O
Rhodes College

pond

Nuts and Bolts:
Planning an
International
Program or
Activity



hillise
Typewritten Text

hillise
Typewritten Text

hillise
Typewritten Text

hillise
Typewritten Text


NUTS AND BOLTS of Planning an
INTERNATIONAL PROGRAM OR ACTIVITY

Table of Contents

Getting started: Planning an International Program or Activity 2
Creating Your Program/Activity 5
Online Program Proposal for Credit-Bearing Experiences 7
International Program/Activity Policies 10
Administrative Roles 14
Financial Administration for Off-Campus Programs 15
Refund, Billing, and Insurance Information 17
Emergency and Crisis Management 20






How doesa programgetapproved?

TheDeanof the Facultyultimately approveshe offering of a program,regardlesf whetherit
isnew or establishedTheDeanwill basehisor her decisionuponthe needsof the College,
recommendatiorof the facultymember’'sdepartmentchair,an EducationaProgram
Committee(EPCjeviewif it isnew program,andthe recommendationof the BuckmanCenter
Director. Thebudgetis reviewedandapprovedby andthe VicePresidentof Financeand
Businesa\ffairs.

What doesthe BuckmanCenterDirectorhaveto do with the approvalprocess?

Thebestand mostrigorousacademigrogramabroadcanfounderif it runsout of moneyi,if
studentsdon’t havethe propervisasor travel documents or if studentsor faculty get sickand
don’t haveaccesdo adequatehealthcare.If thingsgo bad rthrough natural, political or
medicaldisastergandthe participantsneedto getout of the countryfast, it helpsto have
thoughtabouthow that mighthappenbeforeit isneeded.TheBuckmarCenter’'sapproval
procesgguaranteeghat thesebasicshavebeenconsideredToput it more constructivelywe
will providethe faculty organizerswith the resourcesand expertiseto makesurethat their
programisfinanciallysoundandthat the experientialpart of a programmatchesits academic
excellence.

Pleasenote that the documentswhichfollow occasionallyisethe word “must.” Whenthis
word is usedit is becausethe faculty, throughits committees,hasmandatedcertainpolicies
and proceduredor studyabroadprograms.

What is the normal faculty studentratio for a program?

The“normal” ratio isone ProgramLeaderto every15 students,thoughthat mayvaryup or
down dependingon circumstancesindfinancialconsiderations.

How muchdoesa faculty leaderget paid?

Payisto be built into the budgetandit is generallydependenton the sizeof the studentgroup.
Maximumstipendsfor facultyare $1525perweekfor 12 or fewer studentsand $1850per
weekfor more than 12 students.If there are more than 24 Rhodesstudents,the maximum
stipendis $2500.Bearin mind that all of thesefiguresare for grossstipendsandtaxeswill be
withheld. Becausdrhodegsrequiredto providereasonablecompensatiorfor its employees,
minimumsalariesare to be no lessthan 50%of the maximum.

How muchcredit do thesecoursescarry?

Thenormalcoursewill generatetwo hoursof creditfor eachweekin the field.



What are the deadlines?

Creatinga syllabusand gettingit approved publicizingthe course recruitingstudents,and
findingappropriateaccommodationgnd safetransportationin countrycanbetime r
consumingPastexperienceandicatesthat it maytake up to 12 monthsto finalizean offering.



CREATING YOUR PROGRAM/ACTIVITY

A. Important Dates

Most for credit, faculty ted programstake placeduringthe summerterm. Most non creditr
bearinginternationalprogramsandactivitiesalsooccurduringthe summerbut canoccur
throughoutthe academicg/earaswell. Pleaseeememberto planwell in advancefor these
programsandactivitiesandfollow the RhodesCollegelnternational TravelRegistrationPolicy.
(SeeSectionD.) Note the following deadlinesfor the developmentand operationof a typical
summerstudy program:

X Septemberl5: ProgramLeadersubmitProgramProposabndInformation Formfor
CreditBearingexperienceand BudgetWorksheetto the Directorof International
ProgramsBoththe ProgramProposaFormandthe Off CampudProgramBudget
Worksheetcanbe found here: http://www.rhodes.edu/buckmancenter/6100.asp

x October31: ProgramLeadersubmitfinalizedprogramitinerarieswith a Health,Safety,and
SecurityPlanaswell asfinalizedbudgetswith documentation.

x Decemberl: Studentssubmitneedbasedscholarshigapplicationsor summerstudy
abroadprograms.

X Februaryl5: Studentssubmittheir Off CampusStudyApplicationgo the BuckmarnCenter
for InternationalEducation.

x 30 Daysfollowing ProgramEndDate: ProgramLeadersubmitcompletedexpensereports
to the AccountingOffice.

X August31: ProgramLeadersubmitprogramreport to the Directorof International
Programs.

B.AcademicApproval
If the programis credit bearing,appropriatefaculty committeesand departmentchairsmust
assurethat it meetsacademiand curricularstandardsandthat creditawar lche



andInformationForm.TheDirectorwill forward the BudgetWorksheetto the Accounting

Officefor reviewandapproval.Finalapprovalof the budgetrestswith the VicePresidentof
Financeand Busines#\ffairs.

D. International TravelRegistration

Rhode<Collegenternational TravelPolicyrequiresall faculty, staff, and studentstraveling
abroadfor Collegepurposeso registertheir travelwith the BuckmanCenter



FOR CREDIT-BEARING EXPERIENCES

Rhodedaculty or staffinterestedin offeringan InternationalProgramfor AcademidCredit
shouldsubmita ProgramProposafor CreditBearingeExperienceso the Directorof
InternationalProgramsviathe online studyabroadportal.

Oncethe ProgramProposafor CreditBearingexperiencess received the Directorof
InternationalProgramswill solicitthe approvalfrom the relevantDepartmentChair.Thefaculty
leadershouldbe preparedto briefly discusghe proposalwith the Directorof International
ProgramsAll academigrogramsmust



x Atotal numberof creditsto be earnedfrom all coursespursuedon sucha programshall
not exceed? creditsper week.TheEducationaProgramCommittee(EPCinustapprove
in advanceanyexceptiondo this rule.

x Althoughthe nature of out of classwork undertakenin off campuscoursesnaydiffer
considerablyfrom out of classwork undertakenin on campuscoursesthe time
studentsare expectedto devoteto out of classwork (e.g.,reading,preparationof
assignmentsghallbe approximatelythe sameoff campusason campus.

X Instructionaldaysshouldbe balancedhroughoutthe programsoasnot to leavelarge
gapsof unscheduledime.



x If the coursesofferedthroughthe programareintendedto meeta Foundation
requirement,pleasecompleteand submitto the FoundationLCurriculumCommittee
the appropriateform to receiveFoundationcredit. (Note: RhodesSummerPrograms
seekingF 1 creditneedwill alsoneedto receiveFCGpproval.)

X Anexplicitdiscussiorearningobjectivesand how the final gradefor eachstudentwill
be determined.(Pleasenote that attendanceat all scheduledactivitiesis mandatoryand
that suchattendanceshouldnot figure into the gradeper se.)

X Anyother detailspertinentto the executionof the coursecomponentof the program.

Proposeditinerary: Preliminaryitinerariesshouldbe submittedby Septemberl5. Finalized

itinerariesand a Health,Safety,and SecurityPlanshouldbe submittedby October31. The
itinerary shouldincludefirm arrival/departuredates,a descriptionof travel logistics a
descriptionof the weeklyschedule a descriptionof a typicalweekdayanda detailed
descriptionof anyexcursions/offsite visits(if applicable).

LocalArrangements: ocalliving (e.g.,universitydormitory, home stay),dining(e.g.,
cafeteria,no mealplan,studentcooking)andtransportationarrangementshouldbe
describedhere (asbestaspossible) Programleadersshouldkeepin mind that making
arrangementdor lodging,transportation,excursionsand other in countrysite visitscan
consumeconsiderableamountsof a programleader’stime andenergy.Thereare, however,
anumberof outsideorganizationghat Rhodegartnerswith who specializen arranging




POLICIES

ProgramlLeadersand the Ratioof ProgramLeadergo Students:Thenormalratio of
ProgramLeaderto studentsis 1to 15. Someprogramsmayrely on the staff of alanguage
centeror other programproviderto substitutefor a secondor assistanfprogramleader.

Programsawhichincludeovernighttravel excursionsnustdesignatea programassistantor
may rely on a staff memberof the contractedlarigdafdce ritBr dyafifier p(torar(8oVidério .8316 7 Tf
providebackup assistancen the eventof anemergencywhile travelling.

AnAssistant.1 Tf g4f 02654 0 TD .0007 Tcc <0003>Tj/TT8 1 Tf.2254 0 TD .0017 Tc (contract:
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Travelregistrationis NOTan approvalprocess.Theinformationon travel planswill remain
private andis only connectedto anindividualin caseof anemergencyTheTravel
RegistrationFormwill enablethe Collegeto enrollthe travelerin Rhode<Collegeapproved
travel abroadaccidentand healthinsurance Thiscoveragealsoincludesemergency
evacuationin the eventof politicalinstability or a naturaldisaster.

TravelRegistrationFormsmust be submittedto the BuckmanCenterat least30 daysprior
to departure.

StudentEligibility and Participation: RhodesStudentsseekingto enrollin an
internationalcredit bearingprogrammust submitan Off CampusStudyAbroad
Application(https://rhodes sa.terradotta.comto the BuckmanCenterfor International
Education Studentswill be billed an applicationfee and non refundabledeposit
throughtheir Rhodesstudentaccount.

Rhodesgeneraleligibility requirementsfor studyabroadprogramparticipationare:

X AminimumcumulativeGPAof 2.00
X Thetimely
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VII.

VIII.

Committee.Coursewill normallyentail a minimumof 20 teachingand contacthoursper
week,excludingexcursionsgroup meals,homework,and other assignments.

Marketing and Promotion of the Program:Programmarketing,promotionaland
developmentakostswill be budgetedand expendedthroughthe budgetsubmittedand
approvedfor the upcomingyear.

Travelwith studentsbeyondthe datesof the program: Travelwith studentsbeyondthe
datesof the programandto venuesoutsidethe programitinerary mustbe requestedand
approvedin writing by the Deanof the Facultyor the Deanof Students.Therequestshould
be submittedat least60 daysprior to the inceptionof the programand shouldincludea
detaileddescriptionof the non programtravel andthe namesof the studentsparticipating.

Pre Departurelnformation SessionsFacultyandstaffleadersmustprovidecountryor siter
specificsafetysessionsvith studentsbefore departureand,if deemednecessaryagainohsiafdeiptiors
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Additionally,Rhodesstudentsare stronglyadvised
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ROLES

Throughthe BuckmanCenter,the Directorof InternationalProgramsverseeghe overall

developmentand administrationof internationalprogramsand activities.Thefollowing
outlinesthe basicstructureof the BuckmanCenter'soversight:

PROGRAM/ACTIVITEADERS
x Plansprogramitinerary

X Plansacademiaontent

X Provides
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FOR OFF-CAMPUS PROGRAMS

Buildinga Budget: Internationalprograms’and activities’budgetsgeneratetheir own
revenueand,assuch,are standalonebudgetsoutsidethe College’sannualbudget.Program
Leadersmust provideline item budgetsin U.S dollarsshowingthe anticipatedexchangeate
(exchangeate calculatorsite at:
http://www.bloomberg.com/invest/calculators/currency.htjyl where appropriate,with
accompanyinglocumentationfor all academiqinstructionalcosts,tuition, etc.)andother
expenseghousing.excursionsetc.). Pleaserefer to the budgetworksheetat:
http://www.rhodes.edu/6100.asp

. DueDates: Theprogram/activity’spreliminarybudgetshouldbe submittedon Septemberl5

to the Directorof InternationalProgramsyho will forward the budgetto the Accounting
Office.Faculty/staffleadersmustusethe budgetworksheetform found at
http://www.rhodes.edu/6100.aspFinalizedoudgetswith documentationshouldbe
submittedby October31. TheAccountingOfficeand VicePresidentof Financeand Business
Affairswill reviewthe budgetbasedon the information submittedandwill approvefinal
programfees.

Thirty (30) DaysFollowingProgramEndDate: A completeexpensereport, with
accompanyinglocumentation mustbe submittedwithin thirty (30)daysof the endingdate
of the program.Non budgetedexpenditureswill not be approvedfor payment.

Facultyt eaderand ProgramAssistantCompensationfFacultycompensationpoth salaryand
fringe benefits,isto be built into the programbudget. Compensations determinedand
generatedby studentenrolimentandfeespaidfor the program.Maximumstipendsfor
faculty servicegper programare: $1525per weekgrossfor 12 studentsor less;$1850per
weekgrossfor over 12 students.Forprogramswith enrollmentsof 24 or more Rhodes
Collegestudents,the primaryleader’'smaximumstipendis $2500per weekgross.Programs
employinga secondfaculty leadermustjustify that faculty member’'sacademidnvolvement
with the students.Themaximumstipendfor a secondfacultyleaderis $1850per weekgross.
All assistanttipendsare limited to $1000;programassistantsnust satisfyRhodes
employmentrequirements.

Rhodessrequiredto payits employeeseasonablecompensatiorfor anywork performed.
Accordinglythe Collegehasadopteda policythat the minimumcompensatiortakenwill be
equalto 50%of the maximumamountsasoutlined above.Programleadersshouldbe mindful
that all compensations subjectto appropriatetax withholdings.

ProgramLeadershouldmakerequestsfor stipendsto the AccountingOffice,usingthe
standardPARform (availablefrom HumanResources)Theamountto be paid shouldbe
submittedasthe grossamount,asindicatedabove.Questiongegardingstipendandforms
shouldbe referredto the AccountingOffice.
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ExpenseReports:A completeexpensereport, with accompanyinglocumentation mustbe

submittedwithin thirty (30)daysfrom the endingdate
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INFORMATION

Cancellationand RefundPolicy:In the eventof cancellationof an entire sessiorof a

Rhodegrogramor activity before commencemenbf the program,all moniespaidto
Rhodegprior to that time will be refunded.Shouldan unavoidablesventsuchasepidemic,
civilunrest,or threat of terrorist activity resultin a partial cancellationa proratedrefund of
all fees,togetherwith anappropriateevaluationof academiaredit, will follow. These
actionswill terminate anyfurther liability on the part of Rhodes.

Inthe eventthat a studentchoosedo withdraw from the programafter beingacceptedand
billed, the studentwill be responsibldor the entire costof the program.Refundswill be
consideredonly in casef seriousilisiessor emergencynd 2.4446 0 TDeO Tc <0003>Tj /8T8 1 Tf ..

In0
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CompaniorPolicyinsurancepackagds purchasedespeciallyfor official staff andfaculty
overseadravel. It includesthe following:

Repatriationof remainsof employee
Emergencyamily travel

Returnof minor childrenin emergencyor death
Returnof vehiclein dire emergency
Embassynd Consulainformation
Medicalreferralinformationin emergency
Dispatchof doctor or specialist
Emergencynedication

Cashadvancesn emergencysituations
Lostdocumentassistancgvisasand passports)
Emergencynedicalevacuation
Medicallysupervisedepatriation
Hospitaladmissionsleposit

Accesgo legalassistance
Translationandinterpretersin emergencysituations

X X X X X X X X X X X X X X X

Thosewishingto utilize theseemergencyservicesunderthis plan mustcontactthe Director
of InternationalProgramsn advanceof departure.Theinsurancecompanywill gointo
actiondirectlywith the individualat that point. Thesecrisescancertainlyoccuranywherein
the world, suchasthe needfor repatriationafter severeillness,but manyare especially
beneficialwhentravelingto areaswherethe hospitaland governmentalkystemsdo not
work like thoseto whichwe are accustomed.

Thereisaneasyto useonlinetravel appavailableby computeror mobile phone.Users
shouldusethe Rhodegolicynumber:PHFD384659tb gainaccessThewebsiteis
www.acetravelapp.com.

In amedicalemergencypleasecontactthe 24/7 assistanceenterby phonefor immediate
help. Emailandweb communicationsnaybe delayedbeyondour controlandany severe
injuries,illnessesor securitysituationsshouldbe handledby phonewheneverpossible:

InternationaloutsideU.S.and Canada:+1(202)6597777
U.S.andCanada(800)7668206

Health/AccidentinsurancePolicyFor StudentParticipants: Studentsparticipatingin
Rhodegprogramsandactivitiesare requiredto be enrolledin acomprehensive
internationalinsuranceplan mandatedby RhodesHTHWorldwide handlesclaimsin
variouslanguagesandfrom medicalprovidersaroundthe world. Rhode<Collegepurchases
studentaccidentand sicknessnsurancefor participantson its programs.A scheduleof
benefitscanbe obtainedfrom the Directorof InternationalPrograms.
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EMERGENCY AND
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name,addressandnumberof hospitalor clinic,if applicable
drugsadministered

x raystakenandresults

surgeryproposedandtype of anesthesiawait for authorizationif necessarnand
possible(work with doctor)

X X X X

Natural Disasterand GroupAccidents:

In the caseof earthquake flood, avalanchegpidemic,buscrash,etc.,take the following
steps:

1.
2.

Seeto the safetyof all groupmembers.

Communicatemmediatelywith the Directorof InternationalProgramsat 843 8403as
to the safetyand state of health of all groupmembers the group’slocationplansand
whenyouwill contactthe director again;after businesours(8:306:00CSTrontact
CampusSafetyat 843 B8880.

Communicateéhe sameinformationto the nearestAmericanEmbassyr Consulate.
Diplomaticchannelsare an alternativewayto getinformationto the Directorof
InternationalProgramsf publicor conventionalimethodsof communicationsystems
fail.

Consultwith AmericanEmbassy/Consulatécalpolice,localsponsorsetc. for advice
on how to respondto the situation.

Discpal@de25'8tepolice,
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3. Notify the Directorof InternationalProgramsat once.Thedirector will notify the
student’'semergencycontact.Besureto providethe director with asmanydetailsas
possibleregardingwhat happenedandwhat is beingdone; after businessours(8:30r
5:00CSTrontactCampusSafetyat 843 8880.

4. Checkwith authoritiesdaily,andinform the Directorof InternationalProgramsf any
new developments.

StudentArrest

Facultyleadersplaya limited role whena participantis allegedto havecommitteda crime.
Whena crime occursabroad,rememberit isthe law of the countrythat will applyand not
U.Slaw. Thefacultyleadershouldfollow the proceduresoutlined below:

1. Obtainasmuchinformationaspossibleconcerninghe arrestincluding:
x Nameof participant
x Countryof birth anddate of birth
x Date,place,andtime of arrest
x Charges
X Whatisallegedto haveoccurred(summaryof incident)
X Whoelsewasinvolved(if applicable)
X Locationat whichthe personis beingheld
N

2. Notify the U.SEmbc013 Tcn .7614 0 TD 0 35dIoTf t.2mn/TT7 1 Tf 1.9437 0 TD 0 Tc <0003>
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4.

Gothroughassaulfprotocolin section7

Notify the Directorof InternationalProgramsaboutthe incident; after businessours
(8:306:00CSTrontactCampusSafetyat 843 8880.

Helpstudentfind counselingKeepin mind that in manyculturesmedicaldoctorsare
often the first point of contactfor peoplestrugglingwith emotionalor psychological
issues

Keepin touchwith the Directorof InternationalPrograms.

Deathof a Studentor FacultyMember:

1.

> w

If a studentor faculty memberdieswhile participatingin the program,recordall
availablefactsaccurately Theatmospheresurroundingthe programwill be emotionally
chargedandit will be difficult to managethe programwhile handlingall of the details
listedbelow.Evenso,it isveryimportant that the tasksbelow are handledpromptly and
effectively.Takethe following stepsif a studentor faculty memberdies:
Inform the Directorof InternationalProgramsmmediately.Thedirector will then
inform the participant’'sfamily personally;after businesiours(8:306:00CSTrontact
CampusSafetyat 843B8880.
Notify the U.S Embassyr Consulate.
Thefollowingis alist of informationyou shouldobtain:
x Nameof studentor facultymemberdeceased
x Dateand circumstancesurroundingdeath
x Nameandnumberof attendingphysicianjf applicable
x Nameandnumberof hospitalor clinic,if applicable
Follow up:
a. Continueto keepachronologicalecordof eventsandactionsasthey occur.
b. Talkto other studentparticipantsandkeepthem informedand counseled.
c. TheDirectorof InternationalProgramswill givethe participant’sfamilyasmuch
supportaspossible.
d. TheDirectorof InternationalProgramswill senda letter of sympathyto the
participant’'simmediatefamily.
e. TheDirectorof InternationalProgramswill assisthe facultyleaderin making
arrangementdor the repatriationof remainsor body.
f. Gatherthe participant’'sbelongingsandinventoryandsendthem to the Director
of InternationalProgramswhichwill then forward everythingto the
participant’sfamily.

Disruptive Behavior

Rhodegeserveghe right to enforceappropriatestandardsof conductand specifically
reserveghe right to terminate participationin the programby anyonewho failsto maintain
thesestandardsor for anyactionor conductwhichRhodesonsidergdo beincompatible
with the interests,harmony,comfort, and welfare of other participants.

Dueto circumstance®f studyabroadprograms proceduredor notice,hearingandappeal
applicableto studentdisciplinaryproceedingsat RhodeqdSR®earingsHonorCouncil
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