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D. SCOPE  
 
This policy applies to all employees and students who are approved participants in university-
supported travel (hereinafter referred to as “Group Members”), except as noted below. 
Employees include all staff, administrators, faculty, full- or part-time, and classified or non-
classified persons who are paid by the University. Students include all persons admitted to the 
University who have not completed a program of study for which they were enrolled; student 
status continues whether or not the University’s programs are in session. This policy also applies 
to visitors who may be prohibited from traveling to the campus during times of Federal, State, 
local or campus emergencies. Visitors include vendors and their employees, parents of students, 
volunteers, guests, uninvited-
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6. Waiver Requests  
 

Requests for waivers to travel to restricted areas require the following information be sent to 
TravelRisk@odu.edu. The Waiver Request Form must include the following information:  

 
a. Traveler’s affiliation to Old Dominion University 
b. Traveler’s full trip itinerary from point of origin  
c. Reason exception is warranted  
d. Mitigations by the traveler and the sponsoring department  
e. Enforcement mechanisms for planned mitigation 
f. Any other relevant information 

 
Further, University departments that anticipate receiving anyone (students, guests, or visiting 
scholars) from a country for which the CDC has issued a Warning Level 3 travel notice must 
inform the UTOC in writing no less than 30 days prior to arrival.  
 
If there are any University-
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In addition, all study abroad programs must follow CGE procedures and receive final 
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5) Program organizers are responsible for ensuring that all group members have 

obtained international emergency medical and assistance services insurance through 
the University’s authorized vendor. 

 
6) Additionally, group members must adhere to university guidelines for managing 

health, safety, and security abroad as outlined by the Office of Risk Management and 
Office of Emergency Management. 

 
7) Student participants are responsible for paying the appropriate tuition and all related 

fees, as appropriate (e.g., ODU fees, program fee, CGE fees/study abroad 
administrative fees, etc.)  

 
8) Program organizers may not allow any individuals other than approved group 

members to accompany the program.  
 

a) For groups of 15 or fewer students, faculty leaders must have an established plan 
to respond to situations preventing a student from continuing on the program’s 
planned itinerary with the rest of the group (for reasons of injury, hospitalization, 
lost passport, etc.) while at the same time providing for supervision of the rest of 
the group as they proceed with the program. These students must be 
accompanied by the faculty leader or his/her pre-approved designee until able to 
rejoin the group or return home. 
 

b) For groups of more than 15 students, a second designated individual must always 
be available to assist in such circumstances; this individual can also be assigned 
additional duties to support the faculty leader and may be drawn from faculty, 
staff, on-site personnel, and/or graduate students.   

 
c) For groups of more than 30 students, a third designated individual is required, 

more than 45 requires a fourth, and so on in increments of 15.  
 

9) Individuals serving the program must do so by contractual agreement and be 
approved by department leadership and designated administrator or Dean. Their 
duties must be clearly defined, and they must be appropriately trained. Program 
organizers are prohibited from having non-ODU students, faculty, or staff (i.e., 
partners, family members, friends) accompany the program organizer during the 
program/travel.  Program organizers can petition the UTOC for an exception to this 
prohibition if there are extenuating circumstances.  
 

10) Group leadership is required to have a working means of communication (e.g., cell 
phone) through which they can be contacted at all times in case of an emergency. For 
international travel, international cell phone service for leadership of the group is 
mandatory. Program organizers will have an established communications plan that 
explains the protocol and expectations of all group members during individual free 
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