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Dear Team Leader, 
 
Thank you for your investment in the spiritual formation of our students. I do not take it for granted 
that you will sacrifice time, energy, and resources to take on this endeavor, and I will commit to you 
to do the same. 
 
In the weeks and months ahead, you will have many opportunities to plan, pray, and prepare. I 
encourage you to take full advantage of those opportunities and all available resources. One valuable 
resource is this team leader’s manual, which is our best effort to combine our knowledge and 
experience with outside sources to provide you with a “go to” guide as you prepare for and 
implement your trip. 
 
For all questions, concerns, or ideas that are not included in this manual, please feel free to contact 
me. I am here to serve you as we all serve our students. 
 
Please know that I am praying for you and with you as you lead students on this life-changing 
adventure. Your partnership is invaluable and our vision could not be accomplished without your 
help. 
 
Blessings, 
 
Larkin Briley 
Associate University Minister, Director of Missions and Outreach 
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Purpose 
 

Missions is not just about a trip that one goes on; it is about how one continually participates in God’s 
mission all throughout life. Belmont wants to empower and equip students to engage and transform 
the world. Here in University Ministries, our Missions and Outreach programming seeks to provide 
spiritually significant, vocationally relevant, and sustainable opportunities for our students to do so.  
 
We want to give students exposure to the needs of the world and a laboratory in which to explore 
their place in God’s purposes. Toward that end, our philosophy of short-term missions is two-fold: 1) 
to create high-impact missional opportunities that are transformative and constructive for students, 
and 2) to create long-term, sustainable impact on the lives of people and communities being visited 
through responsible strategic partnerships. In order to accomplish that vision, we offer a variety of 
short-term mission opportunities that are both local and global, both immersive and discipline-
specific, and always strategically partnered. 
 
As such, Belmont on Mission exists to inspire and equip students for faithful participation in God’s 
mission. 
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Values and Guiding Principles 
 
At Belmont on Mission, we believe that we can participate in God’s work through our own work, both 
by finding places that utilize our specific skills as well as learning how to live out the Christian life 
every day, wherever we are. As we consider mission projects, global partners, and team leaders, we 
seek to uphold the following values and guiding principles.  
 
Values 

1. Prudence – Don’t just do it. Good judgment requires controlling enthusiasm to do good. 
Expertise and willingness are good, but not sufficient for action. Engaging with others requires 
planning, assessment, and evaluation.  

2. Mutuality – Do with, not for. Mutuality means being relational rather than transactional in 
our approach to mission work, where we are both giver and receiver. We will seek to uphold 
the agency and dignity of those with whom we partner in our work, and seek to limit one-way 
giving to crisis situations.   

3. Humility – We all have something to learn. When engaging in partnerships, we must be 
transformed ourselves through humble confession about our impulses to be the hero. True 
cultural competence is necessary for reciprocal learning and transformation. We will 
recognize God’s activity already present in the places and people we visit. 

4. Patience – Build capacity, not dependency. We shouldn’t seek to engage in activities that a 
community is able to do for itself, nor participate in unexamined charitable giving. This 
process of partnering with a host community often takes longer than expected and requires 
patience. 

5. Innovation – Move beyond simple answers. We seek to push the limits of innovation as we 
engage our minds, skills, and expertise alongside our compassion as we seek more 
comprehensive solutions.   

6. Integration – Engage your whole life. We seek to provide transformational and constructive 
experiences for students, but not just for the time spent on the field. We will help students 
build on their experiences as they integrate back into their lives as university students and 
followers of Jesus. 

 
Guiding Principles 

1. Develop missional imagination – We will seek creative ways to help students develop a more 
robust imagination for what mission looks like in their lives in ways that are congruent with 
their passions, skills, and careers. We will do this by emphasizing discipline-specific mission 
opportunities that are multi-dimensional and holistic.  

2. Utilize strategic partners – Instead of developing direct relationships with global partners, we 
seek to find strategic faith-based partners and sending agencies that are embedded in long-
term work in the community so that we can responsibly engage with communities.  

3. Wise and sustainable growth – With a commitment not to do harm, we will prioritize the wise 
and sustainable growth of missions programming at Belmont by maintaining a commitment to 
thorough administration, qualified leadership, comprehensive training, and appropriate 
follow-through. 
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Learning Outcomes 
 
We want those who participate in Belmont on Mission…. 
 

1. To learn about and appreciate other cultures different than their own.  
 

2. To develop empathetic concern and comfort with those different than them.  
 

3. To better understand God’s mission and how they can participate in that mission both locally 
and globally. 
 

4. To understand their responsibility to love and empower their global neighbors. 
 

5. To deepen their critical awareness of the influence of historic and contemporary power and 
wealth inequalities on peoples and regions.  
 

6. To learn and practice skills for self-awareness and interpersonal communications during a 
transformative experience.  

 
7. To reflect and integrate their experience on the trip so they can better understand the holistic 

nature of living missionally.  
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The Role of a Team Leader 
 
This manual will serve as a guide and resource for you, the team leader, as you prepare to go on a 
discipline-specific mission trip. Our approach has been to provide as much detail as possible so that 
you can utilize what you need when you need it. Each of the following items is dealt with in detail in 
the subsequent chapters. This list is thorough, but certainly not exhaustive. 
 
In General, Team Leaders:  

- Desire to see students discover a sense of vocation as mission 
- Are committed to the philosophy and vision of Belmont on Mission as a part of the mission of 

Belmont University and Vision 2020 
 
Specifically, Team Leaders (see breakdown of responsibility in subsequent pages):  

- Are knowledgeable of the various policies and procedures for trip planning 
- Hold regular team meetings and prayer times 
- Prepare students as a team for the trip 
- Ensure team members are aware of and on top of deadlines 
- Attend annual Missions Summit in February 
- Support and challenge students before, during, and after the trip 
- Develop debriefing activities for the students upon returning  

 

Role of a Faculty/Staff Leader 
 
You have been placed with the responsibility to lead, serve, and love this team, so we ask that you 
take this important responsibility seriously. Inspire confidence in your team by being prepared, 
attentive to details, and concerned about each individual on the team by being willing to lead as a 
servant.  
 
Specifically, this means that you will be responsible for the following elements of the trip:  
 

1. Manage all transportation and payment details. 
2. Provide guidance, support, and wisdom to student leaders and participants as appropriate. 
3. Facilitate a positive learning and service environment by ensuring the group is inclusive and 

respectful. 
4. Ensure that the team is safe, respectful, and accounted for at all times. 
5. Facilitate partnership with host partners and ensure the team is respectfully engaging in 

ministry.  
6. Invest in the spiritual formation of students while leading your trip.  
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Role of Belmont on Mission Staff 
 
As you have read the list of expectations and responsibilities, please know it’s the desire of Belmont 
on Mission to support, guide, and serve you in this process as you take on this important task. 
 
Belmont on Mission will:  

- Help identify and approve all trips according to our values and guiding principles.  
- Obtain approval for trips according to Belmont’s travel policy.  
- Set up the Belmont Global application site (Belmont’s international travel database). 
- Work with team leaders to plan positive mission experiences. 
- Publicize and provide general recruitment for all team.  
- Inform all students of Belmont’s policies for domestic/international travel. 
- Provide support and resources for team building, fundraising, itinerary planning, etc.  
- Communicate all deadlines, policies, and procedures as clearly as possible on a general level. 
- Provide cultural and spiritual orientation training. 
- Provide information to students and leaders about required and recommended vaccines. 
- Offer help in planning debriefing activities upon return.  

 

Policies and Procedures 
 
Belmont on Mission collaborates with many constituencies and sending agencies in planning trips. It 
is necessary to establish policies and procedures that will streamline the process and allow us to use 
our resources and staff in the best and most efficient manner possible. Because of the desire to be 
good stewards of the resources available and to be consistent with every staff member, faculty and 
student involved, the following is a list of non-negotiables. In order to participate in a Belmont on 
Mission trip, you, the team leader, must be willing to comply with these items: 
 

1. Team meetings are a vital part of our missions program as they allow the team to bond, plan 
your trip, but also form a plan to prepare your students mentally, emotionally, and spiritually 
for this venture. We encourage you to at least be in contact by email and to meet with them 
once a month. 

2. Belmont Global Training - All team leaders are required to attend at least one Belmont Global 
training session in order to learn how to utilize the application and trip planning website. 
(implemented 2019-2020) 

3. Romantic Relationships — We ask that students refrain from pursuing or displaying any 
romantic relationships during the trip.  

4. Alcohol and drugs — Students will refrain from using, consuming, purchasing, or possessing 
alcohol, tobacco products, and illegal drugs while on the trip.  

5. Ministry Partner Policies — Students will be aware of and follow all guidelines and policies 
communicated by host partners.  

6. Charity and generosity — As a general rule, students are asked not to give away anything to 
those experiencing poverty, especially to kids. If students feel led to be generous with a 
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particular person or community, they must always check with the host partner to assess the 
most appropriate way to express that generosity.  

7. Social Media Policy — Focus on the serving (rather than telling others about it via social 
media), but when using social media try to celebrate people and tell meaningful stories rather 
than showcasing poverty or difficulty in negative portrayals. When at all possible, ask 
permission to post people’s pictures and pay special caution to posting pictures of children or 
with people’s full names.  

8. Bruin Code of Conduct — Students are required to abide by the Belmont Code of Conduct 
while on the trip. Just because they are not on campus or in Nashville does not absolve them 
from their requirement to abide by this code.  

9. Free Time Activities – The following activities are prohibited on all Belmont on Mission trips 
unless explicit approval is given by the Director of Missions in conjunction with the Office of 
Risk Management: use of motorcycles or mopeds, use of ATVs, skydiving, bungee jumping, 
base jumping, hang gliding, parachuting, caving, rappelling, surfing, free climbing, racing of 
any motorized vehicle or water craft, scuba diving without a dive master, rafting at or above 
Class V rapids. 
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Publicity and Recruitment Policies  
 
Belmont on Mission has a limited budget set aside for the general publicity of all discipline-specific 
mission trips. Thus, we will be marketing the trip in the following ways:  
 

1. Interest Meeting week 
2. Chapel announcements 
3. Print posters 
4. Fall Missions Kickoff 
5. Website 

 
In addition to the publicity that Belmont on Mission provides, we highly recommend that team 
leaders do their own recruitment within their department. This is by far the best way to reach 
students. This can be done in several ways:  
 

1. Individual relationships or conversations with students that you think would be interested. 
2. Recruiting through clubs or student organizations related to their major or field. 
3. Flyers and posters posted within the department.  
4. Interest meeting within the department.  

 

Interest Meetings  
 
(more to come in subsequent versions of TL manual) 
 

Sample Agenda  
 
(more to come in subsequent versions of TL manual) 
 

Belmont on Mission Application Process  
 
(more to come in subsequent versions of TL manual) 
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Support Raising 
 
Going on a mission experience is an exciting journey, but it can be full of uncertainty - especially 
when it comes to finances. But when you reach out to your friends, family, church, or community to 
let them know about your mission trip, you're doing so much more than just asking them to help fund 
the trip. You're asking them not just to support you financially, but to join with you as you prepare, 
go, and return to share your experience with God and others with them. Imagine ways you can move 
beyond yourself and allow others to invest in you, pray for you, and learn from you as you go.  
 
Step One: Begin by reading our "support raising 101 guide."  
 
Step Two: Send mail and email support letters with our "sample support letter template." 
 
(these guides are also found at belmont.edu/missions/students/support-raising) 
 

Belmont on Mission Financial Policies 
 
There is no guarantee, that in any situation or at any time, that a student could be refunded any 
amount of his/her trip fee. But, in the case of disaster, hardship, death of an immediate family 
member, personal health crisis, or other such events, Belmont on Mission will attempt to refund the 
student as much of the trip fee as possible, depending on the amount of costs incurred for the 
program (i.e. any fares or cancellation fees incurred by the airline or other accommodations, 
administration fees, or scholarships). Belmont on Mission will make no attempt to refund a student in 
the case of other reasons including change of mind, change of family plans, or change of school.  

 

Financial Deadlines 
 
Spring Break (no airfare) 

• Nov 12th - Application due on global.belmont.edu 
• Nov 19th - Students notified of acceptance 
• Dec 5th - Payment #1 (Nonrefundable Admin Fee) 
• Feb 7th - Final Payment #2 

 
Spring Break (with airfare) 

• Nov 12th - Application due on global.belmont.edu 
• Nov 19th - Students notified of acceptance 
• Dec 5th - Payment #1 (for Flight and Nonrefundable Admin Fee) 
• Jan 17th - Payment #2 
• Feb 7th - Final Payment #3 

 
 

http://www.belmont.edu/missions/students/Fundraising-101V2.pdf
http://www.belmont.edu/missions/students/Sample%20Letter_V1.docx
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Summer (with airfare) 

• Nov 29th - Application due on global.belmont.edu 
• Dec 8th - Students notified of acceptance 
• Jan 17th - Payment #1 (Flight and Nonrefundable Admin Fee) 
• Feb 28th - Payment #2 
• April 4th - Final Payment #3 

 
(more to come in 2019-2020) 
 
Deposits 
 
Donations vs Payments 
 
How can people give online?  
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Preparing to Go 
 
Team Meetings 
Team meetings are the most vital part of preparing to go on a trip. These meetings give your students 
an opportunity to get to know you, the team leader, as well as their teammates. These meetings are 
where the beginning of a group mindset is formed. Several things need to be accomplished at these 
meetings: 
 

- Spiritual preparation 
- Housekeeping Items – paperwork, passports, shots, fundraising, etc.  
- Project Planning 
- Team Building and Group Development 

 
Team meetings do not always have to include every one of these items, however, these things do 
need to be covered at various points prior to the trip. The meetings allow you, the team leader, to 
have a regular time for communicating valuable information to your students. While you may use this 
time to discuss ministry projects or fundraising efforts, we ask that you also utilize your team 
meetings to communicate with your students about upcoming deadlines and Belmont Global items 
(i.e. paperwork, deposits, questionnaires, etc.). Please make sure that they are aware of the 
responsibilities they have taken on when signing up for this trip and take time to remind them of any 
necessary deadlines or paperwork that is required. We may also ask you to specifically communicate 
with students if they are missing items on Belmont Global or have yet to meet a financial deadline. 
 

Best Practices of Team Communication  
- Students don’t always read emails. Create a GroupMe or other type of group message (other 

than email!) to communicate with students quickly and get feedback about upcoming events. 
- Use Doodle.com to create a poll so that you can survey the team about meeting dates during 

the semester to increase attendance. 
- Give your team at least a 2 week heads up about upcoming team meetings. - Update team 

members weekly about their financial status and deadlines. 
- Don’t go too long without hearing from one of your team members—they may be having a 

rough time fundraising or just in life—reach out to them.1 
 

Cell Phones 
Possible options for international cell phone service include: 

1. Carrying your personal cell phone with an existing international plan. 
a. For ATandT, one can find information here: 

https://www.wireless.att.com/learn/international/roaming/affordable-world-
packages.jsp 

2. Purchasing a temporary international plan for a personal cell phone (check with carrier for 
availability and pricing). 

https://www.wireless.att.com/learn/international/roaming/affordable-world-packages.jsp
https://www.wireless.att.com/learn/international/roaming/affordable-world-packages.jsp


 19 

3. Renting or purchasing a cell phone from an international phone company such as 
travelcell.com, globalcellularrental.com, or other companies that offer such a service. Please 
make participants aware that using a smart phone with Internet access overseas can be 
astronomically expensive if not used wisely. 

 
Advance Prep Checklist: 

- Passport 
- Visas (if required) 
- Immunizations (particularly if there are any required for entry) 
- Basic wardrobe (including versatile shoes) 

 
Making In-Country Plans 
 
Obtain approval for work sites and itinerary within your host country through Belmont on Mission: 

- We work directly with the Office of Study Abroad, Risk Management, and the office of Global 
Education to insure every location is safe and appropriate for our students. 

- We utilize the U.S. Department of State, the Center for Disease Control, as well as a global 
intelligence organization called WorldAware, and we are provided with a safety and security 
report that is in turn reviewed by the above offices. Trip approval is based upon this report 
and other factors. Should any significant changes be made after the trip proposal has been 
approved, it must be resubmitted for review and approval. 
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Spiritual Preparation 
 
If it’s helpful, consider passing along the ideas and encouragements below to the students on your 
trip with the hope of helping them spiritually prepare for their experience.  
 
------------------------------------------------------------- 
 
When preparing for a trip such as this, it is easy to get distracted by the fundraising and planning 
process and to leave your spiritual preparation to the last minute (along with your packing). 
Remember, neither signing up for a trip nor getting on a plane will magically make you a more 
spiritual person. This trip has the power to transform you, but you need to allow it and open yourself 
up to that change. Part of opening yourself up is spending time in prayer, with your family, your 
friends, your teammates, or simply by yourself. You may not receive a “lightning bolt from the sky” 
kind of message but you are creating space in your life for God to work, in and through you. 
 

Journaling 
Journaling can be an incredibly useful tool when preparing, participating, and processing a trip such 
as this. The earlier you can start your journal, the better. In the early stages of your journal, here are 
a few questions to think about: 
 

- What lead me to be a part of this trip experience? 
- What do I anticipate happening on this trip? 
- What aspect of this trip makes me most anxious? 
- What aspect of this trip excites me the most? 
- How do I anticipate this trip changing me? 

 
Not only will questions like these help to prepare you for the trip, but they will also serve as a 
reminder to you as to why you chose to go when you hit the inevitable bumps in the planning 
process. Allow these thoughts to encourage you and help keep you on track. 
 
Sometimes the hardest part of the journaling process is actually journaling during the trip. You will 
see and experience things that are difficult to put words to and you will also find it hard to pull away 
from evening activities and hang out time in order to spend some time reflecting on the day. We 
highly encourage you to take the time and be disciplined in your journaling. If you find yourself 
struggling however, try just jotting down notes or brief thoughts from the day. Release yourself from 
the expectation that you must write a full-fledged reflection and focus on the events or people that 
meant the most. Jot down the names of the people you met, the organizations you visited, a few 
things you did, or things that were said that struck you. These can be bullet points in order to help 
you to capture the thought quickly but still allow that thought to form into memories as time passes.2 
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Cultural Preparation 
There is no time like the present to begin educating yourself about the country, its culture, and its 
people. The more you understand about the context before you go, the deeper you can go while you 
are there. Here are some suggestions on how to research and learn about the place to which you will 
be traveling: 
 

- Google some of the following topics: 
o Geographical locations, particularly where you will be serving 
o Major historical figures (past and present) 
o Cultural traditions and stories (local children’s literature can be really helpful) 

- Check out books or articles – look for books and articles that were written by individuals from 
that area 

- Seek out international student gatherings that may afford an opportunity to meet someone 
from that country (first-hand accounts are always a good idea!) 

- Take a conversational language course or Google basic phrases (take these along with you as a 
reminder when you engage in conversations) 

- Research the country/issue using BBC, the Guardian, etc. These will provide you with more 
current information on the topics. 
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How to Get a Passport

If you are going to travel abroad, you will have to have a passport. Many countries also require that 
you have a visa in order to study there. You cannot apply for a visa until you have a valid passport. 
 
How to Apply for a Passport 
If you do not already have a valid passport, apply for one immediately. If you already have a passport, 
make sure it will be valid 6 months beyond the end date of your program. 
 
You can apply for a passport in person through most Post Offices, including the Post Office on Acklen 
Avenue behind the Pancake Pantry. 
 
U.S. citizens can check these sites for more information: 

• U.S. Department of State's official passport website 
• Passport Fees: U.S. Department of State 
• Current passport processing times: U.S. Department of State 
• Expediting passport information: U.S. Department of State 
• US Postal Service passport application information page 
• US Postal Service Passport application office locator 

*If you are not a U.S. citizen, you will need to check with your home country's passport issuing office 
for more information. 
 
Passport Facts 

1. A passport is your official identification as a citizen of the United States. 
2. Passport applications can take four to eight weeks to process. Check current processing times. 
3. A passport is valid for 10 years for citizens who were 16 or older when the passport was 

issued and for five years for those younger than 16. 
4. If you are renewing your passport, you can apply by mail. 

When you Receive Your Passport 
• Sign it in ink, and fill in the address and notification data in pencil. 
• Guard it as you would any other valuable. 
• Make several copies of the official page for ease of replacement if it’s lost or stolen. 
• Keep one copy with you in a safe place separate from your passport. 
• Leave one copy with a friend or family member. 
• Scan a copy and keep it in your e-mail account. 

 
Student Visa 
A visa is official permission to enter a specific country and is granted by that country’s government. 
Americans who plan to go abroad should check the visa requirements for the countries they plan to 
visit here. Some visas are free and some are not. The application process may take several weeks for 
each visa, so it is very important to start early. Visa applications vary from country to country and 
require such items as a valid passport, notarized application form, financial statements, medical 
information, background check, etc.3 

http://travel.state.gov/passport/passport_1738.html
http://travel.state.gov/passport/fees/fees_837.html
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Orientation  
(this is for the 2019-2020 academic year)  
There is no time like the present to begin educating yourself about the country, its culture, and its 
people. The more you understand about the context before you go, the deeper you can go while you 
are there. Here are some suggestions on how to research and learn about the place to which you will 
be traveling: 
 
Belmont on Mission will host one orientation in the Spring Semester for all students participating in 
Spring and Summer trips. Prior to orientation (during the trip planning process), students will learn 
about the cost breakdown, avenues for fundraising, their particular mission projects, and more. 
During orientation however, we will focus our time on missional theology and formation, cultural 
awareness, reflection, and general travel policies/advice. ALL students and team leaders are 
REQUIRED to attend orientation. Please refer to the Belmont on Mission Timeline Document for the 
specific dates, times, and locations. 
 
Orientation Is Designed to Provide Information on the Following: 
 

1. Missional Theology and Formation: 
We will discuss the Mission of God and how it shapes our approach to missions on both a local 
and global level. 

 
2. Cultural Information: 

Teams will get an overview of the culture they will be entering and what to expect. We will go 
over basic travel etiquette and attitudes along with particular things students may encounter 
in their specific host culture/country. 

 
3. Belmont Travel Policies and Procedures 

Belmont University has set forth policies and procedures for all University - sponsored trips. 
As a department of the University, we are responsible to adhere to them. We will go over 
these with all trip participants. When signing both your trip release form and trip agreement 
form, you are agreeing to follow these policies. 
 

4. Basic Travel Information: 
Students will be given basic travel tips, particularly how to pack and prepare for their trip. 
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Finalizing the Details 
 

Packing List 
In the pages to follow, you will find a sample packing list. This list will be emailed to you prior to 
departure so that you can distribute it to your students. You are welcome to amend it in order to fit it 
specifically for your projects and contacts. Please make sure that in doing so however, you are 
remaining culturally appropriate for the context into which you are entering. As a general rule, 
please stay away from gender specific rules for clothing to ensure equity amongst the team. Seek to 
make clothing guidelines for the entire team instead. (e.g. If females cannot wear tank tops, then 
neither should the males).  
 

Luggage Tags 
Traveling with large groups is no small logistical feat. Tagging luggage is one small part of making a 
trip go smoothly. Each bag should be tagged first with a general information tag that has the 
traveler’s name, address and contact info. Bags are then tagged with a specific colored team band so 
that it can be easily identified on a luggage carousel. 
 

Tickets and Documents 
(for 2019-2020 academic year) If requested by 1 month prior to departure, Belmont on Mission will 
put together a travel packet for every participant on your team. This packet will include: 

- A printed flight itinerary 
- Passport (if collected) 
- Visa (if required - usually a stamp or sticker inside the passport) 
- Immunization Record (if collected) 
- Travel insurance card (if applicable) 
- Emergency Contact Sheet 
- Luggage Tags 
- Any other necessary documents 

 
Team leaders can pick up these packets for their team at a designated time prior to travel. It is up to 
the team leader as to when these should be distributed to students (typically the day of travel or at 
the earliest the night before).  
 

Money and Travel Documents 
These are the most important items that any traveler carries. Students should not carry large 
amounts of cash. Bank cards can be used in almost every country to obtain local currency. Instruct 
students to carry their money, passports, and ticketing documents on their person in a money belt or 
travel pouch that is hidden beneath their clothing. 
 
Someone on your trip may misplace their passport or ticketing information. Make sure students 
never throw away a travel document thinking they won’t need it any more (i.e. e-ticket 
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confirmations, etc.). Passports and documents may be collected upon arrival by the trip administrator 
or the team leader and kept in a safe. 
 
**If you are traveling to Rwanda, you and your students will need to carry cash instead of 
credit/debit cards. They are little to no credit card machines or usable ATMs. Also, it may be 
necessary to carry cash in specific denominations and within a certain range of years.** 
 
**If you are travelling to the UK, American credit cards (“swipe cards”) are not always compatible 
with UK stores. Travelers may use their debit cards to get money out of ATMs instead of relying on 
credit. 
 

Team Leader’s Notebook 
(for the 2019-2020 academic year) 
Every team leader will be provided with a travel notebook that includes: 

- Flight itineraries 
- Hotel information and contacts 
- Transportation information 
- Other important contacts and information (including those for emergencies) 
- A copy of every team member’s passport and medical release forms 
- A copy of the Crisis Management Plan 
- Tools for keeping financial records and receipts 
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Packing List 
 
Worn on Your Person 

- Comfortable clothes and shoes 
- Sweater or light jacket 
- Passport, driver’s license, Belmont ID 
- Vaccination Record 
- Tickets and Travel Itinerary 
- ATM Card and small amount of cash ($40-$50) 

 
Carry-On 

- Change of Clothes (x2 Socks and Undergarments) 
- Glasses or Extra Contacts/Solution 
- Toiletries 
- Prescription Medications (In Original Containers, Accompanied by a Physician’s Letter on 

Letterhead) 
- Snacks 
- Antibacterial Wipes 
- Reading Material 
- RULE OF THUMB: Include items that you would want if your luggage was lost 

 
Essentials 

- Flashlight or headlamp 
- Bible, Pens, and Journal 
- Camera and Memory Cards 
- Bug Spray with Deet (Non-Aerosol per Airline Regulations) 
- Malaria Meds (If Needed) 
- Sunblock 
- Sunglasses 

 
Toiletries/Meds 

- Toothbrush and Toothpaste 
- Deodorant 
- Hairbrush/Comb 
- Shampoo 
- Soap/Body Wash 
- Toilet Paper (Travel-Sized Rolls or Travel-Sized Packages of Kleenex) 
- Feminine Hygiene items 
- Anti-Bacterial Hand Sanitizer 
- Allergy Medicine (Benadryl) 
- Pain Reliever (Tylenol or Advil) 
- Imodium 
- Pepto-Bismol 
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- Laundry Detergent (Travel-Sized) 
- Laundry Bag (Can use a Pillow Case or Trash Bag) 
- Towel and Washcloth 

 
Clothing (for all genders) 

- Modest dress is the rule 
- Shirts (No Spaghetti Straps, tank tops, or anything that reveals the midriff) 
- Pants, Jeans, or Capris (Lightweight) 
- Shorts (mid-thigh length) 
- Undergarments 
- Socks 
- Shoes (Tennis Shoes, Chacos, Dress Shoes...Depends on Your Projects) 
- Flip Flops (For Around the Hotel, etc.) 
- Pajamas 
- Fleece/Sweatshirt (For Mornings and Evenings) 
- Windbreaker or Lightweight Waterproof Jacket 

 
Optional 

- Cheap Watch 
- Power Converters 
- Snacks (Bring Items That Won’t Melt) 

 
Sleeping – sleeping bag, air mattress, camping mat, or bedding. Whatever your host partner 
recommends.  
 
DO NOT BRING 

- Travelers’ Checks 
- Any jewelry or items that you would be sad to lose 
- No Charms That Display Religious Symbols 
- Laptops and Electronics 
- RULE OF THUMB: If it will distract you or others, leave it behind!4 
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How to Pack 
 
DO NOT OVER PACK! It is tempting to pack everything you can think of “just in case,” but do you 
really want to have to lug around a giant, heavy bag? Stick to the provided list of items; it has been 
designed by seasoned travelers. Buy travel- sized items, follow the tips below, and you will have 
everything you need for your trip. Pack this bag as if you will have to carry it around a full city block. If 
you can’t, it is too heavy! 

 
General Guidelines: 

- Keep over the counter meds in their original boxes/containers 
- Place all liquids in plastic bags 
- Take items other than meds out of outer packaging (batteries, snacks, wipes, etc.) 
- Roll your clothes  
- Leave vanity items at home (straightening irons, blow dryers, electric razors, etc.) 

 

Your Carry-On 
Your carry-on should be a medium-sized backpack (school pack, day pack, etc.). This bag can then be 
used in country for day trips to various project sites. You will have to carry this bag through various 
airports. 

- Pack any item that you cannot live without if your luggage is lost 
- Pack a change of clothing with at least two changes of socks/undergarments 
- Pack all prescription medication in one plastic bag with a signed letter from your physician on 

official letterhead 
- Pack all toiletry items in one quart-size bag or smaller. Place this bag in an outer pocket for 

easy removal at the security checkpoints 
- All toiletry items must be smaller than 3 oz. 
- Pack extra contact lenses solution and/or eyeglasses 
- Pack something to read or do (crossword, sudoku, etc.) 
- Pack your bible, journal and pens 
- Pack your camera and memory cards 
- Pack a few snacks and some gum or breath mints 
- PLEASE NOTE: You are only allowed one carry-on and one personal item. Security checkpoints 

in other countries may require that your personal item fit inside your carry-on while going 
through the checkpoint. Pack your carry-on with this in mind. 

 

Your Suitcase 
- Everyone is allotted only one bag per person for personal items in addition to their carry-on. 

Pack this bag as if you will have to carry it around a full city block. If you can’t, it is too heavy! 
- Pack all your clothing 
- Pack all toiletry items together in plastic bags to prevent leaking 
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Money, Passports, and Tickets 
- Bring $40-$50 US dollars for airport purchases during travel 
- Bring your ATM card. You will only need money for personal purchases. DO NOT BRING 

TRAVELERS CHECKS! - These are very difficult to exchange and the rate is lower than cash. 
Make sure to call your bank/credit card company and let them know you will be overseas so 
they don’t freeze your accounts. 

- Bring your Belmont ID card as a second photo ID and for student discounts 
- Bring your passport 
- Bring your shot record (for those countries that require certain immunizations in order to 

enter) 
 
- Don’t put backpacks on your back in crowded situations.  
- Keep Passports and money in the front. 
 
These are the most valuable items you have when traveling abroad. If they are lost, passports and 
tickets can be replaced, but not without the expense of time and money. Purchase a traveler’s 
money belt or some other waist pack for carrying these items on your person. 
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Section 7: Travel 
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Airport Procedures 
 
The following are items that need to be communicated to your students. Even if it seems obvious, not 
everyone is a seasoned traveler and may need some instruction. In most cases, students and leaders 
are to arrange their own travel to the airport. It is the team leader’s responsibility to make sure that 
every student knows the correct time to meet the group at the airport.  
 
Checking In 
Once you enter the airport, you are at the mercy of the airlines. With larger groups, check-in can be 
quite a lengthy process. If you are not traveling with a larger Belmont group or you do not have a 
Belmont on Mission Staff traveling with you, then you, the Faculty/Staff team leader, should check in 
first and follow the same procedure, staying at the counter until the entire group is checked in. 
 
Once you are checked in, there will probably be time for students to grab a bite to eat, wander 
around the terminal, etc. Students should not wander alone; assign buddies or small groups of 3 or 4. 
Make sure students know what time to be in the boarding area and to check the monitors for any 
gate changes which can happen even twenty or thirty minutes before a flight departs. 
 
Team Leaders are expected to remain in areas of the airport that are accessible to all trip 
participants. Please do not utilize airport lounges where students s can’t get a hold of you. 
 

In Transit  
The following are items that need to be communicated to your students. Even if it seems obvious, 
not everyone is a seasoned traveler and may need some instruction. 
 

Security Checkpoints 
- Make sure students have correctly packed their carry-on luggage according to the provided 

instructions. This will be especially important in connecting airports. 
- The team leader should go through the checkpoint first and wait at the other side for every 

student to get through. 
- Guard your speech. Never make jokes about terrorists, guns, bombs, etc. This will only attract 

negative attention. 
- Don’t let other passengers rush you; make sure you have all of your belongings before leaving. 

 

In-Flight Reminders  
Some of your team may have never flown before while others are pros. Take some time to share 
these tips with them all so that no one feels singled out.  

- Always keep your passport with you when you leave your seat. 
- Be sure to get up, walk around, and stretch throughout the flight every 2-3 hours to prevent 

blood clots in your legs. This is especially important for any flight longer than 3 hours. 
- If the fasten seatbelt is on, it sometimes means turbulence and other times it means the flight 

attendants are coming through with their carts and they need a clear aisle. Be sure to comply. 
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- Purchase a bottled water in the airport after passing through security to carry-on to the plane. 
Or, carry a refillable empty water bottle that you fill once you are through security. You may 
want it during the flight or while waiting on your baggage! 

 

Travel Etiquette 
Mission groups and just Americans in general, have a reputation for being loud and/or obnoxious, 
particularly in international settings. We appreciate the energy and excitement that our students 
bring to trips like these, but we would also like to be good representatives of Belmont and most 
importantly of Christ. Here are some tips for practicing appropriate travel etiquette: 

- Always let your surroundings set the tone. For example, when traveling on the “Tube” in 
London, passengers are generally subdued, reading, napping, or just enjoying a bit of quiet. A 
loud group of tourists might be offensive in this setting. 

- Don’t push conversation with other passengers on flights. If a person obviously wants to read 
or sleep, then let them. 

- Be sensitive about what you share with other passengers. It is fine to share general 
information about a trip, just use caution and common sense. 

- Remember that not everyone defines missions the same way. If you are going to tell someone 
that you are going on a mission trip, be prepared to explain what that means to you. 

- Do your best not to be a problem passenger. Don’t ask the flight crew for special favors or get 
up and down while the crew is struggling with carts, etc. 

- Be gracious and friendly, but also exercise some wisdom and caution. 
 

Immigration Forms 
On the plane, prior to arriving, the crew will pass out immigration forms. Here is the best way to deal 
with these forms and prevent mistakes: 

- Let students know prior to travel that they will be given these forms and not to fill them out 
until you have given them instructions. 

- Fill your own form out first and then help others, using yours as an example. 
- Never write missionary or mission trip as the purpose of travel! This is not considered a valid 

reason for entry. “Tourism” is sufficient.  
- Students should keep these forms with their passport and flight documents in their carry-on 

or on their person, never in the seat pocket. 
- Sometimes it is worth being at the end of the immigration line to take the time to gather after 

exiting the plane and double check everyone’s forms.5 
 

Ground Transportation  
In most countries, the host partner will provide local transportation from the airport and to the 
project site. Work through ground transportation details with the host. The mission may be able to 
provide chauffeurs for vehicles. Be prepared to be flexible regarding the use of local transportation. It 
may not leave on time; it may not arrive at the destination on time; it may not be comfortable; it may 
not be airconditioned. Never leave anything valuable in a parked vehicle.6 
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Section 8: On the Field 
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Finding the Mindset... 
 
While plans may be made and partnerships formed, half of the success of the trip depends entirely on 
you and the mindset in which you approach it. Here are some things to encourage your team to think 
about as you all prepare for this venture.  
 
You Are Not on Vacation 
When you go on vacation, you go with the knowledge that you are abandoning all schedules, 
responsibilities, and stresses. You plan adventures, eat at fun restaurants, and just relax to your 
heart’s content...this is not the case with a mission trip. Granted, you will likely have adventures and 
eat at fun places and yes, from time to time, you will get to relax...but remember you’ve come to 
both learn and to work. Be prepared for long days, tough projects, and food that you may or may not 
like...or recognize. Learn to lean in to every experience; it has the power to transform both yourself 
and others. 
 
Teamwork Makes the Dream Work 
Yes, it is an entirely cheesy phrase but there’s some truth to it. Your trip experience will be made or 
broken often by your own attitude and your overall team dynamic. If you focus on your own 
individual experience and travel with a “team” of individualistic thinkers as well, you will have a 
miserable trip; it’s almost a guarantee. Go with the mindset that you are a team, learning and serving 
together. Be models of cooperation, encouragement, grace, and support, even when things get 
difficult...especially when things get difficult. It will make all the difference in the world. 
 
Getting Acquainted 
Because of the nature of the trip experience, it is not uncommon to form long-lasting friendships with 
the people with whom you travel. Whether this happens or not however, often depends on you. As 
you prepare or travel, be intentional about the people you sit with or speak to. Rotate around, 
spending time with an individual, a couple, or a close friend, building relationships with each person 
on the team. Share your story with them and allow them to share their story with you. Listen well, 
engage often, and remember the stragglers, those who may be struggling either before, during, or 
after the trip. Having a strong sense of team prior to (and on) the trip will impact your trip experience 
significantly! Take it seriously and be intentional! 
 
Common Courtesies 
Some things to think about: 

- Attend all team meetings! We cannot express enough how important having a strong, healthy 
team dynamic can be for your trip experience. 

- Be on time! When you are late, you are expressing that your time is more valuable to you than 
others. Show up early and ready to go!  

- Respect the needs of others. You may not need much sleep, but other people do. You may not 
require much silence or alone time, but other people might. Be sensitive to the needs of 
others and if you’re not certain what they need, ask. This may save a great deal of frustration 
or heartache later on. 
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Mission Trip Veterans 
If you have already been on another mission trip, even in the same country and with the same 
organization, don’t expect to have the same experience! Every trip will be different. Let’s say it again. 
Every trip will be different. It may be better. It may be worse. Just plan on it being different, whatever 
it is. As you prepare for the trip, think about how you will deepen your trip experience and allow 
yourself to be stretched. Will you do more research beforehand about the issue you’re studying or 
the country you are visiting? Will you learn a language or at least more of one you have already 
started? How will you engage people on a deeper level than you have in the past? Stretch yourself 
and allow others to be stretched alongside you. 
 
What’s the Goal? 
In American culture, we emphasize goal setting, productivity, and efficiency. These are things for 
which we must strive as we work and live. This is not the same everywhere in the world. Oftentimes 
when you travel, you find that relationships are seen as a highest importance than productivity. How 
does this impact your trip? Your team may have a set of specific goals you would like to achieve 
during your time in that location. It may be leading seminars, planting trees, running soccer clinics, 
etc. These are all noble goals and you may reach all of them. On the other hand, you may not reach 
any one of them. You may find yourself being pulled into conversations or long tea sessions. It can be 
frustrating when you have a project to be finished but at this juncture you must ask yourself one 
thing...why am I here? Is it strictly to finish a project or is it to build relationships? This is not to say 
that you should not value efficiency, productivity, or goal setting. This is however a reminder that 
sometimes a good conversation over a cup of tea can be of more value than whatever goal you had 
set. 
 
Comfort vs. Survival 
Most of us live in a comfort culture. In a comfort culture, we take survival for granted, focusing 
instead on improving the situation we’re in. We spend time inventing new gadgets to make tasks 
easier and to make our lives run just a little bit smoother. In essence, we make the uncomfortable 
comfortable. When we enter another context however, we need to realize that not every culture is a 
comfort culture. Actually, more often than not, it will likely be a survival culture, one that focuses on 
the basics, what’s needed. When you enter a survival culture, you must learn how to refocus your 
priorities or you will find yourself quite miserable. Learn to focus on what you have, rather than what 
you don’t have. If you have a cold shower, remember that you do have a shower. If you have a hard 
bed, remember that you do have a bed. Allow yourself to approach this trip with a sense of gratitude 
rather than want. It will only make this trip experience richer. 
 
The dreaded question… 
Whenever we discuss international travel, one of the first questions that seems to pop up is “What is 
the food like?” It is a question that is often posed with some anxiety as if to say, “Am I going to be 
able to eat for the next week or two?” Fear not! You WILL be able to eat the food. It may not be 
something that you are familiar with and you may not necessarily enjoy it, but you will be fed. Here’s 
some things to consider when thinking about the issue of food: 

- Americans often eat for pleasure. Many other cultures eat for sustenance. Think sustenance 
first and taste second! It will help you to appreciate food more. 
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- Try different foods. You never know what you might like. 
- Body language speaks volumes! Your host may not be able to understand your language, but 

they can read your face. Learn to show gratitude rather than anxiety or disgust. 
- There is a big difference between having a food allergy and not liking a particular food item. 

Only mention food allergies if they are legitimate (aka real).  
- Make yourself aware about cultural norms around eating, such as “cleaning your plate.”  
- If you’re on an international trip, “American” food will not taste like American food. That’s 

okay...because you’re not in America. Learn to appreciate the difference.7 
 
Conflict 
Conflict can arise when a person’s needs or expectations are not met. What is perceived as someone 
being difficult or uncooperative may simply be the fact that he or she is struggling in the current 
environment. For example, introverts tend to become drained around large groups of people and 
need time alone to recharge. Extroverts, on the other hand, gain energy from people, so they will 
thrive and struggle in different ways than introverts.  
 
Here’s a few tips for managing conflict on a trip:  

1. Work out problems one on one as often as possible. Never publicly criticize anyone.  
2. Avoid blaming and attacking anyone. Respect other team members. Seek to understand what 

the person is saying, where they are coming from. Be careful not to jump to conclusion and 
hear them out. 

3. Address behavior, not personality. Keep from making generalizations like “you only think of 
yourself” or “don’t be so sensitive.” Instead, give the person you are speaking with concrete 
examples like, “It’s important for you to limit the time you spend in the shower so there is 
adequate time for each of us.” 

 
Don’t forget to laugh! 
Laughter is the key to overcoming any number of situations. If you can learn to laugh about 
unforeseen changes or stressors, you can learn to move forward into a more positive trip experience. 
Remember however, that expressing humor should be done at the appropriate time and in the 
appropriate manner. If you think it might come across as offensive, don’t say it. Also, be mindful of 
the fact that sarcasm doesn’t always translate, even here in the U.S. If you are going to utilize 
sarcasm, make sure you use extra cues that will help the other person know that you are joking. 
 
The Final Piece 
Remember what you say. Words can hurt. They can hurt you. They can hurt others. On a trip, they 
can be incredibly damaging to your team dynamic or even your relationships with your hosts. 
Remember this: 

- Avoid complaining; it is contagious! Once one person begins, there is no end in sight. 
Remember all that you have to be grateful for and focus on those things. 

- Perhaps a good phrase to use is “That’s the way we like it” whenever a difficult circumstance 
comes up. This helps diffuse the temptation to complain and eases the potential burden on 
the host partner feeling like they’ve inconvenienced your team. For example, the bus breaks 
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down and everyone has to stand outside in the heat for 30 minutes. Well guess what, “That’s 
the way we like it!” 

- Save discussions about “hot button” issues (politics, etc.) until after you have gotten to know 
someone well. Those conversations tend to go much smoother if you truly know where that 
person is coming from. If you see the conversation taking a turn for the worse, allow for an 
opportunity for both you and the other person to walk away in a loving and respectful 
manner.8 

 

Leading a Debrief 
 
What exactly is “debriefing”? 
The debriefing time is designed to help in processing experiences together, learning from each 
other’s point of view, reflecting on what God has shown you, and assisting in the retuning home and 
the follow-up. The purpose of our debriefing sessions will be:  

1. To enable each participant to gain a fuller understanding of what he/she has experienced 
and learned.  

2. To build upon the experience in order to incorporate what has been and is being learned 
into a new lifestyle.  

3. Upon returning from the trip, to help students integrate their experiences into new life 
decisions.  

 
Debriefing is just the beginning of a long-term conversation — part of which will happen with your 
group and much of which will happen later in the lives of the trip participants. Our goal is to help trip 
participants grow in their relationship with Christ and open the door for continued reflection. You 
won’t have time to address and answer every question and experience from the trip, but this 
introduces the pattern for engaging these ideas.9 
 
Initial impressions 
After the first day, it might be useful to ask a few of these types of questions to get a sense of how 
the group is experiencing the trip thus far.  

1. If I could describe today in one word, it would be… 
2. The hardest part about today was… 
3. The thing I’ve been most surprised by is… 
4. One thing I really appreciated about another team member is… 
5. Today I saw God in this experience… 

 
Mid-Trip Reflections 
By mid-trip, your initial impressions and reactions may have begun to change or amplify. You might 
have concerns that you didn’t have at the beginning, or you may have let go of some of the concerns 
you had at first. Consider how you might answer these questions:  

• How is the trip comparing with your expectations?  
• What has been your favorite part of the experience so far?  
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• What have you learned from the people you have talked to about what their lives are like?  
• What was most life-giving to you today?  
• What was most overwhelming today?  
• How are you being stretched (spiritually, emotionally, physically)?  

 
End-of-Trip Reflections 
Just because the trip is ending doesn’t mean this experience is over. In fact, for many students it will 
just be beginning. It’s time to begin the process of integration into our lives.  

• What was the most rewarding experience on this trip? The most challenging?  
• What new values are you bringing home with you?  
• What one word would you use to describe the impact this trip had on you?  
• What can you do now to nurture the change so that it continues to impact your life?  
• What have you learned about God’s purpose and activity in the world?  

 
Your end-of-trip debriefing session is a special one, and it should allow for time together with minimal 
interruptions and distractions. It’s also a great time for prayer and affirmation of other team 
members. 10 
 
Strategies for Debrief 
Depending on group size, there are different strategies for how to structure debrief time. Consider 
the following ways that you might structure your time:  

1. All one group together and answering questions 
2. Break into two groups to allow more involved reflection 

 
Break out into groups of 3 and give 4-5 minutes per question, then come together as a whole group 
and have 5-6 people share something from their group.   
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Some Practical Notes 
Shopping 
If you are from the U.S., you are used to walking into a store, picking up an item that you like, and 
checking out the price, the fixed price that is. You would not dream of walking up to a store manager 
and randomly asking for a much lower price; this would be a completely foreign concept. In many 
other cultures however, bargaining for items (food, clothing, gifts, etc.) is a part of day-to-day life. 
This can create some anxiety for those of you who are not used to bargaining for things you would 
like, but it’s not as difficult as you might think. Here’s some general rules for bargaining in cultures 
that encourage it, though it may differ a bit depending on where you are: 

1. If you are bargaining in a different currency, it might be helpful to have a conversion cheat 
sheet or a small handheld calculator with you. It will help you to know more accurately what 
you are paying.  

2. If you are concerned about taking advantage of a vendor, remember that they have a bottom-
line price. They will not go below that price or they will not make a profit. 

3. Ask yourself what you would be willing to pay for that particular item back home. 
4. Ask the price and then roughly divide that by half. Give your counter offer and don’t be afraid 

to go back and forth with the vendor several times until your reach a reasonable price. 
5. If you have offered a reasonable price and the vendor will not accept it, don’t be afraid to 

walk away. In most cases, they will call you back with a lower offer. 
6. When you go to pay for the item, never show your money. Either discreetly remove it from 

your travel wallet or keep smaller folds of money in different places. Also, attempt to pay 
using smaller bills. If you negotiate a price down and then pay with a large bill expecting a lot 
of change back, it can appear shady. 

 
NOTES 

- If you think it’s a fair price and the vendor thinks it’s a fair price, it’s a fair price. Don’t allow 
anyone to make you feel bad about your bargaining skills just because they may have gotten it 
a little cheaper than you did. 

- “No” does not always mean no in a bargaining culture. Sometimes when you say no to a 
product, it is viewed as you saying no simply because of the price and the vendor may 
continue to try to bargain with you. If you do not want the item, be emphatic but polite and 
don’t be afraid to walk away.  

 
As you shop, be careful about purchasing some of the items below: 

- Food – Make sure it is processed, canned, or packaged. Items such as coffee or candy are fine, 
but they will need to be claimed on your customs form. Live plants are an absolute no. 

- Jewelry made from seeds – Some seeds are fun to wear but poisonous to eat. Do not give 
them to families with small children. 

- Items including animal products – Make sure that skins or hides are fully tanned. Make sure 
that the U.S. does not have a prohibition against hides from that country or even that animal. 
If it is on the endangered species list or is illegal to hunt in that country, DO NOT BUY IT! 

- Antiquities - Be sure that you know and obey the laws when taking antiquities out of the 
country. Penalties are severe!! Make sure you have a receipt and a certificate of authenticity. 
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In areas of archaeological digs, you will be offered “genuine” relics on the street. These are 
fresh "antiquities" made daily. 

 

Before You Leave 
Before you leave, make sure... 

- That you settle any debts you may have with any of your fellow teammates. Oftentimes team 
members borrow from each other when they are unable to exchange money or when 
unexpected expenses arise. Make sure these debts are paid and don’t linger until you return 
home.  

- That if someone other than an in-country contact asks you to take an item with you and mail 
it in the States, politely decline. It could be something illegal or potentially dangerous. If you 
mail anything other than letters for a contact, know what you are carrying. Never carry closed 
and sealed packages; you will need to answer for them in customs. 

 
Customs Allowance 
The customs allowance varies according to the country you visit. You may bring back $600-800 worth 
of goods from most countries. The allowance may go as high as $1200. This includes purchases for 
yourself as well as gifts for others. Keep a list of what you buy, the price, and all receipts. You can 
lump smaller purchases together under general categories (keychains, jewelry, etc.) or list them as 
miscellaneous items. If you plan to spend over $600, you should contact U.S. Customs and Border 
Patrol (http://www.cbp.gov/xp/cgov/home.xml) in order to determine the steps you will need to take 
in order to legally carry those items back into the States. Canadian citizens returning to Canada will 
need to check on Canadian customs regulations. 
 
Customs and Immigration Stations 
On the plane, you'll be given a customs declaration form. On the front of the form will be a question 
concerning being around farm animals. In a country where livestock often roams free, it can be 
difficult to avoid any interaction with animals. Unless you have been working on a farm, simply check 
“No” for that question. Remember to list out any purchases you have made and then place your 
customs declaration form in your document pouch until you get to the customs station. 
 
Even though you may have a connecting flight, you will go through immigration and customs at your 
initial point of entry into the States. When you enter the airport, signs will direct you towards 
immigration. Have your passport out and opened to the photo page. Once you clear immigration, put 
your passport back in your document pouch. As a rule, you will not need it again. Proceed to baggage 
claim and get your luggage. Again, if the team leader has baggage claim tickets, wait until all bags are 
accounted for before clearing customs. When passing through customs, stay with the group! 
 
Before entering the customs lane, have the declaration form in hand. Place everything, including 
carry-ons and personal items, on the counter or belt. The agent may ask where you've been and your 
purpose of travel. Keep your answers brief. Open the bags the agent requests. Usually, the agent then 
stamps your declaration form and gives it back to you. Another agent will take the form from you at 
the customs exit. Once outside the customs door, you will proceed as with any domestic flight.11 
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Section 9: Emergencies 
and Risk Management 
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Risk Management 
 
Definitions: 

1. Designated Caller – Person who calls the emergency call system.  
2. Emergency Coordinator – Person who is contacted for the emergency. This person triages the 

situation and collects relevant information.  
3. Incident Response Team – Team assembled by EC after information is initially gathered to 

determine next step communication patterns if incident is determined to be critical.  
4. Critical incident – Any serious incident or situation concerning the health, injury, missing 

person(s), or fatality of a Belmont member, volunteer, program participant, guest, or 
employee while participating in a Belmont activity. This includes extensive property damage 
and civil/political unrest or terrorist activity within country.  

 

Communication Chart 
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What is an “Incident”?  
• An incident is any situation that the team leader feels like the Director of Missions and 

Outreach should know about.  
• Injury or illness 
• Serious student behavioral problems, significant disciplinary issues, or misconduct 
• Civil/Political unrest 
• Complaints of sexual or other harassment involving students or staff 
• Terrorist attack, local or abroad 
• Natural disaster 
• Disappearance, abduction, detention, death of team member 
• Crime committed by or against a team member 
• When in doubt, CALL 

 

Incident Management Procedure 
 

Process Guideline 
1. Incident occurs. If immediate medical attention necessary, Designated Caller calls 911 if 

domestic or 1-800 insurance number if international. Work with host partner to proceed to 
emergency services.  

▪ Assess situation, keep or get team to a safe location. 
▪ Remain calm in order to set the tone for the group.  
▪ Take care of the injured and apply basic first aid if necessary.  
▪ If the incident requires police involvement, let the host partner facilitate the 

connection with local authorities. 
▪ Verify information/facts 
▪ Gather, account for, and notify team of incident – **ensure that social media and 

other communication home is restricted until after incident has been reported.** 
2. EC is called and takes down vital information about the incident, triages call if necessary. If the 

incident is determined to be a critical incident then the EC contacts necessary parties to 
proceed.  

3. Restrict external communication about the emergency only to those parties vital to the 
emergency response.  

4. Designated Caller and EC both maintain a log of communication and information during the 
event.  

5. Designated Caller fills out Fill out the google incident report form or the hard copy in the 
binder as soon as possible.  

 

EC Tasks 
1. Take the call and act as communications relay.  
2. Assess the incident and get facts.  

1. Use Belmont Global to identify who is on the trip.  
2. Identify exact location of incident and available resources.  

https://docs.google.com/forms/d/e/1FAIpQLSfqevSv14tEP_WTS-CocGL5_WWVnReA94kfX6NGFF2akgprig/viewform
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3. Monitor blogs and websites 
4. Determine what information is needed and who beyond organizational staff need to 

get it (photos)? 
5. Determine if someone needs to go to the scene? What will be the communication to 

people at the scene? 
6. Determine areas of concern about what can and can’t be said to the media? Is legal 

needed? Should insurance be notified? Is PR needed?  
7. Determine if it is necessary to form a support team for participants. Assess need for 

critical incident debriefing or professional therapeutic intervention. This intervention is 
highly recommended in cases of fatalities or serious injuries. 

8. Approve expenditures that exceed program budget such as airfare.  
9. Determine appropriate follow-up with participant’s family or next of kin.  

3. Immediately brief Incident Response team (made up of University Minister and Vice President 
for Spiritual Development) to determine next communication steps.  

4. Keeps a brief communication log outlining the date, time, contact, subject, action, 
responsibility, and phone number of each communication.  

5. Follow the Crisis Communications Chart. The individuals involved should have already 
contacted Insurance or 911 if necessary, if not advise them to do so and assist if needed.  

6. Continue communication with and give direction to field staff and Designated Caller.   
7. Assess needs of staff and participants for physical and emotional support.  
8. Hand off logs, forms, and information to relevant parties in appropriate time.  

 

Pre-Trip Planning  
• Know our plan 

o All faculty/staff team leaders will be required to understand the Incident Management 
Plan prior to travel. Each leader will be provided with a procedure manual and is 
required to follow protocol and correct procedures in the event of a crisis. 

• Read through the WorldAware Risk Assessment for your travel destination 
• Have contact info on you via the binder and Belmont Global.  
• Determine central home base in country. 
• Be prepared for potential in-flight emergencies or incidents. 
• Know how to prevent sexual assault while traveling. 
• The U.S. Embassy 

o If traveling abroad, register your trip with the U.S. Embassy prior to travel at 
https://step.state.gov/step/.  

 

In Country 
1. In country contacts are a great resource in an emergency situation.  
2. Keep the small folder with the following items in it for trip leaders  

a. Phone numbers 
b. Emergency procedures 

3. What is the central meeting place/home base in case something happens while the group is 
scattered?  

https://step.state.gov/step/
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4. Team leaders must have some method of contact, either cell phone, satellite phone, or land 
line and will be able to contact both in country host partners and Belmont on Mission Staff. 

 

Emergency Phone Numbers 
- Larkin Briley (Director of Missions and Outreach) 

o 615-601-6795 (cell) 
- Heather Daugherty (University Minister) 

o 615-460-6324 (work); 615-485-0429 (cell) 
- Minister on Call Number 

o 615-669-0548 
 
Sexual Assault 

• Required by law to report ANY issues regarding harassment, sexual harassment, sexual assault 
• Contact us immediately 

o Fill out the incident report form.  
o Send larkin.briley@belmont.edu and lauri.chaudoin@belmont.edu an email. 

• Sexual values policy still applies, but is different from sexual conduct  
 
Free Days/Time - Risks 

• Increased Risks: Water activities, scooters/motorcycles, bungee jumping, hang gliding, 
parachuting 

• Use reputable 3rd party vendors for activity and consult with host partner  
 
Have a Local Emergency Procedure Plan in Place 
 
Travel Safety  

- Write down important phone numbers and keep them with you at all times. If something 
happens and you don’t have your phone, you can always ask to borrow a cell phone and make 
a call.  

- Download the First Aid by American Red Cross app for your phone. These instructions and 
videos will work not just for emergencies but for smaller issues too.  

- Give a copy of your itinerary, schedule, and trip details to your family, including flight 
information, important phone numbers, and emergency contact information. A “Contact 
Information” document will be provided and can be easily shared electronically with the 
whole team for use in case of emergency. 12 

 
Incidents that I’ve encountered 

• Death of a student’s parent while on a trip 
• Good friends robbed at gunpoint on a mission trip  
• Broken down car  
• Items stolen from parked van 
• Kidnapping 

 

mailto:larkin.briley@belmont.edu
mailto:lauri.chaudoin@belmont.edu
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Mental Health First Aid 
• All time high percentage of students with mental health issues 
• Try to prep students on what they might experience before going on the trip. For example – 

“We need to prepare ourselves to experience some anxiety and stress, being in a different 
environment and perhaps seeing things we never have before. It’s normal to feel those 
feelings.” 

• Check in with the team in the evenings or after difficult experiences. “How are we doing? Is 
anyone feeling a little stressed or anxious? Let’s talk about it.”  

• Encourage students to talk and to write about it in a journal to process.  
 
Big issues to pay attention to: 

1. Suicidal Ideation 
1. Don’t be afraid to ask if you hear anything that sounds off. Not just words of “suicide” 

but also “purposelessness, worthlessness, don’t want to wake up anymore” etc.  
2. Make sure student is not alone, contact Larkin and we will immediately hand off to 

counseling services for a consult. They will provide services and triage with insurance.  
3. Any talk of specific method or plans will probably mean the student will come on 

home.  
2. Self-Harm  

1. If serious, seek medical attention immediately.  
2. If less serious, ask, “How are you dealing with some of the stress on the trip?” “Let’s 

get you in touch with one of the counselors at Belmont.”  
3. They will consult with student directly. 

3. Trauma (Physical or Sexual) 
1. Same process as self-harm.  

4. Significant or Persistent Panic Attacks 
1. Give them space 
2. Don’t try to use logic 
3. Get them back in their body 

▪ Give them a glass of water 
▪ Put both feet on the ground 
▪ Ask them to pay attention to what they see, hear, small, touch. “Can you tell 

me two things you see in the room right now.”  
▪ Breathing exercises – Square breathing (in, hold, out, hold), long exhales for 

hyperventilation  
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Square Breathing  
This breathing exercise helps regulate breathing and increase oxygen intake and can be helpful to do 
when experiencing anxiety or panic. The number that you count does not matter. Choose something 
you’re comfortable with and then increase from there.  
 
 
 
Breathe in for 2 (count the number out loud)……Hold in for 2 (count the number out loud)……Breathe 

out for 2 (count the number out loud)……Hold out for 2 (count the number out loud) 
 
 
 
 
 
 
 
Progressive Breathing 
This exercise can help increase the depth of breath when individuals are having difficulty with shallow 
breathing or hyperventilation.  
 
Again the number counted does not matter. If the individual is struggling with hyperventilation, it 
may be good to start with a low number to make it easy and work up. The extra exhalation results in 
the body automatically wanting to pull in more air.  
 

Breathe in for 2 (count the number out loud)….Breathe out for 4 (one, two, three, four)….Breathe in 
for 3 (one, two, three)….Breathe out for 6 (one, two, three, four, five, six)….etc. 

 
Again the numbers do not matter, just make sure the number of exhalation counts exceeds the 
counts of inhalation.  
 
Grounding- Getting Back into the Body and the Present Moment 
Use senses to reenter the present moment at times of shock or heightened anxiety.   

- Engage touch- Hand individual an object to hold, doesn’t matter what it is, and focus on the 
feel of that object in hand (rock, pencil, ice cube, warm tea).  

- Engage smell- Offer something with stronger scent (lotion, peppermint, lemon, orange). Notice 
the scent and focus on breathing it in and out.  

- Engage sound- Ask individual to focus on sound in the area (fan, car, music, your voice).  
- Engage taste- Offer individual tea, water, small food (if able to eat), and citrus. 
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Section 10: Coming 
Home 

 
  



 51 

Possibly the most critical, and underutilized, aspect of mission experiences today is follow-up. Follow-
up involves critical reflection for further discovery and integration after a trip. Follow-up meetings 
give team members time to reflect further on lessons learned, and provide the space for conversation 
about life-behavior changes confronting the team during the mission experience. These meetings set 
the stage for deeper relationship, for mutual accountability, for ongoing transformation. 
 
Most trips will include a day or two at the conclusion of the trip for debriefing. This is your 
opportunity, as a team leader, to help your students process the experience and plan for their return 
to “real life.” Take advantage of this time and the resources that follow. 
 

Reverse Culture Shock 
Most of us expect to experience culture shock when entering a new context. We gear ourselves up 
for new sights, smells, tastes, and ideas. This is just part of the journey. What we rarely prepare for 
however, is reverse culture shock, that feeling of discomfort and discontinuity one experiences when 
returning home. During your travels, your senses were on “full open,” taking in every aspect of your 
new context. When you return home, they remain on full open for several days, weeks, or months 
depending on how long you were gone and how much discontinuity you experienced...routine, food, 
accommodations, transportation, climate, habits, conversations, worldviews.... 
 
This discontinuity can create stress or fatigue...sometimes in the most unexpected circumstances. 
You may find yourself scrunching up your nose when someone complains about how the water tastes 
in Nashville when your only thought is that it’s clean. You may find yourself standing awkwardly in 
the cereal aisle at the grocery store, overwhelmed by the number of choices before you. You may feel 
lonely in the midst of a face-paced, project-centered culture or just entirely turned off by the 
overabundance of resources or the waste our culture creates. It is likely that you will waver 
somewhere between gratitude and resentment. Know that this is just part of the process of coming 
home. Do not ignore it. Embrace it. There is a reason you are experiencing discontinuity. 
 
If your schedule allows, take a couple of days to relax when you get home. Take it slow and let your 
body readjust to your home climate, food, etc. Take time to unwind with loved ones and make it a 
point to stay in contact with your team members; it will help you reintegrate if you are doing it 
alongside those who were with you when you traveled. 
 
Sharing your experience will be one of the most difficult parts of coming home. Just about everyone 
you know (or who follows you on Facebook), will ask you how your trip was. You may be tempted to 
tell the whole story, debriefing a week or two weeks in a matter of hours. The harsh reality is 
however, that you may have a handful of people in your life that will want to sit for that amount of 
time and hear about your trip. That’s okay. Learn to appreciate those people; they are rare. For 
everyone else, plan out a two-minute, five-minute, ten-minute, and even a thirty-minute response. 
You can tell pretty quickly what that person may be interested in hearing. If you have been asked by 
churches or organizations to share about your trip, wait a couple weeks after your return. It will allow 
you space and time to process the trip for yourself before choosing to process it with a larger group. 
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People will ask you about your trip, consider these questions as ways that you might respond to those 
who ask:  
 

1. What is something powerful that you learned as a result of this trip?  
2. What was the highlight of the trip, and what was the most stretching part of the visit?  
3. What specific steps are you taking in order to have ongoing engagement with God’s work 

once you’ve returned?  
 

Jet Lag 
- the body has an easier time with lengthening the day (heading west) than shortening the day 

(heading east). 
o Only drink caffeine on or before a flight if you are traveling west. Scientists have found 

that espresso before a flight traveling westward may actually combat jet lag, but will 
have the opposite effect when traveling east. 

- Preemptively signaling to your body that you are “in” the new time zone (food, sleep, etc) 
helps shorten the adjustment period considerably. 

- Melatonin is a natural alternative to prescription sleep aids that can help you fall 
asleep earlier in the night, so in the days before – and during – your trip use it to get 
your sleep schedule on par with your destination country’s time zone.  

 

Your trip as fuel for Local Outreach  
 
It’s a great time to begin asking yourself some forward-looking questions: 
 

Your job isn’t done yet. How will you steward and build upon the dollars, hours, and effort 
invested in you? How will you allow your experience to shape the way you engage with God’s 
work in the world and with your materially poor brothers and sisters? While the Holy Spirit is 
the ultimate author of change in our hearts, we have a responsibility to be active participants 
in that process. So how will you make this experience count?13  

 
Some of the “high” we experience while engaging in mission opportunities is the joy we get from 
serving - because there’s something special about following in the footsteps of Jesus and sacrificing 
ourselves for others. We can capture much of that same posture by engaging in the activity of God in 
our local communities. Start by exploring the possibilities near you — not only will you be able to 
continue partnering with God’s work locally, but it’s a great next step if you’re interested in pursuing 
ongoing engagement in social justice work.  
 

Follow up Group Discussion and Reflection  
 

1. What are some steps that you might take in order to create lasting change and ongoing 
engagement with God’s work?  

2. How will you allow your experience to shape the way you engage with those experiencing 
material poverty?  
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3. What are things you have learned since returning from the trip?  
4. Are there any obstacles you are experiencing to moving beyond just a one-time spiritual or 

emotional experience?  
 

Team Presentations 
 
During the fundraising process, your team may have been supported by a particular church or 
campus organization. Oftentimes, that church or organization will invite your team to share about the 
trip upon your return. While it can be difficult sometimes to get everyone back together after the trip 
is over, it is always a great idea to follow-up with these entities so they can know how they played a 
part in that trip and so that you may be able to return to them for support in later ventures. The 
following are some questions to help you begin thinking about what that presentation could look like: 
 

- Determine your approach to the presentation itself: 
o Will you present it linearly? 
o Will you plan it around a theme? 

 
- Determine your presentation style: 

o Will you put together a statement or have various people share a story from the trip? 
o Will you develop a PowerPoint presentation or video? 
o Will you utilize the interview format, using a leader to facilitate the conversation? 

 
- Determine what the before and after of the presentation will look like: 

o Will you set up a table with pictures and souvenirs from the trip? 
o Will you use music to set the tone of the room? 
o Will you set aside a specific time afterwards for questions? 

 
Remember to stick with the facts, presenting as best as you can a fair and balanced view of the 
overall trip experience. Share what you learned on the trip, from God, the local people, as well as 
your teammates. Take the opportunity to thank those who helped to get you there and make sure 
that you consider the time, trimming the presentation where needed in order to stay within the 
allotted time frame. 
 
Those who are interested and would like to know more can follow up with you after the presentation 
is over. Also, remember that team presentations are just one avenue by which an individual can share 
about their trip experience. 
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