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	The First 48 Hours! 


Leaders need to have a detailed plan for their students’ arrival, with an agenda that fills just about every minute of “The First 48 Hours.” If given too much unstructured time, students will immediately go to the behavior patterns that they are most familiar with. A tight agenda will instill confidence among the group, and provide you with a clear plan going into your Travel Study program. 
Type up The First 48 Hours; submit and review this agenda with the Center for International Education.  
Have a master copy for your use, and make a copy for each student on your course.

Below are a suggested set of guiding questions to help you craft your First 48 Hours! Remember, be extremely detailed when writing this out, and indicate who is responsible for what. You must also indicate what your daily schedule will look like.  
If you are working with a Program Provider and/ or multiple Leaders be sure to communicate with one another when crafting this document…it should be a joint effort!
	PRE-DEPARTURE: DAY_DATE_LOCATION


Who is meeting the students at the airport/ hotel/ train station, etc.? 

· Time?

· Location?

· Gathering spot at the Airport/ hotel/ train station/ etc.?

· Are students aware of this information? Who is relaying this to them?

BEFORE CHECKING IN:

· Do you have welcome materials prepared?

· Who is preparing the welcome materials?

· What is in the welcome packet?

· Do your students have special meal needs that need to be relayed to the airline?

· Do students have their passports? Do you have your passport?

· Do students have a way to contact you?
· Is your group together?

· Take a group photo?
WHILE WAITING FOR YOUR FLIGHT:

Review:

· The itinerary for the first few days?

· Who will review items found in the Travel Study Course Log? Which items? 

· Safety Briefing #1? Who will review this?
· What General Activities could you do to fill time? 
· Select a student leader to head the front of the pack?

· Are you the sweeper? You should be the last one on the airplane, through security gates, etc. 
· If there is more than one Leader on the trip which leader will be the sweeper?

FLIGHT:
· What time is your flight leaving?

· Are there any delays?

· Some students may be nervous on the flight? What can I do to assuage this?

ARRIVAL:
· Is anybody meeting us at the airport/ hotel/ train depot, etc.?

· Who?

· Do I have their contact information?

· What time are my students arriving if they are not coming in as a group?

· What is the address of the hotel?

· How are we getting to our hotel?

· What is the transportation situation? Who is in charge of this component?

· What happens when we arrive? What is the game plan? 

· What information found in the Travel Study Course Log can I convey to students?

· Are students aware of the arrival plan? Have covered the day’s itinerary?

· Are there activities taking place? What type of activities? Where? Who is leading these activities?

LEADER TO DO’s:

· What do I need to do to prepare for the following day?

· What items found in the Travel Study Couse Log need to be delivered to students? Who will deliver them? 

· What needs to be communicated to the program provider?

· What role is the program provider playing at this point? What are their responsibilities?
· Is there any administrative work that needs to be done?

· Has curfew been established? Have contact cards been distributed?

· What time are we meeting as a Leader Team?

· What time are we meeting students?

· Have I reviewed the necessary items found in the Travel Study Course Log with students?

· What still needs to be reviewed?

	DAY ONE: DAY_DATE_LOCATION


ITINERARY:
· How will the tone for the trip be set?

· What are the day’s activities?

· Have you discussed with students all items listed in Safety Briefing #1?  Who will deliver this information?

· Safety Briefing #2? Who will review this?
· Who is leading which activities?

· What are the logistical concerns for the day? 

· Where are the activities taking place?
· What lessons will be taught?

· Who is teaching each lesson?

· Is there a speaker presenting? Who?

· Where is the speaker presenting?

· What are the logistical concerns for the day?

· What time is morning meeting?

· What time is Lunch? Where?

· What time are we debriefing the day?

· What time is Dinner? Where?

LEADER TO DO’s:

· What do I need to do to prepare for the following day?

· What items found in the Travel Study Couse Log need to be delivered to students? Who will deliver them? 

· What needs to be communicated to the program provider?

· What role is the program provider playing at this point? What are their responsibilities?
· Is there any administrative work that needs to be done?

· What time are we meeting as a Leader Team?

· What time are we meeting students?

· Have I reviewed all items found in the Travel Study Course Log with students?

· What still needs to be reviewed?

	DAY TWO: DAY_DATE_LOCATION


ITINERARY:
· How will the tone for the trip be set?
· Have you discussed with students all items listed in Safety Briefing #2?  Who will deliver this information?
· What are the day’s activities?

· Who is leading which activities?

· What are the logistical concerns for the day? 

· Where are the activities taking place?

· What lessons will be taught?

· Who is teaching each lesson?

· Is there a speaker presenting? Who?

· Where is the speaker presenting?

· What are the logistical concerns for the day?

· What time is morning meeting?

· What time is Lunch? Where?

· What time are we debriefing the day?

· What time is Dinner? Where?

LEADER TO DO’s:

· What do I need to do to prepare for the following day?

· What needs to be communicated to the program provider?

· What role is the program provider playing at this point? What are their responsibilities?

· Is there any administrative work that needs to be done?

· What time are we meeting as a Leader Team?

· What time are we meeting students?
· Have I reviewed all items found in the Travel Study Course Log with students?

· What still needs to be reviewed?

	DEVELOP DAILY SCHEDULE

Share this information with your student group


SAMPLE DAILY SCHEDULE 
· 7:30- 

Leader Meeting 

· 8:00- 

Breakfast  

· 8:45- 

Group Morning Meeting

· 9:30- 

Lesson/ Activity

· 10:30- 

Lesson/Activity

· 1:00- 

Lunch/ Rest Time

· 5:00- 

Lesson/Activity

· 8:30- 

Dinner/ Evening Meeting

· 12:00- 

Lights Out

· 11:30- 

Leader Meeting
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