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Dear Shorter University Colleagues,
Welcome to the World! Consider pursuing global studies as part of your professional
development and as a means of providing unique opportunities for your students. Living and
working in another country is an extraordinary experience for anyone but especially for the
professional educator. Engaging people on their own turf, in their own unique social, political
and cultural contexts is life-changing. Anyone who has spent time directly encountering another
culture has come away with heightened appreciation for and deepened insights into the world in
which we live.
The attached information has been put together to assist you as you contemplate developing and
leading an International Study Trip. We have mined the resources of SU faculty who have led
overseas trips and have, hopefully, provided you with answers to questions that inevitably arise
whenever a study abroad trip is planned.
The Office of International Programs and the Global Education Committee stand ready to assist
you in any way we can.
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Guidelines for Global Education Initiatives
Shorter University supports study abroad programs, mission programs, and other global initiatives
that enhance the mission, goals, and values of Shorter University.
All international programs that represent Shorter University are under the supervision of the Global
Education Committee and the Office of International Programs. These ensure that all such
initiatives adhere to the criterion set by the University.
“And you shall love the LORD your God with all your heart, and with all your soul, and with all
your mind, and with all your strength.” Mark 12:30
The mission of Shorter University includes the integration of biblical faith and learning in its
educational experiences which are designed to enrich scholarship, Christian discipleship, and
lifelong learning within the disciplines 1. Faculty leaders of study abroad proposals will pledge
themselves to integrating biblical faith into every aspect of the work they will lead while abroad.
Faculty must submit a plan for integrating biblical faith into their academic disciplines at the time
of requesting approval for their global initiatives.
All global education initiatives are self-sustained: participants are responsible for paying all
expenses related to their international travel.
A faculty-student ratio of 1:7 is the operational framework of SU international study trips seeking
approval from the Global Education Committee. Each approved faculty member will receive full
salary compensation with respect to the academic courses offered through the study trip.
The Office of International Programs receives and reviews all requests for travel based on the
approved Categories of Global Initiatives. Proposals are submitted to the Global Education
Committee for its review. The Committee Evaluates requests, interviews faculty members as
necessary, determines project “fit” with established guidelines, and recommends approved
proposals to the Assistant Vice President of International Programs and Provost.
Faculty members are required to submit a written Follow-Up Report to their respective Dean and
to the Global Education Committee upon completion of their international programs. The report
should include: program accomplishments, a budget expenditure summary (referencing the
project’s assigned Budget Action Number) and applications/contributions of the project to the life
of the university.
Categories of Global Initiatives:
The Global Education Committee will review proposals for the following categories of global
initiatives: Categories I and III will have priority.
I.
1

Study abroad programs led by Faculty.

Statement of Faith Integration-Shorter University
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II.
III.
IV.

Research or participation in programs that require international travel for Faculty
(Not presently funded).
Missions: Global initiatives designed to take the Gospel of Jesus Christ into other
countries.
On-campus workshops, seminars, guest lectures, or faculty exchanges with members
of the international community.

I. Study abroad programs led by Faculty.
The Committee will consider Study Abroad submissions in three categories:
Section A: The faculty member has already established an in –house study abroad program. In
this case, a successful program has been established with travel having occurred
not more two academic years prior to the current proposal’s dates of travel.
Section B: The faculty member is attempting to establish a new in-house study abroad
program. In this case, a detailed plan must be submitted to the committee along
with the proposal, including documentation of the participating academic venue(s),
housing accommodations, and current SU student interest. This category also
includes funding for site visits after such plans have been submitted and approved.
Section C: The faculty member is participating in an established study abroad program
administered by another college or university. In this case, a satisfactory number of
SU students must be participating in said program and the sponsoring academic
institution must agree to adhere to SU codes of conduct with regard to our students.
Proposals should include brochures and/or other documentation about the program
obtained from the sponsoring institution.
II. Research or participation in programs that require international travel
The committee will consider global initiatives in Research in two categories:
Section A:

Section B:

The faculty member is currently engaged in research that will be enhanced by the
conducting of additional research in a foreign country and/or with a foreign
colleague. An abstract of the current research should be submitted along with the
applicant’s proposal, as well as a detailed explanation of the benefits of this
research conducted in-house.
The faculty member is traveling abroad to attend a professional conference or
convention.

III. Missions: global initiatives designed specifically to take the Gospel of Jesus Christ into
other countries. Typically, these are programs that do not offer academic
credit and may apply for funding under other alternative sources of funding.
The Committee will consider Missions submissions in three categories:
7
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Section A: The faculty member has already established an in –house missions program. In this
case, a successful program has been established with travel having occurred not
more two academic years prior to the current proposal’s dates of travel.
Section B: The faculty member is attempting to establish a new in-house missions program. In
this case, a detailed plan must be submitted to the committee along with the
proposal, including documentation of the participating ministry venue(s), housing
accommodations, and current SU student interest.
Section C: The faculty member is participating in an established missions program administered
by another college or university. In this case, a satisfactory number of SU students
must be participating in said program and the sponsoring academic institution must
agree to adhere to SU codes of conduct with regard to our students. Proposals
should include brochures and/or other documentation about the program obtained
from the sponsoring institution.
V. Guests: on-campus workshops, seminars, guest lectures, or faculty exchanges with
members of the international community.
The Committee will consider global initiatives to fund the invitation of Guests in two categories:
Section A: The faculty member applies to bring to campus a guest to present in an on-campus
lecture, seminar, or other academic forum. The guest must bring an international
flavor and focus to the meetings via expertise and/or personal background.
Section B: The faculty member wishes to participate in a faculty exchange program with an
institution in a foreign country. The faculty member must provide detailed
information about the hosting institution. In the case of a true faculty exchange, the
appropriate university personnel must approve the visiting professor prior to
acceptance of any offer. Salary, benefits, and other details will be handled by the
university’s administrative branch.
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Study Abroad Policies
1) Each student who participates in a study abroad program (whether semester or short-term)
must be approved by the Office of International Programs by recommendation of the Global
Education Committee. Students must be at least 18 years old at the time of departure.
2) Each student application will be evaluated by the Global Education Committee, and a decision
will be made by the Provost, after its recommendation. The student will receive a letter
stating whether approval was granted/ denied to study abroad. This decision is final and
cannot be appealed. Students can, however, re-submit another application the following
semester. If a student is denied permission to study abroad two (2) times, the
committee will not consider any more applications from that student in the future.
3) Deposit Schedule

Students participating in semester-abroad programs: In case of approval, students must submit
a deposit of $500 to the Business Office no later than 15 business days after the date of the
acceptance letter. Failure to proceed as indicated will result in the expiration of the student’s
approval to study abroad. If student decides not to participate in the study abroad trip
afterwards, he/she will only receive $250 of such deposit.
Student participating in faculty-led programs (SUMMER-May, June, and July): In case of
approval, student must submit a deposit of $500 to the Business Office no later than December
1 of the current year. Failure to proceed as indicated will result in the expiration of the student’s
approval to study abroad. If student decides not to participate in the study abroad trip
afterwards, he/she will only receive $250 of such deposit.
25% of total cost of the trip due by January 31.
50% of total cost of the trip due by February 15.
100% of total cost of the trip due by April 5.
Student participating in faculty-lead programs (SPRING BREAK): In case of approval, student
must submit a deposit of $500 to the Business Office no later than October 15 of the current
year. Failure to proceed as indicated will result in the expiration of the student’s approval to
study abroad. If student decides not to participate in the study abroad trip afterwards, he/she
will only receive $250 of such deposit.
25% of the total cost of the trip due by November 15.
50% of the total cost of the trip by December 5.
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75% of the total cost of the trip due by January 15.
100% of the total cost of the trip due by February 15.

Student participating in faculty-lead programs (CHRISTMAS BREAK): In case of approval,
student must submit a deposit of $500 to the Business Office no later than September 1 of the
current year. Failure to proceed as indicated will result in the expiration of the student’s
approval to study abroad. If student decides not to participate in the study abroad trip
afterwards, he/she will only receive $250 of such deposit.
25% of the total cost of the trip due by October 10.
50% of the total cost of the trip by November 5.
100% of the total cost of the trip due by December 5.
Tuition costs will be charged to student accounts in the semester in which the credits are
earned.
3) Students will complete paperwork in a timely manner, according to the schedule established
by the Office of International Programs. Students should keep a personal copy of all paperwork
completed for Shorter and that sent to the host institution.
4) Academic Policies
a) Students must have a GPA of 3 or higher to participate in international programs. All
students are subject to review and approval by the Office of International Programs by
recommendation of the Global Education Committee.
b) It is the student’s responsibility to obtain approval from his/her advisor, the Shorter
University Registrar, and the Office of International Programs if a course is added or
dropped at the host institution after the student’s arrival there.
c) The student must adhere to attendance policies of Shorter University or the host institution,
whichever are greater, or be subject to the penalties of that institution.
d) The student, while abroad, must arrange with his/her Shorter University advisor for
registration for the following semester.
e) The Assistant Vice President for International Programs should be designated to receive
the student’s grades from a host institution. These grades will be submitted to the
Registrar’s Office.
f) Participants in the short-term, institutional programs must register for the full course load
being offered in the program to insure adequate participation.
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5) Financial Policies
a) In order for a student to receive Shorter University scholarships for study abroad, he/she
must be a full-time student. With the exception of the Winthrop King Scholarship,
institutional monies may not be used for summer study abroad.
b) A maximum of 5 (five) students per semester will be allowed to use institutional monies to
pay for their study abroad expenses. The selection criteria will be based on students’ GPAs
and information provided in their study abroad applications.
c) For a semester study abroad, the student will pay Shorter’s fees or those of the other
institution, whichever are higher.
d) ”Shorter University Study Abroad Scholarships” will be awarded based on individual
cases. Students interested in applying for such scholarships need to request a “Shorter
University Study Abroad Scholarship” form from the Office of International Programs.
Petitions for such scholarships will be evaluated by the Assistant Vice President of
International programs, Provost, Global Education Committee (when applicable) and
Financial Aid Personnel (when applicable). Decisions will be communicated to the
student in writing and they cannot be appealed.
e) Shorter University institutional aid scholarships may be used for only one semester of study
abroad
f) Students may not receive institutional monies to be used toward study abroad programs
administered through other U.S. institutions.
g) If a student wishes to study abroad for an additional semester, he/she will be responsible
for all fees associated with it. However, a student may participate in short-term, facultyled programs and be eligible for any designated institutional scholarship available.
h) If the student is accepted in a study abroad program and, for some reason, does not
participate or is unable to complete the program, he/she will be subject to any penalties
from the host school, any unrecoverable costs from vendors, and any charges incurred by
Shorter University on behalf of that student. Refunds advanced to the student prior to
scheduled departure must be returned to Shorter University.
i) Should a student drop to fewer hours than registered for at the start of the program and
should the change result in an adjustment of tuition dollars, then refund policies applying
to each type of aid awarded would be used in calculating the refund due to each
scholarship program. If participating in a semester-long program, the student must
maintain a minimum of twelve semester hours in order to avoid the loss of financial aid.
j) Students who receive scholarship money in any form from Shorter University while
studying abroad are expected to return to a fulltime enrollment status at Shorter for at least
one semester following the study abroad. This refers to any kind of institutional
scholarship applied during the semester, and also includes summer and short-term
programs. If the student does not return fulltime, he/she will be billed for the amount of
scholarship funds used during the study abroad program. The exception to this policy is a
11
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senior whose work is completed as a result of the hours earned in the study abroad
program.
k) In case of medical emergency while abroad, any expenses incurred by Shorter University
on behalf of the student must be reimbursed, either by the student or through health
insurance coverage. Usually the student’s health insurance company will require receipts
in English for treatment given in order to process the claim.
l) It is the student’s responsibility to note the refund policies of Shorter University and the
host institution or program for withdrawal from the program.
m)In paying a student’s tuition, room and board, and additional required fees to the host
institution, the financial aid and scholarships in his/her Shorter University account will be
used. In no case, if the host institution fees and expenses are less than those at Shorter,
will a refund of the difference be given. If the fees are less than the refundable “real
money” available in the account (e.g., student payments, Stafford loans, outside
scholarships), consideration will be given to reimburse the student’s airfare, books, and/or
educational travel up to the amount of refundable “real money” available.
n) Expenses that are specifically ineligible for reimbursement are domestic travel to and from
airport, International Student Identity Card, passport, visa, laundry, meals not covered by
meal plan, personal travel, and any other expenses not identified as eligible expenses
above. If a credit is created by a loan or payments on a student’s account, this credit may
be refunded to the student by check, or it may be allowed to remain in the student’s
account for future semesters.
o) Students will pay an annually determined administrative fee to Shorter for all non-faculty
led programs.
p) The following types of aides cannot be used to pay for any study abroad charges:
•
•
•
•

Athletic Scholarship
Tuition Exchange
Tuition Remission
CCCU (Council for Christian Colleges and Universities) tuition exchange

6) Students are required to attend a pre-departure orientation conducted by the staff of the Office
of International Programs at a date to be determined for each program.
7) Students are required to register with the U.S. Embassy in the primary country in which they
are studying (www.travel.state.gov).
8) Shorter University reserves the right to cancel any institutional-sponsored travel abroad by
students or employees should the situation warrant such a cancellation. The university will
consider all pertinent information regarding a trip outside the United States (including travel
advisories, potentially unstable political developments, natural disasters, etc.) in making these
decisions.
9) All Shorter University students participating in any type of study abroad programs (semesterfaculty led) will automatically be enrolled in an international health insurance by the Office of
International Office which will provide for medical evacuation and repatriation.
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10) The student agrees to abide by the various agreements that are a part of the paperwork
completed for the Office of International Programs. Agreements are not stated specifically in
this policy document because they may differ somewhat from program to program.
11) Each student must provide a copy of his/her passport and a copy of the passport for a family
member or person designated in writing who would be able to travel to the student and attend
to the student’s needs.
12) The student will be called on to assist with Study Abroad activities upon return. These may
include the Study Abroad Fair, Pre-departure Orientation, International Education Week,
Global Perspectives Forum, and discussion groups.
13) Upon their return on campus, students will be required to participate in re-entry interviews
with the office of International Program and to complete an in-office survey to assess the
different Study Abroad programs offered at Shorter University.
By signing this form, the student acknowledges, fully understands and commits to comply with
these policies. Student also agrees to share these with his/her family.
___________________________________________
Signature

____________________________
Date
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GLOBAL INITIATIVE APPROVAL REQUEST

Name: ____________________________

Date: __________________________________

College: ______________________________________________________________________
Destination Abroad: ____________________________________________________________
Amount Requested: _____________________
(Attach Travel Request Form)
Description of Proposed Study Abroad Activity:
Course Descriptions:

Explain why is/are this/these courses particularly suited to this area of the world:

Proposed Itinerary:

Travel Dates: _________________________
Approved By: ________________________
(Dean of the College)
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Travel Authorization No. ______________
Travel Request
ALL SIGNATURES ARE REQUIRED PRIOR TO PROCESSING.

Name of Faculty: __________________ ID#:____________________

Date: _____________

Program: ________________________ Account Number: ______________________________
Dates of Travel (From): _____________ To: _________________________________________
Purpose of Travel:

Estimated Costs: (Complete attached Study Abroad Budget Components Form and fill in final
costs)
Total Estimated Expenses:
Signature of Faculty: ____________________________________________________________
Approval: (1) Immediate Supervisor: ______________________________________________
(2) Department Head: _________________________________________________
(3) Assist. VP International Programs_____________________________________
(4) Provost _________________________________________________________
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Publicity and Recruiting Duties

All recruiting and publicity efforts will be performed primarily by the faculty acting as leaders to
student study abroad programs.
The Office of International Programs will gladly assist the faculty leaders in case of extraordinary
circumstances, but all faculty must commit to bear primary responsibility for advertising and
recruiting students for such programs.
Such duties include, but are not limited to, designing and printing brochures, setting up information
table at study abroad fair, producing assorted and detailed information material for students who
visit the fair and speaking at different venues at the University (classes, promotional videos for
SUB49, etc.).
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Budget & Financial Information
1. It is the responsibility of the sponsoring professor to develop, administer, maintain, and
submit accurate records and reports relative to the study trip. The Business Office will
create a trip account for each approved study abroad trip. The Office of International
Programs will handle major expenditures of funds (airline ticket purchases, wire transfers
of funds to overseas vendors for lodging and transportation expenses, withdrawals for
tuition payments, etc.) Managing expenditures during the trip is the responsibility of the
sponsoring faculty member as is submission of all post-trip financial reports.
2. Purchases and payments to vendors during the trip may be made with cash withdrawn from
the trip account prior to departure or through the use of a specially issued University
International Travel credit card. The Business and International Programs offices will assist
the sponsoring faculty member with these arrangements.
3. Each trip participant will have his/her own individual trip account set up by the Business
Office. Deposits made will be identified by individual participant and updated reports will
be available to faculty sponsors upon request. All international study trips must be paid-infull prior to trip departure.
4.

Deposit Schedule
Trip participants are required to pay all travelling expenses prior to departure.
Deposits will be required prior to the trip which will ensure that sufficient monies are on
hand when pre-departure deposits need to be made to confirm travel and/or lodging
reservations. A schedule of deposits also provides participants with a timeline for obtaining
the necessary funds and enables the sponsoring faculty member(s) to keep up-to-date on
the financial status of all participants.
Summer Study Abroad Programs (May-June-July)
$500 Deposit –Due on December 1.
25% of total cost of the trip due by January 31.
50% of total cost of the trip due by February 15.
100% of total cost of the trip due by April 5.
Spring Break Study Abroad Programs (March)
$500 Deposit –Due on October 15.
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25% of the total cost of the trip due by November 15.
50% of the total cost of the trip by December 5.
75% of the total cost of the trip due by January 15.
100% of the total cost of the trip due by February 15.
Christmas Break Study Abroad Programs (December)
$500 Deposit-due September 1.
25% of the total cost of the trip due by October 10.
50% of the total cost of the trip by November 5.
100% of the total cost of the trip due by December 5.
Tuition costs will be charged to student accounts in the semester in which the credits are
earned.
5. Once the trip has received official university approval, the sponsoring professor should:
a. Meet with Admissions and Business Office personnel
b. Provide a list of trip participants to the office of International Programs and the
Business Office
c. Carefully monitor participant contributions
d. Maintain accurate records and receipts of all pre-departure expenditures.
6. Receipts need to be obtained for all purchases and expenditures—including those prior to,
during, and subsequent to the trip. This can be difficult in some countries but every effort
should be made to have a receipt for each trip-related purchase or payment. Original
receipts will be submitted to the office of International Programs along with a final Expense
Voucher following the trip. Photocopies of receipts are to be kept in the faculty sponsor’s
files.
7. University funds may not be used for the purchase of any goods and/or service not
consistent with established SU policies and practices.
8. University funds cannot be used for personal purchases (such as-but not limited: personal
communications: internet charges, email, cell phone, prepaid phone cards, etc.; personal
clothing, toiletries, travel accessories, gifts for others, souvenirs, etc.).
9. Payment for the trip’s academic course tuition will be made by Business Office
withdrawals from each participant’s study trip account. Therefore, when developing the
19

Office of International Programs
Shorter University
trip budget, the faculty sponsor should incorporate course tuition into the anticipated perparticipant costs.

Institutional Program Pricing
Worksheet
Total number of students

Total number of faculty

Total number of courses offered

Total number of staff

STUDENT PROGRAM PACKAGE
Tuition (calculates automatically)

Cost
$0.00

FACULTY EXPENSE

Faculty 1

Faculty 2

Salary

Airfare global

FICA (calculates automatically)

Airfare local 1

Airfare global

Airfare local 2

Airfare local 1

Land Package 1

Airfare local 2

Land Package 2

Land Package 1

Accommodations

Land Package 2

Accommodations

Accommodations

Tips

Accommodations

Event tickets, admissions, entry fees

0

Tips
Event tickets, admissions, entry
fees

Rail local 1
Rail local 2

Rail local 1

Subway pass

Rail local 2

Departure taxes

Subway pass
Departure taxes
Cell phone or SIM card

TOTAL STUDENT PACKAGE
$0.00
Note: Student pays passport fees, visas, vaccinations,
books

Group Meals
Faculty Stipend
Visas

TOTAL REVENUE (Student Pkg x # students)

$0.00

TOTAL EXPENSES
Student travel (Travel pkg x # students)

$0.00

Faculty expense and overhead

$0.00

PROFIT

$0.00

TOTAL
OVERHEAD EXPENSE
Printing of Brochures

TOTAL STUDENT PACKAGE:

0.00

BREAK EVEN PRICE—PROFIT DISTRIBUTED

0.00

SUGGESTED PROGRAM COST

0.00

Emergency funds
TOTAL EXPENSE AND OVERHEAD:

$0.00
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Study Abroad Budget Components

1. Total amount anticipated for the
entire study abroad trip:
2. Anticipated Faculty costs:
Expenses covered by Shorter University:
a. Airfare
b. In-country transportation
c. Lodging
d. Meals
e. Visa (If required)
f. Admission fees (if required)
g. Departure taxes
h. Promotional Expenses
i. Emergency funds (Fixed Amount)

$400.00

Expenses not covered by Shorter
University:
j. International Health Insurance
k. Passport
l. Immunizations
m. Snacks
n. Travel Insurance
o. Cell Phone calls or SIM cards
p. Bank fees
Total
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3. Anticipated Individual Participant
costs:
a. Airfare
b. In-country transportation
c. Lodging
d. Meals
e. International Health
Insurance
f. Passport
g. Visa (if required)
h. Immunizations
i. Admission fees (if required)
j. Tuition
k. Departure Taxes
l. Books & learning materials
as needed
m. Tuition
Total

Signature of faculty leader of Study Abroad trip
By this signature, the faculty understands that no Shorter University funds shall be used towards items mentioned in the "Not Covered" list.
If Faculty leader needs to spend more funds that those of his/her emergency funds, he/she will have to use personal money and apply for reimbursement upon
arrival. Approval of such reimbursement will be decided by the office of International Programs, the Global Education Committee and the Provost.
Such reimbursements are not guaranteed.
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Trip-Related Academic Course Information
Every academic study abroad trip is required to have an academic course component.
1. The sponsoring professor is responsible for developing the syllabus and content for the
academic course unless the course has been previously established with the
department’s approved curriculum.
2. The number of credit hours awarded for the course is flexible.
For every 45 direct contact hours between student and instructor, a 3 credit-hour will be
awarded.
Following these guidelines, a typical summer faculty- led program of 4 weeks would
award a maximum of 6 credit hours.
Faculty who wish to award a greater amount of credit hours (greater than 4 weeks=6
credit hours) must present a detailed teaching plan that meets the necessary number of
contact hours. This plan will then be reviewed by the Global Education Committee
which will make a recommendation to the Assistant Vice President of International
Programs, who in turn will make a final decision along with the Provost.
3. New study abroad courses must be approved by the SU Curriculum Committee, in
accord with established university policy.
4. Depending on the decision of the sponsoring professor and the sponsoring academic
department, study trip courses may be offered as: Special Projects, Electives, or
Academic Major courses.
5. Course credit may be at the undergraduate and/or Graduate level.
6. Course tuition will be at the established SU credit hour rate at the time of the trip.
7. The sponsoring professor will personally register all course participants. Participant
self-registration is not permitted for study trip courses.
8. The sponsoring professor will be the Instructor of Record for the academic course and
will be responsible for awarding course grades at the conclusion of the trip.
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9. If more than one professor is participating in the trip, the instructional load may be
shared or any of the participating professors can serve as instructor.
10. Instructional salaries will be in accord with standard SU policy and practice.

Sample
England 2011
Course Registration Form

Name ________________________________________________________________________
Last

First

Middle

Student ID # ___________________________

ENGLISH 3110 01: British Literature I

3 credit hours

ENGLISH 2125/01-History of British Literature II 3 credit hours

TOTAL: 6 CREDIT HOURS

Student’s Signature: ____________________________________________
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Student’s Advisor Signature: _____________________________________
Faculty Leader’s Signature: ______________________________________

Fundraising for International Programs
Fundraisers for any international trip must be approved by the Office of the Provost and must
adhere to all policies established by the Business Office.
Faculty sponsor/s would need to submit a written report detailing the nature of the fundraising
activities, date, and participants.
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International Health Insurance

All participants in international study abroad programs-faculty sponsors, participants, chaperonesare required to have international health insurance. Standard U.S. health insurance policies are not
sufficient to provide for emergency health care when illness or injury strikes overseas.
The Office of International Programs will automatically enroll all study abroad participants in an
international health insurance policy of its choice. Such enrollment will be mandatory and no
exceptions will be made.
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Premature Return to the U. S. due to *Family Emergency
The following apply to: Faculty Trip Sponsors and Instructional Personnel serving in an
official capacity as university representatives.
1. Faculty and Instructional Personnel leading Study Abroad programs are responsible for all
expenses related to their personal family emergencies (see definition of Family Emergency at the
bottom of this page)
2. It is expected that university faculty members will make every effort to reschedule and/or
exchange their existing airline ticket(s) for flights with the same carrier. The cost of ticket
rescheduling and/or exchange will be at the expense of the affected faculty member. Shorter
University may financially assist the affected faculty member with the cost of rescheduling and/or
exchanging the tickets and other expenses related to their personal family emergency, with the
understanding that reimbursement will be provided to the university within ninety days of the
affected individual’s return to the U.S.
3. If the faculty member is unable to obtain emergency flight(s) on the original carrier, every effort
should be made to cancel the existing return ticket(s) in order that the university recoups a portion
of the cost.
4. The expenses incurred in the purchase of return ticket(s) via different carriers will be at the
expense of the affected faculty member. Shorter University may financially assist the affected
faculty member in the purchase of emergency tickets, with the understanding that reimbursement
will be provided to the university within ninety days of the affected individual’s return to the U.S.
5. Written confirmation of the emergency is to be provided to the Office of International Programs
upon the faculty member’s return to the U.S.

*Family Emergency is defined as the occurrence of a confirmed, serious medical crisis or death
of an immediate family member (spouse, child, parent, grandchild).
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OVERVIEW OF EMERGENCY PROTOCOL
FOR STUDY ABROAD
PREVENTIVE:
Be informed. Utilize the Partner Institution, State Department, Embassy, CDC and other
responsible government and non-government contacts to constantly monitor the local and
international environment.
Visit local health care facilities and have local emergency contact information available for the
police or hospital.
Conduct comprehensive pre-departure orientation that includes detailed discussion about the types
of things that can go wrong and how students should respond, as well as what they can do to
prevent such problems from arising. Collect information from students regarding any dietary
restrictions, allergies, medications, and health concerns. Involve parents or significant others in
orientation, so that they are aware of the dangers involved and appropriate protocol in case of
emergency.
Distribute the NAFSA Promoting Health and Safety in Study Abroad and have both students and
faculty acknowledge having read and understood their responsibilities.
Communicate applicable codes of conduct and consequences of non-compliance. Have a process
for warning or dismissal of students in the event of disruptive or dangerous conduct.
Establish clear, strong, effective lines of communication and decision making with your
host/partner institutions, home campus, students, and families.
Have an Emergency Contact list:
On-site local contacts and administrators
911 equivalent information for your location
Shorter campus contacts (provided by International Programs office)
Student emergency contacts, disability forms, health questionnaires, medical
authorizations,
Insurance information, and passport copies (provided by International Programs Office)
RESPONSIVE:
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Document your actions. Keep all documentation.
Inform and consult appropriate contacts (local officials, host partners, home campus, and
family).
Collect information from multiple sources. Collect as much information as possible.
Obtain permission for medical treatment when required. (Done in advance)
Have a reliable language interpreter if needed.
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Crisis Management
All of the crisis management protocols below require that you contact the Office of International
Programs.
706-233-7409

Cell 706-844-7424

When handling any crisis, DOCUMENT YOUR ACTIONS!
1. Medical Emergencies
Before departure you should learn about the general attitudes toward healthcare in the culture,
e.g., do doctors hesitate to use potent drugs and take a wait-and-see approach or do they
aggressively treat problems? This information will be invaluable in dealing with medical
emergencies.
In cases of serious medical situations, you are to do the following:
a. Take the person to a hospital/clinic, verify the nature of the emergency with a doctor, inform
healthcare personnel about chronic medical conditions, and assist with medical insurance
paperwork. Try to get a receipt for payment in English;
b. Obtain the medical help indicated;
c. Contact the Office of International Programs with the nature of the medical emergency and
keep in regular contact with the Office of International Programs until the emergency has
passed. Advise the Office of International Programs if the student does NOT want the
emergency contact notified;
d. Have the student call the emergency contact. If the student is not able to communicate, the
Office of International Programs will call the contact;
e. If the student is unable to make advance payments for treatment, contact the Office of
International Programs with details. This is a good reason to require that students carry the
International Student Identification Card (ISIC) and recommend that they carry credit cards;
f. If the student has not signed authorization for you to obtain medical treatment, seek
authorization from the student’s contact person. Remember, you are not the student’s legal
guardian, but you should try your best to get medical attention for her/him;
g. The following is a list of information you should obtain to assess the situation:
•
•
•
•

student’s name;
date of accident or commencement of illness;
details of injuries, symptoms, present condition, including temperature;
name and telephone number of attending physician;
30

Office of International Programs
Shorter University
•
•
•
•

name, address, and number of hospital or clinic, if applicable;
drugs administered;
x-rays taken and results; and
surgery proposed. Type of anesthesia. Wait for authorization if necessary and possible.
Work with doctor.

2. Natural Disasters and Group Accidents
In the case of earthquake, flood, avalanche, epidemic, bus crash, etc., you are to do the following:
a. See to the safety of all group members;
b. Communicate immediately with the Office of International Programs as to the safety and state
of health of all group members, the group’s location, plans, and when you will contact the
Office of International Programs again;
c. Communicate the same information to the nearest American Embassy or Consulate.
Diplomatic channels are an alternative way to get information to the Office of International
Programs if public communication systems fail;
d. Consult with American Embassy/Consulate, local police, local sponsors, etc. for advice on
how to respond to situation;
e. Discuss plans with group members. This may include change of location, change in program
schedule, cancellation of the program, or a shift in emphasis in the program;
f. Some students may decide to return home immediately. Of course, this is their prerogative
and you should assist in making arrangements;
g. Keep in touch with the Office of International Programs.
3. Civil Disturbance
a. Be aware of situations and locations that can be potentially dangerous. Warn students and
advise them to avoid such areas. Discourage or forbid, if necessary, attendance at particularly
sensitive political meetings, rallies, or other sizable gatherings;
b. Keep the American Embassy notified of your location at all times if you suspect problems are
likely to erupt. Make sure you fully understand evacuation procedures to be followed in case
it becomes necessary;
c. Keep the Office of International Programs informed of developments and follow instructions
issued by the American Embassy;
d. Contact the Office of International Programs as soon as possible in the event of a coup,
assassination, riot, revolution, etc., so parents who call may be fully informed.
4. Missing Program Participant (more than 24 hours)
a. Inquire with friends and associates of the missing participant about her or his whereabouts;
b. Notify the American Embassy, local police, and local sponsor(s) and give them your telephone
number;
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c. Notify the Office of International Programs at once. The Office of International Programs will
notify the student’s emergency contact. Be sure to provide the Office of International
Programs with as many details as possible regarding what happened and what is being done;
d. Check with authorities daily, and inform the Office of International Programs of any new
developments.
5. Student Arrested
a. Call local law enforcement agency;
b. Visit student in jail and determine what happened;
c. Have the student call the emergency contact. If student is unable to make call, the Office of
International Programs will call contact;
d. Report situation to American Embassy or Consulate;
e. Assist student in obtaining funds for bail if possible;
f. Notify the Office of International Programs about incident.
6. Robbery
a.
b.
c.
d.

Call local law enforcement agency;
Assist student in obtaining funds to replace stolen money;
Have student call emergency contact;
Notify the Office of International Programs.

7. Assault
a. Go through medical emergencies protocol in section 1;
b. Call local law enforcement agency to report incident;
c. Notify the Office of International Programs about the incident.
8. Rape
a. Go through Assault protocol in section 7;
b. Notify the Office of International Programs about the incident;
c. Help student find counseling. Keep in mind that, in many cultures, medical doctors are often
the first point of contact for people struggling with emotional or psychological issues;
d. Help student (if requested or required) return home.
9. Death of a Student or Faculty Member
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If a student or faculty member dies while participating in the program, record all available facts
accurately. The atmosphere surrounding the program will be emotionally charged, and it will be
difficult to manage the program while handling all of the details listed below. Even so, it is very
important that the tasks below are handled promptly and effectively.
Take the following steps if a student or faculty member dies:
a. If word comes by phone, obtain the identity of the person giving the information;
b. Determine the cause of death—if an illness, what illness; if an accident, what kind, where did
it happen, who else was involved, etc.;
c. Find out time and place of death;
d. Get name and address of undertaker, if available;
e. If the participant died in an accident, inquire about the local laws regarding autopsy;
f. Find out if anyone has contacted the participant’s family;
g. Contact ISIC and, if applicable, the participant’s insurance company for coverage of
repatriation of remains.
Reporting the Information:
a. Inform the Office of International Programs immediately. The Office of International
Programs will then inform Shorter University’s Administration (Provost, President and Vice
President of Student Affairs (in case of death of a student)). The participant’s family will be
notified personally;
b. Notify the U.S. Embassy or Consulate.
Follow-up:
a. Continue to keep a chronological record of events and actions as they occur;
b. Talk to other student participants and keep them informed and counseled;
c. The Office of International Programs will give the participant’s family as much support as
possible;
d. The Office of International Programs will send a letter of sympathy to the participant’s parents;
e. The Office of International Programs will assist the program director in making arrangements
for the repatriation of the body or remains;
f. Gather the participant’s belongings and make an inventory;
g. Ship the belongings and inventory to the Office of International Programs, which will forward
everything to the participant’s family.

Death of Faculty Member:
A member of the administration will travel immediately to the location abroad to assist with
all the necessary arrangements.
a.
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b. The faculty in location will assess the emotional and psychological state of the group and
make a decision about the remainder of the program.
Death of student:
a. The faculty in location will communicate with the administration.and a decision will be
made on the future of the remainder of the program.

Rules of Behavior and Penalties
You should familiarize yourself with the rules and penalties according to the Study Abroad Rules
of Behavior, which students will sign at Orientation. Please review these rules verbally with
students.
I understand and I agree to follow the above described Crisis Management policies.

Faculty’s Signature_________________________

Print Name_______________________

Date_______________
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SAFETY AND LIABILITY PROTOCOL
TO:

Study Abroad Program Directors

FR:

Office of International Programs

RE:

Study Abroad Program Directors Safety and Liability Protocol

The attached materials have been developed to assist program directors with regard to the health
and safety of participants in study abroad. Please review them carefully, as several actions are
required of you.
I. Please read the following documents and return the signed confirmation form to the
International Programs office. We must have your signed form in case of litigation to
document that both you and the institution have made a good faith effort in the area of safety and
security of study abroad participants. These documents are somewhat repetitious, but each serves
a purpose:
1.
2.
3.
4.
5.
6.

Overview of Emergency Protocol for Study Abroad
Emergency Contact List
Crisis Management
Student Statement of Responsibility
Study Abroad Rules of Behavior
Promoting Health and Safety in Study Abroad

II. Make sure that all participants in the program read and sign the following materials:
1. Student Statement of Responsibility
2. Study Abroad Rules of Behavior
3. Promoting Health and Safety in Study Abroad
III. Please take these materials with you on the study abroad program. Please keep your
emergency contact list with you at all times. In addition, please note that all programs are
required to conduct at least one orientation session and to conduct program evaluations upon
completions. Assistance in the development of orientation is available from the Office of
International Programs.
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SAFETY AND LIABILITY PROTOCOL FOR STUDY ABROAD
PROGRAM DIRECTORS
MANDATORY SIGN-OFF SHEET
I have read the following documents and understand the protocol and guidelines by which all study
abroad programs shall operate. I will make a good faith effort to adhere to these protocols and
guidelines as circumstances require.
1.
2.
3.
4.
5.
6.

Overview of Emergency Protocol for Study Abroad
Emergency Contact List
Crisis Management
Student Statement of Responsibility
Study Abroad Rules of Behavior
Promoting Health and Safety in Study Abroad

I will assure that all participants in the program read and sign the following materials:
1. Student Statement of Responsibility
2. Study Abroad Rules of Behavior
3. Promoting Health and Safety in Study Abroad

____________________________________
Name (print)
____________________________________
Signature
____________________________________
Date
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Safety First
Students’ safety is vital for Shorter University at all times. That is why we take great caution in
advising study abroad locations to our students.
Having our students’ well-being in mind at all times, Shorter University does not allow its students
to participate in any study abroad programs in locations of the world that appear in the Travel
Warning List of the United States Department of State.
https://travel.state.gov/content/travel/en/traveladvisories/traveladvisories.html
*Travel Warnings are issued when long-term, protracted conditions that make a country
dangerous or unstable lead the State Department to recommend that Americans avoid or consider
the risk of travel to that country. A Travel Warning is also issued when the U.S. Government's
ability to assist American citizens is constrained due to the closure of an embassy or consulate or
because of a drawdown of its staff.
Shorter University reserves the right to prohibit travel to its students, faculty and personnel to
locations it considers as dangerous even if such locations are not included in the Department of
State Travel Warning list.
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International Visas
If the country you are planning to visit requires issuance of a Visa, this may entail submission of
individual participant passports for review by the country’s embassy in Washington, D. C. This
process can take two to three weeks to complete.
The Office of International Programs recommends the services of Travel Document Systems
(TDS), Washington, D.C., to safely handle the processing of Visa applications. Visa application
forms are available for download from the TDS website (http://www.traveldocs.com/).
Once passports are received at the TDS office (sent by the faculty sponsor via FedEx Overnight),
they are hand-carried to the embassy in question, processed, and then FedEx’d back to the faculty
sponsor.
Each embassy has its own fee for processing Visas; TDS also charges a handling fee. These fees
are identified on the TDS website and should be included in the overall trip budget calculations.
SU groups will find it beneficial to process all Visa requests at the same time rather than on an
individual basis. Therefore, it is advisable for the faculty sponsor to include within the overall trip
timeline a date by which all participants are to have obtained their passport, completed the Visa
application form and submitted it and their passport to the faculty sponsor.

38

Office of International Programs
Shorter University

Sample
Letters
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Sample
23 April 2013
Dr. Peter Smith
Assistant Professor of Physical Science
Dear Dr. Smith,
Your proposal to direct the Teaching & Learning in Ghana Program 2014 was reviewed by the
Global Education Committee. The Committee is pleased to inform you that it recommended its
approval.
The Assistant Vice President of International Programs and Provost have approved the
Committee’s recommendation.
According to the Study Abroad Budget Components form that you attached along with your
academic proposal, you have estimated a suggested program cost per student of $ 6,000 2
This committee will allocate a total of $ 78,994 3 in the GHANA 2015 Account in order to cover
needed expenses for the preparation and planning of the trip.
Please be certain to submit a final Expense Voucher form along with a copy of this letter when
you return to campus following your trip. Within one month of the completion of the activity,
please submit a written summary of the trip activities and the specific applications of this project
to the University to the Provost, the appropriate Dean, and the Office of International Programs.
Please include reference to GHANA 2015 in all accounting reports and correspondence with the
SU Business Office and the Global Education Committee.
Thank you for your involvement in and commitment to international studies at Shorter
University.

Global Education Committee, Shorter University

2
3

Estimated cost based on a minimum of 12 recruited students.
$5,732 x 12=$68,784+$10,210=$78,994
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Parent Assurance Letter
Sample

August 27, 2013
Ms. Mary Taylor
258 Oak Hill Rd.
Rome, GA 30165
Dear Ms. Taylor:
As Director of the Teaching & Learning in Ghana program and leader of this summer’s trip, I want
you to know how happy I am that Amanda is going to be a member of our group. This will be an
incredible, life-changing experience for her; one that she will remember and profit from for years
to come.
Ghana is a wonderful country, populated by the friendliest people in West Africa. It has a stable
government with a democratically elected president and parliament. Its economy is strong in
comparison to many African nations, its people are welcoming and generous to visitors, and its
streets are safe. There are over sixty indigenous languages spoken throughout the country;
however, the official language of the nation is English and all schools employ English as the
principal language of instruction. Fante is the language spoken in the area of Ghana in which we
will be working; but most people also are conversant in English.
This will be my fifth trip to Ghana; my third leading groups of students. We have established
professional and personal relationships with many people in the capital city of Accra and in the
city of Cape Coast. And they look forward to our visits each summer. Travel for the group in Accra
and to and from the cities of Cape Coast and Kumasi will be by chartered bus. Within the Cape
Coast area, where we will spend the majority of our time, we will travel by means of a hired Tro
Tro, the Ghanaian version of a 12-passenger mini-van, and by local taxis.
Our Cape Coast guest house is a 5-minute taxi ride or twenty-minute walk from the University of
Cape Coast where there are several internet cafes available for e-mailing. There is also a phone
box at our guest house and since we will be occupying the entire facility for our Cape Coast stay,
there will be ample opportunity for TLG participants to call home. The phone numbers I’ve
included below are for your information and are only for use in an emergency situation.
Southern Ghana, where we will be, is predominantly “Christian” in its history and outlook. (Note
the name of the fruit stand in the picture below.) In Accra, our hotel is one block from the Tesano
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Southern Baptist Church and we will be worshipping there with Reverend John Ankrum and his
congregation while we are in the capital city. In Cape Coast, while our primary focus will be on
teaching and working with school children in classrooms, we will also be seeking opportunities to
engage in afternoon children’s ministries in the villages where we will be working. We are all very
excited about the variety of prospects this trip holds for us.
Please do not hesitate to call or e-mail me if you have any questions as we approach our departure
date of July 6, 2013. As you can see from the Itinerary, we will re-enter the U.S. at the HartsfieldJackson Atlanta International airport. Should you wish to meet Amanda there rather than in Rome,
you may do so; but we will need to know ahead of time that this is what you want to do because it
will affect how Amanda goes through customs.
Cordially,
Maria Garcia, PhD
Professor of Education
Office: 222-123-5525
Home: 231-258-6585
mgarcia@ssss.edu
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Support Request-Student Letter
Sample
STUDENT’S NAME
STUDENT’S ADDRESS
DATE
Dear ADDRESSEE,
This summer, July 6-3 1, 2014, I will be traveling to Ghana, West Africa, on a teaching mission
with a group of Shorter University School of Education Students. We will spend three weeks
teaching in several village schools in Cape Coast, Ghana, and experiencing life in this developing
African country. Our team will devote the next six months to learning about Ghana and preparing
lessons to teach to our Ghanaian students. We will also be assembling “educational suitcases” full
of school materials to take with us and leave with the teachers to use when we are gone.
We will be participating in Sunday worship services at the Tesano Baptist Church in Accra,
Ghana’s capital city, and fellowshipping with the Tesano Baptist Church Youth Group. While in
Cape Coast, we will be pursuing Christian ministry and witnessing opportunities with children in
the villages where we will be teaching.
The purpose of this letter is to request your support as I prepare for this exciting and unique
opportunity. I need people who will pray for me and my fellow team members as we prepare and
as we travel to Africa for three intensive weeks next July.
My participation in this program will cost $4000, which will cover my airfare, in-country
transportation, meals, lodging, visa and course tuition. If you would like to participate financially
in helping me raise the necessary funds, I would greatly appreciate it. Contributions can be made
through checks made out to “Shorter University” with my name & Ghana in the note line at the
bottom of the check. However, if you cannot help financially, I hope you will keep me and my
team members in your prayers.
Thank you for your help,
Sincerely,
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Contributor
“Thank You”
January 25, 2014
Mary Smith
529 Smokey Dr.
Lilburn, GA 30047
Dear Mr. and Mrs. Allen:
On behalf of the Shorter University School of Education Ghana 2014, I want to thank you for your
generous donation to our project in Africa this summer. Your contribution has been deposited into
Kimberly Kennedy’s TLG-05 account and will be used to offset the substantial cost of her
participation in this educational mission.
We are excited about the opportunities that await us in Ghana and greatly appreciate your interest
and support of our efforts. We count on your prayers as we prepare during the next several months
and then as we travel to Ghana in July 2014.
Cordially,
Maria Castañeda, PhD, Professor of Education
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PRESS RELEASE: MAY 2013
SCHOOL OF EDUCATION
Shorter University

The School of Education at Shorter University, Rome, Georgia is pleased to announce that Leah
Smith, daughter of Marion Smith, Columbia, SC, will be traveling to Ghana, West Africa, this
summer as a member of the University’s Teaching & Learning in Ghana 2014 Team. The TLG
program is designed to provide undergraduate and graduate Teacher Education students with the
opportunity to spend three weeks in Ghana during the summer engaged in teaching K-8th grade
students in village schools near the city of Cape Coast. Participants will work with Ghanaian
teachers to develop and reach lessons within the schools’ established curriculum, present
demonstration lessons using a variety of instructional styles, and immerse themselves in Ghanaian
village life.
The Republic of Ghana, located on the Atlantic Ocean in West Africa, is approximately the size
of the state of Oregon. Oregon has a population of 3 million people; Ghana boasts a population of
almost 20 million and of that number, 41 percent are under the age of fifteen. The national literacy
rate hovers around 40%. Compulsory education through elementary school is the law, but large
number of children in rural villages do not attend school. For those children fortunate enough to
be able to go to school, government regulations require them to purchase their own textbooks,
school materials and uniforms.
The Teaching & Learning in Ghana program is designed to provide bi-annual trips to Ghana.
Group membership is open to Shorter University School of Education students.
Peter Smith
Professor of Education
Director: Teaching & Learning in Ghana Program
School of Education
Shorter University
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Participant
information
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PACKING TIPS
•
•
•

•
•
•
•
•
•
•
•

PACK LIGHTLY. Think in terms of what you can do without. Share items if possible
with another traveler (hair dryer, travel iron, etc.) Carry travel-size items you can throw
away when empty.
Verify luggage quantity and weight limits for the airlines on which you will be
traveling.
Place a luggage tag with contact information inside your luggage as well as outside.
•
Put a copy of your full itinerary inside your luggage in case it is lost.
•
Make an itemized list of your luggage contents for insurance purposes in
case it is lost. Store with important documents in hidden waist pack.
•
Photocopy all important documents and bury in luggage. Carry originals in
hidden waist pack.
•
Give photocopy of passport, health form, driver’s license, and credit cards
to family in U.S.
Email a list of your family and friends’ email addresses to yourself at a web mail account.
If you lose them on your trip, you can retrieve them through your email.
Put an emergency card in your purse and carry-on luggage with emergency contact
names and numbers and medical information (i.e., allergies to medication, etc.).
Make sure Swiss army knives, scissors, nail clippers, razors, or any other weapon-like
objects are in your checked luggage.
Spare lithium batteries must be packed in carry-on luggage with terminals covered.
Make sure travel documents, keys, prescription medications, toiletries, valuables, and an
extra change of clothes and underwear are in your carry-on luggage.
You may only carry liquids in your carry-on luggage if they are in 3-oz. bottles or
smaller which fit in a 1-quart Ziploc bag. All other liquids will be confiscated at the
security check-in.
Take a pair of sturdy shoes. Don’t rely or flip-flops or sandals.
Pack your heaviest items, such as shoes and hair dryer, at the bottom (wheeled) end of your
suitcase.
•
Wrinkles are caused by under packing, allowing clothes to shift, and over
packing, squishing clothes. To avoid wrinkles, pack lightly but tightly. Use airsuction bags to stabilize clothing.
•
Over packing luggage stresses zippers when it’s tossed around at the airport.
•
Wear stretchy, non-binding clothes on the plane. Wear loose or open shoes
in case your feet swell. A light jacket for the plane will keep you from being chilled.
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MASTER PACKING
LIST
Documents
Cash, bank cards, credit cards, traveler’s
checks Driver’s license / photo I.D.
Passport and visas
Health insurance card
Vaccination certificates
Travel ticket(s)
Itinerary
Photocopies of passport, visas, driver’s
license,
credit cards, traveler’s checks, tickets,
prescriptions, vaccination certificates,
health insurance card, and extra passport
photos (one set buried in luggage; leave
one set with family in U.S.)
International calling card access number
Emergency phone and email list (family,
banks, embassies, doctors)
Medical/allergy information in wallet or
bracelet
Adequate medical coverage for travel
Travel document organizer
Clothing and Accessories
[Dark clothing shows dirt and wrinkles less]
Shirts and blouses (cotton/polyester blend,
silk)
Pants, cropped pants, and skirts (jeans too
hot for summer travel)
Light jacket or heavy coat
Sweaters
Blazers
Underwear, bras, and slip (silk, microfiber
or stretch lace breathe better than nylon;
dry faster than cotton)
Hosiery and socks (cotton-nylon blend)
Shoes and sandals (broken in), bedroom
shoes, shower shoes
Soft, cushy socks or slippers for airplane
Cotton bandanas

Hat
Pajamas and robe
Bathing suit and coverup
Belts and scarves
Jewelry
Rainwear or poncho
Purse or in-flight bag
Personal Care and Toiletries
Prescription medicine
Copies of prescriptions (bury in luggage)
Daily vitamins and supplements
Antibiotics (for stomach/respiratory
ailments)
Anti-inflammatories, pain relievers
Non-aspirin pain reliever—Tylenol, Alleve
Hand sanitizer
Moist towelettes or baby wipes
Antiseptic wipes
Assorted bandaids
Moleskin
Antibacterial cream or first aid cream
Anti-itch cream
Cough drops
Cold medicine, decongestants, or Nyquil
Tylenol PM to induce airplane sleep
Allergy medications (Benadryl)
Acidophilus supplement to aid digestion
Vitamin B complex vitamin (containing 100
mg of Vitamin B1) to repel mosquitoes
Indigestion treatment--Tums
Diarrhea treatment--Immodium
Constipation treatment--Ex-lax
Fiber supplement--Metamucil wafers
Malaria tablets
Jet lag remedy—“No-Jet-Lag”
Eye drops
Dentemp dental repair
Toothbrush and toothpaste
Dental floss
Razor
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Shaving cream
Deodorant
Moisturizer
Makeup and powder
Hand mirror
Hand lotion and foot lotion
Comb and brush
Hairspray
Shampoo and conditioner
Liquid soap and bar soap
Baby powder (dry shampoo for hair)
Feminine products
Kleenex and/or toilet paper
Mouthwash
Perfume
Sunscreen
Lip balm (with sun protection)
Cotton swabs
Tweezers
Nail clippers and nail file
Insect repellent
Mosquito net
Travel hairdryer (dual voltage)
Fast-drying face cloth and towel
Sunglasses
Extra prescription glasses
Eyeglass repair kit
Sink stopper, clothesline, clothespins
Inflatable hangers (to dry clothes)
Laundry detergent in plastic container
Laundry bag
Hanging toiletry bag
Travel sewing kit
Wrinkle removal spray OR
fine-mist water spray bottle
Ear plugs
Ear planes (to adjust ears to air pressure)
Eye mask
Snacks, especially protein or fiber bars
Water bottle and holder
Water purifier or purification tablets
Folding cup

Extras
Digital camera and memory card
Rechargeable batteries
Electrical adapters and converter
Hidden money belt / waist pack
Air-sealed packing bags for luggage
or packing cubes
Travel alarm clock
Night light
Swiss army knife (no longer than 2-inch)
Compass
Duct tape, small roll
Foldable tote bag or daypack
Flashlight, small
Folding umbrella
Books, magazines, disposable
Playing cards and travel games
Safety pins and spare buttons
Manicure scissors
Elastic bands, rubber bands
Bungee cords
Assorted resealable plastic bags
Open baggie of dryer sheets for freshness
Pens/pencils, notepad
Journal
Paper and envelopes
Pre-typed address labels of family and
friends
Neon luggage tags or straps
TSA certified baggage locks
Split keyrings for locking luggage
Spot remover (Shout wipes or
Goop grease remover)
Inflatable neck pillow for napping
Pillowcase
Extra shoelaces
Area map
Travel guidebook / field guide
Post-its to use with guidebooks
Language phrase book
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Binoculars (compact)
Night light
Foreign exchange calculator
Solar calculator
MP3 or DVD player
Cell phone and charger, if it works abroad
Loud whistle to attract attention
Door stop

Personal/door alarm (dual usage)
Personal travel fan
Mailing tube for protecting posters or prints
Gifts for hosts
Photos of family and home in plastic baggie
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BAGGAGE ALLOWANCE
British Airways – Atlanta to London AND London to Atlanta 4
Carry-On Bag
• You are allowed one piece of hand baggage plus a laptop or handbag.
A 23kg (50lbs) maximum bag weight applies and you must be able to lift the bag unaided into
the overhead lockers in the aircraft cabin.

•

Checked Baggage
You are allowed to check 1 suitcase (free of charge) with a maximum weight of 23 kg (50 lb.).

4

Source: British Airways Website:
http://www.britishairways.com/travel/baggag/public/en_us?source=MNVINF1baggage_essentials&link=
main_nav
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The maximum dimensions of the bag are:
90cm x 75cm x 43cm (35.5in x 29.5in x 16 in),
including the handle, pockets and wheels.

In order to check an additional bag, it would be $60 per bag.
Overweight baggage charges:
Weight

Overweight baggage charges

More than 23kg (51lb) and less than 32kg
(70lb)*

£40 or local equivalent at check-in
($60 from any US departure airport)

More than 32kg (70lb)

Baggage over 32kg must be shipped separately as freight or
cargo.

Restrictions and allowances for liquids departing from USA and Canada
Restrictions on the quantities of liquids, gels or pastes are:
•

they must be held in individual containers not exceeding 100ml (3.5 US ounces)

•

the containers must be carried in a separate, clear-plastic, zip-top or re-sealable bag

•

the bag must not exceed 20cm x 20cm (8ins x 8ins) in dimensions

•

the bag must not exceed one liter capacity

•

the bag must be completely closed

•

the items must fit comfortably in the bag

•

the bag must be x-ray screened separately from other hand baggage at airport security points

•

before boarding, secondary searches may be performed if you are carrying liquids.
Duty-free goods containing liquids may be carried, provided they are purchased after the security
screening point. We advise you to pack any duty-free liquids in your checked baggage where
possible.
If you are departing the US or Canada, your duty-free liquids will be delivered to the boarding gate
or pick-up point in the secure area in a Sealable Tamper-Evident Bag (STEB).
52

Office of International Programs
Shorter University

International Health Insurance
All participants in international study abroad programs-faculty sponsors, participants, chaperonesare required to have international health insurance. Standard U.S. health insurance policies are not
sufficient to provide for emergency health care when illness or injury strikes overseas.
The Office of International Programs will automatically enroll all study abroad participants in an
international health insurance policy of its choice. Such enrollment will be mandatory and no
exceptions will be made.
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Premature Return to the U. S. due to *Family Emergency
The following apply to: Student Participants.
1. All cost related to emergency return to the U.S. will be born by the affected individual(s).
2. The trip’s sponsoring faculty member will assist the affected individual(s) in rescheduling
and/or exchanging existing airline tickets for flights with the same carrier. The cost of ticket
rescheduling and/or exchange will be born by the affected individual(s).
3. Should rescheduling of existing tickets with the initial carrier not be possible, the cost of
purchasing emergency return tickets to the U.S. on another carrier will be the responsibility of the
affected individual(s).
4. If the trip’s sponsoring faculty member determines that a true emergency situation exists, he/she
may financially assist the affected individual(s) in the purchase of emergency tickets, with the
understanding that reimbursement will be provided to the university within ninety days of the
affected individual’s return to the U.S.
*Family Emergency is defined as the occurrence of a confirmed, serious medical crisis or death
of an immediate family member (spouse, child, parent, grandchild).
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International Travel Safety Information for Students
Following is the Department of State's message to U.S. students, providing important safety
information they need to know when traveling abroad.
Travel safety is a major concern. Although most students will have a safe and enjoyable adventure,
for some the trip will become a nightmare with a serious impact on the rest of their lives.
Disorderly or reckless behavior can have serious repercussions. In many countries, conduct that
would not result in an arrest in the United States may constitute a violation of local law. Some
Americans go abroad assuming that local authorities will overlook such conduct because they are
American citizens. The truth is that Americans who violate the laws of the countries they visit may
very well be arrested, and they could face severe penalties, including long prison sentences.
Being arrested is not the only misfortune that can occur on a foreign vacation. Americans have
been badly injured or have been killed in automobile accidents, falls, and other mishaps.
Other safety issues are of major concern as well. Standards of safety and supervision overseas may
be different from those in the United States. Many Americans have died after automobile accidents
on bad roads and after falls from poorly-fenced balconies. Americans should also exercise caution
when swimming or engaging in water sports. Currents on both the Caribbean and Pacific Coasts
of Central and South America can be swift and dangerous, and in many areas there are few
lifeguards or signs warning of dangerous beaches. In addition, travelers should be aware that tidal
currents before and after storms are strong and unpredictable. Several American citizens drown
each year due to riptides or sudden drop-offs while in shallow water. In some countries, the water
sports and scooter rental industries are not carefully regulated. Visitors should rent equipment only
from reputable operators and should insist on sufficient training before using the equipment. Every
year people are killed or injured by the improper use of scooters, jet-skis, and personal watercraft
or by the careless operation of such equipment by others. The exercise of simple common sense
can help to minimize risks.
Americans are strongly urged to register their foreign travel on the State Department's website at
https://travelregistration.state.gov before the trip begins. Travel registration makes it possible to
contact a traveler if necessary, whether because of a family emergency in the United States or
because of a crisis in the foreign country. Registration is a free service provided by the State
Department and is easily accomplished online. (Note that, in accordance with the Privacy Act, the
Department of State may not release information about a citizen to inquirers without express
written authorization.)
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For further information contact: Bureau of Consular Affairs Office of Public Affairs, Internet
address: http://travel.state.gov, Public inquiries: toll-free (888) 407-4747
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student
Forms
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Participant Agreement Statement
I, ________________________, as a participant in Shorter University’s (Program Name), (Dates
of travel), and in consideration of said membership, agree as follows:
•

•

•

•

•

•

________ I grant Shorter University or any of its officers or agents, full authority to take
whatever action they feel is warranted under the circumstances regarding my health and
safety. This authority will permit Shorter University, its officers or agents at their discretion
to place me, at my own expense, in a hospital at any point for medical services and
treatment; or, if no hospital is available to place me under the care of a local medical doctor
for treatment. Shorter University, its officer or agents are further authorized to fly me back
to the United States (my home area) at my own expense for medical treatment if this is
deemed necessary by the officers or agents of Shorter University in consultation with local
medical authorities.
________I will abide by the rules set forth for the (Program Name) and not break laws of
the country we are entering. Should any of these rules of laws be broken, I will not hold
the officers or agents of Shorter University responsible, and I will abide by the decisions
of the appropriate legal authority.
________ Shorter University reserves the right to terminate my participation in the
program for failure to uphold Shorter University standards, or if the University deems my
conduct is detrimental to or incompatible with the interests, harmony, comfort, or welfare
of the program as a whole. I further understand that if my participation is terminated, only
the funds not actually used will be refunded and I will be sent home at my own expense.
________ I agree the Shorter University reserves the right to make cancellations, changes
or substitutions that result from emergencies, changed conditions or the interests of the
group prior to tour departure. I further understand that the announced fee is based on current
tariffs and that Shorter University reserves the right to alter the participant cost in order to
meet changes in airline fares, lodging rates, etc.
_______ I agree that if the conditions and agreements as stated in the (Program Name)
program brochures and information distributed to me must be altered because of war,
strike, weather, government restrictions or regulations, acts of God, or any other like
reason, Shorter University shall have the right to make such alteration or cancellation of
part or all of the program and refund can be made only of those funds not actually used or
committed, the amount of said refund in each individual case to be determined by Shorter
University.
_______ I hereby grant Shorter University permission to reproduce in their campus
yearbooks, catalogs, or other advertising or promotional material any photographs, movies,
or sound recordings of me taken during the period of time that I am participating in the
(Program Name), and also any written statements I may make concerning this program.
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•

_______ I hereby release Shorter University and waive any claims of whatever nature
against Shorter University arising from any act or omission of any person, corporations, or
entity not under the direct supervision and control of Shorter University at the time of such
act or omission. I further release Shorter University from any liability for any acts or
damage to my person or property arising out of an accident or disaster during the time of
my travel with this program.

SIGNATURE: ______________________
DATE: ______________________
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APPLICATION FOR
STUDY ABROAD
______________________________________________________________________________
First Name
Middle Name (not initial)
Last Name
Suffix
Date of Birth ____________________________________
Major ___________________________
Student ID# ________________

Male__________ Female ___________

Minor _______________________

Current class: (circle) FR

SO JR SR

GPA ________________
Campus Box _________

Home Address _________________________________________________________________
Cell Phone ________________________________

Home Phone _______________________

School Email ______________________________

Personal Email _____________________

Name of Study Abroad program:___________________________________________
Why do you want to participate in a Study Abroad Program? What goals would you like to
accomplish?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Explain how you think this experience abroad would contribute in your career plans:
______________________________________________________________________________
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______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

AGREEMENTS
This application will be evaluated by the Global Education Committee, and a decision will
be made by its chair and the Provost, after its recommendation.
The student will receive a letter stating whether approval was granted/ denied to study
abroad. This decision is final and cannot be appealed. Students can, however, resubmit another application the following semester. If a student is denied permission to
study abroad two (2) times, the committee will not consider any more applications from that
student in the future.
In case of approval, students must submit a nonrefundable deposit of $500 to the
Business Office no later than 15 business days after the date of the acceptance letter.
Failure to proceed as indicated will result in the expiration of the student’s
approval to study abroad. Please make checks payable to SHORTER UNIVERSITY.
Application and acceptance into a study abroad program signifies a serious commitment of time, money,
and effort on the part of students and professors to complete the entire program. The commitment may
have to be shown by relinquishing some personal or social time for the required events while abroad, and
the completion of papers, projects, etc. after you return home. Please read and understand the information
below very carefully before you sign this application.
You understand that, if accepted for a study abroad program, you will:
1. Register for the required number of credit hours for the program.
2. Attend campus meetings established by faculty of the program.
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3. Provide all necessary paperwork / documentation according to checklist provided to
participants.
4. Secure a passport and travel visa, if necessary.
5. Secure all necessary inoculations and/or medical prescriptions to stay healthy abroad.
6. Make full payment for program according to the required timetable.
7. Abide by college rules and special requirements for study abroad.
8. Not be eligible for refund of any payments except: 1) if the program is cancelled for
insufficient number of students; 2) if student is removed from the program for sufficient
cause; 3) in the case of student’s illness or accident (certified by physician); AND only if
payment can be recovered from vendors (see below).

You also understand and agree to the following policies:
Class Attendance: Students will be enrolled in specific classes for the study abroad trip that he/she will
participate. The student is expected to attend all classes and other required activities. No unexcused
absences will be allowed, either in meetings prior to the trip or while abroad.
Refunds: No refunds will be given if the student drops out of the program, except those that can be
recovered from airlines or other vendors to whom payments have been made. If payments have been
made to vendors that exceed the student’s payments thus far, and the student must withdraw, the student
is responsible for covering those extra costs. If circumstances force the student to leave the program
while abroad, the student will pay any extra costs incurred.
Scholarship Guidelines: If the student fails to return to Shorter University full-time for the semester
after using scholarship funds from Shorter University to study abroad, then the student must repay Shorter
University for the study abroad scholarship.

Early Withdrawal: The Office of International Programs, and/or the faculty leader of the group has the
right to withdraw a student from the program at any time if the student behavior is deemed disruptive or
harmful to self, the group, or the program. If the student is removed from the program while on the trip,
he/she must return home at his/her own expense.
Signature _______________________________________
Date____________________________________
Please return completed form your Group Leader
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Please print the following portion of the application and take it to your Academic Advisor to
complete.
Please communicate to your advisor that this form SHOULD NOT be returned to you. It needs
to be sent directly to the Office of International Programs (MFA 202). Thank you.

ACADEMIC ADVISOR’S RECOMMENDATION FOR
STUDY ABROAD
______________________________________________________________________________
Student’s First Name
Middle Name (not initial)
Last Name
Major ___________________________

Minor _______________________

GPA ________

Advisor Recommendation:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________
Advisor’s Signature: ____________________________________________________________
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STUDENT ESSAY FOR STUDY ABROAD
You should use this space to write a personal essay explaining the reason for the designated
location, what is hoped for in terms of personal and academic development, and the goals
you wish to accomplish. (You may wish to use a word processor for this. If so, please attach
a hard copy to this form.)

I understand that if I receive scholarship money of any kind from Shorter for this study
abroad and, if for some reason, am unable to participate in and complete the program, I will
be subject to any penalties from the host school, and unrecoverable costs from vendors, and
any charges incurred by Shorter University on my behalf.
Signature of student _________________

Date: ____________________
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Study Abroad Policies
Please refer to Study Abroad Policies included in pages 9-13 of this manual.

Student Statement of Responsibility
International Study
Location___________________________Term______________________

1. I acknowledge that participation in a study abroad program involves some risk of injury,
illness, or loss of personal property. I understand that I am responsible for my day-to-day
choices and behaviors regarding my own health and safety before and during the program.
2. I understand that as an American citizen in a foreign country, I will be subject to the laws of
that country. I understand that that being charged with any infraction of the laws of the host
country is grounds for immediate expulsion from the program, without refund. In addition, I
understand that should I have any legal problems in the host country, I will be responsible for
any legal costs incurred as a result.
3. I agree that I, along with my parents or guardian, will be fully responsible for any and all
expenses, including transportation costs, associated with or in any way related to my medical
care. I will be responsible for bringing a supply and administering any prescribed medications.
I further certify that, to the best of my knowledge, I am in good health and physically capable
of undertaking an intensive program of foreign study; any medical or health-related problems
have been explicitly described to the program director.
4. I agree that in the event that I become detached from the group due to failure to meet the group
at an assigned time, I will bear all responsibility to seek out, contact and reach the group at its
next available destination. I understand that I will bear all the costs involved in contacting and
reaching the group.
5. I agree that I shall be subject to the supervision and authority of the faculty in charge and to
the standards of conduct stipulated by the faculty in charge. I further acknowledge that the
supervising faculty have the sole authority to make decisions regarding the continued
participation of any individual in the program whose conduct may necessitate disciplinary
action.
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6. I understand that if my participation in the Program is terminated by the Program Director, I
will be dismissed from the program with no refund of fees. If I am dismissed before the
completion of the program, I agree that I, along with my parents or guardian, will be
responsible for any and all costs and expenses associated with my return home. I also
understand that if I leave the Program voluntarily for any reason, including illness, I will be
responsible for any and all costs and expenses associated with my return home and that there
will be no refund of any fees.
7. I authorize Shorter University to communicate in emergency situations with the contact
person(s) provided in my application materials.

___________________________________

______________

Signature of Participant

Date

___________________________________
Name of Participant (Print)
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Study Abroad Rules of Behavior
(Student reads and signs)

1. All Shorter University students participating in any study abroad programs should follow the
same Student Life Policies, Regulations and Conduct included in the Shorter University
Student Handbook :
http://www.shorter.edu/wp-content/uploads/handbook_2017_2018.pdf
2. Evidence of drinking alcohol and/or use or possession of illegal drugs results in IMMEDIATE
EXPULSION of the program and early return to the United States (NOTE: ALL expenses
related to early return of the student due to his/her expulsion are to be paid by the student).
Students who are expelled from the program WILL NOT be entitled to any type of refund.
3. Students who damage or destroy facilities or property will be required to cover the costs of
repair or replacement and will be subject to penalties detailed in the Shorter University Student
Handbook upon arrival.
4. Fighting is strictly prohibited; students who get into fights will be subject to penalties detailed
in the Shorter University Student Handbook upon arrival.
5.

Students SHALL NOT be permitted to go on personal outings during free-time unless proper
permission is granted by the faculty leader. All students should plan to always be in company
of another person (2) at all times. Students who violate this premise could: (1) not be allowed
to have free-outings for the remaining of the trip or (2) be expelled from the program. The
faculty leader will have a final decision on the matter.

6. Theft of property will result in immediate expulsion from the program and a written report to
the student’s home institution. Students expelled from the program will not receive refunds of
any part of the program costs. Students will be subject to penalties detailed in the Shorter
University Student Handbook upon arrival.
7. Students must participate in group tours and excursions sponsored by the program for the
whole group. Similarly, field trips are required of all students enrolled in associated courses.
In case of any violations, the program director will notify the Office of International Programs of
occurred events. In case of expulsion, the program director will have the Office of International
Programs contact the student’s parent(s) or guardian (emergency contact), if appropriate, to inform
them about the student’s behavior.
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Attendance Policy
Students should not be absent from class or field trips unless they are ill. Attendance is thus
mandatory. Students who are ill must inform the Program Director or a Faculty member before
any class or field trip is missed. Students who miss a class or field trip who are not ill, or without
informing one of the program faculty that they are ill, will lose one letter grade per absence AND
will be subject to penalties included in item number 5.
I have read, understand, and agree to comply with the Study Abroad Rules of Behavior.

Name_______________________________________

Date _______________________
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Promoting Health and Safety in Study Abroad
Responsible Study Abroad:
Good Practices for Health and Safety
We at Shorter University are pleased that you have chosen to participate in our
Study Abroad programs, and we want to assure you that we are doing everything possible
to insure your safety and health while abroad. The following information is taken from the
NAFSA: ASSOCIATION FOR INTERNATIONAL EDUCATORS and has been adopted
by Shorter University.
We urge you to read carefully the three parts of this statement: Program Sponsor
Guidelines, Responsibilities of Participants, and Recommendations to Parents,
Guardians, and Families.
I. PROGRAM SPONSOR GUIDELINES:

A. Conduct periodic assessments of health and safety conditions for their programs,
and develop and maintain emergency preparedness processes and a crisis response
plan.
B. Provide health and safety information for prospective participants so that they
and their parents/guardians/families can make informed decisions concerning
preparation, participation and behavior while on the program.
C. Provide information concerning aspects of home campus services and conditions
that cannot be replicated at overseas locations.
D. Provide orientation to participants prior to the program and as needed on site,
which includes information on safety, health, legal, environmental, political,
cultural, and religious conditions in the host country. In addition to dealing with
health and safety issues, the orientation should address potential health and safety
risks, and appropriate emergency response measures.
E. Consider health and safety issues in evaluating the appropriateness of an
individual's participation in a study abroad program.
F. Determining criteria for an individual's removal from an overseas program taking
into account participant behavior, health, and safety factors.
G. Require that participants be insured. Either provide health and travel accident
(emergency evacuation, repatriation) insurance to participants, or provide
information about how to obtain such coverage.
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H. Conduct inquiries regarding the potential health, safety and security risks of the
local environment of the program, including program-sponsored accommodation,
events, excursions and other activities, prior to the program. Monitor possible
changes in country conditions. Provide information about changes and advise
participants and their parents/guardians/families as needed.
I. Hire vendors and contractors (e.g. travel and tour agents) that have provided
reputable services in the country in which the program takes place. Advise such
vendors and contractors of the program sponsor's expectations with respect to their
role in the health and safety of participants.
J. Conduct appropriate inquiry regarding available medical and professional
services. Provide information about these services for participants and their
parents/guardians/families, and help participants obtain the services they may need.
K. Develop and provide health and safety training for program directors and staff,
including guidelines with respect to intervention and referral that take into account
the nature and location of the study abroad program.
L. Develop codes of conduct for their programs; communicate codes of conduct
and the consequences of noncompliance to participants. Take appropriate action
when aware that participants are in violation.
M. In cases of serious health problems, injury, or other significant health and safety
circumstances, maintain good communication among all program sponsors and
others who need to know.
N. In the participant screening process, consider factors such as disciplinary history
that may impact on the safety of the individual or the group.
O. Provide information for participants and their parents/guardians/families
regarding when and where the sponsor's responsibility ends and the range of aspects
of participants' overseas experiences that are beyond the sponsor's control.
In particular, program sponsors generally:
A. Cannot guarantee or assure the safety and/or security of participants or eliminate
all risks from the study abroad environments.
B. Cannot monitor or control all of the daily personal decisions, choices, and
activities of participants.
C. Cannot prevent participants from engaging in illegal, dangerous or unwise
activities.
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D. Cannot assure that U.S. standards of due process apply in overseas legal
proceedings or provide or pay for legal representation for participants.
E. Cannot assume responsibility for actions or for events that are not part of the
program, nor for those that are beyond the control of the sponsor and its
subcontractors, or for situations that may arise due to the failure of a participant to
disclose pertinent information.
F. Cannot assure that home-country cultural values and norms will apply in the host
country.
II. Responsibilities of Participants
In study abroad, as in other settings, participants can have a major impact on their
own health and safety through the decisions they make before and during their
program and by their day-to-day choices and behaviors.
Participants should:
A. Assume responsibility for all the elements necessary for their personal
preparation for the program and participate fully in orientations.
B. Read and carefully consider all materials issued by the sponsor that relate to
safety, health, legal, environmental, political, cultural, and religious conditions in
the host country(ies).
C. Conduct their own research on the country(ies) they plan to visit with particular
emphasis on health and safety concerns, as well as the social, cultural, and political
situations.
D. Consider their physical and mental health, and other personal circumstances
when applying for or accepting a place in a program, and make available to the
sponsor accurate and complete physical and mental health information and any
other personal data that is necessary in planning for a safe and healthy study abroad
experience.
E. Obtain and maintain appropriate insurance coverage and abide by any conditions
imposed by the carriers.
F. Inform parents/guardians/families and any others who may need to know about
their participation in the study abroad program, provide them with emergency
contact information, and keep them informed of their whereabouts and activities.
G. Understand and comply with the terms of participation, codes of conduct, and
emergency procedures of the program.
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H. Be aware of local conditions and customs that may present health or safety risks
when making daily choices and decisions. Promptly express any health or safety
concerns to the program staff or other appropriate individuals before and/or during
the program.
I. Accept responsibility for their own decisions and actions.
J. Obey host-country laws.
K. Behave in a manner that is respectful of the rights and well-being of others, and
encourage others to behave in a similar manner.
L. Follow the program policies for keeping program staff informed of their
whereabouts and well-being.
M. Become familiar with the procedures for obtaining emergency health and legal
system services in the host county.
III. Recommendations to Parents/Guardians/Families
In study abroad, as in other settings, parents, guardians, and families can play an
important role in the health and safety of participants by helping them make
decisions and by influencing their behavior overseas.
Parents/guardians/families should:
A. Be informed about and involved in the decision of the participant to enroll in a
particular program.
B. Obtain and carefully evaluate participant program materials, as well as related
health, safety and security information.
C. Discuss with the participant any of his/her travel plans and activities that may be
independent of the study abroad program.
D. Engage the participant in a thorough discussion of safety and behavior issues,
insurance needs, and emergency procedures related to living abroad.
E. Be responsive to requests from the program sponsor for information regarding
the participant.
F. Keep in touch with the participant.
G. Be aware that the participant rather than the program may most appropriately
provide some information.
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Promoting Health and Safety in Study Abroad

I acknowledge that I have read the paper RESPONSIBLE STUDY ABROAD: GOOD
PRACTICES FOR HEALTH AND SAFETY, and that I have heard the explanation of it from
the Assistant Vice President of International Programs.
I agree to share this information with my family prior to my departure.

Name_______________________________________________
Date________________________________________________
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HEALTH QUESTIONNAIRE
For University-Sponsored Trip
Name: ______________________________________________________ Date:__________________
Last
First
Middle initial
Address: Local_________________________________________________________________________
Street
City
State
Zip
Permanent: ___________________________________________________________________
Street
City
State
Zip
Local phone: __________________ Home phone:___________________ Cell phone: _____________
Person to contact in an Emergency:_____________________________________________________
Name
City
Phone Number
Doctor’s Name: _______________________________________________________________________
Name
City
Phone Number
Date of last Tetanus Immunization _____________________Blood Type (if known)____________
HAVE YOU EVER HAD ANY OF THE FOLLOWING (Please check)

Allergies
Anemia
Arthritis/bronchitis/hay
fever
Back problems
Bladder/kidney
problems
Blood disorder
Bones (injury or
disease)
Breath (shortness of)
Convulsions
Depression (frequent)
Diabetes

Yes No
Dizziness/fainting
Ear problems
Epilepsy/seizures
Headache (recurrent)
Head injury
Heart problems
Hepatitis/liver disease
High/low blood
pressure
Skin problems
Stomach problems
Vision problems

Yes No

Other:

If you checked “yes” to any of the above, please explain on the back of this page.
Has your physical activity been restricted during the past two years?
Yes____ No_____
Have you had any illness or injury or been hospitalized within the past two years?
Yes____ No_____
Are you under the care of a physician or taking any medication at the present time?
Yes ____ No ____
Do you have special medical needs or an unusual medical history?
Yes ____ No ____
If you checked “yes” to any of the above, please explain on the back of this page
Describe your general physical condition and any kind of exercise program you follow on a regular basis:_________________
______________________________________________________________________________________________________
Are you currently taking medication? Yes ____ No ____ Please list them:
___________________________________________ Are you pregnant? Yes _____ No ________
Do you understand that the class may involve strenuous physical activity and challenges? Yes ____ No_____
I certify that the above information is correct to the best of my knowledge.
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STUDY ABROAD DISABILITY ACCOMMODATION REQUEST FORM
Shorter University is committed to providing access to programs and services to all qualified
students with disabilities. The office of Student Support Services is responsible for the
coordination of these accommodations.
***I will / will not need disability accommodations during my study abroad program.
Signature of Student:

__________________________________

Date:

__________________________________

Instructions for Students with Disabilities
1. Make an appointment with the Director of Student Support Services (Fitton Student Union
Building 706-233-7323) to discuss possible accommodations for study abroad programs.
2. Together with the Director of Student Support Services, complete the Study Abroad
Disability Accommodation Request Form.
3. Sign the form to authorize the processing of your request.
Instructions for Student Support Services
1. In accordance with SSS procedures, certify that the student is disabled and requires
reasonable accommodations in order to participate in the study abroad program.
2. Together with the student, complete the entire Disability Accommodation Request Form.
Be clear as this information will be faxed or emailed, as is, to the study abroad site.
3. Indicate what the student’s limitations are (based on medical/psychological documentation
submitted by the student) and what accommodations SSS recommends for the student’s
participation in the study abroad program.
4. Forward the completed form to the Office of International Programs.
Instructions for Study Abroad Site
1. Review the student’s accommodation needs.
2. Respond in writing to indicate the accommodations that you feel you can provide.
3. If the requested accommodation is unavailable, whenever possible suggest alternative
means of accommodating the student.
4. Fax or email your response to the Office of International Programs
(fax U.S. 1-706-236-1508 or email kakvan@shorter.edu).
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ACCOMMODATION REQUEST
(To be completed by the Director of Student Support Services and Shorter Student)
Student’s Name:

Student ID:

Local Telephone:

Email:

Study Abroad Program:
Location:

Date of Program:

Director of Student Support Services:
Telephone:

Fax:

Email:
Disability Information
Briefly describe the nature of the student’s disability and how this disability may impact the
student’s participation in study abroad programs: (i.e. functional limitations).

1. Indicate the disability assistance recommended in the areas listed below: (e.g. extra time,
special equipment, a special location, classroom set up, etc.).
a. classroom accessibility (location, furniture, equipment, etc.)
b. communication
c. taking notes during class
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2.
3.
4.
5.
6.

d. reading texts required for class
e. completing exams
Indicate any housing recommendations related to the student’s disability.
Indicate any transportation recommendations related to the student’s disability.
Describe any healthcare recommendations that may require attention while the student is
studying abroad.
Describe any dietary recommendations related to the student’s disability.
Other comments or concerns.

AUTHORIZATION TO RELEASE INFORMATION
I give permission for Shorter University staff to provide information regarding my disability and
accommodation request to third parties as needed to process my request for accommodations and
to provide an effective study abroad experience. I understand that Shorter University cannot
guarantee that accommodations I request will be feasible or available in the study abroad program
to which I have applied.
Signature of Student:
Date:
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Emergency Contact Information
Student Name:

__________________________________________________

Address:

__________________________________________________
__________________________________________________

Home phone:

__________________________________________________

Cell phone:

__________________________________________________

Work phone:

__________________________________________________

Email address:

__________________________________________________

Parent’s name:

__________________________________________________

Parent’s address:

__________________________________________________

Home phone:

__________________________________________________

Cell phone(s):

________________________/_________________________

Work phone(s):

________________________/_________________________

Email address:

__________________________________________________

Email address:

__________________________________________________

Additional Contact Person:

__________________________________________________

Contact Address:

__________________________________________________

Home phone:

__________________________________________________

Work phone:

__________________________________________________

Email address:

__________________________________________________
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Communication Approval Form
Student Name________________________________

Student ID #___________________

Program_____________________________________

Location______________________

As you work with the Office of International Programs, it is important that you communicate
information to your parents/guardians about the study abroad program details, academics, financial
components, and health and wellness arrangements. There may be circumstances in which the
International Programs staff needs to discuss a variety of matters with your parents or guardians.
Please read the following statements and check the box which informs the International Programs
staff and its constituents of what information we can discuss with your parents/guardians.
* * * * * * * * * * * * * * *
 I authorize the Office of International Programs, the faculty program leader, and/or the
Resident Director of the host institution to communicate with my parents/guardians regarding
all issues involving my study abroad experience. This may include, but is not limited to, student
account information, student conduct issues, health and safety, or academics. I expressly
waive any privacy rights I may otherwise have under FERPA and HIPAA. Such contact may
occur before, during, or after the program.
Parent/Guardian Name__________________________________

Relationship to you _____

Street Address_________________________________________________________________
Home Phone______________________________ Work Phone_________________________
Cell Phone_______________________________

Email ____________________________

* * * * * * * * * * * * * * *
 I do not give permission for the Office of International Programs, the faculty program leader,
and/or the Resident Director of the host institution to communicate with my parents/guardians.
Please communicate with the emergency contact below instead. This may include, but is not
limited to, student account information, student conduct issues, health and safety, or
academics. I expressly waive any privacy rights I may otherwise have under FERPA and
HIPAA. Such contact may occur before, during, or after the program.
Emergency Contact____________________________________

Relationship to you________

Street Address__________________________________________________________________
Home Phone______________________________ Work Phone _________________________
Cell Phone_______________________________

Email_______________________________

Student Signature____________________________________

Date____________________
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Waiver for Seniors Participating in Study Abroad Programs in Last Semester
of Senior Year
______________________________________________________________________________
First Name
Middle Name (not initial)
Last Name
Suffix
Date of Birth ____________________________________
Major ___________________________
Student ID# ________________

Male__________ Female _________

Minor _______________________

Current class: SR

Degree: _____________________________

By signing below I acknowledge that I am willing to assume all potential risks of studying abroad during the
last semester of my senior year.
I understand that if hosting institution abroad does not send Shorter University an official
transcript reflecting final grades in time it could prevent me from graduating in _____________.
(Date)
I also understand that completing any courses unsuccessfully in order to count them towards degree
requirements could prevent me from graduating in __________________________________ (Date).
I also acknowledge being aware of all academic requisites for my graduation.

Signature: ____________________________________

Date: _________________________________
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Study Abroad in Ghana
Release and Waiver of Liability
Participant’s Name:
Legal Guardian’s Name (if participant is under 18): __________________________
Address:

Voluntary Decision to Participate: By signing below the undersigned acknowledge that
_____________________________ is participating in a Shorter University Study Abroad in
Ghana (“Ghana Study Abroad”) in December of 2013. Further, I acknowledge that
_____________________ shall follow the instructions of Shorter University and its agents during
the “Ghana Study Abroad” and that, in light of the current social and political climate in Ghana,
this study abroad program maybe cut short or cancelled or at any time by Shorter as its deems
appropriate in its sole discretion and that __________________________may be required to return
to the United States at anytime at the request of Shorter or its agents.
Assumption of Risk: I affirm and understand that Ghana is a volatile country and that participate
in this program is strictly voluntary and the undersigned assume any and all risks associated
therewith.

Shorter University has no responsibility to arrange or pay for any of

______________________________ travel costs, additional living costs, or any other costs
outside of the program’s itinerary.
Waiver and Hold Harmless: The undersigned release and forever discharge and hold harmless all
personnel and staff, as well as SHORTER UNIVERSITY, its affiliates, directors, officers, trustees,
administration, employees, representatives, agents, successors and assigns (the “Releasees”) from
any and all liability, claims, and demands of whatever kind or nature, either in law or in equity,
which arise or from _____________________ participation in the “Ghana Study Abroad”. This
release specifically includes, but is not limited to, any claim for negligence or negligent acts or
omissions and any present or future claim, loss or liability for injury to person or property that
_____________________________ may suffer during the “Ghana Study Abroad”.
Except as limited herein, the undersigned understand and acknowledge that this Release and
Liability Waiver discharges from any liability or claim they may have against Releasees with
respect to bodily injury, personal injury, illness, death, or property damage that may result from
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participation in the mentioned study abroad program to the fullest extent allowed by law. The
undersigned understand that the Releasees do not assume any responsibility for or obligation to
provide financial assistance or other assistance, including but not limited to medical, health or
disability insurance in the event of injury, illness, death or property damage. The undersigned
understand and acknowledge that this waiver binds themselves, their respective heirs,
administrators, executors, personal representatives, and assigns.
Other: The undersigned expressly agree that this Consent and Release is intended to be as broad
and inclusive as permitted by the laws of the State of Georgia in the United States of America, and
that this Release shall be governed by and interpreted in accordance with the laws of the State of
Georgia. In the event that any clause or provision of this Release shall be held to be invalid by any
court of competent jurisdiction, the invalidity of such clause or provision shall not otherwise affect
the remaining provisions of this Release, which shall continue to be enforceable.
This RELEASE shall be governed by and construed under the laws of Georgia. The undersigned
agree that any legal action or proceeding relating to this RELEASE, or arising out of any injury,
death, damage or loss as a result of participation in the “Ghana Study Abroad”, shall be brought
only in Floyd County, Georgia.
This RELEASE contains the entire agreement between the parties to this agreement and the
terms of this RELEASE are contractual and not a mere recital. The information I have
provided is disclosed accurately and truthfully. I have been given ample opportunity to read
this document and I understand and agree to all of its terms and conditions. I understand
that I am freely giving up substantial legal rights (including my right to sue), and
acknowledge that I am signing this document freely and voluntarily, and intend by my
signature to provide a complete and unconditional release of all liability to the greatest extent
allowed by law. My signature on this document is intended to bind me, my successors, heirs,
representatives, administrators, and assigns.
Parent Name _______________________

Parent Signature: _____________________

Acknowledgement of Participant: I, __________________________, have read the foregoing
RELEASE and fully understand it, voluntarily sign it, and agree to all terms and conditions
contained herein.
Participant Name _____________________Participant Signature ______________________
Notary Public: ___________________ [Seal]
Name
Date: ___________________________
Commission Expires: _______________
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Study Abroad Program Travel Extension
Release and Waiver of Liability
Participant’s Name: ______________________________
Address: __________________________

City, State: ___________________ Zip Code: ____

My name is ___________________________. I am ______ years of age and am otherwise
competent to execute and sign this Release on my own behalf.
Voluntary Decision to Remain Abroad: By signing below I acknowledge that I am participating in
the [program trip name] from May 19, 2013 until June 15, 2013, and that I plan to remain abroad
after the [program name]’s end date of June 15, 2013 and will not return with the other participants
to Shorter University.
Assumption of Risk: I affirm and understand that Shorter University is not responsible for my
activities or for providing any support or supervision after the program’s end date of June 15, 2013.
I affirm that my decision to remain abroad after June 15, 2013 is strictly voluntary and I assume
any and all risks associated therewith. I also affirm that Shorter University has no responsibility
to arrange or pay for any of my travel costs, additional living costs, or any other costs outside of
the program’s itinerary, and is not responsible for any problems or difficulties that may arise after
the program’s end date.
Waiver and Hold Harmless: I release and forever discharge and hold harmless all personnel and
staff, as well as SHORTER UNIVERSITY, its affiliates, directors, officers, trustees,
administration, employees, representatives, agents, successors and assigns (the “Releasees”) from
any and all liability, claims, and demands of whatever kind or nature, either in law or in equity,
which arise or may hereafter arise from my from my remaining abroad after the end of the
[program name] itinerary on June 15, 2013. This release specifically includes, but is not limited
to, any claim for negligence or negligent acts or omissions and any present or future claim, loss or
liability for injury to person or property that I may suffer, which arises out of my decision to remain
abroad after June 15, 2013 and not return with the group to Shorter University.

83

Office of International Programs
Shorter University
Except as limited herein, I understand and acknowledge that this Release and Liability Waiver
discharges from any liability or claim I may have against Releasees with respect to bodily injury,
personal injury, illness, death, or property damage that may result from my election to remain
abroad after the effective end date of the [program name]. I understand that the Releasees do not
assume any responsibility for or obligation to provide financial assistance or other assistance,
including but not limited to medical, health or disability insurance in the event of injury, illness,
death or property damage. I understand and acknowledge that this waiver binds myself, my heirs,
administrators, executors, personal representatives, and assigns.
Other: I expressly agree that this Consent and Release is intended to be as broad and inclusive as
permitted by the laws of the State of Georgia in the United States of America, and that this Release
shall be governed by and interpreted in accordance with the laws of the State of Georgia. I agree
that in the event that any clause or provision of this Release shall be held to be invalid by any court
of competent jurisdiction, the invalidity of such clause or provision shall not otherwise affect the
remaining provisions of this Release, which shall continue to be enforceable.
This RELEASE shall be governed by and construed under the laws of Georgia. I agree that any
legal action or proceeding relating to this RELEASE, or arising out of any injury, death, damage
or loss as a result of my participation in activities while abroad or while traveling after the
program’s end date, shall be brought only in Floyd County, Georgia.
This RELEASE contains the entire agreement between the parties to this agreement and the
terms of this RELEASE are contractual and not a mere recital. The information I have
provided is disclosed accurately and truthfully. I have been given ample opportunity to read
this document and I understand and agree to all of its terms and conditions. I understand
that I am freely giving up substantial legal rights (including my right to sue), and
acknowledge that I am signing this document freely and voluntarily, and intend by my
signature to provide a complete and unconditional release of all liability to the greatest extent
allowed by law. My signature on this document is intended to bind not only myself but also
my successors, heirs, representatives, administrators, and assigns.
Participant Name _____________________Participant Signature ______________________
Notary Public: ___________________ [Seal]
Name
Date: ___________________________
Commission Expires: _______________
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STUDY ABROAD PROGRAM EMERGENCY CONTACT DESIGNATION
ASSUMPTION OF RISK AND RELEASE OF LIABILITY AGREEMENT
Voluntary- By signing below, I acknowledge that I am voluntarily participating in a study abroad
program affiliated with Shorter University. I further acknowledge that I have been informed of and
provided with Shorter University’s study abroad policies, including the requirement that all study
abroad students designate an emergency contact (immediate family or non-family member) and
provide a copy of such emergency contact’s valid passport to Shorter University. I acknowledge
and agree that Shorter University has recommended that I designate an immediate family member
as my emergency contact and provide them with a copy of that family member’s valid passport.
Assumption of Risk- I affirm and understand that participation in the study abroad program is
strictly voluntary and I willingly assume any and all risks associated therewith. I affirm and
understand that traveling abroad can involve certain risks, including illness, injury, and other
emergencies that may require a family member or other designated individual to travel to me and
attend to my needs and act on my behalf if necessary. I further affirm and understand that by
designating a non-family member as my emergency contact and providing a copy of a non-family
member’s passport, the non-family status of my contact may complicate or prevent that non-family
emergency contact from traveling to me, or otherwise acting on my behalf and attending to me
abroad. Knowing these risks, I affirm that I have not identified an immediate family member as
my emergency contact or provided Shorter University with a copy of an immediate family
member’s valid passport and I assume all risks associated with such decision of my own free will.
Waiver and Release- In consideration of my participation in a study abroad program affiliated
with Shorter University, I acknowledge and agree that Shorter University, its Trustees, directors,
officers, employees, instructors, volunteers, agents, successors and assigns (the “Releasees”) from
any and all liability, claims and demands of whatever kind or nature, either in law or in equity,
which arise or may hereafter arise from my designation of a non-family member as emergency
contact and provision of a copy of a non-family member’s valid passport to Shorter University.
Except as limited herein, I understand that this Release and Liability Waiver discharges Releasees
from any liability or claim that I may have against Releasees with respect to personal injury, illness,
death, or other damage that may result from my decision. I understand and acknowledge that this
waiver binds my spouse, family, heirs, administrators, executors, personal representatives and
assigns, and I relinquish on behalf of all such persons the right to recover for injury or death.
Indemnification- I further agree to indemnify and hold harmless the Releasees from any and all
claims arising as a result of my decision to designate a non-family member as an emergency
contact and provide a copy of a non-family member’s passport to Releasees.
Broadest Extent Possible- I expressly agree that this Release is intended to be as broad and
inclusive as permitted by the laws of the State of Georgia and that this Release shall be governed
by and interpreted in accordance with the laws of the State of Georgia. I agree that in the event
that any clause or provision of this Release shall be held to be invalid by any court of competent
85

Office of International Programs
Shorter University
jurisdiction, the invalidity of such clause or provision shall not otherwise affect the remaining
provisions of this Release, which shall continue to be enforceable.
I HAVE READ AND UNDERSTAND THE CONTENTS OF THIS DOCUMENT, FULLY
UNDERSTAND ITS TERMS, UNDERSTAND THAT I HAVE GIVEN UP SUBSTANTIAL
RIGHTS BY SIGNING IT, AND SIGN IT FREELY AND VOLUNTARILY WITHOUT
ANY INDUCEMENT.
______________________________
Participant’s Printed Name
______________________________
Participant’s Signature
Date Signed: ___________________
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STUDY ABROAD PROGRAM
OUT-OF-COUNTRY TRAVEL RELEASE
Participant’s Name: ________________________________________________
Program of study: _________________________________________________
During the course of Shorter University’s faculty-led programs abroad, students have free periods
of unscheduled time and opportunities to enjoy private tours and personal travel outside the scope
of the program. While they may be educational or recreational in nature, Shorter University
assumes no liability for participants when they are traveling outside the scope of the scheduled
program for a private tour or excursion.
It is expected that written consent will be given by a parent or guardian if the student is under legal
age. (The signing of this release will be considered the granting of written consent).
While the program staff may assist students in making travel arrangements, neither Shorter
University, its agents, officers or employees, nor any other educational institution associated with
Shorter University International Programs can assume any responsibility (financial or otherwise)
for arrangements made outside the scope of the announced itinerary.
It is required that students who have permission to leave the student group during free periods of
unscheduled time report their plans in writing to their faculty director(s), to the International
Programs Office at Shorter University, and to their parents or guardians before they depart. This
will allow students to be reached in case of emergency.
It is also required that each student register his/her time abroad with the U.S. Embassy of the
pertinent countries where they may travel. This can be done at www.travel.state.gov by clicking
on “Registration with Embassies.” Follow the links to register your time away in your particular
locations.
I hereby release from liability Shorter University, any foreign or domestic cooperating institution,
and its officers and agents from any and all claims and causes of action for damages, loss of
property, medical or hospital care, personal illness or injury, or death arising out of any travel or
activity associated with Shorter University International Programs.
______ I have registered with the U.S. Embassy of the country where I will study.
Signature of Participating Student ____________________________Date_________________
Signature of Parent or Guardian ____________________________ Date_________________
Printed Name of Parent or Guardian __________________________ Date _________________
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Safe International Road Travel
Association for International Safe Travel: (http://www.asirt.org)
Americans are traveling increasingly to countries where the chances of being killed or seriously
injured may be 20-40 times greater than in the U.S. Road crashes are the single greatest
cause of death for healthy Americans traveling abroad. Please follow these guidelines for
making safe road travel choices while studying abroad.
Basic Safety for all Travelers
There are some basic precautions that all travelers can take to protect themselves:














Make responsible travel choices before and while traveling.
Contact ASIRT for country specific Road Travel Reports with detailed information on
over 150 countries.
Choose the safest form of transportation in each country. Be aware that local, less
expensive, “exotic” forms of transportation often have poor safety records.
Be certain that your insurance covers travel emergencies or obtain additional insurance.
Avoid night road travel in countries with poor safety records, inadequate signage and
lighting, and/or mountainous terrain.
Familiarize yourself with the unwritten local “road culture” and road regulations.
Learn about seasonal hazards and local holidays when road crash rates are higher.
Carry a mobile phone and key contact information for emergencies.
Obtain the name of a reputable physician and medical facility.
Contact the U.S. Embassy for comprehensive local information.
Use seatbelts and child safety seats.
Do not hitchhike.
Do not drive while using a mobile telephone.

Walk Safe
The most at-risk road users are pedestrians.










Be aware of local traffic patterns.
Learn pedestrian rules and conventions.
Assess local pedestrian safety. Determine whether pedestrian rights are generally
obeyed.
Be alert to reckless driver behaviors and a disregard for pedestrian right-of-way.
Avoid walking where you cannot be easily seen.
Cross only at designated crosswalks; do not jaywalk.
Be alert at intersections in countries where traffic pattern differs from yours.
Watch for signals and lights that are hidden or in unfamiliar places.
Reverse curb drill (look right, left, right) in countries where traffic pattern is reversed.
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Walk on the sidewalk. If there is none, walk on the side of the road, facing oncoming
traffic.
Wear reflective clothing at night, bright clothing by day.




Ride Safe
Learn safety modes of transportation and plan accordingly.
Learn which bus and taxi companies have good safety records.
Avoid overcrowded, overweight and top-heavy buses, minivans, and taxis which
appear to be in poor condition.
Avoid riding with drivers who seem to be under the influence of alcohol or medication, or
appear over-tired, irrational or distracted.
Be sure that taxi has functional, accessible seat belts. Ride in the back seat with
buckled seat belt.
Board and disembark with care, especially where drivers collect or let passengers off in the
middle of the road.
If driver is not driving responsibly, express your concern. If driving behavior does
not improve, disembark at first safe opportunity.
Report reckless driving to bus or Taxi Company, embassy, and ASIRT.












Cycling Abroad *** (Shorter University does not permit students to use bicycles or
drive other vehicles while studying abroad.)



Driving Abroad *** (Shorter University does not permit students to drive
automobiles, trucks, motorcycles or other vehicles while studying abroad.)



I have read the above information provided by the Association for Safe International
Road Travel.
By signing this form, the student acknowledges, fully understands and commits to comply
with these policies. Student also agrees to share these with his/her family.

Signature_________________

Print Name _________________________________
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STATE DEPARTMENT
TRAVEL REGISTRATION
Prior to your departure, you should register with the nearest U.S. embassy or consulate through
the U.S. Department of State’s website. Registration will make your presence and location known
in the event of an emergency or natural disaster. In accordance with the Privacy Act, information
on your welfare and whereabouts may not be released without your express authorization.
Remember to leave a detailed itinerary and photocopies of your passport and other citizenship
documents with a relative or friend in the United States.

Instructions
On the internet, go to http://travel.state.gov. Click on the “Smart Traveler Enrollment Program”
link in the middle of the page.
Click on “Traveling? Enroll a trip and get Travel Alerts and Warnings.”
Create an account if you’re a new user, or enter your user ID and password at the top right corner
of the page.
Once you log in, you will be at “Profile Info.” Click on “Add a Trip.”
You have now accessed the form you will need to complete. Fill in as much information as you
can to assist the State Department in assisting you.
List your travel companions if anyone else is traveling with you.
You will be able to enter one destination initially, so enter your first.
Your “emergency contact” should be someone who is NOT traveling with you.
Follow the remaining procedures to complete and submit your trip registration.
Once you have completed the form, you may enter additional destinations at the “Profile Info”
section. Click “Edit Trip.” Click on “Additional Itinerary” in the bottom right corner to add
another destination.
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Tips for Traveling Abroad
If you are traveling abroad, here are the top 10 tips you need to make your trip easier:
1. Make sure you have a signed, valid passport and visas, if required. Also, before you go, fill
in the emergency information page of your passport!
2. Read the Consular Information Sheets (and Public Announcements or Travel Warnings, if
applicable) for the countries you plan to visit.
3. Familiarize yourself with local laws and customs of the countries to which you are
traveling. Remember, the U.S. Constitution does not follow you! While in a foreign
country, you are subject to its laws.
4. Make 2 copies of your passport identification page. This will facilitate replacement if your
passport is lost or stolen. Leave one copy at home with friends or relatives. Carry the other
with you in a separate place from your passport.
5. Leave a copy of your itinerary with family or friends at home so that you can be contacted
in case of an emergency.
6. Do not leave your luggage unattended in public areas. Do not accept packages from
strangers.
7. Prior to your departure, you should register with the nearest U.S. embassy or consulate
through the State Department’s travel registration website . Registration will make your
presence and whereabouts known in case it is necessary to contact you in an emergency.
In accordance with the Privacy Act, information on your welfare and whereabouts may not
be released without your express authorization. Remember to leave a detailed itinerary
and the numbers or copies of your passport or other citizenship documents with a friend
or relative in the United States.
8. To avoid being a target of crime, try not to wear conspicuous clothing and expensive
jewelry and do not carry excessive amounts of money or unnecessary credit cards.
9. In order to avoid violating local laws, deal only with authorized agents when you exchange
money or purchase art or antiques.
10. If you get into trouble, contact the nearest U.S. embassy.

http://travel.state.gov/travel/tips/tips_1232.html
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AUTHORIZATION FOR MEDICAL TREATMENT
I, _______________________________ hereby authorize any representative of Shorter
University (the “University”) to secure dental and medical treatment for me if I am injured or
become ill while participating in a domestic or international travel program sponsored by the
University, including without limitation, anesthetic and surgical treatment. In such case, I agree
that the University representative may sign all authorization forms necessary to obtain the
treatment. I assume full responsibility for all costs relating to or arising out of the treatment. I
covenant not to sue Shorter University, its agents or its employees as a result of this procedure.

__________________________
Student Name
__________________________

________________

Signature

Date

I,
______________________________________,
the
parent/guardian
of
______________________________________ (name of student), hereby authorize any
representative of Shorter University (the “University”) to secure dental and medical treatment for
my son/daughter/ward if he/she is injured or becomes ill while participating in a domestic or
international travel program sponsored by the University, including without limitation, anesthetic
and surgical treatment. In such case, I agree that the University representative may sign all
authorization forms necessary to obtain the treatment. I assume full responsibility for all costs
relating to or arising out of the treatment. I covenant not to sue Shorter University, its agents, or
its employees as a result of this procedure.
__________________________
Parent/Guardian Name
__________________________

________________

Signature

Date
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Teaching & Learning in Ghana
2014
An Educational Mission of the School of Education
Shorter University
The School of Education at Shorter University offers a unique opportunity for twelve
undergraduate teacher education students to teach in Ghana, West Africa during the summer of
2014. The primary activity of Teaching & Learning in Ghana 2014 (TLG) is a three-week
intensive program of instruction, field visits, cultural activities, and teaching experiences in village
schools in Ghana. Participants will teach with Ghanaian teachers, do demonstration lessons, and
visit sites of historic and cultural significance in Accra, Cape Coast and Kumasi, Ghana’s three
major cities.
The project consists of three phases.
Phase One is a series of pre-departure orientation sessions during which participants will be
introduced to Ghana, issues surrounding international travel, and successful adjustment to life in a
developing country. Phase Two comprises the major thrust of the project. TLG participants will
be involved in: (1) a three-day orientation in Accra and Cape Coast; (2) ongoing lectures/seminars
on Ghanaian history and culture; (3) teaching with Ghanaian colleagues in schools in four rural
villages; (4) tours and visits to historic and cultural sites; and (5) participation in a variety of
Ghanaian cultural activities. Phase Three is follow-up and dissemination. During the 2005-06
school year, TLG participants will be available to serve as guest presenters in classrooms, church
and civic organizations in the Low Country and in their home communities.
A comprehensive program of experiences appropriate has been developed to ensure that
participants acquire content knowledge and cultural sensitivity related to the historic, cultural,
economic, political, and educational aspects of Ghanaian life. TLG participants will achieve an
enhanced understanding of the pivotal role Ghana plays in twenty-first century West Africa and
also of Ghana’s significant historic and cultural connections to the state of Georgia.

Project Director: Peter Smith, PhD, Professor of Education
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Estimated Costs: Teaching & Learning in Ghana 2014
Tentative Dates: July 7-30, 2014
Estimated Cost: $4000
Included in cost of trip:
1.
2.
3.
4.
5.
6.
7.
8.

Visa
International Travel & Health Insurance
Airfare: Atlanta, GA-Accra, GH-Atlanta, GA
Lodging: Accra, Cape Coast, Kumasi
All Meals (except food purchased at airports en-route to and from Ghana)
All Transportation in Ghana
Admission Fees to Museums, Historic Sites, Parks, etc.
Tuition for 3-Credit Course: Ghana Education Today

Additional Personal Expenses
•
•
•

Passport
Pre-trip Immunizations
Purchases made in Ghana

•
•
•
•

$500 Deposit –Due on December 1.
25% of total cost of the trip due by January 31.
50% of total cost of the trip due by February15.
100% of total cost of the trip due by April 5.

Payments

Make check out to Shorter University
Put TLG-05 and Your Name in the “note line” at the bottom of the check
All payments should be submitted to the Business Office
Give to Dr. Smith when you turn in your Deposit:
Copy of your class and work/regular commitments schedule (in order that pre-trip orientation
sessions can be planned)
Completed Personal Information Form
Additional information and fund-raising ideas will be provided at the first meeting of the TLG2014 team; date to be announced.
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Flight Schedule: TLG 2014
Atlanta to Accra

WE O6JUL LV ATLANTA GA
AR CHARLOTTE

1225P
120P

US AIRWAYS-1039S
NONSTOP JET

WE O6JUL LV CHARLOTTE
TH 07JUL AR MUNICH

510P
800A

LUFTHANSA-429H
NONSTOP JET

TH 07JUL LV MUNICH
AR FRANKFURT
TH 07JUL LV FRANKFURT
AR ACCRA

905A
1005A
1115A
515P

LUFTHANSA-967H
NONSTOP 32S
LUFTHANSA-564H
1 STOP JET VIA LAGOS

SA 30JUL LV ACCRA

700P

LUFTHANSA 565H

SU 31JUL AR FRANKFURT

550A

1 STOP JET VIA LAGOS

SU 31JUL LV FRANKFURT
AR MUNICH

935A
1030A

LUFTHANSA-966H
NONSTOP

SU 31JUL LV MUNICH
AR CHARLOTTE
SU 31JUL LV CHARLOTTE
AR ATLANTA GA

1110A
255P
705P
801P

LUFTHANSA-428H
NONSTOP JET
US AIRWAYS-2978H
NONSTOP JET

Accra to Atlanta
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Sample

ITINERARY
ASIA 2013
Saturday, May 27Sunday, May 28

Monday, May 29

Meet at Atlanta airport at 4:00 p.m. in front of Delta’s international check-in counter in
South Terminal. Depart Atlanta on Delta Airlines flight 1126 at 7:20 p.m. to Los Angeles
(LAX), arriving 9:10 p.m. Depart Los Angeles on Cathay Pacific Airlines flight 883 at 11:55
p.m. to Hong Kong (HKG), arriving 5:35 a.m. (May 29).
Transfer to Regal Kowloon Hotel, 71 Mody Road, Tsimshatsui, Kowloon, Hong Kong.
Tel: 011-852-2722-1818; Fax: 011-852-2369-6950.

Tuesday, May 30 Island Tour of Hong Kong.
Wed., May 31

Free day in Hong Kong.

Thursday, June 1

Check out of hotel. Transfer to airport. Depart Hong Kong on Cathay Pacific Airlines flight
791 at 2:55 p.m. for Hanoi (HAN), Vietnam, arriving 3:55 p.m. Transfer to Hanoi Sofitel
Plaza, 1 Thanh Nien Road, Ba Dinh District, Hanoi, Vietnam. Tel: 011-844-823-8888; Fax:
011-844-829-3888.
Welcome dinner at local restaurant.

Friday, June 2

Hanoi history tour. Visit Ho Chi Minh Mausoleum, Ho Chi Minh’s former residence, the
One Pillar Pagoda, and the Temple of Literature. After lunch, continue to the Vietnam
Museum of Fine Arts, the Lake of Restored Sword, and Ngoc Son Temple. A one-hour
tour of Hanoi’s Old Quarter by cyclo is a relaxing way to end the day. The tour includes a
stop at an ancient Vietnamese “long house.” Attend a water puppet show in the evening.

Saturday, June 3

Early morning drive to Halong Bay. Relax on a 5-hour boat cruise through magnificent
Halong Bay, a UNESCO designated World Heritage site. Enjoy a seafood lunch on board.
Return drive to Hanoi, stopping en route at the Dong Giao woodcarving village.

Sunday, June 4

Free day in Hanoi

Monday, June 5

Check out of hotel. Transfer to airport. Depart Hanoi on Thai Airways flight 683 at 11:15
a.m. for Don Muang Airport, Bangkok (BKK), Thailand, arriving 1:05 p.m. Transfer to the
Royal River Hotel, 219 Soi Charansanitwong 66/1, Charansanitwong Road, Bangplad,
Bangkok 10700, Thailand. Tel: 66-(0)-2422-9222; fax: 66-(0)-2433-5880.

Tuesday, June 6
6:00-10:00 a.m.

Tour of Bangkok
Breakfast at hotel. Depart 10:00 a.m. for tour of Bangkok.
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10:30 a.m.

12:30 p.m.
14:00 p.m.
16:30 p.m.
19:00 p.m.
22:00 p.m.
Wed., June 7
8:00 a.m.
9:00 a.m.
10:30 a.m.
12:00 noon
14:00 p.m.
15:00 p.m.
23:00 p.m.
Thursday, June 8
9:00 a.m.
10:00 a.m.
12:00 noon
13:30 p.m.
15:00 p.m.
17:00 p.m.
Friday, June 9
5:00 a.m.
8:20 a.m.
9:30 a.m.
13:00 p.m.
14:30 p.m.
18:00 p.m.

Saturday, June 10
6:00 a.m.
8:00 a.m.
9:30 a.m.
16:30 p.m.
19:30 p.m.

Visit Royal Grand Palace and Wat Pho. Please do not wear shorts, sandals, or sleeveless
shirts.
A camera may NOT be used inside the buildings.
Lunch at Prachan Pier.
Visit Wat Benchamabopith (Marble Temple) and Vimanmek Mansion. Please do not wear
shorts, sandals, or sleeveless shirts. A camera may NOT be used inside the buildings.
Return to Royal River Hotel.
Depart for Khaosan Road and night life.
Return to Royal River Hotel.
Bangkok
Depart hotel for Salaya Campus of Mahidol University International College. Arrive 8:30
a.m.
Comparison of Styles between SE Asian and Western Music, led by A. Anant Narkong,
College of Music, Thai Music Room, 3rd floor.
Demonstration of Traditional Thai Instruments, led by A. Anant Narkong, College of Music.
Lunch at Salaya Campus.
Rise and Demise of Thai Ruk Thai, led by Dr. Matthew Copeland.
Depart Salaya Campus for Riverside Hotel dinner cruise. Arrive 18:30 p.m.
Return to Royal River Hotel.
Bangkok
Depart hotel for Mahidol University International College, Salaya Campus. Arrive 9:30
a.m.
Buddhism in the Arts and Politics of Thailand, Dr. Marja-Leena Heikkila-Horn.
Lunch.
Depart Salaya Campus for Mahachulalongornrajavidyalaya University. Arrive 14:30 p.m.
The Art of Buddhist Chanting followed by Q & A session.
Return to Royal River Hotel.
Bangkok-Udon Thani-Vang Vieng
Check out of hotel. Transfer to Don Muang Airport (BKK). Depart Bangkok on Air Asia
flight FD 3360 at 6:40 a.m. for Udon Thani (UTH), Thailand, arriving 7:45 a.m.
Depart to Nong Kai by bus and have breakfast.
Arrive at Thailand-Laos border and pass on to Vang Vieng, Laos.
Lunch in Vang Vieng.
Biking or canoeing at Song River (optional).
Check
in
at
___________________________________
Guest
House.
Tel:____________________. Enjoy fresh fish dinner from Khong River.
Vang Vieng-Louang Phrabang
Fresh Market sightseeing and breakfast.
Visit Tham Chang (Elephant Cave).
Depart to Louang Phrabang, Laos, and have lunch midday along the way.
Check
in
at
___________________________________
Hotel.
________________________. Enjoy sunset at Wat Pra That Pusi.
Dinner at Cam Khong Restaurant, Khong Riverside.

Tel:
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20:30 p.m.

Shopping at Night Market. Return to hotel.

Sunday, June 11
5:30 a.m.
8:30 a.m.
10:30 a.m.
13:00 p.m.
14:00 p.m.

Louang Phrabang
Making merit to a large assembly of monks.
Visit Royal Palace, Wat Mai Suwannaram.
Visit Wat Xieng Thong (Temple of Golden City).
Lunch.
Boat trip along Khong River to visit Tham Ting (Ting Cave) and Xang Hai village; rice
whiskey distillation industry.
Dinner at Bua Sawan Food Shop, Khong River.
Shopping at Night Market. Return to hotel.

18:00 p.m.
20:00 p.m.
Monday, June 12
8:00 a.m.
hotel.

Louang Phrabang
Optional visit to Henry Mohot Memorial Urn. Free day in Louang Phrabang. Return to

Tuesday, June 13
6:00 a.m.
12:00 noon
15:30 p.m.

Louang Phrabang-Udon Thani-Bangkok
Check out of hotel and depart to Vientiane by bus. Stop for breakfast at 8:30 a.m.
Stop for lunch.
Arrive Vientiane. Visit Anusavari Monument, Pratuxai Victory Gate, and other sites of
interest.
Shop at duty free shop near Laos border.
Cross border to Udon Thani, Thailand. Depart Udon Thani on Air Asia flight FD 3369 at
22:05 p.m. for Bangkok (BKK), arriving 23:05 p.m. Transfer to Royal River Hotel, 219 Soi
Charansanitwong 66/1, Charansanitwong Road, Bangplad, Bangkok 10700, Thailand. Tel:
66-(0)-2422-9222; fax: 66-(0)-2433-5880.

18:00 p.m.
19:00 p.m.

Wed., June 14
8:00 a.m.
12:30 p.m.
14:00 p.m.

Bangkok
Depart hotel for canal tour of local food production and agriculture in a long-tailed boat
from Wat Mahasawat.
Lunch at Don Wai floating market.
Return to Royal River Hotel. Depart 17:00 p.m. for free weekend.

Thursday, June 15

Free weekend—Bangkok or travel

Friday, June 16

Free weekend—Bangkok or travel

Saturday, June 17

Free weekend—Bangkok or travel. Return to Bangkok by evening. Royal River Hotel, 219
Soi Charansanitwong 66/1, Charansanitwong Road, Bangplad, Bangkok 10700, Thailand.
Tel: 66-(0)-2422-9222; fax: 66-(0)-2433-5880.

Sunday, June 18
14:00 p.m.
15:00 p.m.
17:00 p.m.
18:00 p.m.
20:00 p.m.

Bangkok
Depart for Khun Patravadi.
Performing Arts in Thailand.
Five Thai Children’s Stories.
Dinner.
Return to Royal River Hotel.
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Monday, June 19
4:45 a.m.
9:30 a.m.
11:30 a.m.
13:30 p.m.
14:30 p.m.
19:00 p.m.

Bangkok-Cambodia
Check out of hotel. Transfer to Don Muang Airport. Depart Bangkok on Air Asia flight FD
3612 at 7:00 a.m. for Phnom Penh (PNH), Cambodia, arriving 8:10 a.m.
Visit Grand Palace.
Lunch.
Transfer
to
___________________________________
Hotel.
Tel:
________________________.
Depart to visit Killing Fields and Tolsleng Museum.
Dinner. Return to hotel.

Tuesday, June 20 Cambodia
5:45 a.m.
Check out of hotel and travel by boat along the Tonle Sap River to Siem Reap, Cambodia,
arriving
13:30 p.m. Have lunch.
16:00 p.m.
Transfer
to
___________________________________
Hotel.
Tel:
________________________.
19:00 p.m.
Dinner and show. Return to hotel.
Wed., June 21
8:00 a.m.
13:00 p.m.
19:00 p.m.

Cambodia
Depart hotel and visit Pre Rup, Ta Phrom, Bayon, and Angkor Thom.
Stop for lunch. Visit Parakhan and Angkor Wat. Enjoy sunset over Angkor Wat.
Dinner. Return to hotel.

Thursday, June 22
7:45 a.m.
15:00 p.m.
18:30 p.m.

Cambodia-Bangkok
Check out of hotel and depart by bus to Poi Pet border. Stop for lunch at 12:00 noon.
Arrive at Poi Pet and continue to Bangkok.
Arrive at Royal River Hotel, 219 Soi Charansanitwong 66/1, Charansanitwong Road,
Bangplad, Bangkok 10700, Thailand. Tel: 66-(0)-2422-9222; fax: 66-(0)-2433-5880.

Friday, June 23

Free day in Bangkok

Saturday, June 24

Check out of hotel. Transfer to Bangkok International Airport (BKK). Depart Bangkok on
Cathay Pacific Airlines flight 700 at 8:20 a.m. for Hong Kong (HKG), arriving 12:10 p.m.
Depart Hong Kong on Cathay Pacific Airlines flight 884 at 1:20 p.m. for Los Angeles (LAX),
arriving 11:35 a.m. Depart Los Angeles on Delta Airlines flight 152 at 2:30 p.m. for Atlanta
(ATL), arriving 9:56 p.m. (June 24).

HOME SWEET HOME!
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Sample

Emergency Contact Numbers

Dates
July 6-7 Travel
to Ghana
July 7 (pm)-July
10 (am)
July 10 (pm)July 15 (am)
July 15 (pm)July 17 (am)
July 17 (pm)July 28 (am)
July 28 (pm)July 30 (am)

Facility

Location

Telephone

Contact Person

Sun Lodge Hotel Accra

011-233-229758

Prof. Garcia

Fairhill Guest
House
Royal Basin
Resort
Fairhill Guest
House
Sun Lodge Hotel

011-233-423322
011-05160144/68
011-233-4233322
011-233-229758

Prof. Garcia

Cape Coast
Kumasi
Cape Coast
Accra

Prof. Garcia
Prof. Smith
Prof. Smith

101

Office of International Programs
Shorter University

Items to Take to Ghana
Alarm Clock or Watch (one you won’t mind losing or getting broken)
Camera
Flashlight & Spare Batteries (for walking in the evenings-a small one with a bright beam is sufficient).
First Aid Kit: (We’ll have first aid supplies with us; but a small, personal kit is a good idea)
Malaria Pills (as prescribed by your physician)
Immodium (or similar product for diarrhea)
Pepto-bismol, Tums or similar product for indigestion (tablets are easiest to carry)
Tylenol or Ibuprophen
First Aid Antiseptic/Anesthetic cream
Hydrocortisone cream or spray
Band-aids
Personal medications
Soap & Shampoo (in plastic containers; no glass)
Liquid Hand Cleaner or Disposable Wipes (for cleaning face/hands during the day)
Toothpaste & 2 Toothbrushes
Mosquito repellant (100% DEET)
Sunscreen (SPF 30-50)
Hat with brim
Rain jacket or collapsible umbrella
Swimsuit
Personal Journal (all TLG team members will keep a journal)
Pens, pencils, paper (for personal use)
Snacks (e.g. granola bars, candies, crackers)
Sunglasses (a pair or two that you won’t mind losing or getting broken)
Towel and washcloth
2 passport-size photos (extras, just in case)
OPTIONAL
Sewing Kit (small sewing kit to repair buttons, tears, etc.)
Roll of your favorite Toilet Paper (flattened and in a zip lock bag)
Voice recorder (small one that you may find useful if you want to record children’s voices, etc.)
Lightweight Binoculars
CD or MP3 Player or small portable radio & spare batteries
CLOTHING: PACK LIGHT – (If you can’t afford to have it ruined, leave it at home)
3 or 4 changes of lightweight clothes will be enough.
Cotton is best. (Temperatures will be in the 90’s)
A casual outfit appropriate for church
If it needs to be ironed, leave it home
For evenings: long sleeves and long pants or long skirts to avoid insect bites.
Shoes: Comfortable, lightweight, good for walking (Sandals, deck shoes, 1 pair of sneakers)
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Ghana Immunizations
Yellow Fever $65
Yellow Fever Record Booklet $2
Typhoid
$37
Polio Booster $23
Tetanus
$10
Hepatitis A $21
Immunization Administration Fee
Total $191

$33

(Optional, not Required) Meningococcal: $67
Malaria Pills
Prophylactic malaria pills are required for travel to Ghana. Malaria pills can only be obtained
through a physician’s prescription. Your family doctor can prescribe the type of pill he/she and
you feel is most appropriate/desirable.
The three most common types are:
LARIUM
DOXYCYCLIN
MALARON
Each type is effective but has different dosage requirements.
Immunizations are good for 5-10 years.
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Buying Foreign Currency
When traveling outside of the US, you will need to use the currency issued by the countries you
will visit.
1. A key issue to understand is that you will be buying a currency by selling (exchanging) dollars.
•

•
•

In this transaction, you are interested in finding the most favorable rate, so that you can
buy the currency you need for the least cost. Rates vary by currency and may vary by type
of seller.
Money can be bought at banks, exchange offices, Bureau de Change offices, or ATMs.
Additional fees are tacked on to currency transaction (e.g. a service fee), so ask the rate
and if the seller charges any additional fees.

2. ATMs generally provide the most favorable exchange rates. In addition, ATMs undeniably
provide the greatest convenience when buying foreign currency with your bank card.
•
•
•

•

•
•

Check to make sure that your bank belongs to an ATM network that provides international
service (for example, the Cirrus, Plus, or Star networks).
When using an ATM for currency exchange, you may be charged additional fees from the
agent bank (the bank owning the ATM).
In addition, your bank (the issuer of the ATM card) may charge a service fee for the
transaction, a second fee for using an out of network ATM, and a third fee for foreign
currency transactions.
Contact your bank for details on their ATM fees before you depart. If you have accounts
at several banks, bring the card that has the lowest fees (as long as it in part of an
international network).
Even if there are additional fees, using ATMs to obtain foreign currency is often more
economical and more convenient than other methods of buying currency.
If you use an ATM, withdraw enough cash to last several days. Doing so is convenient
and avoids piling on fees that might accompany each transaction.

3. Credit Cards can be used to buy currency but "buying" money is considered a "cash advance"
by the credit card companies.
•

•

The interest rates and fees charged on "cash advances" are very high. We do not
recommend using your credit cards for this purpose, since the interest rate fee can be
avoided by using an ATM card or cash to buy currency.
In addition, the credit card company may charge a foreign currency transaction fee for
converting your home currency into the national currency you want to obtain.

4. If you can avoid it, do not buy currency at the airport when you are departing for foreign travel.
In general, transaction fees at airports are high and the exchange rates are unfavorable.
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5. We recommend buying foreign currency once you arrive at your destination.
•

•

Most "ports-of-entry" (airports and seaports) are equipped with ATMS and a Bureau de
Change to assist the traveler in converting currency. While the ATMs will always be
"open," the Bureaus may operate on more limited hours.
o Most ATM fees do not vary based on location within a country, so you should not
be penalized for using one at a port-of-entry, but there may be a surcharge imposed
by the ATM's owner or the network. Check with your bank before you depart to
understand the fee structure. Finally, additional fees should be mentioned during
the transaction.
The Bureaus de Change at ports-of-entry locations usually provide unfavorable rates.
o If you use the Bureau de Change, exchange enough money to cover the expenses
for your first day (e.g. transport to your hotel and a couple of meals).
o Once you find a reasonable-sized city, you will likely find an opportunity to
exchange at a lower rate than was available at your point of arrival.

6. Manage your money with an eye on the exchange rate, as currency markets fluctuate daily. Try
not to acquire more money than you will spend on your trip, as you will be forced to sell it back at
a discount!
Converting money - the process
1. If you are using an ATM for exchange purposes, you use it in the same manner that you would
make a withdrawal at home. Some ATMs, particularly in tourist areas, may provide multilanguage instructions.
•
•
•

•
•

First, make sure that the ATM works with your ATM’s network (usually printed on the
back of your card (e.g. Interlink, Plus, Star, Cirrus).
Next, insert your ATM card and enter your pin or password.
Next, select the function "withdraw" and the amount.
o Be sure you understand the exchange rate and how much money you are requesting.
o If the ATM can print a receipt, be sure to select this option, as it helps keep your
accounting straight and indicates any fees that you may have paid.
Make sure that your request does not exceed the amount your bank allows you to withdraw
in a 24-hour period (check on this before your departure).
If you have done everything correctly, take the money after retrieving your ATM card.

2. If you want to buy currency at a bank or Bureau de Change, spend some time shopping for the
best rate. All businesses that provide currency services feature an electronic sign indicating the
rate at which they buy and sell various currencies.
•

Banks often have the best rates and lowest transaction fees. Conversely, the "Change"
businesses on tourist streets will advertise "no fees," but normally make this up by
providing an unfavorable exchange rate.
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•

•

Once you have selected a vendor, simply provide them with the number of dollars you
want to convert, and they will tell you the rate and the amount that will be returned in the
foreign currency.
You can use travelers checks instead of cash, but you may be charged a fee to convert the
travelers check to dollars, which you then will use to buy currency.

3. Never buy currency from someone on the street. Buying currency from anyone who is not
officially authorized to sell currency is a crime in most countries. In addition, these sales are often
set-ups that come with the arrival of a fake policeman who threatens to arrest you unless you return
all of the money to him (while the seller walks away with your dollars).
4. Whatever amount of cash you withdraw, protect your cash and your card by using a money belt.
ATM Use Abroad
Most ATM’s abroad have keypads that feature only numbers.
•
•

If you normally use a “pin” that is a name, be prepared to convert the name to numbers.
The keypad on an ATM is like that on a phone.
o Usually the key for the number 1 is not used to represent any letters.
o ABC starts at 2.
o Keys 7 (p,q,r,s) and 9 (w,x,y,z) are the only ones that represent four letters)

While some machines will allow you a choice of languages for operation, most machines outside
of international airports will function only in the native language of the country that you are
visiting.
•

Many ATMs feature an automated sequence that allows you to withdraw a set amount of
cash, and this helpful feature is usually recognizable regardless of the language used at the
ATM.
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Miscellaneous
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Miscellaneous Items
1. A laptop computer is a tremendous asset to the Group Leader, almost a must. It will permit you
to maintain daily financial records of expenditures, keep accurate trip logs and notes, and easily
download and store digital pictures for editing at a later date. It is also essential if you bring a miniprinter along (See #5 below).
2. The majority of laptop computers, digital cameras, PDA’s, CD players, etc. produced within the
past five years are set up to operate on both 110 volt (U.S.) and 220 volt (rest of the world) current.
This means that a transformer will not be required in order to use electronic equipment safely; but,
in order to use U.S. devices overseas it will be necessary to purchase adaptor plugs appropriate to
the country being visited. These can be obtained upon arrival as well as purchased from a variety
of sources here in the U.S.
3. Hair dryers, curling irons, clothes irons, etc. sold in the U.S. are typically set up to operate on
110v current, which means that if these devices are plugged into overseas outlets they will be
destroyed. Best advice: leave them at home.
4. Upon arrival overseas, it may be possible to purchase an “electrical outlet strip” that has U.S.
plug receptacles but which is attached to a cord and plug appropriate to the country you are visiting.
(This has proven a worthwhile purchase for the students who have visited Ghana.)
5. A mini-printer can be a valuable asset.
a. On a recent trip to Ghana, where people are reluctant to have their photograph taken
because they feel exploited, Mary Johnson was able to print photos on 4x6 photo paper
and give copies to many people-to their great surprise and excitement. Distributing the
pictures led to many positive connections and relationships with local people.
b. Hand-outs can be printed for distribution.
c. On-site letters can be created for personal hand delivery to individuals.
6. Passports
a. Take digital photos of group members’ passports (the personal photo and data pages;
and also the Visa stamped page if a Visa has been required).
b. Save these on your laptop and burn them onto a CD.
c. Prior to departure, e-mail these to the office of International Programs.
d. Keep a photocopy of this information in a zip lock baggie.
7. Telephone Calls Home to the U.S.
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a. U.S. cellular phones will not work overseas. Those which are sold as world-phones
require removal of the cell phone chip and its replacement with a suitable chip for the
country being visited. In addition to the expense of the country phone chip, cell phone
usage for international calls is several dollars per minute.
b. Most countries have international phone cards available for purchase at reasonable rates.
These cards are used in free-standing public phones and the cost of calls to the U.S. is very
reasonable.
c. It is best to wait until arrival overseas to purchase international phone cards.
8. Internet Cafes
a. Use of the internet is worldwide but few people have personal computers and those who
do rarely have internet access.
b. Most internet access overseas is obtained via internet cafes (basically a for profit
computer lab which charges a small per-minute fee for usage).
c. Internet cafes can be found at universities or as free-standing private enterprise
operations.
d. Rates are generally quite low and provide the cheapest form of communication with the
U.S.
9. Medical Kit
a. Carrying a basic medical kit is a good idea.
b. Purchase a commercial one or create one with a variety of over-the-counter medicines
for headache, nausea, diarrhea, heartburn, as well as tubes of antiseptic and analgesic
creams, band aids, etc.
c. Each participant should have a small personal medical kit.
10. Currency Exchanges
a. Depending on the country(ies) visited, it will be wise to wait until arrival overseas to
convert U.S. dollars into local currency. The exchange rates will be better overseas than
they are here.
b. If there is access to commercial banks overseas, you may be able to withdraw monies as
you need them via university and/or personal credit card. All such withdrawals will be in
the currency of the country and not in U.S. dollars.
c. Upon exiting the country, exchanges of local currency for U.S. dollars will be at rates
lower than what was given when dollars were exchanged for local currency. (It costs more
to “buy “dollars than to “sell” them).
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Trip Photography Information
It’s better to have too many pictures to choose from once you’re home than too few.
1. Digital Photography
Digital cameras with a high mega-pixel rating produce photographic quality equivalent to
that of a good film camera. However, unless the mega-pixel rating is at least 5, preferably
7 to 8, the quality of photographs will not be equal to that of film cameras.
a. Advantages of digital photography:
photos)

i. Ability to view immediately the photographs taken (and save, delete, retake
ii. Ability to download photos onto a laptop computer for storage
iii. Ability to erase and reuse photo media chips
iv. Ability to save digital photos onto CD’s for distribution
v. Ability to print only the pictures desired via a personal printer or by taking
photo CD or e-mailing pictures to a photo center

b. Disadvantages of digital photography:
i. The quality of photographs taken by inexpensive digital photographs is not
equal to the quality of photographs taken by inexpensive film cameras
ii. Printing digital photos requires a good printer
iii. Color printer ink cartridges are expensive and easily used up in printing photos
iv. A laptop computer will be necessary to download pictures in order to make the
maximum use of memory storage cards
Film Photography
Film cameras offer excellent quality photographs and are still relatively inexpensive in
terms of overall per-picture cost.
a. Advantages of film photography:
110

Office of International Programs
Shorter University
i. Inexpensive film cameras have better optics than inexpensive digital cameras
and therefore produce sharper photographs
ii. Film canisters are relatively indestructible
prints

iii. Commercial photo centers can produce CD’s of film photographs as well as
iv. Photographs taken on film can be more easily enlarged to “poster” size than
can photos taken on digital media
b. Disadvantages of film photography:
i. Film canisters must be purchased prior to leaving the U.S. as film is much more
expensive overseas
ii. Unexposed film must be transported in carry-on luggage because airport x-rays
used to examine checked baggage will destroy unexposed film
iii. A dozen or more film canisters take up space and need to be carefully kept
track of during the trip
iv. Film photographs must be processed at a commercial photo center vs. pictures
taken on film cannot be viewed until the film is developed
vi. Costs of film development can be several hundred dollars because entire rolls
must be developed (as opposed to individual pictures on digital cameras)
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Study Abroad Safety Tips for Female Students
By Sara E. Savage
Studying abroad is often associated with excitement, growth, cultural awareness. It is rarely
associated with danger.
Negative stories do exist, but most are a direct result of students not taking some of the simplest
precautions. In other words - the negative incidents were often highly avoidable. A good way of
thinking about study abroad safety is, if you wouldn't do it at home, you shouldn't do it while
overseas. Much of remaining safe has to do with trusting your instincts, as well as with projecting
a confident and assertive attitude.
When it comes to safety, however, it's true that female students have more to consider than their
male counterparts. You need to be more vigilant about your surroundings than you would be on
your home campus or in your hometown. Of course you will want to avoid taking shortcuts and
routes which are off the beaten path, especially late at night. You also want to travel around with
at least one other person, and you should not respond to or even acknowledge cat calls or bizarre
behavior from the locals. And always give up your valuables if caught in a criminal situation. In
fact, as you can see, much of staying safe abroad is common sense.
Awareness and Research
One of the main things you can do while abroad is become more aware of yourself and your
surroundings. Having the ability to observe what is going on around you is an essential skill to
have while studying abroad. David S. Katz, president and CEO of the Global Security Group, has
written an article titled "Personal Safety for Women Traveling Abroad on Business," in which he
calls this awareness of personal security a "state of relaxed alertness." He stresses that women are
not advised to be paranoid, but rather to be more aware. This is an important distinction, because
female students should not live in fear while studying abroad, which is meant to be an exciting and
fun experience.
Doing research on your study abroad destination is crucial to learning how to stay safe while
abroad. Information is available about security warnings, crime rates and political stability. The
U.S. State Department offers up-to-date travel alerts and information on most foreign countries.
Be sure to locate the nearest U.S. embassies and consulates at your destination. You can visit
foreignborn.com to view a list of embassies and consulates by country on the website, as well as
access travel information on visas and passports.
Keep in mind that while consulates can help you in the event of an emergency, illness, injury or
other situations, they cannot cash checks for you, lend you money or provide you with legal
counsel. Consulates can help you replace a stolen passport, contact family and friends, and obtain
appropriate medical care. They can also help you to obtain general information about the local
criminal justice process, as well as to obtain a list of local attorneys who speak English.
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Study abroad students should register their travel with the State Department. This way they can be
reached in the event of a family emergency back home. Registration is free and can be done online
at https://travelregistration.state.gov/ibrs/ui/.
You should also research the roles that women play in the country in which you will be studying.
Women have different, often less-independent roles from country-to-country. Female study abroad
students should look into the cultural norms and religious codes that can dictate safety concerns
for them. Find out what behavior, dress, etc., is acceptable for women in your destination country.
It is also helpful to speak with students who have returned from studying abroad (especially if they
have studied in your destination country), as they will share their experiences and give you advice
on safety precautions.
New Culture, New Safety Concerns
Female study abroad students should be culturally sensitive, but not to the detriment of their safety.
You want to be open-minded but not to the extent that you place yourself in danger. Things that
may seem innocuous in your culture may be a big deal in another country. In some countries,
American women are stereotyped, due in large part to the ways in which they are portrayed in
Hollywood films.
Find out what strategies the local women use to keep safe and to stave off unwanted male advances,
as well as what comes across as a romantic gesture. Eye contact is important when it comes to
dealing with men in foreign countries. Men may believe that you are flirting with them if you
maintain eye contact longer than a second or two. On the flipside, eye contact may also be
considered disrespectful in certain cultures.
When you reach your study abroad home, locate the nearest police station and hospital. Take any
issues or concerns you may have while abroad to your program director or university
administrators. If you are feeling harassed or being made uncomfortable by another person, don't
feel compelled to deal with the disturbance in a pleasant manner. Sometimes people need to be
told directly and bluntly to refrain from bothering you.
Become as familiar as possible with the foreign currency you will be using while studying abroad.
You may want to consider wearing a money belt around your belt loops to carry your cash and
identification. Another idea is to sew a money pocket into the inside of your bra to keep your
currency safe. Carrying a single credit card, as well as photocopies of your identification and
important documents, is also advised.
And when it comes time to tip someone, have the tip ready in advance. If you are paying cash in,
for example, a restaurant or Laundromat, be careful not to expose your money to anyone watching.
And never exchange currency with native individuals on the street who offer to "help" you. More
and more countries are offering ATMs where you can use your own American credit card to get
foreign currency, and you are wise to withdraw money in small amounts, so as not to attract any
robbers who might be watching you at the ATM or in other public places.
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Other Safety Advice for Females Studying Abroad
Be sure to study street maps, and if you decide to carry one on your person, carry a pocket-sized
map so you look less like a tourist. If you need directions, your best bet is to ask women and
families, and you may even say that you are meeting up with your husband at the destination about
which you are inquiring. Every female study abroad student should avoid bringing strangers back
to her housing. The place where you stay should be a safe haven for you, and taking people whom
you don't know well to your new home is not the best idea.
Try to avoid wearing jewelry of any type, as even cheap chains can attract thieves. Some unmarried
women traveling abroad opt to wear a fake wedding ring to discourage male attention. It is best to
wear loose-fitting clothing in neutral colors, as well as to attempt to dress like the local women.
Flashy and expensive clothing will cause you to stand out. Your time studying abroad is not the
time to make a fashion statement.
The most common type of crime encountered overseas is likely pick pocketing. Pickpockets may
work in pairs, and also may ask you for directions or otherwise distract you. Even though you may
wish to be helpful to others while studying abroad, hesitate when offering your assistance. Even
children in foreign countries may take advantage of foreign visitors.
This information may seem overwhelming, but it is necessary. The aim is not to instill fear in
female study abroad students, but to provide them with details they need in order to enjoy a safe,
exciting experience overseas. Yes, this article can make the idea of studying abroad seem daunting,
but the experience will be one of the most thrilling, magical times of your life.
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The Stages of Cultural Adjustment
When moving from one culture to another, an individual passes through distinct stages of cultural
adjustment. This adjustment is an ongoing process as demanded by each new situation. The
following is based on a four-stage model identified by Gregory Trifonovitch.
The Honeymoon Stage
Characterized by exhilaration, anticipation, and excitement, a person is fascinated with everything
that is new. An individual in this stage will often demonstrate eagerness and an active interest in
everything around her. She may frequently nod or smile to indicate understanding when, in fact,
she has not understood. When misunderstandings begin to mount up, she may experience the
second stage of cultural adjustment.
The Hostility Stage
This stage is characterized by frustration, anger, anxiety, and sometimes depression. Following
the initial excitement, an individual may be frustrated with the bureaucracy. If he is utilizing a
foreign language, there is a constant weariness of speaking and listening. He may feel upset
because he cannot understand the colloquialisms of the language. Sleep patterns may be
interrupted, and he may suffer from indigestion and be unable to eat.
Sometimes the individual will react to this frustration by rejecting the new or predominant
environment in which he feels discomfort. He may blame the external environment for his bad
feelings. Some of these hostilities are translated into fits of anger over minor frustrations,
excessive fear, and worse, complete withdrawal. For students in the classroom, many academic
problems begin during this stage.
The Humor Stage
This stage follows when an individual in another culture begins to relax in her new situation. She
begins to laugh at minor mistakes and misunderstandings, which previously would have caused
major headaches in the hostility stage. This more relaxed stage occurs after the individual, who
has made some friends, is able to manage the size and complexity of her new environment,
understand her work, and begin to experience successes. She becomes more relaxed, receptive,
and open to direction.
The Home Stage
This stage occurs when the individual not only retains allegiance to his home culture, but also feels
at home in his newly acquired culture. The individual has adjusted to the norms and standards of
the new environment and can successfully live in two different cultures.
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Avoiding Misunderstandings
Here are a few things you can do to avoid any misunderstandings when visiting another culture!
1. Watch the eyes: Eyes often indicate comprehension; straying or glazed over eyes might
mean the person is not understanding what you are saying.
2. Summarize: Stop and review occasionally to ensure you and your counterpart are
registering what is being said in the same way.
3. Paraphrase: Phrase and rephrase what you are saying in more than one way. It helps to
clarify the meaning of the words you are using in the context in which you are using them.
4. Repeat: Ask the person to repeat what has been discussed. Use tact. As them politely if
they have understood what you have been saying and to review it with you.
5. Speak softly: Avoid raising your voice or speaking loudly; this does nothing to increase the
understanding of what you are saying and may be insulting.
6. Speak slowly: This usually makes it easier for a non-native English-Speaker to interpret
your words.
7. Enunciate: Internationals are trained to hear proper English. Avoid “lazy lips” or
mumbling.
8. Avoid abbreviations: Abbreviations and contractions can be confusing for other
Americans, let alone our international friends. Say “you would” instead of “you’d”.
9. Avoid idioms: Idioms often mean nothing to foreign visitors, or worse, confuse a visitor
who is trying to make a literal translation, i.e. “raining cats and dogs”, “burning a hole in
your pocket,” etc.
10. Assume nothing: What means one thing in one society or culture may mean something
entirely different in another.
11. Take the blame: If there is a misunderstanding, be diplomatic and take the blame. This
enables you to start from scratch and get past trying to place fault.
12. Listen: Hear what the other person is saying before answering or jumping to conclusions.

Source: The Do’s and Taboo’s of International Trade by Roger E. Axtell, John Wiley & Sons, Inc.,
1991.
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Deep Vein Thrombosis
There appears to be a strong correlation between sitting for many hours in a cramped airline seat
(or bus, car, train) and the possibility of developing deep vein thrombosis (DVT) in the legs, a
condition which has been tagged “Economy Class Syndrome” by some travel writers.
Studies are now being undertaken to examine the full extent of this connection, but physicians
generally agree that sitting still for three hours or more, especially if the seat cushion presses
against the bottom of the thighs, encourages blood to stagnate in the lower portion of the legs,
thereby increasing the odds that a blood clot could form in the veins. This blood clot could then
break loose and travel to the lungs where it could constrict the flow of blood to the lungs, creating
a pulmonary embolism that could result in severe health problems or even death.
Several airlines are issuing warnings to passengers when long-haul tickets are purchased. The
wise traveler will take steps on his/her own to prevent this dangerous condition, such as the
following:

•
•
•
•
•

Drink lots of water and avoid beverages that
dehydrate, such as coffee and tea.
Avoid salty foods. Snack on healthy foods to
encourage good circulation.
Wear support socks that apply the proper amount of
compression to the lower legs.
Get up and move around the aircraft cabin
occasionally. Aisle seats make this easier.
Exercise your feet and legs for 4-5 minutes every hour when seated. Consider special
exercise and support cushions that are medically designed to aid this exercise.

If a traveler is currently suffering from circulation problems or has a history of blood clots, a
physician should be consulted prior to flying.
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