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About Study Abroad and Away

College of Professional and Global Education Mission & Vision
The Study Abroad and Away office is housed within the College of Professional and Global Education. In the

College of Professional and Global Education at San Jose State University, we provide access to relevant

educational programs that allow individuals to gain knowledge and skills that create a solid foundation for

them to be engaged and productive members of a global society. We offer a learning environment that is

dynamic and innovative, ensuring that we are responsive to the ever-evolving workforce and industry

demands. Our college is the nexus for connecting professionals, institutions, businesses and industries,

locally and from around the world, to the knowledge, resources and talents of Silicon Valley’s premier public

university.

We aspire to be the College that shapes the future of the workforce of Silicon Valley and beyond, preparing
students for professions that exist today and those that have yet to be created. We will be recognized as a
leader in international education, leveraging our diverse international population and strong portfolio of
institutional programs and partnerships to advance our commitment in preparing students and scholars to
live and lead in a global society.

Study Abroad and Away Mission
The Study Abroad and Away office supports San Jose State University (SJSU) and the College of Professional
and Global Education in developing accessible and academically focused cross-cultural programming for all
SJSU students. We aim to foster global competencies in our students and scholars through innovative
programming and through the development of targeted, mutually beneficial partnerships with institutions,
agencies (governmental and NGOs) and companies that share and support the globalization ethos and the
University’s priorities and values.

Study Abroad and Away Contact Information

Study Abroad and Away

One Washington Square

San Jose, CA 95192

Phone: (408) 924-2670

Fax: (408) 924-2666

Email: spartansabroad@sjsu.edu

Web: https://www.sjsu.edu/studyabroad/

Study Abroad and Away Staff 
Director (interim) Parinaz Zartoshty parinaz.zartoshty@sjsu.edu X 4-6144

Study Abroad Coordinator Vid Raatior vid.raatior@sjsu.edu X 4-2684

Program Specialist Erin Kelly-Weber erin.kelly-weber@sjsu.edu X 4-5916

Study Abroad Coordinator Julie Lucas julie.lucas@sjsu.edu X 4-6057

While on an active FLP, non-emergency questions and all reports go to: spartansabroad@sjsu.edu
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Study Abroad and Away Learning Outcomes
The Study Abroad and Away office strongly believes in the role that a study abroad or away experience can
have in a student’s academic, personal and professional development. Through participating in a study
abroad or away program, San Jose State University students will develop knowledge, skills and attitudes
that foster personal and professional growth, develop intercultural competencies and prepare them to be
dynamic and productive global citizens who are deeply cognizant of living in a connected and
interdependent world. Specifically, students will be able to accomplish outcomes in the following areas as a
result of their study abroad or away experience:

Personal Growth and Development
● Demonstrate awareness of their own values and identities
● Adapt to new and unexpected situations and demonstrate increased tolerance for and comfort with

ambiguity
● Demonstrate increased confidence in navigating challenges independently
● Develop critical thinking skills, specifically the ability to learn through observation, analysis,

interpretation, reflection, evaluation, inference, explanation, problem solving and decision making

Intercultural Competence
● Describe, interpret, and demonstrate an appreciation for the differences and similarities between

their home and host cultures, and within their own communities and peers’ experiences
● Recognize cultural differences in verbal and nonverbal communication and begin to participate in

creating a shared understanding based on those differences
● Consider the value of diverse perspectives and increase their understanding of others’ worldviews

and experiences
● Develop an awareness of one's own identities, privilege, biases and cultural values and how those

shape their experiences in the world and interactions with others

Career Readiness
● Develop skills that are essential for participating in a global workforce, including problem solving,

flexibility and collaborating with individuals from diverse cultures, experiences and perspectives
● Identify the knowledge, skills and attitudes gained during their study abroad and away experience

that are relevant to the NACE career competencies and articulate them within their professional
documents and career search

● Reflect on how to integrate their study abroad and away experience into their professional
development and future careers

Global Citizenship and Community Engagement
● Demonstrate an increased understanding of global issues and how they connect with their local

realities
● Develop the skills required to be active global citizens who engage with community and reflect on

social justice issues
● Develop an understanding of the realities of privilege, inequality and diversity in relation to one’s

personal experience and within a global context
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Global Opportunities for Faculty

There are many opportunities and pathways for SJSU faculty to be a part of the Global Spartan community.

Faculty members can engage with international programs and projects, by:

● Leading a Faculty-Led study abroad program (FLP)

● Participating in international research and collaborations

● Serving as a CSU International Programs Resident Director

● Serving on the Faculty-Led Advisory Committee (FLAC)

● Working with the Study Abroad and Away department to champion existing and establish new

exchange programs with international institutions.

The next section describes a few of the different types of programs that SAA offers in which faculty may be

involved.

Short-Term Study Abroad Models

Faculty-Led Program (FLP)

The first type of short-term study abroad program model is a traditional FLP model, where the faculty

travels with a cohort of participants and teaches an SJSU course on-site. In this model, faculty and

participants live in the same accommodations, participate in group excursions, and travel from site to site as

a group. Faculty travel expenses are paid for and salaries are based on the “Instructional Faculty, Special

Programs” CSU Salary Schedule, Class Code 2322 (pdf). When developing an FLP for SJSU, this is the model

we will follow. Faculty can collaborate with a foreign institution, but should not rely on that institution to

be the sole provider of instruction. SJSU faculty are expected to provide instruction to SJSU students, which

can complement a lecture or classes provided by the foreign institution or team-teaching with a faculty

member from the foreign institution. In all cases, SJSU faculty are required to teach on an FLP.

Direct Enrollment/Summer School Abroad (SSA)

A direct enrollment program looks more like a traditional semester-long study abroad program, where

participants stay in residence halls or dorms (where available) and enroll in a host institution’s summer

school program and take courses offered by the partner institution. At SJSU we offer these types of

programs as an SSA experience. SSA programs operate without an SJSU faculty member accompanying the

participants on their program and are developed and managed solely by the Study Abroad and Away Office.

Faculty teaching at a foreign Institution (not an FLP)

Faculty can identify teaching positions abroad as a visiting faculty member for a summer or winter session
program. This type of arrangement is between the SJSU faculty member and the foregin institution, and is
not facilitated through Study Abroad and Away. If a faculty member is teaching for a foreign institution
during the summer or winter session, SJSU will not pay the faculty member a salary or a stipend. The SJSU
faculty member should coordinate directly with the foreign institution and negotiate their contract/package

(salary, housing, etc.) directly. SJSU will not cover any expenses related to these visiting scholar positions.
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Faculty-Led Programs Overview

This handbook provides guidance on the first global opportunity mentioned for faculty - leading a

Faculty-Led study abroad program (FLP).

The Basics of an FLP

The Study Abroad and Away office provides expertise and assistance to faculty in developing short-term

credit-bearing programming for our students that have a cross-cultural focus and provide an

experientially-based vehicle for teaching SJSU courses domestically and internationally. If you are interested

in developing a program that will offer courses for credit during the spring, winter or summer breaks – we

can help! Please contact the Director of Study Abroad and Away to discuss your idea and learn about how

we can facilitate your program.

Study Abroad and Away does offer co-curricular Alternative Break Programs domestically and abroad. These

programs focus on cultural immersion and community engagement, and often include a service-learning

project to engage with the local community. The Alternative Break Programs offered through Study Abroad

and Away focus on learning about local cultures. They are not discipline-specific and do not offer academic

credit.

If you are interested in developing a co-curricular program that highlights or focuses on an academic area in

your discipline but does not include cultural immersion as a key element of the program, please work with

the Associate Dean of Undergraduate Education and your college Dean’s office to develop a field trip or

alternative spring break through your college.

Academics

In accordance with CSU Executive Order No. 1081 (Appendix A), FLPs must be credit-bearing programs that

take place during the special session programming window (summer, spring break, or winter). FLPs cannot

be embedded into the regular session (either as a free-standing experience or as part of a regular session

course ). FLPs typically offer 3-6 units. Each unit requires a minimum of 15 contact hours of instruction, or1

approximately one credit unit per one week of travel. Faculty Affairs also dictates that faculty cannot offer

more than 1 unit per one week of instruction. Therefore, faculty running an FLP must incorporate

coursework that occurs on campus before and / or after the FLP to ensure we are in accordance with WASC

and Faculty Affairs requirements. These on-campus course meetings can occur during the regular spring or

fall semesters, as long as they take place on off-duty days (so as to not overload the faculty member).

Programs must have a clear academic focus and learning objectives. Excursions should be relevant to the

course subject and academic content of the program (FLPs are not intended to be travel tours, vacations, or

trips focused on tourism). The FLP course(s) must currently be in the SJSU course catalog. Additionally,

1 Faculty can discuss developing an embedded study abroad experience into a regular session course
with their academic department or college. These embedded courses are not offered by Study Abroad
and Away.
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there are special considerations for SJSU Studies courses, see

https://www.sjsu.edu/general-education/faculty/ge-guideline.php.

Location

FLPs often take place in a country where the program leader has some previous travel, study, research, or

teaching experience. However, a new site can be developed if it speaks to the course to be offered by

conducting a site visit or working closely with a study abroad service provider. Sites must play an integral

role in the course and should be selected with intention. The program should engage in the host

environment and with the local culture. SAA is always reviewing the FLP portfolio and is eager to collaborate

on developing new programs in underrepresented site locations.

On-site Duration

The duration of the program should be determined by the amount of time necessary to adhere to the

number of units being offered. A typical program length consists of at least two weeks on site, 14 days not

including travel time to and from the host destination. Programs that are less than two weeks in length are

possible, but need to be approved in advance by the Director of Study Abroad and Away. Keep in mind there

may be a need to teach on campus, before and after the travel portion of the program to adhere to WASC

and Faculty Affairs protocols. Guidance in determining the length of your proposed FLP can be facilitated by

completing the Credit Hour Compliance Worksheet, which is one of the required components in the FLP

proposal. You view the guidelines for how to calculate contact hours here.

Budgeting and Enrollment

FLPs are completely self-supporting. This means that the tuition, administrative fee, and program fee that

comprise the total program cost are completely paid for by the participants. In order for a program to be

financially viable, program leaders must meet the determined enrollment as identified when developing the

FLP budget. Program leaders are expected to research and gather programming prices and costs when

developing their FLP proposal to be provided when the actual program budget is developed with SAA. To be

good stewards of participant money, faculty expenses ( including, but not limited to meals, hotels, and

transportation costs) need to be based on actual on-site costs that are reasonable and economical, and not

tied to the U.S. Department of State Foreign Per Diem Rates. Only expenses which have been budgeted for

will be reimbursed and any budget deficit that is incurred must be covered by the program leader and/or

their college. Study Abroad and Away reserves the right to deny programs that would be considered too

expensive for students. As program costs can vary due to length of time abroad, number of units offered,

and the local cost of living, we will assess the feasibility of the program when developing the budget.

Generally speaking, we will not offer a program that exceeds $5,500 per participant.

Participants

Typically FLPs should accommodate 12-20 students, depending on staffing and program model. Programs

must have a minimum of 12 students to run. If two faculty members are co-leading an FLP, the minimum
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number is 16 students. Some programs can accommodate larger numbers, but this should be discussed with

SAA at the budget meeting. The key is to make sure that projected enrollment is realistic and attainable.

Program budgets are based on the minimum number set for the program. If programs do not reach their

minimum number for enrollment, they will be canceled.

Program Leaders

SAA suggests having one faculty Program Leader (PL) for every 8-16 participants on the program. A program

leader may consider utilizing an assistant on the program. SJSU graduate students, employees (with

supervisor approval), faculty, or external experts (someone with specific language skills or depth of

experience in the field) may be able to assist in the management of an FLP, but must be processed as an

SJSU volunteer in advance in order to budget for their travel expenses, process the required University

Personnel paperwork, and to secure the required insurance. These assistants are not compensated above

the cost of travel, accommodations, and other on-site program related expenses. Faculty proposing an FLP

that would like to have a volunteer appointed to assist with their program need to discuss this in the

proposal phase and before the budget is finalized. Not all requests to employ a volunteer will be approved.

The costs associated with supporting a volunteer is shouldered by the students, and the actual needs of the

program will be assessed on a case by case basis to ensure we are not increasing the financial burden on the

students without a clear purpose and need.

There can be two faculty leaders on an FLP if the program will support a larger cohort of participants (16+)

and the budget can support a second faculty member and the program cost per participant is still feasible

and affordable. There is no guarantee that two faculty members will be approved to co-lead an FLP. It is

uncommon to have two faculty leaders run a program, especially if it is a new program.

Any desire to run a program with two program leaders needs to be discussed prior to developing an FLP

proposal and approved by SAA. Common considerations to be reviewed include the need for a second

program leader, the role the second faculty leader will play, the increase in costs to the program (paid by

students), and the estimated enrollment for the program. SAA reserves the right to determine if a program

will be run by one or two faculty members. If it is determined that the program can support a second faculty

leader, the compensation distribution must be determined during the budget development meeting. Please

see more details about multi-leader compensation distributions in the compensation section that follows.

All program leaders or assistants are expected to travel (in the same town or city) and stay with participants

(in the same lodging facility when possible or within close proximity when it is not) throughout the entire

course of the program. Due to liability reasons, family, friends, or children of the appointed faculty and/or

the registered participants cannot accompany, participate on, nor travel alongside an SJSU FLP. Only the

appointed program leaders (and in some cases, approved volunteers) and properly registered participants

may travel with the program. Community members and non-students can apply to and participate in an FLP,

as long as they are registered for a course, participate as a student on the program, and are not minors.
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Onsite Support Policy: Starting with proposals for summer 2023, faculty proposing programs must plan to

utilize one of the following options that will provide additional onsite support during the program:

1) Utilize a service provider / vendor with an in-country support team for 24/7 assistance.

2) Identify a volunteer to travel and be present with the group for the entirety of the program

3) Have a faculty co-leader

This is to ensure sufficient support for students and program leaders when it comes to supporting the

health and safety of program participants.

Additionally, Program Leaders need to identify a back-up program leader for emergencies. This back-up

person needs to be someone qualified and available to teach your course in the case of an emergency. If you

have any questions or concerns about this requirement, we are happy to meet with you and discuss what

this could look like for your program. Please reach out to us at spartansabroad@sjsu.edu to request a

meeting before submitting your proposal.

Faculty Compensation

Program leaders are compensated for leading FLPs through participant tuition fee-generated funds.

Program leaders’ travel, accommodations, and on-site program related expenses during the program are

covered by participant-generated program fees, and therefore must be based on actual on-site costs that

are reasonable and economical, and not tied to the U.S. Department of State Foreign Per Diem Rates.

Faculty teaching an SJSU course on-site will receive a salary based on the “Instructional Faculty, Special

Programs” CSU Salary Schedule, Class Code 2322 (pdf).

Compensation is determined based on the rank of the faculty member, the number of registered

participants and the number of units being taught; therefore, the amount of salary to be paid cannot be

determined until all participants have registered in the program course and have paid the program fees

(including tuition) in full.

When two faculty members are leading an FLP, the compensation will be determined as follows:

1) If each faculty member is teaching a course on their own, they will be compensated for the number

of participants enrolled in that specific course and by their rank on the salary schedule.

2) If the faculty are co-teaching a course, they will split the salary (course units divided 50/50)

between the two faculty leaders. Compensation will be based on the number of enrolled students in

the course and on the faculty member’s ranking in the salary schedule.

NOTE: Faculty teams cannot offer more than a single section of a course on an FLP, e.g. if 20 participants

register for MCOM 180 (3 units), there will be a single section of MCOM 180 offered and the salary will be

divided evenly (1.5 units per faculty leader) between the two faculty leaders.
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Program Leader Eligibility

All levels/ranks of faculty, as well as staff with regular teaching duties, can be an FLP Program Leader.

Additional eligibility requirements include the following criteria:

● The faculty member must have completed one year of service with SJSU at the time the proposal is

submitted.

● Faculty should be on-campus and available to administrators and participants throughout the

academic year.

● Faculty who are committed to following CSU, SJSU, CPGE, and SAA policies, procedures, and

processes. If the faculty member does not adhere to policies while preparing for or while running an

FLP, the SAA reserves the right to deny any future proposals to run an FLP.

SJSU has invested significantly in FLPs as a means to internationalize the curriculum as well as the faculty

and staff of the university. On rare occasions, retired faculty, emeritus, and non-SJSU employees may be

appointed to serve as an FLP leader because of specific programmatic needs or expertise. Faculty

participating in the FERP program cannot run an FLP. Non-SJSU Program Leaders and volunteers must

undergo a background check like all new SJSU employees. Once appointed, non-SJSU Program Leaders

receive an SJSU login/email address.

Information regarding FERP, volunteers, and student program assistants can be found in the sections in this

handbook titled, “Program Leader Eligibility and Appointment” and “Program Leader Staffing and

Compensation.”

Program Leader Skills & Responsibilities
While FLPs are SJSU programs, directing an FLP is obviously very different from teaching via traditional

means in a classroom. Program Leaders must successfully manage all details of traveling with a group of

participants such as logistics, group dynamics, safety and security, back-up plans, and of course - teaching.

As a Program Leader, faculty will be responsible for the following:

● Marketing the FLP and recruiting students to participate.

● Reviewing participant applications within the designated timeframes determined by SAA.

● Conducting pre-departure meetings with participants to provide detailed information about the

course(s), a site-specific orientation for the host destination, and any other additional relevant

information. Participants must also complete an online orientation course and attend any general

pre-departure meetings provided by SAA.

● Attend financial training and risk management training on an annual basis. This is required for all

Program Leaders.
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● Travel abroad to the program destination(s), where the FLP Program Leader teaches an approved

SJSU credit-bearing course.

● SAA also strongly encourages the program leader(s) to include ongoing reflection, and class

meetings during the pre-departure, onsite and post-travel phases of the program to help

participants prepare and process their experiences.

FLP Program Development

San José State University and the Study Abroad and Away office are committed to creating and supporting
SJSU Faculty-Led Programs (FLP). FLPs are an exciting and experientially-based approach to offering SJSU
courses off-site, both in domestic locations and around the globe. When developing a new FLP, it is
important to consider many moving parts: contact hours with students to adhere to the definition of a
credit hour; the safety and security of our faculty, staff, and students; the costs associated with running a
viable FLP, etc.

Programs may be developed by working closely with a pre-approved education abroad provider or an
institutional partner, which can take a significant amount of time to plan. For those with significant
experience in the proposed host location, a program can also be entirely self-designed. New FLPs can use
providers that have not been pre-approved, but please keep in mind developing new provider contracts can
take several months longer than working with a pre-approved provider. Faculty considering the
development of a new FLP need to meet with the Director of SAA to discuss their ideas and vision prior to
developing an FLP program proposal.

SAA, in partnership with SJSU academic colleges and departments, facilitates and develops FLPs for SJSU
students. FLP proposals should originate with faculty and should carry the endorsement of appropriate
departmental and college administrators.

All new FLP proposals will be reviewed by the Faculty-Led Advisory Committee (FLAC), composed of SAA
staff and SJSU faculty.

New Program Development Requirements

To develop a new FLP, one of the following must be completed (as of 5/17/16):

1) A site visit* will be required for anyone proposing to start a program in a location where they have
little to no experience and will not be working directly with an education abroad program provider.
You can complete a site visit proposal within the Spartans Abroad Portal (SAP).

2) The site visit requirement can be waived for faculty with little to no experience in the proposed
destination, as long as the faculty member(s) work with an approved education abroad program
provider in developing their program.

3) The site visit requirement can be waived for faculty who have previous and extensive experience in
the proposed destination and have visited the location within the past two (2) years. This
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knowledge and experience must be demonstrated and documented in the New FLP Program
Proposal.

All faculty developing a new FLP are welcome to complete a site visit* and apply for grant funding,
regardless of their experience in the proposed destination. Information about Site Visit Grants can be found
in the Site Visit Proposal Packet.

All program leaders performing a site visit* will be required to complete the FLP Site Development
Spreadsheet. The FLP Site Development Spreadsheet will be provided to faculty upon approval to conduct a
site visit.

*NOTE: Site visits are currently on hold until further notice. Please contact the Director of Study Abroad and
Away, Parinaz Zartoshty (parinaz.zartoshty@sjsu.edu) to discuss program proposal development without
conducting a site visit.

Eligibility

New FLP Program Proposals will be accepted from all levels/ranks of faculty, as well as from staff with
regular teaching duties.* Preference will be given to proposals meeting any of the following criteria:

● A faculty member who has not previously taught or led a program off-campus or abroad
● An experienced faculty program leader developing a new destination
● Proposals that demonstrate and incorporate the Study Abroad and Away Learning Outcomes
● Courses with an interdisciplinary focus
● Support from the home department to promote and demonstrate the department's commitment to

internationalizing its curriculum
● Courses that integrate into the departmental curriculum (i.e. count towards a student’s major in

that department as either a requirement or an elective) and will be sustainable and recurring
● Courses in locations where SJSU study abroad courses are underrepresented (ex: Africa, Middle East,

Australia, New Zealand, Central America, South America, Eastern Europe, and the United States)
● Development of sustainable programs running for several years (planning for the sustainability of

the program should be outlined in the proposal)
● The faculty member must have completed one year of service with SJSU at the time the proposal is

submitted.
● Faculty who are committed to following CSU, SJSU, CPGE, and SAA policies, procedures, and

processes. If the faculty member does not adhere to policies while preparing for or while running an
FLP, the SAA reserves the right to deny any future proposals to run an FLP.

* Faculty in the FERP Program are not able to lead FLPs. You can find more information on FERP and CPGE
programs here.
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Site Visits

Instructions for Applying to Conduct a Site Visit

NOTE: Site visits are currently on hold until further notice. Please contact the Director of Study Abroad and
Away, Parinaz Zartoshty (parinaz.zartoshty@sjsu.edu) to discuss program proposal development without
conducting a site visit.

You must schedule and meet with the Director of Study Abroad and Away to discuss your proposed

program, prior to completing the FLP Site Visit Proposal Packet.

To apply to conduct a site visit please submit:

1) A Site Visit Proposal Application Form (Form B), which requires the following additional documents;

● A tentative itinerary for your site visit.

● A proposal narrative describing what you intend to investigate during this site visit and what you

plan to accomplish.

● A brief course narrative outlining the course you would like to teach, as well as the learning goals

and objectives you plan on accomplishing during your FLP.

2) A Statement of Support - Share your site visit proposal with your Department Head or Chair (and

Associate Dean for faculty in the College of Humanities and Arts). Each proposing faculty member must

have their Department Head or Chair (and Associate Dean for faculty in the College of Humanities and Arts)

complete and sign the Statement of Support (Form G).

3) The FLP Site-Visit Grant Application, if seeking grant funding (Form C)

Those approved to conduct a site visit must submit a New FLP Site Visit Development Form (to be

completed on-site) upon return from the site visit. The FLP Site Visit Development Form highlights

important areas to consider in exploring the viability of a new FLP. These include logistics (lodging,

transportation, meals, activities, and excursions), academic and cultural components, safety and security,

anticipated costs, sustainability, etc.

Site Visit Grants

Site Visit Grants awarded will be for site visits carried out a year before the program is proposed to be

offered. Faculty performing site-visits should plan their site-visit around the approximate timeframe in

which the proposed FLP will run.

Completed site-visit proposals for planned programs are subject to a review process (which may include

follow-up discussions and revisions between the proposing faculty and FLAC) prior to final approval.

A travel grant will be available for faculty who have been approved to carry out a site-visit. Grants up to

$2000 will be awarded per approved site visit. Faculty will be expected to secure additional funding from
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other SJSU sources, such as department or college funds, or private (e.g. development) funds. If additional

funding is unavailable through departments, college funds, or private funds, faculty are invited to complete

the New FLP Program Proposal using methods 2 or 3 as listed above. Site Visit Grants will not be available

for existing FLP programs expanding upon or changing destinations.

Site Visit Grant Guidelines

Programs may be developed by working closely with a pre-approved study abroad provider, institutional

partners, or they can be entirely self-designed (for those with significant experience in the proposed host

country). New FLPs can partner with foreign institutions, but please keep in mind developing new

institutional contracts can take several months longer than working with a pre-approved provider.

SAA, in partnership with SJSU academic colleges and departments, facilitates and develops FLPs for SJSU

participants. FLP proposals should originate with faculty and should carry the endorsement of appropriate

departmental and college administrators.

All new FLP proposals will be reviewed by the Faculty-Led Advisory Committee (FLAC), comprised of SAA

staff and SJSU faculty.

1) The site visit requirement can be waived for faculty with little to no experience in the proposed

destination as long as the faculty member(s) work with an approved study abroad program provider

in developing their program.

2) The site visit requirement can be waived for faculty who have previous and extensive experience

in the proposed destination and have visited the location within the past 2 years. This knowledge

and experience must be demonstrated and documented in the New FLP Program Proposal.

The site-visit grants awarded are non-renewable and final amounts will be determined by the Faculty-Led

Advisory Committee (FLAC). Awards are made to help offset program development and international travel

costs for university faculty and staff. Airfare or other travel requests must be economical and realistic.

Meals, hotels, and incidental rates need to be based on actual on-site costs that are reasonable and

economical, and not tied to the U.S. Department of State Foreign Per Diem Rates.

The following funding requests will NOT be considered:

● Retroactive funding of trips already taken or currently underway at the time of the announcement
of awards.

● Trips for the sole purpose of attending or presenting a paper at an international conference or trips
for research purposes.

● Proposals requesting funding that focus on developing exchange partner programs or other non
faculty-led programs. The focus of the site-visit should be on FLP development. Faculty can meet
with potential institutional partners on their site-visit to discuss the development of non faculty-led
programs, but that should not be the focus of their visit.

In all cases, successful applicants will be expected to submit an SJSU Faculty-Led Study Abroad Program
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Proposal upon their return; and, pending approval of the proposal, lead at least one iteration of the
program. Priority in funding will be given to develop programs that, among other things:

● Provide affordable study abroad options for SJSU participants
● Incorporate the defined SAA Learning Outcomes into the program
● Have a projected ability to attract participants.
● Provide accessibility to participants from more than one discipline, department, or college.
● Show alignment of the proposed program with the international priorities of departments, colleges

and the university.
aAre designed to be sustainable in the long-term (due to the resources involved in developing new
FLPs, new FLPs are expected to run more than one cycle)

● Broaden the geographical and topical range of the existing portfolio of SJSU programs
● Incorporate a field site engagement model facilitating on-site learning and interaction with local

cultures and communities.

Limitation of the Grant
The Site Visit Grant will cover travel expenses including accommodations, air and ground transportation,
meals (for the faculty member), media, books, and excursions that are potential participant activities up to
$2000. The grant does not cover salary, personal items, souvenirs, or other incidental or personal
expenditures. If you have questions regarding specifically which expenses are covered, contact SAA. If
expenses should exceed the award amount, the faculty member will need to secure other means to cover
expenses over the awarded amount.

Travel Authorization and Reimbursement Requirements
● Prior to travel, grantees must process a travel authorization through CPGE for the funding provided

through the grant. SAA will provide the necessary information for submitting a travel authorization.

Please reference the Travel Authorization Submission Guide (Appendix O) when processing your

travel authorization.

● While traveling, grantees must collect itemized receipts for all expenses for which they will seek

reimbursement from SJSU, and note currency exchange rates at the time of travel. For receipts in a

foreign language, grantees will need to provide notes regarding purchases, including the item

purchased, the amount of the purchase, the date of purchase, etc. Information regarding travel

expenses will need to be entered into an FLP expense tracking worksheet (Appendix R), which will

be submitted into the FTS system upon return.

● Upon return, grantees must initiate the travel reimbursement procedures through CPGE. SJSU and

CPGE travel policies and procedures will govern all reimbursements under this program. Please

reference the Travel Reimbursement Submission Guide (Appendix S) when processing your travel

reimbursement.

After the site visit has been completed, recipients of the site-visit grant will submit the completed FLP Site

Visit Development Form (Appendix Z.3) and other required documents (found in the New FLP Program

Proposal Packet) to SAA. The Site Visit Development Form, which will be provided when the site-visit

proposal has been approved, is to be completed on-site. The FLP Site Visit Development Form highlights

important areas to consider in exploring the viability of a new FLP. These include logistics (lodging,
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transportation, meals, activities, and excursions), academic and cultural components, safety and security,

anticipated costs, sustainability, etc.

Preparing to Conduct your Site Visit

Even if you have already been to the location where you’d like to develop an FLP, or are from this location

yourself, the purpose of the site visit is to evaluate the site with specific information gathering goals in

mind. You’ll be planning an itinerary, developing important contacts for housing, meals, transportation,

gathering safety and security information, health information, academic contacts, etc. The site visit

represents an important component of SJSU risk management protocols for FLPs.

The FLP Site Visit Development Form (Appendix Z.3), which will be provided when the site-visit proposal has

been approved, is to be completed on-site. The FLP Site Visit Development Form highlights important areas

to consider in exploring the viability of a new FLP. These include logistics (lodging, transportation, meals,

activities, and excursions), academic and cultural components, safety and security, anticipated costs,

sustainability, etc.

A detailed plan for your site visit is essential! You will have a limited amount of time and you want to make

the best use of it, get the information you need, and enjoy trying out the activities you plan for participants.

It is very important to personally experience as much of the itinerary as possible. First, this will enable you

to make sure ideas/housing options/restaurants/museums/etc. will work both logistically and from a safety

and security perspective. Second, it will enable you to describe the plans from a first person perspective to

interested participants – very useful in recruiting! Third, you may find out that an activity which you

believed would be great for the program is not as wonderful as you had thought before trying it out

personally. For anything you are unable to try out in person, it is essential to talk with people or conduct

due diligence in some other manner. It’s important to do this to decrease the likelihood of unpleasant

surprises when you’re with your participants.

After Conducting your Site Visit

After the site visit has been completed, recipients of the site-visit grant must submit the completed FLP Site

Visit Development Form (Appendix Z.3) and schedule a meeting with SAA as soon as possible following their

return from the site visit (no later than 3-4 weeks). The purpose of the meeting will be to review what

you’ve learned and to discuss the timeline for next steps in completing the New Program Proposal. Review

the sections below and guidelines on the Spartans Abroad Portal for information about the new program

proposal submission process

Developing a New FLP without Conducting a Site Visit

To apply to develop a New FLP Program without conducting a site visit, please complete the following steps:

1) Set up a meeting with the Director of Study Abroad and Away to discuss your vision for your

proposed program, potential costs and approved program providers, if applicable. This meeting

must take place prior to completing the New FLP Program Proposal application.
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2) Identify the costs associated with your program to help develop your program budget. If you will

work with a study abroad program provider or onsite partners who offer your program services,

please contact them 1-2 months before the proposal is due early on to develop a proposal and to

obtain a bid for your program needs, which should include proposed costs.

3) Speak with your department chair to obtain their support for the FLP and to discuss potential

course offerings.

4) Complete and submit the SJSU Faculty-Led Program Proposal application for new FLPs on the

Spartans Abroad Portal. Review the section below for details on the new program proposal process.

Submitting a Program Proposal for a New FLP

All faculty developing a new FLP must complete and submit a program proposal on the Spartans Abroad

Portal. Follow these directions for navigating the online application process. The application requires the

following documents:

1) New Program Questionnaire: In this online questionnaire, you will be asked to provide details about

yourself, the proposed program site, academic details, site-specific considerations, program design,

student support services, risk assessment and your marketing and recruitment plan.

2) Risk Self-Assessment Questionnaire: This self-assessment survey focuses on the more technical,

logistical and crisis management aspects of being a program leader. The purpose is to highlight

important skills required of a program leader and introduce some scenarios that may occur.

3) Course Syllabus: A syllabus for each course that will be offered on the FLP. The syllabus must

conform to the accessible template according to S16-9 university policy, course syllabi policies. The

template can be found here.

4) Program Narrative: A narrative about your program, which clearly outlines your vision. We need to

see how you are connecting the program location, culture, activities and curriculum to one another.

What are the goals of the program and how will you accomplish those goals? How do the goals

align with the course learning outcomes?

5) Student Contact Hours Worksheet: It can be challenging to identify how a credit hour should be

calculated when developing an FLP. FLPs do not always have the same elements as a course taught

in a traditional classroom setting. When developing an FLP, you must be sure to provide instruction

that is reasonably equivalent to the standard of combined direct instruction and student work per

week, per credit hour for a semester (or its equivalent). You will need to download the Student

Contact Hours Worksheet to complete and upload as a PDF. View the guidelines for how to

calculate contact hours here.

6) Program Itinerary: A day-by-day tentative proposed itinerary for the program, as well as a brief

description of activities in the itinerary: anticipated field trips, activities, uses of host institution(s)
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or other contracted instruction, etc.Please list not only your program dates, but the number of

hours that you will meet with the students before and after the trip (see sample itinerary here).

NOTE: Faculty Affairs is reviewing faculty appointment forms closely and they need to see that for

every 1 unit of credit, we must show at least 1 week of contact. If you are looking at offering a 6

unit course that you would teach alone, and you only plan on being abroad for 2.5 weeks, you will

need to meet with the students for another 2.5 -3.5 weeks either before or after the trip (or both).

You can have meetings during the preceding semester (fall semester for winter programs and

spring semester for summer programs), as long as it will not impact your regular teaching duties -

so off-duty days are preferred, if possible. Please note FLPs can only offer 3-4 units on winter term

programs and 1 unit courses over the spring break. Use these guidelines and worksheet to

determine how to calculate contact hours for your program.

7) Chair’s Statement of Support - Letter of Recommendation - Each proposing faculty member will

require a letter of recommendation from their Department Chair. This is a static form that will be

routed to your Chair from the SAA office. Your Chair will be asked to review your proposal in

entirety and verify that you are approved to proceed with your outlined plan. The Chair will

complete the review after your proposal has been submitted in full. The letter of recommendation

will be routed directly to the Director of Study Abroad and Away. The Director will follow up with

your Chair if the approval has not been submitted.

8) Marketing Materials: The SAA staff will prepare marketing materials and develop your program’s

online brochure and application pages in our Spartans Abroad Portal (SAP). To prepare your

marketing materials and your new online brochure, we will need the following items:

○ Your photo(s) and a brief biography: This should be a brief and fun description of who you

are and your connection to the destination of your FLP. The photo can be a professional

headshot or a fun photo that shows you in the real world.

○ Location photos:We need four (4) location-specific high resolution photos that will be

placed on your program brochure on our website and other marketing materials. If you

have no photos, please visit any copyright-free, royalty-free websites, such as Pixabay

(https://pixabay.com/), to search for 4 photos to use on your program brochure. When

downloading the free photos from Pixabay, please select the 1920 x 1280 pixel size.

Program title: This is meant to be used as a marketing vehicle, so it should be fun yet

descriptive. Try to keep the title short, around five words. to market the program

○ Program Overview: Provide a one-paragraph description of the program experience. How

would you describe your vision to an interested participant? This narrative should

summarize the educational, cultural and professional implications of the program.

○ Program Highlights: Provide a bulleted list of what the students will experience on the

program. Again, this is a marketing vehicle, so it needs to capture the interest and

attention of potential applicants. Will there be a service-learning component? Networking

opportunities? Hands-on experiences? Will students get to go on excursions and site visits?
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Is there something unique to your destination that students may or may not be aware of?

All of those pieces of the puzzle can intrigue and ultimately encourage a participant to sign

up for your program. Keep in mind – students like short blurbs of text and bullet points,

something that they can skim and discern quickly what is being offered, so keep it short

and descriptive.

Budget Development (By Appointment) - All FLP budgets are developed with the proposing faculty

member(s) and the Director of Study Abroad and Away, Parinaz Zartoshty. Upon submission of your FLP

Program Proposal, please schedule a budget meeting with Parinaz Zartoshty (parinaz.zartoshty@sjsu.edu).

Dates and deadlines for budget meetings can be arranged on a rolling basis.

Program Proposals for Returning FLPs

What is considered a returning FLP?:

● Any program that has run within the past two years is considered an existing FLP and should

complete the FLP Returning Program Proposal.

● If the FLP has not run and/or the program leader(s) has not visited the site in more than two years,

which also applies to any new destinations being added to an existing program, the faculty leaders

will need to submit a New FLP Program Proposal.

● If a program was proposed in the past two years, but was canceled or did not run, the program does

still qualify as an existing program. Faculty should complete and update the Returning FLP Program

Proposal.

New programs should follow the steps to propose a new FLP, as outlined on the Spartans Abroad Portal

here.

Proposal Review

FLP Program Proposals will be accepted from all levels/ranks of faculty as well as from staff with regular

teaching duties. Preference for approving a program to run will be given to those meeting any of the

following criteria:

● FLPs offering courses with an interdisciplinary focus or courses that integrate into the departmental

curriculum (count towards a participant’s major in that department as either a requirement or an

elective) and will be sustainable and recurring.

● FLPs that have reviewed the capacity, departmental/college need for the FLP, and participant

interest; e.g. If there are only 40 participants needing a course in a specific major or course area, it

is not feasible to offer 6 programs focusing on that major or course area, as all programs will

inevitably be under-enrolled.

● Program Leaders who have proven success in marketing and recruiting their FLP.
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● FLPs that have adhered to and managed their FLP budgets in past years successfully. Programs that

have had consistent budgeting issues or have returned with a budget in deficit may not be

approved.

● Faculty who are committed to following CSU, SJSU, CPGE, and SAA policies, procedures, and

processes. If the faculty member does not adhere to policies while preparing for or while running an

FLP, the SAA reserves the right to deny any future proposals to run an FLP.

* Faculty in the FERP Program are not able to lead FLPs. You can find more information on FERP and CPGE

programs here.

Communications with SAA

It is very important that you read (the entire email) and respond to the SAA team when they email you for

information. Delays in responses can delay our ability to assist you with your program and may cause

unnecessary delays in administering your program.

Submitting a Program Proposal for a Returning Program

All FLP program proposals and supporting documents are submitted online to the Study Abroad & Away

office via the Spartans Abroad Portal (SAP). Returning Program Leaders are required to review the

submission guidelines on here: http://goabroad.sjsu.edu/?go=ReturningFLP

Returning faculty are required to submit the following documents as part of their application:

1) Program Application (Online) - In this online questionnaire, you will be asked to provide details

about yourself, the proposed program site, academic details, site-specific considerations,

program design, student support services, risk assessment and your marketing and recruitment

plan.

2) Short Risk Self-Assessment (Online) - The purpose of this shortened self-assessment

questionnaire is to help SAA identify areas of risk management that you would like to

learn/strengthen or areas where you may need assistance. Your responses may not impede your

ability to lead a program, but will advise the SAA staff as to areas where we need to provide

training to boost your skill set. We will work on providing workshops in the areas most

commonly identified.

3) Updated Syllabus (PDF) – You will need to upload an updated syllabus for each course that you

propose to offer on the FLP. The syllabus must conform to the accessible template according to

S16-9 university policy, course syllabi policies (http://www.sjsu.edu/senate/docs/S16-9.pdf).

Reference the template listed on this page as an example.

4) Updated Narrative (Online) - A narrative about your program, which clearly outlines your vision.

We need to see how you are connecting the program location, culture, activities and
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curriculum to one another. What are the goals of the program, how will you accomplish your

goals? How do the goals help accomplish the course learning outcomes?

5) Updated Student Contact Hours Worksheet (PDF) - It can be challenging to identify how a

credit hour should be calculated when developing an FLP. FLPs do not always have the same

elements as a course taught in a traditional classroom setting. When developing an FLP, you

must be sure to provide instruction that is reasonably equivalent to the standard of combined

direct instruction and student work per week, per credit hour for a semester (or its equivalent).

You will need to download the Student Contact Hours Worksheet to complete and upload as a

PDF.

6) Updated Itinerary (PDF) - A day-by-day tentative proposed itinerary for the program, as well as

a brief description of activities in the itinerary: anticipated field trips, activities, uses of host

institution(s) or other contracted instruction, etc. Indicate the nature and level of contacts

already made. Please list not only your program dates, but the number of hours that you will

meet with the students before and after the trip(see sample itinerary in "Resources" tab).

Important to Note: Faculty Affairs is reviewing appointment forms closely and they need to see

that for every one (1) unit of credit, we must show at least one (1) week of contact with

students. If you are offering a 6 unit course that you plan to teach alone, and you only plan on

being abroad for 2.5 weeks, you will need to meet with the students for an additional 2.5 - 3.5

weeks either before or after the trip (or both). You can have meetings during the preceding

semester (fall semester for winter programs and spring semester for summer programs), as

long as it will not impact your regular teaching duties; meetings on off-duty days are preferred,

if possible.

7) Chair’s Statement of Support/Letter of Recommendation (PDF or Online) - Each proposing

faculty member will require a letter of recommendation from their Department Chair. This is a

static form that will be routed to your Chair from the SAA office. Your Chair will be asked to

review your proposal in entirety and verify that you are approved to proceed with your outlined

plan. The Chair will complete the review after your proposal has been submitted in full. The letter

of recommendation will be routed directly to the Director of Study Abroad and Away. The

Director will follow up with your Chair if the approval has not been submitted. You do not need

to facilitate this review.

8) Updated Marketing Materials (Online) - The SAA staff will prepare marketing materials and

develop your program’s online brochure and application pages in our Spartans Abroad Portal

(SAP). To prepare your marketing materials and your new online brochure (see links below for

sample brochures), we will need the following items:

● Your Photo(s) and a Brief Biography. This should be a brief and fun description of who you

are and your connection to the destination of your FLP. The photo can be a professional
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headshot or a fun photo that shows you in the real world (you can reference our SAA staff

photos).

● Program Photos: Please pick out at least four (4) of your favorite program photos of

students in action and be ready to upload them to SAP or email them to

spartansabroad@sjsu.edu. Be sure they are high resolution photos that will be used on your

program brochure and other marketing materials.

● Program Title. Submit a revised program title if you wish to change it. Otherwise we will

use the same one. Remember, it is meant to be used as a marketing vehicle, so it should be

fun yet descriptive. In the past we have used, “Strategy and Samba in Rio!”, “A Taste of

Spain,” “Deep Dive into Japan,” “Films and Good Craic in Ireland,” “Let’s Rwanda Around,”

“Guat’s up Guatemala?”, etc. Try to keep the title short, around five words.

● Program Overview: Provide a revised one-paragraph description of the program if you wish

to change the previous program description on our website. This is a different narrative

than the academic program narrative required as part of the proposal. How would you

describe your vision to an interested participant? This narrative should summarize the

educational, cultural and professional implications of the program.

● Program Highlights: Provide a bulleted list of what the students will experience on the

program if it will be substantially different from the previous term. Again, this is a

marketing vehicle, so it needs to capture the interest and attention of potential applicants.

Will there be a service-learning component? Networking opportunities? Hands-on

experiences? Will students get to go on excursions and site visits? Is there something

unique to your destination that students may or may not be aware of? All of those pieces of

the puzzle can intrigue and ultimately encourage a participant to sign up for your program.

Keep in mind – students like short blurbs of text and bullet points, something that they can

skim and discern quickly what is being offered, so keep it short and descriptive.

Updated Budget Development (By Appointment) - All FLP budgets are developed with the proposing faculty

member(s) and the Director of Study Abroad and Away, Parinaz Zartoshty. Upon submission of your FLP

Program Proposal, please schedule a budget meeting with Parinaz Zartoshty (parinaz.zartoshty@sjsu.edu).

Dates and deadlines for budget meetings can be arranged on a rolling basis.

Scheduling FLP Programs
SAA works with program leaders to schedule the appropriate number and variety of FLPs each year. Some

programs prefer to run annually, while others are offered less frequently. In all cases, the needs of each

faculty member’s home departments and each staff member’s unit also impact the scheduling of FLPs.

Please speak with your chairs and SAA early on (a few months prior to the proposal being due) regarding

your plans to run an FLP in a future cycle.

Program Leader Eligibility and Appointment
Program Leaders of FLPs must get support from their Chairs (and Associate Dean for College of Humanities

and Arts) during the proposal process. This is an excellent time to have a conversation about how the FLP

may impact one’s workload and FTEs in the department.
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Once a proposal is approved, the budget and price are set, and program marketing is on its way, SAA will

send faculty the following forms (to formalize their appointment):

● Instruction Appointment - Special Session/Winter Session Form (Appendix Z.9)

○ Must be signed by: 1. Faculty; 2. Department Chair; 3. College Dean

○ Return the form to SAA

○ SAA will submit the form to Faculty Affairs to meet the hiring requirements. The form must

be completed by anyone teaching a Special Session course (such as an FLP).

● Class Section Add Form (Special Session) (see Appendix Z.4)

○ Must be signed by: 1. Faculty; 2. Department Chair; 3. College Dean

○ This form is used by CPGE to schedule your FLP course(s).

○ Return the form to SAA.

● Faculty-Led Program (FLP) Program Leader Agreement & Approval Forms (Appendix Z.8)

○ Must be signed by: 1. Faculty; 2. Department Chair; 3. College Dean; 4. SAA Director

○ This form serves as a Memorandum of Understanding (MOU) between CPGE and the

program leader; it shows that the program leader agrees to certain general conditions in

regards to running an FLP and that they have approval from their Chair, Dean and the

Director of SAA.

○ Return the form to SAA.

● CSU Employment Questionnaire (Appendix Z.11)

○ Must be completed and signed by the program leader.

○ Required by Faculty Affairs to monitor the total employment hours within the CSU system.

○ Return the form to SAA.

Appointment to lead an FLP is always contingent upon sufficient enrollment and participation in required

activities such as expense training and safety and security training.

SJSU has invested significantly in FLPs as a means to internationalize the curriculum as well as the faculty

and staff of the university. On rare occasions, retired faculty, emeritus, and non-SJSU employees may be

appointed to serve as an FLP leader because of specific, programmatic needs. Faculty participating in the

FERP program cannot run an FLP. Non-SJSU Program Leaders undergo a background check like all new SJSU

employees. Once appointed, non-SJSU Program Leaders receive an SJSU login/email address and an

appointment letter as described above.

FERP: Faculty in the process of FERPing are not allowed to run FLPs, per Technical Letter HR/BEN 2004-08

and pursuant to CalPERS regulations (GC 21227), “a retired person may serve without reinstatement from

retirement or loss or interruption of benefits provided by this system [CalPERS] as a member of the

academic staff of a California state university, if that service does not exceed, in any fiscal year, a total of

960 hours for all employers or 50 percent of the hours the member was employed during the last fiscal year

of service prior to retirement." During the period of FERP participation, both the Agreement provisions and

the CalPERS regulations apply. According to HR/Benefits 2004-08, Last Updated: 2/2019: “CSU

employment in summer/special session/extension is not available to participants who are employed at 50%
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for the academic year (or the corresponding limit for librarians), since they already have reached the

allowable employment limit.” CSU employees may, consistent with campus policies governing outside

activities, be employed outside the CSU system. However, conflicts of interest are not permitted. More

information regarding FERP status can be found here. The above passage can be found in the FERP FAQs and

in this handbook as appendix D.

Program Leader Staffing and Compensation

Faculty
Program leaders are compensated for leading FLPs through participant tuition fee-generated funds.
Program leaders’ travel, accommodations, and per diem expenses during the program are covered by
participant-generated program fees, and therefore must be based on actual on-site costs that are
reasonable and economical, and not tied to the U.S. Department of State Foreign Per Diem Rates. Faculty
teaching an SJSU course on-site will receive a salary based on the “Instructional Faculty, Special Programs”
CSU Salary Schedule, Class Code 2322 (pdf). Faculty running a Direct Enrollment style FLP and serving
solely as a chaperone will receive $300 per week stipend. If the faculty member is teaching an SJSU course
in addition to the courses participants take at the partner institution, they will be paid in accordance with
the 2322 salary schedule (no stipend will be awarded). If a faculty member is teaching for the partner
institution, SJSU will not pay the faculty member a salary or a stipend.

Compensation is determined based on the number of participants and the number of units being taught;

therefore, the amount of salary to be paid cannot be determined until all participants have registered in the

program course and have paid the program fees (including tuition) in full.

When two faculty members are leading an FLP, the compensation will be determined as follows:

1) If each faculty member is teaching a course on their own, they will be compensated for the number

of participants enrolled in that specific course and by their rank on the salary schedule.

2) If the faculty are co-teaching a course, they will split the salary (course units divided 50/50)

between the two faculty leaders. Compensation will be based on the number of enrolled students in

the course and on the faculty member’s ranking in the salary schedule.

NOTE: Faculty teams cannot offer more than a single section of a course on an FLP, e.g. if 20 participants

register for MCOMM 180 (3 units) there will be a single section of MCOMM 180 offered and the salary will

be divided evenly (1.5 units per faculty leader) between the two faculty leaders.

Each FLP course is typically scheduled as one section in the PeopleSoft system. Only in the instance where
the program is offering two different courses and students are given the option to take one or both courses,
program leaders may see one of the two courses scheduled with two sections. This is due to how the
program fees and tuition are attached to the course in the PeopleSoft system. Compensation is determined
based on the number of participants and the number of units being taught.

Volunteers
According to SJSU’s Volunteer Appointment Request and Appointment, a volunteer is defined as an
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individual who performs work or provides services without compensation. A volunteer may perform a
variety of functions to support the program leaders running a FLP, but may not replace the program leaders
as the primary contact or supervisor for the program. Faculty Leaders cannot volunteer their time while
teaching a course on an FLP.

If Program Leaders plan to have a volunteer assist with FLP projects and tasks, they will need to inform SAA
prior to finalizing their FLP budget so that the volunteer’s expenses can be built into the budget. A volunteer
may have program-related expenses such as flight, meals, and accommodation/lodging covered by the
program’s available funds. Once the Program Leaders have identified the volunteer assisting the program,
SAA will provide the volunteer steps to complete the required documents.

If Program Leaders plan to have a volunteer, please note the following:

● Priority will be given to SJSU faculty or staff members;

● If a volunteer is not SJSU affiliated, justification for why this volunteer is the most qualified person

for this role should be included in your proposal. A strong case will need to be made for why this

person has been chosen to support this program rather than an SJSU faculty or staff member.

● Any personal relationships between faculty and volunteers must be disclosed to students.

● Volunteers will be required to provide resumes and receive mandatory training.

● Volunteers will be vetted by the university and must be available to assist with emergencies, health

and safety issues, and any other program support the program leader deems necessary.

● Volunteers will not receive compensation above the cost of travel, accommodations and other

on-site program related expenses, and should be traveling with and/or in the same location as the

group.

Program Assistants (Student Assistants)
Program Leaders may have SJSU student assistants help with a variety of administrative functions that
would support the program. Student assistants should be currently employed at SJSU or will need to be
provided work appointment at SJSU (typically within the faculty member’s academic department). If the
student assistant is currently not employed by SJSU or has not received an appointment offer at SJSU, the
Program Leader will need to verify with their department for the process of hiring a student assistant.

If Program Leaders plan to have a student assistant help with FLP projects and tasks, they will need to
inform SAA prior to finalizing their FLP budget so that the assistant’s expenses can be built into the budget
if the student assistant will be traveling with the program. An assistant may have program-related expenses
such as flight, meals, and accommodation/lodging covered by the program’s generated fund.

Conflict of Interest Policy

SAA is committed to being as transparent as possible with respect to financial and programmatic
arrangements. Carefully review any financial transactions or other business dealings for your program.

Financial transactions or business dealings that might pose a conflict of interest must be disclosed (Political
Reform Act of 1974, Government Code §§ 81000 et seq.). A conflict of interest exists when a faculty or staff
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member's financial interests or other opportunities for tangible personal benefit may compromise, or
reasonably appear to compromise, the independence of judgment with which the faculty or staff member
performs his/her responsibilities at the University.

Disclosure is especially important in the event of a contract between SJSU and an outside company or
organization in which you hold a significant financial or familial interest, even when you are not initiating or
taking an active role in assessing or negotiating the contract.

The use of outside study abroad program providers can pose a unique conflict of interest situation.
Therefore, CSU has adopted internal principles to guide its relationships with outside study abroad
providers (see EO-1022 and EO-1081). CSU employees are proscribed from receiving personal benefits from
program providers (e.g., the payment of conference, training or registration fees, transportation or lodging
costs, advertising or payment for a site visit).

Program Leaders leading an FLP may not participate in any non-FLP activities during the program, including
but not limited to independent travel away from participants, family/personal vacations, receiving payment
from an outside institution for coursework being taught on an FLP (when being compensated by SJSU),
conference attendance/presentation or independent research that is not explicitly part of the approved FLP

proposal and occurs independently and does not involve direct participation by students, etc. Faculty
Leaders Program funds cannot be used for personal friends or relatives while running an FLP, they are
intended to cover the travel costs of program related staff only. Violation of this policy may result in
program cancellation of the FLP in question and future cycles of running the FLP.

Program Budget

Drafting a Program Budget

Once a program has been approved to run in the coming year, you will meet with SAA to develop the

budget. Having reliable cost information from your research will be essential. It is imperative to gather

price points for your program when developing your program proposal. Program leaders will be required to

send all projected cost information to SAA prior to a budget meeting being scheduled. As part of the

program proposal process, you will be asked to complete a form and outline all projected program costs,

including documentation to support those estimates (ex: provider bids, screenshots of hotel pricing, flight

itinerary search, etc.). SAA will not schedule your budget meeting until this form is received and reviewed. If

you come to the budget meeting without program cost points ready, this could unnecessarily inflate the

program costs.

Upon receipt, SAA will review the form and all the supporting information to preliminarily draft your

program budget. We will then reach out to you to schedule your budget meeting, during which the draft

budget will be reviewed and finalized. Faculty should expect to wait approximately 2 weeks between

submitting their program cost form and/or having their program proposal approved (whichever comes later)

and when their budget meeting could be scheduled. Therefore, it is in your best interest to submit this form

(along with your proposal) on time.
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There are two overall cost categories to keep in mind:

1) Fixed costs, which are any costs that will not change no matter how many participants you bring

(this includes all costs for any and all Program Leaders)

2) Variable costs, which represent the costs associated with each individual participant.

A budget template is used to determine the overall program budget and the price per participant. It is also

used to determine a target number of participants to recruit. It is an interactive spreadsheet that allows

you to see how the trip price changes based on changes to fixed and variable costs, including the number of

participants recruited.

The final program price must be approved by SAA before Program Leaders begin marketing an actual price

to participants. Prior to having an officially approved final price, Program Leaders may discuss their

program using a price range (but we recommend you make your price range on the high side to avoid

surprising participants later). Budgets must outline any costs for which participants will be accountable

that are not included in the budget sheet.

Budget Approval/Program Pricing

Once a budget is agreed upon, Program Leaders will receive an email from SAA stating the final program

price, along with a PDF copy of the approved budget.

In order to support students with earlier financial planning and prevent a recurrence of high rates of

attrition, we will not open up applications for a program until the program price has been finalized. This is to

ensure that students have the most accurate information available when completing their application

process. Program brochures will still be visible to the public once programs are approved, but students will

not yet be able to apply until your program price has not yet been finalized. Until the price has been

finalized, we will have an estimated cost available for reference (either based on a previous year or what we

are projecting) with a note that this is an estimate only, as well as a note explaining that applications will be

open once the price has been confirmed. This is another reason why it will be important to submit timely

documentation of your program costs, so that your program budget can be finalized as soon as possible.

For programs in this situation where applications are not yet open, we will include a link to a form where

students can add their information if they are interested in applying. We will then notify those students

once the application has opened, as well as share that list of students with you to help with your targeted

recruitment efforts.

Once established, the final approved price will not be changed. Price information affects the participant,

their family, SAA, the Bursar, and Financial Aid. Because there are so many different departments involved,

it is critical to have consistent information. It is also important to note there will be times when

fluctuations in exchange rates or projected airfare may impact the bottom line of a given program, whether

positively or negatively. It is very important that Program Leaders contribute to the sustainability of the

larger FLP program by doing their best to manage costs responsibly. If exchange rates fluctuate after the

29
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

program price has been established, PLs will be asked to find ways of reducing activities to adhere to the

final program price publicized (SAA can work with you in finding ways to stay on track with your budget).

SAA will inform the Bursar and Financial Aid of final program prices and they will be posted to the FLP
program information on the Spartans Abroad Portal. Once this price information has been communicated,
participants can start contacting financial aid about their particular aid concerns.

Publicity and Recruitment

Once you have an approved program, it’s time to market it to participants. As stated above, you can start
marketing as soon as your program is approved and before your budget is final as long as participants know
it is only an estimated price range. As soon as you have a budget outlined and approved, applications will be
open and you can begin to market your program with the actual price.

It is a good idea to talk with experienced program leaders of recent successful programs to become

acquainted with their recruitment and publicity practices. If you need assistance in finding program leaders

to speak with, contact SAA.

Marketing 101
Here are some great ways to recruit for your program:

PROGRAM DESCRIPTION

SAA will create a program brochure page for each approved FLP on our website. Once your program is

approved, we will post a brief description of your program on your brochure page along with travel dates,

the program fee, and the SJSU course being taught. When you have an itinerary written, we can also post it

on your program page. This is a great way for participants to see exactly what, and where, they will be

learning. We can also post testimonials, photos and any information sessions you will be hosting; please

send us the dates, times, and locations of your information sessions by completing this form. You can refer

participants to your program’s web page for information.

INFORMATION MEETINGS/SESSIONS

Hold Information Meetings/Sessions at convenient times/places for the participants you hope to attract.

The purpose of these meetings is to introduce prospective participants to the general aspects of studying

abroad and the particulars of your program. It is a good idea to hold at least three meetings each application

cycle, prior to the application deadline. Meetings before breaks are especially effective so prospective

participants can go home to discuss plans with their families. Please notify SAA of the dates and times for

your sessions by completing this form and they will be posted on the SAA website. When possible, an SJSU

participant who has already participated in an FLP can be a valuable asset in such meetings. SAA will also

conduct general sessions about study abroad, which will be publicized on the SAA website. Please

encourage your participants to attend.
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Here is a short list of general topic ideas to cover at Information Meetings:

● Overview of the program, what participants can expect to gain and learn from participating

● What activities and events will the program include? Students expect a rigorous academic agenda,

but also want to know what fun or interesting activities they will get to do while away.

● Qualifications and requirements of participants interested in participating (GPA, language

prerequisites, writing directed self placement test, etc).

● Features of the program, what participants will be doing, seeing, eating, etc.

● Information about applying for the program. How to apply, what deadlines are established, forms

they will need to submit, if and by when they will need to obtain a passport (encourage them to

apply right away, even before they know they’re accepted to a program - passport processing times

can be very long), etc.

● Any additional costs the participant may incur while participating in the FLP. Providing a range of

prices will allow participants to better understand what to expect.

PHOTOS/VIDEOS

Photos and short video clips can greatly enhance the promotion of your program in printed materials, at

information meetings, at study abroad fairs, and on the web page. If your program is brand new, use

photos/videos from your site visit or you can employ stock photos. Once you have run your program, ask

participants’ permission to use their best photos (they will be flattered!) and select photos of participants

(identifiable as SJSU participants) in a variety of locations and in learning/intercultural settings (preferably

wearing SJSU identifiable clothing). Ask participants to be cognizant of wearing clothing which identifies

schools other than SJSU, although it could be their favorite t-shirt; photos with clothing identifying outside

universities don’t make great marketing materials for SJSU programs. Participants like to put together

videos during their FLP experience and we love to have those videos on our webpage. If a participant makes

a video, please ask them to remove footage of drinking and not to use music that is copyrighted.

NOTE: Be sure to take high resolution photos. See the Travel Photography Tips guide for specific

details, found in Appendix Y.

SAA FAIRS

Participate in any fairs put on by SAA. There is typically a fair and/or series of events held in the fall (for

summer FLPs) and in the spring (for winter/spring FLPs). Better yet, ask past participants to staff a table

with you at the fairs or walk through the fairs with a QR code to your program brochure (if applicable). Have

pictures, the itinerary, giveaways (candy or other food!), etc. to attract participants to your table.

NOTE: Purchases of any customized or SJSU branded items must go through specific approved vendors. If

you would like to purchase anything that is customized for your program or has an SJSU brand, please
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contact SAA before placing an order or making a purchase. SAA can help you navigate the required process

through SJSU Purchasing.

CLASSROOM VISITS

Announce your program in classes. Share information about your program with colleagues who can make

announcements in their classes. For example, if you’re teaching a business course on your program, visit

some business classes. Be sure to reach out to other departments and colleges that offer courses that have

themes similar to your FLP. For example, if you are attending a Film Festival during your program, it would

be a great idea to reach out to the Theater or Film departments on campus.

DISPLAY

Hang a poster or create a display to put up outside your office, on department bulletin boards, etc.

FLYERS/HANDOUTS

SAA will work with Program Leaders to design program specific digital flyers for each FLP. Pertinent

information (such as a short program description, SJSU course being offered, faculty contacts, etc) will be

included. Be sure to gather some colorful and fun high resolution photos to add!

PERSONAL CONTACT

Send emails or personally contact participants who are likely to find the program of interest. (Please note

that SAA funds are not available for direct/bulk mailings.) Be available to counsel and assist interested

participants who have questions about the program. Ask accepted participants and returnees to pass the

word about your program to their friends as well.

PAST PARTICIPANTS

Involve participants who have previously participated in the program when possible, especially at

information meetings. Prospective participants are very interested in hearing another participant's

perspective; the testimony of past participants is one of the most effective marketing tools at your disposal!

GLOBAL AMBASSADOR PROGRAM

All returned FLP participants are invited to participate in SAA’s Global Ambassador Program. This volunteer

position is designed to allow participants who are returning from studying abroad to share their experiences

and advice with prospective study abroad participants in an informal environment. Ambassadors provide

invaluable insight to prospective study abroad participants by sharing their FLP experiences. Global

Ambassadors will be responsible for marketing FLP in general, as well as their specific programs, during

campus events throughout the year (Global Spartan Fair, International Education Week, Information

Sessions, Pre-Departure Orientation, etc.). They are also often highlighted on SAA’s social media,

newsletters, and create think pieces for the SAA blog. Ambassadors are an invaluable resource to Program
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Leaders, so make sure to recommend that your participants join this program! If you have an interested

participant, have them email us at spartansabroad@sjsu.edu.

CLUBS AND ORGANIZATIONS

Target your marketing towards specific clubs that may have a particular interest in your program.

CAMPUS MEDIA

Use the SJSU online event calendar and The Spartan Daily to promote your program, or contact the campus

radio station, KSJS 90.5FM.

Program Leaders should also check with their department to see what campus media outlets are available

for them to advertise their program.

BENEFITS

In your promotional materials and discussions, highlight the multiple benefits a participant will receive by

participating in your program…academic, intercultural, professional, personal. What bullet points might

they be able to add to their resume and/or LinkedIn profile? What marketable skills will they be developing?

MAINTAINING CONTACT

Maintain lists of prospective participants including names, e-mail, address, and telephone numbers. Stay in

contact periodically to determine if any perceived barriers to their participation might be eliminated. Email

them with important information about upcoming meetings or interesting details about your program.

Make sure you have some contact with participants before breaks. Establishing a WhatsApp or Discord

group for your program has proven to be a great tool to keep accepted students in the loop with

announcements.

NON-SJSU PARTICIPANTS

Consider marketing your program to other CSU schools and universities as well as the community. Focus on

schools where your program could fill a gap (location, subject matter, etc.). If you feel your program may

appeal to participants outside of SJSU, and are worried about finding enough participants, contact SAA to

assist you in marketing outside of SJSU. Please note that SJSU participants should be your primary audience

for FLPs, but adding a few non-SJSU participants is welcomed.

FACULTY COMMUNICATION - TIPS

Research into recruiting students to participate in study abroad programming shows that the primary

motivator for students to sign up is faculty contact. Students are more inclined to sign up for a trip if they

have repeated contact with a specific faculty member and that faculty member encourages them to look

into study abroad opportunities. When meeting with students and discussing your FLP, be aware that your
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messaging can make or break your trip. It is incredibly important to be positive and encouraging. If you

message that the program may not get its required enrollment or that something may not be perfect,

students will seek out a different opportunity that is more likely to succeed. Keep your interactions upbeat

and optimistic, that will cultivate excitement and increase the chances that your program will be successful!

Application Process

Who can apply?

SJSU Students

SJSU students can apply to any faculty-led program, as long as they meet the program’s minimum
requirements, and are not on academic or disciplinary probation. Students must have a minimum of a 2.0
GPA to participate on an FLP, unless the Program Leader(s) have increased the minimum GPA requirement.
Some programs may require upper division standing, completion of the WST, completion of core General
Education courses, and/or completion of prerequisite courses. Additionally, participants cannot be minors,
must be at least 18 years old, and must be Sophomore standing or higher.

Graduating/Graduated SJSU Students (Alumni)

SJSU students can still apply and participate in faculty-led programs after they have graduated from SJSU.
Enrollment in the FLP after award of the degree will be categorized as Open University. Students will not be
able to use the units toward their degree or toward another degree. If they plan to use the units toward
their degree, they must contact their academic advisor and seek guidance in changing their graduation date
so the units could be applied toward their degree.

Non-SJSU Applicants and Community Members (Open University Students)

Outside participants can apply for an SJSU FLP; this can include participants from other CSUs, other
California universities, out-of-state universities, and community members not affiliated with an academic
institution. All outside participants (as described above) can participate on an SJSU FLP as long as they are
registered for a credit bearing course per CSU Executive Order No. 1081 (Appendix A), have successfully
completed all required application documents, are not a minor, and are committed to attending all
pre-departure meetings and orientation (either in person or via web).

Everyone traveling with or participating on an FLP must be registered in a credit bearing course, unless they
are the Program Leader or a volunteer assisting the program leader.

SAA will review the online applications for basic requirements that the program may have, such as GPA,

completion of WST, upper division standing, etc. After this initial review by our office, the program leaders

will have access to review the participant applications. Faculty must not notify applicants of their
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application decisions prior to the close of application, before the application review period has concluded, or

in advance of the SAA team notifying the participants of the program leader’s decisions.

For upper division General Education courses that require:

● Passing of WST (Writing Skills Test) - Open University (OU) participants must show proof of having

passed an equivalent test or have taken a similar course to SJSU courses that demonstrates passing

of the test.

● Completion of Core General Education courses - Program Leaders will need to check/ make

judgement whether the participants are qualified to enroll in the course if there is no record of

whether the participants have completed <60 units.

Open University (OU) participants will also need to complete additional documents once accepted. One of

the documents include:

● Non-Matriculated, Open University, and J-1 Visa participants Taking SJSU Studies Courses for

Non-GE Credit Form:

http://www.sjsu.edu/gup/ugs/students/petitions/list/Petition-NonMatrc_v2.pdf

OU participants should not complete the form above until they are accepted to the program. By completing

this form, participants agree that should they ever matriculate at SJSU, they may NOT use this course for

SJSU Studies credit. SAA will provide OU participants instruction on how to complete the form once they

are accepted to the program.

FLP application process
PRE-DECISION PHASE

1. Applications open online on a specific date (open application dates are posted on our website and

on posters around campus).

2. Applicants log into the Study Abroad Programs website (which uses the Terra Dotta software

system) to apply.

Steps for participants applying to an FLP:

● Go to the FLP web page and select the program page. There will be an APPLY HERE! button

on the program's page. Click on the link to be routed to the next page.

● Click on the "Apply Now" button for the program to access the application. Each program

has a separate application, so it is important to access the application through the specific

program page.

● Log into the Terra Dotta system using an SJSU ID number and password.

○ If a participant does not have an SJSU ID number, they can choose "I do not have

login credentials to this site." This will take the participant to the next page where

they can create an account.

35
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents

http://www.sjsu.edu/gup/ugs/students/petitions/list/Petition-NonMatrc_v2.pdf


Table of Contents

● Create and complete the profile as a first-time user in Terra Dotta. Once the participant’s

profile is completed, they will be routed to their participant home page.

○ Passport: The system requires the participant to upload a copy of their passport

(the passport page with their picture and information). If the participant currently

does not have a valid passport, they can upload a document in place of the copy of

passport in order to move on to the next section of the profile. When they have a

valid passport, they will need to log back into their profile and upload the copy of

their passport.

● Click on the FLP program link under the Applications box. This will take the participant to

the Program Application Page that will contain application instructions and documents

they need to complete and submit.

● Applicants need to read the instructions carefully.

● Click on the questionnaire link under the Application Questionnaires (for a list of questions,

see Appendix Z.5) box. Complete the questionnaire. Take time to compose thoughtful and

complete answers to the short-answer questions. Applicants can save their responses and

come back to them later, by clicking on the "Save" button. Once they hit the "Submit"

button, their responses for the questionnaire will be submitted, and they will no longer be

able to change their responses. The participant’s responses to the questions will be

reviewed by the program leaders as part of the acceptance process. Applications will not be

considered for review until the questionnaire is completed.

● FLP participants are not required to attend a SAA General Information Session as part of

their application.

● Applicants should check their email and Terra Dotta account frequently for possible

messages from SAA and the program leaders.

3. Faculty can conduct interviews with applicants while the application window is open. If you plan to

interview the students, please share your interview questions with the SAA in advance to ensure

that the questions cannot be perceived as discriminatory in nature.

4. The application system will be closed on a specific date (deadline for participants to submit their

application will be posted on the SAA website).

5. It is very important that faculty do not notify participants of their decisions early. By informing

participants that they are “accepted”, “waitlisted”, or “denied” before the set notification date can

cause a series of problems for the faculty leader, the SAA staff, and cause undue panic for the

students. Additionally, program leaders should not accept participants or tell students that they

will be accepted on a “first come first served basis”.

NOTE: Currently, participants may not have more than one FLP application active at one time.

POST-DECISION PHASE
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Faculty must not notify applicants of their application decisions prior to the close of application, before the

application review period has concluded, or in advance of the SAA team notifying the participants of the

program leader’s decisions.

1. If accepted into the program, participants will receive a Letter of Acceptance (Appendix G) via their

email address. They should retain this email for reference, as it will provide valuable information

and links to additional forms that will need to be completed. Do not notify participants of your

decisions early. By informing participants that they are “accepted”, “waitlisted”, or “denied” before

the set notification date can cause a series of problems for the program leader, other FLP programs

and the SAA staff.

● Participants will log into their Terra Dotta account. On their application page they will see

a panel called “Commitment to Participate” with two buttons. At this time, participants can

commit to the program by clicking the Commit button or they can decline admission by

clicking the Decline button.

● Upon acceptance, participants will need to complete their Commitment to Participate

Form (Appendix E) online. It is important they read the Commitment to Participate Form

and to share this with their parents/guardians/partners before signing the document.

● After a participant has confirmed their commitment to the program, they will be required

to pay a $500 nonrefundable deposit that will be applied toward their total program cost.

Deposit instructions are available under participant Application Process on the SAA

website.

● It is a good idea to send your own email to follow up with the participants accepted into

the program to encourage them to check their to-do list (i.e. completing the Commitment

to Participate Form, paying their deposit, registering for their course(s), preparing to make

their final payments, completing their participant Health Form, uploading a copy of their

passport, and completing SAA’s required FLP Pre-Departure Orientation). By

communicating with participants about deadlines and expectations (financial or otherwise),

we can potentially help offset attrition later in the cycle.

2. Once the participant has paid their deposit, they will receive an enrollment appointment to register

for the FLP course through MySJSU. SAA will provide course registration instructions and

enrollment timeline to participants via email. The information will also be available under

participant Application Process on the SAA website. Applicants must register for the SJSU course by

the deadline.

3. After the participant has registered for the course(s), they will see the outstanding balance for the

remaining total program cost. Payment information will be provided in their course registration

instruction, and will also be available under participant Application Process on the SAA website.
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4. Applicants will complete the Applicant Health Form (Appendix M) online and upload a scanned copy

of their passport (replacing the placeholder document if they have not uploaded their passport with

their initial application).

5. Once all of the deliverables are uploaded into the application system and paid for the program in
full, participants will have secured their placement in the program.

Reviewing applications and accepting participants into your program
SAA will review accepted participant applications for basic requirements that the program may have, such

as GPA, completion of WST, upper division standing, etc. Please reference the SAA PowerPoint presentation

for a step-by-step guide on how to access and review FLP applications (Appendix Z.6).

Faculty must not notify applicants of their application decisions prior to the close of application, before the

application review period has concluded, or in advance of the SAA team notifying the participants of the

program leader’s decisions.

Refrain from messaging to participants that applications will be accepted on a “first come, first served

basis”. This can cause unnecessary panic and anxiety for the participants. Participants should be accepted

into the program based on the merits of their application, not the timestamp of when they applied.

● An email with a temporary login and password will be emailed to each Program Leader. The login
and password are time sensitive, therefore Program Leaders need to sign in within 24 hours of
receiving the email with this information.

● Program Leaders log into TERRA DOTTA.
○ To log in the first time: Go to https://goabroad.sjsu.edu. Click on “Non-SJSU

Login/Register” to log in. All program leaders were added into the system by their email
address, not by their SJSU ID. If you log in using your SJSU ID and password, you will not be
able to view the applications you received for the program. Enter the username and
password that were sent to you via email. Once you are logged in, you will be prompted to
change your login ID and password.

○ After you log in, you will see your home page with a list of applications submitted to your
program. If you are leading more than one program, you can click on “Filter Options” and
choose the program for which you would like to see the applications.

● Next to each participant, you will see “Ready for Review” under “Status” when the application is
complete and ready for your review.

● Click on the participant’s name to review the application.
● Once you reach the end of the application, you can provide feedback in the Comments section.
● Click “accept, waitlist, or reject” for each participant. Next, click “Mark as completed”, then click

SUBMIT.
○ For any participants who receive “reject” status for their application, Program Leaders will

need to provide a brief reason in the Comments section.

Incomplete Applications During Application Cycle: SAA will contact students with incomplete application
and encourage them to complete their application by the application deadline. The system will also send out
automatic reminders a few weeks prior to the end of the application cycle to remind the applicants. Faculty
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should also to reach out to applicants who have not completed their application to encourage them to
finish their applications.

Shared Google Drive Applicant List: SAA will share with program leaders a spreadsheet (via Google Drive) of
applications received for their program. The spreadsheet is intended to help program leaders see when a
student has submitted prepayment and required documents, and attended the required general
pre-departure orientation. The spreadsheet will be updated at the end of each application cycle when the
program leader has submitted the application decisions to SAA.

TERMINOLOGY:
● Accept – Applicants who are qualified to participate on your program and for whom you have space

available (see your capacity for total number you may accept). 
● Waitlist – Applicants who meet the majority of the qualifications that you would like to consider if a

more qualified participant were to withdraw from the program or if you need additional participants

to reach enrollment goals. Waitlisted students will have the opportunity to apply to another

program, if there are no spots available for them on their first-choice FLP.

● Reject – Applicants who explicitly do not meet the qualifications established by your application

questions or if you have more participants than spaces available. Keep in mind that a qualified

participant may withdraw from the program later in the process so if the participant meets most of

the qualifications established in your application question, you may want to consider waitlisting

them instead of rejecting them.

You cannot decline a participant due to a physical, mental, or learning disability. You cannot decline a

participant due to eating or dietary restrictions. If you are concerned about the on-site accommodations

that can be provided to a participant with additional needs (physical, mental, learning or food related),

please address those concerns with SAA. If you plan on conducting interviews with your participants, please

share your interview questions with SAA in advance.

Increasing the number of participants on your program
If Program Leaders find themselves with more interested participants than they have space for and they

would like to expand the number of participants, they must first discuss this with SAA. Together, we will

evaluate whether or not it makes sense to expand the trip (taking into consideration logistics, cost, group

dynamics, safety and security, etc.). This may include investigating added staffing to assist the Program

Leader in running the program (although this cannot change the price of the program established in the

budget).

Fewer participants than spaces
If there are not enough participants to fill the program, SAA will work with you to determine whether or not

it still makes sense to run the trip. This will depend upon whether or not we can still recruit participants for

the program, as well as the impact of the under enrollment on the budget. Just as with any SJSU course,

under enrolled programs may have to be cancelled.

Waitlisted and Displaced Participants

If a program must be cancelled for any reason, SAA will work with the participants signed up for the

39
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

program to move them to a program that has not been cancelled, if they are still interested in participating

in an FLP. SAA will reach out to any participants that are displaced or have been waitlisted at the end of the

second application cycle to find alternative FLP options for them so they will be able to participate in an FLP

if they choose. SAA will direct waitlisted and displaced students towards programs that are under-enrolled

to increase the enrollment of those programs.

Deadlines for any and all aspects of an FLP are firm. If the program is under-enrolled, extensions to

continue marketing and recruiting participants will not be possible outside of the pre-determined

timeframes. This is due to the nature of processing FLPs, the campus offices involved, and the volume of

FLPs that run each year. We do not allow individual FLPs to operate under different timelines.

Accepted Participants Meeting
Soon after accepting participants into their program, it is a good idea for Program Leaders to hold a brief

meeting to explain the Commitment to Participate Form (Appendix E) to their accepted participants and to

answer any questions about the program that will help them decide to commit.

As soon as participants decide to secure their spot on the trip, they must sign the Commitment to

Participate Form (Appendix E). Program Leaders should be sure participants understand that once they sign

and turn in the Commitment to Participate Form, they will need to pay the nonrefundable $500 deposit,

register for the course, and pay the program cost. Applicants must pay the remaining balance by the

deadline. If a participant fails to pay off the balance by the deadline, the participant will not be able to

participate in the program and will be liable for any payments made on their behalf prior to trip departure

(plane tickets, other deposits) and for any amounts owed according to the refund policy and schedule.

Applicants, who are planning to apply their SJSU Financial Aid award or funding from a third-party should

contact the Financial Aid Office directly to make sure the appropriate indicator is placed on their account so

they would not be dropped from the course and the program.

In addition, at this meeting you can encourage SJSU participants to begin their financial planning right

away. If the program has a final price, please direct SJSU participants to Financial Aid to determine how aid

may apply to their particular situation. Additional suggestions to help participants plan for their funding:

setting aside a portion of work study or other job pay, looking for scholarships, investigating loan options,

asking family/friends for support, etc.

How participants commit to a program
1. Applicants must complete the Commitment to Participate Form (Appendix E). Applicants have until

the deadline (posted on the SAA website) to complete their Commitment to Participate Form online.

Failure to complete the Commitment to Participate Form by the deadline will result in losing one’s

placement in the program.

2. Upon submitting the signed Commitment to Participate Form (Appendix E), participants are

financially committed to the program. Applicants can begin putting down their deposit as soon as
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they receive their acceptance letter. Instructions for putting down the deposit will be provided via

email and will also be available under participant Application Process on the SAA website.

FLP Course
COURSE SET-UP

Even though FLP courses are categorized as Special Session courses, they have different timelines from
Summer Special Session courses. The FLP participant application timeline can be found under participant’s
Application Process on the SAA website. Please do not refer participants to the Summer Special Session
timeline as that can be confusing to participants.

Program Leaders will need to complete the Class Section Add Form (Appendix Z.4) for each FLP course
offered, which will be routed to the Program Leader by SAA. See Appendix Z.4 for the form and for
instructions on how to complete the form. SAA will schedule the course in PeopleSoft so participants can
register for the course via MySJSU.

Each FLP course is typically scheduled as one section in the PeopleSoft system. Only in the instance where
the program is offering two different courses and students are given the option to take one or both courses,
program leaders may see one of the two courses scheduled with two sections. This is due to how the
program fees and tuition are attached to the course in the PeopleSoft system. Compensation is determined
based on the number of participants enrolled in the specific course and by the faculty member’s rank on the
salary schedule.

Courses offered on FLPs cannot offer a range of course credit. If a program leader is offering a course that
has a range of units that may be offered, the program leader must decide how many units their course will
offer, e.g. if faculty are offering a Special Topics course that can be 1-6 units, they must decide in their
proposal the exact number of units the course will offer.

Study abroad service provider: For FLPs using a study abroad service provider or partnering with another
institution, a course cannot be set up for participants to register in MySJSU until the contract has been
approved at all levels.

APPLICANT REGISTRATION

SAA will send the final list of accepted participants to the Registrar’s Office. The Registrar’s Office will

assign an enrollment appointment in MySJSU to each accepted participant. Once the Registrar’s Office

informs SAA that the enrollment appointments have been assigned, SAA will send an email to participants,

providing the following details:

● Instructions on how to register

● Class number and section number (if there is more than one section of this course scheduled,

participants will be provided the section number for the section they should be enrolled in) - FLP

courses are scheduled to be searchable by using the class number and the summer term. Applicants

must use the class number to search for the class they need to be enrolled in.
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● Important registration deadlines

CANVAS FOR FLP PARTICIPANTS

Applicants will have access to Canvas on the first day of your class. If you need your participants to have

access to Canvas prior to the first day of class, you can adjust your course start/end dates on Canvas. The

following guide describes how to adjust the start/end date in Canvas.

https://guides.instructure.com/m/4152/l/57088-how-do-i-change-the-start-and-end-dates-for-my-course

GRADING

Program Leaders will complete grade reports and submit budget expense reconciliation to CPGE Finance

within thirty (30) days upon completion of the program. Grade rosters are accessible through MySJSU. FLP

grade rosters are typically opened at the end of each month (June and July) since classes end at different

times.

In the case you see a discrepancy on the roster (e.g. a withdrawn participant appearing on your roster),

please contact SAA immediately at facultyledprograms@sjsu.edu before inputting your grades. Due to the

short nature of the Winter Special Session, the grades for the winter FLPs must be submitted by no later

than the first Tuesday of the beginning of the spring semester.

Pre-Departure Orientation 
FLP participants must complete a required general pre-departure orientation provided by SAA in accordance

with CSU Executive Order No. 1081 (Appendix A). FLP Program Leaders will need to hold additional

pre-departure classes/meetings to discuss site-specific issues. Most seasoned Program Leaders have

determined that holding three or more meetings before traveling can be beneficial to the program

outcomes while traveling. These meetings could include readings or other assignments to help participants

prepare to maximize their cross-cultural experiences on site and to learn the key program-specific details

your participants need to know. Basic ‘survival language’ skills should also be a part of any program going to

a non-English speaking country. Program Leaders must provide site-specific pre-departure orientation and

key safety information to participants before heading abroad. Additional topics to be discussed may include:

packing, money matters, the SJSU Student Code of Conduct, alcohol misuse and abuse, etc.

Distribute the syllabus for the course and the program itinerary at this time. Information about graded

work impacting the final course grade should be included. Send a copy of the syllabus and Final Itinerary to

SAA at spartansabroad@sjsu.edu, with your program’s “Destination” and “Syllabus/Itinerary” in the Subject

line.

These meetings are also an excellent time to begin working on group dynamics and team building. It is

essential that program participants understand how to work together as a group, as they will be spending a

great deal of time together once on the program. Addressing this prior to departure can help the program

start off much more smoothly once abroad.
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Refrain from providing specific medical advice about medications, vaccines, or over-the-counter

medications. Such advice is certainly well-intentioned and given out of concern for participants; however,

travel recommendations change frequently. Best recommendations are connected to a participant’s own

personal health history and it is important that all program leaders avoid giving medical advice to their

participants. Rather, this advice needs to be given by qualified health personnel, or from national or

international reputable health agencies such as the CDC, WHO, etc. In addition to the frequent changes and

need for the tailoring of personal medical advice, liability both to the program leader and to the University

can result from giving incorrect medical advice. There are links on the SAA website to reliable sources for

travel health recommendations such as the CDC, or you may refer participants to the SJSU participant

Health Center (or any travel clinic) for advice. The SJSU participant Health Center can be an excellent

resource and can provide travel health services to SJSU participants.

Make every attempt to communicate all necessary information to participants prior to the completion of the

previous semester. If you plan to email participants between or after semesters, you may wish to ask

participants if they can access email and what address they commonly use.

Please note that expenses associated with pre-departure activities need to be included in the budget. When

developing your budget, it is very important to consider costs you may incur during the pre-departure

portion of the FLP; this could include, but may not be exclusive to, texts used in class, language

phrasebooks, guide books, FLP-themed t-shirts for the group, printed/bound journals, phone calls overseas

to providers, program related excursions, etc.

TUITION AND REFUND

Participant Tuition and Fees

The FLP website lists the cost for all FLPs. For each program, there is a $200 administrative fee and the

tuition fee ($250 per unit). Program fees vary depending on the destination and what is included (for

example: airfare/meals/lodging, etc.). Some programs will have airfare (either local flights or the flight to

the destination) included in the program’s total cost, which may make the programs seem more expensive

than others.

Participant Withdrawal from a Program

Participants requesting refunds should be directed to SAA, where they will be routed to the Bursar’s Office

for further processing.

Refunds for the travel portion of FLP Programs are explained in detail in the Commitment to Participate

Form (Appendix E), signed by all program participants. The relevant section is copied here:

9. Withdrawal. If I withdraw from the program after accepting admission I immediately forfeit my
$500.00 non-refundable deposit and will be financially responsible for any payments made or any
non-recoverable costs incurred or committed by SJSU and its affiliates on my behalf at the time of
my withdrawal, whichever is greater. This may in fact equal the entire cost of the program. I
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acknowledge that if I withdraw from this program, my non-refundable deposit will not be
transferable to a different program.

If I withdraw, I will notify the Department of Study Abroad and Away and my program leader(s) in
writing. The date the written notification is received is the date by which the financial calculation
will be determined. If a balance is due at the time of withdrawal, I will pay SJSU to cover
expenses incurred to that point. If I should decide to withdraw and fail to submit any written
notification of my withdrawal and/or fail to show up at the program site, I understand I will be
financially responsible for the entire program fee.

If I have received Financial Aid or grant or scholarship funding provided by San José State
University for a program from which I withdraw, upon my withdrawal that aid will be reversed and I
will be responsible for the entire balance of the program.

If I withdraw from the program prior to the program’s first day, I will be required to withdraw from
my course(s) and will receive a refund of any tuition and fees (note: this does NOT include
non-recoverable costs described above). If I withdraw after the program’s first day, refunds for
any recoverable tuition and fees will be according to standard university policy, as stated in the
Catalog. If I am put on probation or removed from the University after acceptance, it is my
responsibility to withdraw from my program.

WITHDRAWALS PRIOR TO COURSE REGISTRATION

Participants withdrawing from an FLP after submitting the Commitment to Participate Form (Appendix E)

will immediately forfeit the $500 non-refundable deposit and may also be responsible for additional

charges.

To officially withdraw from a program, a participant must:

● Send an email to spartansabroad@sjsu.edu to inform SAA and the Program Leaders of the decision

to withdraw so that all costs incurred to that point can be calculated. The timestamp in which this

email is received will be used as the official date that the participant submits the withdrawal

request. The official withdrawal date will hold the participant accountable for any charges incurred

up to that point as well as based on the refund schedule.

● Complete the FLP Withdrawal Form

SAA will send the participant a follow-up email with information about the next step of the process after the

request has been reviewed.

Please do not tell a participant that no costs have been incurred or that they may be able to have their

deposit refunded. Even if the Program Leader has not committed to specific expenses on behalf of the

participant, a spot has been reserved for the participant on the program which has budget implications and

impacts associated fixed program costs. Please allow SAA to communicate all costs that will be the

responsibility of a participant upon withdrawal.
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WITHDRAWALS AFTER COURSE REGISTRATION

Participants who withdraw from an FLP after submitting the Commitment to Participate For (Appendix E)

and registering for the course will immediately forfeit their $500 non-refundable deposit. They may also be

responsible for additional charges.

To officially withdraw from a program, a participant must:

● Send an email to spartansabroad@sjsu.edu to inform SAA and the Program Leaders of the decision

to withdraw so that all costs incurred to that point can be calculated. The timestamp in which this

email is received will be used as the official date that the participant submits the withdrawal

request. The official withdrawal date will hold the participant accountable for any charges incurred

up to that point as well as based on the refund schedule.

● Complete the FLP Withdrawal Form

● Complete Drop Petition Form (the form will require the faculty’s signature)

● Complete Financial Petition Form (to request a refund or reversal of outstanding charges)

FLP REFUND SCHEDULE

Refund Time Frame Refund Amount

60+ days prior to program class start date Refund 100% of Tuition Fee
Minus $300 Program Fee
Minus $200 Administration Fee

60 to 31 days prior to program class start date Refund 100% of Tuition Fee
Minus 50% Program Fee
Minus $200 Administration Fee

30 days prior to program class start date Refund 100% of Tuition Fee
Refund 0% Program Fee
Minus $200 Administration Fee

After program class start date No Refund

SAA will provide instruction and information for the withdrawal process to the participants upon receiving

their withdrawal request. Information about the withdrawal process can be found under Program

Withdrawal webpage of the SAA website.
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Registrar’s and Bursar’s Offices: SAA will inform the Registrar’s and the Bursar’s Offices of any participant

withdrawals. Participants who withdraw from an FLP course prior to the start date of the class are removed

from the roster without a W on the participant transcript.

Withdrawal from a Program - On Site

VOLUNTARY

If a participant has arrived at the program site and decides to withdraw, he or she must begin by discussing

the situation with the SJSU personnel (program leader, etc.) on site. The SJSU personnel should consult with

SAA to determine whether a solution exists for the situation. If, after consultation, the participant still plans

to withdraw from the program, he or she must submit a signed and dated statement of explanation to the

on-site personnel. This statement must indicate the participant understands that effective the date

indicated, he or she will no longer be considered a participant in the program, and is therefore responsible

and liable for his or her own actions, schedule, transportation home, insurance, etc. Email this signed and

dated statement to SAA immediately at spartansabroad@sjsu.edu.

Consideration will be given to the participant who leaves a study abroad program because of an emergency

situation or illness (either personal or of a family member). In addition to the statement of explanation, the

participant must:

● Send an email to spartansabroad@sjsu.edu to inform SAA and the Program Leaders of the decision

to withdraw so that all costs incurred to that point can be calculated. The timestamp in which this

email is received will be used as the official date that the participant submits the withdrawal

request. The official withdrawal date will hold the participant accountable for any charges incurred

up to that point as well as based on the refund schedule.

● Complete the FLP Withdrawal Form

● Complete Drop Petition Form (the form will require the faculty leader’s signature)

● Complete Financial Petition Form (to request a refund or reversal of outstanding charges)

INFORMAL WITHDRAWAL ON-SITE

A participant who, through his or her absence, demonstrates that he or she has withdrawn from the

program during the Faculty-Led Program without obtaining an official withdrawal, will be reported as

having failed the course(s).

A participant who leaves the University without formally withdrawing forfeits any fees or deposits paid to

the University. The participant will continue to be responsible for payment of tuition and course fees and

FLP program fees.
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Financial Matters

Final budget
Once Program Leaders have a final roster of participants, they will receive a final program budget (the price

will not have changed, however there may be additional program funds available for program expenses) and

an expense reporting document from SAA. Program Leaders are expected to keep within their budgets and

to keep up with proper expense reporting as they spend money.

Please review San José State University policies regarding appropriate travel and related expenses prior to

departing. See SJSU Travel Guide for reference.

Contracts for program development, program providers, vendors, etc.
Program leaders working with an approved study abroad program provider, a foreign institutional partner,

or an outside vendor will likely need to complete a contract or update an exhibit for an existing contract.

Please identify that you are working with a vendor or partner during your Budget Meeting. Program Leaders

will work with SAA in processing any new contracts or updating an exhibit for an existing contract shortly

after the budget meeting takes place.

Contracts for FLPs can take a very long time to process and are required anytime a study abroad program

provider, a foreign institutional partner, or an outside vendor provides more than a single service for a

program (this can include bundling lodging and transportation services, tour guides and entry fees, etc.).

New contracts can take anywhere from 9 - 16 months to process, therefore Program Leaders are

encouraged to discuss any new partnerships with SAA 1-1.5 years in advance of the FLP running.

Program Leaders are not allowed to sign contracts or any documents with program providers, consultants,

or vendors hired to assist in program development or supplying any service to the program.

Wire transfers to Vendors
For many payments to organizations both overseas and in the US, wiring money is an efficient way to pay
program expenses in advance.

In order to set up the payment to the vendor in the SJSU Accounts Payable (AP) system, the vendor will need
to complete the Vendor Data Record Form 204 (Appendix Z.12). They will also need to submit theW-8BEN -
for individuals (Appendix P) or theW-8BEN-E - for a business or organization (Appendix Q) and provide an
invoice of the total amount due. If the vendor is a foreign vendor that performs services entirely outside of
the U.S., and the payments to them are treated as foreign sourced income and not subject to U.S. tax
withholding and reporting, then they may submit the Foreign Sources Statement (Appendix Z.13) in lieu of
the W-8 forms. Processing time for vendor set-up in the AP system and payment can take up to 5 weeks.
The time frame may be longer due to unforeseen circumstances so SAA will work with program leaders to
ensure this step is initiated as soon as possible.

The vendor should address the invoice to:

Study Abroad and Away
ATTN: Parinaz Zartoshty
College of Professional and Global Education
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San Jose State University
One Washington Square
San Jose, CA 95192-0135

SAA will contact you several months before the program runs to obtain an invoice from your vendors. At
that time, the Program Leaders will need to ask the vendor to complete the forms and return the completed
forms with the invoice to SAA at spartansabroad@sjsu.edu.

Credit Card Payments to Vendors with CPGE Credit Card

Prepayments to vendors for lodging and transportation can also be made with the CPGE credit card, as long
as the invoice is less than $10,000. If you choose this option, vendors will not need to submit any paperwork
other than an invoice. You will need to work with the CPGE Finance team to make any and all credit card
purchases. Please notify SAA if you plan on using this option, as we may need to increase the credit limit on
this card to accommodate the expenses of multiple programs. Do not use your own credit card to make
pre-payments before the contract has been fully processed, all participants have enrolled in the FLP course,
and all participants have made full payment for the FLP.

Deposits and Prepayments to Vendors
Program leaders cannot make advance payments to vendors or for program expenses (including but not
limited to airline tickets, room reservations, program activities, etc.).

Payments can only be made once:

● the contract or contract exhibit has been fully processed (if applicable),
● all participants have enrolled in the FLP course,
● and participants have made full payment for the FLP.

If faculty chose to place deposits or make payments for program arrangements before all participants have
confirmed their placement in the FLP by registering for their course and making full payment, they do so at
their own risk. If the program is canceled before participants have registered and made full payment for
their FLP, SAA will not reimburse faculty for any expenditures they incurred.

Faculty cannot encourage or require students to purchase airline tickets before the entire cohort has paid
the full program payment.

Furthermore, participants should be informed that they should not make any flight arrangements or
purchase airline tickets until the entire group has registered for the FLP course and has made full payment.
If the program were to be canceled for any reason, SAA will not make any reimbursements.

Travel Authorization

Travel Authorizations are processed through and by CPGE. Travel Authorizations are not processed by the
Program Leader’s department or college. When filling out the Travel Authorization, make sure to use the
Dept ID number provided by CPGE, and not the ID number of your department.
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Program leaders will need to submit their Travel Authorization through the FTS system at least 45 days prior
to departure. SAA will contact you to let you know when you should begin this process, as well as provide
you with detailed instructions and pertinent information that you will need to enter into your Travel
Authorization.

Please note that until the registration and payment cycles are completed, you cannot book or schedule any
travel arrangements or accommodations. You are allowed to make reservations in advance, however you
should not make any payments to hold your reservations, and if you do make a payment please make sure
that the booking allows you flexibility to cancel without penalty and will provide a full refund. CPGE and
SAA will not reimburse faculty for any expenditures incurred before all participants have registered and
made full payment for the program.

Your Travel Authorization will require you to enter amounts for each expense you plan on incurring. You
must follow the budgeted amounts in your final FLP program budget, as you will only be reimbursed for the
amount listed on your budget. If you increase those amounts, your Travel Authorization will be denied and
returned.

Before filling out your travel authorization…

Please review:
The FTS guide for Travel Authorization
Travel Authorization Submission Guide (Appendix O)
The SJSU Travel Guide
The CSU Travel Procedure Guide

Flight Cost
Although program leaders have airfare estimates included in their FLP budget, keep in mind reimbursement
of transportation expenses will be based on the actual price of the purchased airline ticket. Airline tickets
must follow the CSU and SJSU policies that all travel must be the most economical method of
transportation and the most commonly traveled route consistent with the authorized purpose of the trip.

Specific information regarding air ticket purchases, per the CSU Travel Procedure Guide (NOTE: Airline
Tickets must not exceed the budgeted amount in your FLP budget, any charges in excess of what was
budgeted for will not be reimbursed).:

B. AIR TRAVEL
1. Commercial Airlines

a) Coach or Economy Class

Coach or any other discounted economy-class fare shall be used whenever ticketing restrictions
are reasonable. This applies to all travel (domestic or international, or any combination thereof)
regardless of the purpose or fund source.

b) Business or First Class
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When a traveler prefers to use a higher class than the one authorized for reimbursement, the
traveler must pay the incremental cost of the airfare. A documented cost comparison must be
attached to the Travel Expense Claim.

NOTE: Faculty must upload both the purchased upgraded seat receipt and a scan of the price for the
Economy or Coach class airline ticket into FTS when reconciling the program expenses.

Use of business or first-class, pre-boarding or other higher-cost services may be authorized by the
approving authority under the circumstances listed below. Documentation of such circumstances
must be provided on the Travel Expense Claim.

1) Business or first-class is the only service offered between two points;

2) The use of coach class would be more expensive or time consuming, e.g., when, because of
scheduling difficulties, traveling by air coach would require an unnecessary hotel expense,
circuitous routing, or an unduly long layover when makingconnections;

3) An itinerary involves overnight travel without an opportunity for normal rest before the
commencement of working hours; or

4) When necessary to reasonably accommodate a disability or medical need of a traveler.

Additionally, when purchasing airline tickets, please adhere to the SJSU Travel Guide policy on air ticket
purchases:

Transportation by scheduled airlines shall be allowed at the lowest fare available at time of booking.

Purchasing Tickets

● Purchasing Airline Tickets through Official University Travel Agency: Making reservations
through the official university travel agency, Fell Travel, is the preferred method of
booking. Doing so alleviates the financial burden on the traveler and places it on the
university.

● Purchasing Airline Tickets through an Internet Service: The use of the internet to secure
cheap airline tickets has become more and more prevalent, but there are significant risk
factors to consider before purchasing a ticket in this manner. If purchasing such tickets
make certain that nothing will prevent you from taking the scheduled flight(s). When
tickets are purchased in this manner, the traveler assumes all financial responsibility.
Should the trip be cancelled, the university will not reimburse for tickets purchased.

Faculty are expected to purchase their airline tickets and receive reimbursement for the cost of the airline
ticket. Per the CSU travel policy, “Travelers will not be reimbursed for non-cash certificates used for the
purchase of transportation tickets, e.g., frequent flyer miles”.

Selecting Seats on a Flight for an Additional Fee
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When requesting reimbursement for expenses not normally reimbursed, in this case for a charge incurred in

selecting seats in coach class on a flight, an explanation should be included with the travel reimbursement.

Accounts Payable recognizes that sometimes the only way to get an assigned seat is to pay an additional

fee, but without an explanation of the circumstances these charges will normally be deducted from your

reimbursement. To ensure reimbursement, locate the airline’s written policy on charges associated with

seat selection (save as a PDF) and draft a short narrative as to why you paid the additional fees (as long as

you are within your budget) and upload both documents into the FTS reimbursement system.

Using Fell Travel:
If you are planning to use Fell Travel to assist you in booking your flight, it is a good idea to contact Fell
Travel first to get a quote of the flight before filling out your travel authorization. If needed, you can also let
Fell Travel know the estimated airfare budget you have so they can search for flights within your range.

Filling out your travel authorization (TA)…Visit http://my.sjsu.edu/ and click on the FTS link.

Enter the dates you will be traveling (including personal travel) in the “Departure Date” and “Return Date”
fields. If you are traveling for personal reasons, please upload a word document with a paragraph outlining
your FLP dates (please also note if you have been approved to arrive a day or two early to prepare and/or
leave a day or two late to wrap up the program) and any additional personal/business travel dates. You
upload additional documents by first clicking “save” so the information you have entered in the fields will be
saved. Then scroll all the way to to the bottom of the TA page where you will see a button that says, "upload
attachments". Add the supporting document there.

Reflect expenses (included in program fee budget - not tuition or admin fee) which are going to be paid by
the faculty leader; for example, meals for faculty and group meals that faculty will pay for, entry fees to
activities, ground transportation costs, honoraria, gifts for partners, excursions (not paid in advance, but on
site out of pocket), etc.

**Do not include in this section the expense items for student & faculty insurance, invoices/credit card
payments made by CPGE directly to a service provider/vendor/lodging, airfare (if purchased through
University Travel Provider AKA Fell Travel or through a CPGE credit card), etc.). Enter this information in the
"Additional Trip Details" Box (see below).
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Other expense items (which will be funded from the approved program fee) should be listed in the section
on "additional trip details" on the TA.

In the box found above next to the giant red arrow, please list the following information:

- Amount budgeted for faculty and student insurance
- Any payments that will be paid in advance by CPGE via wire transfer, CPGE credit card, and/or bookings
through Fell Travel, including but not limited to:

Flights
Lodging (for faculty, students, or both)
Vendor
Study abroad service provider
Partner institution's registration fees
Coach bus
Etc.

*Any t-shirts, swag, gifts with SJSU logos must be purchased through a SJSU approved vendor. Please
contact spartanabroad@sjsu.edu for assistance in procuring these items. You can also purchase items from
the SJSU bookstore to make this easier (but only if you budgeted for these expenses).

For cash advances, please remember to enter that information into this section (please do not ask for the
entire amount of money spent out of pocket to be provided as a cash advance - so if you enter that your
estimated expenses will total to $14,000, please do not request all $14,000 to be given as a cash advance).:
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The estimated amounts of your expenses should not exceed the amount budgeted in your FLP budget. If the
actual cost of a given expense line item exceeds the amount budgeted, you will need to reduce or cut your
budget in a different line item to balance out the increased estimate.

Lastly, Attach your approved and final FLP budget (with the actual student numbers consistent with your
enrollment) with your TA.

Estimated Expenses Section:
When entering your estimated expenses, please refer to your final FLP budget for the amount you would
need to input into FTS.
Funding/Source/Chartfields Section:
SAA will provide an email with all the information you will need to input into the
Funding/Source/Chartfields section of the Travel Authorization to ensure it gets routed to CPGE. The email
will contain a chart similar to the one below.

Account Number XXXXXX

Fund Number XXXXX

Dept ID XXXX

Class Code (each FLP has a specific Class
Code)

XXXX

Tracking Expenses and Reconciliation

Program Leaders will need to document every expense so that the program’s accounts can be
reconciled upon return. Using the FLP Transaction Worksheet (Appendix R) prepared for you by the
SAA will help in tracking your expenses. Entering your expenses into the Transaction Worksheet
(Appendix R) every day will keep you on track to complete the reimbursement process quickly. If you
cannot log your expenses every day you can always create an expense journal. And remember... keep
all receipts. IF you are not provided with a receipt of if you lose a receipt, you will need to complete a
Certification of Receipt of Goods Form (Appendix Z.14) for each receipt.
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Upon return, faculty will work directly with SAA and the CPGE Finance team to reconcile expenses in
association with SJSU Procurement Services policies and guidelines. CPGE Finance may have follow
up questions regarding your reconciliation process; please respond to any questions as soon as you
are able to ensure the process stays on track. After CPGE Finance approves your submission, AP will
begin their review of your reconciliation. AP may have additional questions regarding your
submission. Please respond as soon as you are able. After AP approves your submission, your
reimbursement will be processed.

Any expenses that have not been budgeted for, expenses surpassing the budgeted amount, and
unallowable purchases (alcohol, paying for more than one hotel room at the same time, personal
travel, etc.) will not be reimbursed. Reimbursements cannot exceed the total amount of fees
collected for the program. CPGE is not responsible for program deficits arising from
over-expenditures.

Cash/ATMs
It is always a good idea when traveling to carry $200 in cash, ideally hidden in something you are carrying.

This is emergency cash. Otherwise, it is generally best to not carry too much cash. In many countries, you

can obtain cash through an ATM using your debit card and take out cash as you need it (to ensure you are

not carrying large quantities of cash, thereby making yourself a target for thieves). If you are going to a

location where using an ATM is not feasible, the best thing to do is to pay for as many things in advance (by

wire or check) as possible. Obviously these guidelines may not work in every location. Please discuss with

SAA your strategy for paying expenses associated with the program well in advance of your departure.

Cash Advances

Program Leaders can request a cash advance when submitting their travel authorization. Please reference

the Travel Authorization Guide for instructions on requesting a cash advance. Please note the CSU rules for

cash advances: "a traveler should have no more than one outstanding cash advance at a time, each cash

advance should be accounted for before another cash advance is granted".

Cash advances are issued approximately one month before the departure month. Then they are sent to the

Bursar's office, Window 1. Window 1 will call the employee and notify them that the check is available for

pickup.

Expense reports 
Each Program Leader (or individual when there is more than one program leader) will have a transaction
worksheet that needs to be updated daily during the trip. Program Leaders are required to attend a training
to learn how to utilize this spreadsheet and also to learn how to present receipts and requests for
reimbursement. This process may differ from that of your expense reporting in other university
departments. Any questions should be directed to SAA. The Program Leader(s) will submit their budget
reconciliation into FTS within thirty (30) days upon completion of the program, this includes uploading the
Transaction Worksheet (Appendix R) and all receipts.
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Equipment
Phones: If budgeted for, Program Leaders may purchase an inexpensive local phone (one-time purchase) or a

local sim card (to place in their own phone) for program business. Please note that this must be included in

the program/site visit budget in advance. Calls relating to program management (making reservations,

checking on logistics, etc.) must also be included in the program budget. The program budget will not

include funds for phone calls home or other personal calls. You will need to provide receipts for any

purchases and bills relating to phone use if you are seeking reimbursement for phone usage.

There are several free alternatives available to contact home while traveling in lieu of a phone; the app

“What’s App” provides free texting capabilities worldwide and Skype can be downloaded onto a smart

phone and used to make voice/video calls via a wireless internet connection.

Guidelines for accompanying family members
Guidelines related to family members accompanying a FLP Program Leader differ significantly between

Traditional FLPs and Direct Enrollment FLPs.

Program Leaders serving as a chaperone and not teaching on a Direct Enrollment FLP are allowed to have

family members accompany them during the program, although they should not interact or overlap with

program participants. Direct Enrollment FLPs are typically static, allowing Program Leaders to set up

household in a single location for the duration of the program. Please see the conditions for accompanying

family members on a direct enrollment program regarding accompanying minors below. Notify the SAA

regarding who will be accompanying your trip, so we can procure insurance for them.

On the other hand, family members are not allowed to accompany Program Leaders of Traditional FLPs. FLP

programs are intensive; usually itinerate programs, which by their nature consume most of the attention of

Program Leaders during the duration of the program. With the exception where the family member will be

co-leading or volunteering for the program, the Program Leader must notify SAA in the program proposal

and budget meeting as there will be required documentation to be completed.

It is important to note that faculty-led programs are for enrolled San José State University students only;

Spouses/Partners, Children, Parents, Friends, Guardians, Community Members, etc. cannot participate on,

overlap with, or plan personal/family travel experiences with participants/faculty during a Faculty- Led

Program. Only the faculty of record and students listed on the official roster provided by the Department of

Study Abroad and Away at SJSU are sanctioned to participate in the program. This policy applies to both

faculty and students. If a person affiliated with the faculty member or participant engages with the program

in any way, it will be grounds for removal (for participant) or termination of the FLP running in future cycles

(faculty).

Conditions for exceptions to this norm are explained below.
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Conditions for accompanying family members on a Direct Enrollment FLP
The following policies describe the limits or conditions that apply to the accompaniment of family

member(s), friend(s), or any other non-FLP participant(s) that accompany or overlap with a Direct

Enrollment FLP.

Notification: When an FLP Program Leader plans on having family member(s), partner(s), or any other

non-FLP participant(s) accompany a Direct Enrollment FLP, they need to notify SAA. It is critical that the

participation of a family member(s), friend(s), or any other non-FLP participant(s) does not distract in any

way from the primary responsibility of the Program Leader to participants on the program.

Program Money: In no case is program money to be used to fund family member(s), partner(s), or any other

non-FLP participant(s) participation. It should be made clear to participants that no program funds are used

to support the activities of an accompanying family member(s), partner(s), or any other non-FLP

participant(s).

Insurance: SAA will coordinate with the Program Leader to obtain insurance for their family member(s),

partner(s), or any other non-FLP participant(s). The Program Leader will be responsible for paying for their

family member(s), partner(s), or any other non-FLP participant(s) insurance coverage. The program leader

can also obtain insurance for their family member(s), partner(s), or any other non-FLP participant(s) on their

own. SAA recommends that all travelers obtain a policy that includes health, evacuation, and repatriation

coverage.

Excursions/Travel: Accompanying family member(s), partner(s), or any other non-FLP participant(s) may not

participate in program excursions and field trips. Program excursions are planned to accommodate

participants and the program leader(s). Even if there are empty seats on the bus, boat, or other arranged

travel, accompanying family member(s), partner(s), or any other non-FLP participant(s) may not travel with

the group. If moving to a secondary or tertiary location during the FLP, family members, friends, or any

other non-FLP participants must arrange their own independent travel between sites.

Group Meals: Program Leaders must not use program money for any meals (group or otherwise) for

accompanying family member(s), partner(s), or any other non-FLP participant(s). A meal can be purchased

for an institutional partner, tour guide, or other program related staff/collaborators using program money,

as long as the expense is reasonable per the SJSU Travel Guide. Program Leaders must write the name of

the guest on the meal receipt when hosting an institutional partner, tour guide, or other program related

staff/collaborators to a meal.

Accommodations: Accompanying family member(s), partner(s), or any other non-FLP participant(s) may

share accommodations with the program leader(s), provided such sharing is allowed by the housing

provider. The program budget will include housing expenses only for the Program Leader. If housing costs

are based on a "per person" rate or if the Program Leader requires a larger unit (hotel or apartment) to

accommodate their family member(s), partner(s), or any other non-FLP participant(s) the Program Leader

must pay any costs above the amount budgeted for their individual accommodations. In no case should the
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Program Leader or the Program Leader’s family member(s), partner(s), or any other non-FLP participant(s)

share rooms with participants, e.g. shared rooms in a hostel.

Minor Children: Minor children are generally not permitted to accompany FLP Program Leaders leading a

Direct Enrollment FLP. There is simply too much risk for distraction away from student participants on a

short, intensive, itinerate program. Minor children may only be permitted if they will be supervised by

someone other than the Program Leader for the duration of the program at the expense of the Program

Leader. The Program Leader must first discuss any minor children they would like to accompany the

program, and if the SAA approves of the arrangement, they faculty leader must provide written notification

to SAA that minor children are accompanying the Program Leader and describing how they will be cared for

during program activities.

Pre-Departure Travel Information

U.S. Passports

The information outlined below is intended for domestic participants who currently do not hold a U.S.
passport. If your participant is an SJSU international student, please refer the student to the International
Student and Scholar Services Office for further advising in regards to their status when traveling outside
the U.S.

If a participant does not have a U.S. passport, the information below outlines the process of applying for a
U.S. passport for first-time passport holders.  

1.     Go to the State Department website and click on the ‘APPLICATIONS & FORMS’ button.

2.     Complete the DS-11 Form: Application for a U.S. Passport. Follow the links to either print the
document and complete it by hand, or in the online electronic form (you will print the completed
form when finished).

3.     Submit the DS-11 Form and all other required materials (see below) in person at an
Acceptance Facility or at a Passport Agency (follow the links for search tools to find the most
convenient facility).

More information can be located by clicking here or by visiting the following website:
https://travel.state.gov/content/passports/en/passports/applyinperson.html

When submitting a passport application for the first time, ONE MUST BRING:

● A completed DS-11 Form: Application for a U.S. Passport

o  Do not sign the form until instructed by the Acceptance Agent

● One passport photo (Some Acceptance Facilities offer this service on-site)

o  To avoid processing delays, be sure your photo meets all the requirements and is
properly submitted with your application.

o  The photo should not be attached to Form DS-11

● Evidence of US Citizenship (One of the following documents)
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o  Previously issued, undamaged U.S. Passport

o  Certified birth certificate issued by the city, county or state

o  Consular Report of Birth Abroad or Certification of Birth 

o  Naturalization Certificate

o  Certificate of Citizenship

● Current form of identification (Bring a photocopy of the front and back sides)

o  Current, undamaged U.S. passport

o  Recently issued Naturalization Certificate

o  Valid Driver's License

o  Current Government ID (city, state or federal)

o  Current Military ID (military and dependents)

● Payment for passport fees:

o  Application Fee and any Optional Services Fees may be paid via:

▪ Personal checks, money orders and bank drafts at all locations, payable to
"Department of State"

▪ Exact cash at some locations (verify with the Acceptance Facility)

o  $25 Execution Fee Paid Separately:
▪ Money orders and bank drafts at all locations, payable as instructed by the

Acceptance Facility

▪ Personal checks and exact cash at some locations (verify with the
Acceptance Facility)

▪ Credit cards at U.S. Postal Facilities and some other locations (verify with
the Acceptance Facility)

More information can be located by clicking here or by visiting the following website:
https://travel.state.gov/content/passports/en/passports/information/fees.html

Passport Acceptance Facilities near San José State University

Santa Clara County Clerk-Recorder
70 WEST HEDDING STREET
SAN JOSE, CA 95110
408-299-5688
o  Open Monday-Friday
o  You must call to make an appointment to submit your application.
o  Photos can be taken on site.

Eastridge Station
2200 EASTRIDGE LOOP
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SAN JOSE, CA 95112
o  Open Monday-Saturday (Closed for lunch 1:00 pm-2:00 pm)
o  Walk-in only.
o  Photos can be taken on site.

To locate additional Passport Acceptance Facilities click here or visit the following website:
http://iafdb.travel.state.gov/

Visas
Depending on the location where you will be traveling, you and your participants may need to procure visas.

It is important to investigate visa requirements in the planning stages when developing your FLP. Each

country has their own rules and steps to complete this process. You can generally find information about

visa requirements by visiting the destination country’s embassy or consulate website (for U.S. citizens),

which will state whether you will need a visa to enter the country or not. If you do need to procure a visa,

you can either work with a visa processing agency and pay a fee (which should be included in your program

budget) to have the visas obtained on your and your group’s behalf, or you can require each participant to

obtain their own visa by visiting the consulate independently. Obtaining a visa may require that participant

to visit the destination country’s embassy or consulate in person. If you need assistance with this process,

please contact SAA.

Traveling with international participants, DACA (DREAMers), and asylum seekers

International Participants/Citizens

Some countries that do not require U.S. citizens to have a visa for entry may require passport holders of

other countries to have one, and the process of obtaining a visa can be different depending on their country

of origin.

Either you or your participant will need to visit the destination country’s embassy or consular website and

look for the specific steps to be taken to obtain a visa based on the participant's citizenship. This may

require that participant to visit the destination country’s embassy or consulate in person to obtain a visa.

International participants/citizens should also seek advising from the International Student and Scholar

Services Office in regards to their status when traveling outside the U.S.

If your participant needs a letter explaining their participation in the program, please contact SAA so we can

work with you to issue the letter to the participant.

If a student enrolled at SJSU as part of an exchange program would like to participate in an FLP, they should
be referred to the Study Abroad Office to discuss their eligibility.  

DACA (DREAMers) and Asylum Seekers

Some participants interested in FLPs may be DACA (DREAMers) students or asylum seekers and may hold a

non-U.S. passport or may not have a passport due to their immigration status. Currently, due to possible

changes in U.S. immigration policies, we believe that it would be prudent for DACA or Deferred Action for
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Childhood Arrivals (DREAMers) students not to travel outside of the United States. We encourage those

students to substitute international experiences with domestic immersion experiences within the United

States rather than leaving the country. SAA staff will be working with the Colleges and Departments to

identify these "study-abroad-at-home" experiences within the U.S. On campus, there are many

opportunities to engage in international experiences including participation in the Global Student Network,

living at the International House, pursuing recognition of your international involvement through the

Global Leadership Advancement Center (GLAC), and volunteering in the community locally. If you have

questions or concerns, please e-mail spartansabroad@sjsu.edu.

NOTE: $500 nonrefundable FLP deposit may be refunded to international participants/citizens that are

denied visas and are unable to participate in the FLP for which they were accepted. International students

who wait too long to begin the visa process may not receive a refund. Decisions regarding refunds will be

made on a case-by-case basis by SAA.

Participant Health
Program Leaders should refrain from providing specific medical advice about medications, vaccines, or

over-the-counter medications. Such advice is certainly well-intentioned and given out of concern for

participants; however, travel recommendations change frequently. Best recommendations are connected to

a participant’s own personal health history and it is important that all program leaders avoid giving medical

advice to their participants. Rather, this advice needs to be given by qualified health personnel, or from

national or international reputable health agencies such as the CDC, WHO, etc. In addition to the frequent

changes and need for the tailoring of personal medical advice, liability both to the program leader and to

the University can result from giving incorrect medical advice. There are links on the SAA website to reliable

sources for travel health recommendations such as the CDC, or you may refer participants to the SJSU

Student Health Center (or any travel clinic) for advice. The SJSU Student Health Center can be an excellent

resource and also provides travel health services to SJSU participants.

Some countries have specific immunization requirements that need to be fulfilled before departure; others
have recommendations for travelers. It is the participant's responsibility to be aware of new health
information regarding the locations to which they plan to travel.

The U.S. Centers for Disease Control (CDC) and the World Health Organization (WHO) provide a wealth of
information for the traveler. The SJSU Student Health Center can also provide travel health services to SJSU
participants.

Please have participants review the pertinent travel health information on their websites prior to their
departure.

● U.S. Centers for Disease Control (CDC)

● World Health Organization (WHO)

● SJSU Student Health Center
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FLP Program—On Site

Safety and Security

Safety and Security document
Program Leaders are required to submit a completed FLP Safety and Security document (see Appendix C). A

draft of this document is now part of any new site visit proposal (the document should be completed while

on the site visit). Final Safety and Security documents must be submitted to SAA by April 1st for May/June

departures and by October 1st for spring and winter break trips.

Register with the U.S. Embassy in every country you visit
The program leader(s) is responsible for registering their groups with the Smart Traveler Enrollment

Program (STEP) through the U.S. Department of State (Appendix U). The STEP program will work in

conjunction with the U.S. Embassies for each country the program will visit on the FLP so that the local

embassy will be aware of your group travel. You can subscribe to STEP by creating a group submission; you

do not need to create individual entries.

Registration at the U.S. Embassy or Consulate (in the country you are visiting) makes your presence and

whereabouts known, in case it is necessary for a consular officer to contact you in an emergency. During a

disaster overseas, American consular officers can assist in evacuation, were that to become necessary. But

they cannot assist you if they do not know where you are (complete instructions on how to register your

group with the U.S. Embassy in Appendix U).

NOTE: Participants who are not U.S. passport holders cannot be entered into the Dept. of State program.

They should register with the country embassy based on the passport they will be traveling with.

Travel warnings
The State Department issues travel warnings for specific countries as needed. Detailed information can be

found at www.travel.state.gov. If a travel warning has been issued for the countries to which you are

planning to travel prior to the group departure, chancellor’s office approval is required per CSU Executive

Order No. 1081 (Appendix A). SAA will discuss the situation with Program Leaders to determine whether or

not the trip can proceed as planned.

If a travel warning is issued after the group is already in the country for which the advisory is issued, SAA

will work with the CPGE Dean and the chancellor’s office to discuss the situation and make alternative plans

as needed.

Faculty and staff who are conducting site visits should also monitor travel warnings for the countries they

plan to visit. At any time, SAA reserves the right to deny proposals to conduct site visits or to cancel FLPs

that are traveling to countries which have a State Department Travel Warning issued.
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Loss or theft of passport
Lost or stolen passports must be replaced immediately, as travel may be delayed due to time needed to

process a new passport. If a participant were to lose or have their passport stolen during the FLP, the

program leader should work with the participant to develop a plan as to how the participant will obtain a

replacement passport. You can find step-by-step instructions on how to replace a lost passport in Appendix

W.

To assist a participant in reporting a lost or stolen passport while abroad, follow the instructions provided

by your local embassy or consulate (usually listed on their website under "American Citizen Services"). More

information regarding reporting a lost or stolen passport can be found at the State Department’s Lost or

Stolen Passports Web page https://travel.state.gov/content/passports/en/passports/lost-stolen.html.

If you are unsure how to accommodate a participant in this situation, please contact SAA to discuss options.

Emergency cards
All participants and program leaders should carry an emergency card (Appendix V) with phone numbers for

the host country’s equivalent of 911, Program Leader(s) cell phones, SJSU University Police, and any other

key contact information. On trips where you are staying in just a couple of lodging sites, it is a good idea to

include the lodging name, address and phone number on the back side of the card. Faculty Leaders should

make these cards at SJSU prior to trip departure and should issue them at the airport at the start of the trip.

Transportation/vehicle safety
During the planning stages, ground transportation should have been arranged for all travel whether public

transportation, charter buses, or rental vehicles. If you arrive to find that the company has changed for the

worse, use local contacts to find another reliable company. If you determine that a driver that has been

hired to drive the group from place to place is intoxicated or otherwise incapacitated, you should contact

the transportation company and request a different driver/alternate means of transportation. It is better to

miss an activity or be late than to risk driving with a drunk driver. In addition, if a driver seems to be

reckless, it is important to address the issue immediately (by either asking the driver to be more careful or

by calling the company, reporting the situation and requesting another driver).

The program leader(s) is not allowed to consume any alcohol (zero alcohol use) when driving participants on

an FLP. It may seem fairly innocuous to have a beer or cocktail with dinner, however a participant may see

you consume an alcoholic beverage and perceive that you a) have had more than one drink or b) may be

intoxicated. In situations where one is responsible for transporting participants, we need to be cognizant

that perception is reality to those that are watching you closely. Therefore, it is essential to err on the side

of caution and not consume any alcoholic beverages when you know you will be driving.

When traveling abroad and renting a vehicle to transport participants, faculty, or staff from destination to

destination you will need to purchase rental vehicle insurance. Whenever a rental car is used for

transportation on an FLP, the program leader must purchase themaximum level of insurance possible and

available through the rental agency, including but not limited to Collision Damage Waiver and third-party

liability. The cost of the insurance must be included in the program budget. The cost of insurance can make
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renting a car for an FLP prohibitive. As such, SAA strongly encourages program leaders to hire a company to

provide transportation in lieu of driving a rental car. Any program leader or volunteer driving during an FLP

must submit:

1. Application for University Vehicle Operation/Authorization Budget and Risk Management (Appendix

Z.10)

2. Copy of a valid driver’s license

3. Proof of completion of SJSU’s online “Defensive Driving Fundamentals Training Course”

On site safety
When developing the FLP, all program leaders should have evaluated the safety and security of lodgings and

areas where the group will be traveling. Situations can change and if a program leader determines that a

lodging site or other plan is no longer a safe one, an alternate plan should be created and executed on the

spot. Please be sure to email spartansabroad@sjsu.edu if any change to lodging site or itinerary is made so

the Safety and Security document can be appropriately updated.

Be sure to warn participants about any potential dangers in the areas you are visiting. If you are aware of a

danger and fail to warn your participants about it, this could be considered negligence from a legal

standpoint. Again, please be sure to warn participants about any potential dangers in the areas you are

visiting. Familiarize yourself and your participants with relevant local laws (alcohol and drug laws, etc.)

It is a good idea to remind participants to carry duplicate copies of their important documents while

traveling, in case they misplace the originals, or if they are robbed. These documents should be placed in

different locations, so if someone’s suitcase or purse is stolen they would have copies in a second and

possibly third location. Some documents that should be duplicated would be credit cards/ATM cards (front

and back), Passports (photo and signature pages), immunization cards, prescription bottle labels, health

insurance cards, visas, etc.

Many trips include at least some free time for participants. We recommend that participants use the buddy

system and spend their free time at least in pairs, preferably in small groups of 3 or 4, for safety reasons.

We also ask program leaders to tell participants to notify them what they think they’re likely to do/where

they are likely to be during free time. This will be invaluable in case an emergency were to arise and you

need to bring the group together quickly. The independent travel policy is as follows:

For programs that include free-time, participants must provide all travel plans to the Program

Leader in advance. Additionally, participants who choose to travel independently during their

scheduled FLP cannot travel further than 3-5 hours' distance from the program site within the host

country.

Basic travel smarts

Please be sure that you and your participants remember and practice basic travel smarts:
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• Use the buddy system—it’s always better to be in at least pairs (or small groups).

• If you carry cash, carry it in a money belt or neck pouch. Carrying large sums of cash should be

avoided.

• Always be aware of who is around you and have a plan should someone approach you in an

unwanted way (e.g. run to a store, police, etc.).

• If you are mugged, give the mugger everything they are asking for (better to lose phone, camera,

money than risk safety).

• Carry your SJSU ID, emergency and insurance cards at all times; if local law requires, carry a copy of

or your actual passport (in a money belt, or neck pouch).

Health and insurance information 

Self-disclosed health forms
All participants complete a medical form (see Appendix M). This information is self-disclosed and includes

information on allergies and medical conditions. Program leaders should read all health forms prior to

departure and should note any participant that might need special attention (bee sting allergies, peanut

allergies, etc.). There is a self-disclosed health form for program leaders (see Appendix N) in which they can

describe any health issues/conditions that someone would need to know in an emergency. Faculty Health

Forms are only used for emergency situations. They are deleted at the end of every program cycle.

FLP Insurance Policies

Faculty Insurance

All program leaders traveling on FLP overseas programs must carry the CSU Foreign Travel Insurance Policy

(FTIP), a policy through Alliant Insurance, per the California State University Risk Management Authority.

Faculty FTIP will be arranged and procured by CPGE. Faculty insurance is procured once the faculty leader

has submitted and has received approval of their Travel Authorization (Appendix O) submitted into the FTS

system. The price of FTIP is contingent upon the number of countries visited and the duration in

country(ies). Additionally, the price of the policy can increase if the country(ies) visited are on the CSU High

Hazardous Country List or has a travel warning/alert issued by the U.S. State Department. SAA will not pay

for insurance to cover a faculty leader’s personal travel beyond the program dates. When entering the

program dates into your Travel Authorization in the FTS system, faculty need to list all travel dates

(professional and personal) and upload a narrative to their TA noting the program dates so that the SAA

Finance team can differentiate personal travel either before or beyond the program dates. The FTIP

insurance costs are factored into the FLP budget.

Participant Insurance (As of 6/1/22, subject to change in future)

All FLP participants will be provided with insurance coverage for the FLP program dates. Currently, the

participant insurance plan is issued through OnCall International. Each participant will have their own
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insurance card issued via email. Please remind your participants to look for their insurance card and

information in their email accounts. Participants should print all the forms and the insurance card prior to

travel, and should carry this information throughout the FLP. Forms and policy information can be found in

Appendix Z.7. Participants will need to process any insurance claims independently upon their return to the

U.S.

OnCall International can be contacted through the following phone numbers:

•1-833-425-5103 (Toll Free within USA/Canada)

•+1-603-952-2688 (Collect outside the USA/Canada)

Domestic travel is not covered through OnCall International. It is important to collect copies of

participants’ domestic health insurance cards prior to departing on a domestic program.

Liability/Evacuation/Crisis Response Insurance
Both the faculty and student insurance plans have accidental health, evacuation and repatriation coverages.

High risk recreation
Our insurance policies cover limited high risk recreation activities for participants and do not cover any high

risk recreation activities for program leaders. These activities include: skydiving, parachuting, hang gliding,

mountain climbing, bungee jumping, spelunking, zip-lining, rafting on white capped water, horseback riding

(more than a walk), ATV/motorcycle riding, etc. Program Leaders should inform participants that they are

not permitted to engage in these activities.

Accessing emergency information while traveling
We strongly encourage Program Leaders to carry a hard copy of their completed Safety and Security

document and hard copies of the Preliminary Incident Information Sheet (embedded in Appendix X) with

them while traveling. The SAA will also retain a copy in case a replacement is needed.

Program Leaders can access student passport scans and health forms in Terra Dotta.

Preliminary Incident Information Report (PIIR)
Please be sure to carry several hard copies of this report with you while you are traveling. In addition this

can be found in the appendix of the Program Leader Handbook (embedded in Appendix X).

In any incident, it is a good idea to complete one of these reports. Any time medical personnel or law

enforcement are engaged, this report MUST be completed. This report will help you organize information

and your plans. It also is a simple fact sheet that you can then read to UPD when reporting the emergency

or in an email to SAA. This provides people at SJSU with the information they need to start to assist you in

any kind of emergency. This report is part of your ongoing log of any incident.

Reporting incidents to SJSU:
For emergencies, the first call you make should be to UPD: 001-408-924-2222. You can call collect if

needed.
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For non-emergencies and questions about issues or concerns that arise:

● Complete the FLP Non-Emergency FYI Reporting Form if there is no response needed and the

program leader is simply notifying the SAA office for their information only

● Email spartansabroad@sjsu.edu with “Needs Response” in the subject line of the email if you

require assistance with a situation or need a response for non-emergency situations

FLP Risk Management Emergency Action Protocol (Appendix X)
The FLP Risk Management Emergency Action Protocol has step-by-step guides for responding to various

kinds of emergencies. Every situation will be unique and you as Program Leader will have to adapt to

manage a particular situation. The important things to remember in every single case:

● Ensure the safety of the group

● Utilize the support available to you (local support and support from SJSU—you do not have to have

all the answers yourself)

● Document every situation thoroughly, including noting the time each time you add to your log

● The first call you make to SJSU to report an incident is to UPD at 001-408-924-2222.

As needed, an Incident Manager will be designated at SJSU. This person will become your primary contact

throughout the management of the incident. Please read these Action Plans many times so that should an

emergency occur, you are already familiar with the steps to follow. It is also a good idea to carry hard copies

of these with you.

Safety and Security Summary
The most important part of safety and security is prevention and preparation. There will always be risk and

as a program leader you will be the person your participants will look to for leadership. Quite often your

response can set the tone for the group, so do your best to keep calm and approach each incident with a

measured approach. Of course, you too could be scared, nervous, or even panicked when something serious

occurs; try your best to keep a cool head and proceed with a sense of calm as it will reassure your group that

you are in control and are able to manage the crisis. Program leaders should work with participants to

implement all preventive actions possible while traveling (using money belts, not drawing attention to

oneself, using the buddy system, not leaving drinks/food unattended, etc.).

In addition, Program Leaders should be very familiar with the Preliminary Incident Information Report and

with the step by step action plans for various kinds of emergencies. The more familiar you are with these

plans, the easier it will be to follow them should you happen to face an actual emergency.
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Conduct/Discipline Issues and Program Withdrawal (Voluntary and Involuntary)

Minor behavior problems
Minor behavioral problems may not be serious enough to warrant immediate removal from a program, but

they clearly have a negative effect on the program. In addition, behavior that is allowed to continue may

affect the atmosphere and morale of the entire group. Minor problems may escalate into major problems.

Examples of minor behavioral problems include:

• Excessive tardiness to class or class activities

• Conflicts between program participants

• Indifferent or rude behavior towards guests/guest speakers

Depending on the circumstances, you may wish to discuss the problem individually with the participant or

participants involved, or allow it to be openly discussed during a general debriefing session. If you discuss an

issue with the group, to ensure compliance with federal privacy laws, do not identify specific individuals in

the discussion. You can address unacceptable behaviors in general, but cannot name students specifically.

You also may wish to consider having one, a few, or all participants sign a behavioral contract (see examples

under “Community Building”). If you are unsure as to how to address certain problems, feel free to contact

the SAA, to discuss your concerns.

Whether the behavioral problems are minor or significant, make a written record of your observations and

discussions with the participant. Never promise confidentiality, as you are required to report all behavior

concerns to the university. There is truth in the statement that “Your pen is your power.” This can be

especially effective if the participant is using foul language or making accusations. Let a misbehaving

participant displaying disorderly behavior know that even though using foul language may not result in a

conduct violation, their choice of words can disrupt the classroom and learning environment, and as such

you will document his/her exact words in case their behavior worsens and escalates. Asking the participant

to repeat the words while you are writing it down can often be an effective way to prevent future verbal

confrontations. Email spartansabroad@sjsu.edu for any such behavioral problems that warrant it, to

document both the incident and your response. We will collect the information to record and report

disciplinary incidents to Student Conduct and Ethical Development.

If, after working with the SAA, the participant’s behavior persists to the point of warranting removal from

the program, the on-site Faculty Leader will consult with the Director of the SAA regarding the removal.

(See “Procedures for Immediate Removal” in the following section).

Please note that you should not discipline participants for behavior during their own time that does not

violate established program or university rules, even though you may disapprove of it. If such behavior

violates program rules (such as being required to stay in program accommodations or not traveling alone at
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night), then it violates guidelines set forth in the Commitment to Participate Form (Appendix E) and you may

follow the suggested disciplinary procedures.

Major behavior problems
San José State University expects study away participants to abide by the laws, regulations, and customs of

the host country, community, institution and program. There are certain areas under which the faculty/staff

program leader, local resident director or designated SJSU staff has the authority to immediately remove a

participant (with approval from SAA and CPGE) from a study away program (see Procedures for Immediate

Removal). Any behavior that endangers oneself, another person, or property can result in immediate

removal. Examples of such behaviors that may result in immediate removal from the program include, but

are not limited to:

● Conduct that endangers oneself, another person, or property and violates aspects of San José State

University’s Code of Student Conduct

● Violation of the laws, rules and regulations, or customs of the host country, community, institution

and/or program

● Behavior that is disruptive and detrimental to the group learning process and academic success of

the program

● Conduct that damages or destroys property of another person, institution, or organization

● Behavior that gives the program leader and the SAA reasonable cause to believe that the continued

presence of the participant in the program constitutes a danger to the health or safety of

themselves, persons or property, or threatens the future viability of the program

● Repeated offenses or severe infractions of the housing rules and regulations as established by the

local facilities

● Repeated behavior for which the participant has been warned in writing

● Alcohol misuse (as defined below under “Alcohol use and misuse”)

● Use of illegal drugs (this is prohibited, as it is on campus)

● Criminal acts such as:

○ physical or sexual assault

○ harassment

○ possession, use or distribution of illegal drugs

○ setting a fire or possession of explosives
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○ possession of a weapon

○ theft

A participant who is removed for disciplinary reasons will be responsible for airfare and any other expenses

associated with early removal from the program; grades are assigned as described in the previous

“Voluntary Withdrawal - Participant Withdrawal Onsite” section.

Drug use and alcohol abuse and misuse
The use of illegal drugs on an FLP is prohibited, just as it is on campus. It is illegal for a participant to

possess, consume, furnish, manufacture, sell, exchange or otherwise distribute any alcoholic beverages

except as permitted by host country laws and local institutional regulations. Alcohol misuse and abuse are

not tolerated anywhere in the world and will not be tolerated on an FLP. Violation of local laws and/or SJSU

regulations or policies may result in (i) immediate removal from the program; (ii) academic withdrawal from

the University for the semester in progress; and (iii) disciplinary action upon return to campus. (This section

is taken from item #2 text of the Commitment to Participate Form that all participants sign, Appendix E).

The following provides guidelines for responsible alcohol use. This message is reinforced in the SAA general

pre-departure orientation and should be emphasized during your program-specific orientation. In addition,

responsible use of alcohol should also be discussed at the on-site orientation.

Alcohol misuse is defined as any use that is harmful or potentially harmful to self or others. Alcohol abuse is

planned, systematic misuse of alcohol. What is “alcohol misuse?” Alcohol misuse is present when:

• A participant misses any scheduled event because of the effects of alcohol consumption;

• A participant becomes ill due to the effects of alcohol consumption;

• A participant is disrespectful of others sharing the same housing when alcohol consumption leads to

disruptive, loud socializing;

• A participant engages in inappropriate behavior toward other individuals that is the result of alcohol

consumption;

• A participant engages in destructive behavior toward property that is the result of alcohol

consumption;

• A participant does not abide by the laws of the country in which he or she is staying;

• Participants facilitate/encourage or ignore a fellow participant who is misusing or abusing alcohol;

or

• Transporting quantities of alcohol to program sites with the intent of sharing the alcohol with

members of the group.
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Alcohol misuse and abuse should not be tolerated on FLPs.

Participants must be encouraged to use good judgment if consuming alcohol at private homes or other

accommodations during non-program hours. Encourage participants to discuss with you the misuse or

abuse of alcohol by other participants that distracts from their positive experience with the program.

Encourage participants to look out for each other and keep each other safe.

Alcohol poisoning / overdose
It is extremely important to be sure participants understand that if a participant becomes incapacitated due

to alcohol overuse, or if he/she is in need of medical attention, others should immediately contact a local

emergency medical service, faculty/staff leader and/or resident director, in order to protect the health and

well-being of the affected participant. The individual needing medical attention should be referred for

assistance to address issues of chemical use/abuse. Peers must make the responsible choice to notify

program or emergency personnel quickly. The person (or persons) making the call should not be subject to

disciplinary action.

Faculty Leaders must also keep in mind their own role with regard to the use of alcohol in light of these

policies. If participants are individually purchasing alcohol at a group function, it is your responsibility to

monitor responsible alcohol use by both you and the participants. While you are not ultimately responsible

for an individual participant’s alcohol consumption, you can be liable if shown to encourage it. As a faculty

leader, you are a role model and must carefully consider your own use of alcohol in settings with

participants. You are also in a position of authority and responsibility and you must be capable of addressing

an emergency should it arise.

Participation in and/or accompanying participants to social events that involve excessive consumption of

alcohol implies that alcohol misuse is acceptable and sends a contradictory message regarding responsible

drinking. Additionally, consuming alcohol with a participant could open faculty up to a Title IX charge, if a

participant perceives and alleges that a faculty member used their position and the consumption of alcohol

to pressure a participant. In other words, refrain from participating with participants in social events that

involve excessive consumption of alcohol.

Conduct issues related to housing
Housing officers, host families, and hotel staff will expect SJSU faculty/staff and personnel to share

responsibility for informing participants of host housing rules and regulations; encouraging participants to

abide by the local regulations, and mediating conflicts that arise.

Individual programs will make use of a variety of different models in providing housing. Program leaders

may wish to provide participants with policies specific to the housing model of their program. In particular,

participants must be made aware that their behavior could result in their removal from contracted housing,

by housing officials. This would lead to removal from the program as described in the section above titled

“Major Behavior Problems.”

70
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

Minor infractions of housing regulations are dealt with as above: Program Leaders will email a description of

the infraction to spartansabroad@sjsu.edu and follow procedures outlined in the section on “Immediate

Removal” and described in the Commitment to Participate Form (Appendix E).

If it is agreed that the behavior does not constitute immediate removal, but instead constitutes a warning,

you should notify the participant in writing that a repeated offense or other infraction of the housing rules

and regulations as established by the local facilities will result in expulsion from housing and removal from

the FLP. Document the infraction and the participant notification, as with any minor infraction.

Addressing behavioral problems
The previous sections have described typical minor and major behavioral problems. However, the best way

to handle disciplinary problems is to avoid them in the first place. Seasoned program leaders recommend

discussing participant behavior problems and creating program-specific codes of conduct that participants

read and sign on arrival. Examples and suggestions are included in the discussion of “Community Building”

in this handbook.

As a condition of acceptance, to participate in an SJSU study abroad program, every participant has signed

the Commitment to Participate Form (Appendix E). This statement, particularly item #4, lists the SAA’s

Removal Policy. In discussing conduct and discipline with participants, please refer to this document.

In the event of an incident/infraction where there is an allegation of a violation of the laws, regulations, and

customs of the host country, community, institution or program or a violation of the SJSU Code of Student

Conduct, but does not cause immediate danger to others, the following procedures will apply:

1. VERBAL NOTIFICATION: The program leader, on-site resident director, or program assistant representing

the SAA will have a frank discussion with the participant(s) involved concerning expectations and

consequences, giving the participant(s) an opportunity to respond in person. Email

spartansabroad@sjsu.edu concerning the issue and inform the participant. This will serve as documentation

and provide written clarification to the participant.

2. WRITTEN NOTIFICATION: If the discussion does not result in mutual understanding and if the behavior

continues, consult with the SAA regarding the violations. Suggested template language can be provided to

warn the participant in writing of the expectations and consequences.

A warning statement might include:

● Date

● Location

● Detailed description of the undesired behavior, and why it was considered inappropriate.

● Clearly stated expectations and consequences (including restricted activities, if applicable) that will

remain in effect for the duration of the program.

● Indication that this statement represents a final warning and any continuation of the undesirable

behavior will result in immediate removal from the program.
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3. REMOVAL: If after discussion and consultation with the SAA it has been decided to remove the participant

from the program, take appropriate action and inform the participant in writing of the decision.

Depending on the severity of the case, one or more of the following should apply:

● Written removal from the study away program provider/partner (which automatically means

voluntary removal from the FLP for that summer/winter session). The SAA, the Dean of CPGE,

and/or the Provost will facilitate any removals.

● Report submitted to the SAA, to become part of the participant’s record. This report will be referred

to the Student Conduct and Ethical Development Office and may include a hearing upon return to

San José State University.

● Other actions deemed appropriate to the specific case

● Academic credit and grade will be awarded according to University policy (see “Withdrawal”

section.)

Unauthorized Travel

If a participant is absent for more than 24 hours from the program, the program leader will seek to

determine the location of the participant. If the participant cannot be located, it will be considered an

emergency situation and the program leader must inform SAA so that SAA can contact the participant's

emergency contacts listed on their application. If, after investigation, it is determined that an emergency

situation does not exist, the participant will receive written warning that such absences are a violation of

SJSU FLP Independent Travel Policy:

For programs that include free-time, participants must provide all travel plans to the Program

Leader in advance. Additionally, participants who choose to travel independently during their

scheduled FLP cannot travel further than 3-5 hours' distance from the program site within the host

country.

Participants who violate the SJSU FLP Independent Travel Policy and/or other participant policies should

receive a written warning, notifying the participant of their unacceptable behavior. Repeat or an

accumulation of offenses could be cause for removal from the program.

A participant who, through his or her absence, demonstrates that he or she has withdrawn from the

program during the Faculty-Led Program without obtaining an official withdrawal will be reported as having

failed the course(s).

A participant who leaves the University without formally withdrawing forfeits any fees or deposits paid to
the University. The participant will continue to receive and be responsible for payment of tuition and course
fees and FLP program fees.

Procedures for immediate removal
If the participant has committed a violation that requires immediate removal, or the participant has

committed a lesser violation and the procedures under “Addressing Behavioral Problems” have been
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followed and reached the removal stage, the SAA will review the course of action for removal with you and

the Dean of CPGE.

Once removal is approved, document the violation(s) and response in writing, email the SAA

(spartansabroad@sjsu.edu), and provide a copy to the participant. In this letter the participant should be

informed that he/she is no longer considered a participant in the program and must leave the

residence/program site by a designated date and time. Have the participant sign and date the statement

acknowledging that he/she is no longer a participant. If the participant refuses to sign the statement, have a

witness sign a statement indicating the participant has been removed but refuses to sign the form.

Also inform the participant that a report will be filed and he or she may face additional penalty through the

Student Conduct and Ethical Development Office .

If a participant is removed for disciplinary reasons during an FLP, grades are assigned as described in the

previous “Voluntary Withdrawal - Participant Withdrawal Onsite” section.

Appeals
Because of the nature of an FLP, participants have a more limited right to appeal disciplinary decisions than

they do on campus. Participants on an FLP have the right to appeal a decision to remove or otherwise

penalize them. This appeal must be initiated within 24 hours of receiving written notification of the penalty

or removal from the Program Leader. The appeal will be addressed to the Dean of CPGE, who will respond as

quickly as possible. A decision to uphold the removal or penalty will be final.

Community Building 
Seasoned study away Program Leaders will report their biggest challenges abroad are not emergency

situations, public transportation strikes, fluctuating currencies or language barriers, but participant

behavior problems. Those who have successfully traveled with participants for many years advocate

discussing appropriate participant conduct and behavior-related problems in the pre-departure orientation,

as well as upon arrival.

To begin, reinforce the message that an FLP is an academic experience, and that academic responsibilities

take priority over personal interests. Planting this idea helps to combat the notion that study abroad is

“time off” from school. Also, refrain from referring to the experience as “a trip,” but instead use the word

“course” or “program” as it denotes a difference between study abroad and a vacation.

Reinforce the concept of participants as “cultural ambassadors” and emphasize that their conduct will be

seen as representative of the United States and San José State University. Participants need to be reminded

that while the consequences of poor behavior at SJSU may reflect solely on themselves, their misconduct

abroad will be attributed to the entire group. In addition, be honest with your participants about how their

poor behavior reflects poorly on you, as the Program Leader, to your local colleagues. Most importantly,

participants need to understand that the viability of a program rests in their hands. Offensive or indifferent

behavior resulting in negative evaluations by colleagues abroad could lead to the cancellation of this and

future programs.
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Next, consider creating a “Participant-Program Leader” contract, specifically tailored to your program. You

can create one in advance (see following examples), or employ a method of community building similar to

that used in the residence halls. Ask participants to identify acceptable and unacceptable behaviors which

the group can agree upon and create a “contract” that the participants sign on-site. In addition to the

expected, “don’t be late for bus departures,” ask participants to decide on actions to avoid such situations.

For example, participants can agree to check that everyone is awake at a certain time, or phone a classmate

after their alarm has rung. The participants may also agree upon consequences and/or group responses to

repeated offenses. Likewise, participants should be informed of the procedure to follow if they experience

the consequences (for instance, if they are left behind because they missed the field trip departure). There is

no need for complete agreement – consensus should be the desired goal.

It may be more important to emphasize what the participants should do, rather than what they should not

do. This applies to bystanders. For instance, if one participant sees another participant displaying

inappropriate behavior, that participant should step forward to stop it. Encourage this type of response, as

well as the peer pressure that participants with leadership skills can provide.

If you experience excessive complaining, the group could set specific times during the day when all

complaining is allowed. None is allowed throughout the rest of the day. This may seem like an extreme

action, but it’s been proven to work.

Ask participants to discuss how personality conflicts can undermine the atmosphere of the program.

Although it may seem like common sense, you may need to regularly remind participants to…

• be polite and listen to one another;

• respect each other, leaders and local people affiliated with the program;

• honor diversity and differences within the group;

• fight fair and attack the problem, not people; and

• look for compromises.

Require participants to determine procedures and methods for dealing with personality conflicts.

Participants are often more likely to adhere to rules and repercussions that they have decided upon as a

group.

You may wish to address sex and dating among program participants, as well as with locals. Pre-departure

discussion regarding the local culture’s receptivity to public displays of affection, LGBTQIA+ participants,

and other issues may help to alleviate misunderstandings.

Furthermore, address your concerns for alcohol misuse and abuse. In addition to posing a health and safety

risk, alcohol abuse is the primary source of behavioral problems and personality conflicts between group

members. By addressing this issue in advance, you not only inform participants of your concerns, but also

alert them to possible past problems that have had a negative effect on the program. Many FLP Program
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Leaders have commented that this proactive approach has been successful in reducing the number of

alcohol-related problems.

To begin this discussion, it is helpful to ask participants to discuss the consequences of alcohol misuse, such

as the following:

• Tardiness or poor attendance at classes and activities

• Negative participant interactions as a result of alcohol-induced “bad” behavior

• Animosity/break down of community among members due to such behavior

• Poor reflection of group to local community/faculty/contacts

• Undue stress to program leader that requires excessive attention and time

Brainstorm with the participants on their perception of alcohol use in the host culture, comparing and/or

contrasting with alcohol use in the United States. Share your knowledge of alcohol use in the host culture

and remind participants of the difference between alcohol use and alcohol misuse/abuse. Excessive

drunkenness is not tolerated in any country, and is, in fact, considered an illness/addiction in many cultures.

Lastly, review this conversation after arrival, and a few days/weeks into the program. Be alert to group

dynamics and address any concerns you may perceive. Don’t make light of incidents of abuse (such as joking

about hangovers). Make sure you follow up on your stated consequences. Do what you said you would do if

participants violate agreed-upon rules.

Examples of pre-made participant-program leader agreements
Adapted from a contribution by

Paul Roberts, College of Agriculture and Natural Resources, MSU.

It is expected that participants in the study away program will display proper respect and sensitivity to the

host culture, as well as to participants and faculty members of the program.

I understand that personality conflicts can undermine the atmosphere of a study abroad program.

Therefore, I agree to display respectful behavior to all members of our group. I understand discourteous or

uncooperative behavior, cultural insensitivity, tardiness for group functions and/or conduct that is

disrespectful to other individuals, and disruptive and detrimental to the academic success of the program

will result in removal from the program or a severe grade penalty.

Decisions regarding removal, grade penalization and inappropriate behavior are the sole discretion of MSU

[accompanying] faculty.

I have had the opportunity to ask questions about this policy, understand its terms, and agree to the terms

stated.
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Print name

Sign name

Date

Contributed by Larry Besaw, College of Natural Science for “Natural Science in the Canadian Rockies” MSU.

I understand that I must comply with all National Park Policies, such as:

• no collecting of any kind

• stay on trails at all time

• no “cutting” switchbacks

• no feeding of animals

• no littering

I understand that I must comply with 10:00 p.m. “Quiet Hours” in all campgrounds and hotels.

I understand that drinking [alcohol] is allowed at permissible times in the program if I am at or above the

legal drinking age, and that there is a zero tolerance for anyone drinking to excess which results in

intoxication to the point of impairment of physical and mental faculties. I understand that any individual

who violates this policy will result in a ZERO drinking policy for the ENTIRE group for the rest of the

program, and that it is my responsibility to not only monitor and control my own drinking, but to also

remind group members of the drinking policy if I observe them drinking to excess.

Print name

Sign name

Date

Additional on-site group dynamic issues
Act as liaison between the participants and resident directors/tour guides/hotel managers, etc. as well as

those individuals providing services related to class activities. If cross-cultural issues or concerns regarding

interpretation of the host culture arise, consult a local contact, when such people are available.

Cross-cultural misunderstandings with host families, host country instructors, etc., may be avoided if you

rely on the local knowledge and expertise of these individuals. For housing problems, see “Housing Issues”

under Major Behavior Problems.

If your program moves regularly, you may wish to intentionally rotate roommates to mix up the participants,

avoid cliques, and stimulate greater full-group interaction.
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On short-term programs, participants and program leaders are in constant, daily contact. Yet it is still

important to set aside time for group check-in sessions. Program Leaders have reported highly successful

sessions specifically arranged to discuss and share impressions, cross-cultural adjustment, personal

activities, inappropriate behavior, etc. These sessions can also help to build group cohesiveness and

alleviate possible cliques and divisions.

Be aware of and take note of accessibility for participants with disabilities. Although you may not have a

participant with disabilities on your current program, this information may prove useful in the future.

Take a group photo on site, preferably with some of the participants wearing visible SJSU attire. These

photos can be used for program-specific and general promotion and publicity. Make sure all the
participants have signed their photo release; it would be a shame to take a group photo only to learn the

participant in the front didn’t agree to use their photo in marketing materials.

Cultural Transitions
You will have both an academic and disciplinary role with the participants. You should decide on your

expectations and limits, and communicate those to the participants during pre-departure and on-site

orientations.

Be aware of possible indicators of cultural transitions or transition stress (sometimes referred to as “culture

shock”) that include: compulsive eating or lack of appetite; feelings of helplessness, irritability, and

loneliness; homesickness; sleeping more than usual; feeling depressed; getting angry easily; decline in

inventiveness, spontaneity, or flexibility; stereotyping of host country/culture; increase in physical ailments

or pains; inability to work effectively; boredom; or unexplainable crying. Most study abroad participants will

experience some form of transition stress. However, some might experience it after only two days in the

host country, others not until several weeks into their stay. In addition, the concrete indicators of transition

stress vary from individual to individual.

Encourage participants to take care of their health and eat well to help them through these stages. If your

participants display one or more of these behaviors, it is very likely that they are experiencing transition

stress as part of cross-cultural adjustment. When this happens, take the time to speak one-on-one with

them. They may not even be aware that what they are feeling is transition stress; by calling their awareness

to it you can then help them decide the best coping mechanisms for them to use while working through the

transition stress process.

Returning Home

Reverse Cultural Transitions
Many participants can expect to experience some measure of reverse cultural transitions or transition

stress. In fact, many participants who report having little or no transition stress upon arrival in a new

culture do report significant reverse transition stress after returning home. Remind participants that the

world at home didn’t stop while they were gone. Upon return home, participants may find they aren’t the
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only ones who have changed during their absence. Everyone and everything else will have changed too!

Remind them to take time to readjust slowly.

Suggest some of the following ways to use the interests and skills they gained abroad:

• Talk with participants from the program or others who have studied abroad.

• Enter the FLP photo contest.

• Go to a workshop offered with the Career Services Office on how to incorporate your cross-cultural

experiences into your resume and how to talk to potential employers and graduate schools about

the value of these experiences.

• Share their experiences by working as an SAA Global Ambassador.

• Participate in an SAA fair or info session. Let participants know how they can help staff your

program's display or participate in a similar promotional event.

• Talk about their experience to clubs, groups, and organizations on campus.

• Study a foreign language or take courses with an international focus.

• Write an article for The Spartan Daily or their local home paper.

• Continue studying the host country by taking related courses, reading international papers, viewing

films and videos, writing research papers, etc.

• Volunteer to work in the community or on campus. Help organizations that support community

service and development. Look for groups working with immigrants, refugees, or the aged so they

can use their skills of listening, patience and empathy.

• Start thinking about when and how they can return abroad. They can study abroad again on another

FLP, or go longer for a semester or academic year; apply to graduate schools abroad; apply for

Fulbright or other scholarships to study and conduct research; find employment possibilities where

they were abroad; join the Peace Corps; or just return to visit host family & friends.

• Integrate the best of each culture. It is not necessary to give up one at the expense of another!

We hope you have a wonderful Faculty-Led Program experience!
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Appendices

Appendix A - Executive Order 1081
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Appendix B - Executive Order 1022
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Appendix C - FLP Safety and Security Document
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Appendix D - FERP and FLP
(Excerpt from FAQs)
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Appendix E - Commitment to Participate Form

Commitment to Participate
Statement of Responsibilities

Study Abroad and Away
San José State University

I, ______________________________________________________, have been accepted to participate in a San
José State University study away program (Faculty Led Program Name:______________). I recognize
that by signing this agreement I acknowledge my commitment to participate in the Faculty Led
Program, for which I have been accepted. I accept my admission to the program and promise to
abide by the following statement of responsibilities:

1. University Policies. I must abide by San José State University policies, including the SJSU Student
Code of Conduct, found within the Faculty Led Student Handbook and online while enrolled in the
program. I may be subject to disciplinary action upon my return to campus for violations of those
policies.

2. Alcohol and Drugs. As a participant in an SJSU faculty led program, I must abide by host country
laws, local institutional regulations, and program rules with respect to alcohol and other drugs.
Unless permitted by host country law, local institutional regulations, and the program leaders; I
will not possess, consume, furnish, or distribute any alcoholic beverages. I am responsible for
knowing and obeying the laws of the host country, as well as all local institutional regulations, and
the rules of my specific program regarding alcohol and other drugs. The use of illegal drugs on
SJSU faculty led programs is prohibited, just as it is on campus. I understand that violations of law
or policy may result in (i) immediate removal from the program; (ii) academic withdrawal from the
University for the semester in progress; and (iii) disciplinary action upon my return to campus.
Alcohol misuse and abuse are not tolerated anywhere in the world and will not be tolerated on
SJSU faculty led programs (see the Faculty Led Student Handbook for details).

3. Host Country Customs. I will abide by the laws and customs of my host country, community,
institution and program. I know that I must be sensitive to the social mores of the host culture. I
am also subject to the disciplinary codes and processes of any host institution(s) and providers of
contracted services. Being sensitive to cultural customs of the host culture may include, but is not
limited to the following examples: Dressing appropriately for the host culture; being respectful of
local guides, host, and other community members with whom I may interact with as part of my
program’s curriculum; respecting property of individuals, businesses, and institutions in the host
country; etc. I agree to act respectfully, as I know my behavior will be viewed by local hosts as a
reflection of San José State University.

4. Removal. For all infractions, the disciplinary procedure described in the “Disciplinary
Withdrawal” section of the Faculty Led Student Handbook will apply. If I disrupt the group learning
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process, if I violate the SJSU Student Code of Conduct, or if my behavior gives the Faculty Leader
reasonable cause to believe that my continued presence in the program poses a danger to the
health or safety of persons or property, or impedes, disrupts or obstructs the program in any way, I
may face removal from the program. Examples of grounds for immediate removal include alcohol,
drug and weapons related violations, assault, and sexual or racial harassment.

Before I may be removed from the program, I will have an opportunity to explain my conduct to the
program leader(s). A decision to remove me from the program would be made jointly by the
program leader(s), the Director of Study Abroad and Away and the Dean of the College of
Professional and Global Education. Any decision to remove me would be final and no refund would
be made. If I am removed for disciplinary reasons I will be responsible for airfare and any other
expenses associated with early removal from the program.

5. Travel. The University may make changes to the program itinerary, including cancellation, at any
time and for any reason. Students are responsible for making their own flight arrangements, unless
the flight is included in the program fee. As such, the University is not responsible for penalties
assessed by air carriers or any other associated costs based on operational and/or itinerary changes
when students make their own flight arrangements. Participants are expected to stay in the
accommodations arranged for the faculty led program. The University may substitute hotel
accommodations or housing at any time. Specific room and housing assignments are within the
University’s sole discretion.

If I travel independently and arrive after the start of the program, I am responsible for all academic
consequences such as lost class time and assignments. I must confirm departure and arrival times
and locations with my program leader. If I incur a delayed arrival, I will notify my program leader
and the Department of Study Abroad and Away (SAA) personnel. My property is transported at my
risk. The University is not responsible for travel delays and inconveniences.

I am financially responsible for any additional expenses incurred to arrive early or prolong my
personal travel in the destination location.

I will notify my program leader or on-site personnel of my itinerary whenever I leave the site for
personal travel that occurs during the program dates. I will not travel outside of the host country
during the duration of the program. The University is not responsible for any injury or loss I may
suffer when I am traveling independently or am otherwise separated from any
University-sponsored activities. If I become separated from the program group, for any reason, I
will rejoin the group at my own expense at the first opportunity.

6. Spouses/Partners, Children, Parents. Faculty led programs are for enrolled San José State
University students only; Spouses/Partners, Children, and Parents may not participate on, overlap
with, or plan personal/family travel experiences with participants during a Faculty Led Program. If
such a person affiliated with me disrupts the program, it may be grounds for my removal.
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7. Health. I will be responsible for my own health maintenance. In the event of serious illness,
accident or emergency, I will inform an appropriate program official so that assistance may be
secured and so that my designated emergency contact may be notified. I agree to disclose my
pre-existing mental and/or physical health conditions in entirety on my Medical Form. I understand
that a situation arising from such a condition that I have not disclosed in advance which places
myself, others, and/or the program at risk may result in my being removed from the program. In
the event of an emergency during my time abroad, where there is injury or illness to myself, I
hereby authorize any official representative of San José State University or the Host
Institution/Partner to secure whatever medical treatment is necessary.

I will check relevant agencies such as the Center for Disease Control and Prevention (CDC) and the
World Health Organization (WHO) to check on required immunizations for the country/countries I
will visit on this faculty led program. It is my responsibility and choice to obtain any required or
recommended immunizations suggested by these agencies in a timely manner prior to my
participation on my faculty led program.

8. Acceptance. Upon acceptance into the program I will be billed (on regular SJSU statement) a
non-refundable deposit payment of $500.00 to secure my place in the program. This deposit
payment will be applied towards the total cost of the program. If I withdraw from the program
after submitting this Statement of Responsibility I will automatically forfeit this non-refundable
deposit. I am aware that I will also be responsible for additional program related costs made on my
behalf, contingent upon the date on which I formally withdraw from the program; as further
outlined in section 9 of this document. I understand that mySJSU account must be current at the
time the payment is due in order to participate in a faculty led program. I am aware that my
withdrawal after paying my deposit may be very costly, and that my failing to turn in all completed
acceptance materials and make payments by the determined deadlines will result in my de facto
withdrawal from the program.

9. Withdrawal. If I withdraw from the program after accepting admission I immediately forfeit my
$500.00 non-refundable deposit and will be financially responsible for any payments made or any
non-recoverable costs incurred or committed by SJSU and its affiliates on my behalf at the time of
my withdrawal, whichever is greater. This may in fact equal the entire cost of the program. I
acknowledge that if I withdraw from this program, my non-refundable deposit will not be
transferable to a different program.

If I withdraw, I will notify the Department of Study Abroad and Away and my program leader(s) in
writing. The date the written notification is received is the date by which the financial calculation
will be determined. If a balance is due at the time of withdrawal, I will pay SJSU to cover expenses
incurred to that point. If I should decide to withdraw and fail to submit any written notification of
my withdrawal and/or fail to show up at the program site, I understand I will be financially
responsible for the entire program fee.
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If I have received Financial Aid or grant or scholarship funding provided by San José State
University for a program from which I withdraw, upon my withdrawal that aid will be reversed and I
will be responsible for the entire balance of the program.

If I withdraw from the program prior to the program’s first day, I will be required to withdraw from
my course(s) and will receive a refund of any tuition and fees (note: this does NOT include
non-recoverable costs described above). If I withdraw after the program’s first day, refunds for any
recoverable tuition and fees will be according to standard university policy, as stated in the
Catalog. If I am put on probation or removed from the University after acceptance, it is my
responsibility to withdraw from my program.

10. Credit. I will comply with SJSU's academic policies and procedures. I will maintain enrollment
for the duration of the program in the specified faculty led program courses.
If I withdraw, depart or am removed from a program before its formal completion, I may be
ineligible for academic credit. Should I receive permission to return home early, I may be eligible to
receive a grade of “W” on my academic transcript. Deadlines and procedure for receiving a grade
of “W” will be according to standard university policy as stated on the web page of the SJSU
Registrar.

11. Waiver. In the case of an emergency in which I cannot be reached, I authorize U.S. Embassies
and Consulates to release information concerning my welfare and whereabouts to San José State
University. In authorizing this release of information, I ___________________, authorize the
Department of State to release all records about me to San José State University and its
representatives making this request. I declare, certify, verify or state that, under penalty of perjury
under the laws of the United States of America, the foregoing is true and correct (per 22 C.F.R.
171.12(a)).

12. Governing Law. Any dispute arising from this Statement will be determined according to
California law.

13. Program-Specific Additions to this Statement. Individual SJSU faculty led programs may, in
conjunction with the SAA, establish additional rules and policies regarding issues specific to that
program. I will be responsible for reading and understanding these additional rules and I agree to
abide by them while participating in the program.

14. Communication. I will respond within 24 hours to all email sent to my sjsu.edu email address
from Program Leader(s) or the Department of Study Abroad and Away regarding my participation
on this program. I will attend all required classes and meetings and submit all additional required
forms by their individual due date. Failure to respond to emails in a timely manner or not attend
and participate fully in any and all aspects of my program will be reflected in my academic grade
and/or my ability to participate on the program.
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15. Use of Photos, Quotes, and Other Materials. I authorize the use of materials pertaining to my
faculty led program to be used for marketing purposes, including but not limited to my first name,
photographs, quotes and other materials as deemed appropriate. Yes ______ No ______

In signing this document I acknowledge that I have had an opportunity to ask any questions I have
about it, that I have read and understand it, that I accept its terms, and that I have signed it
knowingly and voluntarily.

Signature: ___________________________________
Date: ___________________________________

RELEASE OF LIABILITY, PROMISE NOT TO SUE, ASSUMPTION OF RISK AND AGREEMENT TO PAY
CLAIMS

Activity: _____________________________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
Activity Date(s) and Time(s): _________________________________________________________________________
Activity Location(s): _________________________________________________________________________________

In consideration for being allowed to participate in this Activity, on behalf of myself and my next of
kin, heirs and representatives, I release from all liability and promise not to sue the State of
California, the Trustees of The California State University, California State University, [campus
name] and their employees, officers, directors, volunteers and agents (collectively “University”)
from any and all claims, including claims of the University’s negligence, resulting in any physical or
psychological injury (including paralysis and death), illness, damages, or economic or emotional
loss I may suffer because of my participation in this Activity, including travel to, from and during
the Activity.

I am voluntarily participating in this Activity. I am aware of the risks associated with traveling
to/from and participating in this Activity, which include but are not limited to physical or
psychological injury, pain, suffering, illness, disfigurement, temporary or permanent disability
(including paralysis), economic or emotional loss, and/or death. I understand that these injuries or
outcomes may arise from my own or other’s actions, inaction, or negligence; conditions related to
travel; or the condition of the Activity location(s). Nonetheless, I assume all related risks, both
known or unknown to me, of my participation in this Activity, including travel to, from and during
the Activity.

I agree to hold the University harmless from any and all claims, including attorney’s fees or damage
to my personal property, that may occur as a result of my participation in this Activity, including
travel to, from and during the Activity. If the University incurs any of these types of expenses, I
agree to reimburse the University. If I need medical treatment, I agree to be financially responsible
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for any costs incurred as a result of such treatment. I am aware and understand that I should carry
my own health insurance.

I am 18 years or older. I understand the legal consequences of signing this document, including (a)
releasing the University from all liability, (b) promising not to sue the University, (c) and assuming
all risks of participating in this Activity, including travel to, from and during the Activity.

I understand that this document is written to be as broad and inclusive as legally permitted by the
State of California. I agree that if any portion is held invalid or unenforceable, I will continue to be
bound by the remaining terms.

I have read this document, and I am signing it freely. No other representations concerning the legal
effect of this document have been made to me.
Participant Signature: _______________________________________
Participant Name (print):_____________________________________ Date: _____________________

If Participant is under 18 years of age:

I am the parent or legal guardian of the Participant. I understand the legal consequences of signing
this document, including (a) releasing the University from all liability on my and the Participant’s
behalf, (b) promising not to sue on my and the Participant’s behalf, (c) and assuming all risks of the
Participant’s participation in this Activity, including travel to, from and during the Activity. I allow
Participant to participate in this Activity. I understand that I am responsible for the obligations and
acts of Participant as described in this document. I agree to be bound by the terms of this
document.

I have read this document, and I am signing it freely. No other representations concerning the legal
effect of this document have been made to me. _____________________________________________________
Signature of Minor Participant’s Parent/Guardian ___________________________________________________
Name of Minor Participant’s Parent/Guardian (print) ____________________________ Date ___________
Minor Participant’s Name _____________________________
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Appendix F - FLP Budget Form
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Appendix G - FLP Application Acceptance Letter
Dear FLP Applicant,

Congratulations! You have been accepted to participate in the YEAR COUNTRY Faculty-Led
Program led by PROGRAM LEADER.

Please read carefully the next steps you need to take to secure your spot in the program.

Step 1. Pre-Payment of $500

Start date to make pre-payment: DATE

Deadline to make the pre-payment: DATE

Accepted students are required to make a pre-payment of $500 to hold their spot in the
program. The amount of $500 will not automatically be charged to your MySJSU account.
You will need to choose one of the three ways below to make your pre-payment. The system
will apply your $500 pre-payment to your program cost when you register for the course in
your MySJSU. Course registration information will be sent to students in a separate email
when the registration window opens.

There are three ways to make the pre-payment:

● Online through MySJSU. See instruction (PDF)
● In-person at the Bursar's Office by cash or check. Make sure to let the cashier know

that you are making your deposit for a Faculty-Led Program (FLP).
● Send your check to the Bursar's Office. If paying by check, make the check payable to

SJSU. In the memo section of your check, write "Faculty-Led Program, PROGRAM
CYCLE AND YEAR, and your SJSU ID number”.

San José State University
Bursar’s Office-Cashiering
OneWashington Square SSC
San José, CA 95192-0138

Outstanding Balance: If you have any outstanding balance on your account at the time you
make the pre-payment, your pre-payment will automatically be routed by the system to
cover the current outstanding balance and will not be routed to your Faculty-Led Program
cost. In order to hold your spot in the FLP, there is a $500 pre-payment.

Step 2. Signing the Commitment to Participate Form
First day to access the form: DATE
Deadline to complete the form: DATE
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On DATE, you will receive an email with instructions on how to access the form.

Course Registration and Payment: At the beginning ofMONTH, you will receive an email
with instruction on how to register for the course and to make the remaining payment for
the program.

DACA Students: Please send an email to us at facultyledprograms@sjsu.edu or give us a call
at 408-924-2684 or 408-924-2613 to set up an advising appointment. Please note all
advising appointments remain confidential.

Please feel free to contact us at facultyledprograms@sjsu.edu if you have questions about
the FLP process.

Best Regards,

Study Abroad and Away

Appendix H - FLP Application Open University Acceptance Letter

Dear FLP Applicant,

Congratulations! You have been accepted to participate in the YEAR COUNTRY Faculty-Led
Program led by PROGRAM LEADER.

Please read carefully the next steps you need to take to secure your spot in the program.

Step 1. Pre-Payment of $500

Start date to make pre-payment: DATE

Deadline to make the pre-payment: DATE

We are working on requesting an SJSU ID number for you so you can make the
pre-payment. Once the SJSU ID number is issued, we will send you an email with payment
instruction so you can make the pre-payment at that time.

Step 2. Signing the Commitment to Participate Form

First day to access the form: DATE

Deadline to complete the form: DATE

On DATE, you will receive an email with instructions on how to access the form.
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Course Registration and Payment: At the beginning of February, you will receive an email
with instruction on how to register for the course and to make the remaining payment for
the program.

DACA Students: Please send an email to us at facultyledprograms@sjsu.edu or give us a call
at 408-924-2684 or 408-924-2613 to set up an advising appointment. Please note all
advising appointments remain confidential.

Please feel free to contact us at facultyledprograms@sjsu.edu if you have questions about
the FLP process.

Best Regards,

Study Abroad and Away

Appendix I - FLP Application Rejection Letter

Dear FLP Applicant,

Thank you for your interest in participating in a Faculty-Led Program. Unfortunately, we are
not able to offer you a spot in the COUNTRY program.

If you are interested in exploring other Faculty-Led Programs, there are still programs
accepting applications for PROGRAM CYCLE. To see which programs still have available
spaces, visit our FLP program list.

Applications will be accepted starting DATE for Round 2. Instructions for submitting your
application for Round 2 will be available on ourwebsite on DATE.

 Please feel free to contact us if you have any questions.

Best Regards,

Study Abroad and Away
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Appendix J - FLP Application Waitlist Letter
Dear FLP Applicant,

Thank you for your interest in the Faculty-Led Program to COUNTRY led by PROGRAM
LEADER(S). Your application has been placed on the waitlist. You will be notified via email
on DATE if you are selected to participate in the program.

If you are interested in exploring other Faculty-Led Programs, there are still programs
accepting applications for PROGRAM CYCLE. To see which programs still have available
spaces, visit our FLP program list.

Best Regards,

Study Abroad and Away

Appendix K - Commitment to Participate Form Notification Letter

Dear Student,

Once we are able to see that you have made your $500 pre-payment, we will update your
application status to "Accepted" and you will receive an email from the system informing you of
your status change. At that time:

1. Log back into your account: https://goabroad.sjsu.edu/
2. Click on the program link in the Applications box to access your application.
3. Click on the FLP Commitment to Participate Form link in the Materials Submission box.
4. Read the instruction for completing the form.
5. Click on the link to download the Commitment to Participate Form.
6. Fill out the required sections,
7. Print the form and sign.
8. Upload the completed and signed form into the Attached Document box.

Failure to submit this form by the due date will automatically revoke your spot on this
FLP.

If you are having any problems accessing the form or if you have questions about the form,
please feel free to email us at facultyledprograms@sjsu.edu.

Best Regards,

Study Abroad and Away
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Appendix L - Independent Travel Hold-Harmless Statement

Faculty Led Study Abroad Program (FLP)
Independent Travel and Hold-Harmless Statement

Instructions: Please enter information clearly. Digital signatures are accepted.

I, _________________________________________, will be participating in a CSU-affiliated study abroad
program through San José State University in ____________________________________. I am aware that
the official program dates are ____________________ to ___________________. I understand that I am
required to arrive at the program site by the first day and participate in the entire program until
the final departure date. If I arrive late or depart early from the official program dates, I understand
that I could be dropped from the program and not receive credit or a refund of program fees. My
participation in this program is voluntary.

I have been informed, and I understand that San José State University is in no way liable or
responsible for me while I am traveling outside the official program dates. With this knowledge
and information, I agree to participate in the program and I will travel independently at my own
risk.

I release and hold harmless the State of California, the California State University system, San José
State University (which is the campus affiliated with the program requiring the air travel) and each
and every officer, employee and agent of each of them, from any and all claims and causes of
action that I may have against any of these institutions or persons, by reason of any accident,
illness, injury, death, or other consequences resulting directly or indirectly from or in any manner
arising out of, or in connection with, my independent travel pursuant to my participation in the
CSU-affiliated program. This release and hold-harmless shall also be binding on my heirs, assign,
successors and all other persons who may claim through me.

The undersigned acknowledges that he/she has read the foregoing statement, understands the
same, and affixes his/her signature at San José State University, the ___________________ day of
________________, 20___.

Student’s Signature: _____________________________________ Date: _____________________________________
Name: _______________________________________________________________________

If the above participant is under 18, the following agreement must be the signed by
a parent or legal guardian.
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As the parent or legal guardian of the minor: ______________________________, a participant in the San
José State University Study Abroad Program in _________________________________________ I hereby
consent to the participation of said minor in the aforesaid SJSU Faculty Led Study Abroad Program,
as described in this Consent and Release Agreement and affirm all covenants and agreements
contained in the above instrument, including the release, discharge, save, hold harmless, and
indemnification provisions therein.

Signature of Parent or Legal Guardian: _______________________________ Date: ________________________
Name: _______________________________________________________________________________________________
Permanent Street Address: __________________________________________________________________________
City: _____________________________________________ State: ___________ Zip Code: _______________________

Day Time Telephone Number: _______________________________________________________________________
Other/Message Number: ____________________________________________________________________________
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Appendix M - FLP Participant Medical Form

Faculty-Led Program (FLP) Student Health Form

The following medical information is important in the event of serious illness or accident while you
are abroad with an SJSU Study Abroad and Away program. Please complete this form to the best of
your knowledge by the specific deadlines in your acceptance email. Do NOT submit earlier than the
deadlines below as we need the most updated health information prior to the start of the program.

It is important that the program personnel be made aware of any medical or emotional health
conditions, past or current, which might affect you in a foreign study context. Mild physical or
psychological conditions can become more serious when subjected to the stress of traveling and
studying abroad.

The information you provide will remain confidential and will be shared with program staff, faculty,
medical personnel or other appropriate professionals only if needed to protect your health and
well-being while on the program. Copies will be on file with the Study Abroad and Away office and
with the Program Leader, if applicable.

This information does not affect your acceptance into the program.

Questions:
1. Are you generally in good physical condition? If no, please explain.
2. Do you have or have you ever had a major illness, injury/accident, medical condition? These

may include major illness, injury/accident, medical condition, or surgical operation (or been
advised to have one). If yes, please explain.

3. Have you ever been hospitalized? If yes, please explain.
4. Do you have medical conditions that would require medical attention while on the

program? If yes, please explain.
5. Do you have medications that you must continue taking while on the program?
6. Do you have any known allergies (to medications, plants, food, animals, insect stings, etc.)?

If yes, please explain.
7. Have you ever been treated or are you currently being treated for any psychological or

emotional problems? If yes, please explain.
8. Is there any additional information (concerning medical conditions or disabilities) that

would be helpful for the program to be aware of during your education abroad experience?
If yes, please explain.

9. If you have any disabilities that would be helpful for us to know, please select them below.

1st Emergency Contact Information
Please identify the person to be contacted in case of emergency.
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Full Name (First Name and Last Name) ___________________________________

Relationship ____________________________

Email Address ________________________

Phone Number (xxx-xxx-xxxx) ___________________________

Alternate Phone Number (xxx-xxx-xxxx) ___________________________

In case of a medical emergency, the emergency contact person may need to travel to the

destination to assist the student in returning home, etc. Does the emergency contact person have

a valid passport?

● Yes

● No

● Not sure

2nd Emergency Contact Information
Please identify the person to be contacted in case of emergency.

Full Name (First Name and Last Name) ___________________________________

Relationship ____________________________

Email Address _______________________

Phone Number (xxx-xxx-xxxx) ___________________________

Alternate Phone Number (xxx-xxx-xxxx) ___________________________

In case of a medical emergency, the emergency contact person may need to travel to the

destination to assist the student in returning home, etc. Does the emergency contact person have

a valid passport?

● Yes

● No

● Not sure

Certification and Permission for Emergency Medical Treatment.

In the event of injury or illness to myself, I hereby authorize the official representative of SJSU’s

program to secure whatever medical treatment necessary, including anesthesia and surgery. I

certify that all responses made on this Student Health Form are true and accurate, and I will notify
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the Study Abroad and Away office (spartansabroad@sjus.edu) if any relevant changes in my health

may occur prior to the start of the program. By typing my name below, I agree that the statements

and information above are correct.

Signature ___________________________

Full Name ___________________________

Today's Date (mm/dd/yyyy) ______________
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Appendix N - Faculty Leader Medical Form

Faculty-Led Program (FLP)

Program Leader Health Form

The following medical information is important in the event of serious illness or accident while you
are abroad with the Faculty-Led Program. Please complete this form to the best of your knowledge.

The information you provide will remain confidential and will only be accessed and shared with
program staff, medical personnel or other appropriate professionals in the event of a medical
emergency to protect your health and well-being while on the program. The Study Abroad and
Away office will delete this information upon the conclusion of the program.

Program Leader Name: ______________________________________________________

Program Location(s): ______________________________________

Program Dates: ______________________________________

Co-Leader or Volunteer Name (write N/A if not applicable):
_________________________________________________

Part I: Personal Medical Information

Please describe any health issues, allergies, medications, etc. you think we should have on record
(things that you think medical personnel would need to know in an emergency). We will keep this
information confidential.

Part II: Emergency Contact Information

Please identify the person to be contacted in case of emergency.

Full Name (First Name and Last Name): ______________________________________

Relationship to you:____________________________________________
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Email address: ______________________________________

Phone number: ______________________________________

Alternate phone number: ______________________________________

Part III: Certification

I certify that all responses made on this Program Leader Health Form are true and accurate, and I

will notify the Study Abroad and Away office if any relevant changes in my health may occur prior

to the start of the program.

Signature:__________________________

Date__________________________
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Appendix O - Travel Authorization Submission Guide

Please complete and submit your travel authorization for your FLP in advance of travel. Without

the travel authorization approved, the SAA will not be able to process any travel reimbursements.

It is important to note that a travel authorization to non-high hazard countries must be approved

at least 30 days before the departure date. If it will be less than 30 days, you may be contacted by

the university to provide an explanation for why the travel authorization was submitted less than

30 days.

Program Expenses: Faculty should not purchase tickets or make any program payments until all

students have registered and made final program payments since attrition can occur at any point

prior to final payment. If the program were to be cancelled for any reason, we will not make any

reimbursements.

> Before filling out your travel authorization…

We recommend reviewing the FTS guide for Travel Authorization at:

http://www.sjsu.edu/finance/docs/tut_fts_travel_authorization.pdf

Transportation Expenses:

Please keep in mind reimbursement of transportation expenses will be based on the most

economical method of transportation and the most commonly traveled route consistent

with the authorized purpose of the trip per the SJSU Travel Guide.

Using Fell Travel (travel agency approved by SJSU):

If you would like to use Fell Travel to assist you in booking your flight, it is a good idea to

contact Fell Travel first to get a quote of the flight before filling out your travel

authorization. If needed, you can also let Fell Travel know the estimated airfare budget you

have so they can search for flights within the range of your estimated airfare budget.

> When filling out your travel authorization…

Estimated Expenses Section:
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When entering your estimated expenses, enter the expenses that you are planning to

request for reimbursement based on the approved FLP program budget.

Department ID:

For any fields that ask you to provide the Department ID (Dept ID) number (SAA will provide

the SAA DeptID), so your travel authorization would be routed to CPGE and not to your

department.

Funding/Source/Chartfields Section:

The SAA will provide the information you will need to input into the

Funding/Source/Chartfields section of the Travel Authorization to ensure it gets routed to

CPGE.

Account Number XXXXXX

Fund Number XXXXX

Dept ID XXXX

Class Code (each FLP has a specific Class Code) XXXX

> To fill out your travel authorization…

Visit http://my.sjsu.edu/ and click on the FTS link.

> Tracking Expenses and Reconciliation

Program Leaders will need to document every expense so that the program’s account can be

reconciled upon return. Please use the SAA created expense tracking spreadsheet and keep all

receipts. Upon return, faculty will work directly with CPGE Finance to reconcile expenses in

association with SJSU Procurement Services policies and guidelines. FLP budget reconciliation and

reimbursement must be completed within 45 days after the final day of the FLP program.

Only expenses which have been budgeted for will be reimbursed and any budget deficit that is

incurred must be covered by the program leader or his/her college.
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Appendix P: W-8BEN Tax Form for Individuals
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Appendix Q: W-8BEN-E Tax Form for Entities

114
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

115
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

116
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

117
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

118
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

119
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

120
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

121
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

122
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

Appendix R - Expense Tracking Spreadsheet
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Appendix S - Travel Reimbursement Submission Guide

Below is a basic guideline for submitting your travel reimbursements after your program has
ended.

If you have questions while filling out your travel reimbursement, please feel free to contact us at
facultyledprograms@sjsu.edu and we will work on assisting you with the process.

FTS Travel Reimbursement

Submit your travel reimbursement request within 45 days from the end date of your program.

Log in to FTS (http://fts.sjsu.edu). Once you’re logged in, you should see a link for “Travel
Reimbursement”. Click on the link and it should open up to the Travel Authorization you’ve
submitted prior to your trip.

Fill in the applicable fields to record your expenses. You will need to enter:

1. Any expenses that were paid once and in advance in the “one-time charges” section.

2. You must enter your daily expenses for each day of your trip in the “daily charges” section of
the reimbursement page. Daily expense items Include:

a. Meals*
b. Incidentals (up to $7 dollars a day for tips and not for the first day of travel)
c. On-site ground transportation
d. Business expenses (entry fees, guide fees, etc.)

**Alcohol purchases are not reimbursable. Please modify the amount of the receipt to remove any

alcohol purchases when entering your daily expenses.

This is the incorrect way of entering your daily expenses:
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This is the correct way of entering your daily expenses:

3. Enter your mileage for travel to/from and from/to airport in CA in “daily mileage”. You will
need to upload supporting documentation, which clearly shows the number of miles traveled and
the route you drove. See the example below:
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4. Please provide any notes, details, or clarification of spending in the “additional trip details”

section as needed.
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5. Upload your receipts.

You will need to scroll down to the bottom of the web page and should see a button that
says "Upload Attachments". You can upload copies of your receipts by clicking on this
button and adding files from your computer to the FTS system. Typically, the best way is to
tape your receipts onto a piece of paper (if they're small receipt papers), then scan the
documents so it'll be easier to upload.

To ensure a quick reimbursement process, please number and paste your receipts in the

order in which they are entered into your FLP expense tracking worksheet. This will assist

the finance team in making sure all expenses and receipts are accounted for.

6. Click “Save” to save your changes and “Submit” once you have entered all the items.

Cash Advances
If you have remaining money from your cash advances, you will need to follow the instruction
provided to you by Accounts Payable and return the remaining cash advances.

When can I expect my reimbursement?
Typically, once the travel reimbursement obtains the highest level of approval in the system,
Accounts Payable will have about two to four weeks (depending on the amount of requests they
have) to review the travel reimbursement. Once Accounts Payable approves the travel
reimbursement, then they'll be able to issue the reimbursement. This is a typical time frame but
sometimes it may vary depending on what the faculty may be asked to clarify.

When can I expect my faculty pay?
Once  your reimbursements are submitted in FTS, and they are reviewed and approved , then our
Finance team will proceed with the paperwork for your pay . It typically  takes about 5-10 business
days  to be processed from when  our team  submits the paperwork to HR.
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Appendix T - Pre-departure Class Checklist

Suggested Topics/Activities to include in a Pre-departure Class

● Money Matters – Additional spending money, use of credit/debit cards, cash, travelers checks,

bartering, average prices to expect, etc.

● What and how to pack for the program. What clothing is appropriate for the culture one will be

visiting?

● Discuss medications and prescriptions by letting participants know that some medications may not

be available for purchase on-site, and some prescriptions may be illegal (check with

consulate/embassy to find out if medication is illegal). Advise participants to work directly with

their personal physicians and counselors about their plans to travel and how to manage their

health. You should refrain from providing specific medical advice about medications,

vaccines, or over-the-counter medications.

● What to expect concerning the weather

● Language primer for participants traveling to non-English speaking countries. Learning the

alphabet, counting, basic greetings can all be useful tools. There are many free podcasts available

where participants can learn basic language skills independently.

● Establish group ground rules/norms

● Review the Commitment to Participate Form, the course syllabus, course expectations/overview,

attendance policy, and grading

● Safety and security issues, possibly incorporating case studies of potential risk scenarios, and a

review of emergency numbers.

● Ask participants to prepare and present a 10-15 minute long presentation about their own personal

culture/identity and/or about a point of interest in the location you will be visiting

● Brainstorm one aspect of the participants’ individual cultures that others may find surprising

● Review cultural norms of location the group will visit, as well as homestay norms, academic culture

(if studying in a brick and mortar school), food culture, and street culture. Participants are expected

to adapt to host culture, the host culture is not expected to adapt to the participants’ cultures

● What it means to be a good steward and/or ambassador of SJSU.

● Individual and group goal setting for the trip
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● Overview of activities available on-site for participant’s free time

● Have participants write letters to their future selves to be returned after the program

● Identify participants with first aid training (Boy Scouts, Girl Scouts, Life guards, etc.)

● Identify participants with strong personalities who can step in and lead during a crisis

● Invite past participants to share their experience and to answer questions.

● Ask participants to like our FLP social media pages on Facebook and Instagram .
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Appendix U - Registering Your Group with the U.S. Department of State’s STEP Program

Click here to register: https://step.state.gov/step/

The above link takes you to this page:

You will click on “Create an Account”.
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Clicking on “Create an Account” will lead you to the following page:

Click on “Create Organization/Group Account.”

136
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

Use the Account Creation Wizard to create a record for your group. Each faculty-led program will

have its own record.

After completing this Wizard, you will have created a new account with the Online Travel

Registration System and will be able to register upcoming trips.

Enter your desired Username and Password. Your password must be a minimum of 12 characters,

and use of at least three of the following:

Upper case letters

Lower case letters

Arabic Numerals

Non-alphanumeric Characters

Re-enter your Password: Confirm your password

Select a Security Question: Select a question/answer known only to you.

Enter the answer to your Security Question: This is case sensitive.

Click on the next title bar (as seen circled in orange above), “Organization/Group and Point of

Contact Information”.
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Complete account creation and register your group. Add all participant’s email and phone

numbers in the appropriate fields. You can add additional Email and Phone fields to account for

the entire group.

Proceed to the next step and complete your group’s registration.
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Appendix V - Participant Emergency Card Template
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Appendix W - How to Replace a Lost Passport

What Should a U.S. Citizen Do if his/her Passport is Lost or Stolen Abroad?
You will have to replace the passport before returning to the United States. Contact the
nearest U.S. embassy or consulate for assistance. Contact information for U.S. embassies and
consulates is also available in our Country Specific Information pages. Ask to speak to the
Consular Section to report your passport lost or stolen. If you have been the victim of a
serious crime, be sure to tell a consular officer about it as soon as possible so we can provide
appropriate assistance. If you are scheduled to leave the foreign country shortly, please
provide our consular staff with the details of your travel. We will make every effort to assist
you quickly. You will also be directed to where you can obtain a photo for your replacement
passport. In most cases, you will need to get a passport photo prior to your arrival at the
consular section.

If you are notified by a relative or friend traveling abroad that his/her U.S. passport has been
lost/stolen, you may wish to contact the Office of Overseas Citizens Services, U.S.
Department of State in Washington, D.C, at 1-888-407-4747. That office will be able to help
you put your friend or loved one in touch with the closest U.S. embassy or consulate. Your
relative/friend must apply in person for a new passport at the U.S. embassy or consulate.

What Do I Need to Replace my Passport Overseas?
The following list identifies a number of documents/items you should take with you to the
embassy/consulate. Even if you are unable to present all of the documents, the consular staff
will do their best to assist you to replace your passport quickly. Please provide:

● A Passport Photo (one photo is required; get it in advance to speed the process of
replacing your passport)

● Identification (driver's license, expired passport etc.)
● Evidence of U.S. citizenship (birth certificate, photocopy of your missing passport)
● Travel Itinerary (airline/train tickets)
● Police Report, if available
● DS-11 Application for Passport (may be completed at time of application)
● DS-64 Statement Regarding a Lost or Stolen Passport (may be completed at time of

application)

Statement Regarding a Lost or Stolen Passport:
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When you report the loss or theft of your passport, you must complete a statement describing
the circumstances under which it was lost or stolen. You can use the U.S. Department of State
form DS-64 for this purpose, or simply execute a sworn statement before the consular officer
describing what happened.

Police Report:
A police report is not mandatory but can help confirm the circumstances of the loss or theft.
Don’t spend time obtaining a police report if doing so will cause you to miss a flight or delay
your travel unreasonably.

How Long is a Replacement Passport Valid?
Replacement passports are normally valid for a full ten years for adults or five years for
minors. However, if you have urgent travel plans, we can issue a limited-validity, emergency
passport that can be produced more quickly to allow you to return to the U.S. or continue on
your trip. Once you return home, you can turn in your emergency passport and receive a
full-validity passport.

Other complicating factors, such as multiple lost/stolen passports or borrowing money from
the State Department to fund your trip home, may cause you to receive a limited passport. If
you received a limited passport because of multiple lost/stolen passports or an outstanding
loan, you will need to resolve those issues with the State Department before you can be issued
a new passport.

Are Fees Charged to Replace Lost/Stolen Passports Abroad?
The normal passport fees are collected from applicants for replacement passports. Applicants
unable to pay the fee will be asked to provide names of persons they feel would be able to
assist them financially if there is sufficient time. See our information about Financial
Assistance to U.S. citizens abroad and Sending Money Overseas to U.S. Citizen in an
Emergency.
However, if:

● the applicant is the victim of a serious crime; or
● the applicant is a victim of a disaster

and the applicant does not have and cannot reasonably be expected to obtain money to pay the
fees before continuing travel, the passport fee may be waived and a limited-validity passport
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will be issued. When the person applies for a full-validity passport upon their return to the
United States, the regular passport fee will be charged for the replacement passport.

Can the U.S. Embassy Issue a Replacement Passport on a Weekend or Holiday?
Most U.S. embassies and consulates cannot issue passports on weekends or holidays when the
embassy/consulate is closed. All U.S. embassies and consulates have after-hours duty
officers available to assist with life or death emergencies of U.S. citizens abroad. Contact the
nearest U.S. embassy or consulate after-hours duty officer for assistance if you have an
emergency need to travel or have been the victim of a serious crime.
Duty officers must focus primary attention on life or death emergencies. In most cases,
except for serious emergencies, a replacement passport will not be issued until the next
business day.
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Appendix X - FLP Risk Management Emergency Action Protocol

FLP Risk Management

Emergency Action Protocol

Study Abroad and Away
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Emergency Response Guidelines and Protocols for SJSU Study Abroad
& Away

San Jose State University

Introduction and Definitions

Introduction:
The Study Abroad and Away (SAA) office is committed to providing safe, educational experiences for

participants on our Faculty-Led (FLP) and exchange programs. These guidelines and protocols are

established to effectively mitigate emergencies, real or perceived, before they occur as well as prepare

all parties to manage them while participating on an SJSU program abroad.

● The highest priority for San Jose State University and theStudy Abroad and Away office is

participant safety. SJSU will use all reasonable and available measures for responding to an

incident (non-emergency or emergency).

● SJSU will handle emergencies according to the procedures listed below, except when

mandated by circumstances or agencies outside of the University’s control.

Definitions:
Participant - All students, faculty, staff, and community members who have enrolled in an SAA

program taking place off-campus in either a domestic or international location.

Risk - The possibility that exposure to a hazard will result in a negative consequence (NAFSA’s guide

to Education Abroad for Advisers and Administrators, 2005).

Risk includes:

● Health - physical and psychological condition
● Safety - of an individual or group
● Security - range of conditions in a locale or region

Protocol - A protocol adhered to when a perceived and/or real emergency presents to participants

while away on a sponsored SJSU program, which is intended to reduce the level of risk or provide

support for the safety of participants.
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Risk Management Responsibilities

Study Abroad and Away Office

Prior to Departure

● In accordance with CSU Executive Order No. 1081, provide mandatory Program leader Risk

Management and Safety Training, that includes:

○ Health and Safety

○ Emergency Response Training

○ Communication From Abroad

○ Student Code of Conduct

○ Alcohol and Drug Policy

○ Disciplinary Procedures

○ Review of the role of Program Leaders

○ Overview of Insurance Policy

○ Other Program Specific Information

● In accordance with CSU Executive Order No. 1081, provide (non-program leader) participants

with pre-departure orientation including information about the destination including health,

safety, security, specific legal exposure or political restrictions related to their status in the

country, CSU or campus policies and procedures for study abroad, and financial information.

● Enroll students in mandatory study abroad health insurance plan for the duration of the

program, which includes medical evacuation and repatriation coverage that will be valid in the

host country(ies).

● Collect Program Leader Health Forms, copies of program leader passports, and program Safety

and Security Worksheets.

● Procure an additional Foreign Travel Insurance Policy insurance for programs traveling to

high hazard locations.

● Collect completed student forms:

○ Commitment to Participate: Statement of Responsibilities

○ Student Health Form

● Monitor the U.S. Department of State’s website and the Overseas Consular Services’ website

and review regular updates on world situations regarding health and safety.
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On-site

● Monitor the U.S. Department of State’s website and the Overseas Consular Services’ website

and review regular updates on world situations regarding health and safety.

● Maintain contact with program leader(s) and/or students.
● Monitor and respond to non-emergency correspondence from program leaders.
● Designate an on-call schedule for the SAA office, to manage emergency calls from

program leaders.

● Remain in contact with SJSU International Programs Risk Committee, when emergencies are
reported.

Program Leader

Prior to Departure

● Attend required program leader Risk Management and Safety Training.
● In accordance with CSU Executive Order No. 1081, the program leader must register all

participants with the U.S. Department of State's Smart Traveler Enrollment Program (STEP) via

their website at: https://step.state.gov/STEP//. Program leaders must also have located the

closest U.S. Embassy and non U.S. Embassies for non-U.S. citizens in the destination(s) and

provide students with Embassy contact information.

● Review the SJSU Student Code of Conduct.

● Read the FLP Program Leader Handbook.

● Develop an Emergency Binder containing:

○ Student Health Information

○ Student Emergency Contact Information

○ Student Travel Information (if students are traveling to destination independently)

○ Copies of Passports

○ FLP Non-Emergency and Emergency Protocol Guide

○ FLP Program Leader Handbook

○ Insurance Information

● Provide site-specific orientation sessions for enrolled participants.
● Inform student participants of the program leader’s contact information while abroad.
● Discuss emergency procedures with students (e.g. if leader is incapacitated).
● Submit emergency contact information, complete itinerary, and Safety and Security worksheet

for the program to the SAA. Additionally, program leaders must submit the program leader
Health Form and a copy of their passport to the SAA.

● Review Student Health Forms to familiarize oneself with important medical issues and to identify
any need for reasonable accommodations to be provided on-site.

On-site
● Review emergency protocols with participants during the program.
● Provide updates to the SAA, including but not limited to non-emergency and emergency
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situations.
● Update Safety and Security Worksheet as needed for future programs.
● Avoid high risk activities and situations.
● Refrain from drinking on-site, as the program leader will be responsible for managing

emergencies 24 hours a day/7 days a week, while on program.
● Program leaders must be able to reach participants within no longer than 45 minutes – 1 hour

during the program in case of emergency. This means the program leader cannot travel to a
different area/city/town without the participants during the program.

● Program leaders are responsible for participants throughout the duration of the program. If
participants leave the area/city/town where the program is taking place they must inform the
program leader of their travel plans, how to reach them while traveling, and their destination(s).
Participants cannot travel farther than a 1-2 hour journey away from the group while on the
program and must stay in the program’s destination country for the duration of the program.

Student
Prior to Departure

● Attend all required orientation/information sessions offered by the Study Abroad and

Away Office and the program leader(s)

● Review information available from the US Department of State, Centers for Disease

Control, and discuss recommended immunizations, medications, and mental/physical

health issues with a medical professional.

● Update the SAA (FLP programs) on any changes to:

- Family and emergency contact information

- Health history

● Provide the SAA (FLP programs) with the following information:

- Copy of passport

- Flight itinerary

- Commitment to Participate: Statement of Responsibilities form

- Student Health Form

On-site

● Provide program leader(s) and appropriate on-site personnel with travel plans and

contact information prior to traveling independently while abroad. Participants cannot

travel farther than a 1-2 hour journey away from the group while on the program and

must stay in the program’s destination country for the duration of the program.

● Provide the program leader and/or the SAA with contact information in host country.

● Remain aware of health, safety, and political climate in the host country.

● Stay in communication with a parent, friend, or other family member while in the home

country.

148
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

SJSU International Programs Risk Committee

Prior to Departure

● Establish criteria for risk assessment in relation to study abroad.
● Approve study abroad risk assessment policies and procedures.
● Ensure compliance with study abroad risk assessment policies and procedures.
● Monitor ongoing security concerns related to study abroad sites.
● Review and assess whether risks related to proposed travel are acceptable to participants

and to the institution.
● Provide program information to the On-Campus Study Abroad Emergency Response Team;

including but not limited to program dates, destinations, program leader names and contact

information, and participant lists.

Managing Risks and Emergencies
The safety of our participants is our top priority, and your first responsibility as a program leader

managing an emergency is to safeguard the well-being of program participants. In order to do so

effectively, you should thoroughly read and become familiar with the Non-Emergency and Emergency

Protocols covered in this guide. Be sure to take a hardcopy with you on your program.

When a crisis presents it is imperative to remain calm. The first order of business is to help the

participants get through any difficult time. The Study Abroad and Away (SAA) office has experience

dealing with crises and are here to assist you in any way before, during and after a crisis.

It is important to understand how emergency prevention can assist you in the event you are faced with

a crisis or emergency while studying abroad.

Emergencies can occur, whether students are at home or studying abroad. Emergencies can become

more likely when leading a group abroad due to an array of factors including travel mishaps, cultural

unfamiliarity, and language barriers. This Non-Emergency and Emergency Protocol Guide will provide

you with some tools to cope with different kinds of emergencies when leading a program abroad.

Moreover, this guide will provide you precautions for avoiding certain minor emergencies.

It is crucial for program leaders leading participants abroad to understand the importance of emergency

planning, a necessary tool for all people who travel abroad. Understanding the basics of emergency

planning will allow you to develop comprehensive support strategies in order to assist and prepare you

for emergencies encountered abroad.
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Determining whether or not the reported incident is an emergency

The SJSU staff member who begins management of the incident will make an assessment of the

situation based on all the available information.

The definition of an emergency, as set forth below, will guide this decision.

Emergencies are situations that pose a legitimate and impending risk to, or have already disrupted, the

safety and well-being of SJSU program participants. Emergencies can include situations involving a single

program participant, multiple program participants, or all program participants.

These include:

● Situations affecting multiple participants or entire program
○ Political/civil unrest
○ Terrorist activity or threat
○ Natural or human disaster (earthquake, flood, hurricane, fire, nuclear

incident)
● Situations affecting individual participants:

○ Death
○ Serious illness or injury (including attempted suicide, mental health issues)
○ Assault (physical/sexual)
○ Missing participant(s)
○ Arrest
○ Incapacitated program leader(s)

Managing a situation that is not an emergency

At times incidents occur that should be reported to make the SAA aware or to ask for additional

guidance or advice, but doesn’t qualify as an emergency. We call those incidents “non-emergencies.” A

non-emergency is a situation that is not life threatening, though it does cause concern, stress, and

inconvenience in the life of the program participant, multiple program participants, or all program

participants.

Some examples include:

● Stolen passport
● Pickpocketing
● Sickness
● Non-compliance issues that do not result in harm to self or others
● Intoxication

If a non-emergency occurs during a program, the program leader should log the incident in the

following way:

● If there is no response needed and the program leader is simply notifying the SAA office for

their information only, the program leader should complete the FLP Non-Emergency FYI
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Reporting form.

● If the non-emergency situation requires additional guidance or advice from the SAA, the

program leader should email the SAA office at spartansabroad@sjsu.edu and include NEEDS

RESPONSE in the subject line.

● Depending on the severity of the incident, a Preliminary Incident Report Form or a Disciplinary

Form may need to be completed and sent to the SAA at spartansabroad@sjsu.edu.

The SAA staff will monitor the non-emergency reporting forms and email account daily.

FYI Reports
FYI Reports will be monitored and read by a designated SAA staff member within 24 hours of

receiving them. FYI reports will not result in a response from SAA.

NEEDS RESPONSE Emails

Needs Response emails will be read at the beginning of each business day and on the weekends by

a designated SAA staff member.

The SAA will respond to the program leader with information, advice or further guidance as
requested.

Emergency Guidelines for Program Leaders

Preparations

1. Program leaders serve as the primary contact and manager during an emergency. It is imperative

that the program leader be accessible by telephone 24 hours a day for the duration of the program.

2. Per Executive Order 1081, the program leader will register their FLP group in the State

Department’s Smart Traveler Enrollment Program (STEP) at https://step.state.gov/step/.

3. The program leader should carry a photocopy of each participant’s passport (photo and

signature pages), Health Information, and Emergency Contact Information in a central

file/binder accessible throughout the program.

4. On-site orientation will be provided to all participants that will include information on personal

safety and instruction in the procedures to be followed in case of an emergency.

5. The contact information for a designated on-site emergency liaison (partner institution, program

provider, or a capable student if not working with an institution or program provider) should be

distributed to all participants. If the program leader is incapacitated, the emergency liaison should be
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contacted immediately and provide temporary management of the program if possible.

6. The program leader will develop and test a telephone-tree rapid communication system with all

participants.

7. All participants will be reminded of the need to leave an itinerary and contact information, if

possible, for all travel outside of the program city. Participants are not allowed to travel individually,

overnight, outside of the program city (further than a day trip) for the duration of the program.

In an Emergency

1. In the event of an emergency situation, it is the first responsibility of the program leader to

provide for the immediate safety and security of all participants.

2. In the event of an emergency situation, it is the second responsibility of the program leader to

immediately contact SJSU UPD at 001-408-924-2222.

3. The program leader should refer to the Emergency Action Protocols developed for SJSU Faculty-Led

Programs.
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Preliminary Incident Report Form (PIRF)

In any incident, it is a good idea to complete a Preliminary Incident Report Form (PIRF). Any

time medical personnel or law enforcement are engaged, this report MUST be completed. This

report will help you organize information and your plans. It also is a simple fact sheet that you

can then read and/or e-mail to spartansabroad@sjsu.edu. This provides the SAA with the

information needed to start to assist you in any kind of emergency. This report is part of an

ongoing log you will keep of any incident.

Please be sure to carry several hard copies of this report with you while you are traveling.

Reporting incidents to:

For emergencies, the first call you make should be to 001-408-924-2222.

You can call collect if needed.

For non-emergencies and questions: Please complete the FYI Reporting

Form (if no response needed) and/or email

spartansabroad@sjsu.edu (write Needs Response in the subject

line) and attach the form.

A blank report is on the next page.
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On-site FLP Preliminary Incident Report Form (PIRF)
CALL University Police Department (UPD) 24/7: 001-408-924-2222

Name of caller:_____________________________________________

Position of caller (circle one): Program Director Student Other

Name of person answering call at

SJSU:______________________________________________

Date:_____________________________________________________________________

____

Time:_____________________________________________________________________

____ Your location: city or town, and

country:_____________________________________________ What is your actual

location (hotel, museum, hospital etc.)?_____________________________

Type of Emergency (circle one)

Political/civil unrest Natural or human disaster Death Arrest

Serious illness or injury Assault (physical/sexual) Missing participant(s)

Terrorism Incapacitated Program Director(s)

Other___________________________________________

What is your situation? (Write a brief description.)
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Is the emergency under control now?

Are all participants accounted for and safe?

What do you need from SJSU to assist you right now?

What questions do you have for SJSU?

How can SJSU reach you?

___________ __________ - ________________
(Country Code) (City Code) (Phone Number)

Email address: ____________________________________
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How long will you be at this number? ____________________

Any other details needed at SJSU?

__________________________________________________________________________
Next steps:
1) Keep notes of the incident, tracking any and all developments. If necessary contact our
insurance company for medical assistance or for evacuation.
2) Do your best to keep calm and manage the safety of the participants.
3) Ask students to refrain from disclosing information about the emergency to outside
parties and on social media platforms while the emergency is on-going.

4) Monitor your phone and email for additional correspondence from SJSU if the
emergency is on-going.
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Emergency Action Protocols

The following Emergency Action Protocols are step-by-step guides for responding to various kinds of

emergencies. Every situation will be unique and you as program leader will have to adapt to manage

a particular situation. The important things to remember in every single case:

● ensure the safety of the group

● utilize the support available to you (local support and support from SJSU—you do not have

to have all the answers yourself)

● document every situation thoroughly including noting the time each time you add to your

log

● The first call you make to SJSU to report an incident is to 001-408-924-2222.

These protocols are checklists, but things may happen in a different order than they appear

here…again, this is a guide, not an absolute that must be followed.

Please read these protocols many times so that should an emergency occur, you are already

familiar with the checklists/steps that may be followed. It is also a good idea to carry hard copies

of these with you.

Student/Program Leader minor illness/injury

1. Ask the student/program leader to describe their symptoms.

2. Program leader conveys three messages:

1. I’m sorry you’re not feeling well.

2. You are going to be OK.

3. You are not alone.

3. Program leader supports student/program leader in determining best solution (over the counter

medicine, rest and fluids, bandage, etc.). If medical attention is warranted, please contact local

medical care right away.

4. Write notes about the situation…name, condition, treatment plan.
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5. Monitor (check on ill/injured person at regular and reasonable intervals to assess condition).

6. Complete the FLP Non-Emergency FYI Reporting form. Include name, condition, treatment plan,

and progress so far.

7. Complete another FLP Non-Emergency FYI Reporting form when the condition is resolved.

8. If symptoms escalate, call local medical care. Have the student contact OnCall International
insurance to open a case and have them assist with identifying a medical provider.

9. If condition significantly worsens, this qualifies as an emergency and you should start a

Preliminary Incident Report Form.

Student/Program leader major illness/injury

1. Contact local medical care--call the country’s equivalent of 911 for emergency illness/injury;

you can go to any local medical care for emergency and non-emergency situations to ensure the

safety of all members of the group.

2. Start a Preliminary Incident Report Form to organize needed information and to keep an ongoing

log (including times) as the situation progresses.

3. If there is only one program leader and a student is ill/injured, monitor the student illness/injury. If

the student needs medical attention, accompany the injured/ill student to the physician or

coordinate with a program provider/local contact to assist you. If you do not have a program

provider/local contact, identify a student who can assist in coordinating the group while you

accompany the injured/ill student to the doctor.

If the program leader is ill or injured, coordinate with a program provider/local contact to assist

you with the student group. If you do not have a program provider/local contact, identify a

student who can assist in coordinating the group while you visit the doctor. Contact SJSU to notify

them of your illness/injury.

If there are two program leaders, divide duties between program leaders (e.g. program leader A will

travel to a healthcare facility with the student; program leader B will take the rest of the group to

hotel, next activity, meal, etc.). If a program leader is ill or incapacitated, ask a local contact to

accompany program leader to medical care, while the other program leader stays with students. Be

sure to include who is accompanying who on the Preliminary Incident Report Form.
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4. As soon as the situation is stable (meaning as soon as the ill or injured person has gotten to

appropriate medical care, and the rest of the group is safe and accounted for), call

001-408-924-2222 with Preliminary Incident Report details. SJSU will notify insurance and the

person’s emergency contact.

5. If medical evacuation is necessary, this will be coordinated through our insurance

company. Student and faculty Evacuation Policy is through OnCall International:

OnCall International (Policy Number: 22INT06941)

Outside of the U.S. and Canada: +1-603-952-2688

Within the U.S. or Canada: 1-833-425-5103

Email: mail@oncallinternational.com

Text only: 603-945-0103

6. The insurance company will most likely contact the program leader directly for details as

needed.

7. SJSU will let the program leader know if the emergency contact is planning to travel to be with

the injured/ill person.

8. The program leader should direct any press queries to the SJSU Strategic Communications &

Marketing (StratCoM) Office. The program leader can tell the press, “Please contact the SJSU

Strategic Communications & Marketing office.”

9. If the student consents, brief the group on the person’s health status. If the student does not

consent, do your best to convey to the group that the situation is being addressed appropriately and

that the person has asked that everyone respect his/her privacy.

10. If a student is hospitalized, the program leader must stay in that location to be with the

student and coordinate with a program provider/local contact/responsible student to assist you

with the group. If determined to be appropriate, after consultation with SJSU, the other program

leader/local contact may continue the planned itinerary with the rest of the group. In some cases,

a representative from SJSU may travel to join the injured/ill student.

11. If a program leader is hospitalized, when possible/appropriate, a local guide can serve as the

other program leader to continue the planned itinerary with the group. In some cases, a

representative from SJSU may travel to join the group and serve as the program leader.
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12. Throughout the incident, the program leader will be in regular communication with the Incident

Manager. Changes in status should be noted on the ongoing Preliminary Incident Report Form log

and will also be kept in a log at SJSU.

13. Direct any e-mail correspondence to spartansabroad@sjsu.edu.

14. The program leader will submit all notes on the situation upon returning to SJSU. Please keep

them in a safe place.

15. The program leader will debrief about the incident with the SAA upon return to SJSU.

Transportation accident

1. Account for everyone in the group.

2. If police/emergency people are not on the scene, call them (use the country equivalent of 911,

located on your Safety and Security document).

3. Identify any injured people and direct emergency personnel to them.

4. Ensure the safety of all members of the group.

5. If there is only one program leader and a student is ill/injured, monitor the student illness/injury. If the

student needs medical attention, accompany the injured/ill student to the physician or coordinate with a

program provider/local contact to assist you. If you do not have a program provider/local contact, identify a

student who can assist in coordinating the group while you accompany the injured/ill student to the doctor.

If the program leader is ill or injured, coordinate with a program provider/local contact to assist you with

the student group. If you do not have a program provider/local contact, identify a student who can assist in

coordinating the group while you visit the doctor. Contact SJSU University Police (001-408-924-2222) to

notify them of your illness/injury.

If there are two program leaders, divide duties between program leaders (e.g. program leader A will travel

to health care facility with student; program leader B will take the rest of the group to hotel, next activity,

meal, etc.). If a program leader is ill or incapacitated, ask a local contact to accompany program leader to

medical care, while the other program leader stays with students. Be sure to include who is accompanying

who on the Preliminary Incident Report Form.

6. Start completing the Preliminary Incident Report Form. Be sure to note times and all actions taken.

7. As soon as the situation is stable (meaning as soon as the ill or injured person(s) has gotten to
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appropriate medical care, and the rest of the group is safe and accounted for, call 001-408-924-2222 with

Preliminary Incident Report details.

8. SJSU will notify the insurance company and the person’s emergency contact.

9. If medical evacuation is necessary, this will be coordinated through our insurance. Students and

faculty will use OnCall’s evacuation policy if evacuation is necessary:

OnCall International (Policy Number: 22INT06941)

Outside of the U.S. and Canada: +1-603-952-2688

Within the U.S. or Canada: 1-833-425-5103

Email: mail@oncallinternational.com

Text only: 603-945-0103

10. Our insurance will contact the program leader for more information as needed.

11. Get the non-injured students and a program leader (if possible) back to the

accommodation location to regroup.

12. SJSU will let the program leader know if the emergency contact is planning to travel to be with the

injured/ill person.

13. The program leader should direct any press queries to the SJSU Strategic Communications &

Marketing (StratCoM) Office. The program leader can tell the press, “Please contact the Office of

Strategic Communications & Marketing at SJSU.”

14. If a student is hospitalized, one program leader must stay in that location to be with the student. If

determined to be appropriate after consultation with SJSU, the other program leader may continue the

planned itinerary with the rest of the group.

15. If a program leader is hospitalized, when possible/appropriate, a local guide can serve as the other

program leader to continue the planned itinerary with the group. In some cases, a representative from SU

may travel to join the group and serve as the program leader.

16. If the injured student(s)/program leader consent, brief the rest of the group on their health status.

If not, tell the group that the situation is being taken care of and the people involved have asked that

the group respect their privacy.

17. Throughout the incident, the program leader will be in regular communication with the Incident

Manager. Status changes and updates should be noted on the ongoing Preliminary Incident Report Form

log and will be kept as a log in SAA.
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18. Direct any e-mail correspondence about this incident to spartansabroad@sjsu.edu.

19. The program leader will submit all notes on the situation upon returning to SJSU. Please keep them in

a safe place!

20. The program leaders will debrief about the incident with the SAA upon return to SJSU.

Robbery or Mugging

1. Respond to the student/program leader victim immediately.

2. Be sure the person is in a safe place and reassure them of their safety.

3. All involved staff should convey three messages:

1. I believe you;

2. You are not alone; and

3. We are sorry this happened to you.

4. If police are not on the scene, call the equivalent of 911 (in your Safety and Security

document).

5. Obtain medical assistance as needed.

6. Start a Preliminary Incident Report Form/log.

7. Suggest that the person file a police report and accompany them to do so.

8. As soon as the situation is stable (meaning as soon as the mugged person is safe and attended to,

and the rest of the group is safe and accounted for) call 001-408-924-2222 with Preliminary Incident

Report details.

9. Administrators at SJSU will discuss the circumstances of the situation with you and help

determine the next steps for the group (perhaps changing an accommodation site, plans for the

rest of the day or next day, etc.).

10. Direct any e-mail correspondence about this incident to spartansabroad@sjsu.edu.

11. The program leader will submit all notes on the situation upon returning to SJSU. Please keep
them in a safe place.
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12. The program leaders will debrief about the incident with the SAA upon return to SJSU.

Missing student

1. A missing student is one who has been absent for over 24 hours.

2. Try to determine when the student was last seen.

3. Start Preliminary Incident Report Form/log.

4. Call 001-408-924-2222 (University Police).

5. SJSU will contact the student’s emergency contact.

6. Call local police and file a missing person’s report. Ask them to check clinic and hospital

admissions and coroner’s records for unidentified bodies.

7. Notify the U.S. Embassy.

8. Provide information and reassurance to other students as appropriate.

9. Administrators at SJSU will work with you to manage the situation and ongoing group plans.

10. Direct any e-mail correspondence about this incident to spartansabroad@sjsu.edu.

11. The program leader will submit all notes on the situation upon returning to SJSU. Please keep

them in a safe place.

12. The program leaders will debrief about the incident with the SAA upon return to SJSU.

Death of a student or program leader

1. Verify the identity of the student or program leader.

2. If they are not already on scene, notify local police. (Use the equivalent of911, listed in your

Safety and Security document).

3. Gather as much information about the circumstances as possible and start the Preliminary

Incident Report Form. Be sure to write down the time of day each time you make a log entry.

4. Call 001-408-924-2222 immediately. This is critically important because we want the

parent/guardian to hear from an SJSU administrator, not CNN or other means.
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5. To that end, do NOT contact the student’s or program leader’s emergency contact. SJSU will

handle that. SJSU will notify the program leader or the students once the emergency contact has

been reached.

6. Make sure the rest of the group is in a safe location—remove them from the scene to a safe and

private location as quickly as possible— the program leader, program provider, or local contact

should stay with this group. Ask that students refrain from texting or calling anyone until SJSU has

informed you that the emergency contact has been notified.

7. Call the U.S. Embassy or Consulate (or if the person is not an American citizen, call their embassy).

The Consular Officer is responsible for obtaining the death certificate and other necessary

documents for preparing a Foreign Service Report of Death.

8. SJSU will contact OnCall Insurance for repatriation and all insurance concerns. A representative

from the insurance company will probably speak directly to a program leader regarding plans and

details.

a. Student Policy: OnCall International (Policy Number: 22INT06941)

Outside of the U.S. and Canada: +1-603-952-2688

Within the U.S. or Canada: 1-833-425-5103

Email: mail@oncallinternational.com

Text only: 603-945-0103

b. Faculty Policy: CHUBB/ACE Travel Assistance Program (Policy Number: GLM

N04950872R)

Outside of the U.S. (direct dial): 001-630-694-9764

Within the U.S. (toll free): 1-855-327-1414

Email: medassist-usa@axa-assistance.us

9. Notify the host organization/institution (if relevant). Do not provide any details at this time. A

police investigation will be conducted first.

10. Notify the rest of the group. Ensure that group discussion, one on one counseling, and access

to SJSU’s counseling center are available to the extent possible.

11. The program leader should direct any press queries to the Strategic Communications &

Marketing (StratCoM) Office. The program leader can tell the press, “Please contact the Office of
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Strategic Communications & Marketing at SJSU.”

12. You will be in regular contact with SJSU throughout this event and SJSU administrators will

provide as much support as possible. Please be sure to keep good notes on the situation. Keep

your notes in a log format including timestamps during which you are documenting, as these will

become part of an official incident report. The program leader will submit all notes on the situation

upon returning to SJSU. Please keep them in a safe place.

13. Direct any e-mail correspondence about this incident to spartansabroad@sjsu.edu.

14. The program leader will debrief about the incident with the SAA upon return to SJSU.

Sexual Harassment/Sexual Assault/Rape

1. Respond immediately. All involved staff should convey to the survivor three messages:

1. I believe you;

2. You are not alone; and

3. We are sorry this happened to you

2. Inform the survivor that faculty and staff program leaders are not a confidential resource but will

try to maintain the privacy of the survivor, recognizing the need to balance their privacy with safety

considerations and their duty to report.

3. Listen attentively and compassionately to the details. Inform the survivor that you are required

to provide a report to the Title IX Coordinator at SJSU, which includes:

a. Names of students/persons involved

b. Details of the situation

c. Telephone number where the program leader(s) can be reached

d. What assistance is needed

e. Confirmation of the safety of the individual(s) involved.

4. Remind the survivor of the options available regarding medical care, counseling, and reporting.

165
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

Remember, you can encourage (but not force) the survivor to report the incident to local authorities

and/or the program site or seek medical care.

a. If a person has just been raped and/or has been sexually assaulted and they agree to

medical care, tell them to not bathe, use the bathroom, brush their teeth, change their

clothes, etc. This is not for medical reasons, this is to help obtain evidence that may be

used in court.

5. Start a Preliminary Incident Report Form (either in the presence of the student or not

depending upon their wishes above).

6. Call 001-408-924-2222 as soon as possible.

7. Report to SAA (spartansabroad@sjsu.edu) within 24 hours of the incident, if any type of sexual

harassment, including sexual violence, has been reported. The SAA will connect you with an SJSU,

Title IX Coordinator. The Title IX Coordinator is responsible for ensuring that there is an appropriate

institutional response to any complaint of sexual harassment, sexual violence or student sexual

misconduct.

8. Administrators at SJSU will get in touch to help you decide the best course of action (for the

survivor and for the accused perpetrator if they also happen to be in the group); and will provide

counseling by phone or recommend in person counseling through the student insurance plan.

9. If medical evacuation is warranted, SJSU will contact our insurance to arrange the details. The

insurance company will likely also communicate directly with the program leader.

10. Administrators at SJSU will work with you throughout the event to determine the best course of

action for all involved, including the rest of the group and the group’s plans.

11. Direct any e-mail correspondence about this incident to spartansabroad@sjsu.edu.
12. The program leader will submit all notes on the situation upon return to SJSU. Please keep

them in a safe place.

13. The program leader will debrief with the SAA about the incident upon returning to

SJSU.
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Large scale catastrophic incident (natural disaster, terrorism, severe
political unrest)

1. Check the status of all group members. If the group is not together, work with your local

provider to make a plan to locate the rest of the group.

2. If anyone is injured or deceased, alert emergency personnel. If possible, the program leader

should stay with the injured/deceased. If there is only one program leader, designate a student

group leader and tell them to take the group to a particular location and stay there.

3. Get as many of the group as possible to a safe location. Then, work with emergency

personnel to take care of the injured/deceased. Follow the protocol for injury/death of a

student when you are able to.

4. Start Preliminary Incident Report Form/log.

5. If possible, call 001-408-924-2222, or ask someone to do so.

6. If you are able to reach SJSU, SJSU will inform our insurance company, who will provide

emergency management assistance to program leaders.

7. If you are not able to reach SJSU, if possible, contact the local U.S. Embassy to explain your

situation and get advice and assistance. Consider contacting local contacts if they might have the

ability to provide assistance (recognizing that such an event may have rendered them unable to

provide assistance).

8. Depending upon the scale and nature of the event, there will be many emergency

management resources on site, including local emergency responders, international

NGOs, military, etc. Utilize whatever resources are available to you to ensure the safety

and security of your group.

9. If you need to evacuate and you are not able to reach SJSU, contact the insurance provider.

Students and faculty will use OnCall’s evacuation policy:

OnCall International (Policy Number: 22INT06941)

Outside of the U.S. and Canada: +1-603-952-2688

Within the U.S. or Canada: 1-833-425-5103

Email: mail@oncallinternational.com

Text only: 603-945-0103
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10. Use all local resources: local contacts, U.S. Embassy, emergency personnel, international NGOs,

crisis responders, etc. to help you get out of the dangerous area.

11. Communicate your plans to a local contact and ask them to repeatedly try to reach

001-408-924-2222 at SJSU until they are successful.

12. As soon as you have communications, call 001-408-924-2222 or e-mail

spartansabroad@sjsu.edu to inform SJSU where you are, your situation and discuss your plans.

13. Direct all e-mail correspondence about this incident to spartansabroad@sjsu.edu.

14. The program leader will submit all notes on the situation upon return to SJSU. Please keep

them in a safe place.

15. The program leader will debrief about the incident with the SAA upon return to SJSU.

Civil unrest

1. If you learn about this while at your lodging site, make sure all students are accounted for and

tell them to stay where they are. If you learn about this while at an activity, get to a safe location

and keep everyone together.

2. If any students are not accounted for, do your best to reach them quickly.

3. Confirm details about affected areas by talking with local contacts and contacting the
U.S. Embassy.

4. Start a Preliminary Incident Report Form/log.

5. If possible, call at SJSU: 001-408-924-2222.

6. SJSU will alert the Insurance company.

If you are able to communicate with SJSU (phone lines/internet are up), you will work with SJSU

to determine a plan. Depending on the situation, this may include:

a. Stand fast—staying at your current location and wait for things to quiet down (this is

usually the case for smaller events that are likely to resolve quickly).

b. Move to another nearby location—if the particular area where you are staying/doing
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activities is not safe, and it is possible to move, move the group to a safe part of the

city/area. (For example, say there is a violent demonstration within 4 blocks of your

hotel—that is too close for comfort. It may be easy to move to a hotel in another part of

town without crossing the demonstration). If you are not able to move on your own and are

in danger, you will evacuate.

c. Evacuate—if the situation escalates and is expected to last for some time, the group will

evacuate the area—possibly to another city or town in the same country, or possibly to

another country. Worst case scenario would be returning to the U.S. If a crisis evacuation is

necessary, OnCall insurance will manage the evacuation for the entire group (including the

Faculty Leader). Faculty can initiate the request for evacuation with OnCall directly. Notify

SAA as soon as possible about a possible evacuation. The program leader will be in regular

contact with SJSU and will also speak with our insurance company.

Evacuation Insurance: OnCall International (Policy Number: 22INT06941)

Outside of the U.S. and Canada: +1-603-952-2688

Within the U.S. or Canada: 1-833-425-5103

Email: mail@oncallinternational.com

Text only: 603-945-0103

If you are not able to communicate with SJSU:

1. Determine the best course of action for the group by following the guidelines above (Stand

fast, move to a nearby location, evacuate).

2. If you determine that you have to evacuate without being able to contact SJSU, use all local

resources: local contacts, U.S. Embassy, emergency personnel, international NGOs, crisis

responders, etc. to help you get out of the dangerous area.

3. Communicate your plans to a local contact and ask them to repeatedly try to reach SJSU at

001-408-924-2222 until they are successful.

4. As soon as you have communications, call 001-408-924-2222 or e-mail

spartansabroad@sjsu.edu to inform SJSU where you are, your situation and discuss your plans.
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5. Direct any e-mail correspondence about this incident to spartansabroad@sjsu.edu.

6. The program leader will submit all notes on the situation upon return to SJSU. Please keep

them in a safe place.

7. The program leader will debrief about the incident with the SAA upon return to SJSU.
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Appendix Y - Travel Photography Tips
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Appendix Z.1 - New FLP Program Proposal Packet (Downloadable HERE)
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Appendix Z.2 - Existing FLP Program Proposal Packet (Downloadable HERE)
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Appendix Z.3 -FLP Site Visit Development Form
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Appendix Z.4 - Class Section Add Forms
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Appendix Z.5 - Student Application Questions
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Appendix Z.6 - How to access and review FLP applications
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Appendix Z.7 - Insurance and Policy Information for Participants (as of
6/1/22)
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Appendix Z.8 - FLP Program Leader Agreement & Approval Forms
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Appendix Z.9- Instruction Appointment - Special Session/Winter Session Form

206
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents



Table of Contents

Appendix Z.10 - Application for University Vehicle Operation/Authorization
Budget and Risk Management
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Appendix Z.11 - CSU Employment Questionnaire
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Appendix Z.12 - Vendor Data Record Form 204
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Appendix Z.13 - Foreign Sources Statement
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Appendix Z.14 - Certification of Receipt of Goods
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Appendix Z.15 - FLP Site Visit Proposal Packet (Downloadable HERE)
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