Local Contingency Plan for Emergency Incidents Abroad
The University of Pennsylvania

A local contingency plan should be completed by the trip leader (traveling with the group) or the individual traveler (if traveling alone).  Please retain a copy of this plan to carry for the duration of your trip, submit one copy of the plan to your school/department contact and one copy to Jaime Molyneux, Director of International Risk Management. The trip leader is responsible to ensure that all travelers are fully aware of the details of the contingency plan.

	Name:

	Title:



	· Student   
	· Faculty
	· Admin
	School/Department:


	Phone (U.S.):


	Email:


	Admin. contact name (not traveling with you):

	Admin. contact phone/email:

	Destination (s):

1. 
	Exact dates of travel to each destination:



	2. 
	

	3. 
	

	Number of travelers:

             Employees                      Undergraduates                     Graduate                   Other

	Purpose of Travel:


	Primary Trip Leader* Name:

*Distribute local contact information to all travellers. The trip leader must be available 24/7 in the event of an emergency during the trip.
	Primary Trip Leader Phone # (U.S.):


	
	Primary Trip Leader Phone # (in-country):



	
	Primary Trip Leader Email:



	Secondary “Back-up” Trip Leader: 


	Secondary Trip Leader Phone #:



	Provide the name and contact information for the person with access to each traveller’s medical and emergency contact information.
	

	Provide the name and contact information for the person holding copies of passports/visas.
	

	Provide the name and contact information of the person at Penn (not traveling) who has details of trip itinerary, hotel/accommodations, and contact information.  
	

	In the event of an emergency, please list the group’s primary meeting point.
	

	Please list the group’s secondary (alternate) meeting point.
	


Travel Insurance & Emergency Assistance Providers
Please list insurance company, 24/7 phone number, policy number, etc.
	International SOS

215-942-8226

1-800-523-6586

Penn Member ID# 11BSGC000012
	Other?




Closest U.S. Embassy or Consulate

Click here for list of U.S. Embassies/Consulates.  Please list address and 24/7 emergency phone number.
	


Closest ISOS Approved Hospital & Emergency Room
Visit International SOS, select the country, click on “Medical”, click on “Clinics & Hospitals” or call 215-942-8226 to speak with an International SOS representative.
	


In the event of an emergency abroad involving a member of the Penn community, please call local authorities, International SOS (215-842-9226) and/or Penn Police (215-573-3333).




























