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University of South Alabama

EMPLOYEE AND STUDENT RELATED FOREIGN/INTERNATIONAL TRAVEL POLICY

(These policies drafted 3/2008 are effective until further notice.)

SUMMARY:  Foreign travel is defined as travel outside the continental United States, as travel to non-contiguous US states, possessions, and territories may be diverted to a foreign location (unscheduled or otherwise).  The policies herein update and formally outline the USA foreign/international travel review and approval policy.  A pre request review process is instituted for all international travel, the results of said review to be attached to the USA Requests for professional leave/travel/absence (USA, COM, Hospitals, MCI) documents to be signed by the appropriate department heads, deans, vice presidents and the USA president.   The review process is required prior to any USA expenditures for the requested international travel and establishes a formal process for security reviews for such travel.  Projected timetable for said reviews is 5 business days or less with the exception of locations with significant security issues or travel to locations with other related concerns.

See also the following related items on the USA WEB: 

· USA Travel Office – Office of Financial Affairs:
http://www.southalabama.edu/financialaffairs/traveloffice/index.html 

· USA Travel and Entertainment Regulations: http://www.southalabama.edu/financialaffairs/traveloffice/regulations.html 

· USA Travel related forms:  http://www.southalabama.edu/financialaffairs/traveloffice/forms.html 

· International Travel Resources: http://www.southalabama.edu/oie/travel.html 

TRAVEL POLICIES AND PROCEDURES

Guiding Principle:  The University of South Alabama reserves at all times the right to review, modify or terminate any activities related to USA business, academic programs or any other to any region of the world.

Background 

USA requires prior written approval for all foreign/international related travel on USA approved business including but not limited to: students (graduate or undergraduate) on study abroad (includes but not limited to “traditional” study abroad, research/field experiences and internships/service learning/work abroad for credit or approved by academic units, faculty and staff foreign travel funded by USA (grants, dept funds, etc.), and faculty and staff foreign travel while on university approved business/professional leave that is funded by USA or any other agencies including self funded activities.  Activities outside the United States that are personal and undertaken under what is deemed “personal, annual or vacation” leave are not covered by this policy.  Departments/units may however require that all absences be documented through the request for professional leave/absence/travel process.  All USA faculty and staff are free to travel outside the US at their discretion on personal, annual, vacation leave.

Regulatory background:
These policies have been developed by USA in response to the following considerations:

· United States Export Controls and Technology transfer regulations as implemented by the 
· US Departments of Commerce (Export Administration Regulation –EAR),
· US Department of State (International Traffic in Arms Regulations – ITAR),

· US Department of the Treasury (Office of Foreign Asset Control – OFAC), 

· US Federal Travel Regulations “Fly America” Act,
· Increased institutional risk management needs, and

· The ability of USA to foster the international functions of the faculty, students and academic as well as research activities around the world.
These regulations impact a wide range of university operations including international admissions, international education, accounts payable, sponsored research, human resources, technology transfer, purchasing and travel by university employees outside of the continental United States.   Such regulations affect not only doing business with certain people or entities but also laptops, encryption products, data/technology, blueprints, drawings, schematics , supplying certain technologies/data at a “closed” conference or meeting, money transactions and the exchange of goods and services in certain countries.  

Definitions 

For purposes of this policy, foreign travel is defined as any USA-related travel outside of the continental United States.  Travel to non-contiguous US states, possessions and territories may involve travel or diversion to/through locations outside of the United States.

Applicability 

This policy applies to all USA employees (faculty and staff) and includes the following types of foreign travel: 

· USA employees (faculty/staff), students (undergraduate, graduate, professional, non-degree, etc.) regardless of nationality (US citizens, permanent residents, and non-US citizens – regardless of immigration type).
· Any employee USA-related foreign travel authorized to be paid from, or reimbursed through, any USA account, regardless of funding source. 
· Any employee USA-related foreign travel that is undertaken for conducting USA business but for which the expenses will be paid directly to the traveler by a non-USA agency or organization. Examples of this include employee foreign travel paid by an external agency or the individual traveler which requires institutional approval for participation in the program or for the leave (professional leave). 
· Student foreign travel that is approved, reviewed, recommended or otherwise “sponsored/supported/ approved” by USA including but not limited to research, preceptor-ships, clinical rotations, internships, service learning, and study abroad (includes activities which may not include academic credit or for which academic credit is awarded either as part of on campus courses (integrated), through other agencies/universities, etc.).  All such activities approved, reviewed or which USA faculty, staff or academic units foster, encourage or otherwise advise students to participate in as part of their USA experience.

Exclusions 

Foreign travel not covered by this policy and not requiring prior approval as foreign travel includes the following: 

· Annual vacation or personal leave foreign travel - Foreign travel that does not require institutional approval (personal leave).  Travel such as that which is undertaken by USA employees for personal activities including where the foreign travel is not paid for by USA and where the external agency paying for the foreign travel is not USA-related.  Such leave may require department approval of coverage for teaching assignments, use of annual or vacation leave, etc. however the travel itself would not be reviewed. Caution should be used to ensure compliance with any USA Research Compliance and Assurance reviews / export and technology control policies, etc.  For instance carrying a laptop with USA data, software, research information, etc. may be subject to US federal regulations.
Approval limitations/exclusions:  All travelers should be aware that when travelling on USA approved business abroad there is no insurance, support, or other forms of institutional coverage if the person conducts an illegal or sanctioned activity.  The US embassy/consulates may also be unable to assist US citizens under such circumstances.  

Research Compliance and Assurance – Export Control Foreign Travel Advisory.  To ensure you do not run the risk of exporting sensitive information or technology when traveling abroad, or dealing with sanctioned countries, entities, or individuals, keep the following guidelines in mind:

1. Presentations and discussions must be limited to topics that are not related to controlled items or technologies unless that information is already published or otherwise already in the public domain. 

2. Verify that your technology or information falls into one or more of the following categories prior to travelling: 

· Research which qualifies for the fundamental research exclusion 

· Published information 

· Publicly available software 

· Educational information 

· Patent applications 

3. Remove export-controlled information, technical data, and software from your laptop prior to leaving the United States. 
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Laptops and Equipment (i.e. laptop computer, PDA, cell phone, data storage devices, global positioning systems (GPS), thermal imaging cameras, inertial measurement units, encrypted software as well as specialty software, etc.)   Depending on your international destination(s), an export license or other government approval may be required for this equipment or software. There are exceptions for "tools of trade" but these exceptions depend on the equipment and the country of your destination. Encryption software in particular is subject to special regulations and more stringent license requirements. For example, certain commercially available software (currently available or new/future products) may contain such strong encrypted software, subject to export restrictions. When originally deployed Windows VISTA was covered under these regulations and could only be temporarily taken overseas, but only under an export license exception.
5.
Fill out the Employee Temporary Export Certification form (Appendix V) to temporarily export your laptop computer, PDA, cell phone, data storage devices and encrypted software.  This application will file your certification that you will comply with the terms and conditions specified. This certification is not required if your travel is only to Canada.  
Countries with US Trade Sanctions: Travel to countries with US Trade Sanctions requires specialized review and consideration.  Any person traveling to a country with a trade sanction, should be aware that US federal restrictions apply and that generally there are significant limitations to activities, transport of technology, use of US funds, etc.   

Travel to Countries with US DOS Travel Alerts, Warnings and security concerns:  ALL USA employees engaging in USA-related foreign travel must check on the current travel security related conditions (including warnings provided by the U. S. State Department or other agencies for the countries to be visited) and review the travel policy for such countries. This review must be provided with the USA Requests for Professional Leave/Absence or Travel" forms at the time the forms are submitted for approval of the department/unit head.  This review may be secured by submitting the USA International Travel Review Form to the Office of International Education and completing the foreign travel review process.

NOTE: Travel to countries with significant security concerns, alerts, and or warnings by the US DOS, CDC, or other agencies may be restricted, recommended for deferal or denied. 

Steps for Review and Action on Foreign Travel Requests: 

1. Potential travelers should complete the “International Travel Review Request Form” at least 30 days prior to planned travel.  Travelers will receive the following documentation (some if not all, as applicable):
a. Verification of US DOS travel alerts, warnings and security information

b. Restricted Party Screening review – including individual, company and blocked foreign nationals by country reports (provided by the Office of International Education per procedure approved by the Office of Research Compliance and Assurance)
c. Trade Sanction country review

d. International travel and 24/7 emergency assistance insurance information

e. Completion of emergency contact and related foreign travel supporting information as requested.

f. Completion of the Annual Temporary Export Certificate
2. Following receipt of documentation listed in item 1 above the potential traveler completes "USA Request for Professional Leave or Travel” form(s) at least 30 days PRIOR to traveling and prior to requesting expense payments related to foreign travel.  The approval process includes Department/unit head, College or Unit dean/head, and the appropriate senior Vice President/ USA President approval.
3. Submit all paperwork (including the International Travel Review documentation provided as a result of the review in item 1 above) to the appropriate department head for signature and review.

4. Submit completed forms to the Senior Vice President for Academic Affairs or Vice President for Health Sciences for review and action deemed appropriate.  

5. Approval notification will be sent by the appropriate administrative office to the traveler and respective departments/units.
6. Prior to travel prepayments, traveler attaches a copy of fully approved request form any requests for pre-payment of conference registration/fees, airline ticket requests, or any other payment requests applicable to the approved travel. Note: no airline ticket purchases, conference registrations, etc. will be approved prior to the completion of the foreign travel authorization documentation.
7. Upon completion of travel - reimbursements, traveler attaches a copy of fully approved request form to travel reimbursement request including copies of any additional documentation required.

Offices responsible for review and implementation of this policy:

· VP  Research

· Senior VP Academic Affairs

· VP Health Sciences
· Research Compliance and Assurance

· Risk Management

· International Education

· Financial Affairs
APPENDIX I
THE UNIVERSITY OF SOUTH ALABAMA
Policy Concerning Study, Travel, and Research in High Risk Locations and or 

Countries Under U.S. State Department or Other Agency Travel Warnings and Alerts
As the daily lives of Alabamians are affected more and more by events around the world, in order to better serve the State and its citizens, The University of South Alabama has and is developing a global presence.  Its students take advantage of opportunities for international education and research through organized study-abroad programs, more informal educational trips, and independent study and research funded in whole or in part by the University.  Its faculty and staff participate in international educational and research opportunities, both to attain additional knowledge themselves, to share their expertise with other countries and to develop initiatives of the university in part or as a whole.  USA is committed to becoming a premiere institution of higher education with a global presence. 

As the University’s contacts with the rest of the world expand, additional risk is inevitable as its activities are affected by war, terrorism, political unrest, disease, and natural catastrophes in other countries.  The University endeavors to balance the value of participation in international educational activities against the potential risk to its students and employees of such participation.  In balancing these factors, the University relies on information from the U.S. Department of State, the US Centers for Disease Control, World Health Organization, US Department of Treasury Office of Foreign Assets Control and other agencies (see note below *).  

Most notable and readily identifiable of the information are the US federal travel alerts and warnings.  Specifically, Department of State Travel Warnings fall into several basic categories: (1) alerts or warnings of conditions that heighten the ordinary risk of travel to a particular country and (2) more urgent travel warnings that prohibit, restrict or otherwise urge U.S. citizens to defer travel to and or to depart that country.  
The Centers for Disease Control has three categories of CDC Travel Notices that are relevant for purposes of this policy: (1) Outbreak Notice—issued when there is an outbreak of a contagious disease in a limited geographic area; (2) Travel Health Precaution—issued when a disease outbreak of a greater scope is occurring in a more widespread geographic area; and (3) Travel Health Warning—issued when there is a widespread, serious outbreak of a disease of public health concern. (At this warning level, the CDC recommends against non-essential travel to the area.)
Additionally other sectors of the US government may place similar warnings and or restrictions in place such as the US Department of Homeland Security, the US Department of the Treasury Office of Foreign Assets Control (country sanctions program), etc.
Therefore the following policies will be in place related to USA international travel for students, faculty and staff:

I. STUDENT TRAVEL – Degree/Non-degree, Undergraduate, Graduate or Professional

a. ALERT, “HEIGHTENED RISK” TRAVEL ADVISORIES including outbreak notices/travel health precautions. (Alert)
No student shall be required to participate in an educational activity under University auspices in a country for which the Department of State or other agency has issued a travel Alert.  A student who wishes to travel, under University auspices, to a country for which the State Department or any other agency has issued a “heightened risk” travel Alert may be able to do so, under the following conditions: 

1. The student must review the travel Alert and all advisory information as well as the U.S. Department of State Consular Information Sheet for the country in question.  Both documents may be accessed on the web at http://www.state.gov, http://wwwn.cdc.gov/travel , or other as appropriate to the specific situation. 

2. The student must consider carefully the risks described in the travel Alerts/advisory information and, weighing those risks against the value of the educational opportunity to the student, make his or her own determination about whether to continue with the planned research or study activity.  In balancing these factors, the student should take into consideration the possibility that the existing travel Alert or advisory may be changed to a more urgent type of warning, triggering section II of this policy and possibly affecting the student’s ability to receive a refund of monies already expended for the research or study activity.  The student should also take into consideration the possibility that, if he or she encounters difficulties abroad, the University and even the U.S. Department of State may be unable to assist. 


3. The student must sign a specific informed consent release, acknowledging the existence of the travel alert/advisory, risk conditions (known or unknown) and his/her decision to continue with the planned activity despite that warning, and releasing the University from liability for injuries suffered by the student while participating in the activity.  If a student is under age 19 at the time of signing, his/her parent or guardian must also sign this release.  For older students, the parental/significant other notification may be modified at the discretion of the Director of International Education following consultation with USA Risk Management and University Counsel.  All students however will be required to sign an informed consent release.
II. STUDENT:  TRAVEL WARNINGS FORBIDDING, RESTRICTING OR URGING DEFERRAL OF TRAVEL
When the U.S. Department of State or other agency issues a travel warning that forbids, restricts, or otherwise urges U.S. citizens to defer travel to or depart from a certain country or location, the following rules apply:

1. University study abroad programs in that country shall be suspended.

2. No student shall be allowed to travel to that country under University auspices.  

3. No student shall be given University funding for any activity in that country.  If the student has already received such funding prior to the imposition of the travel warning, the funding shall be returned to the University.  Where a portion of the funds have already been expended in furtherance of the activity before the travel warning was imposed, the Director of International Education, after consultation with the relevant department(s), shall decide the amount to be returned to the University. 

4. If the student(s) is(are) already in the country for which the travel warning has been issued, the Director of International Education shall decide, in consultation with others having knowledge of the situation, whether the student(s) shall be required to return to the U.S.  Where the student(s) is(are) required to return to the U.S. or where the student(s) desire(s) to return to the U.S. under these circumstances, the University will, at the student’s request, endeavor to help the student(s) make arrangements for his/her (their) return. 

5. Where the study abroad program has already been initiated in country and the decision has been made to withdraw the program, efforts will be made to provide “pro-rated” academic credit, continued study options, etc.  Academic credit arrangements however cannot be guaranteed in advance and are fully dependent on the circumstances and academic programs and will be made in writing with the student at the time of the program modification/discontinuation.

6. Where the student has pre-paid the costs of a University-sponsored study abroad program the student may be eligible for a refund of all or a portion of the payment, but the availability of a refund is not guaranteed and will depend on availability of recoverable funds as well as expenses incurred. 

7. If a student(s) elects to remain in country, travel and participate in the activity despite the travel warning and the University rules set out above, section 3 above pertaining to use of University funds applies and section 5 pertaining to academic credit applies.  In addition, if the student(s) remains(ing) in, participates in research or other educational activity in a country where USA has either discontinued or not provided approval, the student(s) will not receive any academic credit from the University for that research or educational activity. 

III. EMPLOYEE:  TRAVEL TO COUNTRIES UNDER TRAVEL WARNING
The University recognizes that, in times of international crisis, its employees may possess valuable expertise that is needed to assist with the resolution of the crisis.  Consequently the University has implemented a review process for locations deemed more hazardous for routine approval or falling into one or more of the categories listed above.  The following rules and conditions apply to such travel:

a. No employee shall be required as part of their USA business activities to travel to a country for which a Travel Warning has been issued.   Additionally, travel on university approved business to countries with significant security concerns, alerts, and or warnings by the US DOS, CDC, or other agencies may be restricted, deferred or denied. 

b. Where travel is not critical to the situation, programs or activities of USA either at home or in the specific country location such travel shall be postponed or otherwise delayed until the US DOS Warning is lifted.  Approval will be denied until such time as the warning and risks are no longer deemed inappropriate for travel.   


c. Where travel is critical to the situation or operations of the university said travel plans shall be reviewed by the Director of International Education in consultation with the USA Risk Management Office and University Counsel.  At a minimum


i. A review of the rationale for the travel will take place.  The traveler and supervising academic or administrative unit will need to provide significant evidence of the critical nature of the activity and a rationale why the risk is outweighed by the projected results of the activity.

ii. Employees who wish to travel to such a country will be required to review the Consular Information Sheet and Travel Warning at http://www.state.gov and other available material about the conditions in the country in question and to consider carefully whether the value of the travel to them outweighs the risks they will face if they choose to travel.


iii. Employees will be required to sign a specific release and informed consent document related to the security and liability issues involved with travel under such conditions. The Employee shall take precautions with respect to his or her personal safety.  He or she must recognize that the University, and even the U.S. Department of State may be unable to help in the event he or she encounters difficulties abroad.


iv. Employees will carry a 24/7 emergency assistance support services insurance plan that includes at least $100,000 for security as well as political evacuation coverage in addition to unlimited medical evacuation, repatriation of remains and security monitoring/reporting capabilities.

v. USA will review and provide any/all relevant information related to issues related to insurance (health, liability, etc.) based on the specific conditions and situation.  (Note: many health and related insurance plans have exclusions and limitations for coverage in areas of political unrest, war, violence, terrorism, etc.) 


IV. AUTHORITY OF THE DIRECTOR, INTERNATIONAL EDUCATION
Where it is not clear from its wording whether a travel alert or warning falls into category 1 or 2 (or sections (I), (II) or (III)) as set out above, the Director of International Education shall have the discretion to decide the issue, after appropriate consultation and review.  Specifically the Director of International Education shall also have the authority to not approve/not recommend international travel on university business (funded/unfunded yet supported professionally or for academic credit) to locations deemed to fall within the policies outlined in this document.  

In any situation involving a travel alert or warning, the special conditions that caused the warning to be issued* may warrant additional or different University rules and responses.   In such a case, the Director of International Education shall have the authority to establish such rules and responses in consultation with such other people as the Senior Vice President for Academic Affairs, University Counsel, and Risk Management as deemed appropriate under the circumstances.

* As an example but not as a limitation, such a situation could include travel to an area that is suffering a disease outbreak where there is a risk that the employee/student(s) may become exposed and or may run the risk of spread the disease to the University and or community upon return.  The US Centers for Disease Control, World Health Organization and related local agencies may issue independent travel advisory, alert or warnings independently of the US Dept. of State.  Other nations may also issue alerts or warnings for nationals of said countries to limit, defer or otherwise suspend travel to areas of the world; such information may also be used as a reference in making specific determinations related to USA policy for travel authorizations.  Additionally security assistance services such as MEDEX Secure ASI may provide enhances security risk assessments that support, clarify or go further than similar alerts or warnings offered by other agencies.
Ver. 3/25/2008, amended 4/14/08, amended 7/04/2009
Ref:  http://travel.state.gov/travel/cis_pa_tw/cis_pa_tw_1168.html , http://wwwn.cdc.gov/travel/notices.aspx  , http://www.who.int/csr/outbreaknetwork/en/index.html , http://www.unc.edu/campus/policies/Travel%20Warning%20Policy.pdf 
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