization has ample funds to cover trip expenses.

	  Obtain a map and directions of route the organization will be traveling with alternate routes.  

	  Provide insurance information (when requested).

	  Develop a list of phone numbers in the case of an emergency (Attached sheet).

	  Ensure that ALL vehicles traveling with the organization have a cellular phone with emergency contact numbers.

	  Ensure that a fully equipped first aid kit is carried on trip (contact sport clubs only, i.e. Ultimate Frisbee, Men’s and Women’s Lacrosse, Water Polo, etc.).

	  Ensure that necessary paperwork is taken on trip (Accident/Incident Report Forms, contact numbers, insurance/liability papers if needed, etc…)

	  Ensure members have appropriate safety equipment/gear if needed.

	  Ensure equipment has been checked for safe operation prior to departure.

	  Inform members verbally and in writing of all policies, rules, and regulations governing the trip.


STUDENT ORGANIZATION
 TRAVEL AUTHORIZATION FORM

Organization Name: ___________________________________________________________

Name of Person Submitting Request: _____________________________________________

Phone: ______________________     E-mail: _______________________________________

Date of Application: ______________________     Date of Event: ______________________

Departure Date: _________  Time: _________     Return Date: _________  Time: ________

Destination(s): ________________________________________________________________

Purpose(s) of Trip: ____________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________


Is the trip over 100 miles from campus one way? (circle one):          Yes               No

Is the trip overnight? (circle one):          Yes               No
	
If you answered yes to at least one of the questions above, list the name of the advisor/faculty/staff member who will be traveling with the organization. 
_____________________________

If you answered no to both of the questions, list the name of organization member who will be serving as the Student Travel Leader: _____________________________

The Student Travel Leader should indicate that he/she has read and understands all travel guidelines by initializing each section below and then sign and date below to indicate their willingness to serve in this capacity:

As acting as Student Travel Leader, I will ensure that:

The student organization will be aware of and follow all rules and safety guidelines set by the student organization and by Rose-Hulman Institute of Technology.

The student organization and its members will act within the institute’s student code of conduct.

The student organization and its members will follow “the rules of the road” and defined by the state(s) we are traveling.


The student organization travels with copies of the travel roster including emergency contact information and trip itinerary.

The student organization travels with a copy of the Rose-Hulman emergency contact numbers and contact the designated individuals in case of  injury or emergency.

The student organization will abide by the Rose-Hulman Drug & Alcohol Policy.

I will do all that I can to ensure the safety of all organization members during the trip.

Student Travel Leader Signature: ____________________________	Date: ____________



If the trip is overnight; list lodging name, address and telephone number where organization members may be reached: ___________________________________________

_____________________________________________________________________________

Type of Transportation (please check one):
Personal Vehicle: ____    Rental Company: ____    RHIT Vehicle: ____    Other: ______

Driver Information:  Please list drivers of vehicles and contact information below:

1. Vehicle Driver Name: ____________________________________________________
Cell Phone Number: ____________________     E-mail: ________________________

2. Vehicle Driver Name: ____________________________________________________
Cell Phone Number: ____________________     E-mail: ________________________

3. Vehicle Driver Name: ____________________________________________________
Cell Phone Number: ____________________     E-mail: ________________________


PLEASE ATTACH  TRAVEL ROSTER, TRIP ITINERARY, & ASSUMPTION OF RISK & RELEASE WAIVER FORMS




Advisor Signature: _________________________________	Date: __________________


 (
For Office Use Only:
Signed: ______________________________________________     Date: ____________________
)







ASSUMPTION OF RISK AND RELEASE WAIVER

By signing the Assumption of Risk and Release, the individual named below wishes to participate in the “Event/Activity” described below and recognizes that there are risks of damage or injury arising from this event or from other activities (including travel) that may be associated with participation in the Event/Activity.
Event/Activity:  __________________
Start Date:  ______________________
                       End Date:  _______________________
By his/her signature below, the participating individual voluntarily agrees to assume and/or incurs all risks of loss, impairment, damage or injury of whatever kind, including death, that may be sustained or suffered by participation in this Event/Activity whether or not the result in whole or in part of acts or omissions, negligence or other unintentional fault of the Event/Activity or Rose-Hulman Institute of Technology.  In addition, the participant (including his/her heirs, assigns and personal representatives) agrees to release, hold harmless, and indemnify Rose-Hulman Institute of Technology from and against any claims, demands, actions, causes of action, lawsuits, expenses, or losses (including attorneys’ fees) on account of property damage or personal injury (including death) arising out of or attributable to the individual’s travel to or participating in the Event/Activity.
This Assumption of Risk and Release Waiver applies to Rose-Hulman Institute of Technology and all of its trustees, officers, directors, managers, servants, agents, faculty, staff, students, volunteers, employees, advisors and/or representatives.
The undersigned acknowledges that he/she has read and understands this document.

Executed as of this____________________day of__________________20__.
	
            Participant’s Name:   _________________________
	Address:____________________________________
Emergency Name:____________________________________________
Emergency Contact Number: __________________________________
Relationship to Student: ______________________________________
	
            Participant’s Signature:____________________________________
Signature of parent or guardian (if participant is under 18 years of age):
_______________________________________
	ROSE-HULMAN INSTITUTE OF TECHNOLOGY
STUDENT ORGANIZATION

	TRAVEL ROSTER

	
	
	
	
	

	
	
	
	
	

	Club:___________________________     Date of Application: ____________________

	
	
	
	
	

	Departure Date: ____________     Event Date: ____________     Return Date: ____________

	
	
	
	
	

	Destination: _________________________     Submitted By: _________________________

	
	
	
	
	Emergency Contact

	
	Name (last, first) please print
	Phone #
	E-mail Address
	Name & Phone #

	 
	 
	 
	 
	 

	
	
	
	
	

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 

	4
	 
	 
	 
	 

	5
	 
	 
	 
	 

	6
	 
	 
	 
	 

	7
	 
	 
	 
	 

	8
	 
	 
	 
	 

	9
	 
	 
	 
	 

	10
	 
	 
	 
	 

	11
	 
	 
	 
	 

	12
	 
	 
	 
	 

	13
	 
	 
	 
	 

	14
	 
	 
	 
	 

	15
	 
	 
	 
	 

	16
	 
	 
	 
	 

	17
	 
	 
	 
	 

	18
	 
	 
	 
	 

	19
	 
	 
	 
	 

	20
	 
	 
	 
	 

	21
	 
	 
	 
	 

	22
	 
	 
	 
	 



STUDENT ORGANIZATION
SAMPLE ITINERARY

· Departing from Rose-Hulman on Saturday, September 15th at 8:00am from the Sports and Recreation Center parking lot.  

· Traveling to Evansville, IN for an Ultimate Frisbee Club Tournament at the University of Southern Indiana.   

· Estimated time of arrival to the USI campus is 10:30am.  

· Our route will be:
· Out of campus we will turn right onto US – 40.
· At the first stop light we will go left onto IN – 46.
· We will then merge on I – 70 West towards Terre Haute.
· We will take the Terre Haute exit, which is US – 41.  
· We will take US – 41 South towards Evansville for about 100 miles.
· When we get to the IN – 62 exit, we will take it west.  
· We will be on IN – 62 West for about 7 miles and we run into campus.

· Games begin at 11:30 am and will be finished on Saturday at 7:00pm.

· After last game finishes will go to the hotel.  We are staying at the Comfort Inn East.  The address for this hotel is:
· Comfort Inn East
8331 E. Walnut Street
Evansville, IN 47715
· The telephone number is (812)476-3600

· We will be departing the hotel at 8:30am Sunday for the USI campus for the last day of the tournament.  

· Games will be completed by 4:00pm Sunday.  We will depart the USI campus and head back to Rose-Hulman going the same route we came.

· Estimated time of arrival back on the Rose-Hulman Campus is 6:30pm.

· We do not have any scheduled stops either way, except for gas.




ROSE-HULMAN INSTITUTE OF TECHNOLOGY
CONTACT PHONE NUMBERS



Club Sports 
Ryan Brimberry							(812)208-8298 cell
Sport Club Director							(812)877-8621 office
*first call for club sports

Matt Sinclair								(812)208-2348 cell
Director of Rec. Sports and Athletic Facilities			(812)877-8031 office
*club sports only

Al Morrison								(812)208-2338 cell
Asst. Director of Rec. Sports and Athletic Facilities 			(812)877-8054 office
*club sports only





Student Organizations (except club sports)

Carey Huber
Assistant Dean for Student Services					(812)877-8484 office
*first call for student organizations (except club sports)		(317)831-1116 home
									(317)690-2034 cell
Donna Gustafson
Dean for Student Services						(812)877-8275office
									(812)894-3474 home
									(812)239-3276 cell

Public Safety								(812)877-8590
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