
SCOPE

This procedure applies to Monash University staff leading student group travel and students undertaking group travel for curricular and

co-curricular activities.

For the purpose of this procedure, references to ‘the University’ includes Monash University Australia, Monash University Malaysia, Monash

University Indonesia, Monash Suzhou, Monash Suzhou Research Institute, and the Monash University Prato Centre, unless indicated

otherwise.

This procedure does not apply to extra-curricular activities and/or travel.

PROCEDURE STATEMENT

The University supports staff leading student group travel experiences where these experiences are purposeful and undertaken as an

endorsed program or activity.

This procedure outlines the requirements and responsibilities for the preparation, approval and coordination of student group travel and

supporting the safety and wellbeing of students throughout group travel.

1. Types of student group travel

1.1 Student group travel encompasses two or more students undertaking an off-campus domestic or international travel

experience.

1.2 The University organises travel according to the travel activity type (e.g. the purpose of the travel) and travel is approved

depending on whether it is domestic or international.

● The Activity Approver is the head of unit responsible for approving the activity offering (e.g. a one-off or recurring

offering) and the Travel Approver has the authority to approve the travel at the time of the activity.

● For group programs, the Activity Leader is the staff member in charge of leading the activity.

1.3 Domestic student group travel includes an overnight stay such as:

● field trips;

● co-curricular development programs; and

● representing the University at a registered event (e.g. inter-university competitions, industry events etc.)

1.4 International student group travel may include:

● global study tours;

● Monash global campus intensive; and

● representing the University at a registered event (e.g. competitions, international moot etc.)

2. Approval for student group travel

2.1 Travel is approved as per Table 1 and in line with the roles and responsibilities outlined in section 2 of this procedure.
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TABLE 1 - Student Travel Approvers

ACTIVITY TYPE TRAVEL APPROVER

COURSEWORK STUDENTS

Domestic Field trips, domestic study tours, co-curricular

development programs

Activity Approver

International Global study tours, global campus intensives,

competitions

Monash Abroad

Travel Approver

2.2 Travel Approvers stipulate a process for activity or program approval, including the relevant forms and/or documentation

required by Activity Leaders when seeking approval, such as compliance and training obligations.

2.3 Travel Approvers must assess and approve the group travel proposal by considering the following:

● the Activity Leader has accepted and is prepared to undertake the responsibilities associated with leading a student

group;

● the safety and wellbeing of students has been considered in program development;

● the group travel program complies with relevant University policies; and

● any international travel to a high risk destination, as determined by the Australian Department of Foreign Affairs and

Trade (DFAT), has been assessed in line with the Staff and Student Travel Policy.

2.4 Travel Approvers should facilitate timely approvals and feedback to Activity Leaders, including any recommendations to

enhance travel safety, or fulfil compliance obligations and duty of care throughout group travel. Where the approver requests

further information or additional requirements to the proposed activity, this must be provided.

2.5 Where the Activity or Travel Approver assesses that the Activity Leader is not appropriate to lead student group travel, the

Activity Leader may be replaced in order for the travel to proceed.

2.6 Activities must not proceed if they are not granted approval.

Activity Approver

2.7 The Activity Approver is the individual who has approved the activity offering and is responsible for:

● ensuring the proposed travel experience is purposeful and aligns with faculty or portfolio objectives, (e.g. meeting the unit

and/or course requirements for curricular travel);

● ensuring the appointed Activity Leader demonstrates capacity and willingness to fulfil all requirements and

responsibilities of the particular activity or program;

● ensuring any required OHS risk assessments undertaken and controls have been implemented; and

● the assessment and approval of the program budget, including allocation of funds (e.g. provision of subsidies) and

oversight of expenditure for bookings and throughout travel.

Activity Leader

2.8 All activities and programs involving student group travel must have an Activity Leader. The Activity Leader is the staff

member who has committed to undertake any necessary training and requirements to be competent to lead the student

group. The Activity Leader is responsible for:

● undertaking travel with the student group or, when not travelling with the group, appointing an onsite activity leader;

● development and management of the travel program;

● being able to fulfil all duty of care responsibilities, including completion of risk management assessments prior to travel

and any critical incident and emergency management throughout travel;

● ensuring the group is compliant with the Staff and Student Travel Policy and associated procedures.

● being the group’s principal contact with the University; and

● obtaining written approval from the relevant Activity Approver before commencing program bookings, promotion and

recruitment.
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3. Preparing to lead student group travel

3.1 Activity Leaders should be guided by the University’s Diversity and Inclusion Action Plan when selecting students to

undertake travel.

3.2 If a student discloses any condition that may require additional support whilst travelling, the Activity Leader must discuss the

relevant support to be provided with the student, and if necessary and with the student’s permission, consult with University

support services, such as Disability Support Services, Counselling Services or Safer Communities.   

3.3 Activity Leaders must ensure all students have completed any additional registration requirements as set by the Travel

Approver or required for the activity (e.g. competition registration).

Risk and safety

3.4 When developing the travel program, the Activity Leader should take a risk-based approach and implement mitigations

according to risk levels in accordance with the OHS Risk Management Procedure. Additional hazards and risks to consider

include but are not limited to:

● Location of the activity – urban, rural, remote;

● Logistical services – transportation, accommodation, food and water, classroom facilities, internet/mobile phones;

● Staff / student ratios – gender representation, adequate staff resources to manage duty of care and contingency

planning (recommended 1:10, required 1:20); and/or

● Host country/city (for international travel) – geopolitical issues, security (current DFAT advice), environmental factors

(weather, wildlife, infrastructure), access to medical treatment, cultural attitudes (religion, sexual / gender identities,

nationality);

3.5 All Activity Leaders must undertake any training specified by the Travel Approver to support student wellbeing, risk and safety

and managing critical incidents. Training programs are available through myDevelopment and may include for example, first

aid, incident management scenario training, or responding to a disclosure of sexual misconduct.

3.5.1 Activity Leaders who do not complete training requirements before departure may be replaced, or other conditions

may be imposed by the Travel Approver. 

3.6 Activity Leaders must conduct a pre-departure briefing and in-country/onsite briefing for students. The briefings should

include location information, health and safety information, program itinerary details, communications protocols, emergency

management, expectations of student conduct, and arrivals and meeting points.

3.7 The Travel Approver can provide current risk and safety advice, and seek to do so in consultation with other specialist units

for example, University Security for all international student group travel programs.

3.8 Alcohol consumption and provision guidelines during group programs must be made in accordance with the Alcohol Risk

Management Procedure. The consumption of alcohol and controlled substances on group travel programs can lead to

increased risk of incidents of sexual misconduct, injury or illness and/or illegal actions. Alcohol consumption must only be

sanctioned where the risk assessment includes sufficient mitigations to prioritise safety, and for participants that meet the

minimum legal drinking age and use in the host location.

Visas 

3.9 Activity Leaders should consider visa requirements when arranging international group travel and must plan their program to

enable sufficient time for all students to obtain a visa, where required.

3.10 The University cannot provide visa advice to students or apply for a visa on behalf of a student. Activity Leaders can seek

advice from Monash Abroad on visa requirements for international group travel, and Monash Abroad can provide assistance

with supporting documentation required to apply for a visa (for example, providing an Embassy a verified copy of program

approval and official endorsement of the program by the University).

Bookings

3.11 When making bookings, the Activity Leader must balance student safety, ethics and experience with value for money.  

3.12 Activity Leaders must book all travel arrangements, including all accommodation, flights and ground transport with a

University-preferred group travel provider.
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3.12.1 Certain programs may allow students to book their own travel. This option must be approved by the Activity

Approver prior to promotion of the program.

3.13 The Activity Leader should not collect payment directly from student participants. Travel program fees can be facilitated

directly to the University’s Travel Management Company or shop.monash.

4. During group travel

4.1 Activity Leaders must:

4.1.1 confirm the arrival of all participants on the first day of the program with the Travel Approver;

4.1.2 be capable of fulfilling all duty of care responsibilities throughout the group travel program; and

4.1.3 if traveling with the group, remain in close proximity to students and be contactable by students and/or the University

24/7 throughout the group travel program.

4.2 If a student withdraws from the program during travel, the student becomes responsible for their own safety, transport and

accommodation. Students who withdraw from a program may be liable to repay travel grant loans and/or scholarship funding.

Critical incident and emergency management

4.3 In the event of a critical incident or emergency, the Activity Leader should take reasonable steps to ensure the immediate

safety of the group in line with local emergency advice and advise the appropriate contact as outlined in the Staff and Student

Travel Policy as soon as practical.

4.4 Any disclosure of sexual misconduct must be responded to in line with the Sexual Misconduct Response Procedure.

Discharging a student during travel

4.5 Activity Leaders may be required to discharge a student during travel if a student engages in conduct that:

● is in breach of any host location laws;

● is in breach of University policies;

● poses an immediate danger to themselves or others; and/or

● disrupts the learning, safety or wellbeing of others in the group.

4.6 Discharging a student removes the student from the remainder of the group travel program. Any discharge of a student must

only be undertaken where it is deemed essential in the circumstances.

4.7 The Activity Leader should make all reasonable attempts to obtain the prior permission of the Activity Approver or Student

Conduct and Complaints to discharge a student from a group travel program. 

4.8 In discharging a student, the Activity Leader can support the student to find alternative transport or accommodation, however

once the student has been discharged the student is responsible for their own safety, transport and accommodation.

4.9 Activity Leaders must keep documentation and evidence supporting a decision to discharge a student and present this

information to Student Conduct and Complaints upon return from travel.

5. Group travel costs and expenditure

5.1 All costs associated with student group travel must be appropriate and justified for the purpose and objectives of the travel

program.

5.2 Program fees must clearly state inclusions and exclusions, be transparent and communicated in writing (e.g. on a program

website) and compliant with Higher Education Support Act guidance on charging of fees that are incidental to studies.

6. Monitoring and Reporting

6.1 Activity leaders must record any incidents that may have occurred throughout the travel program, as set out in the OHS

Hazard and Incident Procedure, within the Safety And Risk Analysis Hub (SARAH). 

6.2 Travel Approvers must conduct reviews to inform quality improvements and how future student group travel will be facilitated.

6.3 Based on the outcome of reviews of international student group travel programs, Monash Abroad will:  
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● advise on strategic and institutional priorities in the development of a group travel program;

● ensure a consistent approach to international group travel programs;

● facilitate relationships with the University’s education abroad service providers; and

● oversee the management and governance of international group travel programs, including the escalation of any

relevant matters to the Deputy-Vice Chancellor (Global Engagement).

DEFINITIONS

Activity approver The activity approver is the head of unit (e.g. Dean or delegate /DVC Education or delegate) who has

approved the activity offering by weighing strategic aims with risk appetite. They are the owner of activity

risk, budget and resources and ensuring compliance, and have authority to approve program finances.

Activity leader The activity leader is the staff member who has committed to undertake the necessary training and

requirements to be competent to lead student group travel.

Curricular or co-curricular

travel

Travel undertaken in connection with a student’s course of study that is for credit and/or undertaken as a

hurdle requirement which are recognised on a student’s academic record. e.g as a unit enrolment or on

Australian Higher Education Graduate Statement, or travel that has been endorsed and approved by the

University as a co-curricular activity.

Discharge A Monash University representative immediately terminates a student’s inclusion and participation in the

travel program. The student must physically depart from the group and will be withdrawn from associated

units. They may be subject to misconduct proceedings.

Duty of care Ensuring the health, safety and wellbeing of all participants throughout the group travel program.

Travel approver Travel approvers have delegated authority to approve activities that meet compliance requirements.

Where groups do not meet compliance requirements, they must be escalated to the appropriate

committee or senior manager and activity approver (e.g. DVC Education, Monash Abroad, Deans/FGMs). 

Travel Program fee The fee that participants pay to participate in the program. This is on top of any tuition fees paid to the

institution or conference registration fees where not embedded in the program fee. 

University-preferred group

travel provider

The provider that has a contractual engagement with the University to manage travel bookings on

behalf of the University and its employees.

GOVERNANCE

Parent policy Staff and Student Travel Policy

Supporting procedures Staff Travel Procedure

Student Travel Procedure

Supporting schedules

Associated procedures Behaviours in the Workplace Procedure

Course Accreditation Procedure

Industry Experience Procedure

OHS Risk Management Procedure

Sexual Misconduct Response Procedure

Student General Misconduct Procedure

Student Complaints Procedure

Student Fees Procedure

Related legislation Higher Education Support Act 2003

Category Operational

Approval Provost and Senior Vice President

11 November 2022
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Endorsement Deputy Vice-Chancellor (Education)
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Procedure owner Senior Manager, Global Student Mobility

Date effective 1 January 2023
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Content enquiries monashabroad.enquiries@monash.edu
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