
 

OLDS COLLEGE 
POLICY 

Olds College recognizes the need for Policies and Procedures, and the need for staff and students to be familiar 
with and follow such policies and procedures.  It is the intent of Olds College that breach of College policies or 
procedures shall result in disciplinary measures up to and including suspension or termination.  This applies to all 
College staff and representatives. 
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POLICY STATEMENT 
 
Olds College values the benefits of international travel for students, staff, and faculty. Participation in international 
experiences provides students with the chance to expand their personal horizons and develop cross-cultural skills. It 
increases their educational experience, adds significance to their credentials and enhances their opportunities for 
entrepreneurship and employment in the world- wide market.  The College is committed to supporting safe and 
educational international travel experiences.  
 
SPECIFIC GUIDELINES 
 
This policy applies to all international travel and activities at Olds College that are required as part of a course/program 
or are formally organized by a department at Olds College.  This policy does not apply to staff professional development 
or travel to international meetings or conferences.  
 
Each trip must have designated an On-site Organizer. The On-Site Organizer is a faculty member, Program Coordinator 
and/or Department Director. The On-site Organizer will ensure that students, staff, and faculty complete a “Waiver of 
Liability, Assumption of Risks and Indemnity” prior to International travel covered under this policy. Those under the age 
of 18 must have parental/guardian signature.  
 
The On-Site Organizer of each trip must also develop an “Emergency Protocol” that is signed off by the Director of the 
International Department.  
 
IMPLEMENTATION AND ADMINISTRATIVE RESPONSIBILITY 
 
The Vice President, Student and Support  Services in consultation with the Director of the International Department. The 
policy will be reviewed every five (5) years. 
 
Please also see: 
 D41 International Trips - Procedures 
 Appendix 1: Waiver Form – International Activities and Travel 
 Appendix 2: Emergency Protocol – International Activities and Travel 

  



     

 

OLDS COLLEGE 
PROCEDURES  

Olds College recognizes the need for Policies and Procedures, and the need for staff and students to be familiar with 
and follow such policies and procedures.  It is the intent of Olds College that breach of College policies or procedures 
shall result in disciplinary measures up to and including suspension or termination.  This applies to all College staff 
and representatives. 

SUBJECT AND POLICY NUMBER D41 International Trips 

NEW \ REVISED 

Vice President 
Student and Support Services 

Vice President 
Academic and Research 

Vice President 
Advancement 

April 18, 2016   
 

  
 
There are many risks associated with international travel. Olds College will attempt to mitigate risks where possible to 
allow students, staff and faculty to have safe and educational international experiences.   
 
Approval 
 
No classes may be cancelled or other travel arrangements made without Dean/Director/Coordinator approval 
Students must submit a proposal to the appropriate Dean/Director/Coordinator giving the details of the proposed trip 
including time, place, purpose, and costs. A minimum of one week’s notice is required.  
 
Supervision 
 
One or more College employees must accompany any group of students on an international trip. There must be at least 
one College employee per 15 students. There will be a designated On-Site Organizer for all international activities and 
travel.   
 
Travel Documents 
 
Students, staff and faculty travelling internationally must have a valid passport, one other piece of photo ID, proof of 
required vaccinations, access to funds, and a clean criminal record. Copies of all passports, medical and travel insurance, 
and emergency contact information will be collected well in advance of the trip.  All travelers are responsible for, and 
cover the cost of their own vaccines, insurance, passports, and other documentation. 
 
Travel Precautions and Emergencies 
 
Trips must abide by the Canadian Department of Foreign Affairs Trade and Development travel advisories   
http://travel.gc.ca/?_ga=1.92443929.505783277.1411572582. Olds College will not authorize travel to countries where 
the Government of Canada has issued “avoid non-essential travel” or “avoid all travel” advisories. On-Site Organizers 
must monitor these updates prior to and during travel. 
 
Participants must be registered with the Department of Foreign Affairs and International Trade’s Registration of 
Canadians Abroad before departure to ensure accountability in case of emergency. 
http://travel.gc.ca/travelling/registration  
 
There must be an Emergency Protocol in place prior to the trip that is signed off by the Director of the International 
Department.  
 
 
  

http://travel.gc.ca/?_ga=1.92443929.505783277.1411572582
http://travel.gc.ca/travelling/registration


     

 
Language and Communication 
 
Olds College will ensure that a translator is available for all international travel where English is not a common language. 
The On-Site Organizer must have a cell phone that can make international calls back to Canada.  
 
Health Insurance and Medical Care  
 
Students, staff and faculty must ensure that their travel insurance includes medical, dental, repatriation of remains (no 
cremation), and emergency airlift/evacuation coverage.   

a) Immunizations:  Participants must have proof of their required immunizations. A list of required immunizations by 
country can be provided by a doctor, travel clinic, the Government of Canada http://travel.gc.ca/travelling/health-
safety/vaccines?_ga=1.74678737.274748100.1442945156, or Alberta Health Services.  

b) Medical/Dental information:  In case of an emergency, participants should have a list of drug prescriptions they 
require (brand name and generic name), allergies, blood type, eye glass prescription, name and phone number of 
their doctor, and, if required, a letter from their doctor describing treatments for any pre-existing conditions.  

c) Prescription Medication:  If travelling with prescription drugs or medical devices, participants should bring receipts 
so local authorities know the products are not for re-sale.  

d) Death certificates and repatriation:  Participants must be aware that death certificates from foreign countries may 
not be valid in Canada and may need to be translated by a Canadian certified translator for any insurance claim 
related purposes. Olds College recommends that if a death occurred in a foreign country, no cremation of remains 
must be performed, as there may be a police investigation related to the circumstances and causes of such event.   

 
At least one College employee on the trip must be trained in first aid and carry a first aid kit at all times. Local hospitals 
with Western medical standards must be identified prior to the trip. 
 
Personal Safety and Conduct 
 
The On-Site Organizer must be aware of health and safety hazards associated with the trip and identify the necessary 
controls associated with those hazards.  
 
The On-Site Organizer is authorized to set standards of behavior and to apply the College’s Code of Conduct Policy. If 
participants do not comply, the Organizer is authorized to send them back to Canada, unattended.   
 
Participants will attend an orientation session prior to travel that sets out guidelines around personal safety. This session 
will include: 

a) A discussion on health and safety protocols 
b) A process to share contact, emergency, and hotel information with fellow Olds College travelers. Participants 

should be willing to tell another participant of their plans if they leave the group including where they are going 
and when they will be back. This will make it easier to find participants if there is an emergency or if someone 
goes missing.  

c) A discussion about traveling alone. Being alone, especially at night, may present additional danger to safety and 
wellbeing. 

d) A discussion of the Emergency Protocol and an agreement to follow the instructions of the On-Site Organizer in 
the event of an emergency 

e) Information on the Olds College Code of Conduct  
f) A discussion of any particular cultural or environmental issues regarding food, gender, sexual orientation, dress, 

etiquette, and behavior.  
g) A discussion of any particular legal issues such as sexual harassment, illegal substances, etc. Students/staff are 

subject to the laws of the country they are travelling in.  
h) Instruction in how to use any equipment and protective gear required for the trip. 
i) Information on currency and how to access funds.  

 

http://travel.gc.ca/travelling/health-safety/vaccines?_ga=1.74678737.274748100.1442945156
http://travel.gc.ca/travelling/health-safety/vaccines?_ga=1.74678737.274748100.1442945156


     

Money 
 
Participants are responsible for ensuring they have access to funds while they are travelling. This may mean a credit card 
that is accepted in the country, a bank card that works in the country, or the ability to withdraw cash from a local bank. 
The use of credit cards may be limited or non-existent in rural areas of some countries. ATM machines may or may not 
work. Participants must be aware of the preferred local currency.  
 
Transportation 
International flights will normally be booked as a group through a travel agent. This allows increased flexibility and a 
safety-net in case there is a need for re-booking, problem-solving, and assistance in emergencies.  
 
Olds College will only book travel with commercial or public transportation companies such as taxies, busses, trains, 
airlines, and reputable rental vehicle services with drivers.  The On-Site Organizer cannot transport participants nor can 
participants transport each other.   
 
Accommodation 
 
Olds College will only book commercial accommodation that offers daily cleaning, locked room doors and windows, 
safety deposit boxes, clear exits in case of emergency, an in-room phone that can reach hotel reception 24 hours/day, 
and in-room washrooms with showers/baths.  In practice, this typically means a minimum of a 3 star hotel. Under 
special circumstances, the college may arrange for vetted accommodation in a private house. All students/staff will 
receive a business card from the hotel so they know where they are staying.  
 
Sustainability  
 
Where at all possible, Olds College international travel will attempt to minimize its ecological footprint through carbon-
offsetting for flights, the use of safe public transportation, or green initiatives that benefit local ecosystems or 
economies.   
 
 
 
 



 

 

Appendix 1: Waiver Form - International Activities and Travel 
 
Warning! 
By signing this form, you give up your right to bring a lawsuit or court action to recover compensation for 
any injury or loss to yourself or to your property, and the right of your personal representative to bring 
an action to recover compensation for your death, injury, or other damages arising from participation in 
Olds College Activities outside of Canada. 
 
I, ______________________________ (full name), understand that international travel and Activities 
involves risks and hazards. These may include, but are not limited to, the following:  

 Risks involved in traveling to, within, and returning from, international locations; 

 Theft or loss of personal belongings;  

 Higher level of violence and crime than Canada;  

 Diseases which are not common in Canada;  

 Road system or transportation system that may be of a lower standard than Canada;  

 Homesickness;  

 Cultural differences;  

 Lower safety standards;  

 Pollution levels, environmental standards, and air and water quality that is different than in 
Canada;   

 Different standards of living, poverty levels, socio-economic levels, and education levels than in 
Canada  

 Different standards of design, safety and maintenance of buildings, public places and 
conveyances;  

 Foreign laws, restrictions and regulations;  

 Medical facilities which may be of a lower standard than those in Canada and health and safety 
standards that differ from those in Canada;  

 Natural disasters and local weather conditions; and/or  

 Risks or hazards as a result of past or present military activity, political unrest or terrorist 
activities.  

 
I irrevocably agree to RELEASE, SAVE HARMLESS AND INDEMNIFY Olds College, its Board of Governors, 
officers, employees, invitees, agents, representatives, officials, servants, successors, assigns, and 
independent contractors (herein collectively called the “Agents”) from and against all claims, actions, 
causes of action, costs, expenses and demands and liabilities of any nature or kind whatsoever and 
howsoever caused, arising out of, or in connection with each and either of: 

a) my taking part in the Activity, and 
b) my travel to and from the Activity 

 
I irrevocably agree to pay the cost of any medical attention or services rendered to me or for my benefit 
while participating in the Activity, or thereafter, including, without limiting the generality of the 
foregoing, any emergency evacuation of my person and belongings, that may be necessary, 
notwithstanding the evacuation may have been contributed to or occasioned by any act, or failure to 
act, by the Agents, including without limitation, negligence of Olds College or of any one or more of the 
other Agents.  



 

 

I recognize that international travel may subject me to potential risks, illnesses, injuries and even death. 
I have made my own investigation of these risks, understand these risks and assume them knowingly 
and willingly. 
 
I acknowledge that it is my responsibility to take every precaution to safeguard my person and to 
protect my personal belongings from damage or theft.  
 
I understand that it is my responsibility to have appropriate documentation, vaccinations, travel 
insurance, emergency contact information, and access to funds.  
 
I recognize that it is my obligation to conduct myself in a manner compatible with local laws and 
regulations. I understand that it is also my obligation to conduct myself in a manner compatible with 
Olds College’s Code of Conduct. It is my responsibility to become informed of, and abide by, all such 
laws, regulations, and standards.  
 
I acknowledge and accept all of the risks, both inherent, and as may otherwise be associated with my 
participation in the Activity, and I expressly acknowledge the risk and possibility of personal injury, 
death, property damage, and loss resulting from my participation; and I unconditionally agree and do 
hereby assume and accept all those risks. 
 
I hereby waive any obligation or duty of the Agents to notify me of any circumstances, conditions, 
danger or otherwise regarding the Activity or affecting my participation in the Activity 
I have carefully read this RELEASE and I understand it. I acknowledge and agree that by entering into this 
RELEASE and signing it, I am not relying on any oral or written representation or statements made by 
Olds College or the other Agents, including those made in any publications, brochures or calendars 
issued by Olds College or the other Agents, to inform me of or to induce me to undertake the Activity. 
 
I confirm that I have been advised that this document seriously affects my rights and that I have been 
advised to get my own legal advice before I sign this agreement. 
 
This RELEASE shall be interpreted pursuant to the laws of the Province of Alberta and shall bind my 
heirs, next of kin, personal representatives, executors, administrators, and assigns.  
 
Dated at this _____ day of 20___.  
 
_______________________________   ____________________________________ 
Signature of Witness     Signature of Participant 
 
 
_______________________________   _____________________________________ 
Print Name of Witness     Print Name of Participant 
 
Signature of Parent or Legal Guardian is required only if the Participant is under the age of eighteen (18) 

 
______________________________   ______________________________________ 
Signature of Parent or Legal Guardian   Print name of Parent or Legal Guardian  
  



 

 

Appendix 2: Emergency Protocol – International Activities and 

Travel  

There will be a designated On-Site Organizer for all Olds College international activities and travel. In an 

emergency, the On-Site Organizer’s first responsibility is to safeguard the safety and well-being of 

program participants.  This may include getting medical help, contacting the Canadian Embassy, or 

calling the police.  

 

When all has been done to assure the participants' well-being, the On-Site Organizer should contact the 

following as appropriate: 

 

Emergency Contacts at 
Olds College 

Phone Number Cell Phone Email  

Director International 
Department 

   

Registrar    

Director Human Resources    

Vice President Student 
Services 

   

Nurse    

Immediate Supervisor     

Insurance Company    

    

    

 

 

Local Emergency Contacts  Phone Number Cell Phone Email  

Hospital/EMS    

Police     

Canadian Embassy     

Translator     

On-Site Organizer     

Hotel Name     

 

 

Name of Student Name of 
Parent/Guardian 
for  Emergency 

Phone Number Cell Phone Email  

     

     

     

     

     



 

 

     

 

The On-Site Organizer must have access to a cell phone that can make international calls.   

 

Please note: the Olds College Toll Free Phone Number (1-800-661-6537) DOES NOT WORK IF CALLING 

FROM OUTSIDE CANADA.  

 

When to contact the Canadian Embassy or Consulate:  

The On-Site Organizer must have the contact information for the local Canadian Consulate or Embassy. 

The Embassy may be contacted for concerns such as lost or stolen passports, medical emergencies, 

victims of crime, arrest and detention, hijackings and kidnappings, financial assistance, missing persons, 

death abroad, civil emergencies,  and natural disasters.  

 

Services offered by consular officials: 

In emergencies 

 Help in a medical emergency by providing a list of local doctors and hospitals. 

 Help arrange for a medical evacuation if a necessary treatment is not available locally. 

 Provide advice and contact information on local police and medical services to victims of 

robbery, sexual assault or other violence. 

 Provide assistance in cases of missing persons or the abduction of a child to another country. 

When legal issues arise 

 Provide a list of local lawyers. 

 Provide sources of information about local laws and regulations. 

 Seek to ensure Canadians are treated fairly under a country’s laws if someone is arrested or 

detained 

 Notarize certain documents. 

When other issues arise 

 Replace a lost, stolen, damaged or expired passport. 

 Contact relatives or friends to request assistance in sending money or airline tickets. 

 Transfer funds if urgent financial assistance is required. 

 Contact next of kin if there has been an accident or someone has been detained by police. 

 Provide advice about burying a Canadian abroad or assist in repatriating the remains to Canada. 

 Advise local police in Canada to contact next of kin in case of death. 

 Request that local authorities investigate suspicious circumstances in the event of an alleged or 

apparent crime or death (although consular officials cannot interfere in a local investigation or 

legal matter). 

 

When to contact the police: 



 

 

The On-Site Organizer must be familiar with how to contact the local police. Some countries have police 

offices that specialize in assisting tourists. In some countries, minor crimes can be reported online.  

In the case of an assault, mugging, robbery, car accident, etc., the victim/perpetrator should 

immediately file a report at the police office nearest to the scene of the crime. The On-Site Organizer, as 

well as a translator if necessary, should accompany the victim/perpetrator to the police station. 

The police will need names, contact information, passport and ID, and details of the crime including 

exact location, time, witnesses, and any photographs. Police Reports typically name the victim of a 

crime, witnesses who might have information needed to investigate the matter, the classification of the 

offense, and other pertinent data. Accident reports commonly include a diagram of the accident scene 

to determine who might be at fault. The police will ask for a description of what happened and the 

victim/perpetrator may be asked to sign a statement. The statement should be read carefully. If it is in a 

language other than English, ask for translation help. The On-Site Organizer and the victim/perpetrator 

should write down the police case or file number and the officer’s name. 

If unable to go to the police immediately, record all the details about the crime. If possible, have 

photographs taken of any injuries.  

The victim/perpetrator, along with the On-Site Organizer, should also report the crime to the Canadian 

embassy or consulate.  

 

When to contact a hospital: 

The On-Site Organizer should have first aid training and a first aid kit at all times. The On-Site Organizer 

should also have the contact information for the nearest hospital with western medical standards. The 

Canadian Embassy can help in providing a list of hospitals. 

 

In a medical emergency, the On-Site Organizer or designee, as well as a translator if necessary, should 

accompany the student to an appropriate health care provider.  Please be aware that cash will be 

necessary to pay for the service. Hospitals may take the patient’s passport and expect payment in full 

for any treatment or surgery prior to discharge.  

 

Emergency departments in hospitals will need name, age, contact information, emergency contact 

information, passport and ID, health insurance information, possibly medical history, blood type,  

medications, possibly the name and contact info of your doctor at home, and any allergies.   

If a medical emergency is critical and parents/emergency contacts should be informed, the On-Site 

Organizer should contact the Director of the International Department. The Director of the International 

Department, in conjunction with the Registrar for students or the Director of Human Resources for staff, 

will contact parents/emergency contacts. The Vice President Student Services will act in the absence of 

the Registrar or the Director of Human Resources, as appropriate.   

 

When to contact insurance companies: 



 

 

Medical Insurance:  If a traveler needs to see a doctor or visit a hospital overseas, the person will most 

likely need to pay cash on the spot. In order to get reimbursed by their health care insurance provider, 

they will need to file a claim (usually after they return to Canada) and include an itemized receipt from 

the hospital.  The On-Site Organizer should: 

 be aware of what the travel insurance covers – medical procedures, services, devices, 

medication, etc. 

 assist student/staff member to obtain cash as required  

 remind the student/staff member to keep all receipts.  

 

Automobile Accidents: Once everyone’s immediate health and safety has been taken care of, the On-

Site Organizer should get the following information: 

 the name, address and telephone number for any other drivers and vehicle occupants involved 

in the accident 

 the insurance policy information for any other drivers involved in the accident 

 the law enforcement agency responding to the accident (for example: Municipal Police, County 

Sheriff, or State Highway Patrol) and the badge number of the Officer who responded 

 the date, time and place of the accident  

No one should leave the scene of the accident until allowed to do so by the police. In some countries, it 

is a crime to leave the scene. The On-Site Organizer should then contact the car insurance company (if 

required), either immediately or the next day.  

When to return to Canada in an emergency:  

 

If there is a large scale emergency, the On-Site Organizer should contact the College and let them know 

of the participants’ status, contact the Canadian embassy, follow the local news, follow the instructions 

of local authorities, and consider leaving by commercial means if it is safe to do so.  

 

Questions to ask when assessing the situation  

Is continuation of classes/activities feasible?  

How close is the emergency to students and staff?  

Have there been fatalities or injuries?   

Have essential services been disrupted (food, water, power, communications, medical supplies)?  

Have social services been disrupted (healthcare, schools, media services)?   

In the case of adverse weather, do students have safe shelter?   

Is it possible to return to Canada?   

Are other people being evacuated?   

Have people’s ability to travel been impeded (curfews, blockades, loss of public or private 
transportation, roads closed)? 

 

What was the target of unrest, if the event was political?  

What is the intensity of the emergency or of the political unrest?  

Are there military or emergency personnel at the site of the emergency?  



 

 

What is the advice of the nearest Canadian embassy or consulate?  

 
During an on-going crisis, the On-Site Organizer should keep the Director of the International 
Department informed on a regular basis, daily or as need dictates. The International Director will 
communicate with the Registrar and the Director of Human Resources as appropriate (or the Vice 
President of Student Services in their absence).  
 

Students/staff will be evacuated or sent home if a situation deteriorates to the point where the degree 

of risk to participants is deemed unacceptable.  If this unlikely event were to happen, the On-Site 

Organizer, the Canadian Embassy, the Director of the International Department and appropriate 

individuals at Olds College will develop an evacuation plan in as much detail as possible.  

In the event of a significant crisis, students/staff have the option of returning to Canada. Depending on 

whether the College can re-coup some of the travel costs, there may be the possibility of a partial 

refund. 

 

During a political crisis or some other emergency during which foreigners in general or Canadian citizens 

in particular may be at risk, the On-Site Organizer should tell the students/staff to avoid demonstrations, 

confrontations or situations where they could be in danger; avoid behavior that could call attention to 

themselves; and avoid locales where international visitors are known to congregate. The On-Site 

Organizer and participants should not make statements to the press or on social media if there is a 

serious emergency. 

 

Dated at this _____ day of 20___.  
 
 
_______________________________   ____________________________________ 
Signature of On-Site Organizer   Signature of Director of International Department  
 


