
How to Complete the Humber Travel Registry – Quick Reference Guide 

Overview 

The Humber Travel Registry (previously known as the Student Out of Province Travel Activity Form) is  
mandatory and must be completed by each student participating in an approved Humber travel activity 
outside of Ontario. Student travel can take a number of forms including an Academic Summer 
Program , Conference/Competition, Faculty-Led Trip, Internship/Work Placement, Semester Abroad 
and Varsity. 

The registry must be completed at least 30 days prior to departure and must be accompanied by 
supporting documents such as travel itinerary, passport, relevant country-entry visas, health assessment 
and health insurance information. 

Any questions or concerns regarding the Humber Travel Registry can be sent to 
ashley.tinoco@humber.ca, International Mobility Coordinator. 

Login 

• Go to https://web.icentapp.com/ in your browser address line
• Select Canada as the Country and Humber College Institute of Technology and Advanced

Learning as the Institute
• Click Next

• Humber’s Single-Sign-On page will automatically open.
• Enter your Humber Username and Password  and click Login

mailto:ashley.tinoco@humber.ca
https://web.icentapp.com/


Travel Registration 

• The first page describes the registry and a list of documents and information required to
complete.

• After reading the summary, click Next

User Profile and Academic Program 

• Once a student successful logs in, their user and academic program details from Banner will
automatically populate and their details cannot be changed.



Mailing Address and Emergency Contact 

• An emergency contact is the person the student authorizes Humber to contact in the event of a
critical incident while they are out of province.

• The person does not need to be living in Canada to be an emergency contact

Travel Info 

• Student travel can either be one of the following activities:
o Academic Summer Program
o Conference/Competition
o Faculty-Led Trip
o Internship/Work Placement
o Semester Abroad
o Varsity

• The contact information details should be the contact person for that activity (i.e Program 
Coordinator, Faculty,  International Mobility Coordinator etc)

• If a student is going on a Faculty-Led trip, the Activity Name field will populate and students will 
be required to select the appropriate Faculty-Led trip name.

• If Internship/Work Placement is selected, a field for students to upload their Placement 
Approval letter will populate.



• Note: In order for a name of a Faculty-Led trip to be listed as one of the options, a Faculty-Led
Travel Web Request Form must be completed with the appropriate details.

Host Info & Accommodation Info 

• Host information is the name of the external partner. It can be an institution, employer, NGO or
agency.

• Accommodation information is the details of the main accommodation that the student is
staying at while out of province, including hotels or AirBnb’s.



Passport and Visa Info 

• A passport must be valid for at least six months upon return date. If a passport will expire in less 
than 6 months, a flag is placed on the students travel registry and they will be notified to apply 
for a new passport as soon as possible.

• Some countries will require a visa and this information is required. This section can be skipped if 
a visa is not required.



Insurance Info 

• Health insurance is mandatory for all Humber students travelling outside of Ontario and a copy
of the insurance policy is required. It is the students’ responsibility to read and understand the
terms and conditions of their policy.

• Humber College will cover Canadian/Permanent Resident students for up to 45 days through
AIG Insurance. The activity coordinator or International Mobility Coordinator must submit a
request at least 30 days prior to departure to the Finance department.

• If a student is travelling more than 45 days, they can choose to pay the difference with AIG
Insurance or purchase their own health insurance.

• International students are automatically covered for up to 45 days through Morcare, their
International Health Insurance.

• If a student does not have insurance, they are required to either select that they will provide the 
information later or request Humber’s health insurance.

• The registry will automatically calculate the cost of health insurance through AIG based on the 
trip dates that the student entered. The student can choose to authorized Humber to purchase 
health insurance and the cost will be displayed on their myHumber account.



My Health 

• A student’s mental and physical health is important to Humber and that any information an
activity coordinator should know are detailed prior to departure.

Terms and Conditions 

• Prior to submission, it is important for students to read and understand Humber’s Student Code
of Conduct and that they understand all policies and procedures.

Submission 

• If any sections were not completed entirely, an error message will pop up indicating the sections
that were not completed. The form will be saved and students can go back to complete once
they have the required information.



Appendix A: Faculty – Led Travel Web Form 
Request 

With the launch of the new Humber Travel Registry, details for faculty-led trips will automatically 
populate for students participating in a faculty-led trip. In order for the information to populate, 
the following details are required.  

Please complete the following form at least 45 days prior to the date of departure and send to 
ashley.tinoco@humber.ca.   

A. Activity Details

Activity Name: ________________________________________________________________________ 

Departure Date (DD/MM/YY): ____________________Return Date (DD/MM/YY): _________________ 

Contact Name of Faculty/Staff: __________________________________________________________ 

Contact Phone Number: ________________________________________________________________ 

Contact Email Address: _________________________________________________________________ 

B. Host Information

Name of Host (School, Employer, Organization, etc): ________________________________________ 

Host Address: ________________________________________________________________________ 

Host City: ___________________________ Host Province/State: _______________________________ 

Host Zip/Postal Code: ___________________________________ Country: _______________________ 

Host Contact First Name : _______________________ Host Contact Last Name : _________________ 

Host Contact Phone Number: ____________________ Host Contact Email: ______________________ 

C. Accommodation Information

Name of Accommodation: _______________________________________________________ 

Accommodation Address: ________________________________________________________ 

Accommodation City: _____________________ Accommodation Province: ________________ 

Accommodation Zip/Postal Code: ___________Accommodation Country: ________________ 

Contact First Name: _________________________ Contact Last Name: __________________ 

Contact Phone Number : _____________________ Contact Email: ______________________ 
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