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I. Introduction to Service Trips

Welcome to service trips at Washington University in St. Louis! The staff in the Community Service Office has put
together this manual for service trip leaders in the hopes that we can help make your planning process go
smoothly and that your group has a great experience. Please refer to this guide along the way as you plan,
lead, and return from your trip. Topics covered include how to pick an issue or location, how to work with a host
organization, fundraising tips, team building exercises, and much more! If you need further advice please visit us
for advising in the Community Service Office (DUC 250).

Service Trips allow students to immerse themselves into communities other than their own for a short period of
time (usually for a weekend, fall, winter, spring, or summer break) in order to complete community service
projects and participate in experiential learning. Service trips afford students the opportunity to learn about
social problems faced in other communities and to get involved in diverse environments enabling them to
experience, discuss, and understand social issues in a significant way (Break Away 2008).

Vision for Service Trips at Washington University in St. Louis

The Community Service Office at Washington University is committed to ensuring that all community service trips

organized for WU students are safe, impactful, and educational. In addition to individual advising and
consultation, we provide group training for service trip leaders and participants throughout the academic year,
we collect emergency contact information and other essential forms from all students participating in a trip, and
we serve as an administrative liaison between trips and the University.

Our driving vision for service trip programming is that ALL trips will have the necessary resources to effectively
coordinate and fundraise for a direct service experience away from the University. Our hope is that these
resources will create strong student leaders for service trips, an opportunity for all students to participate in a
trip if they choose, and high quality impact in the communities we touch around the world.

History of Service Trips at Washington University in St. Louis

Students have been participating and leading service trips at Washington University for over a decade. They
are unique in that no single group produces the same type of trip or experience. Trips are coordinated by
students and staff from the Campus Y, campus ministries (Catholic Student Center, Hillel, Lutheran Campus
Ministries, etc.), Student Union groups, scholarship programs, residential colleges, and academic schools.
Additionally, service trips occur at multiple points in the year and allow for significant leadership opportunities
for undergraduate and graduate /professional students who would like to coordinate a trip.

Over the years, service trips have morphed from a purely spring break excursion to something that students
organize throughout the year. They now occur at all breaks in the academic year, though spring break still
remains the most popular time to go on a service trip. Additionally, some student groups have begun to offer
more than one trip per year and the number of trips and participants has grown significantly in the last five
years.

www.communityservice.wustl.edu /trips 4




In 2007-08, there were 12 service trips and nearly 150 participants. In 2008-09, there were 24 service trips
and 240 students who traveled both domestically and internationally to participate in service work all around
the world. Though locations shift from year to year, students have traveled to Haiti, Costa Rica, Vietnam,
Guatemala, South Africa, Honduras, Peru, Uganda, Alabama, South Dakota, Ohio, Georgia, Missouri, California,
Louisiana, Texas, and Mississippi. Trips lasted between 4-10 days and addressed a diversity of social issues.
Some of the most common issues include rebuilding efforts/disaster relief, youth mentoring, childcare,
beautification, global healthcare, poverty & homelessness, urban renewal, environmentalism, and HIV education
& awareness. Information about these trips is available on our website.

Service Trip Advisory Council: Overview and Purpose

The purpose of Service Trip Advisory Council is to support the development and implementation of quality
service trips during spring, summer, fall, and winter break. This group consists of staff, advisors, and students who
support service trip programming at Washington University. The Advisory Council encourages students
participating in service trips to attend trainings, seek out advising, and complete necessary paperwork.
Additionally, members of the Council assist in developing content for participant and leader training (ideally,
members also assist on during trainings by participating and sharing service trip experiences) and provide
expertise in particular areas such as international travel, student group advising, fundraising, etc.

Anyone is welcome to join the Advisory Council. Responsibilities include:
1. Meetings — roughly once a month during the academic year to help coordinate trainings and communicate
with trips more effectively.
2. Assist in connecting with existing trip leaders and making new trips known to the CSO.
3. Supporting one another with information sharing and advising.

WU Policies and Expectations

The Community Service Office and Washington University expects that as a service trip leader, you will adhere
to all WU Policies and Expectations in order to providing a safe and safe experience for you and your trip
participants. Every trip that originates from Washington University needs to have a University affiliation,

whether that be a University recognized student group, academic department, residential community, or a
campus ministry. As such, we have provided forms for all trip leaders and participants to fill out before leaving
on a service trip (please note key due dates in this Guide). Additionally, the Community Service Trip Statement
of Personal Responsibility and Release states that trip participants will have noted and agreed to the following
expectations of trip participants:

A Awareness of the potential dangers, hazards, and risks inherent to Service Trip

A Behavior consistent with WU Judicial Code, WU drug and alcohol policy, and all other WU policies
A Adherence to all laws and ordinances in travel, touring, and service locations

A Smoking is not permitted on buses, in living areas, or during work/program times

A Guns, weapons, and illegal drugs are not permitted at any time

A Awareness of medical needs and confirmation of ability to participate safely in service trip
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Furthermore, WU expects that all service trips will follow the Criteria for Quality Trips and the guidelines below:

A
A
A

A
A
A

Participate in the Service Trip Advisory Council
Attend to health, safety, & travel precautions in planning & implementation of trip

Provide information to trip participants as outlined in the Service Trip Planning Guide and the Guidelines
for Service Trip Leaders

Collect and submit required forms from trip participants and leaders

Require that all trip participants attend t
Participate in planning process for shared programming

Criteria for Quality Trips

(Adopted from: Breakaway® - www.alternativebreaks.org)

Strong Direct Service: Programs provide an opportunity for participants to engage in direct or "hands-
on" service that addresses critical but unmet social needs.

Orientation: Participants are oriented to the mission and objectives of both the service trip and the host
agency or organization with which they will be working.

Education: Programs establish and achieve educational objectives to give participants a sense of context

and understanding of both the region in which they will be working and of the problems they will be
addressing during the trip.

Training: Participants are provided with adequate training in skills necessary to carry out tasks and
projects during the trip. Ideally this training should take place prior to departure, although in some
instances it may occur once participants have reached their site.

Reflection: During the trip, participants reflect upon the experiences they are having. Applying classroom
learning and integrating many academic disciplines should also occur. The site leaders should set aside time
for reflection to take place, both individually and in a group setting.

Reorientation: Upon return to campus, there should be a re-orientation session for all participants where
they can share their trip experiences with one another and with the greater campus community and are
actively encouraged to translate this experience into a life-long commitment to service.

Diversity: Strong service trips include participants representing the range of students present in the

campus community. Coordinators should recruit, design, implement and evaluate their program with this end in
mind.

Alcohol and Other Drug Free: Programs must be aware that issues of legality, liability, personal safety
and group cohesion are of concern when alcohol and other drugs are consumed on a service trip.
Programs should provide education and training on alcohol and other drug related issues as well as develop a
policy on how these issues will be dealt with on a service trip.
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Il. Key Dates 0 2009-2010

Activity Time Day Date
Service Trip Advisory Council (Monthly Meetings): 6:00pm Thursday November 19
6:00pm Thursday January 21
6:00pm Thursday February 4
6:00pm Thursday March 4
6:00pm Thursday March 25
Service Trip Information Session: 5:00-6:00pm Thursday October 1
Service Trip Leader Training: 5:00-6:30pm Thursday October 22
Service Trip Participant Training: 2:00-3:30pm Sunday February 7
Faces of Hope 4:00-6:00pm Thursday April 8
Service Trip Forms Due
Fall Break:
Service Trip Intent Form due: 5:00pm Friday September 11
Participant materials due to trip leader: 5:00pm Friday September 25
Participant materials due to CSO: 5:00pm Friday October 2
Service Trip General Information Form due: 5:00pm Friday October 2
Winter Break:
Service Trip Intent Form Due: 5:00pm Friday November 13
Participant materials due to trip leader: 5:00pm Friday December 4
Participant materials due to CSO: 5:00pm Friday December 11
Service Trip General Information Form due: 5:00pm Friday December 11
Spring Break:
Service Trip Intent Form due: 5:00pm Friday January 29
Participant materials due to trip leaders: 5:00pm Friday February 12
Participant materials due to CSO: 5:00pm Friday February 19
Service Trip General Information Form due: 5:00pm Friday February 19
Summer Break:
Service Trip Intent Form due: 5:00pm Friday April 2
Participant materials due to trip leader: 5:00pm Friday April 23
Participant materials due to CSO: 5:00pm Friday April 30
Service Trip General Information form due: 5:00pm Friday April 30
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lll. Campus Resources

There are numerous offices and organizations at Washington University that are invested in assisting you to have
a safe and successful trip. The Community Service Office is here to guide you through the service trip planning
process and offers trainings, advising, and forms for you and your participants. We can also connect you to the
Gephardt Alumni Service Council, a group of WU alumni from across the country who are committed to service
and may live in the location of your service trip. Our colleagues in the Gephardt Institute for Public Service can
assist you with international resources. Both of our offices can provide educational materials regarding civic
engagement and community service. Other departments on campus can answer your questions regarding health,
safety, insurance, and liability.

Key Contacts

Center for International & Area Studies: Amy Suelzer: acsuelze@wustl.edu, 935-5958
Community Service Office: Sarah Tillery: sarah.tillery@wustl.edu, 935-3943
Environmental Health &Safety: Bruce Backus: backusb@wustl.edu, 362-6604

Brad King: kingb@wustl.edu, 935-9263
Paul Landgraf: paul.ilandgraf@wustl.edu, 935-9263

General Counsel: Elizabeth Mooney: elizabeth mooney@wustl.edu, 935-4039
Gephardt Institute of Public Service: Jenni Harpring: jharpring@wustl.edu, 935-8182

Student Health Services: Dr. Alan Glass: aglass@wustl.edu, 935-9626

Student Union Janice Warren: janice.warren@wustl.edu, 935-9911
University Insurance: Keith Kline: keith.w.klein@wustl.edu, 935-5547

WU Police Department: Chief Don Strom: don_strom@wustl.edu, 935-5514

Service Trip Leader and Participant Trainings

The Community Service Office (CSO) offers periodic service trip trainings throughout the academic year to
prepare you for your trip.

Leader trainings are designed to:
A Ensure that every trip has the resources and foundation to be successful
A Provide trip leaders with information to offer a quality experience for their participants
A Allow leaders the opportunity to reflect on trips and share information and best practices
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A Allow leaders to gain increased comfort with leading a group of peers on a service trip

Participant trainings:
A Provide a space for all participants to meet with one another as a trip cohort, coordinate details, and
finalize planning with trip leaders
A Provide critical safety and risk-management information for traveling as a WU Service Trip
A Overview trip preparation details (packing lists, insurance, currency exchange, immunizations, group
communication, etc.)
A Allow participants to share experiences about previous trips and prepare themselves for their pending

experience

For dates and times of trainings, see Key Dates on page 7.

Service Trip Forms

Service trip forms are one of the services offered by the Community Service Office for service trip leaders and
participants. There are a variety of important forms required for trip participants and leaders in order to ensure
the safety of the group and provide liability protection. Everyone attending your trip (including leaders) needs to
fill out the appropriate forms, even if they are not affiliated with Washington University. All forms are kept on
file by the Community Service Office, which allows WU to keep track of information about each service trip, and
to maintain contact information in case of emergency.

Forms to be completed (See appendix for complete forms. All forms also available in PDF on the CSO website):

Service Trip Intent Form
- Indicates intent to coordinate a service trip for WU participants
Service Trip General Information Form
- Provides information about the trip including site and advisor contacts
WU Service Trip Participant Information Form
- Provides information about trip participants and leaders, including emergency contacts
Community Service Trip Project Release
- Acknowledges the personal responsibility for trip participants and leaders
Driving Authorization Form
- Everyone who plans to drive or might drive needs to complete this form

For form deadlines, see Key Dates on page 6. As you continue reading this Guide, please note that references to
“parti ci p andutle theprdie@ release,|dSving authorization, & participant information form.
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IV. First Steps

Sometimes the hardest part of the planning process is finding a place to start. We hope the information below
helps you move forward as you develop your trip. To begin, pick an issue or a location and build from there.

Picking an Issue and Location

Most service trips focus on a social justice issue that affects communities. There are no right or wrong issues;
however, there are some issues that are more commonly addressed than others:

A Adult Education A HIV/AIDS

A Animals A Homelessness

A Arts/Culture A Hunger
AChildren’s | ssues A Law/Advocacy

A Community Development /Revitalization A LGBT issues

A Disaster Relief A Literacy

A Environment A Poverty

A Foreign Languages A Senior Citizens

A Health AWomen’ s | ssues

As a trip leader, you may decide to pick an issue that interests you and build your trip from there, or you may
consult with your group to come to a consensus around an issue. If you choose to plan your trip around an issue,

then your next step would be to search out a location that has service opportunities available in your interest
area.

The most important thing to remember when planning a service trip is to help a community with a real need. If
you choose to plan your trip around a location, your next step would be to find an issue in that location that
interests you. There are no limits to where your trip can travel, but it is important to focus on finding a community

that matches a social justice interest. Previous WU trips have travelled to locations as disparate as St. Louis,
Texas, and Vietnam.

Ultimately, the process of deciding a trip issue and location is a personal one between you and your group.
However, you are welcome to visit the Community Service Office for further advising.

Questions to consider when choosing an issue and location:

What issues do you and your group feel passionate about?

What location offers a unique perspective on your issue?

What can you learn from visiting this area or addressing this issue?

Do you want to travel domestically or internationally?

Are you looking for an urban or a rural setting?

What types of experiences does your group want to have?

Are there adequate agencies and organizations in the area to accommodate your group?

Is there a particular agency or non-profit that you or your group would be interested in working with?

> > > D> D> D
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A How practical is it for you to visit the community you are considering? (Financially, in terms of travel time,
available agencies to work with, community need, etc.)

Working with a Host Organization

Once you have decided on an issue or location, your next step is to find a host organization to work with. As an
associate member of Break Away, a non-profit organization supporting the development of quality alternative
break programs, Washington University has access to SiteBank, a database designed to help service trip
planners find a host organization. SiteBank provides contact information for organizations that are interested in
hosting volunteer groups. To gain access to the database, contact Sarah Tillery (see Key Contacts, page 7).

You may also choose to search for a host organization without using the SiteBank. The Gephardt Alumni Service
Council may be able to provide you with recommendations for appropriate organizations in the areas in which
members live (contact the Community Service Office to identify and connect with Council members). You may also
conduct your own research to find organizations that work with either the issue or location that you have chosen
to pursue. Here are two excellent websites to start your search:

A  www.idealist.org

A  www.quidestar.org

Once you have gathered a list of potential sites, contact the volunteer coordinator at each organization. It is fine
to contact more than one organization at once, as not every organization will be appropriate to serve as your
host organization. Once you have confirmed your plans, be sure to properly conclude your communication with
any other organizations you had contacted

Questions to consider when searching for a Host Organization:

\

How credible is this organization?

How responsive is this organization?

Does this organization seem organized?

Would you and your participants feel safe working here?

What types of volunteer opportunities are available?

Does the organization have projects available for the duration of your stay?

How many participants can reasonably volunteer at this organization each day?

Do the skill sets they need match those that you and your participants are able to provide?

What resources does this organization provide? (supplies, meals, housing, training, etc.)

D> D> D> D> D>

What fees or donations are requested when working with this organization?

After determining which organization(s) you will work with, it is important to develop a volunteer plan that will be
mutually beneficial for you and your participants as well as for the host organization.

Some topics for discussion include:
A Details of service activities
A Back-up plans for bad weather
A Setting up an orientation to the agency and the community it serves
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A Clothing guidelines and necessary supplies for volunteering at that site
A Organization policies relevant to your group
A Paperwork required from the volunteers

Always take notes during your conversations with the host organization and maintain regular contact with the
organization as you continue to progress in your planning. Be sure to gather important information from your host
organization such as multiple contacts for the organization, work and cell phone numbers, and email addresses.

It is advisable to create a memorandum of understanding between your group and the host organization that
you will be working with. A memorandum of understanding (see example in Appendix) will outline and clarify the
expectations and responsibilities of each party involved.

Always thank the host organization following your service trip and do your best to provide them with a positive

experience, as this will help Washington University begin to create sustained partnerships for future service trip
participants.

Recruiting Participants

Many service trips at Washington University are connected with a student group or organization, while others
are led by individual students. Every trip that originates from Washington University, however, needs to have a
University affiliation, whether that be a University recognized student group, academic department, residential
community, or a campus ministry. No matter your affiliation, it is important to begin planning early to ensure that
you have enough time to recruit the number of participants you want on your trip.

Use the steps below as a guideline to help you reach your participant goals:

A Seta goal for the number of participants you want to recruit.
0 What size group are you comfortable with as the leader?
0 How many volunteers are needed to complete the projects you will be working on?
0 What is the ideal number of people when looking at the trip from a financial perspective?
0 How many vehicles do you want to take and how many people would fit in each vehicle?
A Determine how you will pick participants.
O What criteria are required to be a participant on this service trip?
O s this trip first come, first serve or is there an application?
0 If there is an application, what does the application process look like?
A Promote the trip.
0 Consider the best advertising outlets for the population you want to attract.
0 Put an announcement in Community Service Connection (electronic newsletter offered by CSO)
0 Obtaining permission to speak at student group meetings
O Advertise within residential colleges
0 Think creatively about other advertising options
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Thinking about Funding

Generally, the cost of a service trip to each individual is the total cost of the trip divided by the number of

participants. When assessing total costs, it is important to include the costs of travel, ground transportation, food,

lodging, donations to the host organization (if applicable), and unexpected expenses.

Service Trip Sample Budget

Unit # of Individual # of Group
Exmense Notes Price | Nights Price People Price
Roundtrip Airfare $250.00 10 $2,500.00
Lodging $25.00 $125.00 10 $1,250.00
Food/Meals $20.00 $120.00 10 $1,200.00
Vehicle/Fuel $25.00 10 $250.00
Contingency/Misc. $50.00 10 $500.00
Total Trip Expenses $570.00 $5,700.00
Other Expenses \\\ !
Immunizations /$150.00 \ \
Entry Visa L[ ss0.00 )\ \
Passport $75.0V \ \

These expenses are just

S—

approximate ¢ please verify
actual expense.

Participant fees are not the only way to fund service trips. Currently, the Gephardt Institute offers a potential

Consider expenses in both individual
and group terms. This will give the
group a fundraising goal for the
entire trip, as well as a strategy for
fundraising based on sponsorship
(both of individual participants and
expense category).

source of funding through the Civic Engagement Fund. The Civic Engagement Fund provides support for student-

led civic engagement and community service projects and has four deadlines throughout the year. More

information is linked from the Community Service Office website at www.communityserviceoffice.wustl.edu/trips.

For undergraduate student groups recognized by Student Union, it is possible to allocate some of your group
funding for a service trip as long as you budget it to go towards the trip in advance. The group will need to
adhere to Student Unions rules and regulations with regard to planning and submitting budgets, as well as

appeals. Deposits and check requests will need to be workedoutwi t h 't he student

group

accordance with SU policies). For questions or concerns about working with Student Union, please contact Janice

Warren, Business Manager: DUC room 166, janice.warren@wustl.edu, 935-5911.

Fundraising is an important aspect of a successful service trip, as it will reduce the cost per participant to an

affordable level. Before you begin fundraising, make sure you understand the guidelines for fundraising within

your group and coordinate with your treasurer. Deposits to a student group account for a service trip need to

be earmarked and logged. We suggest that both the treasurer and the service trip leader communicate often to
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ensure that there are not miscommunications about the amount of money within the account that will be used for
the service trip. Service trip funds may not be maintained in a private bank account.

When thinking about fundraisers, you need to ensure that you pick activities that your fellow trip attendees can
participate in and that your group has the initial investment to accomplish. After each fundraiser, write thank you
notes to sponsors or others who helped facilitate the fundraising process. You can begin fundraising by coming
up with your own creative activities or using some of the ideas suggested below:

A Trivia Night
0 Encourage people to sign up for Trivia teams and charge admission either by the person or by
the table (or both!). Reserve a room with tables and a projector to host the event and create trivia
categories and questions. Provide prizes for the winning team!
A Letter Writing Campaigns
0 Encourage all of your participants to write letters to friends and family members asking for
donations to defray trip costs. You may put together flyers and other handouts describing your
trip to provide potential donors with more information.

A Penny Wars
O Arrange a competition between two or more groups, with each group setting up a bucket to
collect donations. The group who collects the most pennies wins, and the proceeds can go towards
your trip.

A Benefit Nights at local restaurants
0 Approach restaurants in the St. Louis area and ask them to hold a Benefit Night, when they
donate a percentage of their proceeds for that evening to your group and in return you publicize
the restaurant and encourage people to attend that evening. Be sure to discuss details: Do people
have to mention that they are with your group when they go in? Do you need to get a certain
number of people to attend in order to receive the money at the end of the evening?
A Concession Sales
0 Volunteer at places such as Chafetz Arena (near SLU) or the ScottTrade Center to sell concessions
as a group. The venue gives your group a portion of the profit. Contact venues directly to set up
opportunities.

www.communityservice.wustl.edu /trips 14




V. Logistics

After determining the trip basics such as location, issue, host organization, and funding, you need to begin to plan
the logistics of the service trip itself. This includes thinking about issues such as transportation, lodging, meals, and
developing an itinerary.

Transportation
When thinking about transportation, be sure to consider local ground transportation in addition to the

transportation you will use to get to your site. If anyone from your group will be renting a car, we suggest that
you work with Enterprise Rental Car. Washington University has a contract with Enterprise to ensure a discounted
corporate rate. Please call Chris Doyle in WU Purchasing at 314-935-7689 in order to be in touch with the
appropriate person at Enterprise. Remember to have all drivers and potential drivers fill out the Driving
Authorization form and provide all of your drivers with directions to and from their locations. Additionally, all
SU groups renting Enterprise vehicles must complete the Vehicle Registration paperwork with SU (details are
available on their website at su.wustl.edu/resources and on our Driving Authorization form).

Determine if it is in the best interest of the group (financially and in terms of time) to fly or drive to your site

location. If you choose to drive, decide how many vehicles you will need to comfortably carry your participants

and everyone’s |l uggage. Be sure to communicate w
you are flying, decide as a group if you will all be purchasing tickets together or separately. Consider whether

you want everyone to choose their own flights and meet once you reach your location, or if you would rather

everyone buy tickets on the same flight to ensure that you all arrive at the same time.

Plan ahead to ensure a successful means of ground transportation and pay attention to the location of your
lodging in relation to where you will be volunteering. Public transportation may be a viable option in your area.
If your group is large enough, you may be volunteering at two different sites and therefore you need to ensure
that you have transportation options for both areas. If you need to rent a car when you arrive, take time to
understand the rental policy in that area. Make sure that you have someone old enough to rent a car in your
group and if you anticipate problems, contact Enterprise in advance to discuss your situation.

Lodgin

Ideally, you and your participants would be able to find housing on site at your host organization. If that is not
possible, however, you will want to find lodging as close to your work site as you can. Discuss your options with
your host organization and see if they have any suggestions for safe, affordable housing in the area. Ideas for
locations include campsites, hostels, community centers, and local churches or synagogues. Be specific when
explaining the criteria that you are looking for: a space big enough to fit the number of people, access to food
or a kitchen, a means for showering, etc.

Once you have found a location, obtain a contact who can help you work out the details. Determine the policies

regarding sleeping arrangements for co-ed groups, curfew, securing your belongings, and any other topics that
might be of concern to the housing site. Determine what items your group needs to bring: sleeping bags or sheets,
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dishes/utensils, towels, etc. Arrange a time to collect a key and find someone to meet your group upon arrival.
Find out who else will be in the lodging space while your group is there.

Food

If your lodging has a kitchen space, find out if you are allowed to use it. Locate the nearest grocery stores and
go to it on your first day. Work with your participants to develop a menu for the duration of your stay that will
satisfy everyone. Make sure that you are aware of any food allergies or dietary restrictions on the part of your
participants. In order to ensure that everyone partakes in the cooking process, you might want to assign cooking
and cleaning duties in advance. Set a meal schedule that allows for 3 meals a day, with snacks available as
needed since your group will be working hard and will need to keep up their energy.

If cooking is not an option, you will need to get creative to keep costs down. When you and your participants
plan the grocery list, plan meals that do not require a working kitchen for preparation. Ask your lodging area
and service site contacts if meals or snacks will be provided for you at any time. Contact WU alumni who live in
the area (through the Gephardt Alumni Service Council) and ask for suggestions on inexpensive eating options.

Building your ltinerary
Work with your service trip participants, host organization, and lodging contact to develop an itinerary.

A Ask your host organization to schedule an orientation to the organization, the community, and the
project(s) you will be working on.

A Determine the times and days that your group will be volunteering and build travel time from your place
lodging to the organization into the schedule. Include the time your group should wake up each day and
the time meals will be eaten.

A Structure time for group bonding and reflection activities and allow for relaxation time.

A Set up activities that allow your group to get to know the community you are working with.
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Sample ltinerary

SAT. SUN. MON. TUES. WED. THURS. FRI. SAT.
Breakfast At hotel Host Home Host Host Home | Host Home Host Home | Host
Home Home
Morning Free time: Team meeting at | Team Team Team meeting Team Goodbyes
Exchange service site meeting meeting meeting to host
money, Morning | home and
call/email Facility tour and Morning | Morning | Team Project Celebration family
home, stretch | orientation Team Team and
your legs. Project Project Morning Il Goodbye
Project planning Team Project
Morning Il Morning Il
Team Team
Project Project
Lunch Served ons | Host Home Host Host Home | Host Home Restaurant | Served on
Home bus
Afternoon Bus ride up Afternoon Afternoon | Free Afternoon Tour of Bus ride
the Pacific Team Projects Team afternoon Team Projects Chan Chan down the
Coast, Projects to explore! (ruins of the | Coast,
movies, Day debriefing Day debriefing Chimu movies,
Bingo, and Day Options Empire). Bingo, and
snacks on debriefing | include a snacks on
board. city tour, Free time board.
exploring,
museum
visits.
Dinner Served on bug Host Home Host Host Home | Host Home Host Home | Airport
Home Food
Court
Evening Arrive at Arrive! Optional Optional Optional Optional Optional Flight
airport Introductions, | tea/coffee/snack | karaoke Cooking Salsa/Meringue | outing to departs
between dinner, and in main plaza Class and Class the between
9pm- sleep at your Free time Movie discoteca 9pm-
midnight. Y86 &K% Freetime Night Free time midnight.
with your Free time
host family. Free time
Lodging Hotel Host Home Host Home Host Host Home | Host Home Host Home
Home
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VI. Sample Planning Timeline (Spring Break Service Trip)

Task Date Comments Completed
Attend Service Trip Information Session October 1
Attend Service Trip Leader Training October 22
Choose an Issue Oct.-Nov.
Choose a Location Oct.-Nov.
Secure a Host Organization Oct.-Dec.
Recruit Participants Nov.-Feb.
Develop Itinerary Nov.-Feb.
Fundraise Nov.-Mar.
Arrange Transportation Dec.-Feb.
Arrange Lodging Dec.-Feb.
Determine Trip Budget Dec.-Feb.
Plan Meals Jan-Mar.
Service Trip Intent Form due to CSO January 29
Collect Participant Deposit January
Hold Group Participant Meetings Jan.-Mar.
Attend Participant Training February 7

Collect Participant Materials

February 12

Participant Forms due to CSO

February 19

Service Project Release, Participant

Information Form, Driving

Authorization

Collect Final Participant Fees February
Packing List, Travel Plans,
February- | Expectations, Project Details, Trip
Provide Participants with Final Information March | Finances, etc.
Attend Service Trip March 7-13
Hold Trip Reunion / Reflection & Debrief April
Participate in Faces of Hope April 8
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VIl. Trip Planning Checklist

Initial Planning

Where are you going?

What are your expectations and learning objectives for the trip?

What skills do you bring?

What is your relationship with the organizations that you plan to work with?
What are the expectations of your host(s)?

Have you decided on a group size?

How does your plan fit with the cultural norms of the community?

Dt P > > P

Logistics

Do you have valid identification? Passport and Visa if required?

How much does this trip cost? What does the price not include?

What arrangements will you make for meals?

Where will you stay and how will you get there?

How will you travel on-site2Isani Nt er nat i onal driver
How far is your travel destination from the nearest hospital?

Do you need immunizations? If so, where will you get the immunizations?

What is your work schedule?

s |license o

Dt P > >

Trip Details

Have you clearly articulated the trip expectations for participants?

Have you distributed a schedule or itinerary for the trip to participants?

Have you and your participants copied important documents (passport & visa if applicable)?
Have you and your participants left copies of the above documents with family at home?
Have you created a FAQs page for participants/parents of participants?

Do you have maps, travel guides, and language guides as appropriate?

How much money (personal spending) should participants bring on the trip?

Do you or your participants have any pre-existing medical conditions to consider before traveling?
Any regular prescriptions? If so, are there letters from a doctor explain the medications?

Do you have emergency contact information?

Do the on-site coordinators have emergency management plans in place?

Do you have a chain of communication for emergencies?

Have you left your contact information with important people at home?

Are you familiar with the local laws and customs of the community that you will visit?

Do you have batteries and other emergency supplies?

D > > B B > > > I

Before Departure

Have you created a packing list for participants? (do bring and do not bring)

Are there any items that you CANNOT bring according to the laws of the community?
Have you confirmed accommodations and plans for the trip?

Have you checked the weather for your destination prior to departure?

How will you communicate with family and friends while away?

Have you discussed issues of culture shock?

1 D > e >
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Post-Trip

A In what ways did you connect with the community in-country?

In what ways did you connect with the other people in your group?

What service projects could you coordinate for your trip participants at home?
When will your group reunite? Where?

What will you discuss when you meet again?

v > > >

Questions Specific to International Trips

Have you registered with the State Department?

Have you contacted your credit card company to alert them of international travel?
Will your credit card (s) work abroad and what are the fees?

How will you get money in-country? Can you use ATMs or exchange cash or travelers cheques?
Do you have a phone card or international cell phone?

Are there special travel advisories for this country?

Will you need to renew your visa while you are there?

Do you know the voltages in the host country?

Will you change money here in the US, in the airport upon arrival, or elsewhere?
Do you know the location of the US Embassy?

Dt >t P > >
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VIIl. Safety Precautions and Crisis Management

In order to have a fun and successful service trip, it is important that you follow appropriate safety precautions.

The most I mperative precaution Iis to ensure that
Provide your participants with a list of participant names, emails, and phone numbers so that they can get in

touch with one another as necessary, and encourage them to program phone numbers into their phones. Another
important step is to collect emergency contact information for everyone in your group, which is done through the
Service Trip forms provided by the Community Service Office. We will keep these records on file in the office,

but you should have the information with you as well.

Plan ahead by packing first aid kits and having discussions with your group regarding appropriate trip
behavior. For example, your group may want to arrange a system for communication and travel while you are
at your destination (i.e. exchange all cell numbers in advance of leaving WU, coordinate a team/buddy system,
etc.) Take the time to understand the community in which you will be working and follow the local laws and
cultural expectations. In order to effectively handle emergencies as they arise, work with your participants to
develop emergency procedures and to discuss how to follow an emergency protocol plan. Basic safety and risk-
management will be covered at service trip leader and participant trainings, but you and your group are
responsible for communicating with the University in the case of any emergency.

Emergency Protocol Plan:

Step #1: Address immediate safety concerns
Determine if it is necessary to move participants to alternative housing

Step #2: Determine level of the incident and respond appropriately:
Level Examples Actions
1 Minor incidents and injuries, Handle incident internally among participants
Violations such as traffic tickets
Vehicle maintenance problems,
2 Moderate illness, Contact trip advisors
Stolen belongings
Stolen vehicle, Contact local emergency response (911 if domestic)
3 Physical/sexual assault, Contact trip advisors
Major medical emergency Contact WU Police Department (314) 935-5555
Death of student, Contact local emergency response (911 if domestic)
4 Natural disaster, Contact trip advisors
Terrorist attack Contact WU Police Department (314) 935-5555
Step # 3: Talk to emergency personnel and the police only in emergency situations and ask for

identification if you are in doubt. Do not talk to the media.
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IX. Preparing your Participants

Constant communication with your participants is a key factor for a successful trip. Begin scheduling group
meetings well before your trip departure date and include participants in the decision-making process whenever
possible to help them feel more invested in the trip. Educate your participants about the trip by discussing your
travel plans and the service projects that you will be completing when you arrive in your community. Clarify
group expectations and ensure that your group members understand their financial commitments. Find ways to
incorporate teambuilding and conflict resolution skills during your group meetings and make sure to find time to
reflect as a group regarding your experiences. By accomplishing these suggestions, you will be setting yourself
up for a smooth service trip in regards to participant understanding and interaction.

Group Bonding: Ice Breakers and Team Builders
Allow your participants to get to know one another. Ideally, your group will have opportunities to meet each

other before the service trip in pre-trip meetings. Some of the best bonding also occurs spontaneously during the
trip or when traveling to your service trip site, so try to have participants rotate seats and work assignments
when possible. There are a variety of activities you can utilize to encourage interaction between participants.
Samples are included below, and you may also visit the Resource Library near the Community Service Office for
further examples of icebreaker and team builder activities.

Sample Activities:
Two Truths and a Lie
All sit in a circle. Each person introduces him/herself, stating name and pertinent information.
Everyone also includes three “facts”,
must guess which statement is the lie.

Name Tag Switch
Make sure everyone has a name tag. People introduce themselves to each other stating 3
facts about themselves. Then everyone trades nametags and identities. Person A becomes
Person B and approaches Person C to repeat the process. Continue until everyone has had the
chance to become multiple people. Then, ask everyone to intfroduce themselves as the person
whose name tag they are currently wearing. At the end, have all participants retrieve their
own nametag and share the facts they originally provided.

Group Sit
All stand in a circle then turn to the right and have participants place their hands on the waist
of the person in front of them. Have the group slowly step toward the center until not more
than an inch separates everyone. On the count of three, have everyone sit down on the lap of
the person behind them.

Electric Fence

Tie a rope between two objects at chest height. The group must get all the members over the
rope without touching the rope. The entire group must begin again if any one member touches
the rope.

www.communityservice.wustl.edu /trips 22

t

W o



Group Expectations
Before leaving for your trip, it is important to set group expectations with your participants. If everyone agrees
to the expectations in advance, there is less likely to be a conflict or incident. There are a variety of issues that

might be discussed as your group is setting expectations. Topics include:

A Alternating who spends time together within the group

A Handling tardiness and wake up calls

A Communications

A Addressing and managing conflict

A Any other issue that you and your participants feel might affect your group.
It could be useful to discuss conflict resolution skills in advance and to determine as a group how you would like
to deal with a conflict if it occurs while you are on your trip. In addition, you may want to discuss participant
expectations in terms of what they hope to gain from the experience and how they expect to feel during and
after the service trip. Following the service trip, you can compare the experience with the participant
expectations. As a trip leader, you are responsible for providing your participants will all relevant materials and
to ensure that they understand the group expectations.

Cultural Competency
It is important to ensure that everyone in your group behaves appropriately in relation to the local laws and

customs. You are there to assist and learn from your local community and therefore it is necessary to demonstrate
respect and understanding. Pay attention to what is being reported in the media about the area you intend to
visit and do some research on your own to gain a deeper understanding of the culture you will be immersing

your group in.

Places to learn about the culture of the community you will be working in:
A Websites
A Library
A Travel agent
A Tourist Bureaus
A Embassies

Group Process
As groups come together, they face a variety of issues depending upon what stage they are in within their
formation process. It is important to understand where your group is in their formation process and to know what

you can do as a leader to facilitate growth within your group.
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Stages of Group Process

(Adapted from: Breakaway® - www.alternativebreaks.org)

Forming
A Maijor Issues: inclusion, individual identity
A Leader role: explain rules and goals, lead icebreakers and group builders

Storming

A Major Issues: conflict, power, anger, rebellion, loss of purpose, questioned participation

A Leader role: provide space and structure for discussions, ask for opinions (individual and group), help mediate conflict
resolution and problem solving

Norming
A Major Issues: group identity —cooperate or compete, what are the norms/roles, individual vs. group
A Leader role: empower, provide activities in which all can be involved, role model appropriate behavior

Performing
A Major Issues: productivity, cohesion, pride, strong identity, accepting responsibility, independent
A Leader role: reinforce, be a mirror, focus on learning, show different sides to issues

Transforming

A Maijor Issues: letting go, fear of leaving, nostalgia, grieving, denial of success, anxiety a
learning

A Leader role: coach, support, affirm, focus on positive, validate experience, prepare participates with action plans,
ceremonies, talk about transition and closure

Conflict Resolution

Al t hough service trips often take pl ace Whehegot onl
are working and living in close proximity with a group of people as you are on a service trip, there are bound to

be conflicts. The conflicts may be small in nature but will nevertheless affect your trip if they are not handled
appropriately.

Examples of Common Service Trip Conflicts:
A The group needs to leave for the work site at 8am, but some people oversleep and therefore causing the
entire group to be late.
A One contingent of the group wants to go out at night, but there is only one vehicle and the remainder of
the group does not want to be stranded at the lodging site in case of emergency.
A The group agreed to rotate who participated in cooking and cleaning duties, but one member of the group
is not pulling their weight.
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As a group facilitator, you may act as a third party mediator during conflicts. It is important to encourage your
group members to use appropriate conflict resolution skills when confronting each other.

Steps in Solving a Conflict

(Adapted from: Breakaway® - www.alternativebreaks.org)

1. Speak directly to the person, using his/her name
A Be respectful.
2. State the problem.
A This is not an accusation, but rather a specification of the situation.
3. Tell the person how you feel.
A Donotplaceb| ame. Use “|1” statements
4. Tell the person what you need.
A Identify the root of the problem. Ask for a specific change in behavior.
5. Work together to negotiate a solution.
A Share expectations and encourage communication.

Materials to Provide to Participants

I Packing List:

A Clothes & Personal care items

A Safety equipment

A Required documentation, identification, and copies
A ltems to leave at home

—

Information about travel plans:

A Trip Iltinerary

A Roster of Trip Participants and leaders
A Required /recommended vaccinations
A Identification /Passport requirements

—_—

Information about service project:

A Background information on the community you will be serving
A Overview of local agency coordination the service project

A Information about anticipated work responsibilities

A Health and safety guidelines

—_—

Information about financial commitments:

A Refund information and cancellation deadline
A Anticipated expenses above and beyond participation fee

—_—

Information about group expectations:
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A At least one pre-trip meeting /training
A At least one post trip meeting/debrief
A Expectations for participation and behavior

I Guidelines for interaction with local community:
A Photos: obtain permission before photographing community members
A Personal donation of money and gifts to community members and host organizations
A Appropriate cultural boundaries and interactions
I Post-Trip Evaluation Information:
A Community Counts Inventory, a survey conducted via the Gephardt Institute
Reflection

In order to provide a meaningful experience for your participants, incorporate reflection activities into your
plans both during and after your service trip. Reflection allows you to think about your service experience and
explore how it fits into your life and the broader picture of society. Set aside time at the end of each day for
reflection and use a method of reflection that is comfortable for you and your participants.

Sample Reflection Activities:
Roses, Buds, and Thorns
At the end of each day, ask everyone in your group to sit in a circle. Go around the circle and
di scuss the “roses, buds, and thorns” of
enjoyed, buds are upcoming items you are looking forward to, and thorns are things that
were frustrating or difficult. This activity allows everyone to give a quick update on how they
feel.

What¢ So What? Now Whaté
Ask participants to respond to the following questions in any format you choose.
0 What? Describe what happened, what you saw or felt in your interactions.
0 So What? Did you make a difference? Why or why not?2 What was your impact?
0 Now What?2 What more needs to be done? What will you do? Did this change you?

Group Journal
Provide a journal for your group. Ask everyone to write an entry at least once during your
service trip experience. At the end of the week take time to read the journal as a group and
discuss your experiences.
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X. Returning to Campus

You pulled together the service trip and had a great experience —now what? After you return to campus, make
sure your service trip has a lasting impact. Plan a service trip reunion within the immediate weeks following your
trip. The reunion will allow your group to spend time with each other, and will also provide a space for continued
reflection. Participants can discuss ways in which the service trip impacts their everyday lives and can also talk
about the unique experience of returning to campus life at WU after the intensity of a service trip. For every
individual, this is different, but it is helpful to discuss it with your service trip as a group. Your trip may also find
it meaningful to plan time to get together as a group again later. In the past, trips have planned reunion dinners
or coffees to reunite the group or service projects in St. Louis or on campus to continue similar work. These
activities often work to continue the conversations that were raised during the trip and give people an outlet to
continue learning and sharing their experience.

It is important to share the story of your trip back to campus so that other members of the WU community
understand the impact of service trips. One excellent way to share your story is to participate in Faces of Hope
in early April. Faces of Hope is an event organized by the Gephardt Institute where groups and departments
put together posters highlighting their service to the community. Participating in this event provides you with the
opportunity to discuss your service trip while also seeing the numerous other service initiatives that occur through
the Washington University community. The Community Service Office would also love to help you share the story
of your service trip by displaying your photographs on the DUC flat screen televisions. Please provide us with
copies of your pictures by emailing communityservice@wustl.edu or dropping off a CD in the Community Service
office (Danforth University Center 250). You can also post photos on the CSO Facebook page, at
www.facebook.com/WUSTLcso.

Maintain records of all of your planning process. If you know a specific person who will be leading the same trip
next year, meet with them to have a debriefing meeting and to give them your advice on how to move forward
with the trip for next year. Even if you do not know who or if someone will be leading the trip next year, make a
transition binder with materials and information that you found particularly useful in case someone wants to pick
up where you left off.

We would also like you to take the time to evaluate your trip. Please participate in the Community Counts

Inventory conducted by the Gephardt Institvte s 0 t hat your trip is included
contributions to the community. Also, feel free to provide us with feedback in regards to how we can improve our
advising process or improve this planning guide
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Xl. Graduate and Professional Student Trips

Although WU tends to see more undergraduate trips, graduate and professional student trips do go out every
year. The participants often all come from the same school or program. If you would like to develop an
interdisciplinary trip, the Community Service Office can work with you to outreach to programs other than your
own. To increase participation, consider opening your trip to family members. The Community Service Office
serves as a resource for you as you go through the planning process and we would love to speak with you about
your trip. If you feel that your cohort would benefit from service trip trainings specific to the graduate and
professional student population, please contact us so that we may work out the best option for you and your
participants.
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XIl. International Trips

When putting together an international service trip, there are considerations to take into account above and
beyond those used when planning a domestic trip. It is important that you and your participants are culturally
competent and understand the culture, traditions, and laws of the country to which you will be traveling. There
are also special considerations to take into account in terms of documentation, health and safety precautions.
Jenni Harpring, Program Manager with the Gephardt Institute, is available to help you understand and utilize
resources for international travel (see Key Contacts under Campus Resources).

Passports and Visas
You must have a valid passport to travel outside of the United States and may need a visa as well. Processing

can take several weeks, so it is important that you and your participants apply early. The website for passport
information is travel.state.gov/passport/get /first /first 832.html. The closest place to WU to apply is the
University City Branch Library: 561 Kingsland Avenue, St. Louis, Mo 63130, (314) 726-2347. Visa requirements
differ by country, and the best source for obtaining visa information is www.embassy.org/embassies/index.html.

Immunizations and Health
Washington University insurance does cover medical care and medical evacuation while in foreign countries, but

it does not cover the cost of immunizations. Many countries require immunizations before entering and therefore it
is important to research country specific information. Information relating to this topic can be found at
www.cdc.gov/travel/ and www.cdec.gov/travel/study abroad.htm. While Student Health Services at

W ashington University does not provide travel immunizations, there are several travel clinics in the St. Louis area
with more information available at the following websites www.stlouisco.com/doh/ and www.barnescare.org. If

an American citizen becomes ill or injured abroad, a U.S. consular office can assist in locating appropriate
medical services and information family and friendss Was hi ngt on Uni versity i s

Worldwide emergency travel assistance services: www.assistamerica.com/students.html.

W ashington University is a member of the International SOS Program. We strongly encourage all students and
staff traveling internationally to register with the program before traveling abroad. International SOS is the
world's largest medical and security assistance company, with more than 3,000 professionals in 24-hour Alarm
Centers, international clinics and remote-site medical facilities across five continents. International SOS is the
leader in their field, ready to help you with all of your medical and security needs. This service provides pre-trip
advice and will give you immediate medical assistance while you are abroad. They are available 24/7,
offering global service that includes emergency evacuation and repatriation. Optional medical and travel
insurance coverage is available for US citizens and for other nationals. Please visit their website at
www.internationalsos.com and enter the WU membership number 11BSGC000032 in the "visit member website"

prompt box on the main page. Follow instructions on registering your travel and print and take with you the
cards they provide online.
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International Travel Safety Precautions
Locate your nearest US embassy and check the State Department website for travel advisories and safety tips

before leaving on your trip: www.travel.state.gov. When you arrive in your host country, it is important to
register with the embassy. Keep copies of your passport and visa with you and also with someone in the United
States in case of an emergency.

Frequently Asked Questions about International Travel
Q. Do | have international health coverage through my WU Health Insurance?

A. Yes. Tolearnmor e about your international heal th coverz:
coverage” section of the Washington University i
www.aetnastudenthealth.com/.

You are also eligible for On Call International with your WU Insurance. You can print out an On Call
International card from the Aetna website listed above. To learn more about On Call International and the
services they provide you can visit their website: www.oncallinternational.com/.

How do | learn what travel immunizations | need?

> 0

The Center for Disease Control website provides information about travel immunizations:
www.cdc.gov /travel /

Q. Where can | get travel immunizations?
A. Student Health does not provide travel immunizations, however there are several travel clinics near
W ashington University including:
A John C. Murphy Health Center
A Barnes Care Traveler Health Service
A St Louis County Health Department
A Passport Health, St. Louis

Q. Are travel immunizations covered as part of my health insurance?

A. Travel immunizations are not covered through your health insurance. You will want to make sure that you
factor the cost of these immunizations into your budget and let participants know well in advance so they can
make appointment and payment arrangements.

Q. How do | secure housing?

A. Your host organization will be able to provide you with the best information about housing. They may provide
housing or have a relationship with nearby places students can stay. Additionally your host agency may help
you find a homestay. Guidebooks are a great resource for hotels, hostels and guest houses that can be used
until long-term housing is located.

Q. Do | need a visa for the country | am traveling to?
A. Visa requirements are different for each country. The best source for obtaining information about the necessity
of a visq, fees, and processing is the embassy for the country you are traveling to. The following website
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collects all of the United States based embassies: www.embassy.org/embassies/index.html. Additionally,

www.projectvisa.com provides visa information for every country as well as links to the embassy homepages.

Visas may take several months to process, research your visa as soon as possible.

Visa requirements may be different for international students and international students should research visa
requirements through embassies in their home countries.

Q. How do | determine the price of a commodity in the country | will be working in?

A. The best resource for finding prices is your contact at your host agency. If that person cannot answer your
questions, there are several online resources including the Lonely Planet discussion board:
www.lonelyplanet.com/thorntree /index.jspa.
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Xlll. Community Service Articles

l. “Students choose service over sun for spr
Washington University in St. Louis Record, March 5, 2009
record.wustl.edu/news/page/normal /13625.html

Il. “For many students, spring break is a tin
Saint Louis Beacon, March 12, 2009

www.stlbeacon.org /education/for many students spring break is a time for service not s

un
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XIV. Appendix

I Service Trip Intent Form

Il. Service Trip Information Form

. WU Service Trip Participant Information Form
V. Community Service Trip Project Release

V. Driving Authorization Form
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