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Resource Guide: Academic Affairs Student Travel

Purpose:
This guide is intended to support staff within Academic Affairs who assist with student travel, including domestic, international, and field trips. It serves as a supplemental resource and does not replace the official CSU Travel Policy or CSU Travel Guidelines. Please note that the Travel Office provides advisory support to colleges regarding student travel requirements but does not oversee many of the procedures outlined in this document. This guide does not apply to travel conducted through Study Abroad programs.

Process Owner: 
The Student Travel Representative (Rep) is responsible for managing and facilitating student travel procedures within their respective college when the travel is associated with a university business purpose. The Rep ensures compliance with applicable policies and coordinates necessary approvals and documentation.

For travel scenarios that extend beyond the scope of this guide, the Student Travel Rep must consult with the Travel Office and/or Integrated Risk Management (risk@csusm.edu) to ensure proper handling and risk mitigation.

Planning Timeline: 
To ensure adequate preparation and compliance with university travel procedures, the student travel process should be initiated as follows:

Domestic Travel: Begin planning no less than 60 days prior to the scheduled departure date.
International Travel: Begin planning no less than 90 days prior to the scheduled departure date.

Adhering to these timelines allows sufficient time for approvals, documentation, and logistical arrangements

Funding: 
This guide applies to all student travel, regardless of whether funding is provided or the source of that funding. When funding is available, it is crucial to identify and document the funding source as early as possible in the planning process.

Each college has a designated Student Travel Representative (Rep) who can assist with the purchase of travel-related expenses—such as registration fees, airfare, and lodging—for students who are unable to pay upfront and seek reimbursement. This support ensures equitable access to travel opportunities aligned with university business purposes.

When can the University pay for a student’s travel expenses?
Per policy, a student’s travel expenses may be paid for by the University when there is a direct connection between the expense and the business purposes of the University. University Business in this context is defined as:   
· Directly supporting a faculty member's project or research program, or 
· Is an integral part of the student's degree work, e.g. attending a conference, visiting a field site or laboratory facility, or 
· Is required for attendance at student-oriented meetings, student government events, and the like, or  
· Enables the student to attend a conference to present research findings for the University or to act in some other capacity on behalf of the University. 

Additional Resources:
CSU Student Travel Policy
High Hazard International Travel Approval Process and Requirement to Purchase Insurance 
US State Department Travel Advisory 
Student Travel Website
Travel and Business Expense Payments Policy 
Payments to Students Guide
Field Trip Policy 

General Student Travel Procedures
Step 1: Department staff are responsible for collecting and submitting the following information for each student traveler:
· Student full name, ID number, contact information, mailing address, and emergency contact
· Sponsoring/approving department and faculty/staff contact
· Travel dates and locations
· Purpose of travel and planned activities
· Funding source(s)
· Student payment needs (e.g., pre-paid expenses vs. reimbursement)
Step 2: Once collected, this information must be submitted to the designated Student Travel Representative (Rep) in the college dean’s office.
Step 3: Coordination with Student Travel Rep
Based on the student’s travel details and university policy, department staff and the Student Travel Rep will collaborate on the following:
1. Student Travel Forms
Per CSU Student Travel Policy, students must complete the combined travel forms: Air_Non-Car Transportation Forms (Acknowledge travel risks (air and/or ground), CSU Release of Liability Waiver, Student Conduct Agreement)

2. Conference/Meeting Registration
May be paid using a ProCard, if applicable.
3. Flight and Hotel Booking
Must follow university travel guidelines. The Student Travel Rep may use their Concur Travel Card if needed.
4. Travel Expense Limits
Department staff must remind students of allowable expenses (e.g., meal per diem).
5. Receipts and Reimbursement
Students must retain and submit receipts to department staff for reimbursement processing.
6. Post-Travel Reimbursement
Complete and submit reimbursement forms as needed after travel concludes.
Additional Requirements for International Travel
In addition to the steps above, the following must be completed:
1. Destination Hazard Verification
Check the hazard level of the destination:
a. Levels 1 & 2: No travel request needed for non-employed students.
b. Level 3: Requires Presidential or designee approval via Adobe Sign travel request.
c. Level 4 (War Risk): Travel is not permitted.
Refer to:
d. Chancellor’s Office High Hazard and War Risk Lists
e. U.S. State Department Travel Warnings
2. Smart Traveler Enrollment Program (STEP)
U.S. citizens must enroll and provide proof (e.g., screenshot) of enrollment.
3. Foreign Travel Insurance
Complete and submit the Foreign Travel Insurance Request Excel Form to the Travel Office.
4. Export Control Compliance
Confirm that any materials or technology traveling abroad are approved. Contact ogsr@csusm.edu with questions.
International Research Travel with Faculty
If students are traveling internationally with faculty for research purposes:
· Student Travel Representative must contact:
· Audrey Hotaling, Manager of Integrated Risk Management (IRM) 
· Complete a Risk Assessment
· A Risk Assessment (RA) will be provided to the Student Travel Representative to be given to the faculty to complete. 
· If the faculty has any questions regarding how to complete the RA, they can contact IRM, Audrey Hotaling and/or ISHS, Regina Frasca, directly and cc their Rep on the email. 
· Once the RA is completed and submitted to SHS and IRM, IRM will develop and provide an Assumption of Risk document to the Student Travel Rep. 
· The student must sign the Assumption of Risk form in addition to the Air_Non-Car Transportation Forms. 
· Students (and faculty if they are traveling) will receive an email from no-reply@welcome.worldaware.com with subject line: “Important Information Regarding Your Upcoming Trip”. This is not spam. Students are encouraged to activate their accounts to access CSU’s foreign travel support platform. 

Field Trips (domestic only)
Field Trip Form - for use when student is traveling as part of a formal class trip ("field trip"). Per policy, field trip is defined as a university course-related, off-campus activity led by a faculty or staff member and designed to serve educational purposes. A field trip would include the gathering of data for research (such as at a geological or archaeological site), museum visit, participation in a conference or competition, or visits to an event or place of interest. The duration of a field trip may be a class period or longer, and could extend over multiple days. This definition does not apply to activities or placements in the context of a teacher preparation program, intercollegiate sports, or service-learning placements, all of which are governed by separate policy. Forms include: Student Code of Conduct, CSU approved Release of Liability including emergency contact.
In the event there is a larger group traveling on a field trip, please use the Group Participant Release located on IRM’s webpage. This document should be retained by the department for three years. 
Defensive Driving
If the student is driving on behalf of the University, they are not employed by the State of California, AND seeking reimbursement, then:
1. Complete Driving Safely, Driving Smarter in Ability LMS if the student has not done so already.
a. This training is valid for four years. 
b. Failure to complete the training may disqualify the student from receiving reimbursement.
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