Faculty Handbook
for Coggin College of Business Study Abroad Courses

The Flagship Program in International Business

The World is Our Classroom
(revised June 1, 2009)

The purpose of this document is to provide a planning guide for faculty who are developing short-term,
faculty-led study abroad programs. The intent is to formalize institutional memory and to streamline the
process, particularly for new faculty leaders. There is significant opportunity for creativity and
flexibility in program development. When items are mandatory, they are so indicated.
Programs also require pre-travel meeting with students, both to familiarize them with the country they
will visit and to discuss administrative details (registration, requirements, packing, safety, etc.). Predeparture meeting must also include significant academic content that prepares students to make the
most of their in-country time. Make sure that students understand from the outset that this is a course
and not a vacation. Follow-up meetings are also necessary to ensure that students internalize the learning
from the program.
A typical program’s travel lasts for 9-15 days, including getting to and from the country (which
typically takes a day in each direction). On the ground abroad, the program typically consists of 3-4
hour business visits. 7-8 visits per week are appropriate, leaving time for students to investigate the
country on their own (they and the faculty leaders also need some down-time, as these programs are
intensive). Each visit typically consists of a talk or roundtable with top business leaders from the firm,
possibly followed by a plant visit.
To see examples of previous programs, including downloadable examples of syllabi and itineraries
and faculty-developed program websites, please visit www.unf.edu/coggin/intlbus. Throughout this
document we use the term IB Program Director. This is intended to include the Director of the
Flagship Program in International Business, the Director of the Center for International Business
Studies (CIBS) and the Director of Study Abroad Programs. All three of these individuals are both
capable of answering questions and well-versed in all mechanics of the study abroad program. See
Figure 1 for the organizational structure of the Flagship Program in International Business
(hereafter referred to as the IB Program). In addition Ron Davis, Director of Budgets for CCB, is
the key to making the financial part of your trip run smoothly. Keep him in the loop on all
prepayment decisions.
Should I Lead a Program?
Leading a study abroad program can be an extremely rewarding professional experience, and an
exhausting one. Close interaction with students in a less formal environment than a classroom has both
advantages and drawbacks. If that’s not appealing to you, don’t do it. However, if it is, then you will
learn at least as much as the students, and you’ll probably have a ball, too. You should know that the trip
leader will spend a huge amount of time organizing the program. Be prepared to allocate your time.
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Figure 1: Organization Structure International Business Flagship Program

Faculty Qualifications for Leading Programs
1. Only faculty with international travel experience may lead programs.
2. The main requirement is that faculty members be quite familiar with the location(s) at which the
program will take place. It would not be appropriate to be the faculty leader if one has never
been to the city(ies) to be visited.
3. There are several ways to become familiar with destinations, e.g.,
a. Receive an International Center travel grant to visit the locations to pre-trip planning.
b. Have previous travel experience there.
c. Have attended a conference or seminar there and have become reasonably familiar with
the city during that time
d. Have participated in a faculty exchange program there
e. Have participated in a faculty development program there
f. Have participated in a program as a co-leader to prepare yourself to lead the trip in a
subsequent year
g. Build a pre-program trip for you and/or your co-leader to spend time in the location(s)
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as part of your trip budget. This also provides you the opportunity to arrange business
visits, plan cultural activities, check out hotels and transportation alternatives, etc.
However, it also increases program cost, since the cost of this travel must be included in
the program budget. The IB Program does not have funds to contribute toward planning
visits.
Planning Your Program (See figure 2)
1. Identify your destination country(ies) and city(ies)
2. Identify specific dates for the program (allow for travel time)
3. Identify level(s) and type(s) of students who may participate (must be one of these)
a. Lower-division only
b. Upper-division only
c. Graduate only
d. Mixing groups is not permitted.
4. It is generally appropriate to have a foundation course in your discipline as a prerequisite.
Specify program prerequisites (e.g., a course available for upper-level finance credit would
require FIN 3403 Financial Management). We believe that having one Coggin pre-requisite
course is generally appropriate for upper-division undergraduate programs (the MBA
foundation courses usually supply sufficient knowledge for graduate programs). Remember the
more pre-requisites you have the harder it will be to recruit. More will make recruiting difficult
and less will not allow the minimal level of discipline knowledge.
5. Identify discipline(s) to be covered in the program.
a. Only the discipline(s) of the faculty leader can be used.
b. If students are using the trip for credit in other disciplines, then the faculty leader must
get a terminally-qualified faculty member from the relevant discipline to agree to assist
in evaluating the student’s performance relative to that discipline. This is generally
discouraged, but is allowed with the prior approval of the IB Director and the
department chair of the appropriate department(s).
c. Experience indicates that discipline-focused trips are most successful.
d. Note that all trips should include significant exposure to the country’s culture, so that
any student may take the course for Coggin College Cultural Diversity (CD) credit.
Each Coggin College of Business major requires one CD course.
6. Once you have been approved to lead a trip by the IB Director you should discuss who you
would like as your second faculty member. The IB Director will insure that the right mix
(discipline and experience) of faculty go on all trips. When possible the IB program will help
defray the cost of the second faculty member.
7. Estimate program costs
a. Use a spreadsheet to calculate total program cost for various numbers of students (15-20
students is a good set to start with). Budget the correct number of faculty for each.
Sample budgets appear on the website. The budget should include both student fees and
your expenses. (Note: For 2009-2010, all programs must enroll a minimum of 15
students to run a program. Programs with less than 15 on December 1 will be
cancelled.) Also note that we want to see the $2,000 from the flagship program as part
of your revenue.
b. Items to include in budget (for students & faculty, unless otherwise noted).
i. Guidelines.
1. Program enrollments seem to drop off considerably when costs exceed
$2500-$3000 per student. This price is becoming difficult to meet,
however.
2. Programs costing more than $3000 per student do not seem to enroll
well enough to “make.”
3. The IB program director will be happy to help you try to fit your budget
to these constraints.
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ii. Pre-program travel (optional).
1. Faculty leader trip to set up lodging, business visits, cultural activities,
etc.
2. The full cost of this trip must be included in the program budget.
iii. Airfare.
1. Roundtrip Jacksonville-destination city, usually
2. Trips with multiple countries or large countries might involve intra
country airfare.
3. Sometimes, busing the group from Jacksonville to Orlando or Miami
can get you a direct flight (and is sometimes much cheaper). However,
recent increases in gasoline prices have made bus travel within the US
more expensive.
iv. Lodging
1. Typically 2/room, but depending on gender distribution, this might not
work out. In some countries 3 or more to a room (with appropriate
number of beds) may be required for small hotels.
2. Faculty may chose room together or not, as appropriate
3. Faculty should never room with students
v. In-country transportation
1. Taxis between airports, train terminals, and hotels
2. Inter-city or inter-country travel (train, bus)
3. Travel to business visits (train, bus, subway, taxi)
vi. Insurance
1. Students (required)
a. Health, emergency medical evacuation, and repatriation of
remains insurances are required
i. UNF International Center Medical: approximately
$1/day required (HTH)
ii. Trip Insurance (InsureMyGroup.com recommended),
but do not include its Medical Insurance
1. Buy trip insurance before you buy airline
tickets (or simultaneously)
2. Understand coverage and let students and the
IB Program Director know
2. Faculty (recommended)
a. American Express International Medical Insurance: Check with
IB Director.
b. UNF health insurance normally works abroad
vii. Shirts for trip participants, Study Abroad Director and Study Abroad Advisor
are recommended (for marketing).
1. We recommend you use Blair Wygle
(blair@greatatlanticoutfitters.com, (904) 722-0196 x16) at Great
Atlantic Outfitters (Blair is A Coggin Outstanding alumnus)
a. Cost is typically $24-$28 per shirt
b. Design
c. Shirt must have International Business Flagship Logo
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d. Country-specific art/Language is appropriate
e. Use partner institution logo, if appropriate
viii. Books
1. Travel and discipline based books should be included and
supplemented by readings. These can be included in trip cost, so trips
use some of the books as prizes.
2. Pocket foreign language phrase book .
3. Introduction to country &/or culture
4. Doing Business in Country.
5. Discipline books as appropriate.
ix. Meals abroad
1. Welcome & farewell group meals are typical
2. It’s easier to buy group lunches if time is tight between morning and
afternoon business meetings. Students often feel “lunch on your own”
means no lunch or they are often late for the afternoon session.
3. Include local faculty, student, or business contacts whenever
appropriate, as the extra interaction is terrific for students
4. Try to leave some meals for students to get out on their own
a. This is a good experience for them learning to order.
b. Students like to be on their own sometimes.
c. Group meals (particularly dinners) are often long so take
advantage of promoting interaction.
d. Faculty per diem allowed at maximum $40/day maximum
x. Entry visas (Note: If you are NOT including the cost of the visa in the program
fee, it should be clearly noted on the web site and promotional materials.) We
think it is easier to not include them in the cost but recommend processing them
on behalf of those students who need them.
1. Some countries require them even for US citizens.
2. Most countries require them for some visitors (pay attention to the
nationality of your students.
3. Be sure you get the right kind of visa.
a. If you are leaving a country & then returning, you’ll need a
multiple-entry visa.
b. If you are visiting multiple countries, you might need a visa for
each
c. If you are entering a country “in transit”, some students might
need a visa
4. If most students need visas, we encourage you to get visas for the
whole group and include this in your trip fee.
a. This is the only way you can insure that students get the correct
visas.
b. It the trip leader’s responsibility to make sure they are correct.
xi. Immunizations.
1. Check whether everyone will need them. Now that they are available
on campus we recommend that students purchased them at the UNF
Travel Clinic (only available to UNF students and employees). This is
much cheaper than outside UNF. We generally require certain
immunizations depending on the country.
a. We recommend:
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i. Cipro prescription for all trips (prescription available
through student health). Make sure everyone gets their
own prescription. We do not want them to share this.
ii. Tetanus for all trips (available at the UNF Travel
Clinic).
iii. Hepatitis A & B for certain trips (available at the UNF
Travel Clinic).
iv. Typhoid for certain trips (available at the UNF Travel
Clinic).
v. Malaria Prescription for some trips (prescription
available through student health).
b. Doreen Perez (UNF Medical Compliance
http://www.unf.edu/dept/medcom/) is certified to conduct a
travel clinic for your course. She does an excellent job. During
this session, she will provide detailed information about
immunization recommendations.
xii. Entry fees
1. Museums, castles, etc., usually charge
2. Try to cover any group activity entry fees to save time
xiii. Honoraria & fees
1. Often not necessary for business speakers, but know before you book
someone.
2. Per diem for local student guides to spend time with your group.
3. Honoraria for academic speakers
xiv. Gifts (you need to have one for everyone who meets your group—it’s
expected abroad in many cases).
1. University contacts.
2. Speakers
3. What to take?
a. The IB Flagship Program will provide each trip 15
flagship gifts.
b. UNF has nice, easy-to-pack Jazz Ensemble CDs,
available from Lois Scott in the Music Department
(lscott@unf.edu; 620-3834.)
c. The UNF bookstore has nice easy to pack UNF
mementos.
xv. Consider that many payments will be in foreign currency—try to budget for
what will happen to the exchange rate between planning time and travel
time. In planning your trip you should have a discussion with the IB director
about the impact of exchange rate fluctuations.
1. All trips are intended to be balanced budget endeavors. The IB
director may have ideas on how to cut costs without cutting quality.
2. Many developing country exchange rates are fixed relative to dollar.
a. Try to make contracts in dollars where possible.
xvi. Study abroad scholarships are available through Coggin College of
Business.
1. Emphasize this when marketing your trip. Students often fail to
apply.
2. Students should check the study abroad website for details
3. Application deadline is the December 1 each year
xvii. Check with the IB Director to make sure that you understand the payment
process. The Coggin College of Business does NOT collect any student
funds. All payments must be made to the cashier.
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1. Standard payment schedule
a. $500 non refundable payment will be placed on the
student’s MyWings account as soon as they apply. If a
student cancels within 5 working days (in writing), then we
will remove the charge or refund money. After this grace
period, the charge will remain and the student must pay it,
even if he/she decides not to participate in the program. In
part, this is to keep spots open for students who do go. This
$500 payment is due by December 1. Students who do not
pay will receive a HOLD placed on their account.
b. Remainder due February 1st.
2. Deviations must be approved by IB director
xviii. Provide program cost information and budget information should be
provided to the IB Director
8. Complete required paperwork (see blackboard for forms)
a. Completed TAR
b. Coggin College of Business Study Abroad Program Checklist (Figure 3)
c. Coggin College of Business Study Abroad Program Information Form
d. University Activity Abroad Approval Request Form (must be approved by
International Center and Academic Affairs)
i. Submit to Academic Affairs. If Academic Affairs approves, then it will be
forwarded to the International Center’s AAARC (Academic Activities
Abroad Review Committee) for approval.
ii. Submit no later than September 15.
e. Safety and Contingency Plan (Due prior to departure)
i. Incident forms are required for ALL trips, post trip (if only to submit a form
that says no incidents). If something did occur we need to know in case we
need to improve or if we want to make it a best practice.
9. Market your program!!!
a. Create marketing information (posters, flyers, web-based material).
b. For 2009-2010, Kate Mattingly will be coordinating short, 5 minute, faculty videos
to post on the web site about your program. Please see her early about this.
c. Coggin College Study Abroad Coordinator will assist in creating and disseminating
information, although the Coggin College Study Abroad Coordinator will not be
advertising your program specifically for you. That is your responsibility.
d. The IB Director will help market all programs, but past experience makes it clear
that the most important determinant of program enrollment is the enthusiasm and
nd

effort of the lead (& 2 ) faculty member(s)!! If students have not had you in class
they want to know that you will create an enjoyable, productive learning
environment.
i. You know more about your trip than anyone.
ii. Talk your program up in your classes.
iii. Get to know your students
iv. Visit classes where students are taking the pre-requisite.
v. Send emails to past students.
vi. Reward students who have already signed up by reducing their cost if the
recruit another student (see the IB Director for details.)
vii. Try to make connections between what the students will learn on the
program and
1. what they’ve learned in your class
2. what they’ll need to know in their careers
viii. Make time to meet with students who are interested. In many cases, students
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want to talk with you several times before making their decision.
ix. Attend as many study abroad information sessions as possible. Study Abroad
Advisor will arrange them, but if lead faculty aren’t there, students take it as
a signal of limited enthusiasm or interest on the part of the professor(s). Not
fair, but true.
x. Provide information for the IB Website that peaks student interest.
xi. Take responsibility for filling your program!

New Policies for 2009-2010
1. All Coggin study abroad programs must have two faculty leaders.
2. All Coggin programs must have a minimum of 15 students to run. If your program has not
recruited 15 students by December 1, it will likely be cancelled.

3. A $2,000 flat fee will be given to cover the cost for the second faculty member. The
first faculty’s member’s cost must be covered by the student program fee.
4. All Study Abroad Trip Leaders are encouraged to meet with Doreen Perez, the Director
of UNF’s travel clinic to determine any important health issues for your trip.
5. All UNF Study Abroads are required to take out HTH health insurance. The cost of this
is $1/person/day. The IB Flagship program will pay for this on your behalf and take
these funds directly out of your study abroad account, so make sure you tell us if you or
someone else (e.g. your spouse of co-leader) does not need the health insurance.
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APRIL
Call for
proposals for
spring &
summer 2010
2009

APRIL
Notification
to faculty for
proposal
acceptance.

APRIL
Share tentative
spring & summer
2009 study
2010
abroad offerings
with Coggin
students (minimal
program details)

MAY - JUNE (exact date?)
Work on details that Coggin
will need to promote your trip
& that will be asked for to get
official UNF approval. For
example, detailed syllabus,
itinerary, exact cost,
prerequisites, co-leader,
predeparture meetings, hotel
and flight arrangements.

AUGUST
Submit your UNF approval
documents to Jeff Michelman.
He will review and forward to
Academic Affairs and the
International Center
(Academic Activities Abroad
Review Committee) for final

AUGUST
Coggin study abroad web
page is launched as “live” one
week before fall classes start.
MAY - JUNE
Kate will start a “hidden”
study abroad web page with
new program information and
faculty videos.

JUNE-JULY
Work on YOUR marketing
strategy and materials to start
recruiting in August.

SPRING
2008
2009

Figure
2
Figure 2:
Faculty
Timeline
for Study Abroad

SUMMER
2008
2009

AUGUST
Sign up begins the first day of
fall classes! Recruit your
program to your current and
past students.

DECEMBER
Sign up ends December 1 &
deadline for students to make
first payment ($500).

FEBRUARY
February 1 is deadline for
students to make remaining
payment balance.

START
THINKING
ABOUT 2010!
See spring 2009
2008
notes

SPRING SEMESTER
Conduct your predeparture
meetings. See notes about
content and contact hours.

SPRING SEMESTER
Students must attend a UNF
International Center safety &
security meeting outside of
your predeparture meetings.

SPRING SEMESTER
Submit emergency
documents, student paperwork
and other IC documents to
UNF International Center.

FALL
2008
2009

THINKING ABOUT TEACHING A STUDY ABROAD
COURSE IN SPRING/SUMMER 2010?
2011?
Talk
Talk
to to
theJeff
IB M
Director
regarding
regarding
your interests!
your interests!
Do you
Dohave
youthe
have
thequalifications
qualificationstotorun
runa program
a programinin2010?
2011?If Ifnot,
not,look
lookinto
into
2008-2009.
faculty grants, participating as a 2nd, etc during 2009-2010.

SPRING
2009
2010

GO
ABROAD!

Spring
break,
May
Break (or
even
August
break)

POST TRAVEL
Conduct post
travel meetings,
evaluations, and
UNF
International
Center incident
report.
Complete
Incident report

SUMMER
2009
2010

Figure 3: Coggin Study Abroad Checklist
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IB Director & Study Abroad Advisor’s Duties
o Assist program faculty with program planning (where, when, how, etc.). < IB Director>
o Assist program faculty in budget development (program leader must develop budget) < IB
Director>
o Request courses to be added by departments. < IB Director>
o Hands-on Help < Study Abroad Advisor>
1. Develop promotional materials for program (jointly with program leader)
a. Posters, flyers, brochures, etc.
b. Coordinate with UNF International Center promotions

c.

Develop faculty videos (new for 2009-2010)

2. Promote ALL programs as a product catalog. < Study Abroad Advisor>
a. In-class presentations
b. Study Abroad Information Sessions (faculty leaders should participate)
c. Posting flyers, posters, etc.
3. Create Student form and post to website. < Study Abroad Advisor>
a. Study Abroad Application Form
b. Course Credit Possibilities Form (all students must fill out a form with their Coggin
College of Business advisor to indicate how credits will fit into program of study)
c. Scholarship Application Form
4. Collect all forms and answer payment questions for all programs < Study Abroad
Advisor>
5. Notify all program faculty each Friday of sign-up progress for programs < Study
Abroad Advisor>
6. Items that are not part of IB Director/Study Abroad Advisor’s duties
a. Program or budget development
b. Arranging classroom visits for program leaders
c. Arranging details of trips (business visits, logistics, etc.)
d. Arranging pre- or post-trip meetings with program students
Minimum Academic Requirements for Coggin Faculty-Led Study Abroad Programs
This document provides minimum requirements for the academic content involved in faculty-led
study abroad programs within the Coggin College. The information below assumes a 3-credit
program that involves a travel component of 9-12 days.
Pre-departure requirements:
 Minimum of ten hours of pre-departure academic content (delivery may be by lead faculty
member and/or guest lecturers, including from abroad)
o E.g., language, culture, business culture/practices, economy history (these activities may
be combined effectively with “icebreakers”)
o Mix of topics will vary by program
o Student presentations on these topics or specific businesses to be visited are suggested
o Recommended: evaluate student performance in pre-departure phase, in order to
motivate learning
o Appropriate use of Blackboard or other electronic media may substitute for face-to-face
meetings, subject to standard Coggin policy for all courses
 Appropriate safety orientation, including mandatory (by UNF rule) student participation in
International Center safety orientation (typically one contact hour)
 Appropriate discussion of travel logistics
Requirements while abroad
 Minimum of eight scheduled visits (assuming approximately 2.5-hours/visit)
o At least 4 business visits or lectures
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o At least 4 cultural visits or lectures
Evaluation of students
o Students must be evaluated, at least in part, on academic knowledge gained
o Deliverables (e.g., learning journals) are required for this
o Participation should probably be included in grading
o Non-participation or disruptive behavior should strongly and negatively affect grades

Post-travel requirements:
 Minimum of one three-hour meeting to debrief students and help them to bring closure to their
learning experience
 Some post-travel student deliverable (e.g., paper, project, presentation) should be required
 Faculty must have students complete the Coggin Study Abroad Student Evaluation form and
return them to the appropriate international business director.
Pre-Travel Meetings with Students (3-meeting model presented below)
Remember this is a credit earning class, not a vacation. The tone that you set in the pre-travel
activities will set the foundation for the in country portion.
I. Initial meeting (10-20 pre-trip contact hours expected, with a minimum of 10 hours focusing
exclusively on academic issues)
a. Introductions.
III. Icebreakers, films, or cultural awareness/sensitivity games (optional)
b. Distribute forms to students & set due date to return them to faculty leader
c. Coggin College of Business study abroad application form (students should have filled one out
when they made initial deposits)
d. UNF International Center Study Abroad Application (get from Uli Decker in the UNF
International Center). It is best to distribute these in one of your pre-departure meetings, collect
them, and return them as a group to the International Center.
e. Health Insurance Application Form (request a copy of student’s current-term registration to be
turned in with the completed form) if you are purchasing insurance through the UNF
International Center
f. International Student ID card application (if providing these as part of your program) with
(head-shot) picture with student’s name printed legibly on the back stapled in the appropriate
place on the form and a copy of your current-term registration to be turned in with the
completed form
g. We recommend requiring all students to make webpages in Blackboard to help you learn names
in advance of class and help with pre-trip team building.
h. A copy of the picture page of your passport (picture should be clear!!). Three copies go to the
International Center. Faculty leaders should also carry copies. This is all to ensure that anyone
losing a passport can get a replacement quickly by getting a hard copy to take to the US
Embassy. (Note: As students apply for the study abroad program, the Study Abroad advisor will
scan a copy of the student’s passport. This will ensure that we have an electronic copy on file
and clear copies can be made.)
i. Review payment schedule
j. Discuss course syllabus, including expectations & grading (We assume syllabi updates and
other materials will be available in Blackboard).
i. Pre-travel work & deadlines.
1. Meeting schedule,
2. Readings
3. Papers/presentations/etc.
k. Work & deadlines while abroad
1. Attendance
2. Participation
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3. Punctuality
4. Appearance & dress
l. Discovery Journals
1. An excellent way to ensure that students are reflecting on their experience,
especially if they count a lot toward the grade
2. Typically, students are told that only the faculty leaders will read their journals
3. Must ensure that students take them seriously (i.e., that they should be reflective,
not merely descriptive)
4. Some students make them mementos of the trip
m. Post-travel work and deadlines
1. Tentative itinerary, if possible
2. Meeting schedule
3. Papers/presentations/projects/etc.
n. Provide program overview (travel, business visits, sites)
o. Ensure that students have or are soon getting passports
p. Identify nationalities and determine whether anyone needs a visa to enter the country (even
Americans sometimes need visas, e.g., Brazil, China).
q. Get shirt sizes, colors, as appropriate
r. Remind students to apply for a Visa or Mastercard Debit Card, to make it easy to get cash
abroad
1. ATMs are everywhere abroad
2. Best exchange rate
3. Caution about use of ATM card scams
4. Low cash-on-hand inventory required (low risk of loss)
5. We recommend against carrying large sums of money and getting money changed
in the US.
s. Discuss safety & packing (briefly)
t. Discuss communicating with family in the US
1. Use of cell phones & cell phone safety
2. Use of calling cards
3. Use of hotel phones
II. Second meeting
1. Ensure all paperwork has been turned in
2. Ensure that all students have passports
1. Get copies of all picture pages to ensure that you have complete information (plane
ticket names must match passports exactly)
2. Collect passports, if visas are needed
3. Student presentations, if appropriate
1. Country culture, economy, history, society
2. Doing business in ….
3. Profiles of firms to be visited.
4. Presentation & discussion by a program alum, if appropriate
5. Academic content (student presentations on country issues or firms to be visited, class
discussions; faculty or guest speaker lectures)
III. Third meeting
a. International Center must conduct 1-hour safety briefing (required—if any student misses this,
he/she must go to the IC for a briefing). Some years the International Center will hold several
safety briefs, from which students can attend one based on their schedules. Attendance at one of
these sessions is REQUIRED.
b. Academic content: Student presentations, if appropriate
1. Country culture, economy, history, society
2. Doing business in ….
3. Profiles of firms to be visited.
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c. Discussion of travel day timetable
d. Distribute airline tickets and passports if applicable (some prefer to hold all of them and
distribute at the airport)
Post-Travel Meeting(s)
I. Debriefing sessions to discuss what students feel they learned (open sessions work well if faculty
acts as moderator)
II. Student presentations, as appropriate
Payment and Reimbursement Issues
I. Payments
a. Abbe Moody, Coordinator for the IB Flagship Program will process your reimbursement with
help from Ron Davis. Check with him on any questions during your per-trip organization as he
will make sure that it goes as smoothly as possible.
b. Pre-trip
1.
Airfare: be sure to inform travel agent that it will take 2-3 days to cut the check
at UNF. They’ll usually work with you.
i. You may use your credit card but be aware you CANNOT get
reimbursed for any of these charges until you return.
2.
Travel agent and hotels: be sure to inform them that it will take 2-3 days to cut
the check at UNF. They’ll usually work with you.
i. You may use your credit card but be aware you CANNOT get
reimbursed for any of these charges until you return.
ii. Ron can also do electronic funds transfer in the local currency if
needed.
3.
Shirt & gifts: if you use Blair Wygle, the payment process has been streamlined
c. During trip
1.
Get receipts for everything!
i.
You can have expenses with no receipt such as tips, but you should
keep careful records and line item the tips by day and person you are
giving the tip to. (Isn’t there a new way to record tips?)
2.
Some countries don’t always accept credit card payments, so be prepared to pay
cash
3.
Many countries do not use travelers checks
4.
Deposit your travel advance in your bank account and use your Visa/MC Debit
card to withdraw cash as needed
i. Low cash inventory on your person
ii. Excellent exchange rate
II. Reimbursement
a. Abbe Moody will liaise with Controller’s Office vis-à-vis reimbursement, but you but you must
provide her with a completed reimbursement spreadsheet and all receipts.
b. Faculty spouse or significant others traveling with the faculty member must be approved in
advance by the IB Director. Under no circumstances will minor children be allowed on a study
abroad. Faculty spouses/significant others must pay all direct costs as approved by the IB
director within 2 weeks of the completion of the trip. (Note: Student spouses/significant others
are not permitted to participate in any part of the program, unless they are registered with the
Coggin College of Business/International Center for the study abroad course.)
c. Be aware of the current UNF policy on exchange rates. Pay particular attention to this when
getting large sums of money out of ATMs as you will be reimbursed the prevailing exchange
rate for the day of the expenditure and not the exchange rate at the particular ATM. Check with
Ron Davis for clarification.
d. Faculty members must have receipts for all expenses (personal & group) to be reimbursed
e. All faculty and UNF staff members need TARs for the program (Figure 4)
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f.

Travel advances are rare for study abroad but are possible.
1.
The best thing to do is to pre-pay as many expenses as possible, using Abbe
Moody’s p-card in the IB Flagship Office.
2.
The Coggin budget director can make direct payments (wire transfers)
denominated in foreign currency in advance, when credit cards don’t work
3.
For expenses that are not being pre-paid, the easiest way to handle money is to
get a travel advance, put it in your bank account, and use a Visa/Mastercard
Debit Card to withdraw money when you need it abroad. However, UNF is
making travel advances more difficult to get, since official policy focuses on
using p-cards. Travel advance amounts are:
4.
All Trip reimbursements must be completed no later than three weeks
after the completion of the trip. Faculty receiving travel advances must meet
any requirements imposed by the controller’s office (please note that the
controller’s office is reluctant to issue travel advances on Study Abroad trips.
i. 80% of estimated expenses for faculty
ii. 100% of estimated expenses for students
iii. If taken, reimbursement must be submitted within 5 working days of
your return to campus

16

Figure 4: Sample Travel Authorization Request (TAR)
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Fun (sic) Issues that Have Arisen on Previous Programs (remind students about these!)
III. Students lose their plane tickets
IV. A student was bitten by a stray dog and needed a rabies sequence
V. A student stopped to buy a ticket on the subway without telling anyone, got separated from the
group, and missed the entire day’s business visits (it cost him a letter grade). Make sure you
always tell someone where you’ll be
VI. Leading big groups around means lots of standing around waiting for people. Nobody likes it.
Break into smaller groups whenever possible. If in large groups, make sure everyone is being
considerate.
VII. Students have their pockets picked or cameras stolen
Coggin College of Business Study Abroad Program Policies
III. All Coggin College of Business Trips must have two faculty leaders.
IV. Both faculty leaders must be approved by the IB Director.
V. All pre-travel trips , TLO application, IC travel grant applications must be approved by the IB
Director.
VI. The lead faculty member gets course credit, as follows
a. For a spring break course, 15 students (the minimum to run a program), or more going on the
trip gets you a course release (either for that term or for a future spring or fall term, not summer)
depending on availability in your department. Generally faculty will be given $6,000 overloads.
c. Emeriti faculty leading trips will always get $4,500.
d. Specific fall/spring semester during which course releases may be taken must be negotiated &
agreed upon in advance with the department chair
e. The second faculty member provides support for the trip, but is not responsible for the trip.
However, this person is viewed as an investment by the flagship program as a future trip leader
as follows:
1.
He or she MUST discuss concrete plans for leading a future study abroad trip
(i.e. when and where) with the IB Director before they go on the current study
abroad.
2.
He/she is expected to participate as a faculty member (attend all meetings, be
well-prepared, step in as needed before/during/after trip).
3.
He/she is expected to lead a study abroad program the following year
(exceptions must be approved in advance by the IBP director)
f. There is paperwork to be completed for the UNF International Center before we are allowed to
advertise your trip. It's not much work, but it must be done.
g. The faculty (leader & second) are expected to participate in the marketing efforts for their
program. IB staff does general marketing, but the faculty members are always the most effective
at recruiting students. You must be willing to do this if you want your trip to succeed.
h. Initial program deposits are non-refundable. Please do not tell students otherwise.

18

Course Syllabi (See Apendix
I. Dos: You must include the following:
a. STUDENTS WITH DISABILITIES
If you have a disability as defined by the Americans with Disabilities Act (ADA), which
may require an accommodation or auxiliary aid(s), please contact and register with the
UNF Disability Resource Center (located in Honors Hall 10/1201; phone: 620- 2769).
Please refer to UNF's Disabled Services Program Student Handbook for more details
about the Disability 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 that impair equal access to medical care, lodgings, restaurants, businesses
and other buildings, services or facilities in foreign locales. As such, 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.
II. Don’ts

a. All syllabi must leave out the section on illegal activities and alcohol policies –
students will be given new Study Abroad, Alcohol, and Drugs brochure.
b. The reference/wording on spouses/significant others: all participants need to be
UNF students, so no need to bring this up at all. Non-UNF students/faculty on a
trip must be with the faculty leader or co-leader.

Please see the IB Director if you have questions about policies or organizing your program.
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Appendices
Appendix I: UNF Policies on Study Abroad
1. The University of North Florida (UNF) is committed to offering a wide variety of Study Abroad
opportunities. In addition to helping individual students find the appropriate study abroad experience for
their academic and personal purposes, the International Center (IC) supports UNF faculty to develop
short-term study abroad courses. Short-term Faculty-Led Study Abroad courses are self-supporting
programs in which all or a portion of an academic course is offered through experiences in another
country or countries. Typically, the international portion of the course is one-to-five weeks. In spring
term Study Abroad courses, the international experiences usually are completed during the University’s
Spring Break period.
2. This allows students to take other spring term courses concurrently. Most Faculty-Led Study Abroad
courses are scheduled during one of the summer terms (term “A” or “B”) and include an international
experience of more than one week. This arrangement allows students to complete additional courses
during the “other” summer term. The abroad component or the course itself could also take place during
term breaks (e.g., in May, August, or December).
3. Faculty-Led Study Abroad courses are proposed and developed by a Faculty Leader(s). All Study
Abroad courses must receive University approval. To receive approval, a Study Abroad course must go
through a defined process. Information on and application documents for the approval process is
available from the UNF International Center. Promotion and/or advertising for any activity abroad
should occur only AFTER University approval is granted. Any overseas activity planned or operated by
a member of the UNF community which does not receive official approval must publicly display a
disclaimer specifically disassociating the University from any official or unofficial relationship to such
activity. The disclaimer, to be put in bold face: “Important Notice: This activity is not sponsored or
endorsed by the University of North Florida and UNF assumes no responsibility for this trip.”
4. UNF welcomes all qualified UNF student participants to Study Abroad. Since Faculty-Led Study
Abroad courses are courses, participants must register for classes on a credit or audit basis.
5. Students’ spouses and children will not be allowed to travel with the Study Abroad course.
6. To ensure the quality of Faculty-Led Study Abroad courses, the Faculty Leader planning a Study
Abroad course must complete a University Activity Abroad Approval Request Form, obtain signatures
of the Department Chair, College Dean, and VP for Academic Affairs, and then submit to the
International Center for a Health / Safety review and approval of the VP for Student and International
Affairs. The IC recommends that any Faculty-Led Study Abroad course be developed as early as
possible. To allow adequate time for approval and course promotion, October 15 of each year is the
deadline for submission of the Approval Request Form for Study Abroad courses taking place the
following Spring or Summer semesters. The Approval Request Form for Fall semester programs
(including Christmas break) should be submitted by April 1.
7. The IC will assist, if/as requested, with administrative tasks which include budget development,
preparation of promotional materials, course applications, fee collection, and expense payments. The IC
also will conduct a mandatory pre-departure risk management session for the student participants. At
this session an IC prepared Program Handbook will be distributed to students.
8. The Faculty Leader is responsible for all communication regarding program budget, itinerary, travel
and accommodation arrangements, site arrangements for faculty and students, emergency plans,
promotion, course syllabus, academic assignments, grading policies, and post-trip incident report. A
destination(s) specific orientation, in conjunction with or separate from the IC orientation (see 7.0
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above), should be presented by the Faculty Leader. Preparation and timely submission of a (pre-trip)
Travel Authorization Request (TAR) and (post-trip) Voucher for Reimbursement of Travel Expenses is
the responsibility of the Faculty-Leader.
9. Faculty who take 15 students (or whose students register for a minimum of 45 credit hours) on an
approved study abroad program should receive the same compensation as if they had offered a course on
campus; Colleges may develop specific and more detailed procedures for the implementation of this
policy.
10.
The health and safety of all study abroad students is of paramount concern. A major application
of this concern is the UNF policy to limit the number of program students to no more than 15 per
official Leader. See Chapter 6 for further information on health and safety.
11.
The Faculty Leader is responsible for complying with all host country government regulations
regarding in-country travel, study, and research. For example, if a permit is required for a course
activity, it is the Faculty Leader's responsibility to obtain that permit and include the costs, if any, in the
program budget.
12.
Immediate family of Faculty Leaders may be authorized by the Department Chair (for Coggin
this must also include the IB Director) or other immediate supervisor to accompany the faculty
member. This authorization must be attached to the University Activity Abroad Approval Request
Form. Proper attention to both the academic aspect of the course and the safety of students must be
assured. Minor children will only be authorized if there is an identified adult caretaker other than the
Faculty Leader(s) or students. All costs of family members must be paid for independently of the course
budget. An exception may be made for a spouse (or other adult relative) who is qualified and officially
designated as an official leader.
13.
Special Guests, i.e., anyone other than the Faculty-Leader, other official Faculty/staff, and
registered students, must be approved by the Department Chair (for Coggin this must also include the
IB Director). There must be a benefit to the University to include a Special Guest in the Study Abroad
course. A member of the Board of Trustees, or a prominent community member, would be someone
who could be considered a Special Guest.
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Appendix II: Important UNF International Center Policies on Study Abroad
1. Health Issues: The International Center will work with the Faculty Leader to determine health
issues and required immunizations for the course site(s). Also to be discussed are issues relating to
health conditions of any individual student, including access requirements. See also Chapter 6.
2. International Communications: The Faculty Leader is required at all times while overseas to
have communication capability via international cell or satellite phone. This requirement is for
safety/security needs and is intended for emergency use or other times when communication
between the University and the Faculty Leader is required.
3. If a personal international cell phone is used to fulfill this requirement, the number and calling
directions must be reported to the UNF International Center prior to departure. Similarly, rented
equipment contact instructions must be also provided to the IC. It is the Faculty Leader's
responsibility to budget for and acquire the international communication instrument appropriate to the
program's destination(s), to confirm its working capability and condition, and to report contact
information to the IC.
4. Travel Documents: Depending upon the course destination(s), each student must have a valid
passport or other travel documentation, and possibly a visa. Be aware that, depending upon the
country, obtaining a visa could take a considerable amount of time. Faculty Leaders should identify
non-U.S. citizens applying for their Study Abroad course. Non-U.S. citizens (including permanent
residents and international students) in the course will quite possibly have different visa requirements
than will U.S. students. Non-U.S. citizens also must have proper documentation for re-entry into the
U.S.
5. Promotion and Recruitment: Promotion of an activity abroad should begin only AFTER the activity
has been granted official University approval. Individual course promotion is the Faculty Leaders’
responsibility. Brochures, flyers, posters, and other materials may be produced and distributed. The
Faculty Leader can hold student information meetings, set up a table at the Courtyard, arrange class
visits, etc. Classroom visits by the Faculty Leader or previous students are quite effective. Each year the
IC will produce a Study Abroad brochure and poster that includes all UNF study abroad courses;
Faculty Leaders will need to provide the required text for their courses (and include appropriate costs in
their budgets).
6. Application Processing: Students must fill out an IC “application” form for their Study Abroad
course as soon as they decide to join the course and/or are accepted. Faculty Leaders might also have a
course application or sign up form. IC application forms may be distributed by the Faculty Leader or
picked up at the IC office. Completed forms should be returned directly to the IC as quickly as possible,
but at least by 3 (three) weeks prior to departure.
7. The IC student application form includes a required waiver and release agreement, student
emergency contact information, and a medical questionnaire. Students should also submit a clear copy
of the photo page of their passport, or allow the IC to make a copy of that page. Copies of the student
emergency contacts, medical questionnaire, and passport are provided to the Faculty Leader. The
Faculty Leader should review the application material provided to be aware of student health
conditions, medications, allergies, citizenship, and so on. Copies of the entire application will be
provided upon request. The Faculty Leader must review the IC applications, especially if participation
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decisions are required (e.g., waiting lists, fee payment timing, etc.). Faculty might require interviews
of prospective students.
8. Course Registration: UNF Policy requires that all study abroad participants be officially registered
in either in a regular Study Abroad credit course or an independent study course. All study abroad
courses (ex: Prefix 4956 for undergraduates or Prefix 6957 for graduates) have departmental
permissions attached to them. The Coggin Study Abroad Advisor will give the registration permission
(pending that the student has paid) for all study abroad courses.
9. Student-to-Faculty Leader Ratio: UNF Policy limits the Student-to-Faculty Leader ratio to 15-to-1.
This is an important consideration in planning a Study Abroad program. Note: the Coggin policy
requires two faculty leaders for all trips. Trips with less than fifteen students on December 1, will
not be approved by the IB program Director.
10. All Coggin programs require 2 UNF leaders. If non-UNF faculty are involved in the course and are
used to satisfy this ratio, justification must be provided by the Faculty Leader and approved by the
Department Chair (this approval to be attached to the Approval Request Form). Some or all of the
second Leaders’ expenses may be included in the program budget. See Chapter 6 for further information
on the second Leader, including duties and responsibilities. Note: this policy does not apply to Coggin
study abroad as all trip leaders must be either part-time or full-time faculty in the College.
11. Program Orientations: The IC will provide a risk management session to all students prior

to departure. The Faculty Leader should provide any other country-specific academic, cultural,
political and/or safety orientation(s) as appropriate. Faculty members must attend a riskmanagement session, also, by UNF policy.
12. Faculty Travel Packet: The IC assembles two student information packets for each study abroad
course (copies of passports, emergency contact information, health insurance information, student
personal health evaluations, etc.). One packet is given to the Faculty Leader and one to the UNF Police
Department which serves as the primary contact point in any emergency. The IC retains the student
applications which include all packet information.
13. Incident Report: Upon return to Jacksonville, each Faculty Leader should turn in an incident report
which documents any problems encountered during the course. Knowledge of trip events, especially
problems or difficulties, aids the IC in preparing faculty and students for future study abroad courses.
These faculty incident reports also provide information for the annual Study Abroad report to the
President/Provost. See appendix for a sample Incident Report.
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Appendix III: Important UNF International Center Health and Safety Issues
Health Issues
1. Pre-Departure Preparation - Pre-departure preparation for Study Abroad courses is essential. The IC
provides a pre-departure orientation that includes information on international health and safety. The
Faculty Leader should include more specific country(ies) information in their specific course
orientation. Students are also given by the IC a Study Abroad Handbook. Faculty are encouraged to
read the Handbook and require that students do so. Included is current federal government and Centers
for Disease Control (CDC) health information for the geographic region of the course.
a. Students should be told to consult their personal physicians on individual health
concerns. Immunizations or other medical cautions may take some time to acquire or
become effective, so the Faculty Leader should continuously remind students to seek
medical evaluation and aid early. Faculty Leaders should see to their own medical
needs equally early.
b. All Study Abroad students (and faculty) having special medical needs must plan
accordingly. Prescription medication and other health aids sufficient for the Study
Abroad program duration should be obtained. Medicine should be retained in the
original pharmacy container and a copy of the original prescription should be available.
A prescription copy for the generic of the named drug also is advisable. Many countries
are extremely restrictive of drug transport and unproven medication might well be
seized. Medication should not be packed in luggage that might be lost or stolen.
c. If the services of a host national are used, the Faculty Leader should clearly
communicate to him or her importance of health and safety concerns. The importance
of these concerns should be reinforced to both host nationals and students during the
course. Students, the Faculty Leader, and any host nationals involved should understand
how to respond to health emergencies and should have a basic understanding of the
health insurance claim process.
2. Medical Insurance - Emergency assistance as well as medical/health insurance is required for all
UNF students going abroad under University auspices. Contact the International Center for information
on University policy and procedures regarding medical insurance for study abroad students.
a. Some international insurance policies, including the one obtained through the
International Center, provide for billing by the overseas physician/hospital directly with
the insurance provider. However, students should be aware that this feature is entirely at
the caregiver’s discretion, and the greater likelihood is that up-front payment by the
student will be required and then the student would file for reimbursement from the
insurance company upon return to the U.S.
b. Faculty Leaders are not required to maintain medical insurance for themselves for
overseas travel, but the IC strongly recommends such coverage. The costs for a medical
emergency overseas could be quite large, and medical evacuation or repatriation of
remains is typically not provided in a domestic policy. If desired, Faculty Leaders may
purchase through the IC the same coverage afforded students. Faculty Leaders may
check with the IC to review the current product in use.
3. Overseas Medical Care - Study Abroad students and Faculty Leaders should recognize there are
cultural and medical differences in health care overseas. In some countries, physicians are far less likely
to prescribe drugs than in the U.S., and in other countries a patient's family provides care and food for
the patient if hospitalized. The Faculty Leader should prepare the students for the unexpected, both in
occurrence and in practice. There may be a severe shortage of medicine or an unavailability of
technology. On the other hand, students may be surprised at the efficient and reasonable care they will
receive in many countries as compared to the U.S.
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4. Special Precautions - If the program involves research in the field or physically rigorous activities,
the Faculty Leader should check on the latest local conditions and take necessary precautions before the
course is undertaken. If the course includes unusual activities, the Faculty Leader should inform students
of the potential risk. This may include such things as specific physical activities, political instability, or
health and environmental concerns. Environmental concerns may be anything from poisonous snakes
and insects to air or water pollution to nuclear hazard. Many diseases are transmitted through animal or
insect bites, untreated water, improperly prepared food, etc. and pose a major health threat to the
unaware or unprotected.
a. Students with allergies should always wear a medical alert bracelet or carry an
identification card to inform overseas health care personnel in the event of an accident
or emergency. The Faculty Leader should never distribute any medicine to students.
Faculty Leaders should inform students that they should bring their own supply of
common remedies such as pain relievers, anti-diarrhea drugs, antihistamine, and
antacids. Students should also be aware that a local pharmacy may sell over-thecounter drugs which contain stronger doses than those available in the U.S.
b. High Risk Activities - Certain activities carry a high risk. Programs which include
activities such as horseback riding, surfing, scuba-diving, skiing, mountain climbing, or
swimming as a part of program-related excursions or activities require extra
consideration in protecting students and the University. The risks for the group activity
should be weighed and special attention should be paid to safety issues when providing
pre-departure orientation. Faculty Leaders should review with the IC what is and what
is not covered in the health insurance policy; if necessary, additional coverage should be
obtained. In many cases, additional coverage will be provided by the insurance
company simply by asking.
5. Faculty Leaders should consider questions such as the following and develop answers appropriate to
their courses:
 If a student becomes ill at the beginning of a three or four week program and is unable to attend
class for a week or two, how will credit be earned when so much time has been lost?
 If students have an accident while on a program which travels extensively, as many short term
programs do, who stays behind to attend to the student's medical needs while the group moves on
to the next site?
 What kind of local health care is available and how can the Faculty Leader access it should the
occasion arise?
 Has the Faculty Leader warned students of any aspects of the program which may carry a higher
risk of injury or danger?
6. Overseas Decisions - Most students' health complaints will be colds, intestinal upsets, and minor
aches and pains, conditions that require no professional medical assistance. Food and waterborne
diseases, transmitted through contaminated food or water, are the number one cause of illness to
travelers. It is only when these complaints escalate, or other emergency situations requiring further
treatment arise, that decisions for local care, or even evacuation, should be made. Taking a taxi to a
hospital or emergency room is the easiest, quickest solution. All students are enrolled in an emergency
assistance program that can provide 24 hour help. For non-emergency medical needs, however, the
Faculty Leader can typically obtain the services of someone at the hotel or a local program contact to
translate. Even if the Faculty Leader is well experienced with a good command of the local language,
there may be difficulty communicating without a medical terminology vocabulary. One way to avoid
this problem is to prepare in advance. The Faculty Leader can work with the IC to develop a list of
English-speaking doctors and/or health care providers for each program destination. This information
will be easier to obtain for urban centers/areas than for smaller towns/locations. Reliance on the advice
of local contacts may be necessary if the class spends only a short-time in one location or travels
extensively. Creating a network of local contacts (e.g., in the health field, tourism industry, academic
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colleagues, government offices) is of the utmost importance and should be in place prior to departure.
This precaution needs to be followed seriously by the Faculty Leader to avoid the dangers of the
unknown and unrecognized.
7. Alcohol and Drug Abuse - Two major causes of injury and even death overseas, particularly in study
abroad programs, are driving or swimming (and even walking) under the influence of alcohol or drugs.
Despite the ready availability overseas of alcohol and other drugs, laws in other countries are quite
severe and stringently enforced. The use of either alcohol or drugs carries enormous risk and students
should be warned early and often of the consequences of their actions. The International Center recently
(9/2008) created a new “Alcohol & Drugs Brochure” – it should be ready for distribution to your
students soon.
8. Swimming - Swimming carries a high level of risk unless in a well-chlorinated pool, and even these
can be a health hazard. Of special concern to those studying in certain tropical or developing areas is the
risk of disease from contaminated water. This can cause a variety of skin, eye, ear, and intestinal
infections. Ocean swimming is usually the safest, but it is always a good practice to check with local
authorities before venturing into unknown bodies of water. Tides and undertows can be deadly to the
uninformed swimmer. Beaches and coastlines which are marked with the international code for “no
swimming allowed” are to be avoided.
9. STDs/HIV/AIDS - Sexually transmitted diseases such as gonorrhea, syphilis, and herpes continue to
pose health risks in virtually any country. The HIV virus, which is responsible for AIDS, is not only
transmitted sexually, but also through contaminated blood supplies and thus could present a serious risk
abroad. In any situation demanding extensive medical treatment or surgery, medical evacuation should
be considered carefully, especially if an unscreened blood transfusion is possible. Invasive medical
procedures, including transfusions and injections, may pose high risks because the instruments may not
be sterilized. Insist on needles and syringes that are single-use, disposable, and pre-packaged in a sealed
container.
10. Access for Special Needs Students - Accessibility is an important consideration for the Faculty
Leader. Few countries outside the U.S. have the physical accessibility we enjoy, or much interest in
providing it. Extra planning may be required to serve certain students. The UNF Disability Resource
Center can be an excellent resource and can assist the Faculty Leader in providing for the special needs
of individual students.
11. Mental Health Concerns - The potential exists for Study Abroad students to experience emotional or
psychological difficulties while they are overseas. Privacy and confidentiality issues may prevent the
disclosure of previous mental health concerns to the Faculty Leader. While culture shock is a very real
and normal adjustment phenomenon which most students experience on some level, it can have a
disorienting effect on even the most secure students. In addition, pre-existing emotional or social
difficulties are often intensified by living in a foreign culture. Unfortunately, there may be few
resources in foreign settings to help a student cope with the challenges of living in another culture.
a. Knowledge of the predictable social and emotional manifestations of culture shock can
assist the Faculty Leader in discerning whether a student’s presenting
concerns/symptoms are within an appropriate range. The following symptoms may
indicate that a student is experiencing some level of distress which exceeds the normal
manifestations of culture shock: lack of motivation, talking about suicide, social
withdrawal, mood swings, episodes of crying, confused thinking, chronic irritability or
anger, changes in personal hygiene, unusual behavior, or reduced class attendance.
b. It is crucial to identify students who are experiencing emotional difficulties in order to
provide assistance before the situation becomes a crisis. In the event that the Faculty
Leader is uncertain whether a student’s current difficulties require assistance from a
mental health professional, or pose a threat to his/her continued participation in the
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Study Abroad Program, the Faculty Leader should contact Dr. Tim Robinson or Uli
Decker at the UNF International Center (904-620-2657), who will then work with
campus units to determine an appropriate course of action. Dr. Terry DiNuzzo, the
Director of the UNF Counseling Center (904-620-2602), is also available for
consultation for any mental health concern before a program departs the U.S.
NB: Much of the above Health section was adapted from NAFSA's Guide to Education Abroad for
Advisers and Administrators, Health and Safety Issues in Study Abroad (Chapter 13), Contributors:
Mickey Hanzel Slind, Deborah C. Herrin, and Joan Gore.
Safety Issues
Travel and study abroad are enriching and enjoyable. But there are also risks associated with travel and
being in an unfamiliar location. Faculty and students alike should be as familiar as possible with not
only the academic and cultural aspects of their host countries, but also the political, health, and safety
aspects. Local natural and political situations will be different from the Jacksonville situation, and may
well be volatile. A personal or group disaster can have a drastic effect on a program. A debilitating
health problem might require a student to withdraw quickly and return home. A serious health problem
or accidents to the Faculty Leader, natural disasters, political unrest, or terrorist activities have the same
impact on the entire Study Abroad group. A student may be lost or abducted. The Faculty Leader must
be aware of the many types of personal and group problems or situations which may endanger the
students and the course.
1. Faculty Leaders and Safety - To insure maximum attention to safety requirements, a Faculty Leader,
in addition to academic obligations, shall be responsible for:
a. Maintaining appropriate contact with course students.
b. Advising students of any and all changes in previously agreed-to travel,
accommodation, or other course-related arrangements.
c. Preparing and distributing to students an Emergency Plan. This Plan should include at a
minimum an emergency telephone contact with the Faculty Leader and/or local contact
person and instruction on what to do in case of a natural disaster or political unrest. If
the Study Abroad course includes visits to multiple sites, emergency instructions for
each site should be provided. The Emergency Plan is best distributed well before
departure, probably with the course itinerary. Extra copies of both should be available
throughout the course.
d. Advising the University as soon as possible of any emergency or injury related to a
course participant or third party who might be considered a UNF responsibility. Such
emergency reports should be made to the UNF Police Department at 904-620-2801.
That telephone number is always answered, day or night, and the information will then
be passed to appropriate UNF personnel.
e. Submitting Incident Reports upon return to Jacksonville. Faculty Leaders should
receive from the IC prior to departure several Incident Report forms; these forms may
be duplicated as necessary. An Incident Report should be completed for each course
“incident” - any occurrence having a negative or detrimental impact upon a course
participant or the total group. These reports and the information on the incidents are
used in preparing for future activities abroad and also aid the Faculty Leaders and
students in either avoiding altogether or properly handling these types of incidents when
they do occur.
2. The International Center and Safety - The IC presents each Study Abroad student a Handbook
unique to each Study Abroad course that includes the following:
 UNF emergency contact numbers
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general and specific travel tips for students
general information on the course destination(s)
U.S. Embassy/Consular contacts in the destination countries
Centers for Disease Control information for the destination geographic area
U.S. Department of State international travelers information and warnings
U.S. Customs Traveler Information links

The Handbook information is reviewed in a risk management orientation session provided by the IC.
All students and the Faculty Leader should read the Handbook thoroughly. Much of the information
included in the Student Handbook is from U.S. government websites. Web addresses are included so
students may go to such sites for updates and further information.
3. Study Abroad Students and Safety -Students, too, have their responsibilities, among which are to
make available to the program any information that will be useful in planning for their study abroad
experience; to read and evaluate all materials issued by the provider that relate to safety, health, legal,
environmental, political, cultural, and religious conditions at the site; to conduct their private life in a
prudent manner, paying particular attention to local conditions as outlined by the program; to assume
responsibility for the consequences of personal decisions and actions; and to purchase and maintain
appropriate health insurance and abide by the conditions imposed by the policy. (From Promoting
Safety in Study Abroad: Students, parents, and sponsors all have a role to play, by William Hoffa, in
The Parent's Guide to Study Abroad by William Hoffa, Washington DC, NAFSA, April 1998).
4. Following are some specific suggestions for ensuring safety abroad:
 Because of the travel element of a Faculty-Led Study Abroad course, time is essential in the
replacement of lost or stolen documents. Students and the Faculty Leader should have at least two
extra passport quality photos with them. They should also have a copy of their passport and
airline tickets or E-ticket confirmation. If a ticket or passport is stolen, the whole group may be
required to wait with the victim until the consulate/embassy or airline can provide the necessary
replacement document.
 To further ensure swift action, the Faculty Leader is provided a copy of each student's passport.
In the event of natural disaster or political uprising, the Faculty Leader should have in place a
contingency plan for emergency gathering and evacuation of the students. A local contact to help
with this plan should be arranged if possible. If the Leader uses the services of trusted travel
agents or airline representatives, they can be invaluable in assisting in an emergency. Check
references before contracting with any company for your transportation and local arrangements.
 Petty crime (particularly luggage theft and pickpockets) is a constant concern in many parts of the
world. This may be a special problem in popular tourist areas. The Faculty Leader should
continually remind students to watch out for each other. A “buddy system” might be instituted.
This is especially critical in public areas such as airport terminals and hotel lobbies. The
professionalism of petty thieves should never be underestimated.
 To protect valuables and documents, students should be encouraged to wear a money belt and/or a
neck wallet. Students should never bring valuables--fine jewelry, expensive watches or cameras,
etc.--with them. A good rule of thumb is “If you can’t lose it, don’t use it!” Airline tickets should
never be kept in luggage or left in a hotel room. Students' passports should be secured on their
persons at all times unless they are required by local law to surrender them to the hotel or another
agency. A copy of each student’s passport is provided by the IC to the Faculty Leader. These
copies should be kept separate from the original.
 Students cannot always avoid unprovoked, random personal attacks, but they can avoid arguments
with host nationals or other travelers. As a guest in another country, it is best to remain unnoticed
and unobtrusive. Students travel to learn of other cultures, not to teach their own.
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 Students also should be warned about the special dangers of public drunkenness in a foreign
country. Although a UNF student who is of legal age in the host country may consume alcohol, all
students should be aware that they also fall under all the other laws of that country. A very poor
way to study another culture is from within its prisons. Local drunkenness laws may be much
different from those at home, and usually are more stringent. Also, intoxication places one in
much greater personal danger, especially in a foreign environment. One is easier prey to robbery
or attack. Female students are at greater risk of sexual assault. All students should be cautioned to
avoid alcohol.
 Study Abroad students are advised not to participate in political activities of a local nature, and to
avoid areas where these are likely to take place.
 It should be stressed to all students that they are representatives of UNF and the United States.
Their actions in the host country reflect on UNF and the continuation of the Study Abroad
courses. Students on study abroad courses come under all rules and regulations of the UNF
Student Handbook while aboard. It is suggested that the Faculty Leader outline and make clear to
the students their roles and responsibilities in the program and the expectations regarding
academics and appropriate behavior.
 Although students may plan for pre- and/or post-course travel, Faculty Leaders should explain to
students that any travel outside and independent of the course schedule is entirely on their own,
and that the University is not associated with that travel. The University will authorize and
approve only that travel included in the course schedule.
NOTE: Two good websites with additional information on health and safety abroad are the following:
* NAFSA, Section on U.S. Students Abroad (SECUSSA), Promoting Health and Safety in Study
Abroad: http://www.secussa.nafsa.org/safetyabroad/default.html
* Safety Abroad First Educational Travel Information:
http://www.usc.edu/dept/education/globaled/safeti/
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Appendix IV: Safety and Security Plan Italy, March 15-25, 2006
Italy is a very safe country to travel in; however safety precautions should always be undertaken. The
following policies will ensure that you have both a safe and enjoyable trip:
 Contact your credit card companies one week before leaving to alert them to the fact that you
will be traveling to Italy.
 We will be engaged in a fair amount of bus travel that may at times include “hills.” Plan to bring
medication such as Dramamine as appropriate.
 We will be doing a fair amount of walking make sure you bring comfortable shoes.
 Always keep your passport with you and make sure that your passport and wallet are not
available to pickpockets (inside your clothing is preferred.) This is a particularly acute problem
in Italy.
 Never go anywhere alone. When participating in “non-class” activities it is best to travel in
groups of at least 2-3 people. Always make sure that someone knows where you are even if you
just go off to buy a bottle of water or use the ATM machine.
 Be careful what you eat and drink (including alcohol) as only you know what your stomach will
be sensitive to.) Make sure you notify one of the faculty members if you feel ill for any reason.
 Do not go near wild animals and do not touch animals of any type (there is always the
possibility of rabies wherever you are). Please be aware that this includes dogs, cats and
squirrels.
 In the event of an emergency, always contact Dr. Michelman enroute to Italy on his mobile
phone at:
o 904-XXX-XXXX
 In the event of an emergency, always contact Dr. Michelman in Italy (in his hotel room if at
night) on his mobile phone at:
o 39 334 773 1816
 If for some reason you are unable to reach Dr. Michelman or Dr. MacArthur or Jaeger, contact
the US consulate in the appropriate city as follows:
 US Embassies in Italy:
Rome
via Vittorio Veneto 121 - 00187 ROMA
website: http://rome.usembassy.gov/english/
Telephone (switchboard): (+39) 06.46741
Florence
website: http://florence.usconsulate.gov/english/
Lungarno Vespucci, 38 - 50123 FIRENZE
Telephone (switchboard): (+39) 055.266.951
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Appendix V: International Travel Form
For UNF Faculty and Staff
Please read the items below, sign and date to acknowledge your understanding of each item, and submit
to the International Center (IC) along with your international TAR. The purpose of this form is to
ensure that all UNF faculty and staff who travel internationally are informed of relevant concerns of
such travel insofar as this travel is different from domestic travel.
 I understand the need for a valid passport and have checked whether or not I need a visa to
enter my destination country (ies).
 I understand the potential safety/security risks involved in international travel and have
checked for a U.S. Department of State Travel Warning on my destination country(ies).
(web link available at IC website: http://www.unf.edu/dept/intlctr/UNF_Faculty.htm)
 I am aware of the information on health and safety from the U.S. Centers for Disease Control
(CDC) and have determined (with my personal physician as needed) any immunizations I need
or other health concerns regarding my destination country (ies).
(web link available at IC website: http://www.unf.edu/dept/intlctr/UNF_Faculty.htm)
 I have reviewed my current medical/health insurance policy as it applies to overseas coverage
and either will obtain specific insurance for overseas use or have decided I do not need to do
so.
 I am aware of the availability of emergency assistance insurance for medical evacuation and
repatriation of remains and the potentially high costs of these services if needed.
 If I need any further information on health or safety issues for my destination country(ies), I
will contact the UNF International Center for guidance and assistance.
NOTE: This form must accompany all Travel Authorization Requests (TARs) for international travel.
All international travel requests with accompanying documentation must be submitted to the UNF-IC at
least three weeks prior to the travel departure date for review and forwarding to the President (or his
designee) for approval.

Traveler’s Name:______________________________________________________________
Traveler’s Signature: __________________________________ Date: ________________
Department/College/Unit:______________________________________________________
Destination(s): ________________________________________________________________
UNF-IC Review: _________________________________
Director, UNF-IC

____________________________
Date

http://www.unf.edu/dept/intlctr/UNF_Faculty.htm
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Appendix VI: Faculty Travel Form
This form must accompany all Travel Authorization Requests (TARs) by UNF faculty for both
international and domestic travel. All travel requests with accompanying documentation must be
submitted at least three weeks prior to the travel departure. Domestic TARS should be submitted
directly to Academic Affairs after review and signatures of Chairs and Deans. International TARS
should be submitted to the International Center after review and signatures of Chairs and Deans.

Traveler’s Name:

Department/College/Unit:

Destination:

Benefit to the traveler, university, and state:

How all travel will be paid (account number if possible):

How many class meetings will be missed during the travel period?

How will missed class meetings be covered (if applicable):

Department Approval:
______________________________________________
Department Chair (or Immediate Supervisor)

____________________________
Date

College Approval:
______________________________________________
College Dean

____________________________
Date

http://www.unf.edu/dept/intlctr/UNF_Faculty.htm
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Appendix VI: University Activity Abroad Approval Request Form
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http://www.unf.edu/dept/intlctr/Approval_Request_Form_v.0908.pdf
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Appendix VII: Memo to Academic Affairs Assistant VP David Jaffee
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Appendix VIII: Sample Travel Authorization Request (TAR)
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Appendix IX: CCB Faculty-Led Study Tour for 2005-6CCB Faculty-Led Study Tour for 2005-6
Please fill in the following table and return to Jeff Steagall (electronically is preferred) by April 15. Add
any additional relevant information after the table, if desired.
Faculty leader’s name
Faculty 2nd’s name
Program period (spring break, May break,
August break, or December break)
Destination country/countries (include cities, if
possible)
Discipline focus of program (must match
discipline of lead faculty member)
Prerequisites (normally the principles course in
the discipline)
Who may enroll (undergrad only, grad only)?
Faculty leader’s experience in countries &
cities to be visited (prior experience is required
for at least one faculty)
Faculty 2nd’s experience in countries & cities to
be visited (prior experience is required for at
least one faculty)

Jeff Michelman
Robb Frankel
29 Apr-09 May
Hong Kong & Mainland China
Accounting
ACG 6305 or undergraduate degree in
Accounting or Finance
Grad only.
Michelman: Lead similar trip in 2005;
Beijing/Shanghai in 2004; Czech Republic and
Poland 2002. Prior professional visits to both
China and Hong Kong.
Frankel: Australia in 2005; Prior experience
as trip leader experience ECU. Prior
professional visits to both China and Hong
Kong.
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Appendix X: CCB Post-trip Evaluation: Graduate Student China Study Abroad, March 16-26,
2005
The purpose of this survey is to solicit information that will improve future study abroad courses, both
to China and elsewhere. Please provide any relevant input that you have. Survey information is
anonymous and will not be shared with others except in summary format. Please circle the most
appropriate response to each question or provide a written response, as appropriate. For questions with
numerical scales, higher numbers indicate more satisfaction. Please remember that complete honesty is
important and will have no impact on grades.

1.

What is your gender?

Female

2.

What is your classification?

3.

Occupation

4.

Had you ever been abroad before this trip?

5.

This is the first time an Accounting pre-requisite was required. Was this appropriate? Would another
course have been a better pre-requisite? Please explain below.

MBA

MAcc

Male
Spouse

Yes

Yes

No

No

6.

How useful was the China tour book that you purchased? Please include the title and publisher
below. (1=not useful at all, 5=extremely useful)?
1
2
3
4
5

7.

How useful was the Sounds of the River text (1=not useful at all, 5=extremely useful)?
1
2
3
4
5

8.

Should any other texts have been required or recommended? If so please list title and publisher
below.
Yes

9.

No

Should we continue the “Bring a Buddy program”? If so please indicate any recommended changes.
Yes

No

10. How useful were the articles that Dr. Michelman posted in Blackboard throughout the semesters

prior to the trip (1=not useful at all, 5=extremely useful)?
1
2
3 4
5
11. How useful were the two 1 hour meetings for packing etc., before the trip (1=not useful at all,

5=extremely useful)?
1
2

3

4

5

12. How useful was it to have pictures and demographics posted in Blackboard (1=not useful at all,

5=extremely useful)?
1
2

3

4

5
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13. How useful was it to have the prizes at the two pre-trip meetings (1=not useful at all, 5=extremely

useful)?
1

2

3

4

5

14. How useful was the meeting with George Good, Sr. before the trip (1=not useful at all, 5=extremely

useful)?
1

2

3

4

5

15. How useful was the presentation by Madeline Rao before the trip (1=not useful at all, 5=extremely

useful)?
1

2

3

4

5

16. How useful was the presentation by Susanna Ho before the trip (1=not useful at all, 5=extremely

useful)?
1

2

3

4

5

17. How useful was the presentation by Parita Patel before the trip (1=not useful at all, 5=extremely

useful)?
1

2

3

4

5

18. How useful was the business research presentation by you and other members of the group before

the trip (1=not useful at all, 5=extremely useful)?
1

2

3

4

5

19. How useful was the optional tour on Saturday morning in Hong Kong (1=not useful at all,

5=extremely useful, DNG-did not go)?
1

2

3

4

5

DNG

20. How satisfied were you with the group tour of the jewelry factory tour on Saturday (1=not satisfied,

5=very satisfied)
1

2

3

4

5

21. How would you rate the trip to Stanley Market, Aberdeen and Victoria Peak (1=not useful at all,

5=extremely useful)?
1

2

3

4

5

22. How would you rate the trip to Po Lin Monastery (1=not useful at all, 5=extremely useful)?

1

2

3

4

5

23. Is their any part of Saturday’s tour that you would change? If yes, please explain below.

Yes

No

24. Was your accommodation in Hong Kong satisfactory (comment & suggestions)?Yes
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No

25. Should future groups stay at the Stanford Hillview Hotel in Kowloon?

Yes

No

26. Was your accommodation in Guangzhou satisfactory (comment & suggestions)? Yes

27. Should future groups stay in that Gold Coast Marina Club Hotel?

Yes

No

No

28. Please list any information that we should tell future groups about the accommodations before they

leave the US?

29. Please rate the overall quality of the group meals (1=lowest, 5=highest)

1

2

3

4

5

30. Are there restaurants that we should return to (please list or describe day

Yes

No

or place)?

31. Are there restaurants that we should avoid (please list or describe day

Yes

No

or place)?

32. Could you find good quality food at reasonable prices on your own?
Yes
No
Please rate the quality of the information provided during the business visits by circling the appropriate
number (1=lowest, 3=satisfactory, 5=excellent). Feel free to make comments in the margins.
33. Dr. Liu’s fraud presentation

1

2

3

4

5

34. Should we return to Dr. Liu’s fraud presentation during the next trip?

35. Dr. Michelman’s fraud presentation

1

2

3

4

1

38. Should we return to TNT Logistics during the next trip?

42

2

No

Yes

No

5

36. Should we return to Dr. Michelman’s fraud presentation during the next trip?
37. TNT Logistics

Yes

3
Yes

4
No

5

39. Deloitte, LLP

1

2

3

4

40. Should we return to Deloitte, LLP during the next trip?

5

Yes

41. Guangdong Hospital of Traditional Chinese Medicine

1

2

3

4

No

5

42. Should we return to Guangdong Hospital of Traditional Chinese Medicine during the next trip?

43. Standard & Poore’s

1

2

3

4

1

2

3

46. Should we return to JP Morgan/Chase during the next trip?

47. The Port of Hong Kong (DP World)

2

3

Yes

No

4

Yes

1

No

5

44. Should we return to Standard & Poore’s during the next trip?

45. JP Morgan/Chase

Yes

4

48. Should we return to The Port of Hong Kong (DP World) during the next trip?

5

No

5
Yes

No

49. Which business visit was most enlightening (circle one)?

Dr. Liu

TNT Logistics Deloitte

Standard & Poor’s

Guangdong Hospital of Traditional Chinese Medicine

JP Morgan/Chase

The Port of Hong Kong (DP World)
50. Which business visit was least enlightening (circle one)?

Dr. Liu

TNT Logistics Deloitte

Standard & Poore’s

Guangdong Hospital of Traditional Chinese Medicine

JP Morgan/Chase

The Port of Hong Kong (DP World)
51. How would you rate the number of business visits, given the length of the trip (circle one)?

too few

about right

too many

52. How satisfied were you with the optional group tour of the Macau on Sunday (1=not satisfied,

5=very satisfied DNG-did not go)?
1

2

3

4

5

DNG
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53. How satisfied were you with the group tour of the Shaotin Monastery Tour on Saturday (1=not

satisfied, 5=very satisfied, DNG-did not go)?
1

2

3

4

5

DNG

54. Were there any cultural/historical visits that should be included in the future? Should these be

required or optional? Please discuss below as appropriate.
Yes

No

55. How satisfied were you with the mix of transportation modes (bus/MTR/etc) (1=not satisfied,

5=very satisfied)
1

2

3

4

5

56. Were there any logistics of the trip that you thought could be improved?

57. How satisfied were you with the group dinner with the students on Monday night (1=not satisfied,

5=very satisfied)
1

2

3

4

5

58. How satisfied were you with the Pearl River Delta boat ride on Monday night (1=not satisfied,

5=very satisfied, N/A)
1

2

3

4

5 N/A

59. How satisfied were you with Wallace as the tour guide? (1=not satisfied, 5=very satisfied, N/A)

1

2

3

4

5 N/A

60. Should we have had a tour guide for more planned activities? If so, how and when?

Yes

No

61. Please comment on the availability and timing of free time.
62. How useful was it to keep the journal (1=not useful at all, 5=extremely useful)?

1

2

3

4

5

63. How useful was the perceptions paper (1=not useful at all, 5=extremely useful)?

1

2

3

4

5
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64. How useful was the final presentation (1=not useful at all, 5=extremely useful)?

1

2

3

4

5

65. What is the most interesting thing you learned on the trip?

66. What is the most useful thing you learned on the trip?

67. How satisfied were you with the overall organization of the trip?

1

2

3

4

5

Please be HONEST with your answers below. We can take it.
68. How satisfied were you with Dr. Michelman’s leadership during the trip (1=very unsatisfied,

5=extremely satisfied)?
1

2

3

4

5

69. Please make any suggestions for improving Dr. Michelman’s performance on the next trip.

70. How satisfied were you with Dr. Frankel’s leadership during the trip (1=very unsatisfied,

5=extremely satisfied)?
1

2

3

4

5

71. Please make any suggestions for improving Dr. Frankel’s performance on the next trip.

72. To what extent has your impression of the China, Hong Kong and Macau changed as a result of

your visit?
1

2

3

4

5

73. Please list (without explaining) any specific misconceptions that you had about China before the

trip?
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74. To what extent has this study abroad experience altered your outlook on life? Explain.

75. Please make any other comments that would help to improve future study abroad courses.
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Appendix XI: UNF Policies
UNIVERSITY OF NORTH FLORIDA POLICY
DIVISION:

Academic Affairs and Student Affairs

DEPARTMENT:

International Center

SUBJECT:

Student and Faculty International Travel

OBJECTIVE & PURPOSE: To provide for the management of institutional international
travel risks.
AUTHORITY:

SS 1001.74(10)

PREAMBLE:
Faculty are encouraged to develop and implement a wide range of international education programs for
credit, including academic exchanges, study abroad courses, internships, and research projects, as a
contribution to the mission of the University. Student non-credit international travel, for purposes such
as research activity, conference attendance, grant development or implementation, artistic or athletic
activities, may also contribute to the mission of the University.
POLICY:
1.

All student international travel, by individuals or by groups, where such travel is sponsored by,
conducted by faculty or staff, or officially affiliated with the University of North Florida, in whole
or in part, must undergo a risk management review approved by the Director of the University of
North Florida=s International Center, or designee. It is the responsibility of each Faculty Advisor,
and each College, to advise students as to this requirement. It is especially important that students
traveling individually, through a University exchange agreement or other self-identified program,
register with the International Center before their departure so they can be contacted in emergency
situations.
2. Risk management reviews will include, but not be limited to, health insurance, emergency
assistance insurance, such as medical evacuation and repatriation of remains, overseas location risk
assessments; and other related matters, such as academic advising review, certification to the
Office of the Registrar and Student Financial Aid, and predeparture risk management orientations.
3. Pre-departure risk management orientations should include a review of the standard informed
consent form, information concerning local health and safety conditions, emergency contact
procedures, and other pertinent country information available through sources such as the U.S.
Department of State country travel advisories and the Centers for Disease Control.
Issued By
Date Issued
Effective Date Revised By
Revision
Revision Date
Dennis Gayle
12/05/00
02/12/01
Tim Robinson Number 1
08/26/03
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DIVISION:

Academic Affairs and Student Affairs

DEPARTMENT:

International Center

SUBJECT:

Student and Faculty International Travel

OBJECTIVE & PURPOSE: To provide criteria for authorized UNF activities abroad
AUTHORITY: SS 1001.74(10)
PREAMBLE:
Any UNF employee who plans, organizes, and/or leads any activity abroad is subject to the following
policy. Faculty are encouraged to develop and implement a wide range of international education
programs for credit, including academic exchanges, study abroad courses, internships, and research
projects, as a contribution to the mission of the University. Student non-credit international travel, for
purposes such as research activity, conference attendance, grant development or implementation,
artistic or athletic activities, may also contribute to the mission of the University.
POLICY:
1. Definition
An activity abroad@ includes any program or activity, credit or non-credit, which is planned,
organized and/or led by a UNF employee, or by a University-affiliated organization, and which is held,
in part or in its entirety, beyond the borders of the United States.
An approved activity abroad@ is one that has been approved by the Offices of the Vice President
for Academic Affairs and the Vice President for Student and International Affairs.

2. Approval Process
To be approved, an activity abroad must be recommended by the faculty leader=s department chair and
college dean, or the equivalent if the activity leader is not a faculty member. The VP for Academic
Affairs will then review the request for academic approval. If academically approved, the Activities
Abroad Risk Review Committee (AARRC) will review the proposed activity for health and safety
considerations. After receiving the recommendation of the AARRC, the VP for Student and
International Affairs will then review the proposed activity for health and safety approval.

3. Benefits of Approved Activity Abroad
Officially approved activities abroad may reflect the University of North Florida as sponsoring or
endorsing the program, make use of any UNF logo or other University representatives in program
promotions, indicate the activity leader as representing UNF, and make use of UNF administrative
support staff.
Students may apply for and receive University or State institutional financial aid to participate in such
activities, as well as earned academic credit, and faculty may receive a salary for planning, leading and
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implementing such programs.

4. Disclaimer
Any activity involving international travel which is planned, organized, or led by a UNF employee
that does not receive official approval must publicly display a disclaimer specifically disassociating
the University from any official or unofficial relationship to such activities.

Issued By
Dennis Gayle

Date Issued
12/05/00

Effective Date
02/12/01

Revised By
Tim Robinson
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Revision
Number 1

Revision Date
08/26/03

Appendix XII: Sample Syllabi

ECO 4956 Study Abroad Guatemala
Spring, 2009
Syllabus
Instructor:
Office:
Telephone:
email:
homepage:

Dr. Andres Gallo
Coggin College of Business, 3111
(904) 620-1694
agallo@unf.edu
http://www.unf.edu/~agallo

Instructor:
Office:
Telephone:
email:

Dr. Jeff Michelman
Coggin College of Business, 3143
(904) 620-1541
jmichelm@unf.edu

TEXTBOOKS, ETC.
I.
Easterly, William, (2007) 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
London, Douglas, and London, Taxa (2007) We Were Taught to Plant Corn Not to Kill: Secrets Behind the
Silence of the Mayan People Back Up Books Human Rights Press, ISBN-10: 0977810402
Mortenson, Greg and Relin, David (2007) Three Cups of Tea, Penguin Books.
Choose 1
Argueta, Al (September 28, 2007) Moon Guatemala, 2 edition (Moon Handbooks), Avalon Travel Publishing;
ISBN-10: 1598800574.
Stewart, Iain (Feb 20, 2006) The Rough Guide to Guatemala 3rd Edition (Rough Guide Travel Guides) Rough
Guides; ISBN-10: 1843534991
Vidgen, Lucas (September 1, 2007) Guatemala (Country Guide), 3rd Edition Lonely Planet; ISBN-10:
1741044723.
Reading Package: Available in Blackboard Which includes:
Ayau, Manuel F. (2007, October 22). Americas: Crony Constitutionalism. Wall Street Journal (Eastern Edition),
p. A.18. Retrieved August 14, 2008, from ABI/INFORM Global database. (Document
ID: 1369635241).
Blum, Leonor (2001). International NGOs and the Guatemalan Peace Accords. Voluntas, 12(4), 327-353.
Retrieved August 14, 2008, from ABI/INFORM Global database. (Document ID: 927199231).
Dempsey, Mary A. (2004, November). Step by Step. LatinFinance,1. Retrieved August 14, 2008, from
ABI/INFORM Global database. (Document ID: 789892771).
Guatemala: Cutting down the Mayan world. (1993, September). The Economist, 328(7830), 52-53. Retrieved
August 14, 2008, from ABI/INFORM Global database. (Document ID: 371308).
Hall, Gillette and Patrinos, Harry Anthony. (2005, December). Latin America's Indigenous Peoples. Finance &
Development, 42(4), 23-25. Retrieved August 14, 2008, from ABI/INFORM Global database.
(Document ID: 971205921).
Lane, Charles (1999, March). Deceiving is believing. Review of medium_being_reviewed
title_of_work_reviewed_in_italics. The New Republic, 220(10), 36-40. Retrieved August 14,
2008, from ABI/INFORM Global database. (Document ID: 39332376).
Murphy, Edward (2002). Guatemala's false dawn: Five years of "peace". Harvard International Review, 23(4), 1112. Retrieved August 14, 2008, from ABI/INFORM Global database. (Document
ID: 101508313).
Naim, Moises (2003). An indigenous world. Foreign Policy,(139), 95-96. Retrieved August 14, 2008, from
ABI/INFORM Global database. (Document ID: 451019821).
Ratliff, William (2004, October 1). Americas: Too Many Rights Defenders Have Tunnel Vision. Wall Street
Journal (Eastern Edition), p. A.15. Retrieved August 14, 2008, from ABI/INFORM
Global database. (Document ID: 703638201).
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Reid, Calvin (1999, March). Nobel winner rejects 'unjust' allegations that she lied. Publishers
Weekly, 246(10), 18. Retrieved August 14, 2008, from ABI/INFORM Global database.
(Document ID: 39772248).
Thomson, Adam in Guatemala City (2007, September). Optimism fades in peacetime Guatemala. FT.com,1.
Retrieved August 14, 2008, from ABI/INFORM Global database. (Document ID: 1332649911).

II. PURPOSE OF COURSE
This study abroad course is an excellent opportunity to experience the business and academic issues in one of the
most interesting and important countries in Central America. The trip includes visits to the north of the country
(Tikal and Flores), Coban, Antigua and Guatemala City. Students will interact with Guatemalan indigenous
communities, faculty (Universidad San Carlos) and attend lectures/presentations addressing current economic and
social issues in Guatemala. This course is aimed at students with interests in economic development, international
economics and business with Latin America. This trip includes a service learning component and students will
participate in several project sponsored by Rotary International for for the benefit of the indigenous communities
in Guatemala. Through this trip and the project students will have the opportunity to experience the richness of
Guatemala’s culture and history. This course provides students the opportunity to think critically regarding
economic development and business issues in a developing country, demonstrate the ability to present information
and write reports, and understand the historic, social and economic background of business in international
markets.
III. COURSE REQUIREMENTS
Travel Documents: Students must have a passport that is valid through the entire trip. Non-US students are
responsible for ensuring that they have the appropriate entry visas for Guatemala.
Cost: The trip will cost approximately $2,100 (see website for an up-to-date figure). Students must pay the cost of
the trip in addition to the normal UNF tuition (3 credits). The cost of the trip includes airfare, in-country
transportation, lodging, breakfasts (normally included with the hotel stay), a majority of group meals, and a
commemorative shirt.
Lodging: Students will normally stay in double-occupancy (sometimes triple-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.
Academics: There are six graded components:
1.
Pre-tour 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 through a Wiki in
Blackboard. 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 presentations and paper.Wikis should be coherent, analytical and clear.
2.
Participation during study tour: 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 business visits. Failure to behave in the appropriate manner will result in a failing grade in the
course. Students will participate actively in business, NGO and university 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.
3.
Study Tour Journal: Each student must keep a daily journal during the study tour. You can use it as a
place to track your trip in terms of chronology, geography, etc. Use it to keep track of your cultural
experiences and use it as an outlet to describe new experiences and your thoughts with regard to them.
Students may also want to use it as a “scrapbook” to keep such mementos as museum, subways, etc.,
tickets and possibly other souvenirs. In addition, you should incorporate notes from various lectures and
business visits. The purpose of the journal is to record not only what you do and see, but also what you
feel and think about it, and it is your introspection that will be the primary focus of the grading. When
complete, the journal will provide your instructor(s) with an excellent overview of your experiences and
thoughts during your program. The journal must be turned in according to the schedule below, but will be
returned after grading has been completed. No one except the course instructors will ever see your
journals. The journal is a key instrument to assess the learning impact of the trip on the students, and how
students relate the material they learnt in class to their personal experience.
4.
Post-tour debriefing and discussion: The group will meet after returning to Jacksonville to discuss the
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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 tour journals.
5.
Post-tour presentation, discussion and final paper: Each group must select one aspect of the trip (e.g.,
business visit, cultural visit, historical figure, economic phenomenon) 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 handout the final report. The final work will be
delivered in the Wiki format.
Students who do not return to UNF for the post-travel portion of the course must make alternative arrangements
for post-tour activities with the instructor prior to traveling.

IV. GRADING
Students will earn grades according to the following scheme:
% of Final Grade

Type of
Activity
Team

Individual
Individual
Individual
Team

Description of Activity
Pre-tour group presentation of
culture and business culture,
history, Economics and
International Relations, Politics
and News (participation during
classes will be graded)
Participation during study tour
Study tour journal
Post-tour debriefing and
discussion
Post-tour presentation and paper

20%

20%
30%
10%
20%

(*) Note: Students Outcomes as Defined by the General Education Outcomes at the University of North Florida

All presentations must utilize PowerPoint and be well-organized, informative, concise, and coherent. In addition
to content, presentation style and clarity will be graded.
The purpose of the journal is to provide you an incentive and a forum for reflecting on your experiences
as they happen. It is not intended to be merely a “what I did today” account. Therefore, journals will be graded for
the quality of your notes from meetings, your observations and the degree and quality of self-examination that it
documents. Journals will NOT be graded for organization, grammar, spelling, etc. (Other writing, including
correspondence with your team’s firm, should be grammatically correct, spell-checked, etc.) If you get too
concerned about these issues when you’re writing, you won’t get much out of the experience. This is a serious
endeavor that constitutes a large proportion of your grade, so students should write at least once per day in their
journals.
In addition, failure to attend any pre-tour, in-country, or post-tour activity associated with this course will
result in grade reduction and/or a failing grade. Improper behavior, described elsewhere in this syllabus, will result
in a failing grade for the course.
Grades are assigned on a 10-point scale: 90-100=A, 80-89=B, 70-79=C, 60-69=D, 0-59=F. No +/- grades
will be used. For graduate students, no D grade will be used—0-69=F, but otherwise an analogous grading scheme
applies. The standard for work expected from graduate students is significantly higher than that for
undergraduates. All work must be done and submitted/presented on time. Any work turned in or presented late will
be penalized at the rate of 25% per day against the maximum value of the work. This penalty applies regardless of
the legitimacy of the excuse. In particular, computer and printer problems, whether due to hardware or software,
will not get you any special treatment. There will be no exceptions. Plan ahead, back up computer work, and don’t
procrastinate. As indicated above, those staying in Latin America after the study tour ends may make prior
arrangements with the instructor to complete post-travel course requirements.
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V. ACADEMIC INTEGRITY
Working together is a wonderful way to learn, and your instructor encourages it. Because of the nature of this
study tour, we encourage you to work with others in this class on all assignments, including those in which grades
are assigned to individuals rather than teams. Discussing your impressions, reactions, and observations before,
during, and after the study tour will help you to make sense of them, as well as help you to become more observant
during the progress of the course.
Plagiarism is taking someone else’s work and passing it off as your own. Plagiarism includes taking
phrases, sentences, or paragraphs from someone else’s writing and using them in your own writing without
providing true attribution of their source. Avoiding plagiarism, of course, does not mean neglecting to conduct
solid research. It is appropriate to read what various scholars and experts have learned about an issue before you
form your own conclusions about it. However, you must ensure that you understand the literature. At a minimum,
students should rephrase the literature’s content, rather than quoting it verbatim. This practice also helps to ensure
student understanding of the issue, as you cannot write intelligently unless you do know your subject. Another way
to avoid plagiarism is to ensure that you utilize a large number of sources, so that your knowledge goes beyond
that of any particular book or article.
The internet now provides students with the opportunity to purchase term papers and other work. Turning
any paper or project or making a presentation that you did not create is a violation of academic integrity. Tools
exist for faculty to check whether students have submitted work available on-line.
With regard to these and all other issues of academic integrity, students are also expected to adhere to the
code of conduct as outlined in the UNF catalog. Anyone caught violating the academic integrity code will be
disciplined fully. Students remain subject to UNF's academic misconduct code and all violations will be dealt with
according to the UNF process
VI. STUDENTS WITH DISABILITIES
If you have a disability as defined by the Americans with Disabilities Act (ADA), which may require an
accommodation or auxiliary aid(s), please contact and register with the UNF Disability Resource Center (located
in Honors Hall 10/1201; phone: 620-2769). Please refer to UNF's Disabled Services Program Student Handbook
for more details about the Disability 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 that impair equal
access to medical care, lodgings, restaurants, businesses and other buildings, services or facilities in foreign
locales. As such, 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.

VII. CLASSROOM ETIQUETTE
Students are expected to remain polite during classroom and in-country discussions. Even during heated debates,
you must treat your instructors, classmates and the locals with respect. Violation of this policy will result in a
reduction of your class participation grade that, if the violation is significant enough, could result in a failing grade
for the class. For example, you should not make derogatory remarks about your classmates’ ideas. Instead, explain
why you think they are wrong, backing up your viewpoint with sound analysis and refraining from personal
attacks. Another example is being quiet while someone else (including your instructor!) has the floor.
You may not use cellular telephones or pagers in class. If you bring them to class, the must be turned off.
If there is an emergency situation that requires you to have an active telephone or pager in class, you must notify
Dr. Gallo in advance begins that your equipment will be turned on. In such cases, pagers (and cell phones, if
possible) should be set to vibrate, not to sound an alarm. Violations will be reported to the appropriate UNF
authorities and will result in disciplinary action. Analogous guidelines apply to business visits abroad.
VIII. ETIQUETTE DURING THE STUDY TOUR
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 of America (and/or your native country, if it isn’t the US).
Remember that any interaction that you have with the native citizens of the country you are visiting can leave a
lasting impression, especially if you violate native sensibilities. The term “ugly American” didn’t invent itself.
Citizens of every nation are proud of their heritage. If you make snide remarks that they overhear or, even worse,
act in a manner that is insulting to them, they will view this as evidence that the ugly American stereotype is
accurate.

53

Therefore, when you are abroad, you should strive not just to be aware of cultural differences, but also
both to experience and to appreciate them. Try the local foods, even if you don’t think you’ll like them. If natives
are hosting you, make every effort to demonstrate that you are enjoying their cuisine, even if you are not! While
many Americans view foreign foods as unhealthy, remember that the citizens of most countries are less unhealthy
than Americans overall. Besides, eating different foods for a week or two really won’t kill you. View this as a
chance to practice the skills that you might need someday if you become engaged in international business.
Similarly, Americans are often shocked by the times that shops are open or closed (in some countries,
you’ll be escorted from the store at 5:00pm, regardless of whether you’ve made your purchase). Other cultures
wouldn’t think of starting dinner until 7:00pm or even 11:00pm or midnight! Local restaurants might not even be
open when you are ready to eat. There are too many of these issues to discuss here, but you can prepare yourself
by learning the local customs before you leave the US and then making plans (e.g., having snack food in your hotel
room if dinner starts too late) if you simply don’t think that you can deal with the local customs otherwise.
Women need to understand that they will not always be treated the same way that men are treated. You
might even be treated in ways that you find offensive. Keep in mind that women’s rights have progressed much
faster and more fully in the US than they have in many other countries.
The bottom line is that you will enjoy the trip more and be more productive while you are abroad if you
know what you will be facing before you leave home and you are willing to be open-minded and culturally
sensitive while you are abroad. Reading the required book about the culture you’ll be visiting is a great way to
prepare yourself.
IX. SAFETY ON THE TRIP
It is unlikely that you will experience difficulties during the trip, but if you do, they can be extremely
disconcerting, not to mention inconvenient.
There are places in Jacksonville that you would not visit alone or at night. Similarly, there are places that
you should not be in every major city abroad. There might even be entire regions of the country that you should
avoid. Ask responsible locals (e.g., faculty or students associated with the program, hotel staff) and use your
common sense when you are abroad. Travel only in groups, especially at night and especially if you are a woman.
Do not go to the bathroom alone, especially in a bar (again, especially if you’re female).
We will use the buddy system at all times. You will be responsible for keeping an eye on your partner and
watching out for him/her. In addition, faculty members should know where you are at all times, especially if the
group is moving (e.g., boarding a local tram or bus, boarding a train, moving through an airport, walking through a
firm’s plant). Do not leave the group without telling the faculty members! A student on a previous trip got
separated from the group and left behind when he decided to stop and buy subway tickets without telling anyone.
It cost him a letter grade for missing the day’s meetings.
Pickpockets thrive in tourist zones (both abroad and in the US). If you carry a wallet, never carry it in
your back pocket, where it is easiest to steal. Put it in your front pocket and keep your hand on it. Better yet, invest
a few dollars in an alternative way of keeping your money and passport (e.g., a pouch that attaches to your belt and
that you can store inside your pants). If you carry a purse (strongly discouraged), be extremely careful. Always
keep it closed. Never carry it at your side or on you hip, as skilled pickpockets can unzip it and remove items
without your knowing it. If you carry it with the strap over you shoulder, be aware that some thieves will ride past
you on a bicycle or motorcycle and grab the strap. Not only will they get away with your purse, you are likely to
be seriously injured in the process.
Thieves often work in pairs or groups. One common tactic is for one person to distract you (e.g., asking
for directions, pretending to be falling-down drunk) while others steal your valuables. This is especially effective
in a crowded subway car or in a crowded tourist area. Be on the alert in such places!
Be sure that you have a copy of the front 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 instructors will also
carry a copy for you, and will leave one on file at UNF to be sure that we can get one if we need one.
Be sure that you have a list of your credit card numbers and/or travelers check numbers in a safe place
that is separate from your cards and checks.
X. TENTATIVE COURSE SCHEDULE
The following table lists topics, required readings, assignments, exams, etc., by date. All reading must be
completed before class begins! Be prepared to discuss the material. This is not a lecture-based course, so don’t
expect your instructor to walk you through the material in the reading.

Schedule While in the United States
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(Tentative Schedule)

All meetings are mandatory. Some additional, mandatory meetings will be scheduled during the
spring 2008, term.
Date

Topics to be Covered

Wednesday
December 3,
2008

Packing Itinerary, etc.

Time

Assignments Due, Etc.

9-10pm

Passports or processed passport
application. Pictures will be taken
for the webpage.

Room 2120

Friday,
December 17,
2008

Monday
January 14, 2009

No Class

Assignment of topics for
teams on February 12

9-10pm

Team Pre-tour Wiki Due

Saturday
February 7, 2009
8:30am-4:30pm

Spanish Language, Culture
and the Economy; history and
the revolution. Group
presentations.

Sunday
February 8, 2000
8:30am-4:30pm

Spanish Language, Culture
and the Economy; history and
the revolution. Group
presentations.

8:30am-4:30pm

Date

Tour Books,
Spanish Phrasebook & Dictionary
Group presentations.
Prizes will be awarded.

Group presentations. Prizes will be
awarded.
8:30am-4:30pm

8:30-noon

Study Abroad

Wednesday
April 1, 2009

Sunday April 4,
2009

You will be expected to know who
your classmates are. Prizes will be
awarded.

Room 2120

Wednesday
February 4, 2009

Friday March
15- Sunday
March 28, 2007

Each student must e-mail the
instructor the one page resume
using the form available in
Blackboard.

Student Journals. Business visit
participation: Please note that the
instructors
will
be
making
materials available throughout the
course. You are expected to read
these materials as a basis for being
informed and asking questions
throughout the study abroad..
Team Post Tour Wiki Due

Student presentations.
Debriefing session: post-tour
discussion of impressions
(especially vis-à-vis a priori
expectations)

8:30am-Noon

Group Presentations; last day of
study tour course. Student journals
due , Team post-trip presentation.

Tentative Itinerary While in Guatemala
(Tentative)
Location
Activity
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Friday March 13, 2009

Tikal Guatemala

Saturday March 14

Tikal

Sunday March 15

Cobán

Monday March 16

Cobán

Tuesday March 17
Wednesday March 18

Antigua
Antigua

Thursday march 19
Friday March 20
Saturday March 21
Sunday March 22

Antigua
Antigua
Antigua
Jacksonville

Leave Jacksonville; Arrive Tikal Guatemala via Miami &
Guatemala City
Visit Mayan Ruins, which were the center of the Mayan
Civilization.
Visit Cancuen and economic development site in the Mayan
Region.
Visit villages and schools sponsored by Oceanside Rotary and
Club Rotario de Cobán and attend Club Rotario de Cobán.
Learn about Guatemalan Coffee Production.
Common Hope Guatemala: Work Project, visit and attend Club
Rotario de Antigua
Chimaltenango, wheel chair distribution.
Visit to Lago Atlilan.
Visit Pacaya Volcano.
Return to Jacksonville
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