
University Activity Abroad Approval Request Form 

Guidelines for Faculty-Leaders 

The following guidelines are meant to help Faculty-Leaders in filling out the University Activity 
Abroad Approval Request Form and to help minimize the time between submission, review, and 
approval. 

• We recommend submitting your request as early as possible.  Some requests have been
submitted in the summer, which allows for promotion as soon as students return to campus in
the Fall.  If you can’t get the request in during the summer, it is advisable to submit the
request as early as possible in the Fall semester.  Submissions later in the semester shorten
the time available for program planning, budget development, and student recruitment.

• If there is one or more Co-Leader, all should sign on Page 2.  Then, on Page 3 and Page 4,
only the Faculty-Leader needs to sign.  There is no need for each Leader to fill out a separate
Request Form.

• Please ensure that the Department Chair, College Dean, and VP for Academic Affairs (all
three) have signed the request before the form goes to the International Center.

• Provide sufficient information regarding Faculty-Leader qualifications on Page 3.  Your
write-up should be detailed enough so that anyone reading the form will have a clear
understanding of the Faculty-Leader’s qualifications (international travel, knowledge of the
destination city, language proficiency) for the particular activity.  If you will be provided
support from a tour company, partner university, or other local group, please be sure to
provide that information.

• Similarly, please provide ample information on Co-Leaders. Again, your write-up should be
detailed enough so that anyone reading the form will have a clear understanding of the Co-
Leader’s qualifications for co-leading the student group.

• For any questions or concerns regarding accompanying family members, please check with
the International Center for clarification.  Be aware that accompanying spouses do not have
any official role in the University activity.  Students should be explicitly informed that
spouses are not representatives of the University.

• Remember:  your University Activity Abroad Approval Request Form should fully address
any/all issues or questions about student safety during the program.  If you think an issue
might be relevant, please include it.  If you are not sure, check with the International Center
as you are filling out the form.

The International Center is available to you should any questions or concerns arise in completing 
the University Activity Abroad Approval Request Form.   
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Guidelines on Study Abroad Syllabi 
(For Faculty-Leaders) 

Please see that following sheet which we have created to help assure consistency in content for study 
abroad programs in several areas that have been addressed and/or revised over recent years.  We 
request that you use this sheet and cut/paste it into your syllabus at an appropriate place.  Please 
note the following:   

 We have seen many ADA statements in syllabi that are not appropriate for study abroad, are
incorrectly worded, or are outdated.  We provide the approved wording for your use on the
following sheet.

 If you have any unsupervised “free time” in your itinerary, you should provide a pre-approved
list of suggested places / activities that the students could visit / engage in during the free time
periods.  These activities should be inexpensive, and easy to get to/from.  Stress that students
must continue to use the buddy system during free time activities.  It is also recommended that
cell phone numbers are exchanged between the students and the Faculty Leader(s).  Note: the
wording on the “Syllabus Text” sheet for Free Time Activities may be adapted for your
syllabus/program format.

Program-specific itineraries are included in Approval Request Form submissions.  The AARRC
recommends and the VPSIA approves these specific destinations and activities by students.  Any
other travel by student(s) is NOT approved.  Depending upon the type of program, Faculty-
Leaders may identify, prior to travel, and AARRC/VPSIA could recommend/pre-approve,
additional options for possible weekend travel, bearing in mind distance and accessibility to the
program’s “home base.”  Faculty-Leaders should expect they will have to travel to these sites if
students have problem (for “rescue” purposes).  Keep this travel need in mind when identifying
possible locations for pre-approval.  In all cases, students must use the “buddy system” during the 
UNF travel period.  Faculty should explain travel options to students before departure.  Again, it 
is recommended that cell phone numbers are exchanged between the students and the Faculty 
Leader(s).  Note: the wording on the “Syllabus Text” sheet for Non-Program Travel may be 
adapted for your syllabus/program format.
Remember:  Student travel during an officially-approved UNF international activity many only 
occur as pre-determined by the Faculty-Leader and recommended/approved by the AARRC/
VPSIA.  If students wish to make personal travel plans before or after the official program dates, 
they should check with you as to the availability/feasibility of that option.

 You and your students should review the Crime and Safety section of the Country Information
sheet on their destination country at:
http://travel.state.gov/content/passports/english/country.html, paying attention to the crime info
at the cities/regions you will be travelling to. 

 You should encourage your students to be open and honest about any medical disclosures,
including allergies.  In that way you are in the best position to be able to help the student if
needed.  An undisclosed medical condition can put the particular student at risk, and it can also
impact the other students if disruptions occur to the program.

 The International Center provides all students with literature about alcohol and drug
consumption.  For consistency’s sake and to ensure that students are provided with the desired
University stance on drug and alcohol consumption, you do not need to include this issue in your
syllabus (please leave anything on this subject out of your syllabus).
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Study Abroad Syllabus Text 
(to be inserted into syllabi)  

Accommodations: 

If you have a disability as defined by the Americans with Disabilities Act (ADA), and may 
require an accommodation or auxiliary aid(s) for the study abroad experience, please contact and 
register with the UNF Disability Resource Center (located in Building 57, Room 1500; phone 
620-2769) or visit the DRC’s website at http://www.unf.edu/drc/.   

Military and veteran students who return from combat exposure may be utilizing the post 9/11 
GI bill to continue postsecondary education goals and may need both physical and academic 
accommodations.  These students should contact the Director of Military and Veterans Resource 
Center (57/2700) by phone (904) 620-5131 or visit the MVRC website at 
http://www.unf.edu/military-veterans/.  Please refer to UNF's Student Handbook for more details 
about both the Disability Resource Center and the Military and Veterans Resource Center.    

Please note that foreign countries do not have to comply with the public access requirements of 
the ADA and there may be physical or other barriers to equal access in foreign locales (e.g., 
medical care, lodgings, restaurants, businesses and other buildings, services or 
facilities).  Students with disabilities are strongly encouraged to research the access and service 
limitations of the locales to be visited.  Further, prior to registering for the study abroad program, 
the student should meet with the responsible instructor so that the two can ascertain whether the 
student will be able to participate in all activities of the desired study abroad program or can 
participate in alternate activities that meet study objectives. 

Free Time Activities: 

Attached to this syllabus you will find a travel itinerary of the time that we are abroad.  You will 
also find a list of approved and recommended activities for those times that we do not have a pre-
planned program activity.  If you wish to visit a location that is NOT on this list, you will need to 
get the advance approval of the program instructor.  Remember, the “buddy system” must be 
followed at all times, including during these “free time” activities.  You should be sure to give 
your cell phone number to your Faculty Leader(s), and they will give you theirs. 

Non-Program Travel: 

The approved travel itinerary is attached to this syllabus.  The Faculty-Leader must pre-approve 
any travel during the official UNF activity abroad that differs from the identified program travel.

If you wish to make personal travel arrangements before or after the approved program dates, 
check on the availability/feasibility of this option with your Faculty-Leader.

Syllabus Insert - Page 1 of 2 
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Crime and Safety: 

Please review the Department of State’s country information for your destination(s), 
particularly noting the “Crime” section, as it refers to any cities or attractions you plan to visit, 
at http://www.travel.state.gov/content/passports/english/country.html.  Students must use the 
“buddy system” at all times, and stay aware of their surroundings and personal belongings. 

Medical Disclosures: 

We encourage you to advise your Faculty Leader of any chronic or serious health care condition 
that you may have so that the Faculty Leader is apprised of the issue and can take appropriate 
action on your behalf if a need for medical care arises while abroad.  Please be advised that any 
condition that you disclose will be kept confidential and only shared with necessary University 
representatives to facilitate your safe participation in the study abroad activity.  

Syllabus Insert - Page 2 of 2 

Conduct:

The UNF Student Code of Conduct applies to students even while abroad.  Refer to the UNF 
Student Handbook for further information on the Code of Conduct.  The UNF Faculty-Leader 
may file an incident report for any student conduct that may adversely affect the University 
community, and the student may be required to attend a Student Conduct Hearing.  Remember:  
your actions and behavior are a reflection of UNF while you are abroad!

Also, be aware that if you engage in illegal/criminal activity in another country, you will be 
subject to local law (in that country) and not U.S. law.  Being a U.S. (or other national) citizen 
will not provide you with special protection.  

http://www.travel.state.gov/content/passports/english/country.html


University Activity Abroad 
Approval Request Form (v.0916)

Faculty/Staff Name ________________________________________________    Ext. ____________

Department ______________________________________________________     E-mail __________________________

Activity Title _____________________________________________________    Term ________________________ 

Course No./Title ___________________________________________________    No. of Credits _________________

Destination(s) _____________________________________________________    Travel dates _____________________ 

Number of students anticipated _______ Name of Co-Leader (if more than 15 students) ____________________ 

Please attach to this Approval Request Form Cover Sheet the following information/materials: 
1. Course syllabus or description of activity abroad (if a non-credit activity).
2. Travel plans and detailed itinerary, including mode of transportation (e.g., air, bus, train, other; as well as public, for-

hire, local partner vehicle, etc.,) time of day for each travel segment, and a list of approved free time activities.

3. Requirements sheet (Page 2), read in full and signed by each Leader(s)/Co-Leader(s) of the activity abroad.

4. Info sheet (Page 3) providing experience of each Leader(s)/Co-Leader(s) and/or local support arranged in regards to
proposed destination.

5. Please check the box next to the applicable situation and fill out Page 4 (NB: participation is limited to only these
4 categories.)

Participation of any non-UNF personnel acting in an official, co-leader capacity must be justified by the Faculty  
Leader and approved by the Department Chair.  
Participation by immediate family members of the Faculty Leader must be indicated by the Faculty Leader and 
approved by the Department Chair. NB: Minor children of the Faculty Leader must have an adult  caretaker other than 
the Faculty Leader, the co-leader(s), or students.  

Participation by Special Guests must be justified by the Faculty Leader and approved by the Department Chair.   A 
Special Guest is someone from the community who could benefit the University and its international efforts by being 
included in the overseas activity.  Examples of Special Guests would be a potential donor, a prominent alumnus who 
might support future programs, a local media person who will write a story on the activity, a community leader on a 
UNF advisory Committee, and so on. 

Participation by a UNF Employee (other than the identified Faculty-Leaders) must be justified by the Department/
College.  The specific purpose/function of the employee relative to this activity abroad must be identified and 
detailed.  For a faculty member, this would typically be for the purpose of gaining experience to lead a future activity 
abroad.  For staff members, it would be because their job duties require such international 
travel.  Any UNF employee travel would be approved through the Travel process, and funded by the relevant 
department/college.        

By my signature below, I recommend this Activity Abroad for UNF approval. 

1. DEPARTMENT  APPROVAL: ___________________________________________________________ 
           Department Chair   Date

2. COLLEGE APPROVAL: ___________________________________________________________ 
 College Dean     Date 

3. ACADEMIC APPROVAL: ___________________________________________________________ 
 VP, Academic Affairs                                                                            Date 

4. HEALTH / SAFETY APPROVAL:    ____________________________________________________________
   Chair, AARRC / Director, International Affairs                                   Date 

_________________________________________
    VP, Student and Intl Affairs                                                                 Date 



University Activity Abroad 
Approval Request Form (v.0916)

Page 2 

REQUIREMENTS TO LEAD AN ACTIVITY ABROAD 

 I will check the U.S. Department of State website to verify that the country(ies) involved in my prospective activity has a Travel
Warning or a Travel Alert. I know that if my destination country(ies) has a current Travel Warning or Travel Alert, that additional
scrutiny will be given to my proposed travel with students, that I will most likely be required to provide additional information on
my travel, and that depending upon the contents of the Travel Warning, my program might not be approved.

 I will advertise, promote, and recruit for my activity abroad only after my activity approval request has been approved by both the
VP for Academic Affairs and the VP for Student and International Affairs.

 I will attend a “Faculty Workshop on Safety Abroad” presented by the International Center.

 I will review the U.S. Centers for Disease Control (CDC) website to determine any immunizations needed or other health
concerns regarding my destination country(ies) and will contact the UNF Travel Clinic at my earliest opportunity if their service
are desired.





I will consult with the International Center regarding any entry/exit requirements, such as visas, of my destination country(ies).

All participants, except for official leaders, immediate family members of the Faculty Leader(s), approved UNF employees, or 
Special Guests, must be UNF students and registered for any course(s) associated with the travel.

 I will submit to the International Center a complete and final list of recruited students, along with any waitlist, by the earliest
possible date.

 I will include in my travel budget international emergency assistance and medical coverage for each student. I will use HTH
Worldwide or another provider approved by the Office of Environmental Health and Safety.





I will ensure that all students complete a “Faculty-Led Study Abroad Application" on MyWings.

If any student signed up for my activity abroad does not register for any associated course(s), pay UNF tuition and fees by the
required deadlines, or pay non-tuition course costs by the established payment schedule, I will withdraw the student from the
activity abroad.

 If any student participating in my activity abroad does not attend a safety session, I will drop the student from the activity,
course(s) and exclude them from any travel with the participants.

 I will submit an Emergency Evacuation Plan to the International Center prior to departure abroad.

 While abroad, I will have communication capability via cell/satellite phone 24/7 and will have this phone with me at all times. I
will provide the International Center with this phone number prior to departure, or as soon as I obtain the number.

 Upon return, I will provide the International Center with an Incident Report (required even if no incidents).

 I will attend a student safety session so that I am aware of the information students are given on health and safety abroad
(recommended.)

By my signature below, I hereby declare that (1) I understand the requirements listed above, and (2) I request approval of this 
proposed Activity Abroad. 

_______________________________
Leader(s) Signature(s)   

_________________________ 
Date 

_______________________________
Co-Leader(s) Signature(s)   

http://www.travel.state.gov
http://travel.state.gov/content/passports/english/alertswarnings.html
http://wwwnc.cdc.gov/travel/destinations/list/
https://www.unf.edu/shs/International_Travel.aspx
http://www.unf.edu/uploadedFiles/sa/intlctr/emergency%20plan%20sample%281%29.pdf
http://www.unf.edu/uploadedFiles/sa/intlctr/Incident%20report%20form%202015.pdf


University Activity Abroad
Approval Request Form (v.0916) 
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Faculty/Staff Name ______________________________________________       Ext ___________________ 

Department ____________________________________________________        E-mail ___________________________ 

Activity Title __________________________________________________  Term_____________________________ 

Destination(s) __________________________________________________        Travel dates _______________________ 

To verify that the Leader(s)/Co-Leader(s) of this proposed activity is familiar with the destination and/or institutions to 
be visited in this activity, please describe the experience of the activity leader(s) in regards to the specific location(s) to 
be visited. For example, has the Leader lived, worked, or traveled in this location in the past (and if so, please describe)? 
Does the Leader speak the language of the location? Has the Leader arranged for the services of a local academic or 
professional organization during the activity? Provide information on all Leader(s)/Co-leader(s) involved in the activity.  
Please use an additional sheet of paper if necessary. 

____________________________________________________ ________________________ 
Faculty Signature  Date 

Reviewed by: 

____________________________________________________ ________________________ 
Department Chair  Date 

Course No./Title ________________________________________________         No. of Credits ______________________



University Activity Abroad 
Approval Request Form (v.0916)

Page 4 
Attachment for: 

Faculty/Staff Name _____________________________________________     Ext ________________ 

Department ___________________________________________________      E-mail ____________________________ 

Activity Title __________________________________________________     Term ______________________________ 

Course No./Title _______________________________________________      No. of Credits ______________________

Destination(s) _________________________________________________      Travel dates ________________________ 

Please check the box next to the applicable situation.  Note that non-student participation is limited to only one 
of these 4 categories.  If you have any questions on these categories, or a proposed participant, contact Dr. Tim 
Robinson at the International Center.  

Participation by Special Guests must be justified by the Faculty Leader and approved by the Department Chair.   A 
Special Guest is someone from the community who could benefit the University and its international efforts by being 
included in the overseas activity.  Examples of Special Guests would be a potential donor, a prominent alumnus who 
might support future programs, a local media person who will write a story on the activity, a community leader on a 
UNF advisory Committee, and so on. 
Participation by a UNF Employee (other than the identified Faculty-Leaders) must be justified by the Department/
College.  The specific purpose/function of the employee relative to this activity abroad must be identified and detailed. 
For a faculty member, this would typically be for the purpose of gaining experience to lead a future activity abroad.  
For staff members, it would be because their job duties require such international 
travel.  Any UNF employee travel would be approved through the Travel process, and funded by the relevant 
department/college.        

Justification/Indication (attach additional pages if necessary): 

____________________________________________________ ___________________________ 
Faculty Signature  Date 

By my signature, I request approval for the participation of the person(s) identified above for this UNF Activity Abroad. 

____________________________________________________  ___________________________ 
Department Chair        Date 

Participation by immediate family members of the Faculty Leader must be indicated by the Faculty Leader and 
approved by the Department Chair. NB: Minor children of the Faculty Leader must have an adult caretaker other than 
the Faculty Leader, the co-leader(s), or students.

Participation of any non-UNF personnel acting in an official, co-leader capacity must be justified by the Faculty 
Leader and approved by the Department Chair.
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