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I.   Purpose/Introduction/Rationale 
Multiple departments, offices, and individuals at Rollins sponsor (and organize) student domestic travel and follow a 
wide range of protocols. To minimize risk and liability, and best support our students, it is critical that all Rollins College 
faculty, staff, and students follow consistent protocols and processes for all college-sponsored student domestic travel. 
This policy and process was developed with input from key departments involved in student domestic travel, including 
International Programs, the Department of Environmental Studies, the Center for Leadership and Community 
Engagement (CLCE), and the Center for Inclusion and Campus Involvement (CICI). It is endorsed by the College’s Office of 
Risk Management and was reviewed by Educational and Institutional Insurance Administrators, Inc.(EIIA), the College’s 
insurer, and is designed to be sustainable with current College resources. The policy and process are designed to allow 
for differences in practices between offices/departments sponsoring student domestic travel and build on the current 
policy/process of registering domestic travel through Foxlink.  

II.  Definitions 
Student domestic travel includes the following. 

• Any domestic travel involving a Rollins College employee who is traveling with any number of Rollins College 
students for an educational, co-curricular or extracurricular purpose, regardless of the source of the funding for 
such travel. 

• Any domestic travel by one or more students organized and arranged by College department(s) and/or College 
employee(s). 

Student domestic travel DOES NOT include the following. 
• Travel organized and arranged by student organizations and/or Fraternity and Sorority Life (FSL) organizations 

without accompanying employees. 
• Travel entirely arranged and organized directly by individual students even when funded in full or in part by the 

College: for example, a student who secures an internship directly and receives scholarship funds for that 
internship. 

• Travel for College Athletics. The Athletics department has a separate process for travel that meets the same 
standards as all other College-sponsored domestic travel. 

• Off campus activities where participating employees and students walk to one or more destinations in the local 
community. 

III. Procedure or Application 
All College-sponsored Student Domestic Travel must be registered with the College. The following terms govern the 
registration processes for the different types of student domestic travel. 

• Category 1: Day trips and one-night overnight trips within 60 miles of Rollins College. 
• Category 2:  

o One- and two-night overnight trips more than 60 miles from Rollins College. 
o Overnight trips of more than two nights that ARE NOT part of a course. 

• Category 3: Overnight trips of more than two nights  that ARE part of a course. 

Registration Process for Category 1: 
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• Sponsoring office, department, or individual completes the trip registration process in MyRollins. Student 
participants complete the waiver and registration process. 

• Travel should adhere to the College policy for vehicle use for College business.  

Registration Process for Category 2: 
• Sponsoring office, department, or individual completes the trip registration process in MyRollins. Student 

participants complete the waiver and registration process at least three (3) days before travel. 
• Travel should adhere to the College policy for vehicle use for College business.  
• The sponsoring office, department, or individual must also complete the following steps at least three (3) days 

before travel. Sponsoring offices, departments, or individuals may have additional requirements for 
documentation but must meet these minimum requirements. 

o Provide participating students with guidelines for travel. 
o Provide any employees traveling with the students a packet that includes a Travel Leader Handbook and 

emergency protocols. 
o Collect the final travel itinerary and travel contacts. 
o Designate an on-campus contact who is not traveling and will be able to respond to issues or 

emergencies during business and off-hours and communicate this information to travelers. 

Registration Process for Category 3: 
• Follow the standard process for a field study approval and registration in consultation with the Office of 

International Programs. If the sponsoring employee or department does not need full support from OIP and 
does not require scholarship funding from OIP, such will be considered during the program selection process 
and OIP will negotiate on a case-by-case basis for reduced credit and/or administrative fees.  

• International Programs will: 
o Collect and review voluntary health information from participating students and follow-up with students 

as needed. 
o Collect student information including a Conditions of Participation form and travel waiver. 
o Provide participating students with guidelines for travel. 
o Provide any employees traveling with the students a packet that includes a Travel Leader Handbook, 

emergency protocols, and student information. 
o Collect the final travel itinerary and travel contacts. 
o Serve as the on-campus contact and respond to issues or emergencies 24/7. 

Student Organization and FSL Travel. All travel arranged by student organizations, fraternities, or sororities must be 
registered  through GetInvolved. Staff in FSL and/or CICI will provide students with instructions and request any 
necessary documentation for College records before approving the trip. Staff in CICI or FSL will ensure that students 
complete the process. 

Student organizers will always be required to: 
• Designate a student to set up the trip in Foxlink. 
• Ensure that all student participants complete the Foxlink registration process. 

IV. Related Policies 
KI 1028 College-Sponsored and Affiliated Student International Travel. 

V. Appendices/Supplemental Materials 
None.  

VI. Effective Date 
This policy is effective January 12, 2024, and supersedes all previously issued versions. 

 

VII. Rationale for Revision 
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Rev. 2: Approved, 1-12-2024. Minor change in Section II: Definitions to better describe off-campus activities. 

Rev.1: Approved, 10-2-2023. Changed FoxLink references to MyRollins, minor change to Category 3 travel definition, 
removed Appendix A: Domestic Travel Table. Reviewed By: College Policy Committee, 9-12-2023; President’s Cabinet, 
10-2-2023; Approved By: President, 10-2-2023. 

Original Approved: 6-8-2021. 

 


