
Academics 
& Chapel

Valparaiso University Student Travel Procedures

Forms kept on 
file for 2 years 
and 3 months

No

Yes Complete 
Student Trip 
Application 

Form (online)

Forms to
trip sponsor or 

department chair

No

Yes

If driver is not 
certified, 
complete 

Certified Driver 
for Campus 

Request Form

All forms to 
Provost

for trip approval

Copy of 
approval and 
emergency 
procedure 

steps returned 
to Faculty/Staff 

Advisor

Complete 
Release of All 
Claims Form 
(online) once 

trip is approved

Student Self-
Transportation  
Agreement & 
Release of All 
Claims Form

Is the 
University 
providing 

transportation 
(buses, vans, 
car service)?

Faculty/staff or 
student drivers 
are being used.

Which 
administrative 

area is sponsoring 
the travel?

Athletics & 
Club Sports

All forms to    
Athletic Director
for trip approval

Copy of 
approval and 
emergency 
procedure 

steps returned 
to Faculty/Staff 

Advisor

No
Is this travel 
outside the 

United States?

Yes

Forms kept on 
file for 2 years 
and 3 months

Co-Curricular & 
Student Organizations

All forms to    
Union Director
for trip approval

Copy of 
approval and 
emergency 
procedure 

steps returned 
to Faculty/Staff 

Advisor

Students are 
driving themselves 

or using public 
transportation

Student drivers 
are transporting 
other students

Are personal 
vehicles or 

public 
transportation 
being used?

Faculty/staff 
are transporting 

students


