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I.

Faculty-Led Study Abroad

1. Purpose and Introduction
The purpose of this section is to provide an overview of the faculty-led study abroad programs
in the Coggin College of Business and a guide for faculty members leading a program. We begin
by defining the characteristics of a faculty-led course and the necessary faculty qualifications to
lead one. Then we discuss the process of developing, submitting, approval and implementation
of a study abroad course. Finally, we cover expectations of the Faculty Leader and study abroad
policies related to course content, making travel arrangements and dealing with financial
matters. Throughout the document, we also highlight the expectations and obligations of all
parties involved in each stage of the process.

2. Defining Faculty-Led Programs
The International Business (IB) Flagship Program manages faculty-led study abroad courses
offered by the Coggin College of Business (CCB). Each course is designed and taught by a CCB
faculty member (the course Faculty Leader) during a given semester and includes several
course meetings throughout the semester. The course typically culminates in a 7-10 day
experience abroad during a University break (Spring, May, August, December). Course
meetings prior to travel cover detailed information about a business topic related to a specific
country or region of the world, the culture and business culture of the destination country, and
travel preparation. The international portion of the course usually includes all or a combination
of the following activities: planned business visits, interaction with local students, cultural
excursions, service-learning activities and a small amount of free time. The Faculty Leader is the
primary instructor for the course and responsible for all course content, travel and visit
arrangements, and grading. The IB Flagship requires that all courses also have a Faculty Second
or Co-Leader who attends all course meetings, participates in the travel portion of the course,
and assists the Faculty Leader as needed.

3. Faculty Leader Qualifications
To lead a faculty-led study abroad course, a faculty member must meet the following
qualifications:
1. Hold full-time Faculty Status
2. Have prior international travel experience, or
3. Have past experience as a faculty co-leader on a study abroad course (preferable).

4. Faculty Co-leaders/Seconds
When proposing a faculty-led study abroad, the Faculty Leader will work with the IB Flagship
Director to select a faculty co-leader/second. To be a faculty co-leader/second for a faculty-led
course, the faculty member should typically be full-time with interest in leading a faculty-led
3

course in the future. Faculty co-leaders/seconds are expected to attend all course meetings,
participate in all course activities, and travel to/from and participate in all group activities with
the class. On a case by case basis, other UNF employees may be approved by the IB Flagship to
serve as a faculty co-leader/second.

5. Should I Lead a Program?
Leading a faculty-led study abroad course can be a very rewarding professional experience.
Through this type of course, faculty members are able to connect with students in a different
way and encourage an entirely different type of learning than is possible in a traditional
classroom setting. Often, these courses have a deep and lasting impression on student
participants.
These courses involve close student interaction in a less formal environment, which one may or
may not find appealing. Further, there is a great deal of responsibility on the faculty member as
the individual responsible for students 24/7 during the international travel portion of the class.
It is important to understand that these courses involve a significant amount of work on the
part of the Faculty Leader. The Faculty Leader is responsible for all logistical arrangements. This
requires a lot of time, energy, effort, and patience. One should consider all these factors when
deciding whether or not to lead a faculty-led study abroad course.

6. Proposing a Faculty-led Study Abroad Course
A faculty member seriously interested in leading a course should follow the steps outlined in
this section. It is important to note that the IB Flagship plans at least 18 months in advance for
spring semester faculty-led courses. Therefore it is never too early to begin conversations with
the IB Flagship about interest in leading a program. This sections explains the different tasks
that a Faculty Leader needs to fulfill in order to successfully execute a study abroad program.

i.

Faculty-Led Study Abroad Process Timeline

The following is the typical timeline followed by a faculty member in the Coggin College of
Business from the moment of having the idea to the finalization of the study abroad program:
YEAR 0 (optional)
 September/October: Submit application for TLO and/or international travel grant (see
section 6.vi)
YEAR 1
 Fall/Early Spring: Meet with IB Director and Chair to setup study abroad and evaluate
compensation (see section 6.ii).
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March: Submit Proposal for Study Abroad to IB Office (see section 6.iii).
April: IB Faculty Advisory Committee ranks programs (see section 6.iv).
May: Dean makes decision regarding funding (see section 6.iv).
May-June: Formal proposal sent to the University – Academic Affairs and AARRC,
including a preliminary syllabus, itinerary and budget (see section v).
July: AARRC approval

YEAR 2
August (Before Fall classes start)
o Getting program ready for marketing and recruiting (See sections 6.vii and 6.viii).
o Confirm minimum number of students needed to break-even according to
budget calculations (See section 6.vii).
o Provide Budget for Study Abroad to IB office (See section 6.vii).
Early Fall to Early November (August 19 – November 1)
o Send travel request and make sure it is approved (for both leader and co-leader)
(See section 6.vii)
o Provide Office Manager in your Department the dates and times of your SA
meetings during the Spring Semester (See section viii).
o Marketing and Recruiting (See section See section viii).
o Meeting with IB and CCB Advisors (See section viii)
o Visit classes and promote Study Abroad (See section viii)
o Other recruiting efforts (See section viii)
Early November (November 1)
o Cancelation date for Study Abroad courses if the number of students is below
the break-even point, meeting with IB Director to discuss. (See section vii)
November to End of Fall Classes (November 1 – December 13)
o Continue recruiting for Study Abroad courses with a number of students that
exceeds the break-even point (See section vii).
o Execute Budget according to plan (See section vii)
Spring-Summer
o Hold class meetings and study abroad travel (See section viii)
o Execute Budget according to plan (See section vii)
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ii.

Initial Meeting with the IB Flagship Director and your Department
Chair

The first step for faculty members interested in leading a faculty-led course is to have a
conversation with the IB Director. At this point, it is ok for the faculty member to be looking for
guidance on a course topic and destination or to have a clear program idea in mind.
Conversation topics could include: potential destinations (faculty international research
interests, connections in a specific area of the world, places with prior experience, etc.), course
topics related to the faculty member’s discipline, etc. The Faculty member should also meet
with his/her Chair to assess how this class is going to be handled by the Department, and to
obtain the Chair’s agreement with regards to his/her involvement in study abroad.

iii.

The Coggin Faculty-Led Study Abroad Preliminary Proposal Form

Once the faculty member and the IB Director have started the conversation, the faculty
member should complete the Coggin Faculty-Led Study Abroad Preliminary Proposal Form as
the first step in formally expressing interest in leading a program (See form in appendix A).
Since this is a preliminary proposal, program details need not be fully developed. However, the
faculty member should have a tentative program idea in mind when submitting this form. It is
important to note that changes and adjustments to the proposed course may take place after
this phase of the process.

iv.

IB Faculty Advisory Board Proposal Rankings

Once all Preliminary Proposals are received, the IB Director will meet with the IB Faculty
Advisory Committee and rank the proposals in order of viability. Only those faculty members
not leading or co-leading a study abroad program can participate in the ranking of the study
abroad programs. The ranking is based on several factors, including student cost, student
demand, desirability of location, an overall slate of programs balanced across disciplines, etc.
Afterwards, the IB Director will communicate the ranking to the Dean’s Office, and the Dean
will decide how many programs may be funded for the upcoming year.

v.

Requesting University Approval for the Faculty-led Program

Once the faculty member receives confirmation that the proposed course will receive funding,
the formal University approval process can begin. The IB Flagship will direct the faculty member
to the online application form, which is routed to both Academic Affairs and the Activities
Abroad Risk and Review Committee (AARRC). Faculty members should submit a tentative
syllabus, itinerary and budget (See appendixes A, B and C for examples of these components).
Academic Affairs will review the proposal to ensure that the course meets the University’s
standards for academic content. The AARRC will review the proposed travel itinerary to ensure
the activity meets the University’s safety and security standards. A faculty-led course must be
6

approved by both, Academic Affairs and the AARC, before it is officially approved. Only after
the course is officially approved can recruitment activities begin.

vi.

Funding Opportunities

Faculty members can take advantage of the following funding opportunities to develop a
faculty-led study abroad program:
1. International Faculty Grants Program: The University’s International Center sometimes
offers travel grants intended to help the Faculty Leader lay the groundwork for a
successful faculty-led course.
2. TLO Scholarship: Full-time faculty and staff are able to apply for TLO funding for
transformational learning opportunity initiatives. Faculty-led study abroad programs
may fit the definition of a TLO experience and this scholarship can help offset the cost to
students of participating in the program. Faculty should apply for TLO scholarships the
year before of their intended study abroad course. Details:
http://www.unf.edu/tlo/Application.aspx.
Typically, the deadline for both of the above is in October of the academic year prior to the
academic year in which the actual faculty-led study abroad course will take place. This is usually
15 to 18 months before the course will begin.

vii.

Budget Procedures

Each faculty-led program has its own budget, and the Faculty Leader is responsible for keeping
the budget on track. The following is the specific timeline for the different budget activities that
Faculty members need to complete:
a. TimeLine






Early August: Provide final budget for Study Abroad Program to the IB Flagship (follow
model included in appendix B). The IB Flagship will submit the budget to the
International Center and share it with the Coggin Budget Coordinator, who will produce
a spreadsheet with each budget to track all expenses. Each study abroad program has its
own agency account, which Office Managers will have to maintain. Office Managers will
use these spreadsheets to compare proposed with actual budgeted expenses and make
sure that the program is on budget.
Late August: Submit Travel Request for Leader and Co-leader.
Fall Semester: Track estimated expenses to make sure the budget is on track
Spring Semester: When requesting a payment, if the expense is above the amount
proposed in the budget, the Faculty Leader should notify the IB Director and work on
alternatives to keep the program budget under control. Complete Expense Report (ER)
within two weeks of return from Study Abroad.
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b. Budget Execution
When working with the Office Managers, Faculty leaders should follow these guidelines:
 Travel Request and Expense Reports
Before any money can be spent for program expenses, the Faculty Leader must have a
completed and approved Travel Request (TR). Faculty Leaders should work closely with their
Department Office Managers to learn about payment options for travel arrangements. Faculty
Leaders must keep detail records of all transactions and obtain itemized receipts for processing
the Expense Report.
Within two weeks of returning from the travel portion of the course, Faculty Leaders should
complete an Expense Report (ER). Receipts are required for all items to be reimbursed. The
Faculty Leader should work with the Department Office Manager to complete their expense
report.
 Means of Payment
There are several means of payment for different items, depending on the kind of expense.
The means of payment for each line item should be indicated on the original budget
spreadsheet so that the University will be aware of it ahead of time:
o P-Card: Faculty Leaders should apply for their own P-Card which will be linked to
their study abroad agency account. This P-card will be utilized before and during
the travel abroad to pay for all possible expenses. Before traveling remember to
ask your Office Manager for the following:
 Authorization to use your P-Card abroad.
 Increase in your spending limit per month and transaction.
o Office Manager’s P-Card: There are transactions made before traveling (hotel
reservations, plane tickets, etc.) that can be paid with the Office Manager’s Pcard. When using an Office Manager’s P-card Faculty members need to
remember the following:
 You need to have an approved Travel Request before soliciting the
payment
 Provide enough time to Office Managers to request an increase in their PCard limit.
o Wire Transfers: sometimes you receive a contract from a Hotel or Travel Agency,
and the Office Manager needs to process a contract in order to wire transfer
money. In these cases, it is important to remember:
 Make sure to start the process in advance, at least two weeks before
payment is due
8

You need an approved Travel Request for both the leader and co-leader
before making the payment
 Obtain a copy of the contract from the provider (National/International)
 Send this contract to the Office Manager and Coggin Budget Coordinator,
who will process the contract through the i-contract online system.
 If necessary, make sure the provider signs the necessary Tax Forms (The
Coggin Budget Coordinator can help you with regards to how to fills these
forms for international vendors)
 After the contract is signed, and the forms are on file, Rabena can
proceed to pay the contract, given that the solicited amount is within the
proposed budget.
o Cash Advance: For those expenses that cannot be paid with a P-Card or wire
transfer, Faculty members should work with their Office Managers to obtain a
cash advance before traveling. This way, they can use cash to pay for those
transactions. This is the University’s least preferred method of payment, so be
sure to note whether you plan to pay for any expenses via cash advance on your
original budget to avoid any delays or additional questions.


 Budget Format and Contingency Item
Faculty members need to use the budget format requested by the International Center (See
appendix B). In this budget, Faculty members need to include a contingency item to account for
possible increase in prices, changes in exchange rates, or other contingencies during the travel
portion of the course. This fee is $125 according to International Center Policy. In case that
there is leftover money from your budget, this money will be reimbursed to students after your
Expense Report has been submitted.
 Break Even Number
When creating a budget for the study abroad program, Faculty Leaders should determine a
break-even number of students. That is the minimum number of students that they can take
abroad and be able to cover all the budget cost with the money students pay. This break-even
number of students will be used to determine the viability of the study abroad program, the
following way:
o August: when finalizing and submitting the budget to the IB office, the Faculty
Leader should provide the break-even number.
o November 1: The Faculty Leader will meet and communicate with the IB Director
to assess the recruitment for the program. At this point three decisions could be
made:
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Number of students registered higher than break-even number: this
program is in good standing and the Faculty member can continue
recruiting until the end of the semester
Number of students registered is less than break-even number:
 If the Faculty Leader and IB Director assess that this number is
very close to be reached, they may decide to continue recruiting.
 If the Faculty Leader and IB Director assess that this number is not
going to be reached, they may decide to cancel the program.

 Exceeding the Approved Budget
There are cases when the expense in a budget line item exceeds the budgeted amount. In these
cases, the Faculty member should explain the discrepancy to the Office Manager and IB
Director and describe how this difference is going to be offset by other items in the budget.
In case the Faculty Leader does not notice the discrepancy, the Office Manager should compare
the proposed expense to the budget spreadsheet. If that proposed expense is above budget,
the Office Manager should contact the Faculty Leader about this issue. If the Faculty Leader
does not address the situation, the Office Manager will contact the Coggin Budget Coordinator
and the IB Director to solve the problem. The Office Manager will not pay for expenses that are
out of line with the proposed budget, unless the issue has been addressed.
If there are expenses that run over budget, due to unexpected circumstances, the Faculty
member can resort to the $100 contingency fee budgeted to cover that unexpected expense. If
that contingency amount is not enough, then the Faculty can request assistance from the IB
Office.
If there are expenses that run over budget due to mismanagement of the budget, and the
Faculty Leader did not attempt to solve those differences with the IB Director, the Chair and the
Dean, then those additional expenses may be charged to the Faculty Leader’s Department.

viii.

Expectations of the Faculty Leader and IB Flagship Office

Leading a faculty-led study abroad course involves a significant amount of faculty responsibility and a
significant amount of IB Flagship support. This section will provide more detail of the expectations of the
Faculty Leader and the IB Flagship in regards to different program aspects.

a. Representing UNF and the IB Flagship
As a study abroad course Faculty Leader, the faculty member is a representative of UNF, the Coggin
College of Business, and the IB Flagship Program. Therefore, Faculty Leaders are expected to behave in a
professional manner and exhibit exemplary conduct throughout the study abroad course, both in
country and abroad.
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b. Budget Development & Management
The Faculty Leader is responsible for acquiring cost estimates through research, working with a travel
agent, contacts overseas, etc. With that information, the faculty member will develop a budget for the
entire travel portion of the course. The IB Director will review the budget and set a student cost for the
program in consultation with the Faculty Leader.
In order to make study abroad as accessible as possible, the IB Flagship strives to keep the cost per
student as low as possible. Therefore, the ideal price range for student cost is $2,800-$3,400. Study
abroad courses are expected to have balanced budgets with student program fees covering, not
exceeding, study abroad costs (See Budget Example in Appendix B).
If the study abroad destination requires US passport holders to have a visa, the cost of the visa
application should be built into the budget, and the Faculty Leader should manage the visa application
process. If the destination does not require US passport holders to have a visa, any non-US passport
holders are responsible for working with the International Center to determine visa requirements. If a
visa is required of these students, the students are responsible for applying for and paying for the
necessary visa.

c. Marketing the Program
Since the Faculty Leader designs the course, the faculty knows the most about the academics and
planned activities. Therefore Faculty Leaders are the most important marketing tools for a course. When
planning to market a study abroad course, it is important to think about how the course content will
complement what students learn in the classroom and contribute to their future careers. Students
considering studying abroad, perhaps for the first time, will likely have lots of questions. Faculty Leaders
should plan to be available to meet with interested students to address these questions.
Faculty Leaders are encouraged to consider the following marketing strategies which have been
successful in the past:
 Meet with the Coggin Short-term Study Abroad Advisor: As the primary contact for faculty-led
study abroad courses, this person must understand the details of the course. This way the Shortterm Study Abroad Advisor will be able to promote the program to any students he or she meets
with.
 Attend the Coggin Study Abroad Fair: Promote the program, invite students, and ask other
colleagues to send their students to the fair. This is on September 11, from 11am until 2:00pm
in the Coggin College of Business Sheffield Pavilion.
 Inform Colleagues: Make sure other faculty are aware of the course by announcing in
departmental meetings, sending the course information via email, and speaking to colleagues
individually so they can help notify students about the study abroad opportunity.
 Conduct Class Presentations: Talk about the upcoming study abroad course in the courses you
are teaching. Consider contacting other faculty members about doing presentations in sections
of the study abroad prerequisite course and/or other targeted classes. In order to be the most
effective, class presentations should be conducted within the first three weeks of the semester.
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Attend the “Pitch Lunch” in Fall: The IB Flagship organize a study abroad “pitch lunch” where
academic advisors are invited to hear from Faculty Leaders about study abroad offerings for the
upcoming semester. This is particularly helpful to recruitment because academic advisors spend
a lot of one on one time with a large number of students.

In the IB Flagship, the Short-term Study Abroad Advisor will be the primary contact for students
interested in faculty-led courses. For marketing efforts, the IB Flagship will be responsible for the
following:







Build and maintain the website for all short-term study abroad programs.
Conduct general class presentations at the start of each semester promoting study abroad
opportunities generally.
Prepare and distribute general, non-program specific flyers about short-term study abroad
programs.
Promote study abroad offerings via the IB Flagship social media accounts
Discuss programs with students in face-to-face interaction.
Actively promote all short-term programs at the Coggin Study Abroad Fair, UNF Study Abroad
Fair, Week of Welcome events, information sessions, other campus promotional/marketing
events, and in 1:1 interactions with students.

d. Completing Travel Requests & Expense Reports
Faculty members are responsible for completing their own Travel Request before purchasing can begin
for the study abroad program. Upon completion of the travel portion of the course, Faculty Leaders are
responsible for working with their respective Office Managers to complete their Expense Report within
two weeks of the program’s end date.

ix.

Faculty-led Study Abroad Policies

All courses and Faculty Leaders should be aware of the following policies.

a. Academic Requirements
Study Abroad courses are expected to have the following academic components:
 Syllabus: The syllabus must meet all the standard University syllabus requirements. In addition,
there are several required syllabus items for study abroad courses. The IB Flagship will provide
these to Faculty Leaders (See example Syllabus in Appendix C). If the course is a lower-level
course (2000-level), the course syllabus must also meet the general education requirements.
 Pre-Departure Course Meetings: Faculty Leaders need to notify their respective Office
Managers the days and times of their pre-departure meetings, so they can be included in the
schedule of their Spring classes. In general, we expected 12 hours of pre-departure content
presented by the Faculty Leader and/or guest lecturer. Topics could include the following:
o Business visits
o Guests – exchange students, faculty, etc. from or very familiar with destinations
o Health & immunization considerations
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o Language, culture, business culture/practices
o Safety & security
o Travel logistics (packing, airport plans, travel times, etc.)
Meetings while Abroad: A minimum of 8 group visits: at least 4 business visits and 4 cultural
visits. Courses should include significant cultural exposure to comply with Coggin Cultural
Diversity course requirements.
Post-Travel Course Meeting: At least one 3 hour meeting to facilitate reflection.
Student Evaluation: Student evaluation should be built into all phases of the course and include
the following:
o Participation, attendance, and conduct (especially while abroad)
o Deliverables in all 3 of the following phases:
1. Pre-Departure: e.g., papers or presentations related to a course topic
2. While Abroad: e.g., travel/reflection journal
3. Post-travel: e.g., papers, presentations, or reflections related to the course

b. Interviews
If the faculty-led course is a lower-level (2000-level) course, the Faculty Leader is required to complete
face-to-face interviews with applicants. For upper-level or graduate classes, the decision to require an
interview is at the discretion of the faculty member. However, the IB Flagship strongly encourages all
Faculty Leaders to require an interview as part of the student application process. Interviews should be
finalized within one week of the student submitting an application. The IB Flagship Short-term Study
Abroad Advisor will e-mail Faculty Leaders the names and e-mail addresses of the applying students.

c. Travel
All student participants, faculty-leaders, and faculty co-leaders/seconds are required to travel to the
study abroad destination and back as a group. During the travel portion of the course, Faculty Leaders
and co-leaders/seconds must stay in the same hotels as the student participants. (This should go
without saying, but faculty may not, under any circumstances, share a room with a student.) Facultyleaders and co-leaders/seconds will participate in all planned activities for the travel portion of the
course (business visits, cultural excursions, historical visits, etc.). Further, the Faculty Leader is to be
available 24 hours a day during the travel portion of the course for student participants should an urgent
situation arise.

d. Faculty Spouses, Significant Others, or Guests
In order to ensure faculty attention and focus is centered on the course and the students for which the
faculty member is responsible, faculty spouses or partners will only be allowed to accompany the
Faculty Leader abroad with prior approval from the IB Director. If a faculty spouse, partner, or significant
other is approved to travel with a faculty member, the costs for that individual’s participation cannot be
covered by student fees. The approved guest must cover all expenses related to his or her participation.
For liability reasons, children and minor dependents will not be allowed to accompany students during
the study abroad. In addition, the faculty spouse, partner, or significant other cannot have any
13

responsibility, active participation or official role in the study abroad course (exceptions can be made if
the spouse, partner, or significant other is an employee at UNF).

e. Faculty Leader Compensation
Typically, a Faculty Leader teaching a study abroad course with 15 or more students will receive course
credit for the course in the form of a course release or an overload. This depends on the approval of the
department chair and departmental availability. There is no direct compensation for faculty coleader/second.

f. Additional UNF Study Abroad Policies
In addition to all the information included in this document, Faculty Leaders should also be aware of and
comply with all University policies as they relate to international activities and study abroad, including
the following:




Criteria for University Activities Abroad: http://www.unf.edu/president/policies_regulations/08International/8_0020P.aspx
Emergency Assistance and Accident/ Health Insurance Requirements for Student Activities Abroad:
http://www.unf.edu/president/policies_regulations/08-International/8_0050P.aspx
Management of Student and Faculty International Travel Risks:
http://www.unf.edu/president/policies_regulations/08-International/8_0010P.aspx
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II.

Summer Program – Faculty Liaison

1. Introduction

This section provides an overview of the Coggin-in summer programs in the Coggin College of Business.
First, we define the characteristics of the Coggin-in programs and the needed faculty qualifications.
Second, we explain how these programs are created and sustained, as well as the schedule for running
these programs. Finally, we present the expectations for Faculty Liaisons in the summer program.

2. Defining Coggin-in Summer Programs

These summer programs are designed by the IB Flagship and international partner universities for
students to be able to spend four weeks abroad during the summer. Students typically earn six credit
hours during this program, taking two classes while abroad. Classes are taught in English, usually by local
faculty members at the host university. The Coggin-in programs are hybrids: part faculty-led study
abroad course and part semester exchange. Program meetings prior to travel cover detailed information
about the specific country or region where the university is located, the culture of the destination, and
travel preparation.
All Coggin-in summer programs have one Faculty Liaison who travels to the destination of the program
and helps students to get acclimated to the international location.

3. Faculty Liaison Qualifications

To be a Faculty Liaison a faculty member must meet the following qualifications:
1. Hold full-time Faculty Status
2. Have prior international travel experience in the country where students are going, and/or
3. Have past experience as a faculty co-leader on a study abroad course (preferable).

4. Design and Purpose of Coggin-in Summer Programs

Coggin-in summer programs are initialized by the IB Flagship through exchange agreements with
international universities. There are several factors taken into account for the creation of such
programs: attractiveness of location, partner willingness to teach classes in English, regional diversity,
classes to be offered, cost of attendance, etc. Faculty members are encouraged to suggest possible
locations for summer programs. Once established, Coggin-ins are expected to run in perpetuity so
students can plan their schedules taking these summer programs into account.

5. Creation, Marketing and Schedule for Summer Programs

Once the IB Flagship finalizes the Coggin-in offerings, the following is the schedule of activities:


August
o Coggin-in programs are listed in the website and the cost of the programs are determined.
o The IB Flagship office arranges for accommodations and other program details, except for
international flights.
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Late August to Late January
o Marketing and recruiting. IB Short-term Study Abroad Advisor visits classes, promoting and
recruiting students for all summer programs.
o Faculty Liaisons are asked to help the IB advisor by visiting classes, promoting the program
and talking with prospective students.
o Faculty Liaisons need to have their Travel Request finalized in September. They should apply
for a P-Card for expenses incurred while abroad.
o Faculty Liaisons conduct individual selection interviews of prospective students. Interviews
should be performed within one week of the student applying to the program. If Faculty
members have days and times selected for interviews, they should send those days to the
Short-term Study Abroad Advisor by late August, so students have that information when
applying.
o Recruitment closes at the beginning of February.
Early February
o Faculty Liaisons purchase their own plane tickets before the first meeting (February 7)
o During the first meeting, February 7, the Short-term Study Abroad Advisor will cover the
following items with students:
 Application/payment process
 Passports
 Scholarships
 Important dates/deadlines
 Program policies
o Faculty Liaisons meet with students and share his/her travel itinerary, so students can buy
their own tickets. Students may decide to select the same itinerary as the Faculty Liaison,
but they are buying their own plane tickets and making arrangements to get to and from the
airport.
o Faculty Liaisons need to talk about the following issues with their Summer program
students:
 What classes are like
 What the university looks like
 Class/travel schedule
 How best to travel in-country
 Cost of living, best way to make payments in-country
 Customs/culture/food/day-to-day life
 How to get from airport to meeting location
March
o Setup the time of third meeting with students before March 6 th. Communicate the date for
the third meeting to students and to the Short-term Study Abroad Advisor
o Attend the second Coggin in meeting on March 6th.
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April
o Required third meetings with students participating in the Faculty Liaison’s Coggin-in
program.



Summer (A or B)
o Faculty Liaisons travel with students to partner universities and stay on-site with students,
helping them become acclimated.
o Schedule of Faculty Liaisons while in country:
 Friday: departure from Jacksonville on the Friday before classes start at destination.
Some students may be traveling the same itinerary as the Faculty Leader.
 Saturday: arrival to destination. Check for students’ arrival to location and make sure
they check in at hotel.
 Sunday: show students the city and help them to get acclimated. Welcome dinner could
happen on Saturday, Sunday or even Monday.
 Monday: attend classes with students. Establish contact with local partners. Make sure
classes go well. Answer possible questions from students and partners.
 Tuesday: make sure students are attending classes. Answer questions from students
and contact local partners to make sure they have no concerns or questions.
 Wednesday: leave.

6. Expectations of Faculty Liaison

Being a Faculty Liaison involves some work and responsibility and a significant amount of support from
the IB Flagship office. This section will provide more detail of the expectations of the Faculty Liaison and
the IB Flagship in regards to different program aspects.

i.

Budget Development & Management

The Faculty Liaison is responsible for purchasing his/her plane ticket and making other travel
arrangements for himself/herself. The IB Flagship is responsible for acquiring overall program cost
estimates through research, contacts overseas, etc. The IB office will calculate a budget based on these
costs. The budget for Faculty travel expenses is $3,000.

The IB Flagship will submit the budget to the International Center and share it with the Coggin
Budget Coordinator, who will produce a spreadsheet with each budget to track all expenses.
Each study abroad program has its own agency account, which Office Managers will have to
maintain. Office Managers will use these spreadsheets to compare proposed with actual
budgeted expenses and make sure that the program is on budget.
Coggin-in summer programs are expected to have balanced budgets with student program fees
covering, not exceeding, study abroad costs.
If the Coggin-in destination requires US passport holders to have a visa, the cost of the visa application
should be built into the budget, and the IB Flagship will manage visa application process. If the
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destination does not require US passport holders to have a visa, any non-US passport holders are
responsible for working with the International Center to determine visa requirements. If a visa is
required of these students, they are responsible for applying for and paying for the necessary visa.

ii.

Marketing the Program

While the IB office is in charge of marketing the Coggin-in programs, Faculty Liaisons should help in the
following ways:








Coordinate with the Coggin Short-term Study Abroad Advisor: Faculty Liaisons work with the
Short-term Study Abroad Advisor in promoting the trip, setting up interviews, getting students’
information and buying plane tickets.
Attend the Coggin Study Abroad Fair: promote the program, invite students, ask other
colleagues to send their students to the Fair. This is on September 11, from 11am until 2:00pm
in the Coggin College of Business Sheffield Pavilion.
Conduct Class Presentations: Faculty Liaisons will assist the Short-term Study Abroad Advisor
regarding class visits. In order to be most effective, class presentations should be conducted
within the first three weeks of the fall semester and the two weeks of the spring semester.
Attend the “Pitch Lunch” in Fall: The IB Flagship will organize a study abroad “pitch lunch”
where academic advisors are invited to hear from Faculty Liaisons about study abroad offerings
for the upcoming semester. This is particularly helpful to recruitment because academic advisors
have a high amount of 1:1 contact with a large number of students.

In the IB Flagship, the Short-term Study Abroad Advisor will be the primary contact for students
interested in Coggin-ins. For marketing efforts, the IB Flagship will be responsible for the following:







iii.

Build and maintain the website for all Coggin-in summer programs.
Conduct general class presentations at the start of each semester promoting summer
opportunities in generally and specifically with each Faculty Liaison.
Prepare and distribute program specific flyers about Coggin-in summer programs.
Promote study abroad offerings via the IB Flagship social media accounts
Discuss programs with students in face-to-face interaction.
Actively promote programs at the Coggin Study Abroad Fair, UNF Study Abroad Fair, Week of
Welcome events, information sessions, other campus promotional/marketing events, and in 1:1
interactions with students.

Interviews and Registration

Faculty Liaisons are responsible for interviewing each students and giving the Short-term Study Abroad
Advisor the permission, or not, to add each student to the program. Interviews should happen within
one week of the students’ application to the program. Afterwards, the IB office will process the
registration of students in the programs and classes they are going to take abroad.
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iv.

Completing Travel Requests & Expense Reports

Faculty Liaisons should work with their Department Office Managers in completing the Travel Request
(TR) before purchasing plane tickets for traveling abroad. Travel Requests should be completed by
September. Upon completion of travel, Faculty Liaisons submit receipts and other material to the
Department Office Manager, who will complete the Expense Report (ER). Note: If a cash advance will be
required, Faculty Liaisons must work with the Department Office Manager to reflect that in their Travel
Request early on, and to check that the cash advance is deposited before traveling.
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III.

Faculty Exchanges and Research

1. Introduction

This section provides an overview of the Faculty Exchange and Research opportunities in the Coggin
College of Business. Faculty exchange is an opportunity for Faculty development, teaching abroad and
establishing contacts with our partner universities. Research opportunities can be linked to the different
activities supported by the IB Flagship: research conference, travel support (could be linked to faculty
exchanges) and other opportunities. This section provides the definition and characteristics of the
Faculty Exchange and Research process for application and participation and faculty qualification, along
with explaining the commitment and expectations of Faculty members participating in these exchanges.

2. Faculty Exchanges

Faculty who desire to participate in exchanges with partner universities should submit a request to the
IB Director. This request should contain the following elements:
1.
2.
3.
4.
5.

How this exchange will help career development for the faculty member.
Countries, or Universities, the faculty desires to visit.
Time of year: supply different options
CV: needed to submit to partner university
Proposed topics to teach, and research topics that faculty would like to explore.

Proposals will be considered on a first come, first served basis. The success of the proposal will depend
on the following factors: specific needs from Partner Universities, budget availability, active
participation of faculty in diverse IB Flagship activities.

i.

Faculty Qualifications

To be part of a faculty exchange a faculty member must meet the following qualifications:
1. Be tenured or tenure-track full-time Faculty at the Coggin College of Business

ii.

Commitment and Expectations

g. Representing UNF and the IB Flagship: Expectations
The faculty member is a representative of UNF, the Coggin College of Business, and the IB Flagship.
Therefore, Faculty Leaders are expected to behave in a professional manner and exhibit exemplary
conduct throughout the exchange period. Faculty should be a good representative of CCB with regards
to the relationship with our partner university, collaborating in creating goodwill and fostering
collaboration with international faculty. Faculty should fulfill the activities abroad agreed upon with our
partner University.

h. Support for Faculty Exchange
In general, support for faculty exchange is established in the following manner: the IB Flagship will cover
the cost of a round-trip, coach plane ticket (lowest cost available) and parking at the Jacksonville
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International Airport, while the partner university will cover lodging. There is no payment for meals, per
diem or class stipends, unless the host university is willing to arrange payment with individual faculty
members. The faculty member is expected to teach up to 10 hours (maximum) abroad over a period of
approximately 10 days.

3. Faculty Research

The opportunities for research in the IB Flagship are part of the general activities to provide Faculty
enhancement opportunities and depend on the general budget allocations toward research. These
opportunities are available as funding becomes available.

i.

IB Research Conference

The IB Research Conference is an ideal place to present research and get to know other faculty members
from our partner institutions. All Faculty member in the Coggin College of Business are invited to
participate in this conference.

ii.

International Conferences

As funding becomes available, the IB Flagship organizes international conferences in other countries.
When these opportunities become available, competitive financial support for CCB faculty to travel to
these conferences is available.

iii.

IB Scholar Designation

The IB Flagship program recognizes faculty who participate in International research by listing their
names in select categories on the IB website. This recognition allows UNF to demonstrate these research
efforts in international activities and to recognize Faculty in their respective disciplines.

iv.

Sponsored Research

As funding becomes available the IB Flagship supports faculty in pursuing their research interests. In
these cases, support can be given in one or more of the following forms: competitive grants,
participation in international conferences, linkages to researchers in our partner institutions, etc.
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IV.

Appendix A: Coggin Faculty-Led Study Abroad
Preliminary Proposal Form

Coggin Faculty-Led Study Abroad Proposal: 2018/2019
Please save the completed form as “Yourlastname_Destination_Proposal_2020” and submit as a Word
document (.doc or .docx) via email to kate.learch@unf.edu by Friday, March 30, 2017.

i. Course Overview
FACULTY LEADER:
CO-LEADER:
DESTINATION(S):
FOCUS AND DISCIPLINE(S):
LEVEL (MARK ONE):
GRADUATE
UNDERGRADUATE (UPPER LEVEL)
UNDERGRADUATE (LOWER LEVEL)
PREREQUISITE(S):
NUMBER OF CREDITS:
3
TIME OF TRAVEL:
OTHER:
MAX. # STUDENTS:
EST. BREAKEVEN # STUDENTS:
EST. COST PER STUDENT:
HAS THIS PROGRAM BEEN AWARDED A TLO?
YES (INDICATE TOTAL AWARD):
x NO
GIVE A BRIEF DESCRIPTION OF THE PROGRAM:

ARE THERE PLANS TO INTERACT WITH STUDENTS FROM A COGGIN PARTNER INSTITUTION ABROAD?

YES

x NO

If yes, please describe, including institution and type of interaction proposed:

BRIEFLY LIST AND EXPLAIN PROPOSED CULTURAL ACTIVITIES ASSOCIATED WITH THIS COURSE :

1)
BRIEFLY LIST AND EXPLAIN PROPOSED ACADEMIC AND BUSINESS VISITS ASSOCIATED WITH THIS COURSE :

1)

j.

Faculty Leader
HAS THE FACULTY LEADER LED A FACULTY-LED STUDY ABROAD IN THE PAST?
YEAR

YES

NO

If yes, please list most recent approved courses led in reverse chronological order (up to 5):
LEVEL
NUMBER OF
SUCCESSFULLY COMPLETED?
DESTINATION
(G OR UG)
STUDENTS
(IF NO, WHY NOT?)
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GIVE A BRIEF DESCRIPTION OF FACULTY LEADER’S EXPERIENCE IN COUNTRIES & CITIES TO BE VISITED:

k.

Co-Leader

HAS THE CO-LEADER LED A FACULTY-LED STUDY ABROAD IN THE PAST?
YEAR

YES

NO

If yes, please list most recent approved courses led in reverse chronological order (up to 2):
LEVEL
NUMBER OF
SUCCESSFULLY COMPLETED?
DESTINATION
(G OR UG)
STUDENTS
(IF NO, WHY NOT?)

GIVE A BRIEF DESCRIPTION OF CO-LEADER’S EXPERIENCE IN COUNTRIES & CITIES TO BE VISITED:

FACULTY LEADER E-SIGNATURE:

DATE:

Please save the completed form as “Yourlastname_Destination_Proposal_2019” and submit as a Word
document (.doc or .docx) via email to kate.learch@unf.edu by Friday, March 30, 2017.
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V.

Appendix B: Sample Budget
Date and
Initials
Here

UNF Study Abroad Course
Budget
Enter Program Name
Agency Account
Index/Fund:

Org
Detail Code
Term

Spring
2020

# Students
# Males
# Females

20
10
10

# Faculty/Staff

2

Item
Airfare (incl
taxes)
Lodging (include
details)
Transportation
Enter Activity
Name
Enter Activity
Name
Gratuities/Guide
Tips
Group meals
Emergency and
Contingency Fee
Insurance
Faculty Per
Diem
Cell Minutes
Faculty Costs

Total Costs
Student Charge
Amount

Notes Students

Travel
Start
Date
Travel
End
Date

5/23/2020

# Days

23

# Nights
Currency
Type
Soles

As Of
Date

Foreign
Cost

Faculty
Leaders

5/1/2020

Indicate
Role

Andres
Gallo
Matthew
Leon

21
Rate of
Exchange
3.335

Family: expenses are not included in
student costs. Staff/Guests: expenses
only covered by students if they are
providing services related to program.
Proper paperwork must be completed
prior to student charges being placed.

6/19/19

Cost
Division

Staff/Family/Guest

Payment
Method

Per
Student
USD

Notes - Faculty

Leader

Coleader
1

Coleader
2

$125 per
person
$1.45/day

Faculty Sub-total
Other funding
source
$0.00
$0.00
$0.00
Faculty Total (adj.,
paid by Ss)
Guest Pays on Own (Deposit into UNF Program
Agency Account)
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VI.

Appendix C: Sample Syllabus

Course Title: Study Abroad in Peru
Course Number: GEB 2956

Spring 2020

Meetings:
Date

Time

Location

Friday, January 10, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/ 2245

Friday, January 24, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/ 2245

Friday, January 31, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/2245

Friday, February 14, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/2245

Friday, February 28, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/2245

Friday, March 27, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/2245

Friday, April 10, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/2245

Friday, April 17, 2020

3:00PM-7:00PM IBF Conference Room, Bldg 10/2245

Saturday, May 16, 2020

6:00PM-9:00PM In country meeting

Catalog Description:
This study abroad course is an excellent opportunity to think critically about culture, context and self in
one of the most interesting and important countries in South America. The course includes visits to
Piura, Huancabamba, Sondorillo region, Pisac; Ollantaytambo (where the 2014 students invested in a
women’s weaving co-op); Cuzco, the ruins of Machu Picchu and Lima, the capital of Perú. Students will
interact with Peruvian communities as well as different organizations and groups working to foster
economic development among the poorest groups in Peru.
Objective: To obtain a conceptual understanding of the role of history, culture and language on
economic development in Peru.
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Instructor: Dr. Andres Gallo, Professor of Economics
Co-Instructor: Dr. Matthew Leon, Assistant Professor of Management
Office: 10/2125
Office Hours: Hours by appointment.
Phone: 620-1694
E-Mail: agallo@unf.edu

Readings
Required: MacAskill, William, Doing Good Better, Gotham Books, 2015.
Easterly, William, The White Man's Burden: Why the West's Efforts to Aid the Rest Have Done So Much
Ill and So Little Good (Penguin Books, 2007).
Sachs, Jeffrey, The End of Poverty, Penguin books, 2006.
Other readings: provided by the instructor
Recommended: Banerjee, Abhijit and Duflo, Esther, Poor Economics: A Radical Rethinking of the Way to
Fight Global Poverty, Public Affairs, April 2011.
Online Sources for Peru: http://www.lanic.utexas.edu/la/peru/
https://www.cia.gov/library/publications/the-world-factbook/geos/pe.html

Course Learning Outcomes
1. To analyze the relationships among Peru’s history, languages, cultures and economy.
2. To analyze the relationship between Peru’s indigenous people and the contemporary society.
3. To analyze Peru’s challenges for economic development.
4. To explore the role of education in Peru’s economic development.
5. To examine the effect of voluntarism and social innovations can produce in changing a society.
Overarching Course Questions. Study abroad by its nature involves critical thinking. In particular,
students must begin to ask the following questions: What am I capable of? How can I learn to expect
more of myself? What do I really want to get out of life? How and why has Peru developed differently
from the United States? How can I make my personal goals consistent with trying to help others,
professionally, in my community and globally?
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Classes will include lectures, discussions, Q&A sessions, PowerPoint presentations, and critical thinking
assignments, as well as in-class and outside of class activities. The syllabus, PowerPoint presentations
and other material used in class by the instructor will be posted in Blackboard in Course Documents.
This course will use an active learning model and will require you to be involved in teaching others what
you have learned.
Purpose of the Course
This study abroad course is an excellent opportunity to think critically about culture, context and self in
one of the most interesting and important countries in South America. The course includes visits to Lima,
Peru’s capital; Pisac; Ollantaytambo (where the 2015 students invested in a women’s weaving co-op); Cuzco;
the ruins of Machu Picchu and Sondorillo (where the 2015 students invested in a school). Students will interact
with Peruvian communities as well as different organizations and groups working to foster economic
development among the poorest groups in Peru. This course is aimed at students with interests in economic
development, international studies, business, anthropology, sociology, Spanish and Latin America studies.
This course includes a service-learning component and students will have the chance to participate in several
projects for the benefit of different communities in both Jacksonville and Peru. Through this course students
will have the opportunity to experience the richness of Peru’s culture and history while at the same time think
critically about the culture that they are experiencing and how it will impact on their lives. This course provides
students the opportunity to think critically regarding economic development while in a developing country,
demonstrate the ability to present information and analyze cultural constructs while analyzing the historic,
social and economic background of the Peruvian people.

Course Requirements
Travel Documents: Students must have a passport that is valid through the entire course. Non-US students
are responsible for ensuring that they have the appropriate entry visas for Peru. Course instructors will help
students to find information regarding the paperwork needed to obtain these visas.
Cost: Students must pay the cost of the course in addition to the normal UNF tuition (3 credits). The cost
of the course includes airfare, international health insurance, in-country transportation, lodging, breakfasts
(when included with the hotel stay).
Lodging: Students will normally stay in triple-occupancy (sometimes double-occupancy) rooms, either in
hotels or dormitories. Students must be willing to be flexible in this regard. In addition, lodging might not be
up to 3-star American hotel standards in some cases. However, we will stay in clean, safe locations.
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Activities, Learning Objectives and Grading
Students will earn grades according to the following scheme:
Individual Critical Thinking Assignments (100 Points: 4 essays, 25 points each). Students will complete 4
individual critical thinking assignments that link the readings to preparation for the trip and what they
anticipate. See Rubrics A - D for details of grading.
Post-course Individual Critical Writing Assignment (100 points). Students are expected to critically
examine what they learned in Peru and how these experiences aligned with what they anticipated. See
Rubric E.
Group Presentation Critical Thinking Assignments (300 points: 2, 150 points each). Pre-course
discussion of business, NGOs (non government organizations), culture, history, and economy: Student
teams will research business, NGOs, culture, history and economy of the country. Each team must make
a presentation and present their findings on the topic selected. Students should use systematic
processes, including the collection and analysis of evidence, to form and support conclusions. They
should read and analyze diverse sources and present different points of view in their 15-minute
presentations. Each group must select one potential investment opportunity that is approved by the
instructor that intrigues their members and must conduct additional research on that topic upon
returning to UNF. During the final class meeting after returning, students will present their conclusions
and make a recommendation to the class. Students will be broken into teams to present their
recommendations for the investment and each team will make a 15-minute presentation. See Rubric F &
G.
Trip Participation (250 points). Students will be graded on your participation during study course:
Punctuality, respectfulness (of everyone, but especially of the native population and customs) is
required. Students are expected to be inquisitive, attentive, and participatory during all aspects of the
course. Community Based Activities in the course to Peru and the working with NGOs provide the main
community activity of this course. Students should be able to demonstrate the effect of this experience
in their journal, where they will reflect on the activities and the cultural diversity dimension of their
work. Students will participate in fundraising activities in Jacksonville, in order to be able to provide
funding to a specific community project in Peru. Their experience and work in Peru will serve as material
for research to select their community project to fund. Each student will be required to bring a suitcase
full of clothing/school supplies and/or sports equipment; complete 8 hours of approved community
service activities prior to departure for Peru and raise at least $300. This includes the 8 hours of required
community service in activities approved by the course instructors and must be completed by April 19,
2019.The money will be pooled and at the end of the course the class will decide how to invest it based
on visits to different NGOs in Peru, or other community projects. Community service must be approved
in advance by one of the instructors and it must be in a location where the student does NOT have a
relationship. Suitcases will be donated to contacts that the instructors have in Peru and will NOT be
returned.
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Failure to behave in the appropriate manner will result in a failing grade in the course. Students will
participate actively in business, NGO and cultural visits. Students should demonstrate their research
regarding history, culture, business culture, economics, politics and news to ask questions, exchange
information and explain their points of view to our hosts and local students. Students will be evaluated
on the quality of this interaction. The group will then meet after returning to Jacksonville to discuss the
learning that occurred during the travel portion of the course. The discussions will be student-driven,
based upon the ideas they have formed in their study course journals. See Rubric H.

Type of
Activity
Individual
Team Work

Description of Activity

Points

Course Learning
Outcomes

Critical Thinking Writing Assignments✓1

200

CLO 1-6

Pre-course group presentation of culture
and business culture, history, Economics
and International Relations, Politics and
News (participation during classes will be

300

CLO 2-6

graded)✓
Individual

Participation during study course:
community work, reflective activities,
visits, other planned activities and post
trip debriefing.

300

CLO 1-6

Team Work

During Trip presentation.

200

CLO 2-6

TOTAL

1000

Final grades: Final grades will be assigned as follows: A >920 points; A- >890 points; B+ >860
points; B >820 points; B- >790 points; C+ >770 points; C >700 points; F <700 points
Policy on Late Assignments: Any assignment turned in late will carry a penalty of 25% per day (starting
at the beginning of class and including weekends and holidays) not per class.
Policy on Late Withdrawals: The university policy for dropping a course after March 29, 2019 is as
follows:
UNF Students are not allowed to withdraw from a course after the official withdrawal date unless there
are unusual circumstances which are clearly beyond the student's control. When such cases exist, the
student should file a petition with attached documentation. The instructor does not approve or
disapprove but assigns a grade of WP or WF. The instructor may also recommend an action to be taken
or attach a note explaining unusual circumstances connected with the course. This policy means that the

✓Critical thinking and analysis will be assessed in 62.5% of the assignments.
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student does not have the right to drop a course after the official university deadline simply because he
or she has a passing grade at the time.
Policy on Academic Dishonesty: Academic dishonesty of any type is an embarrassment to both the guilty
party and every member of this class. As a result, no forms of academic dishonesty will be tolerated. I will
take whatever actions are allowed under university policy when I believe that this has taken place.
Cheating - intentionally using or attempting to use unauthorized materials, information, notes, study
aids or other devises in any academic exercise. This definition includes unauthorized communication of
information during an academic exercise. When in doubt consult me.
Complicity in Academic: Dishonesty - intentional or knowingly helping or attempting to help another to
commit an act of academic dishonesty.
Policy on Final Grades: Grade information will be available in Blackboard throughout the semester. Final
points will be available in Blackboard. Final grades will not be available from the instructor prior to their
distribution by the University. All final grades, however, are available in MyWings as soon as they are
posted. Grades may be discussed after the following semester has begun.
Students with Disabilities: “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 course, 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.”

Etiquette Abroad
While you are abroad, you are representing not only yourself, but also the Coggin College of Business,
the University of North Florida, and the United States. Any interaction that you have with the citizens of
the country you are visiting can leave a lasting impression, so you are expected to make those
impressions as positive as possible. Citizens of every nation are proud of their heritage. Therefore, when
you are abroad, strive not only to be aware of cultural differences, but also to experience and appreciate
them. Give local foods and customs a try, especially if they are unfamiliar to you. If you are being
hosted by residents, make every effort to demonstrate that you are enjoying their cuisine (even though
you might not be).
30

You may be surprised by the times that shops and restaurants open and close in other countries. Some
shops may escort you out as they close at 2:00 pm; some restaurants may not open for dinner service
until 9:00 pm. These types of differences may seem inconvenient when you first arrive, but you can
prepare yourself by paying attention to pre-departure information, and researching local customs on
your own before you leave the U.S. If necessary, you can then make plans to address these differences
ahead of time, e.g., having snack food in your hotel room if dinner starts late.
During business site visits, you should behave in a professional and businesslike manner. Business casual
attire is typically appropriate. Be inquisitive and show your interest in the host company, but remain
respectful at all times. Always use formal forms of address (e.g., Mr., Ms., Dr., etc.) unless you are
specifically invited to use a first name.
This is only the tip of the etiquette iceberg, and you will be discussing expectations specific to this
program during class meetings. The bottom line is that you will gain more benefits from the study
abroad, be more productive, and enjoy the experience more if you are prepared: learn what you may
encounter before you leave home and be open-minded and culturally sensitive while you are abroad.

Safety Abroad
Your safety is a top priority of your study abroad leader and of the University of North Florida. Besides
the information you reviewed in the Safety Abroad video and in pre-departure class meetings, here are
a few tips for staying safe while you are abroad:
1. There are places in Jacksonville that you would not visit alone or at night. Similarly, there are
places that you should avoid in every major city abroad. There might even be entire regions of
the country that you should not enter. See the “Free Time” section of the syllabus for more
information on this. If you wish to make any travel plans (during the official UNF activity abroad)
that is different or in addition to the identified program travel, you must make such a request to
your faculty leader.
2. Travel only in groups. Use the buddy system at all times, even if you are going to the restroom.
You will be responsible for keeping an eye on your partner and watching out for him/her. In
addition, faculty leaders should know where you are at all times. Do not leave the group without
telling a faculty leader. Students have missed business and cultural visits simply because they
wandered away from the group.
Pickpockets thrive in tourist zones, both abroad and in the U.S. If you carry a wallet, put it in your front
pocket and keep your hand on it, or use a money belt instead. If you carry a purse or backpack, always
keep it closed and carried in front of you whenever possible. While seated at a restaurant or café, keep
your bag on your lap.
3. Keep a copy of the photo/information page of your passport stored in a safe place that is
separate from your luggage. It is very difficult to get a passport replaced quickly without that
page. Your faculty leaders will also carry a copy for you, and you will leave one on file at UNF in
case of emergency.
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4. Review the Department of State’s international travel webpage. Here you will find tips for
safety abroad, instructions for enrolling in STEP, and even country-specific information for your
destination(s).

Non-Program Travel: The approved travel itinerary is attached to this syllabus. If you wish to make any
travel plans (during the official UNF activity abroad) that is different or in addition to the identified
program travel, you must make such a request to your Faculty-Leaders.

Free Time Activities
Attached to this syllabus you will find a travel itinerary of the time we are abroad. You will be staying in
a hotel with the Faculty leaders and will be navigating the city with a certain amount of independence.
You will also have some free time when there is no planned program activity. Your faculty leader Dr.
Gallo will provide information and guidance as to how to navigate the city and use your free time safely.
Certain activities or neighborhoods might be recommended and others advised against. Remember, you
are in a city you are not familiar with; your faculty leader Dr. Gallo are there to guide you and provide
information as needed about safety and security issues. Ask them questions if you want to go
somewhere which has not previously been mentioned. Remember to use the “buddy system” when you
can; it is always best to go out with others, not alone. Be sure your faculty leader Dr. Gallo has your
cellphone number and you have hers/his as well as those of fellow students.

Medical Disclosure
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.
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There will be 8 hours of community service that must be approved and be completed in Spring 2019.
Please be advised that the schedule that follows is subject to change so make sure pay attention to
email.

Spring 2020 (Tentative Schedule)
Date
Friday January 10th
January (TBA)
Friday January 24th
Friday January 31st

January (TBA)
Thursday February
14th
Friday February 28th

February (TBA)
Thursday March 27th

Topics to be Covered
 Course Expectations.
 Health and Safety issues.
OPTIONAL SERVICE Project

Time
3pm-6pm
(3 hours)
8-noon
Midnight

 Safety Briefing.
 The History of Peru.
 The Sondorillo School.
OPTIONAL SERVICE Project

3pm-6pm
(3 hours)
8-noon
Midnight






What is the trip?
Who are the Peruvian People?
How can we help them?
Who am I and where do I fit
into the world?
OPTIONAL SERVICE Project

3pm-6pm
(3 hours)

8-noon
Midnight

Assignments Due, Etc.
Journal Entry
TBA, CLO 1-6.
Critical Writing Assignment #1 Due, Midnight,
CLO 1.
The End or Poverty, The White Man Burden,
Doing good Better. CLO 1-3, 6.
Journal Entry
TBA
Critical Writing Assignment #2 Due, Midnight,
CLO 2-3.
The End or Poverty, The White Man Burden,
Doing good Better.
Journal Entry

TBA
Critical Writing Assignment #3 Due, Midnight,
CLO 1-3.
 Easterly, William; Banerjee and Abhijit and
Duflo, Esther.
 Must bring all bags and donations as if we
were leaving for Peru.
 Journal Entry
TBA
Critical Writing Assignment #4 Due, Midnight,
CLO 4-6.

Friday April 10th

 Economic Development
 Student Presentations
 Packing Shakedown

3-6pm (3
hours)

February (TBA)
Thursday, April 16th

OPTIONAL SERVICE Project

8-noon
Midnight

Friday, April 17th

Packing. Last minutes
arrangements
Study Abroad

3pm-7pm
21 days

Visit participation

Group presentations.
Debriefing session.

6pm-9pm
(3 hours)

Team post-course presentation. Journal Entry
CLO 1-6.

Sunday May 1st
Sunday May 23rd
Friday May 16th
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Peru Study Abroad
May 1 to May 23, 2020
Tentative Itinerary
Date

Concept

May 1- Fri

From

To

CHICLAYO

2:00

Departure from UNF in Bus to Orlando – Flight at 8:00am

Jacksonville

Orlando

14:16

Arrival to Chiclayo

Orlando

Chiclayo

Chiclayo

Huancabamba

2

15:00

Pick up and transfer to restaurant by Bus

15:30

Lunch

17:00

Transfer by private bus to Huancabamba town

24:00

Overnight at hotel El Gran Chicuate 2**

May 2 – Sat

HUANCABAMBA

7:00

Breakfast at restaurant

08:30

Visit to local Farms

12:00

Visit Inca Bath – lunch on site

19:00

Overnight at hotel El Gran Chicuate 2**

May 3 - Sun
7:00

HUANCABAMBA
Breakfast at restaurant

08:30-17:30

All day excursion to Waterfall in Sondor

19:00

Overnight at hotel El Gran Chicuate 2**

May 4 - Mon

HUANCABAMBA

7:00

Breakfast at restaurant

8:30

Visit to school in Lacchan -Sondorillo

19:00

Overnight at hotel El Gran Chicuate 2**

May 5 - Tue
7:00
8:30-17:00
19:00
May 6 - Wed

HUANCABAMBA
Breakfast at restaurant
Visit to School in Quispe Bajo and Comenderos Bajo
Overnight at school - camping
HUANCABAMBA

7:00

Breakfast at camp site

8:30

Visit School in Yangua

12:00

Return to huancabamba

19:00

Overnight at hotel El Gran Chicuate 2**

May 7 – Thu
7:00
8:30-17:00

HUANCABAMBA
Breakfast at restaurnat
Community activities in Huancabamba: Farming, nursing,
business, etc3

2

In all instances specified in this itinerary travel is by private busses provided by our travel agency in Peru.
During these days in Huancabamba students will interact with different members of the community. These
interactions will include the following:
3
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19:00

Overnight at hotel El Gran Chicuate 2**

May 8 – Fri
7:00
8:30-17:00
19:00

HUANCABAMBA
Breakfast at restaurant
Community activities in Huancabamba: Farming, nursing,
business, etc
Overnight at hotel El Gran Chicuate 2**

May 9 – Sat
7:00
8:30-17:00
19:00

HUANCABAMBA
Breakfast at restaurant
Community activities in Huancabamba: Farming, nursing,
business, etc
Overnight at hotel El Gran Chicuate 2**

May 10 – Sun
8:00
10:00-15:00
19:00

HUANCABAMBA
Breakfast at Restaurant
Excursion to Mountain with Stations of the Cross
Overnight at hotel El Gran Chicuate 2**

May 11 – Mon
7:00
8:30-17:00
19:00

HUANCABAMBA
Breakfast at Restaurant
Community activities in Huancabamba: Farming, nursing,
business, etc
Overnight at hotel El Gran Chicuate 2**

May 12 – Tue
7:00
8:30-17:00
19:00

HUANCABAMBA
Breakfast at Restaurant
Excursion to Cerro Chinguelas
Overnight at Camp site

May 13 – Wed
4:00
6:00-10:00

HUANCABAMBA
Breakfast at campsite
Walk to see different bird species and trees

10:00

Return from Excursion to Huancabamba

19:00

Overnight at hotel El Gran Chicuate 2**

May 14 – Thu
07:30

HUANCABAMBA - PIURA
Breakfast at restaurant

1.

Visit to hospitals and health facilities: students will visit and interview professionals working in Peru. They
will be able to understand the workings of the Peruvian health system, as well as professional practices and
characteristics of this region of Peru. They should be able to assess needs and understand the differences
between health systems in Peru and the United States
2. Visits to Government officials: students will visit and interview local government offices and learn about
politics and policy in Peru. Students should be able to assess the differences in policymaking in Peru and
the United States, the use of resources and need of the population in Huancabamba and the surrounding
region.
3. Visits to Businesses: students will visit and interview businesses with regards to their practices,
opportunities and challenges when doing business in Peru.
4. Visits to Farmers: visit and interview farmers with regards to their crops, techniques, environmental
challenges, deforestation and opportunities in this region.
All these activities will be monitored by the Faculty leader and the contacts in town.
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08:00

Transfer by bus to Piura City

15:00

Arrival to Piura and check inn at hotel

18:00

Walking visit to city

20:00

Overnight at hotel 3***

May 15 – Fri
7:00
8:30-17:00
19:00
May 16 – Sat
06:30
07:30

Air transfer to Lima and Cuzco
Pick up and transfer to Ollantay train station
Lunch at restaurant

16:30

Transfer by train

19:00

Overnight in Aguas Calientes Andina Hotel 3***
Breakfast at hotel

6:00

Machu Picchu citadel guided tour

10:00

Visit Machu Picchu

14:30

Return to Ollantaytambo

16:30

Arrival to Ollantaytambo and check in at hotel

19:00

Overnight in Ollaytantambo Hotel Tunupa Lodge 3***
Breakfast at hotel

09:00

Tour of Ollaytantambo Fortress and town

12:30

Lunch at Tunupa Restaurant

14:00

Tour to Maras Moray and Chincheros by bus

20:00

Overnight in Cuzco City Royal Inca II 3***
Breakfast at hotel

09:00

City tour and 4 nearby ruins by bus (4hrs)

14:00

Pachamama Ceremony at Tipón

19:00

Overnight in Cuzco City Royal Inca II 3***

19:00

Cuzco

Ollantaytambo

Ollantaytambo

Aguas Calientes

Aguas Calientes

Ollantaytambo

Ollantaytambo

Cuzco

Cuzco City tour & Sacsayhuaman complex

7:00

7:00

Cuzco

OLLAYTANTAMBO-MARAS MORAY

7:00

09:00-17:00

Lima

OLLAYTANTAMBO-MARAS MORAY

5:00

May 20 - Wed

Lima

Overnight at hotel 3***
PIURA – AGUAS CALIENTES
Pick up and transfer to airport

14:00

May 19 - Tue

Piura

Breakfast at hotel
Visit Universidad de Piura – Activities with local students
and Faculty members

12:30

May 18 - Mon

Piura

PIURA

CUZCO

May 17 - Sun

Huancabamba

ANDAHUAYLILLAS AND HUARCAR+PAY LAGOON
Breakfast at hotel
Tour to Andahuayllilas and Huarcarpay Lagoon
Overnight in Cuzco City Royal Inca II 3***

May 21 - Thu

CUZCO-LIMA

6:00

Breakfast at hotel

7:30

Pick up and transfer

Hotel

Airport
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10.30

Air Flight

11:30

Tour of Miraflores

14:00-18:00

Afternoon at Larcomar

21:00

Dinner at Rosa Nautica

23:00
May 22 – Fri
10:00-19:00

Cuzco

Overnight in Miraflores Hotel
LIMA
Tour of downtown Lima – San Francisco, Cathedral,
Government Palace

19:00

Visit to Water Park in Lima

21:00

Drive to airport

May 23 - Sat

Lima

LIMA-USA

02:51

Departure to USA Copa Airlines

Lima

Orlando

12:21

Arrival to Orlando Airport – Bus to UNF

Orlando

Jacksonville
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