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Policy Effective Date: September 1, 2015 

Policy Sponsor: Student Life and Provost’s Office 

 

For questions on this policy contact the Office of Student Life 

 

Policy Purpose 

This policy applies to all student trips where the College may offer funding, advice, and 

administrative support.  This not only includes Athletic, Alternative Spring Break, and Office of 

Student Leaderships and Activities trips; it also includes trips for College sponsored research, 

conferences, independent study, and faculty driven trips.   

 

The College recognizes that Simmons students benefit from participating in off-campus events 

and activities such as conferences, athletic games, or social trips.  The College encourages and 

permits such travel and frequently offers administrative and financial support for these trips.  The 

College seeks to ensure the safest opportunities and methods of transportation for these trips in 

order to mitigate travel risks.  To that end, the following policy contains minimum requirements 

for student travel on College activities and events other than those for study abroad which have 

been separately established.   

 

Departments sponsoring trips, such as academic units, athletics and/or student organizations, 

may require and enforce more rigorous standards than this policy to address requirements 

associated with any specific trip. 

Definitions 
Sponsored Trip: A sponsored trip is one administered or funded (or partially funded) by a 

Simmons department (Sponsoring Department). Funding may include departmental funds, gift 

funds, or student fee funds.  To sponsor a trip, each department must go through the appropriate 

approval process for a Sponsored Trip as defined by its division. (See sample approval process in 

Appendix E). 

 

Sponsoring Department: The Sponsoring Department assumes responsibility for the creation, 

direction, administration, and/or financing of the trip. 

 

Trip Administrator: The person in the Sponsoring Department who ensures completion of all 

administrative responsibilities for the trip. This can be the same person as the Trip Supervisor. 

 

Trip Supervisor: A staff or faculty member who attends the trip. 

 

Student Leader: A student who acts as a Trip Supervisor for student-only trips. 

 

Trip Participant: A student who attends the trip. 
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Guest: An individual who is not a Simmons student, faculty, or staff member.  This can include 

students from the Colleges of the Fenway. The Sponsoring Department would specifically define 

allowable guests for each trip they sponsor. 

 

Volunteer: An individual who is not a Simmons student, faculty, or staff member but who may 

be assisting or volunteering with the trip in an official capacity. 

 

On-duty: Refers to Trip Supervisor responsibilities when they are with trip members. Trip 

Supervisors might have portions of the trip where they are not on-duty, but are on-call. 

 

On-call: Refers to Trip Supervisor responsibilities when they are not with trip members. 

 Although Trip Supervisors may not be on-duty 24/7, they are on-call throughout the duration of 

the trip.  Trip Supervisors may use their best judgment to determine what they should do during 

on-call times. Supervisors should ensure their on-call activities do not conflict with their primary 

responsibilities on the trip, with the Code of Conduct, or impact the safety or experience of the 

program or the students. 

 

Travel Registration and Waiver Form: Every student traveling must complete a Travel 

Registration and Waiver Form (see Appendix A) to capture (1) their contact information while 

on a trip and (2) their emergency contact information.  Until a database is developed to capture 

this information, a copy of these forms should be sent to the Office of Student Life for all 

students going on overnight travel.     

 

Responsibilities 
 

1. Trip Administrator Responsibilities 
As part of the Sponsoring Department, the Trip Administrator responsibilities are to: 

 

 Ensure proper approval and documentation is obtained from the division leader to sponsor the 

trip. 

 Develop and facilitate components of travel, including pre-departure sessions, on-site 

management, and follow-up activities as defined by individual area’s processes. 

 Ensure that each individual participating has completed a Travel Registration Form (see 

Appendix A) which includes contact information, emergency contact information, and traveler 

responsibilities.  Provide a copy of this information to (1) the Office of Student Life for all 

overnight trips, (2) Study Abroad (for international travel), (3) the Sponsoring Department, and 

(4) other relevant offices as appropriate, so that they have the necessary information regarding 

who is traveling, when, and where.  

 Plan travel and logistical arrangements for the off-campus component of the trip as appropriate. 

Work with Purchasing and travel vendor(s), such as travel agents, bus companies, and airlines.  

 Provide orientation to review and discuss the objectives of the travel event, including 

expectations and health and safety issues.  Ensure participants (students, volunteers, and guests) 

receive and read the Travel Safety Tips document (Appendix B) and the Honor Code and Code 

http://www.simmons.edu/offices/finance-administration/administrative/purchasing/travel/index.php
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of Conduct (Appendix C).   Ensure participants (students, volunteers, and guests) read, sign, 

and submit the Registration and Waiver Form (Appendix A)  
 Ensure that Trip Supervisor has off-hours contact information for College contacts in case of 

emergency (i.e., contact information for the Trip Administrator, Simmons College Police 

Department (SCPD), and Student Life).  

 Communicate regularly with the Trip Supervisor. 

 Respond appropriately to emergencies or behavioral issues and work with College personnel 

such as, the supervisor of the unit, Student Life, and SCPD as needed. 

 The Sponsoring Department should contact the Senior Vice President of Finance if there is an 

accident in a College vehicle or rented vehicle used while on College business.    

 The Sponsoring Department should contact the Budget Office at (617) 521-2089 or 2004 if other 

question arise related to auto and liability insurance guidelines for staff and students on student 

trips.    

 Ensure that all participants abide by the policies set forth in this policy and the Simmons “Travel, 

Hospitality, and Business Expense Policy” as well as any other internal departmental policies. 

 Closely monitor political and other current events that might impact the feasibility and safety of 

any trips and programs. Refer to the State Department Website for safety guidelines and travel 

warnings for international travel. 

 For any international travel, work closely with the Director of Study Abroad at Simmons and 

follow the Study Abroad guidelines. 

 For international travel, meet with students formally to discuss content, in-country experiences, 

extracurricular activities, and cross-cultural adjustment. 

 Refer to CORI, Background Check, and Motor Vehicle Operation Safety Policies to ensure that 

Trip Supervisors and all non-students (including volunteers) have met the requirements of these 

policies.  

 Ensure that faculty and staff Trip Supervisors have completed the sexual harassment training 

offered through TCHS.   Student Supervisors will receive guidelines outlined by OSLA. 

 Within five days after the trip, collect and approve all program expenditures and submit for 

reimbursement in a timely manner according to the Simmons “Travel, Hospitality, and Business 

Expense Policy”  and Accounts Payable guidelines. 

 

2. Trip Supervisor and Student Trip Leader Responsibilities  
Trip Supervisors and Student Trip Leaders represent Simmons College and are expected to 

adhere to the highest standards of conduct while traveling.  Trip Supervisors and Student Trip 

Leaders have responsibility for the participants of their trips from the moment of departure 

through the moment of return to Simmons.  Though they may not be “on duty” at any particular 

moment, as defined in this policy, Trip Supervisors and Student Trip Leaders are expected to 

attend to the safety and security of trip participants at all times as their highest priority.  As a 

faculty member, coach, staff member, or chaperone for an off-campus trip, your general 

responsibilities are as follows: 

 

 Trip Supervisors who are employees of the College may be required to have background checks, 

CORI/SORI checks, and/or driving record checks as defined by the College’s policies.  Work 

with the Trip Administrator for details.  

http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
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 Obtain approval from your Simmons supervisor to attend the trip or event and work with your 

Simmons supervisor to arrange for approved time, in compliance with non-exempt overtime 

rules as defined by FLSA, to attend the trip. 

 All sleeping arrangements for Trip Supervisors should be discussed with the Trip Administrator. 

Non-student College employees should NEVER be sleeping in the same room as students 

overnight. The only exceptions to this policy are if a guest or volunteer is a family member of the 

student or in the case of Alternative Spring Break where the sleeping arrangements are 

communal.  

 Ensure all participants (students, volunteers, and guests) have completed a Registration and 

Waiver Form (Appendix A). 

 Respond appropriately to emergencies or behavioral issues and work with the Trip Administrator 

and other appropriate College offices including the supervisor of the unit, Student Life, or Public 

Safety, as necessary. 

 Ensure all participants abide by the policies set forth in this document as well as any internal 

departmental policies. 

 Understand “on-duty” and “on-call” expectations for the Trip Supervisors and Student Trip 

Leaders.   

 All faculty and staff Trip Supervisors are responsible for having completed the College’s sexual 

harassment training when they were hired.  Student Leaders are responsible for having attended 

Anti-Hazing training through the Office of Student Leadership and Activities.  

 Closely monitor political and other current events that might impact the feasibility and safety of 

the program. Refer to the State Department Website for international safety issues and travel 

warnings.   

 Collect and submit trip receipts to the Trip Administrator right after the trip.   

 

 

3. Office of Student Life Responsibilities 

The Office of Student Life’s responsibilities for student travel are to: 

 

 Receive from Sponsoring Departments, a copy of the Travel Registration and Waiver Forms 

via GoogleForms for all students traveling overnight.  This form should include information 

on how to contact the student that is traveling and emergency contact information. 

 Exempt people from trips as they deem appropriate. 

 Respond to behavioral issues, emergencies, and other unusual circumstances.            

 

4. Guests, Non-Registered Students, and Volunteers Responsibilities 
 

 Individuals who are not Simmons students, faculty, staff, or volunteers would be considered 

guests. A guest could also include a non-registered student or alumnae.  A registered student 

or current employee of the College is not a guest. 
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 Guests should be pre-approved by the Trip Administrator in accordance with the Sponsoring 

Department’s guidelines.   

 

 Guests and guest actions are not covered by the College’s liability insurance plan, however, 

they must abide by the Simmons Code of Conduct and must prepare a Travel Registration 

and Waiver Form.  Guests who are students enrolled at another college also must abide by 

the Code of Conduct for their institution.   

 

 A volunteer is an individual who is not a Simmons student, faculty, or staff-member, but is 

traveling with the group in an official volunteer capacity.  A volunteer must be approved by 

the appropriate OPs Team member.  In general, volunteers have the same responsibilities as 

Trip Supervisors, outlined in section above, however, expectations for volunteers should be 

clearly outlined.  

 

General Procedures for Organizing and Administering a 

Student Trip 

 
The Sponsoring Department should obtain appropriate approval in their division to sponsor a 

trip. The Sponsoring Department should publicize the trip and recruit appropriate students to 

attend in accordance with the trip’s mission. 

 

The Sponsoring Department and Trip Administrator should help plan trip logistics and off-

campus arrangements as appropriate. 

 

The Trip Administrator of the Sponsoring Department should collect Travel Registration and 

Waiver Forms (Appendix A) capturing contact information for the student and emergency 

contact information for all students and guests that are traveling.   

 

The Trip Administrator should hold an orientation meeting to educate students, Trips 

Supervisors/Student Trip Leaders, and volunteers of their responsibilities while traveling.  The 

Trip Administrator must make sure everyone understands they must abide by the Simmons Code 

of Conduct, the Honor Code, and Travel Safety Tips (Appendices B and C).  

 

Trip Supervisors and the Sponsoring Department should attend to any behavioral issues, 

emergencies, or other extenuating circumstances that arise.  

 

Within five business days of when the trip is completed, the Trip Administrators and the 

Sponsoring Department should collect and assist with processing all expense reimbursements in 

accordance with the Simmons “Travel, Hospitality, and Business Expense Policy” and Accounts 

Payable guidelines.  

         

Budget Policies  

http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
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For reimbursement of expenses for Simmons-sponsored student travel, the Sponsoring 

Department must abide by the College’s “Travel, Hospitality, and Business Expense Policy” and 

Accounts Payable Guidelines.  Expenses over $5,000 (e.g. bulk plane tickets), must be pre-

approved by the Senior VP for Finance and Administration, per the College’s “Over $5,000” 

Policy. 

 

Whenever possible, expenses should be charged on the Simmons College Credit Card.  If 

necessary, Simmons employees can obtain cash advances as described in the Simmons “Travel, 

Hospitality, and Business Expense Policy”.   

 

Transportation Guidelines  
Transportation arrangements should be made in accordance with the College’s “Travel, 

Hospitality, and Business Expense Policy”, using College-approved vendors. 

 

Under no circumstances can 15-passenger vans be rented or used for Simmons College travel. 

 Simmons students can never drive a Simmons vehicle and faculty and staff cannot rent vehicles 

on behalf of students.  In some rare cases a student may be able to rent a car on their own and 

receive reimbursement.  Check with the Trip Administrator if this applies and follow guidelines 

in the College’s “Travel, Hospitality, and Business Expense Policy”.   

 

The Simmons auto insurance does not cover students driving their personal vehicle even if it is to 

a Simmons-sponsored event.  If an accident occurs, the insurance coverage originates with the 

vehicle’s owner.   Faculty and staff driving for student events should refer to the College’s 

“Travel, Hospitality, and Business Expense Policy”. 

 

Code of Conduct for Trip Attendees 
 

Each Simmons community member, volunteer, or guest attending an off campus trip sponsored 

by Simmons College is expected to abide by the Simmons College Code of Conduct for the trip. 

 (See Appendix C)   

Students 

As a vital part of the collegiate experience at Simmons College, the Honor System embodies 

values of personal integrity, honesty, and trust. Fundamental to the Honor System is the Honor 

Code of Responsibility, and it is upon its principles that the College community has based the 

Simmons Standards of Conduct.  The Honor Code applies to students when on Simmons-

sponsored trips, just as it does while students are in Boston on the Simmons campus. The 

complete Honor Code of Responsibility can be found at 

http://www.simmons.edu/handbook/conduct/honor-system.php 

 

Failure to comply with the Simmons Honor Code and Code of Conduct may result in 

disciplinary action. 

 

http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://www.simmons.edu/handbook/conduct/honor-system.php
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Faculty, Staff, and Volunteers 
Faculty, staff, and volunteers who accept the responsibility of participating in a Simmons-

sponsored trip are expected to demonstrate the highest standard of conduct, to be a role model 

for students and a professional representative of Simmons.  Failure to comply may result in 

disciplinary action.  

 

Guests 

Guests are expected to abide by the Simmons Code of Conduct for the trip, as well as the Code 

of Conduct for any governing body under which they fall. 

 

Appendices 

Appendix A: Travel Registration and Waiver Form  
 
https://docs.google.com/a/simmons.edu/forms/d/1fGNZ3rPRpvsgyQ2NeMV7NoOlqNK1
9mK03iI7hl5QtfQ/viewform?usp=send_form 
 

Appendix B: Travel Safety Tips 
 
http://www.simmons.edu/academics/undergraduate-programs/study-abroad/health-and-safety 

Appendix C: Code of Conduct for Students, Staff, Volunteers, and 
Guests 

 

Each Simmons community member or guest attending an off campus trip sponsored by 
Simmons College is expected to abide by the Simmons College Code of Conduct for 
the trip. We expect all trip attendees to exhibit respectful, courteous, mature, and ethical 
behavior while on a trip sponsored by Simmons.  Each Trip attendee must agree to the 
following Code of Conduct with regards to the Trip they are attending:  

a. Exhibit respectful and courteous behavior at all times toward Trip leaders and 
others (including staff from other institutions, bus drivers, hotel or program staff, other 
students, etc.). 
b. Understand that any behavior that compromises the good name of Simmons 
College is unacceptable and may result in dismissal from the Trip, including 
transportation, which will require the trip attendee and guest (if applicable) to secure 
individual travel back to Simmons. 
c. Prompt attendance in designated locations at designated times in line with the 
schedule provided by the Trip leader. Failure to comply may result in being left behind 
and being responsible for securing his/her own transportation to the intended 
destination. 
d. Incendiary materials, knives, and weapons are strictly prohibited. 
e. The use, possession, distribution, or sale of illegal drugs or controlled substances 
and paraphernalia oriented to it is strictly prohibited. 

https://docs.google.com/a/simmons.edu/forms/d/1fGNZ3rPRpvsgyQ2NeMV7NoOlqNK19mK03iI7hl5QtfQ/viewform?usp=send_form
https://docs.google.com/a/simmons.edu/forms/d/1fGNZ3rPRpvsgyQ2NeMV7NoOlqNK19mK03iI7hl5QtfQ/viewform?usp=send_form
http://www.simmons.edu/academics/undergraduate-programs/study-abroad/health-and-safety


Simmons College Student Travel Policy        

8 
 

f. Consumption of alcohol by trip attendees is subject to local laws, but trip 
supervisors or administrators may impose further restrictions. 
g. Trip attendees are expected at all times to show respect and consideration for 
the personal and property rights of others and cooperate with the directives of the 
designated Simmons College Trip Leaders. 
h. Exceptions to any of the standards above must be approved by the Trip 
supervisor and administrator. 
 

Appendix D: A Sample Process for a Department to Obtain 

Approval to Sponsor a Student Trip 

1. The Sponsoring Department should obtain appropriate approval in their division to 

sponsor a trip. The Sponsoring Department should publicize the trip and recruit 

appropriate students to attend in accordance with the trip’s mission.  Student 

Organizations should work with the Office of Student Leadership and Activities 

2. Plan travel and logistical arrangements for the off-campus component of the trip as 

appropriate. Work with Purchasing and travel vendor(s), such as travel agents, bus 

companies, and airlines.  

3. Provide orientation to review and discuss the objectives of the travel event, including 

expectations and health and safety issues.  Ensure participants (students, volunteers, and 

guests) receive and read the Travel Safety Tips document (Appendix B) and the Honor 

Code and Code of Conduct (Appendix C).   Ensure participants (students, volunteers, 

and guests) read, sign, and submit the Waiver Form (Appendix D)  
4. Ensure that each individual participating has completed a Travel Registration Form (see 

Appendix A) which includes contact information, emergency contact information, and 

traveler responsibilities.  Provide a copy of this information to (1) the Office of Student 

Life for all overnight trips, (2) Study Abroad (for international travel), (3) the Sponsoring 

Department, and (4) other relevant offices as appropriate, so that they have the necessary 

information regarding who is traveling, when, and where.  

5. Collect on-campus emergency contact information (Campus Police, Dean on Call) in case 

emergencies arise. 

6. Within five business days of when the trip is completed, the Trip Administrators and the 

Sponsoring Department should collect and assist with processing all expense 

reimbursements in accordance with the Simmons “Travel, Hospitality, and Business 

Expense Policy” and Accounts Payable guidelines.  

 

 

 

http://www.simmons.edu/offices/finance-administration/administrative/purchasing/travel/index.php
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy
http://internal.simmons.edu/faculty-staff/general-information/budget/travel-hospitality-and-business-expense-policy

