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Contigency Planning and Checklist: INSTRUCTIONS

Overview:
1) Complete the online EA Contingency Planning for Domestic Study Away Programs at least 6 weeks prior to your program departure.
2) This word document is intended to help guide you through the online form and to help you prepare the information in advance.
3) Once complete, the online Qualtrics form (linked above) will be submitted it to the Domestic Study Away EA program coordinator, Chloe Secor (secorchl@msu.edu), and Global Safety senior coordinator, Elke Schmidt (schmi822@msu.edu).
· At the end of the online form, note any sections where information is not yet available and specify when you will be updating the form and resubmitting it to EA and Global Safety.
· In the receipt email, you will have a unique link to access your completed form and update any information.
· If any items are checked “Yes” in Section 1, EA and Global Safety will contact you regarding higher-risk programming.
4) Save and distribute copies of the full form (sent to you in the email confirmation) to your co-leaders and any key on-site support personnel. Share Sections 2-4 (green on this form) with your students.
5) Review incident response materials prior to departure and as needed during the program. Please reach out to EA or Global Safety with any questions or concerns.
Section 1: Review of High-Risk Programming Considerations
6) If you check “yes” on any item, please provide additional information in the text box below the list.
7) Depending on the type and extent of risk exposure, EA and Global Safety may follow up for additional information and/or determine that the program will need to be reviewed and approved by Global Safety and/or the Risk and Security Assessment Committee (RSAC).
8) High crime / high risk of violence: Review all program locations against violent crime rates for the area. This includes rape and sexual assault (also labeled as sex crimes), robbery, assault and murder. Resources include:
· City-data.com/crime/ - This is a great starting point! Select a state, then city, for crime rates and then scroll down on the city overview for comparison to other U.S. cities and the US average.
· Crimemapping.com/map – See recent alerts for a specific area. Select “charts” for information by type of crime for the last 7 days. Not all local jurisdictions report to this service, and data is not available for all locations.
· FBI Crime Data Explorer (https://cde.ucr.cjis.gov/) - Select a state, then city, for trends in local crime rates.
9) Remote locations: Check “Yes” for any program locations further than (1) 90 minutes to 24/7 emergency medical care or (2) 2 hours to police, fire and EMS services. Please confirm response times for emergency services with the local police department, fire department, ambulance or national park service or other local response organizations if you are unsure. Resources include:
· Medicare.Gov’s list of US hospitals
· MedlinePlus from the National Library of Medicine
· USA.Gov’s list of US state health departments
10) Natural disasters: Review all program locations for any risk of natural disaster. This might vary depending on the time of year of your program. Natural disasters include, but are not limited to:
· Extreme heat (avg. heat index over 95deg for the time of year of travel)
· Recent flooding, landslides or earthquakes, wildfire history
· Recent or projected volcanic activity
For further information, review FEMA’s list of locations for recent active or past disaster declarations.
11) Public health threat / outbreak: Review all program locations against the CDC’s list of outbreaks and State/County health advisories. Check “Yes” if any program activities or locations will expose MSU travelers to an ongoing outbreak or other public health concern.
12) High-risk activites: If “Yes” to any activities, note the health and safety preparations that are already part of your program. This can include:
· Non-traditional transportation: the vetting and selection of the provider, safety briefings, etc.
· Water or winter activities: safety briefings, skills testing if applicable, personal safety gear and use, etc.
· Contact with animals: the prior training of the participants, safety briefings, supervision, potential vaccinations, etc.
· Activities at altitude: first aid supplies and training, acclimatization plan, and contingency planning for medical and environmental issues. Review the CDC’s Travel at High Altitude information as a starting point.
13) Specific populations/settings: This includes:
· Programs in clinical settings
· Programs involving youth
· Programs involving vunerable populations 
Section 2.1: Key Personnel and Communication
1) On-Site Emergency Contact Information: List all personnel that can assist a student, an instructor, or MSU in an emergency. This includes MSU faculty or staff accompanying the group as a Program Director, Program Assistant or Volunteer; Guides or Tour Operators; Host Institution Contact Person; etc.
2) Student Communication and Meeting Spots:
· Set a group communication plan in advance – this should identify a timely way to get in touch with the group outside of D2L or another learning platform. Examples include WhatsApp, texting, email, etc.
· Set an emergency meeting spot in advance for your general program location(s) (ex. classroom, lodging) and then upon arrival at any new location.
Section 2.2: Site Details
a) 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.)
b) Housing Details: This is requested for program logistics, emergency response, and mandatory Clery Act reporting obligations. If program leaders and students are staying in the SAME housing, we need only one set of contact information. If program leaders are staying in different housing, we need housing information for leaders and for students.
· Resident Type or Name: “Students”, “Program Leaders”, or specific names if individual placements.
· Housing Type: Hotel, home stay, single or double rooms, etc.
c) Medical Facilities: Please identify 24/7 emergency care and, if separate, outpatient care. If proposing a multi-location program, provide information for each location. MSU faculty and staff should not advise students on insurance. All MSU travelers, including students, in the US are covered by their personal insurance plan and not by any additional MSU travel health insurance coverage.
Section 2.3: 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 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 and also letting students know how they can reach you if they have concerns 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? (Ex. daily check-in by phone or Zoom)
3) Housing Options: If proposing a multi-location program, please address the plan for each location.
· If in shared rooms, how flexible are the lodging arrangements if a student needs to quarantine or be roomed separately?
· What resources exist to help a student access necessities like laundry, meals, personal hygiene items, etc?
Section 3.1: Program / Academic Continuity
1) Talk to your co-instructor and/or on-site support about options should a program director become ill, need to quarantine or experience an emergency.
· What options are available to ensure continued class delivery?
· For programs traveling to multiple locations, is one on-site staff member best placed to stay behind with a student should the group need to continue ahead?
Section 3.2: Space Rental
1) List addresses for any classrooms or other spaces rented by MSU that are not included in Section 2.2. This is related to the university’s reporting obligations under the Clery Act. This includes any rented classroom spaces, for example.
Section 3.3: Risk Mitigation
Global Safety has tips regarding safety and security risks while traveling. In the table, enter any known risks associated with the program’s 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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    Contigency Planning and Checklist
	Program Summary

	Name of Program
	
	Lead Program Contact
And Email
	

	Term and Dates
If recurring, note frequency/term(s)
	
	Brief Description
	

	Destination(s)
	
	Host Institution or On-Site Partner, if applicable
	


1) High-Risk Programming Considerations
If you select “yes” to any items below, provide additional information in provided text box.

	Risk Considerations:

	1) Does the program involve any travel to locations with violent crime rates higher than national average?
	_ Yes
_ No

	2) Does the program involve any travel to remote locations with reduced access to medical care / emergency services?
	_ Yes
_ No

	3) Does the program involve any travel to locations prone to natural disasters?
	_ Yes
_ No

	4) Does the program involve any travel to any locations currently facing a serious disease outbreak or other significant public health threat?
	_ Yes
_ No

	5) Does the program include any high-risk activities?
a) Non-traditional modes of transportation, including helicopter, private plane, off-road vehicles, motorcycles, bicycles, skate boards, scooters, etc.
b) Water activities, including diving, snorkeling, water skiing, swimming, surfing, kayaking, rafting, etc.
c) Outdoor winter activities, including alpine skiing, trekking, etc. (Non-high-risk activities include Nordic/cross-country skiing in urban areas.)
d) Close contact with animals
e) Activities at altitude over 12,000 feet
	_ Yes
_ No

	6) Does the program work with any of the specific populations/settings noted below?
a) Clinical settings
b) Youth population(s)
c) Vulnerable population(s)
	_ Yes
_ No

	If “Yes” to any items above, provide additional detail:

	


[bookmark: _Emergency_Numbers_1][bookmark: _Student_Support_Plan][bookmark: _On-Site_Emergency_Contact][bookmark: _Communication_Plan][bookmark: _Emergency_Meeting_Spots][bookmark: _Local_Medical_Facilities][bookmark: _Health,_Safety,_and][bookmark: _Health_Care_Access]PLEASE SHARE THESE PAGES WITH STUDENTS in addition to EA and Global Safety
2) Key Personnel and Communication
	On-Site Emergency Contact Information

	Name
	Role and Affiliation - Ex. Program Director/Assistant, On-Site Provider, etc.
	Email
	Phone - # while on-site

	
	
	
	

	
	
	
	



	Student Communication and Meeting Spots

	Group Communication Plan
	Primary
	
	Secondary
	

	Emergency Meeting Spots
	Location #1:
	
	Location #2:
	

	
	Location #3:
	
	During excursions:
	


3) [bookmark: _Site_Details]Site Details
	Itinerary and Program Activities

	Dates
	City, State
	Activities - General activities for the day
	Notes - Any higher-risk activities? What transportation will be used? Are you changing locations?

	
	
	
	

	
	
	
	



	Housing Details

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

	
	
	
	
	

	
	
	
	
	


	Nearest Medical Facilities
NOTE: While in the US, MSU travelers including Domestic Study Away participatans are covered by their personal insurance plans. Out-of-network and out-of-state costs vary by plan and provider. Individuals are encouraged to contact their insurance provider prior to their program to understand the limitation of their insurance policy during the program.

	Med. Facility Name and Address
	Care Available: Outpatient Care, 24/7 Emerg. Care, etc.
	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?
If you, or someone you are with, are in crisis, please call 911 or go to the nearest emergency room. MSU Counseling & Psychiatric Services (CAPS) crisis services are also available 24/7. Call 517-355-8270 and press “1” at the prompt to speak with a crisis counselor. CAPS also offers free confidential appointments and resources such as free self-assessments.

	

	What housing options are available for students who are sick and may need to isolate?

	




THESE PAGES ARE FOR PROGRAM PLANNING AND DO NOT NEED TO BE SHARED WITH STUDENTS
Please include them in your submission to EA and Global Safety
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) [bookmark: _Additional_Clery_Reporting]Additional Clery Reporting Information
	Space Rental Details

	Dates
	Location Type & Description
	Address
	Contact Info: Phone and email

	
	
	
	

	
	
	
	

	
	
	
	


7) Risk Mitigation Strategies
	Location- or Activity-Specific risks
You may type over the example text and add rows as necessary.

	Risks
	Mitigation Strategy 

	Ex. Students may swim in the ocean during their free time.
	Ex. We will review swimming safety during our pre-departure orientation and when we arrive. We will advise students to swim at Beach ABC with a lifeguard during the day if they want to swim. 

	Ex. Students will be traveling on public transportation independently in their free time.
	Ex. We will encourage students to download the public transport app and to travel with a buddy or in a small group, especially at night. We will also advise that they keep their phone charged.
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