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Contingency Planning for Faculty-Directed Programs
INSTRUCTIONS

Overview:
1) Complete the online form at least 6 weeks prior to your program departure. At the end of the form, Note any sections where information is not yet available and specify when updates will be provided and the form resubmitted to EA and Global Safety.
· Once complete, the primary contact (identified in Section 1), the EA program coordinator and Elke Schmidt with Global Safety will receive a copy of your form.
2) Print out a copy of the full document for yourself, your co-leaders, and any key on-site support personnel. Share Sections 1-4 (green on the word document) with your students.
Section 1: Program Details
1) Please match the program name to that published in ViaTRM. Note any recurrent terms for the program or its frequency.
· The contingency planning form should be reviewed prior to each subsequent iteration of the program for any updates, rather than completing it from scratch each term/year.
· The primary contact (identified in Section 1) will receive an email receipt with a record of the form as well as a unique link to access the completed online form to make any updates.
Section 2: Key Personnel and Communication
1) On-Site Emergency Contact Information: Please note each person’s affiliation.
· As a reminder, all faculty-directed programs require two on-site staff. On-site staff can be two MSU faculty/staff members OR an MSU faculty member or staff member plus a graduate student or a qualified external staff member (e.g., local faculty member, staff member, or graduate student, local provider, etc.). Undergraduate students can be program assistants; however, they cannot serve as the second on-site staff person.
2) Student Communication and Meeting Spots:
· Develop and share a group communication plan with partcipants in advance – this should be a timely way to get in touch with the group outside of D2L or another learning platform. Examples include WhatsApp, Signal, Skype, texting, email, etc.
· Set an emergency meeting spot in advance for your general program location(s) (e.g., classroom, lodging) and then upon arrival at any new location.
Section 3: Site Details
1) Itinerary and Program Activities: List general activities for the day, and then in the “Notes” section, include additional information such as any high-risk activities, the type of transportation the participants will be using during the day, and if you are changing locations. (You may also attach your detailed itinerary as a separate document.)
· High-risk activities would include: non-traditional modes of transportation (incl. helicopter, private plane, off-road vehicles, motorcycles, bicycles, skateboards, scooters, etc.), water activities (incl. diving, snorkeling, water skiing, swimming, surfing, kayaking, rafting, etc.), outdoor winter activities (not incl. Nordic/cross-country skiing, but incl. alpine skiing and winter trekking), close contact with animals, and activities at altitude over 12,000 feet.
2) Housing Details: This is for program logistics, emergency response, and mandatory Clery Act reporting obligations. If program directors/assistants and students are staying in the SAME housing, we need only one set of contact information. If program directors/assistants are staying in different housing, we need housing information for program directors/assistants and for students.
· Resident Type or Name: “Students,” “On-Site Staff,” or specific names if individual placements.
· Housing Type: Hotel, home stay, single or double rooms, etc.
3) Medical Facilities: Given the location of your program, please identify the most accessible 24/7 emergency care and, if separate, outpatient care in collaboration with International SOS – you can call them 24/7 at +1-215-942-8478 or email them at philadelphia@internationalsos.com. If proposing a multi-location program, please list the nearest medical facility for each location. If you already are familiar with a medical facility in the area, you can share this information with ISOS for them to verify the quality of care available.

Section 4: Student Support
1) Academic Continuity: We strongly recommend a clear, enforceable attendance policy in the course syllabus. For students who are ill or in quarantine, what options exist for them to continue with coursework and participate in activities?
2) Mental Health Resources: We recommend making time to meet with each student individually before or early in the program to get to know them, and also letting students know how they can reach you if they have concern they would like to discuss.
· What mental health resources are available to students? What check-ins are available to students who are in quarantine or ill for several days? (e.g., daily check-in by phone or Zoom)
· If students will not have regular access to internet for telehealth visits, please call International SOS (ISOS) – you can call them 24/7 at +1-215-942-8478 or email them at philadelphia@internationalsos.com. ISOS can help identify in-person options.
3) Housing Options: If proposing a multi-location program, please provide the required information for each location.
· If in shared rooms, how flexible are the arrangements if a student needed to quarantine or be roomed separately?
· What resources exist to help a student access necessities like laundry, meals, personal hygiene items, etc?
Section 5: Program / Academic Continuity
1) Talk to your co-instructor and/or on-site support about options should a program director become ill or need to quarantine.
· What options are available to ensure continued course delivery?
· For programs traveling to multiple locations, which on-site staff member is best placed to stay behind with a student should the group need to continue ahead? What factors might play into your decision?
Section 6: Space Rental
1) List addresses for any classrooms or other spaces rented by MSU that are not included in Section 3. This is related to the university’s reporting obligations under the Clery Act. This includes any rented classroom spaces, for example.
Section 7: Risk Mitigation
Global Safety has tips regarding safety and security risks while traveling. You should be familiar with the risks outlined by the U.S. Department of State, the Centers for Disease Control and Prevention, and International SOS on the relevant country profile(s).
· In the table, enter any known risks associated with the program location(s) and outline a mitigation strategy for addressing these risks. Type over the example text and add any additional rows as needed.
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1) Program Details
	Program Summary

	Name of Program
	
	Term(s)
	

	Lead Program Contact
	
	Dates
	

	EA Coordinator
	
	Country/ies
	


2) Key Personnel and Communication
	On-Site Emergency Contact Information

	Name
	Role and Affiliation
Ex: Program Director/Assistant, On-Site Provider, etc.
	Email
	Local Phone
# while on-site
	Alternative Contact
Ex. WhatsApp number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Local Emergency Numbers

	Police
	
	Fire
	

	Ambulance
	
	US Embassy Emergency Assistance
	

	International SOS 24/7 Assistance Line
	+1-215-942-8478
	MSU 24/7 International Emergency Assistance Line
	+1-517-353-3784

	ISOS is best placed to support any medical emergency.
	MSU PD will route your call to Global Safety for MSU assistance.



	Student Communication and Meeting Spots

	Group Communication Plan
Ex. WhatsApp, texting, email
	Primary
	
	Secondary
	

	Emergency Meeting Spots
	Location #1:
	
	Location #2:
	

	
	Location #3:
	
	During excursions:
	


3) Site Details
	Itinerary and Program Activities

	Dates
	City, Country
	Activities
	Notes: Ex. type transportation, changing locations, higher-risk activities,

	EXAMPLE:
12.27.2022–1.9.2023
	London, UK
	Accent sessions, tourist activities, museum visits
	12.27: Arrive mid-day from Paris by train.
1.5: Stonehenge day trip, Accent arranged bus

	
	
	
	

	
	
	
	



	Housing Details

	Dates
	Resident Type or Name
	Housing Type
	Address
	Contact Info: Phone and email

	
	
	
	
	

	
	
	
	
	


	Nearest Medical Facilities

	Medical Facility Name
	Address
	Care Available
	Contact Info: Phone and/or email

	
	
	
	

	
	
	
	


4) [bookmark: _Student_Support_Plan_1]Student Support
	What academic continuity options are available for students unable to attend an activity or class?

	



	What mental health resources are available to students?
All students, faculty and staff have access to mental health services through International SOS (ISOS, available 24/7 at +1-215-942-8478).

	



	What housing options are available for students who are sick?

	




SECTIONS 5-7 DO NOT NEED TO BE SHARED WITH STUDENTS
Please include them in your submission to EA and Global Safety for risk mitigation and reporting.
5) Program & Academic Continuity
	What academic continuity options are available should a program director become ill or need to stay in a separate location with a student?

	


6) Additional Clery Reporting Information
	Space Rental Details

	Dates
	Location Type & Description
	Address
	Contact Info
Phone and email

	
	
	
	

	
	
	
	


7) Risk Mitigation Strategies
	Location-Specific Risk Considerations

	Risk
	Mitigation Strategy

	Ex: Students may swim in the ocean during their free time.
	Ex. We will address swimming safety tips during pre-departure orientation & when we arrive. I will advise students go to Beach A with a lifeguard during the day if they want to swim.

	Ex: Pickpocketing in market (Day 5 activity).
	Ex. Pre-departure orientation addresses basic safety precautions. Before the market visit, students will be advised to take only essentials and to leave all other valuables on the bus.
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