Generic Preparation Guide for
Staff & Students Going on Short-Term
Study Tours to Asia

The Generic Preparation Guide for Staff and Students Going on Short-term Study
Tours to Asia is intended to support shot-term student mobility program
organisers (academics and administrative staff), as well as program participants
(students).
The Guide is informed by the findings from the Ready for Take-Off: Preparing
Students for Intercultural Learning in Asia project. It consists of a comprehensive
summary of tips, advice and useful links to resources relating to student mobility
program preparation, based on collation and review of existing student mobility
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There are five sections in the Guide, each relating to a different aspect of shortterm study tour preparation. Individual sections (in PDF and MS Word formats)
are also available for download at the project website. For additional resources,
templates and case studies, please visit the resources page of the project
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SECTION 1: LOGISTICAL & PRACTICAL PREPARATION

ADVICE FOR STAFF
Program Administration & Organisation


Ensure that students have submitted the required administrative and program enrolment
documents.



Ensure that a contact details form for each student has been collected. Give students a copy
of their contact details form to keep.



Distribute a program guide or handbook to students that contains all the essential information
students need to know relating to the following:
o

Pertinent logistical, practical and administrative information.

o

Communication protocols (i.e., how everyone will keep in contact with each other
during the trip – e.g., via mobile phones, Facebook, WhatsApp or other internet or
telecommunication mediums).

o

Important resources and contact details for whom to contact in case of an emergency
(e.g., DFAT phone numbers and important university phone numbers/emails).

o

What to bring on the trip.

o

What to expect on the trip.

o

Health and safety advice, and advice about risks.

o

Student and staff responsibilities (e.g., student behaviour expectations).

o

Culture and language information about the intended destination.

o

Academic and assessment information.



Ensure students have a copy of the travel itinerary.



Organise pre-departure activities to assist in students’ preparation and invite relevant
presenters to talk to the students.



Organise social event/s to promote group bonding.



Enable all program participants (including overseas buddies/mentors) to get to know each
other via online mediums.
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Create a program website, Facebook page or discussion forum for program participants to
engage with each other and as a source of information dissemination.



Create a contact list of all the university departments, external providers and sources of
support you have used to organise the program. This will assist program organisation, and will
be helpful for any other staff members working on the program with you, or for future staff
members.



Create a post-trip strategy. Plan for activities and administrative tasks that need to be
undertaken after the trip. These may include:
o

Program participant de-briefing activities.

o

Academic de-briefing and collection of assessments.

o

Collection of participant feedback.

o

Collection of talent-release forms (so that you have participants’ permission to use
photographs and video taken during the trip).

o

Distribution of ‘letters of achievement’ for trip participants.

o

Enlisting participants for the future (e.g., alumni participants may be asked to attend
future program promotion and marketing activities, or to present at preparation
seminars).

ADVICE FOR STUDENTS
Program Administration


Always prepare for your trip well in advance. Allow sufficient time for administrative delays.



Ensure that you have submitted all enrolment and administration documents required for
your trip. If you are not sure what you need to submit, check with the program organisers
(they may have a checklist you can use to get organised).



Make sure you have a copy of the trip handbook, guide and handouts (if such documents have
been provided).



Make sure you have a copy of the travel itinerary.



Take part in opportunities to engage with your fellow program participants face-to-face (e.g.,
at pre-departure activities) or online (e.g., via discussion forums, the program website or
Facebook).



Make sure you attend pre-departure preparation seminars or workshops, as important
information will be conveyed by the trip organisers, and potentially, by special guest
presenters.
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Attend pre-trip social events if such events have been organised, in order to meet with and
get to know your fellow travellers.

Passport, Travel & Visa


Get organised well in advance, as passports and visa applications can take a while to process.



Make sure you have the correct type of visa to enter your host country (e.g., student visa
rather than a tourist visa). Some points for consideration in determining the right kind of visa
include:
o

Length of the trip (e.g., short-term study tour as opposed to semester-long exchange)

o

Purpose of the trip (e.g., study tour, internship, work placement, work experience)

o

If you are being paid for any work you undertake while on your study tour program



Always check with consulates and embassies regarding visa requirements.



If you are intending to travel to more than one overseas destination, make sure you have the
appropriate visa for each of those destinations, prior to leaving Australia.



If you are intending to work while on your trip, check if there are any work limitations
applicable to your specific visa.



Ensure that you have a valid passport (i.e., one that does not expire within six months of your
intended travel dates).



If you are a dual citizen, check the DFAT website to find out how this status affects your travel
and visa conditions.



Register with Smart Traveller and take the time to browse the Smart Traveller website. There
are many excellent tips for travellers.



It may be beneficial to apply for an international student identity card in order to obtain
certain travel-related discounts.



If you are intending to drive while overseas, you may need to apply for an international driving
permit.



If you are an Australian Permanent Resident, your visa status may be affected if you leave
Australia. Check with the Department of Immigration and Border Protection regarding
whether you require a Resident Return Visa.



When purchasing airline tickets, it is useful to purchase a flexible ticket so that you can change
your bookings if necessary. This may cost more, but is worth considering.



Avoid purchasing one-way tickets if possible (i.e., always demonstrate that you will be
travelling onwards from your current destination).
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Packing Suggestions & Luggage Restrictions


Be aware of what you need to bring with you. A good tip is to pack according to a checklist
(program organisers may supply you with one).



Be aware of baggage restrictions and prohibited items relating to your travel destinations and
airlines.



Bring your valuable items with you as carry-on luggage, in case your checked-in luggage is lost.



Pack for variations in temperature (e.g., wear layers of clothing). Be aware of the weather
conditions at your destination so that you are attired appropriately upon arrival.



If you are intending to bring a large quantity of baggage out of Australia, a more cost-effective
option is to send your excess baggage to your destination via an unaccompanied baggage
service.



Register any valuable items such as cameras and computers with Australian Customs prior to
leaving Australia so you do not have to declare these items upon your return. Make sure you
bring your receipts with you to demonstrate that the items are yours and have been previously
purchased in Australia.



Be aware of duty-free and GST conditions for items brought back into Australia.

Accommodation & Arrival


Apply for accommodation at your host institution, if applicable. Allow plenty of time to
organise this as there can be administrative delays.



If you are booking your own accommodation, consider aspects such as location and
convenience in terms of access to transport and facilities.



If you are intending to seek suitable accommodations upon arrival at your destination, make
sure you arrive a few days earlier, before the commencement of your program.



Try to arrive at your destination during office hours, if possible.



Some hotels and hostels provide an airport pick-up service. Make arrangements for airport
pick-up in your host country if this service is provided.



Ensure that you have the name, address and contact numbers of your overseas
accommodation providers or hosts. It is a good idea to have the details of your
accommodations written in the language of the country you are travelling to, if English is not
the main language.



If your accommodation is already organised as part of the program, a good tip is to find out
more about the nature of the accommodation (i.e., will you be sharing a room, what kind of
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facilities are there and how far away is the accommodation from other locations you will need
to visit?).


Obtain maps of your intended destination. Print out a map of the arrival terminal at the airport
you will be flying to. This can assist you in navigating your way around the terminal upon
arrival.



Confirm your flights and accommodation arrangements at least 72 hours in advance.

Managing Money


Once you are aware of your destination and the activities you will be undertaking while on
your trip, plan a travel budget accordingly.



Be aware of the ways and methods of paying for goods and services at your host destination.
In some countries, it is a good idea to carry some local currency on you to pay for things, rather
than using cheques or electronic modes of payment.



Look up the different ways you will be able to access and use your own funds while overseas
(e.g., Cirrus or Maestro services linked to your bank cards, cash passports, traveller’s cheques
or pre-loaded debit/credit cards).



If you are intending to use travellers’ cheques, write down the numbers of the cheques and
keep this list separate from your cheques, in case the cheques are lost or stolen.



Look up currency exchange rates so you have an idea of what kind of foreign currency
conversion values you can expect while on your trip.



Make sure you have local currency in different denominations.



As a precaution, it is a good idea to nominate a person from Australia to send you emergency
money, if necessary. Look up the services that can do this for you.



If you receive Centrelink benefits, you can still receive these benefits for up to 13 weeks of
travel. Check with Centrelink if you have any questions about your payments or about
reporting obligations.

7
V1. 09/8/2015

USEFUL LINKS
General Information for Travellers (Australia)


Department of Education, Employment and Workplace Training (DEEWR) – Study Overseas:
Student Information Gateway
www.studyoverseas.gov.au

Visa and Passports


Visa and Passport advice
http://dfat.gov.au/travel/visas/Pages/visas-for-australians-travelling-overseas.aspx



Australian Passport Office (for applications, renewals and other passport queries)
https://www.passports.gov.au/Web/index.aspx



Australian Passport Information Service (for questions relating to Australian passports)
https://www.passports.gov.au/Web/BrochuresWebPages/BrochureAustraliaPassportInform
ationService.aspx



Information for Australian dual citizens
http://www.smartraveller.gov.au/tips/dual-nationals.html



Resident Return Visas
http://www.immi.gov.au/Visas/Pages/155-157.aspx

Flights & Accommodation


STA Travel
www.statravel.com.au



Youth Hostels Membership Card (provides discounts at YHA hostels in Australia and around
the world)
https://www.yha.com.au/membership/



Student Flights accommodation search
http://www.studentflights.com.au/accommodation



STA travel hotel and hostel search
http://www.statravel.com.au/hotels.htm



Youth Hostels International
https://www.hihostels.com/
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Baggage and Customs


Airline luggage restrictions for flights in/out of Australia
http://travelsecure.infrastructure.gov.au/



Know Before You Go (guide for travellers regarding customs)
http://www.customs.gov.au/webdata/resources/files/GuideforTravellersKBYGFinalAccessible.pdf



Duty free rules
http://www.customs.gov.au/site/page4352.asp



Unaccompanied Baggage services
http://www.worldbaggage.com.au/
http://www.packsend.com.au/airline-baggage-services
http://www.jetta.com.au/



Australian Customs regulations and services
www.customs.gov.au/individuals/default.asp

Driving Overseas


International drivers’ licence information
www.mynrma.com.au/travel/international-driving-permit.htm

Money Management


Travel Budget templates
http://www.budgetworksheets.org/worksheet/vacation-travel
http://www.liferemotely.com/travel-advice/budget-and-money/35-sample-travel-budget



Exchange rate monitor
http://www.oanda.com/



Universal Currency Converter
http://www.xe.com/currencyconverter/



Cash passports
https://www.cashpassport.com.au/
http://auspost.com.au/travel-id/cash-passport.html
https://www.travelex.com.au/prepaid-cards/multi-currency-cash-passport



Sending emergency money to travellers
http://www.ehow.com/how_2063458_send-cash-emergency.html
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http://auspost.com.au/money-insurance/overseas-money-transfer.html
http://global.moneygram.com/


Centrelink
http://www.humanservices.gov.au/customer/services/centrelink/internationalservices?utm_id=7

Useful Resources from the Outbound Mobility Best Practice Guide
The complete OMBP Guide for Australian Universities can be found here:
www.studyoverseas.gov.au/sites/studyoverseas/resources/Documents/ombpgau/OMBPG.pdf

Browse the OMBP Guide 'Section M', 'Section P' and 'Section Q' for:


Exchange application forms and checklists



Pre-departure guide examples and topics



Advice for students



Program handbooks



Talent release form templates



Example letter of student achievement

Templates


Student Contact Sheet and the ‘Things to Bring’ checklist
http://interculturallearningasia.edu.au/resources/generic-preparation-guide-for-staffstudents-going-on-short-term-study-tours-to-asia/
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SECTION 2: HEALTH, SAFETY & RISK PREPARATION

ADVICE FOR STAFF
Information & Communication


If preparation workshops or seminars are being held, be sure to cover health, risk and safety
information. You may wish to invite a Travel Doctor to speak to students about health, medical
and vaccination matters.



Topics related to this category of preparation which are typically covered at seminars/workshops
and in handbooks/handouts include:
o

Registering the intended travel with DFAT’s Smart Traveller website.

o

Applying for health and travel insurance.

o

Undertaking pre-trip medical and dental check-ups.

o

Advice relating to medicines rules and restrictions pertinent to the destination in
question, vaccinations that may be required, and the necessary documents to bring to
provide evidence of prescriptions.

o

Safe sex reminders.

o

Drugs and alcohol reminders.

o

Food safety advice.

o

Hygiene and health advice.

o

Personal safety and risk advice.

o

Any other sources of advice and support available to students who have concerns about
travelling (e.g., organisers may wish to inform students of counselling services provided
by the university should students feel they need to utilise the service before, during or
after the trip).



Ensure that students are aware of emergency services and emergency contact numbers at their
intended destination. You can list these contacts in the handbook or handouts provided to
students.



Create a Risk Management & Critical Incidents Plan.

11
V1. 09/8/2015



Develop a plan for how tour participants are to keep in contact with each other during the trip.
This will necessitate being aware of internet, wi-fi and telecommunication facilities (and potential
problem issues) at your intended destinations. This information should be added to any
handbooks and handouts.

ADVICE FOR STUDENTS
Insurance


You need to apply for health and travel insurance prior to your trip. Allow time to look up
quotes from different insurance providers to find a policy that suits you.

Health & Medication


Visit a doctor for a general check-up and to obtain advice regarding appropriate vaccinations
well in advance of your departure date.



It is a good idea to visit a dentist for a check-up prior to your trip as unforeseen dental
emergencies while abroad may be very expensive, or the particular destination may not have
the dental facilities readily available to assist you.



Pack a travel medical supplies kit to bring on your trip. A travel doctor or GP can advise you
regarding packing the appropriate medical supplies to bring with you. Alternatively you may
wish to purchase a kit (e.g., gastro kit).



When bringing medication to a foreign country, be aware of any rules and restrictions relating
to medicines and prescriptions.



If you are taking prescription medication with you, make sure you bring proof of your doctor’s
prescription and if possible, a letter from your doctor explaining what the medication is for
(i.e., your diagnosis and treatment).



If you wear eye-glasses, bring a copy of your optical prescriptions in case you lose your glasses
and urgently require a replacement pair.

Personal Safety


DFAT’s Smart Traveller website is an excellent source of information, links and advice
relating to all aspects of travellers’ personal safety.



If the topic of personal safety is not covered in preparation activities or in handbooks and
handouts, you should research your destination in advance to find out what personal safety
factors you need to take note of. This may include being informed about:
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o

Safe and reliable public transport or private transport options. Print out transport
timetable information in advance, if this is available.

o

How to avoid theft and robbery.

o

How to avoid common tourist scams and tricks.

o

Terrorism and kidnapping alerts.

o

Safe consumption of alcohol.

o

Safe sex.

o

The dangers of consuming illicit drugs.

o

How to look out for your fellow travellers.

o

Potentially unsafe locations and venues.

Communication


Find out about internet services and wi-fi availability at your intended destinations, so you are
aware of potential issues in keeping in touch with follow travellers using the internet, as well as
any issues in contacting Australia.



Ensure that you been provided with emergency contact numbers to ring in Australia. If you have
been given a handbook or handouts by the program organisers, they should include:



o

Important university phone numbers and email addresses

o

DFAT’s 24-hr Consular Emergency Service & Referral

Be aware of how you will keep in contact with the program organisers and fellow travellers while
you are on your trip (e.g., via mobile phone, Facebook, instant messaging or other mediums
agreed upon). Always make sure someone knows where you are and how they can contact you.



Provide your friends and family in Australia with a sheet listing your important contact details
while on your trip, so that can reach you if they need to.



Phone cards can be purchased prior to your trip and may be used to make calls from your intended
destination.



Determine whether it is advisable to purchase a SIM card while in Australia, or when you are at
your intended destination. Compare prices to find a package that suits your destination and needs.
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USEFUL LINKS
DFAT


24-hour Consular Emergency Centre in Canberra can be contacted for assistance from anywhere
in the world on +61 2 6261 3305



To register under Smart Traveller
http://www.smartraveller.gov.au/registration-help.html

Health & Safety


The Travel Doctor (vaccination advice and current health alerts)
www.tmvc.com.au



Jet Lag remedies
http://goasia.about.com/od/healthandsafety/a/Jet-Lag-Remedies.htm



Travelling safely in Asia
http://goasia.about.com/od/healthandsafety/a/Travel-Safety-in-Asia.htm



Tips and reminders relating to personal safety and risk
http://www.smartraveller.gov.au/tips/partying.html



Tips and reminders relating to safe sex
www.health.wa.gov.au/docreg/Education/Prevention/Sexual_Health/Protection/HP5541_going
_overseas.pdf



Common scams to be aware of in Asia
http://goasia.about.com/od/asiascams/tp/Scams-in-Asia.htm



Travel Doctor website
http://www.traveldoctor.com.au/



Travelling overseas with prescription medication
http://www.humanservices.gov.au/customer/services/medicare/travelling-overseas-with-pbsmedicine

Communication


SIM cards for use overseas
http://www.travelsim.net.au/
http://aussiesim.com.au/
http://www.gosim.com/?gosimrow
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Coping with Stress


Tips for stress management
http://www.headspace.org.au/media/150419/hints%20to%20avoid%20harmful%20stress.pdf
http://www.headspace.org.au/media/201720/hsp023%20self%20help%20tips%20fa2%20web.p
df



Resources, forum and support for stress management
http://au.reachout.com/managing-stress



Dealing with travel anxiety
http://traveltips.usatoday.com/overcome-travel-anxiety-1654.html
http://travelwithkate.com/2014/04/21/5-tips-for-dealing-with-travel-anxiety/

Useful Resources from the Outbound Mobility Best Practice Guide
The complete OMBP Guide for Australian Universities can be found here:
www.studyoverseas.gov.au/sites/studyoverseas/resources/Documents/ombpgau/OMBPG.pdf

Browse the OMBP Guide 'Section I' for resources and templates associated with:


Crisis management



Critical incidents plan



Contact details form



Destination safety profiling



Program policies relating to:
o

Natural disaster

o

Mental and physical illness

o

Pandemic

o

Terrorist attack
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SECTION 3: CULTURE & LANGUAGE PREPARATION

ADVICE FOR STAFF


Include cultural and language information as part of program preparation activities, or create
separate preparation activities specifically dealing with culture and language.



Students going on intercultural study tours are generally very eager to find out more about what
they are likely to experience in their new environments. This includes knowing about:
o

Traditions, customs and norms

o

What not to bring (e.g., pork or pork products are not to be consumed around Muslim
hosts)

o

What not to do (e.g, taboos and prohibitions)

o

Specific items they may wish to bring, such as:


Gifts for buddies, mentors, hosts



Souvenirs from Australia to give out



Head scarves and other appropriate attire for cultural and religious reasons



Things to pack that can relieve students’ culture shock (such as food and familiar
comforts from home)



Encourage students to be proactive in researching their intended destinations. A good idea is to
ask students individually or in groups, to contribute a short presentation on a particular aspect of
the intended destination, to be delivered at a preparation seminar.



Encourage students to equip themselves with basic knowledge of the host language. Alternatively,
basic language sessions may be included as part of pre-departure preparation.



If basic language training is not included as part of preparation, inform students of useful language
resources available online.



Some ways to introduce students to the culture of their intended destination include the
following:
o

Organise a lunch or dinner at a local restaurant that serves the cuisine of the host culture.
You might even like to invite the owners or staff at the restaurant to take part in a question
and answer session. This activity might become a regular feature of future program
16
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preparation and you can add to your network of cultural insiders to introduce to students
(while sharing a delicious meal).
o

Invite international students or staff members who come from the host culture to speak
to students and answer questions about their home country.

o

Invite past participants of the program to attend preparation seminars, to speak to the
current cohort of students.

o

Invite staff and other students who have had experience travelling to the host country, to
speak to students.



Familiarise students with the concept of culture shock, including causes, symptoms and ways to
alleviate it.



As part of a post-trip strategy, de-briefing seminars provide an opportunity to discuss reverse
culture shock with students.

ADVICE FOR STUDENTS


Preparation is the best strategy to alleviate culture shock and to promote a more positive program
experience. Some tips to prepare for your intercultural experiences include:
o

Attending preparation activities provided by the program organisers and participating in
social activities or online discussion activities. In addition to promoting group cohesion
and bonding, cultural details regarding your intended destination may be discussed by
students and staff.

o

Seek out friends, family and other people who can become your ‘cultural guides’. These
individuals may already be involved in preparation activities. Cultural guides can come
from the culture or country in question, or may have experience in travelling there. Setting
up a support network of cultural guides will assist you in working through the many
questions and concerns you may have as you prepare for your trip.

o

Research your intended destination. Knowing more about the places you are visiting is
likely to contribute to a more rewarding intercultural experience. Some details you might
like to know about include:


Weather, climate and seasons



History



Political and social systems



Geographical characteristics



Main languages spoken, useful vocabulary and slang to remember



Orientation – obtain maps of your intended destination and locate the places you
will be visiting
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The airport



Currency used and exchange rate



Cost of basic necessities (e.g., phone, internet, postage, transport and food)



Social customs, social etiquette and norms



Major religions



Dress codes



Differences relating to measurements and voltage



Medical services



Other public services and amenities

Learn more about culture shock, so you are aware of the signs to look out for that indicate you
may be experiencing it, and are better informed of ways to deal with it.



It’s a good idea to keep a travel journal to record your experiences and reflections. In some
programs, this may be a part of your program assessment.



Pack a ‘care package’ to take with you. Include food items and other things that will alleviate
homesickness and culture shock. Add these items to your packing checklist.



You might like to bring souvenirs from Australia to give to your new friends and contacts.

USEFUL LINKS
Cultural Adjustment and Culture Shock


The University of the Pacific’s cultural adjustment module (contains useful topics and reflection
questions relating to cultural adjustment while travelling)
http://www2.pacific.edu/sis/culture/



PDF (slides) on the types and characteristics of culture shock from the University of Queensland
http://www.uq.edu.au/student-services/file/163

Asian Culture, Customs and Country Information


Atlapedia (key geographical information and statistics)
www.atlapedia.com/index/.html



World Weather Information Service
http://worldweather.wmo.int/en/home.html



Culture
http://goasia.about.com/od/Customs-and-Traditions/
http://goseasia.about.com/od/culturepeople/
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http://www.virtualtourist.com/travel/Asia/Local_Customs-Asia-TG-C-1.html


Destination Guides
http://www.roughguides.com/destinations/asia/
https://www.justlanded.com/ (select the country from the drop-down menu)
http://www.everyculture.com/ (countries are listed alphabetically)
www.kwintessential.co.uk/resources/country-profiles.html
http://www.lonelyplanet.com/

Language Guides & Entertainment


www.intrepidtravel.com/languageguides



www.bbc.co.uk/languages/



www.openculture.com/freelanguagelessons



Time Out – a world-wide guide to entertainment
www.timeout.com
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SECTION 4: STUDENT BEHAVIOUR & EXPECTATION MANAGEMENT

ADVICE FOR STAFF
Explicating Student Responsibilities


Conflict, miscommunication and misaligned expectations can occur when program
participants are unclear about their responsibilities. As part of trip preparation, make
students’ responsibilities explicit so that they have a clear idea of what is expected of them.
Provide students with a handout or program handbook that outlines the following:
o

Responsibilities relating to enrolment and getting organised for the trip (i.e., practical
pre-departure preparation and paperwork).

o

Responsibilities relating to learning about the culture and history of the places they
are intending to visit.

o

Responsibilities relating to conduct and behaviour.

o

Responsibilities relating to academic preparation, group work and assessments.

o

Responsibilities as ambassadors of their university.

o

Responsibilities upon returning from their trip (e.g., participation in de-briefing,
providing feedback, and participation in the promotion and preparation of future
programs).

o

Tips on how to be a responsible traveller in Asia (i.e., how to make good decisions,
understanding the long-term impact of decisions, and awareness of damaging tourism
practices).

Explicating Staff Responsibilities


Part of managing students’ expectations also involves articulating the responsibilities of staff
members who manage the trip (i.e., what staff can and cannot be expected to do). It’s a
good idea to outline the role and types of tasks that staff will be involved with. This can
include:
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o

General duty of care

o

Academic responsibilities

o

Administrative and practical responsibilities

o

Risk management and critical incidents

o

Conflict resolution

Managing Expectations


Managing students’ expectation is a crucial component that can influence the success of the
program. There are different ways students’ expectations can be managed. Here are some
examples:
o

Avoid ‘over-selling’ the program as this can lead to a misalignment between
program aims and actual outcomes. There is a limit to what can be experienced and
achieved on a short-term study tour. Students will appreciate a realistic description
of what they can reasonably experience during the trip.

o

Facilitate group discussions as part of preparation activities, or via an online
discussion forum, around the topic of what students can expect from their trip.

o

Source or create a list of case studies featuring problems, issues and group conflict
scenarios than can arise. Ask students to discuss how these problems might be
overcome.

o

Have students develop and ratify their own Code of Conduct.

o

If no collegially developed Code of Conduct is created, ensure that students are
provided with a document that clearly outlines their responsibilities (including predeparture responsibilities, personal responsibilities and expectations relating to
behaviour while on the trip).

o

Provide post-trip de-briefing and a forum to receive feedback and evaluation.

De-Briefing


De-briefing students when they return from their trip is another important way of effectively
managing student expectations regarding their involvement in the program.



It is an important part of the study tour program as it allows for students to do the following:
o

Share and reflect on their experiences.

o

Manage any cultural re-adjustment or traumatic in-country incidences that may have
eventuated.

o

Provide feedback to the program organisers.
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o

Consolidate their assessments and group work projects.

o

Discuss the value and potential applications of their newfound intercultural
experiences.



You might like to create a post-trip strategy which can include the following:
o

Post-trip de-briefing seminars.

o

Creating feedback and evaluation forms for students to fill out upon return.

o

Requiring students to submit a post-trip reflection essay.

o

Enlisting students to join a community of program alumni who can participate in
future program promotion and participate in trip preparation events.

o

Inviting guest presenters (e.g., from other university departments, cultural groups,
industry, professional organisations) to attend debriefing seminars to speak to
students about the professional and educational value of their intercultural sojourns.

o

Holding social functions (often held as part of, or following, the de-briefing seminar).

o

Recognition of students’ participation in the program (e.g., awards, certificates).

o

Using mediums (such as Facebook or a mailing list) for program alumni to keep in
touch with each other and with the contacts they have made at their host institution.
Future participants of the program can then be integrated into this existing
community of contacts and alumni.

ADVICE FOR STUDENTS
Knowing Your Responsibilities


All trip participants should be aware of their responsibilities in preparing for their trip,
responsibilities while on their trip, and responsibilities upon returning.



Being aware of what is expected of you and of others will help promote a more organised and
cohesive program, and will help to minimise confusion, uncertainty and conflict. Here are some
responsibilities relating to students:
o

Ensure that you have completed all administrative and practical requirements for the
trip well in advance (e.g., enrolment, visa applications, and travel bookings).

o

Ensure that you have completed all health-related requirements for the trip, well in
advance (e.g., vaccinations).

o

Attend all preparation seminars, workshops, online and face-to-face activities (including
social activities), as all these have a part to play in preparing you for your trip.

o

Make sure you have a copy of all guides, handouts and other materials given to students
by the program organisers.
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o

Do your own research into the history and culture of your intended destination/s.

o

Learn some useful words and phrases in the host country’s language/s.

o

Be aware of what it means to be a ‘responsible traveller’, especially when travelling to
Asia.

o

Be aware of all academic and assessment tasks relating to your program and plan ahead
accordingly.

o

You will have responsibilities as an ambassador of your university and are encouraged to
be aware and respectful of the host country’s laws and customs.

o

Be aware of your university’s expectations relating to conduct and behaviour of its
students.

o

If you are residing at, enrolling, attending or working at a host institution, you are
subject to the rules and regulations of that institution.

o

You will likely be required to participate in some post-trip activities such as debriefing
seminars, providing evaluation and feedback, and possibly assisting in the promotion of
future trips.

o

Ask questions if you do not know the answer – program organisers are there to help.

Additional Points to Consider…
In addition to your core responsibilities, there are other pertinent points to consider in relation to
behaviour and conduct:


Are you aware of what is expected of you regarding appropriate conduct and behaviour? – if
not, it’s a good idea to speak to the program organisers about making this clear to all students.



Do you know what to do in the event of an emergency?



Do you know what to do if you are faced with a problem issue or experience conflict with your
fellow travellers, or the program organiser?



Staff also have responsibilities before, during and after the trip. If you unaware of what staff
responsibilities and tasks might be and feel that this is a source of uncertainty for you, it’s a good
idea to speak to your program organisers for more information.
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USEFUL LINKS


Responsible Travelling in Asia
http://goasia.about.com/od/Planning/a/Responsible-Travel.htm

Useful Resources from the Outbound Mobility Best Practice Guide
The complete OMBP Guide for Australian Universities can be found here:
www.studyoverseas.gov.au/sites/studyoverseas/resources/Documents/ombpgau/OMBPG.pdf

See the OMBP Guide 'Section P' and 'Section Q' for resources and templates associated with:


Managing expectations



Conditions of participation



Exchange program checklists



De-briefing, re-entry and program evaluation



Example letter of student achievement
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SECTION 5: ACADEMIC PREPARATION

ADVICE FOR STAFF


Academic components of short-term study trips can take on many different forms, depending
on the type and purpose of the trip and the learning objectives of the program. Here are some
assessments and activities typically undertaken as part of a short-term, study tour:
o

Daily log

o

Reflection journal

o

Group or individual projects (including community, service, industrial and business
projects)



o

Fieldwork

o

Field observation

o

Internship

o

Practicum

o

Placements

o

Work experience

o

Case studies

o

Reports

o

Essays

o

Online blog

o

Photo-diary

Students are more likely to be satisfied with the preparation for their short-term study trips
when they are aware of what is expected of them. This also applies to understanding what is
expected in relation to academic activities and assessments. Here are some important
questions to consider when setting assessment tasks:
o

Will you provide students with a program outline or learning plan?

o

Will there be formative and summative assessment?

o

Are assessments constructively aligned with the learning outcomes of the program?
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o

Are trip activities relevant to the assessments that are being set?

o

If the assessments and activities involve group work, have students been given
enough time to get organised within their groups?

o

How will learning outcomes be assessed?

o

How will feedback on assessment tasks be provided?

o

Has there been appropriate consideration given to how technology can support the
assessments?



The table below depicts Biggs’ (1999, p.70) list of different types of assessment tasks and the
corresponding type of learning that is assessed:

ADVICE FOR STUDENTS


Make sure you are aware of any assessment requirements that form part of your program and
that you have a copy of all assessment instructions. Some of this information may be
contained within your program handbook or other handouts that are given to students.
Academic information can include:
o

Assessment information/outline

o

Study guide

o

Learning plan

o

Readings
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It is a good idea to bring both hard and soft copies of all important academic and assessment
documents with you on the trip.



Think about whether you will need to bring electronic or other types of devices to assist you
with your assessment (e.g., laptop computer, camera, video recorder, digital audio recorder,
tablet, e-reader).



If you are working with a group, try to get together with your assigned or chosen group as
soon as possible to discuss your assessment or project. Early and efficient planning will
prevent potential stress, workload issues and conflict.



If you are experiencing any uncertainties regarding the academic aspects of the study tour,
make sure you contact the program organiser.



Keep in touch with the program organisers during the trip, should you experience any issues
or concerns regarding your assessment activities, as they may be unable to assist you if you
only approach them at the end of the trip or when you return to Australia.

USEFUL LINKS
Assessment Design Tools for Staff


Macquarie University (assessment toolkit)
https://staff.mq.edu.au/public/download/?id=40236



UTS (types of assessment)
http://www.uts.edu.au/research-and-teaching/teaching-and-learning/assessment/typesassessment



Griffith University (assessment tasks)
http://app.griffith.edu.au/assessment-matters/docs/assessment-methods/tasks
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