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The information provided in this document is intended for informational purposes only and is subject to
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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, CA95192

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
e Demonstrate awareness of their own values and identities
e Adapt to new and unexpected situations and demonstrate increased tolerance for and comfort with
ambiguity
e Demonstrate increased confidence in navigating challenges independently
e Develop critical thinking skills, specifically the ability to learn through observation, analysis,
interpretation, reflection, evaluation, inference, explanation, problem solving and decision making

Intercultural Competence

e 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

e Recognize cultural differences in verbal and nonverbal communication and begin to participate in
creating a shared understanding based on those differences

e Consider the value of diverse perspectives and increase their understanding of others’ worldviews
and experiences

e 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

e 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

e 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

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

Global Citizenship and Community Engagement
e Demonstrate an increased understanding of global issues and how they connect with their local
realities
e Develop the skills required to be active global citizens who engage with community and reflect on
social justice issues
e 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 S)SU, 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, or
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 S)SU course catalog. Additionally,

! 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 S)SU 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 Enrolilment

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 afaculty 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:

e The faculty member must have completed one year of service with S)SU at the time the proposal is
submitted.

e Faculty should be on-campus and available to administrators and participants throughout the
academic year.

e 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-S)SU 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-S)SU 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:
e Marketing the FLP and recruiting students to participate.
e Reviewing participant applications within the designated timeframes determined by SAA.

e 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.

e Attend financial training and risk management training on an annual basis. This is required for all
Program Leaders.
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e Travel abroad to the program destination(s), where the FLP Program Leader teaches an approved
SJSU credit-bearing course.

e 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 S)SU
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 S)SU
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) Asite 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 Qutcomes

Courses with an interdisciplinary focus

Support from the home department to promote and demonstrate the department's commitment to

internationalizing its curriculum

e 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

e Coursesin locations where S)SU study abroad courses are underrepresented (ex: Africa, Middle East,
Australia, New Zealand, Central America, South America, Eastern Europe, and the United States)

e Development of sustainable programs running for several years (planning for the sustainability of
the program should be outlined in the proposal)

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

e 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 (Eorm B), which requires the following additional documents;
® A tentative itinerary for your site visit.
e A proposal narrative describing what you intend to investigate during this site visit and what you
plan to accomplish.
e Abrief 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 (Eorm G).

3) The FLP Site-Visit Grant Application, if seeking grant funding (Eorm 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:

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

e 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 S)SU 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)

e Broaden the geographical and topical range of the existing portfolio of S)SU 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
e 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.

e 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 receiptsina
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.

e 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 ELP 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.
Itis 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.

Speak with your department chair to obtain their support for the FLP and to discuss potential
course offerings.

Complete and submit the S)SU 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.

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.

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.

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?

Student Contact Hours Worksheet: 1t 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.

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:

o 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.

o 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

o 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.

o 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?

20
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José¢ State University back to Table of Contents



https://goabroad.sjsu.edu/_customtags/ct_FileRetrieve.cfm?File_ID=0301717C70733F0276050C7C0173041C7C09007D1A7A0602701C750E7307040703057606030470007270
https://goabroad.sjsu.edu/_customtags/ct_FileRetrieve.cfm?File_ID=0301717C71763F70777607017177051C7B78017F1A0D7703761C09070775717006037A737A0406707207
https://goabroad.sjsu.edu/_customtags/ct_FileRetrieve.cfm?File_ID=0301717C70723F02757277070706061C7C0D0F0C1A7B7400731C02707507077371007770760600060707
https://pixabay.com/

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?:

e Any program that has run within the past two years is considered an existing FLP and should
complete the FLP Returning Program Proposal.

e Ifthe 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.

e Ifaprogram 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.

e 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.

e 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:

e 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).

e 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.

e 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.

e 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.

e 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, thisis 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)
O Must be signed by: 1. Faculty; 2. Department Chair; 3. College Dean
o Return the form to SAA
o 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).
e (Class Section Add Form (Special Session) (see Appendix Z.4)
O Must be signed by: 1. Faculty; 2. Department Chair; 3. College Dean
o This formis 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)
O Must be signed by: 1. Faculty; 2. Department Chair; 3. College Dean; 4. SAA Director
o 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.
O Return the form to SAA.
e (CSU Employment Questionnaire (Appendix Z.11)

O Must be completed and signed by the program leader.
O Required by Faculty Affairs to monitor the total employment hours within the CSU system.
O 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-S)JSU Program Leaders undergo a background check like all new SJSU
employees. Once appointed, non-S)SU 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 EERP 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.

e 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_EQO-1022 and EOQ-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 S)SU),
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. Itis also
used to determine a target number of participants to recruit. Itis 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
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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
itis 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.

Itis 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 S)SU 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 /east 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 S)SU

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

e 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.

e Qualifications and requirements of participants interested in participating (GPA, language
prerequisites, writing directed self placement test, etc).

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

e 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.

e 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 S)SU identifiable clothing). Ask participants to be cognizant of wearing clothing which identifies
schools other than S)SU, although it could be their favorite t-shirt; photos with clothing identifying outside
universities don’t make great marketing materials for S)SU 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 S)SU 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 S)SU 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. Itis 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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For upper division General Education courses that require:

e 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.

e 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:

e 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 S)SU, 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:

® Gotothe 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.

e 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.

® Loginto the Terra Dotta system using an SJSU ID number and password.

o Ifa participant does not have an SJSU ID number, they can choose "l do not have
login credentials to this site." This will take the participant to the next page where
they can create an account.
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e 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.

o 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.

e 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.

e FLP participants are not required to attend a SAA General Information Session as part of
their application.

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

Ir

ram | r' ision

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.

e 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.

e 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.

e 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.

e Itisagood 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.

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 S)SU course by
the deadline.

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

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.

o Tolog 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.

o Afteryou login, 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.

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

e Click on the participant’s name to review the application.

e Once you reach the end of the application, you can provide feedback in the Comments section.

e Click “accept, waitlist, or reject” for each participant. Next, click “Mark as completed”, then click
SUBMIT.

o 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).

e 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
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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 MyS)SU.

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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e 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/4152/1/57088-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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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 | withdraw from the program after accepting admission | 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. |
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acknowledge that if | withdraw from this program, my non-refundable deposit will not be
transferable to a different program.

If I withdraw, | 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, | will pay SJSU to cover
expenses incurred to that point. If | should decide to withdraw and fail to submit any written
notification of my withdrawal and/or fail to show up at the program site, | understand | 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 | withdraw, upon my withdrawal that aid will be reversed and |
will be responsible for the entire balance of the program.

If | withdraw from the program prior to the program’s first day, | 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 | 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:

e 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.

e 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:

e 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 S)SU 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:

e 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 S|SU 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 the W-8BEN -
for individuals (Appendix P) or the W-8BEN-E - for in r 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, CA95192-0135

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:

e the contract or contract exhibit has been fully processed (if applicable),
e all participants have enrolled in the FLP course,
e 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 FT ide 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 S)SU 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

e 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.

e 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.

Estimated Expenses

Transportation 0.00
Registration/Tuition 0.00
Lodging 0.00
Meals 0.00
Other 0.00
Total 0.00

**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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Trip Information

= Departure Date —
= Return Date _—

Destination Country Falkland Islands (Malvinas) v

City

= Purpose of Trip

SSIENEE Business Related
Team Travel

Field Supervision Travel

T >

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 S)SU logos must be purchased through a S)SU 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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Advance Requested

Amount 0.00
Line # " Account * Fund * DepliD Program Class Project * Amount Percentage
1 [107001 0.00 B [—|

v v v v v

In requesting this advance, | recognize it as a debt due to the State of California, and | acknowledge that the university can, under IRS regulations,
report the advance as income if it is not properly claimed or refunded within 120 days after the end of a trip

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.

Fundin rce/Chartfiel ion:

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 | XXXX
Code)

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
ion Worksh 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 S)SU 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
for first-tim holder

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:

e Acompleted DS-11 Form: Application for a U.S. Passport

o Do not sign the form until instructed by the Acceptance Agent
e 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.

0 The photo should not be attached to Form DS-11

e Evidence of US Citizenship (One of the following documents)
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0

(o]

Previously issued, undamaged U.S. Passport

Certified birth certificate issued by the city, county or state
Consular Report of Birth Abroad or Certification of Birth
Naturalization Certificate

Certificate of Citizenship

e Current form of identification (Bring a photocopy of the front and back sides)

(o]

0

0

(o]

(o]

Current, undamaged U.S. passport

Recently issued Naturalization Certificate
Valid Driver's License

Current Government ID (city, state or federal)

Current Military ID (military and dependents)

e Payment for passport fees:

0

(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)
$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
0 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 theirimmigration 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 S)SU
participants.

Please have participants review the pertinent travel health information on their websites prior to their
departure.

e U.S. Centers for Disease Control (CDC)

e World Health Organization (WHO)

e 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 1* for May/June
departures and by October 1* 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, S)SU 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 S)SU 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 the maximum 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 avalid driver’s license
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.)

Itis 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).

* Ifyou 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.).

* Ifyou 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
(ETIP), 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

orin 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:

e 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
e 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:

e Ensure the safety of the group

e Utilize the support available to you (local support and support from SJSU—you do not have to have
all the answers yourself)

e Document every situation thoroughly, including noting the time each time you add to your log
e 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 S)SU. 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 resultin 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:

e Conduct that endangers oneself, another person, or property and violates aspects of San José State
University’s Code of Student Conduct

e Violation of the laws, rules and regulations, or customs of the host country, community, institution
and/or program

e Behavior that is disruptive and detrimental to the group learning process and academic success of
the program

e Conduct that damages or destroys property of another person, institution, or organization

e 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

e Repeated behavior for which the participant has been warned in writing
® Alcohol misuse (as defined below under “Alcohol use and misuse”)
e Use of illegal drugs (this is prohibited, as it is on campus)
e Criminal acts such as:
o physical or sexual assault
o harassment
O possession, use or distribution of illegal drugs

o setting a fire or possession of explosives
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o possession of a weapon
o 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;
* Anparticipant becomes ill due to the effects of alcohol consumption;

* Aparticipant is disrespectful of others sharing the same housing when alcohol consumption leads to
disruptive, loud socializing;

* Anparticipant engages in inappropriate behavior toward other individuals that is the result of alcohol
consumption;

* A nparticipant 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.

69
FLP Program Leader Handbook, June 2022

Study Abroad and Away, San José¢ State University back to Table of Contents




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.”
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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.
e 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:

e 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.

e 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

74

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




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, | agree to display respectful behavior to all members of our group. | 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

* stayon 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 | 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. | 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 | 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 S)SU 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 aworkshop 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.

* Talkabout their experience to clubs, groups, and organizations on campus.
* Study aforeign 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

BAKERSFIELD
CHANNEL ISLANDS
CHICO
DOMINGUEZ HILLS
EAST BAY

FRESNO
FULLERTON
HUMBOLDT

LONG BEACH

LOS ANGELES
MARITIME ACADEMY
MONTEREY BAY
NORTHRIDGE
FOMONA
SACRAMENTO

SAN BERNARDINO
SAN DIEGOD

SAN FRANCISCO
SAN JOSE

SAN LUIS OBISFO
SAN MARCOS
SONOMA

STAMISLAUS

Appendix A - Executive Order 1081

THE CavLirorniA STate UNIVERSITY

OFFICE OF THE CHANCELLOR

December 6, 2012

MEMORANDUM

TO: CSU Presidents &I/
FROM: Charles B. Reed #‘ /5 .
Chancellor
SUBJECT: Study Abroad and Exchange Programs — Executive Order 1081

Attached 1s a copy of Executive Order 1081 relating to mternational study abroad
and exchange programs.

In accordance with policy of the California State University, the campus president
has the responsibility for implementing executive orders where applicable and for
maintaining the campus repository and index for all executive orders.

If you have questions regarding this executive order. please call Acadenuc Affairs
at (562) 951-4790.

CBR/gsb
Attachment

c: Executive Staff, Office of the Chancellor
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Executive Order 1081

THE CALIFORNIA STATE UNIVERSITY
Office of the Chancellor
401 Golden Shore
Loang Beach, California 90802-4210
(562) 951-4790

Executive Order: 1081

Effective Date: December 6, 2012
Supersedes: Executive Orders 603, 744, 745 998 and 1022
Title: Study Abroad and Exchange Programs

This executive order 15 1ssued pursuant to Sections 897035 (b). 89706, and 89707 of the
Education Code; Sections 40100, 40102, 41800.1, and 41912 of Title 5, Califormia Code of
Regulations and pursuant to the Board of Trustees Standing Orders, Section II (a) and (c).
The Califormia State University recogmzes the education-related benefits of international
study abroad and exchange programs. and the mtegral role they play in the mussion of the
mstitution. as well as the importance of minmmzing nisk, both to participants and the
umiversity.

L Purpose

This executive order establishes requirements for campuses to establish study abroad and/or
exchange programs as a part of their international activity i state and self-support endeavors.
International activities should be connected to the university mission. and this connection
should be understood and coordinated among all of the university’s stakeholders.
Intemational activities shall be overseen centrally on the campus to ensure that: (1) thereis a
clear benefit to the CSU: (11) they are a part of the umversity's overall nussion to educate the
citizens of California; and (111) all study abroad/exchange programs are bemng implemented
and monitored consistently.

II. Delegation of Authority

The president of each campus is delegated the responsibility for the development,
implementation, and oversight of mternational programs in accordance with existing C5U
policy. All international agreements must be signed by the campus president in accordance
with the following provisions. This authority may not be delegated.

III. International Student Exchanges (Education Code §89705 (b))
Campus presidents may initiate agreements with foreign institutions of higher education.

governmental agencies, or nonprofit corporations or asseciations m order to enhance the
education of CSU students and to enhance intemational goodwill and understanding through
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Executive Order 1081

the exchange of students. Campuses may also participate in student exchange agreements
entered into by a United States government agency or nonprofit organization with a similar
agency, corporation, or organization. All such agreements must go through the Chancellor’s
Office review and approval process set forth in Executive Order 1080 (International
Agreements).

A Campus presidents or their designees may waive nonresident tuition fees for foreign
students attending a campus of the CSU under such an agreement if the following
conditions are met:

1. The foreign institution, agency. corporation, or orgamzation 1s domiciled m
and orgamzed under laws of a foreign country.

2. Any student recerving a warver of tuition under such an agreement 1s a
citizen and resident of a foreign country and not a citizen of the United
States.

3. The agreement prowvides that comparable expenses are paid or waived by the
foreign entity entering into the agreement. Comparable expenses may be
provided in the form of matching tuition waivers at a foreign educational
institution, provision of services, or a combination thereof. Campus policy
should define equivalence between varying term or session lengths and the
period of time in which balance will be achieved. Comparable expenses
must be student instruction related and may not include faculty or staff visits
or accommodation or meals for umiversity employees.

4 The exchanges must balance over a documented penod of time not longer
than the term of the agreement. Campuses must maintamn documentation on
the balance of mncommng and outgoing students participating in the exchange.

B. Acceptable methods of paying fees other than nonresident tuition mclude the
following:

1. The foreign student pays the CSU campus, and the CSU student pays like
fees on the foreign campus.

2. The CSU student pays fees at the home campus. and the foreign student
pays like fees at the foreign campus.

3. Fees are paid from a non-state source.

C. As acondition of issuing to the incoming exchange student the documents necessary
for the student to obtain a visa (J-1). campuses shall obtain from all applicants their
agreement to obtain and maintain insurance coverage for health. medical evacuation.
and repatnation duning their period of enrollment 1n the CSU. Campuses shall inform
all applicants that adequate coverage will be required as a condition of registration
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and continued enrollment, and shall, at their option, require or “strongly encourage™
that any accompanving dependents procure health insurance that is comparable to
what 15 required for students. Campuses shall furnish applicants information on
where acceptable insurance may be obtained. Campuses shall ensure compliance with
this requurement at the time of registration by requining certificates of insurance or
other evidence of coverage.

IV. Study Abroad Programs

Study abroad is any CSU credit bearing campus program which 1is in whole or part conducted
outside the United States. 15 not a degree program and 15 normally one year or less in
duration. Study abroad programs are primarly intended for matriculated CSU students. The
followng policies and procedures apply to the development, administration, and conduct of
all campus based study abroad programs:

A Study abroad programs shall undergo a standard on-campus development process
which incorporates all appropriate admumistrative and academic reviews as defined by
the sponsoring CSU campus curricular process.

B. Study abroad programs shall present a coherent, thematic course of study which is
congruent to or adjunct with the campus curriculum and which relates to the overseas
site.

C. Campus presidents, or their designees, shall incorporate plans for the review,
evaluation, and improvement of the study abroad program as a regular feature and
condition of its operation.

D. Campus based study abroad programs may not duplicate the offerings of the CSU
Office of Intemational Programs.

E. Study abroad programs shall be conducted consistent with the provisions of other
related executive orders (such as those on air travel. risk management, special
$e551005).

F. All CSU study abroad programs (including when CSU students participate 1n an
exchange or in a third party program) must consider the health. safety and security of
students, staff. and faculty as a central feature of planning and operation and must:

1. Not operate 1n countries where there 1s a U S. State Department “Travel
Warning” unless an exception 1s granted by the chancellor.

2. Provide a training session for staff or faculty who will lead programs
abroad. This training should mnclude emergency response tramming.
commumnication from abroad, student conduct code, alcohol and drug policy,
and disciplinary procedures in addition to other country or program specific
information.
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3. Provide prospective students with information about the program. including
location, duration, academic program. and total cost.

4 Include a pre-departure orientation about the destination including health,
safety. security, specific legal exposure or political restrictions related to
their status 1n the country. CSU or campus policies and procedures for study
abroad. and financial mformation.

3. Require students to carry medical insurance including medical evacuation
and repatriation coverage that will be valid in the host country(ies).

6. Advise appropniate host country authorities of the program where
appropriate or required. including locations, duration. and academic
program.

G. Documentation:

1. All students are required to sign the CST hiability release and the campus
must maimntain signed copies on file.

2. Campuses nmmst maintain basic student information for participants
including name, contact information, program. emergency contact
mformation. msurance information. date of birth. student ID number and
major.

V. Study Abroad Through Non-CSU Program Providers

Presidents may enter into agreements with study abroad program providers including entities
not affiliated with the Califorma State University. A program provider 1s an orgamzation
that sponsors mstructional programs abroad that are open to students from colleges and
umiversities.

Federal financial aid regulations require that campuses make financial aid available to
otherwise eligible students who participate i study abroad programs when the program 1s
approved for academic credit. There must also be a written agreement with the foreign
school, or with another 175, school that contracts with the foreign school, or an agreement
with the study abroad organization (program provider) i place of the agreement between the
home school and the foreign school. These agreements must go through the Chancellor’s
Office review and approval process set forth in Executive Order 1080 (International
Agreements).

A Each C5U campus must have a written process for approving study abroad program
providers and for deciding whether to enter into an agreement with a program
provider. In approving program providers. and before entering into an agreement, the
campus shall consider:
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1. The academuc and curricular offerings of the program.

2. The student services available through the program provider.

[¥¥)

The health, safety, and security preparedness undertaken by the program
provider.

4 The cost to the student.
B. In the course of cooperating with a program provider, neither a CSU campus nor any
employee or agent of a CSU campus shall accept payments or benefits 1n exchange
for being an approved program or recommending the program to students. This

includes. but is not limited to the following:

1. Payment of conference or traming registration fees. transportation. or
lodging costs for an employee of the campus.

2 Fees for advertisements in official publications of the campus or
international office that are designed to explain the students” program
options.

3. Payment of site visit costs in conjunction with program famihanzation or
program oversight responsibilities.

4. Payments per number of students recruated.

Thus executive order may be augmented by gmdelines consistent with 1ts provisions by the

executive vice chancellor and chief academic officer or designes.

Charles B. Reed. Chancellor

Dated: December 6. 2012
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Executive Order No. 1022

THE CALIFORNIA STATE UNIVERSITY
Office of the Chancellor
401 Golden Shore
Long Beach, California S90802-4210

Executive Order No.: 1022

Effective Date: September 24, 2007
Supersedes: No Prior Executive Order
Title: Study Abroad Through Non-CSU Program Providers

This executive order is issued pursuant to Title 5, California Code of Regulations, Sections
40100 and 40102. The purpose of this Exccutive Order is to establish principles for CSU
campus interactions with non-CSU study abroad program providers for Califomnia State
University students.

Presidents of the campuses of the California State University, or their designees, may initiate
study abroad programs which suppon, enrich, and/or broaden existing curricular offerings in
accord with Executive Orders 744 or 745,

Presidents of the campuses of the California State University, or their designees, are
delegated the authority to enter into affiliation agreements with study abroad program
providers, which includes entities not affiliated with the California State University,

A “program provider” is an organization or university that sponsors instructional programs
abroad that are open to students from colleges and universities.

“Study abroad” means any credit bearing instructional program which is in whole or part
conducted at a site outside of the United States of America, is not a degree program, and is
nermally one academic year or less in duration,

Federal financial aid regulations require that campuses make financial aid available to
otherwise eligible students who participate in study abroad programs provided the program
is approved for academic credit, There must also be a written agreement with the foreign
school, or with another U.5. school that contracts with the foreign school, or a single written
arrangement with a study abroad organization (program provider) to represent an agreement
between the home school and the foreign school.

Each California State University campus should have a process for approving study abroad
program providers and whether to enter into an agreement with a program provider. In
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approving program providers, and before entering into an agreement, the campus should
consider:

a. The academic and curricular offerings of the program;
b. The student support services available through the program provider;
¢, The health, safety, and security preparedness underiaken by the program provider;
d. The cost to the student.

7. [In the course of cooperating with a program provider, neither a California State University
campus nor any employee or agent of any California State University campus shall accept
payments or other benefits in exchange for being an approved program. This includes, but is

not necessarily limited to, the following:

a. Payment of conference or training registration fees, transportation, or lodging costs for an
employee of the campus;

b. Fees for advertisements in official publications of the campus or international office that
are designed to explain the students program oplions;

¢. Payment of site visit costs in conjunction with program oversight or program
familiarization responsibilities,

8. This executive order may be augmented by guidelines consistent with its provisions by the
System Chiefl Academic Officer, or designee.

At

Charles B. Reed, Chancellor

Date: September 24, 2007
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Appendix C - FLP Safety and Security Document
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Appendix D - FERP and FLP
(Excerpt from FAQs)

FAQ s for the FERP Program*

*Mote that the FAQs provide answers to the FERP program outlined in the current CSU-CFA Agreement. These
FAQs are meant to answer your quastions in genaral. For more information about your situation, pleasa
contact University Personnel at 4-3737 to schedule an appointment.

-Tenured instructional faculty, librarians, and counselors who have
reached the age of 55 and have decided to retire, but have not yet done so, are eligible to apply
for FERP. The program is not available to Coaching faculty unit employees. Under the terms of the
current CSU-CFA Agreement, the FERP program is an entitlement program, as long as the relevant
procedures are followed and courses appropriate for the faculty member to teach are scheduled.

When must a faculty member decide whather or not to FERP? - A faculty member must
decide whether to FERP before retiring. If a faculty member retires without indicating the desire to
FERP, the privilege is lost.

We encourage a prospective retiree to consult with his/her Chair/Director, Library Dean, or
Counseling Services Director as early as possible. The FERP application must be completed no later
than the last day in February 20XX. The completed application should be submitted to the
Department Chair/Director. It will be routed to the College Dean, and University Personnel-Faculty
Affairs (UP-FA) for approval.

In addition to working with the University Personnel-Faculty Affairs (UP-FA), the faculty member
must also notify their Department Chair, their Benefits Representative in University Personnel, and
a CalPERS Representative. University Personnel may be reached at 408-924-2250 and CalPERS
may be reached at 1-B88-225-7377.

Following are two important CalPERS publications that may be helpful to you, "Retirement Planning
Checklist™: https://www.calpers.ca.gov/page/active-members/retirement-benefits/service-
disability- retirement/retirement-planning-checklist, & "Employment After Retirement
https://www.calpers.ca.gov/page/retirees/working-after-retirement

Another office you may contact is the Socdial Security Administration to discuss Medicare and other
benefits. You may reach them at 1-800-772-1213.

What is the duration of the FERP program? - Under the current CSU-CFA Agreement, faculty
members who entered into the FERP program may do so for up to five (5) academic years.

When can or must a faculty member begin FERP? - A faculty member can only commence
FERP after having been retired. A faculty member can only apply to FERP before retiring.

Participation in FERP must start at the beginning of an academic year. Faculty usually apply for
FERP in the month of February before retirement.

Examples:

« You retire on July 1. You must have applied for FERP and had your application
approved before July 1. Your FERP commences at the beginning of the Fall Semester,
regardless of whether you teach that Fall Semester or the following Spring Semester,
or both.

+ You retire on December 31. You must have applied for FERP and had your application
approved before December 31. Your FERP commences at the beginning of the_
following Fall Semester, regardless of whether you are teaching that Fall Semester or
the following Spring Semester, or both.

Last Updated: 2/2019 - formatting 1
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May a faculty member take a leave of absence while in the FERP ram and what is
the effect of such a leave? - A request for a leave of absence without pay will be considered
only for reasens of personal illness (that is, the FERP participant’s illness) and may extend up to a
maximum of one full year within any one fiscal or academic year of FERP eligibility. Under the
current CS5U-CFA Agreement, a FERP participant is entitled to a single such leave during the
entire period of FERP eligibility (note that Article 22 does not apply to FERP participants). Any
leave time taken, regardless of type or duration, will not extend the total period of FERP
eligibility.

For example, if a FERP faculty member takes a one year leave without pay, that faculty member
would then actively participate in FERP for only the total number of years minus one. The year of
leave may not be added to the end of the FERP period to extend the period of eligibility.

The University is committed to complying with both the Federal Family & Medical Leave Act
(FMLA) and with the California Family Rights Act (CFRA) and does so under the terms of the
Revised CSU Family Medical Leawves (FML) Pulicy (Technical Leller HR 99-035, daled 5-7-99).
Under the terms of this CSU policy, FERP faculty, like all other faculty, are eligible for FML for any
one of the following reasons:

1. To care for a child following the birth or placement with the employee for adoption or
foster care;

2. To care for the employee’s spouse, registered domestic partner, child, or parent (not
parent- in-law) who has a serious health condition,

3. The employee is unable to perform the essential functions of his/her job due to a serious
health condition.

4. Qualifying Military Exigency Leave (MEL) arising out of the fact that the employee’s
spouse, registered domestic partner, son, daughter, or parent is on active military duty in
the National Guard or Reserve, or has been called to active duty in the National Guard or
Reserve in a "contingency” military operation.

5. Service Member Care Leave (SMCL) for a covered service member with a serious injury or

illness, if the employee is the spouse, registered domestic partner, son, daughter, parent,
or next of kin of the service member.

For numbers 1-4 above, the maximum leave without pay during any year under the FML policy is
12 weeks in a rolling 12-month period beginning with the date that FML commences. For number
5 abowve, the maximum leave without pay during any year under the FML policy is 26 weeks in a
rolling 1.2-month period beginning with the date that FML commences.

FERP participants are also entitled to both carry-overs up to 48 hours of sick leave into their FERP
pericd and to accumulate new sick leave while in FERP.

The combined effect of these two leave policies is that

1. no requests for leaves without pay will be accepted unless they are either for reasons of
personal illness or for other purposes covered under the FMLA policy;

2. under the current CSU-CFA Agreement, only one leave of absence without pay will be
granted during the entire FERP period and that leave may be for up to one academic year,
but must be for reasons of personal illness only;

3. if a faculty member takes a leave without pay under (2], the first twelve weeks also
satisfies the obligation under the FML policy in (3) for that year (12 month period);

4. If one takes FML-qualifying sick leave with pay, that time also satisfies a portion of the
twelve-week obligation under the FML policy for that year (12-month period).
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May I earn additional compensation through IES, or any other General Fund source
while in FERP? - Mo. According to 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, "CSU employment in summer/special session/extension is not
available to participants who are employed at 50% 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.

FERP'-' - SEE Ierter of Clcmber 2I2I EDD'EF pnsted on
httn Jlwww.sisu. edu,-'un..-’r:loﬁfFERP additional employment. pdf

How much work may a faculty member do as a FERP participant? - A faculty member may
choose to FERP for up 50% of hisfher regular time base in the last fiscal year of employment

preceding retirement, but no more, in any given fiscal year. For example, if the faculty member
had a full-time appointment prior to retirement and entrance into FERP, s/he could either work
for each of the Fall & Spring semesters or 1.00 for aithar the Fall or Spring semestar.

What is the effect on my FERP eligibility of being on leave during the last full year

preceding my retirement? - Leave of absence without pay in the fiscal year prior to retirement
affects how much FERP faculty may work during FERP.

Example:
+ 50% leave without pay in AY 2016-17
+ Retired with CalPERS 8/19/17
« FERP beginning AY 2017-18 is limited to a 25% assignment (half of assignment in
fiscal year before retirement)
s FERP schedule could be 0.25 FTE AY or 0.50 FTE for one semester

Time Basal .ﬁ. pre retirement redur:tmn in time I:uase Eﬁ:EEE a p-ermanent reductmn ina
faculty member's "regular time base,” and therefore establishes a less than full-time basis upon
which the University must calculate the 50% work load allowed during the FERP eligibility period
is calculated.

Employment under FERP is at the same rank and salar'y' rate as the pamcmant had in the
academic or fiscal year immediately prior to retirement, with the total academic year salary pro-
rated by the time base during FERP. At the same time, a faculty member collects full retirement
payments. Retirement deductions are no longer taken from the monthly FERP paycheck.

What if. in the vear before I retire. I have a 12-month appointment? - For teaching

faculty, the FERP program is based upon academic year employment. Teaching faculty who hold
a 12- month appointment must be converted to an AY appointment at the time of entry into
FERP.
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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:______________ ). 1 recognize
that by signing this agreement | acknowledge my commitment to participate in the Faculty Led
Program, for which | have been accepted. I accept my admission to the program and promise to
abide by the following statement of responsibilities:

1. University Policies. | 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. | 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, | 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; |
will not possess, consume, furnish, or distribute any alcoholic beverages. | 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. | 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. | will abide by the laws and customs of my host country, community,
institution and program. | know that I must be sensitive to the social mores of the host culture. |
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 | may interact with as part of my
program’s curriculum; respecting property of individuals, businesses, and institutions in the host
country; etc. 1agree to act respectfully, as | 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 | 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, |
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 | 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 | travel independently and arrive after the start of the program, | am responsible for all academic
consequences such as lost class time and assignments. | must confirm departure and arrival times
and locations with my program leader. If I incur a delayed arrival, | 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. | will not travel outside of the host country
during the duration of the program. The University is not responsible for any injury or loss | may
suffer when I am traveling independently or am otherwise separated from any
University-sponsored activities. If | become separated from the program group, for any reason, |
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. | will be responsible for my own health maintenance. In the event of serious illness,
accident or emergency, | will inform an appropriate program official so that assistance may be
secured and so that my designated emergency contact may be notified. | agree to disclose my
pre-existing mental and/or physical health conditions in entirety on my Medical Form. | understand
that a situation arising from such a condition that | 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, |
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 |
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 | withdraw from the program
after submitting this Statement of Responsibility | will automatically forfeit this non-refundable
deposit. I am aware that | will also be responsible for additional program related costs made on my
behalf, contingent upon the date on which | formally withdraw from the program; as further
outlined in section 9 of this document. | understand that mySJSU account must be current at the
time the payment is due in order to participate in a faculty led program. | 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 | withdraw from the program after accepting admission | 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. |
acknowledge that if | withdraw from this program, my non-refundable deposit will not be
transferable to a different program.

If | 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, | 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 | have received Financial Aid or grant or scholarship funding provided by San José State
University for a program from which | withdraw, upon my withdrawal that aid will be reversed and |
will be responsible for the entire balance of the program.

If | 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 | 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  am put on probation or removed from the University after acceptance, it is my
responsibility to withdraw from my program.

10. Credit. | will comply with SJSU's academic policies and procedures. | will maintain enrollment
for the duration of the program in the specified faculty led program courses.

If | withdraw, depart or am removed from a program before its formal completion, | may be
ineligible for academic credit. Should I receive permission to return home early, | 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 S)SU
Registrar.

11. Waiver. In the case of an emergency in which | 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, | , authorize the
Department of State to release all records about me to San José State University and its
representatives making this request. | 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. | will be responsible for reading and understanding these additional rules and I agree to
abide by them while participating in the program.

14. Communication. | 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. | 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. | 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 | have had an opportunity to ask any questions | have
about it, that | have read and understand it, that | 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 | may suffer because of my participation in this Activity, including travel to, from and during
the Activity.

I am voluntarily participating in this Activity. | 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. | 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, | 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, |
agree to reimburse the University. If | need medical treatment, | agree to be financially responsible
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for any costs incurred as a result of such treatment. | am aware and understand that | should carry
my own health insurance.

I am 18 years or older. | 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. | 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 | 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. | 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. | allow
Participant to participate in this Activity. | understand that | am responsible for the obligations and
acts of Participant as described in this document. | agree to be bound by the terms of this
document.

I have read this document, and | 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

515U Faculty Led International Program
Budget Worksheet 2016

Program Name

Dates Abroad

Number of Days Abroad
Faculty Leader(s)

Minirmum Enrcliment 1z
Credit Units 3
Tuition per credit 5250
Salary

Faculty salary (based on 2322 schedule

OASDI (7.65% of the salary) -

Total Faculty Salary and Benefits 3 -

Tuition & Administrative Fee Per Student Total
Tuition Fee 750.00 9,000.00
Administrative Fee / per student 200.00 2,400.00

Total Tuition & Administrative Fee 3 11,400.00

Program Fee *

Student Expenses Per Partcipant Total
Lodging -
Meals -
Excursions =
Health Insurance 50.00 600.00

Subtotal, Student Expenses S 5000 | 5 600.00 -

Other Student Expenses [please list]
<<Add expense description=> -
<<Add expense description>> -
=<Add expense description>: -
<<Add expense description>=> -

Subtotal, Other Expenses 5 - 5 -

Faculty Expenses
Housing =
Meals -
Airfare -
Health Insurance 75.00 75.00

Other Faculty Expenses [please list]
<<Add expense description>> -
=<Add expense description>> -
=<Add expense description> -
<<Add expense description>> -

Subtotal, Faculty Expenses 5 7500 | 5 75.00

Prior Year Surplus {Optional}

Total Program Fee 5 675.00 -
S15U Tuition Fees 75000
Program Administrative Fee 200.00
FLP Program Expense Fees 5625
Total Program Cost § Student 1,006.25

*Note: Program Fee includes all lodging, meals, and other expenses that are billed by
host institutions.

FLP Budget Form Summer [3)] f Summer 1 L7217 324 PM
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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 MyS]JSU. 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:

e Online through MyS]SU. See instruction (PDF)

e 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).

e 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
One Washington 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 of MONTH, 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 | - 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 our website on DATE.

Please feel free to contact us if you have any questions.
Best Regards,

Study Abroad and Away
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Appendix ] - 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:

Log back into your account: https://goabroad.sjsu.edu/

Click on the program link in the Applications box to access your application.

Click on the FLP Commitment to Participate Form link in the Materials Submission box.
Read the instruction for completing the form.

Click on the link to download the Commitment to Participate Form.

Fill out the required sections,

Print the form and sign.

Upload the completed and signed form into the Attached Document box.

N Ok WN -~

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
S SU ‘ GLOBAL EDUCATION
AND INITIATIVES

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 . 1am aware that
the official program dates are to .lunderstand that l 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, | 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 | understand that San José State University is in no way liable or
responsible for me while | am traveling outside the official program dates. With this knowledge
and information, | agree to participate in the program and | 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 | 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:

105
FLP Program Leader Handbook, June 2022

Study Abroad and Away, San José¢ State University back to Table of Contents




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. Areyou 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.

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.

(98]

1* 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
e No
® Notsure

2" 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, | hereby authorize the official representative of SJSU’s
program to secure whatever medical treatment necessary, including anesthesia and surgery. |
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, | 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 Il: 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 I1I: Certification
| certify that all responses made on this Program Leader Health Form are true and accurate, and |

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

SJ SU GLOBAL EDUCATION

AND INITIATIVES
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 DeptlID), 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 S)SU 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

o W=8BEN Certificate of Foreign Status of Beneficial Owner for United
States Tax Withholding and Reporting (Individuals)

e * For use by individuals. Entities must use Form W-BBEN-E. ENNE IS 15aR- 1A
o ol the T PIWH_&ML’.FMW-B!BIMI&S_W instruections is al wwwins, goviformwBben.

H’W’hmﬂw gl * Give this form Lo the withholding agent or payer. Do not send to the IRS.

Do MOT use this form if: Instead, use Form:
= ¥You are NOT an individual . . . re ap gom sp W B Lo o Mm@ moew sp i s WEOERCREE
= You are a U_S. citizen or other U.S. person, including a resident alien individual . . " R T, |
= You are a bensficial owner claiming that incoms is effﬂcﬁruety connected with the conduct of trade or business within the LS.

[other than personal services) . . - e - . . W-BECIH
= ou are a bensficial ownar who is receiving compensation for personal services parformed in the United States .~ . . . . . B233 orW-4
= Apsrsonactingasenintermediary . . . . . . L L L L L L L o oo i e e e e e e e e e e e Wy
Identification of Beneficial Owner (see instructions)

Mame of individual who is the bensficial owner 2 Country of citizenship
3 Permanent residence address (strest, apt. or suite mo., or rural route). Do not use a P.O. box or in-care-of address.
City or town, state or province. Include postal code where appropriate. Couniry
4 Mailing address (if different from above)
City or town. state or province. Include postal code where appropriate. Country
5 U.S. taxpayer identification number (S5 or ITIN). if required (see instructions) & Forsign tax identifying number {see instructions)
T Refarence numberis) (see instructions) 8 Date of birth (MM-DD-YYY"Y] (see instructions)

m Claim of Tax Treaty Benefits (for chapter 3 purposes only) (see instructions)
| cartify that the beneficial owsaremdarlto‘f mhmﬂmmanmg of the income tax treaty
between the United States and that country.
10 Special rates and conditions (if applicable —see instructions): The bensficial owner is claiming the provisions of Article

of the treaty identified on line @ above to claim a % rate of withholding on (specify type of income):

Explain the reasons the beneficial owner meets tha terms of the 1!55:;- articls:

Certification

Undier penalties ol perjury, | declars hal | have examinsd the information on i larm and Lo the best of my knowlsdge and baliel it is trus, correct, and complete. | further
eertify under penaflies of perjury that:

. I am the indhadual thal i the beneficial owner for &m authorized to Sign Tor the individual that is the beneboial owner) of all the mcome 1o whach this form redales or
am using this form ko document mysel o= an individual that is an owner or aceount holder of a forsign financial instibution,

*  The parsan ramed on ling 1 of this farm is nat a U.S. parsen,

»  Theincome to which this form relates is:
&) Nt affectivaly connected with the conduct of & trade or business in the United States,
(b} effectively connectad but is not subject 1o tax under an applicable inceemes tax freaty, or
€] the pariner's share of a pastnership's effectively cornected ncome,

= The persan named on line 1 af this Tarm is a resident of the treaty cauntry listed oa ine 3 of the Torm ([ any) within the meaning of the income tax freaty betwesn
the United States and that country, and

. For broker transaciions or barter exchanpes, Bie beneficial owner is an exempl forsipn person as defined in the instructions.
Fusthermare, | authorize this Bormn bo be provided to any withholding agent that has control, recsipl, or custody of the ncome of which | am the benefcial owner or

arry withihalding agent Bal can disburse or mahe payrrents of the neome af which | am the benefieial awner. L agree that | will submit a new form within 30 days
il any certification made on this form becomes incorrest.

Sign Here }
Sigrature of beneficial owner (or individual authorized to sign lor benebcial cwrer - Dade (MM-DD-YYYY)
Print rarne af signer Capacity in which acting [if farm is not signed by beneficial owner)
For Paperwork Reduction Act Notice, see separate instructions. Cal_No. 250477 Feern W-BBEN [Rev. 2-2014)
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Appendix Q: W-8BEN-E Tax Form for Entities

UPDATED INFORMATION FOR USERS OF FORM W-8BEN-E - -
USE OF FORM W-8BEN (REVISION DATE FEBRUARY 2006)
BEFORE JANUARY 1, 2015

The Form W-8BEN-E reflects changes made by the Foreign Account Tax Compliance Act
(FATCA) and is for use by beneficial owners that are entities. Entities also may use the
Form W-8BEN (revision date February 2006) through December 31, 2014.

For purposes of chapter 3 of the Internal Revenue Code, a Form W-8BEN (revision date
February 2006) provided to a withholding agent by an entity before January 1, 2015 will
remain valid until the form’s validity expires under Treasury Regulations section 1.1441-1(g)

(4)(i).

For purposes of chapter 4 of the Internal Revenue Code, a Form W-8BEN (revision date
February 2006) provided to a withholding agent by an entity before January 1, 2015 is and
will remain valid to the extent permitted in Treasury Regulations section 1.1471-3(d)(1)
(describing the allowance for use of a “pre-FATCA Form W-87). See also Treasury
Regulations section 1.1471-2T(a)(4)(ii) (describing a transitional exception to withholding for
certain payments made with respect to a preexisting obligation).

A withholding agent may request that you provide a Form W-8BEN (revision date February
2006) before January 1, 2015. The Form W-8BEN (revision date February 2006) can be
found on irs.gov in the Forms and Publications section, under the “Prior Year Forms™ tab, by
searching the cumulative list of forms posted there for the term “Form W-8". It does not
reflect the changes made by FATCA.
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Certificate of Status of Beneficial Owner for
United States Tax Withholding and Reporting (Entities)

I-mewem Individusls musi use Form W-SBEN. ® Section refersnces are 1o the Infernal Reverue Code.
¥ Information aboul Form W-BBEN-E and its separale instructions is at www.ivs. goviformiwBbens.
* Give this form Lo the withholding agent or payer. Do not send to the IRS.

rer W-BBEN-E

{Februsry 2014)

Department of the Treasury
Intesrial Revanue Service

Do NOT use this form for:

= LS. entity or UL.5. citizen or resident

= A foreign individual ;

= A foreign individual or entity ntalrnlng that income is affectwah- connected with the conduct of frade or business within the ULS.
[unless claiming treaty bensfits). . T . A o i

= A foreign partnership, a foreign simple trust, or a foreign grantor trust {unless claiming treaty benefits) (s=e instructions for exceptions)

OB No. 15451621

Instead use Form:
: . W3
W-8BEN (Individual)

. W-BECI
- W-BIMY

= & foreign government, international organization, foreign central bank of isswe, foreign tax-exempt organization, foreign private
foundation, or government of a U5, possession claiming that income is connected LS. income or that is claiming

the applicability of sectionis) 115(2), 501(c), 832, 885, ar 1443(b) unless claiming treaty benafits) (ses instructions) W-8ECI or W-8EXP

claim? If "¥es" complota Part HIL

= Any person acting as an intermediary . . . W-BIMY
Identification of Bene'ﬁclal Ovma:r
1 Mame of organization that is the beneficial owner 2 Country of incorporation or organization
3 Meme of disregarded entity receiving the payment (if applicable)
4  Chapter 3 Status (entity type} (Must check one box only): || Corporation || Disregarded entity " | Partnership
M| Simple trust | Grantor trust | Complex trust | Estate _| Govemment
J Geantral Bank of Issue __' Tax-exempt organization _; Private foundation

K you entered disregarded entity, parinership, simple trust, or grantor trust sbowve, is the entity a hybrid making a treaty

| e [ 1Mo

certification below for the entity's applicable states).

| Wonparticipating FF {including a limited FFI or an FFI related to a
Reporting |GA FF other than a registered deemed-compliant FFI
or participating FFI).

"] Participating FF.

|| Reporting Model 1 FFI.

| Reporting Modsd 2 FFIL.

O Registered deemed-compliant FF {other than a reporting Model 1
FFl or sponsored FFI that has not obiained a GIIN).

| Sponsorad FFI that has not obtained a GIN. Complete Part IV,

| Gertified deemed-compliant nonregistering local bank. Complete
Part V.

[ Gertified deemed-compliant FFl with only low-value accounts.
Complete Part VI

| Gartified deemed-compliant sponsored, closely held investment
vehicle. Complete Part VII.

] Certified desmead-compliant limited life debt investment entity.
Complete Part VIl

_i Cestified deemed-compliant investment advisors and investment
managers. Complste Part DL

.| Owner-documented FFI. Complete Part X.

["] Restricted distributor. Complete Part X1

§  Chapter 4 Status (FATCA states) (Must check one box only unless otherwise indicated). (See instructions for detsils and completa the

__| Monreporting 1GA FFI (including an FFI traated as a registerad
desmed-compliant FFl under an applicable Model 2 1GA).
Complete Part XII.

O Foreign government, government of a U.S. possession, or foreign
central bank of issue. Complate Part X1l

__| International organization. Complate Part XIV.

__| Exempt retirament plans. Complete Part XV.

__| Entity wholly owned by exempt beneficial owners. Complets Part XV

M| Territory financial institution. Complete Part XVII.

|| Nonfinancial group entity. Complete Part XWIL

__| Exceptad nonfinancial start-up company. Complete Part X[

__| Excapted nonfinancial entity in liquidation or bankruptcy.
Complete Part XX

__| 501{c) organization. Complate Part XX1.

|| Monprofit arganization. Complate Part XX,

1 Publicly traded NFFE or NFFE affiliate of a publicly traded
corporation. Complete Part XX

| Exceptad territory NFFE. Compiste Part XXV

| Active MFFE. Complete Part 30V,

__| Passive NFFE. Complate Part X0\,

| Excepted inter-affiiate FFl. Complete Part 3001

||l Direct reporting NFFE.

_| Sponsored direct raporiing NFFE. Complate Part 00V

&  Permanent residence address (street, apt. or suite no., or rural route). Do not use a P.O. box or in-care-of address {other than & registersd address).

City or town, state or province. Include postal cods where appropriate. Country
T Mailing address (if different from above)
City or town, state or province. Include postal code where appropriate. Country

8 LS. taxpayer identification number (TIN), # required | @a || GHIN

b |_|Foreign TIN 10 Reference numbers) (ses instructions)

Note. Please complete remainder of the form including signing the form in Part XXIX.

For Paperwork Reduction Act Notice, see separate instructions.
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Farm W-8BEN-E [2-2014) Page 2

Disregarded Entity or Branch Receiving Payment. (Complete only if disregarded entity or branch of an
FFl in a country other than the FFI's country of residence.)

1 Chapter 4 Status (FATCA status) of disregarded entity or branch receiving payment

| Limited Branch. | Reparting Modsl 1 FFI. L] u.5. Branch.
(] Participating FFL. ["] Reparting Model 2 FFL.

12  Address of disregarded entity or branch (street, apt. or suite no.. or rural route). Do not use a P.O. box or in-care-of address [other than a
registered address).

City or town, state or province. Include postal code where appropriate.

Country

13 GIN {if any)
Claim of Tax Treaty Benefits (if applicable). [For chapter 3 purposes only)
14 | certify that {check all that apphy:
a |_| The bensficial owner is a resident of within the meaning of the income tax
treaty betwsen the United States and that country.
b _!- The bensficial owner derives the item [or items) of income for which the treaty benefits are claimed, and, if applicable, mests the
requiremeanis of the treaty provision dealing with limitation on bensefits (see instructions).
e | The beneficial owner i= claiming treaty benefits for dividends received from a forsign cosporation or interest from a U.S. trade or business
of a foreign conporation and mests gualified resident status (see instructions).
15 Special rates and conditions (if applicable — see instructions): The beneficial owner is claiming the provisions of Aricle
of the treaty identified on line 14a above to claim a % rate of withholding on (specify type of incoms): _

Explain the reasons the beneficial owner meets the terms of the treaty article:

onsored FFl That Has Not Obtained a GIIN
16  MName of sponsoring entity:
17  Check whichever box applies.
| | certify that the entity identified in Part I:
= |5 an FFl solely becauss it is an investment entity;
= |z not a CH, WP, or WT; and
= Has agreed with the entity identified above (that is not & monparticipating FFI) to act s the sponsoring entity for this entity.
O cartify that the entity identified in Part I:
= |5 a controlled foreign corporation as defined in section 957(a);
= |z not a O, WP, or WT;
= |3 wholly owned, directly or indirectly, by the LS. financial institution identified above that agrees to act as the sponsoring entity for this
entity; and
= Shares 8 common slectronic account system with the sponsosing entity (identified above) that enables the sponsoring entity to identify all
account holders and payees of the entity and to socess all account and customer information maintained by the entity incleding, but not
limited to, customer identification information, cwstomer documentation, account balance, and ell payments made to account holdars or
payees.
Certified Deemed-Compliant Nonregistering Local Bank
18 [ | certify that the FFI identified in Part |
= Operates and is licensed solely 85 a bank or credit union {or similar cooperative credit organization operated without profit) in its country of
incorporation or organization;
= Engapges primarily in the business of receiving deposits from and making loans to, with respect to a bank, retail customers unrelated to such
bank and, with respect to a credit union or similar cooperative credit organization, members, provided that no member has a greater than five
percant interest in such credit union or cooperative credit organization;

= Dioes not solicit eccount holders outside its country of organization;

= Has no fixed place of business outside such couniry (for this purpose, a fized place of business does not include a location that is not
advertised to the public and from which the FFl performs solsly administrative support functions);

= Has no more than 5175 million in assets on its balance sheet and, if it is 8 member of an expanded affiliated group, the group has no maore
than 5500 million in total esssts on its consolidated or combined balance sheets: and

= Dopes not have any member of its expanded affiiated group that is a foreign financial institution, other than a foreign financial institution that
is incorporated or organized in the same country as the FFl identified in Part | and that meets the requirements st forth in this Part V.

Form W-8BEN-E z-2014
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Ferrn W-BBEN-E (2-2014) Page 3
Certified Deemed-Compliant FFI with Only Low-Value Accounts
18 |_| 1 certify that the FF1 identified in Part I;
= |z not engaged primarily in the business of investing, reinvesting, or trading in secwrities, partnership interests, commedities, notional
principal contracts, imsurance or annuity contracts, or any interest {including & futures or forwerd contract or option) in such security,
partnership interest, commodity, notional principal contract, insurance contract or annuity contract;

= Mo financial account maintained by the FFl or any member of its expanded affilisted growp, if any, has a balance or value in excess of
$50.000 {as determined after applying applicable account aggregation rules); and
= Meither the FFI nor the entire expanded affiliated growp, if any, of the FFl, have more than $50 million in assets on its consolidated or
combined balance shest as of the end of its most recent accounting year.
WUALY Certified Deemed-Compliant Sponsored, Closely Held Investment Vehicle
20 Mame of sponsoring entity:
21 I certify that the entity identified in Part I-
= |5 an FFl solely because it is an investiment entity described in §1.1471-5(g)d);
= lsnota QL WP, or WT,
= Has a coniractual relationship with the above ideniified sponsoring entity that agrees to fulfill all due diligence, withholding, and reporting
responsibilities of a participating FFl on behalf of this entity; and
= Twenty or fewer individuals own all of the debt and equity interests in the entity (disregarding debt interests owned by U.S. financial
institutions, participating FFls, registered deemed-compliant FFis, and certified deemed-compliant FFls and equity interests owned by an
entity if that entity owns 100 percent of the equity interests in the FFl and is itself a sponsored FFI).

Certified Deemed-Compliant Limited Life Debt Investment Entity

22 Ll 1 certify that the entity identifiad in Part I:
= Was in existence as of January 17, 2013;
= |ssued all classes of its debt or equity interests to investors on or before January 17, 2013, pursuant to a trust indenture or similar agreement; and
= |z certified desmed-compliant because it satisfies the requirements o be treated as a limited life debt investment entity (such as the
restrictions with respect to its assets and other requirements under § 1.1471-S{{{2)([v))
Certified Deemed-Compliant Investment Advisors and Investment Managers
23 || | certify that the entity identified in Part I
= |5 a financial institution solely because it is an invesiment entity described in §1.1471-5(){d)i(4);: and
= Doas not maintain financial accounts.
Part X Owner-Documented FFI
Note. This status only applies if the U.5. financial institution or participating FFI to which this form is given has agreed that it will treat the FFl as an
owner-documented FFI (ses instructions for sligibility reqguirements). In addition, the FFl must make the cartifications below.
24a [] {All owner-documented FFIs check here) | cartify that the FFI identified in Part k:
= Does not act as an intermediany;
= Dwoes not accept deposits in the ordinary course of a banking or similar business;
= Dwoes not hold, as a substantial portion of its business, financial assets for the accouwnt of others;

= |5 not an insurance company {or the holding company of an insurance company) that issues or is obligated to make payments with respect to
a financial account;

= |z not owned by or in an expanded affilisted group with an entity that accepts deposits in the ordinary course of a banking or similar
businesz, holds, as a substantial portion of its business, financial assets for the account of others, or is an insurance company {or the holding
company of an inswrance company) that isswes or is obligated to maka payments with respect to & financial account; and

= [waes not maintain a financial account for any nonparticipating FFL
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Form W-8BEMN-E (2-2014) Page 4

Owner-Documented FFl {continued)

Check box 24b or 24c, whichever applies.

b [_] 1 certify that the FFI identified in Part I:
= Has provided, or will provide, an FFl ewner reporting statement that contains:

= The name, address, TIN (if any), chapter 4 status, and type of documentation provided (if reguired) of every individual and specified U.S.
person that owns a direct or indirect equity interest in the owner-documented FFI {looking through all entities other than specified U.S.
persans);
* The name, address, TIM (if any), chapter 4 status, and type of documentation provided (if reguired) of every individual and specified U.S.
person that owns a debt interest in the owner-documented FFI {including any indirect debt interest, which includes debt interests in any
antity that directly or Indirectly owns the payea or any direct or Indirect equity Interest in a debt holder of the payes) that constitutes a

financial account in excess of $50,000 (disregarding all such debt interests owned by participating FFls, registered deemed-compliant FFls,
cartified deemed-compliant FFls, excepted NFFEs, axempt beneficlal owners, or U.S. persons other than specified U.S. persons); and

= Any additional information the withholding agent requests in order to fulfill its obligations with respect to the entity.

e 11 certify that the FFI identified in Part | has provided, or will provide, an auditor's letter, signed within four years of the date of payment,
from an Indepandant accounting firm or legal representative with a location in the Unitad States stating that the firm or representativa has
reviewed the FFI's documentation with respect to all of its owners and debt holders Identified in §1.1471-3(d)8)(vI(A)2), and that the FFI
meats all the requirements to be an owner-documented FFl. The FFl identified in Part | has also provided, or will provide, an FFl owner
reparting statemant of its owners that are specified U.S. parsons and Formis) W-9, with applicable waivers.

Check box 244 if applicable.

d [ certify that the entity identified in line 1 is a trust that does not have any contingent beneficiaries or designated classes with unidentified
baneficiaries.

Restricted Distributor
25a || (Al restricted distributors check here) | cartify that the entity identified in Part |2

+ Operates as a distributor with respect to debt or equity interests of the restrictad fund with respect to which this form is fumnished;
* Provides Investment sarvices to at least 30 customers unrelated to each other and less than half of its customers are related to each other;
# |z requirad to perform AML due diligence procedures under the antl-money laundering laws of its country of arganization (which s an FATF=-
compliant jurisdiction);
& Operates solely in its country of incorporation or organization, has no fixed place of business outside of that country, and has the same
country of incarporation or organization as all members of its affiliated group, if any;
* Does not solicit customers outside its country of incorporation or organization;
* Has no more than $175 millien in total assets under management and no mare than £7 millien in gress revenue on its income statement for
the most recent accounting year,

* |s not a member of an expanded affillated group that has more than $500 milllon in total assets under management or more than $20 milllen
In gross revenue for its most ecent accounting year on a combined or consolidated income statement; and

+ Does not distribute any debt or sacurities of the restricted fund to specified U.S. persons, passive NFFEs with one or more substantial U.5.
owners, or nonparticipating FFls.
Check box 25b or 25¢, whichever applies.

| further certify that with respect to all zales of debt or equity interests in the restricted fund with respect to which this form ks furnished that are macde
after December 31, 2011, the entity identified in Part I

b || Has been bound by a distribution agreement that contained a general prohibition on the sale of debt or securities to U.S. entities and U.S.
resident individuals and is currently bound by a distribution agreement that contains a prohibition of the sale of debt or securities to any
specified U.S. person, passive NFFE with one or more substantial U.S. owners, or nonparticipating FFI.

e [lis currently bound by a distribution agreement that contains a prohibition on the sale of debt or securities to any specified U.S. person,
passive NFFE with one or more substantial U.S. owners, or nonparticipating FFI and, for all sales made prior to the time that such a
rastriction was included in its distribution agresment, has reviewed all accounts related to such sales in accordance with the procedures
Identified in §1.1471-4{c) applicable to preexisting accounts and has redeemed or retired any, or caused the resticted fund to transfer the
sacurities to a distributor that is a participating FFI or reporting Model 1 FF| securities which were sold to specified U_S. parsons, passive
MFFEs with one or more substantial U.S. owners, or nonparticipating FFls.

Part Xl Nonreporting IGA FFI
26 Ch certify that the entity identified in Part I

+ Maeats the reguirements to be considered a nonreporting financial institution pursuant to an applicable IGA batwaen the United States and

*|s treated as a under the provisions of the applicabla IGA (see instructions); and
« If you are an FFI treated as a registerad deemed-compliant FF| under an applicable Model 2 IGA, provide your GlIN:
Form W-B8BEN-E (z-z014)
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Form W-B8BEN-E (2-2014) Page 5
Foreign Government, Government of a U.S. Possession, or Foreign Central Bank of Issue
7 Ch certify that the entity identified in Part | is the beneficial owner of the payment and is not engaged in commerclal financial activities of a
type engaged in by an insurance company, custodial institution, or depasitery institution with respect te the payments, accounts, or
obligations for which this form Is submitted (except as parmitted in §1.1471-6(h)2)).
International Organization
Check box 28a or 28b, whichever applies.
28a [ cartify that the entity identified in Part | is an intemational organization described in section 7701(a)(18).
b ||l eertify that the entity identified in Part I:
* |3 comprized primarily of forelgn governments;

+ |3 recognized as an intergovernmental or supranational organization under a forelgn law similar to the International Organizations Immunities
Act;

* The benafit of the antity's iIncome does naot inure 1o any private parson;
= |= tha beneficial owner of the payment and Is not engaged in commereial financial activities of a type engaged in by an insurance company,
custodial institution, or depository institution with respect to the payments, accounts, or obligations for which this form is submitted (except as
permitted in §1.1471-8{h)(2)).
:uPA'l Exempt Retirement Plans
Check box 29a, b, ¢, d, e, or {, whichever applies.
29a ||l certify that the entity identified in Part I:
+ |5 established in a country with which the United States has an income tax treaty in force (see Part |11 if claiming treaty benefits);
* |z operated principally to adminkster or provide pension or retirement benefits; and
= |5 entitled to treaty benefits on income that the fund derves frem U.S. sources {or would be entitled to benefits if it derived any such income)
a3 a resident of the other country which satisfies any applicable limitation on benefits requirement.
b 11 cenify that the entity identified in Part I:
* |z arganized for the provision of retirement, disability, or death benefits (or any combination therecf) to beneficiaries that are former
employess of one or more employers in consideration for sarvices rendered;
= Mo single beneficlary has a right to more than 5% of the FFI's assets;
* |2 subject to government regulation and provides annual infermation reporting about its beneficiaries to the relevant tax authorities in the
country in which the fund is established or operated; and
= |5 genarally exempt from tax on investment income under the laws of the country in which it is established or operates due to its status as
a retirement or pension plan;

* Racelves at least 50% of its total contributions from sponsoring emplovers (disregarding transfers of assets from other plans described in
this part, retiement and penslon accounts described in an applicable Model 1 or Model 2 I1GA, other retiremant funds described In an
applicable Model 1 or Model 2 1GA, or accounts described in §1.1471=-5(b)2H(AN:

= Either does not permit or penalizes distributions or withdrawals made before the oceurrence of specifled events related to retirernant,
dizability, or death (except rollover distributions to accounts described in §1.1471-5(bl2)(l)(4) (referring to retirement and pension accounts),
to retirement and pension accounts described in an applicable Model 1 or Model 2 IGA, or to other retirement funds described in this part or
im an applicable Modsl 1 or Model 2 IGA); or

+ Limits contributions by employees to the fund by reference to eamed income of the employee or may not exceed $50.000 annually.

¢ [h certify that the entity identified in Part |-
* |z arganized for the provision of retirement, disability, or death benefits (or any combination therecf) to beneficiaries that are former
employees of one or more amployers in consideration for sarvices rendered;
= Has fewer than 50 participants;
+ s sponsored by one or more employers each of which is not an investment entity or passive NFFE;
+ Employes and employer contributions to the fund (disregarding transfers of assats from other plans described in this part, retirement and
pansion accounts described in an applicable Model 1 or Model 2 IGA, or accounts described in §1.1471-5(b){2)(I){4)) are limitad by refarence to
earned Income and compensation of the employee, respectively;
* Participants that are not residents of the country in which the fund is established or operated are not entitled to more than 20 percent of the
fund's assets; and
# |z subject to govemment regulation and provides annual Information reporting about its beneficlaries to the relevant tax authorities in the
country in which the fund is established or operates.

d [h certify that the entity identified in Part | iz formed pursuant to a pension plan that would meet the requirements of section 401(a), other
than the requirement that the plan be funded by a trust created or organized in the United Stataes.

e [ certify that the entity identified in Part | is established exclusively to earm income for the benefit of one or more retirement funds

described In this part or In an applicable Model 1 or Model 2 IGA, accounts described In §1.1471-5EN2) A (referrng to retirement and
pension accounts), o retiramant and pension accounts described in an applicable Model 1 or Model 2 IGA.
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Ferrn W-B8BEM-E [2-2014) Page 6
[ Thatid Exempt Retirement Plans (Continued)
f LIl certify that the entity identified in Part I:
= |5 established and sponsored by a foreign govermment, intermational organization, central bank of isswe, or govemment of a U.S. possession
(each a=s defined in §1.1471-6) or an exempt bensficial owner described in an applicable Model 1 or Modal 2 1GA to provide retirement,
disability, or death bensfits to beneficiaries or participants that are current or former employess of the sponsor (or persons designated by such
employess); or
= |3 estahlished and sponsored by a forsign government, intermational organization, central bank of issue, or government of a U.S. posssession
(each as defined in §1.1471-8) or an exempt bensficial owner described in an applicable Model 1 or Model 2 KGA to provide refirement,
disability, or death benefits to beneficiaries or participants that are not curent or former employess of such sponsor, but are in consideration
of personal services performed for the sponsor.
@Al Entity Wholly Owned by Exempt Beneficial Owners
ao | I certify that the entity identified in Part I:
= |5 an FF| solely becauss it is an investment entity;
= Each direct holder of an equity interest in the investment entity is an exempt beneficial owner described in §1.1471-6 or in an applicable
Blodel 1 or Model 2 1GA;
= Each direct holder of a debt interest in the investmeant entity is either a depository institution {with respect to a loan made to such antity) or an
exampt beneficial owner described in §1.1471-6 or an applicable Model 1 or Maodel 2 1GA.
= Has provided an owner reporting statement that contains the name, address, TIM (if any), chapter 4 status, and a description of the type of
documentation provided to the withholding agent for every person that owns a debt interest constituting a financial account or direct equity
interest in the entity; and
= Has provided documantation establishing that every owner of the entity is an entity described in §1.1471-&{b), [c), id), ig). {7} and/or (g) without
regard to whether such owners are beneficial owners.
LUl Territory Financial Institution
n L1 caertify that the entity identified in Part | is a financial institution (other than an investment entity) that is incorporated or organized under
the laws of a possession of the United States.
FLedllll  Excepted Nonfinancial Group Entity
3z | I certify that the entity identified in Part I:
= |5 8 holding company, treasury center, or captive finance company and substantizlly all of the entity's activities are functions described in
§1.1471-5{=)(S)(NC) through (E);
= |z 3 member of 2 nonfinancial group described in §1.1471-5(=)(SNNB):
= |z not a depository or custodial institution {other than for members of the entity's expanded affiliated group); and
= Does not function {or hold itself out) as an investment fund, such as a private equity fund, venture capital fund, leveraged buyout fund, or any
imvestment vehicle with an investment strategy to acquire or fund companies and then hold interests in those companies as capital assets for
investment purposes.
Part XIX Excepted Nonfinancial Start-Up Company
33 L | cerify that the entity identified in Part I
= Was formed on {or, in the case of a new line of business, the date of board resolution approving the new line of businessy
(date must be less than 24 months prior to date of payment];
= |z mot yet operating 8 business and has no prior operating history or is investing capital in assets with the intent to operate a new line of
business othar than that of a financial institution or passie NFFE;
= |5 investing capital into assets with the intent to operate a business other than that of a financial insfitution; and
= Does not function {or hold itself out) as an investment fund, such as & private eguity fund, venture capital fund, leveraged buyout fund. or any
immestment vehicle whose purpose is to acguire or fund companies and then hold interests in those companies as capiial assets for investment purposes.
Part XX Excepted Nonfinancial Entity in Liquidation or Bankruptcy
34 || I centify that the entity identified in Part I:
= Filed a plan of liguidation, fil=d & plan of recrganization, or filed for bankruptcy on t
= During the past § years has not been engaged in business as a financial insfitution or acted as a passiva NFFE;
= |5 gither liguidating or emerging from a reonganization or bankruptoy with the intent to continue or recommence operations as a nonfinancial
entity; and

= Has, or will provide, documentary evidence such as a bankrupicy filing or other public documentation that supports its claim if it remains in
bankrupicy or iquidation for more than thres years.

Pt  501(c) Organization
a5 | 1 certify that the entity identified in Part | is a 501(c) crganization that:

= Has baen issued a determination letter from the IRS that is currently in effect concluding that the payes is a section 501{c) organization that is
dated . or

= Has provided a cop'g;-l-a?an opinion from U.5. counsel certifying that the payee is a section 501(c) organization {without regard to whether the
payes is a foreign private foundation).
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Farrmn W-B8BEN-E (2-2014) Page T
-y # 8]  Non-Profit Organization
a6 [ 1 cartify that the entity identified in Part | is a non-profit organization that meets the following requirements:

= The entity is established and maintainad in its country of residence exclusively for religious, charitable, scientific, artistic, cultural or educational purposes;
= The entity is exempt from income tax in its country of residence;
= The entity has no shareholders or members who have a proprietary or beneficial interest in its income or assets;
= Meither the applicable laws of the entity's country of residence nor the entity’s formation documents permit any income or assets of the entity
to be distributed to, or applied for the benefit of, a private person or non-chasitable entity other than pursuant to the conduct of the eniity’s

charitabde activities or as payment of reasonable compensation for services rendered or payment representing the fair market value of property
which the entity has purchased; and

= The applicable laws of the entity's country of residence or the entity's formation documents require that, upon the enfity’s liguidation or
dissolution, all of its assets be distributed to an entity that is a foreign govemment, an integral part of & foreign government, a controlled entity
of a foreign government, or another organization that is described in this Part 30l or escheats to the government of the entity's country of
residence or any political subdivision thersof.

Em" Publicly Traded NFFE or NFFE Affiliate of a Publicly Traded Corporation

Check box 3Ta or 37b, whichever applies.
37a [ Icertify that:
= The entity identified in Part | is a foreign corporation that is not a financial institution; and
* The stock of such corporation is regularly traded on one or more established securities markets, incding
[name one securities exchange upon which the stock is regularly traded).
b [ i certify that:
= The entity identified in Part | is a foreign corporation that is not a financial institution;
= The entity identified in Part | is 2 member of the same expanded affiliated group as an entity the stock of which is regularly traded on an
established securities markst;
= The name of the entity, the stock of which is regularly traded on an established securities market, is - and
= The name of the securities market on which the stock is regularty traded is o
Excepted Territory NFFE
a8 || I certify that:
= The entity identified in Part | is an entity that is organized in a posssssion of the United States;
= The entity identified in Part |
= Dioes not accept deposits in the ordinary course of 8 banking or similar business,
= Does not hold, &s a substantial portion of its business, financial assets for the account of others, ar

= ks not an insurance company (or the holding company of an insurance company) that issues or is obligated 1o make paymenis with respect
to a financial account; and
= Al of the owners of the entity identified in Part | are bona fide residents of the possession in which the NFFE is organized or incorporated.

Active NFFE
38 | | I certify that:
= The entity identified in Part | is a foreign enfity that is not a financial institution;
= Less than 50% of such entity's gross income for the preceding calendar year is passive incoms; and
= | == than 50% of the assets held by such entity are asssets that produce or are held for the production of passive income (cakculated as a
weighted average of the percentage of passive assets measured quarterly}) (see instructions for the definition of passive income).
Passive NFFE

40a || I cerify that the entity identified in Part | is a foreign entity that is not a financial institution {other than an investment entity organized in a
possession of the United States) and is not certifying its status as a publicly traded MFFE (or affiliate), excepted temitory MFFE, active
MFFE, direct reporting MFFE, or eponsored direct reporting MFFE.

Check box 40b or 40c, whichever applies.

b _ I further cartify that the entity idenfified in Part | has no substantial U_S. owners, ar
c || Ifurther certify that the entity identified in Part | has provided the name,_address, and TIN of sach substantial L.S. owner of the NFFE in Part X300
ueedlll Excepted Inter-Affiliate FFI
41 O certify that the entity identified in Part I

= |5 a member of an expandsd affilisted group;

= Does not maintain financial accounts (other than accounts maintained for members of its expanded affiiated group);

= Dipes not make withholdable payments fo any person other than to members of its expanded affiliated group that are not limited FFs or
limited branches;

= Dipes not hold an account (other than a depository account in the country in which the entity is operating to pay for expenses) with or receive
payments from any withholding agent other than a member of its expanded affiliated group; and

= Has not agreed to report under §1.1471-4{d}2)jiWC) or otherwise Bct as an agent for chapter 4 purposes on behalf of any financial institution, including
a member of its expanded sffiliated group.
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et Sponsored Direct Reporting NFFE
42  Name of sponsoring entity:
43 .-_tIDaﬂi'f)'tha‘tﬂtamﬁtyidaﬁi‘ﬁathaﬁliaadh’ﬁdmpﬂﬂthFFEmaiiaapnmuradbymeenﬁtyidenﬁﬁadi'l!ine42.
wugtitd Certification
Uncher penatties of perjury, | declans thal | have axamined the nforration an Bis form and to the best of ry knowlesgs and belief it is trus, correct, and samplets. | further
eertify under penalties af perury that:
= The entity identified on line 1 of this forn i the bensficial owner of all the incoms 1o which this formn refales, & using this form b certify ils status foe chapler 4
pustses, of is a merchant submitling this Tarm for purpogss of settion B050W,
= The entity identified on ine 1 of this form is not a LS. persen,
= The incame to which this farmn relates B (3) nat effectively connested with the contuct of a frads or business in the United States, b) effectively connected bul is
ol =ubject 1o tax under an income Lax treaty, o (¢] the partner's share of a partnership's eflectively connected income, and

® For brokar transactions or barter exchanges, the beneficial owner is an axampl foreign persen as defined in the instructions.
Furlhiermare, | sutherize this farm to be provided ia any withholding agent thal has coniral, receipt, o custody of the incarme of which the entity an line 1 is the beneficial

ewner o @y withialding agent that san dishurse er make payments of the inceme of which the entity en line 1 & the beneficial awner.
| agres that | will submit a new form within 30 days if any certification on this form becomes incorrect

Sign Here '

:.ﬂ".""k.llnlrh'i."";:irb.t;.slzl&ll;;"" = - ".“1.!".. . ..v.-..ﬁ:‘-’:'."..."..".

O | certity that | have the capacity to sign for the entity identified on line 1 of this form.

Substantial U.S. Owners of Passive NFFE

As required by Part XXV1, provide the name, address, and TIM of each substantial U.S. owner of the NFFE. Please ses instructions for definition of
substantial U.S. owner.

Hame Address TIN

Form W-BBEN-E 201y
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Appendix R - Expense Tracking Spreadsheet

A B [ B [F H I 1

1 Currency Name Code Rate vs. USD

2 Euro EUR 1.064337102

3 |U.K. Pound Sterling GBP 1.244821682

4 |Australian Dollar AUD 0.753044659

5 Swiss Franc CHF 0.994975186

6 |Japanese Yen JPY 0.009043392 Instructions for copying exchange rate to other pages

7 |Canadian Dollar CAD 0.746769979 1. Place cursor over the rate of exchange for the currency you need.

2 Hong Kong Dollar HKD 0.128607318 2. Press Ctrl+C to copy the identified rate

9 |Central African CFA Franc XAF 0.001622672 3. Go to the tab of the page you need to populate the appropriate worksheet, e.g. "One-time Expenses".

10 Vietnamese Dong VND 4.41071E-05 4. Find the "Exchange Rate" Column, and press Ctrl+V to paste the rate into the appropriate cell.

11 |Argentine Peso ARS 0.064918607 5. After you press Ctrl+V, you will see in the "Exchange Rate" column and the "Total (USD)" column that two cells pop up a message that says #VALUE!
6. Look at the "Total USD" cell that should say, #VALUE!, click on that cell so it is highlighted. Right below, you will see a clipboard icon and (ctrl) with a small

12 |Chinese Yuan CNY 0.144956307 arrow pointing downward. Click on the arrow to expand your menu options.
7. Look for "Paste Values" in the drop down menu and select the clipboard with 123 listed on it. This should populate the excahnge rate and trigger the

13 |East Caribbean Dollar XCD 0371535394 formula to make the conversion.
8. You can then place your cursor over the exchange rate that has populate, click that cell and click Ctrl+C to copy the rate. Once the rate has been copied, you
can paste (Ctrl+V) that rate in the "Exchange Rate" column so that the rate appears for each line item.

14 Guatemalan Quetzal GTQ 0.130203875

15 Moroccan Dirham MAD 0.099348165

16 Brunei Dollar BND 0.71347032

17 |Panamanian Balboa PAB 0.99932958

18 |Azerbaijan Manat AZN 0.593472254

19 Colombian Peso cop 0.000350049

20 Kyrgyzstan Som KGS 0.014608987

21 Hungarian Forint HUF 0.003433458

22 Tajikistan Ruble TIS 0.118553727

alndonesian Rupiah IDR 7.50498E-05 I I

24 |Egyptian Pound EGP 0.055416699

25 South Korean Won KRW 0.000882761

26 Paraguayan GuaranA- PYG 0.000177843

27 |Malaysian Ringgit MYR 0.225336204

28 |Costa Rican Colk®n CRC 0.001777225

29 New Zealand Dollar NZD 0.697416558

30 |Pakistani Rupee PKR 0.009537878

31 Russian Rouble RUB 0.017695516

32 |South African Rand ZAR 0.072487099

33 Tunisian Dinar TND 0.42017939

34 Barbadian Dollar BBD 0.5

35 |Bulgarian Lev BGN 0.544538465

36 Turkish Lira TRY 0.269319218

37 |Philippine Peso PHP 0.019920004

38 New Taiwan Dollar TWD 0.032673519

39 |Nigerian Naira NGN 0.003271181

4 4 » M| Exchange Rates ./ One-time expenses . Daily charges . invoices_wires . Key and codes ARSIl ©J nERl [

Ready | [EE@m o
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A B C D E F G H

1 One-time transactions - Please record all your one-time transactions { lodging, airfare, etc.) HERE OMNLY.
2

3 Program name Local currency
4 Account & 11-00-

5 yin

Exchange

& Country Date Amount {local) | Rate Total (USD) Receipt  |Description Receipt # [PD Initials
7 50.00

B 50.00

9 50.00
10 50.00
11 50.00
12 50.00
13 50.00
14 50.00
15 50.00
16 50.00
17 50.00
18 50.00
19 50.00
20 50.00
21 50.00
22 50.00
23 50.00

a 50.00
25 50.00
26 50.00

27 50.00

28 50.00

29 50.00

30 50.00

31 50.00

32 50.00

33 50.00

34 50.00

35 50.00

36 50.00

37 50.00

38 50.00

39 50.00
40 50.00
41 50.00
42 50.00
43 50.00
44 $0.00
45 50.00
45 50.00
a7
48
49 Total Cash Withdrawals vs. Total Cash Tr
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A B

C

[}

Daily charges - Please record your daily charges HERE OMLY.

Program name

Account # 11-00-

win

Country Date

Amount {local)

Exchange rate

Total (USD) |Receipt

Category Description  |Receipt #

PD Initials

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

50.00

Total Cash Spent

0.00

50.00

M 4 » M| Exchange Rates
Ready |

One-time expenses

Daily charges
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20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42

43
44
45
46

A7

M4 r M

A

B

C

Invoices - please include details of all wire transfers

Program namg

Account #

11-00-

Local currency I:l

Date

Vendor Name

Amount (local)

Exchange rate

Transaction fee

Amount USD

Category

Description

50.00

50.00

50.00

50.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Total:

$0.00

Ready |

Exchange Rates

One-time expenses

Daity charges
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A
Key for what goes in each column

One-Time Expenses

Purchases that are a single transaction - plane tickets, lodging (paid with your credit card), etc.

Daily Charges

Daily expenses paid out - meals, incidentals, taxi/shuttle/parking, and business expenses (entry fees, guide fees, honoraria, etc.)

Invoices/Wires

Any purchases paid in advance by a CIES credit card or a wire transfer (provider fee, coach bus, lodging, etc).

Country

Enter the country where the transaction occurred

Date

Date of the actual transaction

Amount (local)

Enter the amount of money spent in whatever currency was used.

Exchange rate

Use the exchange rate found in the "Excahnge Rate" tab. This is to be used as an estimate to track expenses. This rate may be revised by

9 5J5U Purchasing upon your return.
10 Total (USD) This total will automatically populate once you enter the exchange rate. The "Total" will be in USD.
Receipt Do you have a receipt? "Y" for yes. "N" for no. If you are not given a receipt, please write one including date, amount and what it was for.
11 Please turn in hand written receipts with other receipts.
Category Please type one of the following categories for each transaction: meals/incidentals/taxi/shuttle/parking, business expense (This would be
12 any entry fees/activity/internet, etc.)
13 Description Enter a brief description: lunch at Nando's for Program Leader and 12 students, Entrance to Prado Museum, etc.
Receipt # Please write a number on each receipt, enter the transaction data (OT, DC, or /W) and enter the receipt number in this column. Please
number receipts in chronological order and tape them to sheets of paper in order. Each tab in this transaction worksheet should have
14 receipts numbered 1 to whatever.
15 PD Initials If there are two faculty leaders running the program, please enter the initials of the PL who did this transaction.
16
Invoices Enter the information regarding cost (note currency), name of vendor receiving the wire, and a description of what was purchased. CIES
Finance will notify you of the actual costs (amount, exchange rate, fees) for pre-payments that are invoiced. Please enter that information
17 on the invoices tab.
18 Total Expenses This section tallies all payments and provides a balance of what money is still available from your budget so you can track your expenses.
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
4 4 » ¥ | Exchange Rates .~ One-time expenses -~ Daily charges -~ invoices_wires | Key and codes JRTIelSnEne® ©J [a]
Ready |
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1

2 Program name
3 Account #

a4

5 |Opening balance
6

E F G H I

Local currenvﬂ

11-00-

7 | Total cash withdrawn

]
9 Total invoices
10
11 Remaining balance
12
13 Total spent
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42

43
==
45
46

4 4 » M| Exchange Rates

Ready |

o |
$0.00
Admin and contingency fees

50.00 Total available:

50.00

50.00

One-time expenses Daily charges invoices_wires Key and codes | Total Expenses -~ %
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Appendix S - Travel Reimbursement Submission Guide

S SU | GLOBAL EDUCATION
AND INITIATIVES
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:

Meals*

Incidentals (up to $7 dollars a day for tips and not for the first day of travel)
On-site ground transportation

Business expenses (entry fees, guide fees, etc.)

an o

**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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http://fts.sjsu.edu/

Dallv Charoes

INCORRECT ENTRY - This will get returned

Daily Expense Detail Lines

Date Of Trip  DepartReturn Time Meals Incidental TaxifShuttle/Parking Business Expense Total Expenses for Day
0eRAW016 0800 1.706 26 0.00 4.327.24 662 49 6555 99
Business Expense Explanation Phease sée altached excel spreadshect for defaits of dadly expenses Receipls atlached as wel

This is the correct way of entering your daily expenses:

Daily Charges

Daily Expense Detail Lines

Date Of Trip  Depart/Return Time Meals Incidental Taxi/Shuttle/Parking  Business Expense Total Expenses for Day
06/20/2016 00:19 13.01 0.00 12.30 24255 267.86
06/21/2016 00:30 46.32 0.00 0.00 17.00 63.32
06/22/2016 17.66 0.00 6.13 0.00 23.79
06/23/2016 6.58 0.00 0.00 0.00 6.58
06/24/2016 46.91 0.00 0.00 0.00 46.91
06/25/2016 14:50 19.35 0.00 0.00 112.00 131.35
06/25/2016 0.00 0.00 0.00 28.41 28.41
06/26/2016 0.00 0.00 0.00 189.25 189.25
06/27/2016 0.00 0.00 0.00 27717 27717
06/30/2016 31.37 0.00 0.00 33.50 64.87
07/01/2016 9.31 0.00 3592 166.70 211.93
07/02/2016 2.99 0.00 0.00 0.00 2.99
07/03/2016 0.00 2.80 55.99 0.00 58.79
07/04/2016 4013 0.00 0.00 0.00 4013
07/06/2016 13.34 0.00 61.09 66.67 141.10
07/07/2016 33.06 0.00 71.78 0.00 104.84
07/09/2016 37T M 0.00 92.93 0.00 130.34
07/10/2016 23:00 8.85 0.00 12.09 0.00 20.94
Business Expense Explanation 6/20- Luggage fees 6/21, 25, 27, 30, 7/1: cash advance fees 6/27: Bike rental (visa bill #1) 6/26: Wifi on
ferry, acropolis & poseidon's temple 6/25: Tour guide 7/1- Luggage fees 07/06- Hard drive for student projects

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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272017 210N 4th St, San Jose, CA 95112 to Mineta San José International Airport - Google Maps

210 N 4th St, San Jose, CA 95112 to Mineta San José  Drive 3.0 miles, @ min
International Airport

Google Maps

210 N 4th St

San Jose, CA95112

Get on CA-87 N

6 rmin (1.5 mi)
1 1. Head northwest on N 4th St toward E Julian St
08mi
*+ 2. Turnleft onto E Taylor St
0.5 mi
A 3. Usethe right lane to merge onto CA-87 N via the ramp to US-101 N/San Francisco/San Jose
International Airport
03mi
Continue on CA-87 N to Skyport Dr. Take exit 8 from CA-87 N
1 min (1.2 mi)
A 4. Merge onto CA-87 N
0Smi
¥ 5. Use the right 2 lanes to take exit 8 for Skyport Drive toward Mineta San Jose Intll Airport
03mi
'j 6. Keep left at the fork, follow signs for Mineta San Jose International Airport
187 ft
Continue on Skyport Dr. Drive to Airport Blvd
44 5(0.3 mi)
™ 7. Use any lane to turn slightly left onto Skyport Dr
01mi
A s Merge onto Airport Blvd
01 mi

Mineta San José International Airport
1707 Airport Blvd, San Jose, CA 95110

These directions are for planning purposes only. You may find that construction projects,
traffic, weather, or other events may cause conditions teo differ from the map results, and you
should plan your route accordingly. You must obey all signs or notices regarding your route.

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 | 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 | 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. Ittypically 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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e Overview of activities available on-site for participant’s free time

e Have participants write letters to their future selves to be returned after the program
e Identify participants with first aid training (Boy Scouts, Girl Scouts, Life guards, etc.)
e Identify participants with strong personalities who can step in and lead during a crisis
e 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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https://www.facebook.com/sjsuflp/
https://www.instagram.com/sjsuflp/

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:

SmartTravelerEnrolimentProgram

A SERVICE OF THE BUREAU OF CONSULAR AFFAIRS
U.S. Department of State

Sign In or Create Account| §lsemame Password =

Forgot Usemname or Passward?

TRAVELING?
Enroll a trip and get Travel
Alerts and Warnings

B/

STAYING AT HOME?
Get Travel Alerts and
Warnings

You will click on “Create an Account”.
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https://step.state.gov/step/

Clicking on “Create an Account” will lead you to the following page:

SmartTravelerEnrollmentProgram

A SERVICE OF THE BUREAU OF CONSULAR AFFAIRS
U.5. Department of State

Sign In or Create Account| Usemame Password =

Forgot Usemame or Password?

Create Individual Account

If you would like to create an Organization/Group account, please click here

@ Privacy Act Informafion

The US. Department of State is committed to ensuring that any personal information received by our overseas U.S. Embassies and
Consulates pursuant to the STEP process, whether in person or otherwise, is safeguarded against unauthorized disclosure. The
data that you provide the U.S. Department of State is subject to the provisions of the Privacy Act (5 USC 552a). This means that the
US. Department of State wil not disclose the information you provide us in your STEP application to any third parties unless you
have given us written authorization to do so, or unless the disclosure is otherwise permitted by the Privacy Act.

AUTHORITY: 22 US.C. 2715 and 22 U.S.C. 4802(b).

PURPOSE: To notify U.S. citizensinationals in the event of a disaster, emergency or other crisis, and for evacuation coordination,
the information solicited on this form may be made available as a routine use to appropriate agencies whether federal, state, local,
or foreign, to assist the Department in the evacuation or provision of emergency service to U.S. citizens, or for law enforcement
purposes. The information is also made available to private U.S. citizens, known as wardens, designated by U.S. Embassies to
assist in communicating with the U S. Citizen community in an emergency.

[ JI have read the terms of the Privacy Act Nofice *

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




Use the Account Creation Wizard to create a record for your group. Each faculty-led program will
have its own record.

A SERVICE OF THE BUREAU OF CONSULAR AFFAIRS
U.S. Department of State

“ S martTravelerEnrollmentProgram

sign In or Create Accoum| Username || Password

Forgot Usermname or Password?

Create Organization/Group Account

* Reqguired fields @
= Account Information (1]
“*Please protect your Username and password. You will need these to sign in to STEP to view or edit your trip information=

Please protect your account by creating a secure password with a minimum of 12 characters and at least three of the following four groups
from the standard keyboard:

o Upper case letters (A-Z);

o Lower case |efters (a-z).

= Arabic numerals (0 through 9): and

o Mon-alphanumeric characters: ! @ #$ % *~ & * ()

Username:*

Password:”

Confirm Password:™

Select a Security Question:™

Answer to Security Question:*

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.

Create Organization/Group Account

* Required fields

(=) Organizafion/Group and Point of Contact Information

Your organization/group information will be saved to your profile and included in the information that is sent to the local U.S. Embassy ¢

Consulate every time you enroll a trip. This information is vital to help us contact you if there is an emergency in the area while you are
traveling overseas.

Organization/Group Name: *

First Name: *

Middle Name:

Last Name: "

Suffix:

‘

Comments (For example: Health concerns, accessibility issues, other important travel information, etc.):

e
* Please provide at least one type of contact information in the United States. Email is preferred.

Email:

| v

| | Eemove Primary Email

Add Additional Email

Phone:

‘ v

| | Remave

Add Additional Phone

Proceed to the next step and complete your group’s registration.
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Appendix V - Participant Emergency Card Template

Student Emergency Information Card

Student Name Family {L.5.) Emergency Contact
Date of Birth ! I
Citizenship

address city stabe zip
Study Abroad Program Name
I phone & cell # e-mail
Abroad Program Emergency Contact Insurance Company

Policy #

24 Hour Ph #

re
it Embassy/Consulate
phone &

phone # cell # e-mail
Abroad Housing Emergency Contact address

Equivalent 9-1-1 Abroad

phone #
address Mearest Hospital Abroad
phone #

phone & cell # e-ma3il | address
Home (L.5.) Campus Emergency Contact Passpart #

Blood Type
e _&W pr=rr 2ip Special Medical Conditions

‘Wishes In Event of Serious Injury/Death
phone & T el emall
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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:

e 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:

e the applicant is the victim of a serious crime; or
e 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

STUDY ABROAD
AND AWAY

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 SISU program abroad.

e 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).

e 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:

e Health - physical and psychological condition
e Safety - of an individual or group
e 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

® |naccordance with CSU Executive Order No. 1081, provide mandatory Program leader Risk
Management and Safety Training, that includes:
o0 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

o O 0 0O O O O ©

Other Program Specific Information

® |naccordance 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.

e 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.

e Collect completed student forms:
o Commitment to Participate: Statement of Responsibilities
o Student Health Form

e 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
e 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.
e Maintain contact with program leader(s) and/or students.

e Monitor and respond to non-emergency correspondence from program leaders.
e 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

e Attend required program leader Risk Management and Safety Training.
® |naccordance 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.

e Review the SJSU Student Code of Conduct.

® Read the FLP Program Leader Handbook.

e Develop an Emergency Binder containing:

o 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

o O O O O

FLP Program Leader Handbook
o 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.

e 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
e Review emergency protocols with participants during the program.
e Provide updates to the SAA, including but not limited to non-emergency and emergency
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situations.

e Update Safety and Security Worksheet as needed for future programs.

e Avoid high risk activities and situations.

e 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.

e 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

e Attend all required orientation/information sessions offered by the Study Abroad and
Away Office and the program leader(s)

e 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.

e 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.
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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 SISU program participants. Emergencies can include situations involving a single
program participant, multiple program participants, or all program participants.

These include:

e Situations affecting multiple participants or entire program
o Political/civil unrest
o Terrorist activity or threat
o Natural or human disaster (earthquake, flood, hurricane, fire, nuclear

incident)
e Situations affecting individual participants:
o Death

Serious illness or injury (including attempted suicide, mental health issues)
Assault (physical/sexual)

Missing participant(s)

Arrest

Incapacitated program leader(s)

o O O O O

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:

e |[f 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.
e |[f 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.

e 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
signhature 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 SISU 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:

e ensure the safety of the group

e utilize the support available to you (local support and support from SISU—you do not have
to have all the answers yourself)

e document every situation thoroughly including noting the time each time you add to your

log
e The first call you make to SISU 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. ’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 ELP Non-Emergency FYl 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 SISU 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. SISU 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 SISU, 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 SISU.

13. Direct any e-mail correspondence to spartansabroad@sjsu.edu.

14. The program leader will submit all notes on the situation upon returning to SISU. Please keep
them in a safe place.

15. The program leader will debrief about the incident with the SAA upon return to SJISU.
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 SISU, 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. | 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 SISU 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. SJISU 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 SISU 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 SISU. 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 0f911, 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. SJISU 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 SISU 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
NO4950872R)

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 SISU’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 SJISU throughout this event and SISU 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 SISU. 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. | 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 SISU, 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.
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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 SISU 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 SISU. Please keep

them in a safe place.

13. The program leader will debrief with the SAA about the incident upon returning to
SJSU.

166
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José State University back to Table of Contents




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, SISU will inform our insurance company, who will provide
emergency management assistance to program leaders.

7. If you are not able to reach SISU, 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 SISU 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 SISU. 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 SISU, 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 SJISU 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 SISU. 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

S-I SU Lo
Travel Photography Tips

FACULTY-LED PROGRAMS

Each place we visit has its own particular look, character, and ambiance.
Understanding the customs and traditions of a place is helpful

Always have your camera with you and always keep your eyes open. Serendipity plays an
enormously important role in travel photography.

Whether you are using a digital camera or a mobile device, make sure your camera settings
are on the highest resolution available on the device so that we may use these photos for
printed materials. Remember to send us your photos from your phone's cloud/back-up storage
and not directly from the device as many phones save a lower resolution photo to the phone
with the higher resolution on back up. Natural light is the easiest and best to photograph
under. A successful photo has a balance of context and aesthetics.

Landscapes and the Environment

Think about how the place makes you feel, what kind of emotions it stirs in you Then look for
ways to get those qualities and feelings onto film. Is it a rocky, violently wave-washed coast or
a bright and sandy one?

* It's always great to get shots of students and faculty

“Interacting” with their environments.
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Cities and Towns
Like landscapes, each city and town has its own look and feel—a distinctive setting,
architecture, or skyline or a famous local site. There’s often at least one thing that is unique.
When covering a town, city or even a small village, you can easily capture a sense of place
by taking a wide shot that shows the setting, skyline, or another view that captures a feeling
for the whole location; landmarks that the place is famous for; the life of its inhabitants.

* Showing students participating in a local excercise
class gives this photo a more personal touch.

Monuments and Other Buildings
When you are photographing buildings, statues, or other monuments, think about what they
represent before you shoot. Get the idea of the subject, then think of the weather, light, angle,
etc. that best communicafes it.

* The visual immensity of @ monument such as
the Great Wall of China is a given. Whenever
possible include students in your shots.
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Photographing the “Locals” and their Culture
It's best to ask permission if you want to photograph someone, especially if you are working in
close. Engage them before you pull out your camera. Learn at least how to say “hello” and
“May 1 make a photograph?”in the local language—just showing that you've made a little
effort helps. If you are shooting a street scene or a wide shot of a market, you can’t run up to
everyone and ask if it's OK. In general, people do not mind this sort of photography—it's only
when they're singled out that they get uncomfortable. But not always. Be sensitive to the
scene in your viewfinder.

Photographing Students and Friends
Don't forget that you can also use your friends to make your other photographs more effective.
When you are taking pictures of your friends and fellow students, try to strike a balance
between a picture of them and a picture of the place. Make use of them to give your images life

and scale.

* your images life and scale.
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SJSU Spartan Pride

Make sure to bring Spartan gear with you for those “5]SU was here” photo moments. For these
types of photos, utilize 5JSU clothing, flags, signs, or any other SJSU branded items you may
have. Some ideas for showing off your Spartan pride are in front of iconic landmarks/buildings,
posed group shots, locals interacting with Spartan gear, or “classroom” moments showcasing
the academic side of the program while wearing or featuring SJSU branded clothing/items.

Videos

Video is a great way to capture more than just moments of your experience abroad. If you do
decide to share your videos with us to use, please keep in mind the following: Mobile device
and camera resolution should be set to the highest reseclution. When sharing your maobile
device video footage, use the video from your mobile's back-up storage as the video that is
saved directly to your device is generally a modified lower resolution. If you put together a
montage of your own, make sure you do not use music that is copyrighted. There are many
places online that offer free music that can be found with a quick search. Please avoid footage
that includes alcohol.

Excerpted From Fhotography Field Guide: Travel

By Robert Caputo, National Geographic
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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

GUIDELINES FOR SJSU FACULTY/STAFF DEVELOPMENT OF A FACULTY LED PROGRAM (FLP) AT 5J5U

San José State University and Global Education and Initiatives are committed to creating and supporting 5J5U faculty-led programs.
FLPs are an exciting and experientially based approach to offering 515U courses off-site around the globe. When developing a new FLP
itis 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 third-party provider, institutional partners, or be entirely self-
designed (for those with a great deal of experience in the proposed host country). New FLPs can use third-party 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.

San Jose State University and Global Education and Initiatives (GEl), in partnership with 5J5U academic units and schools, facilitate and
develop FLPs for 5JSU students. FLP proposals should originate with faculty and should carry the endorsement of appropriate
departmental and school administrators.

Basic features of Faculty-Led Programs:

Duration: Programs typically are 2-6 weeks in length. The duration of the program should be determined by the amount of time
necessary to adhere to the number of credit hours being offered. Please reference the Credit Hour Guideline Worksheet for guidance
in determining the length of your proposed FLP (travel time to the location and to return to the US should not be included in your
calculation).

Leaders: Typically it is suggested to have one faculty member for every 10-16 students participating in the program. There are
occasions when that number may increase, but this increased staffing should be discussed with the GEl in advance.

Students: Group size is determined by what the budget can support without becoming too expensive for the students. Typically, 10-24
students can participate on a given program, however the exact number of participants can depend on staffing, program model, on-
site capacity, and price.

An FLP includes: Pre trip meetings, a required student orientation/safety meeting, a suggested faculty finance training, a required
faculty safety and security training (including CPR and First Aid certification), the actual trip, and it is encouraged to include some re-
entry reflection meetings to help students process their experience.

Pre-departure preparation requirements: Meet with the Director of the GEl to discuss site visit plans, data collection requirements,
travel expenses, and expense records.

Site Visits

Prospective program leaders are required to make a site visit prior to proposing a new FLP. Site Visit proposals must be reviewed and
approved by the Faculty-Led Advisory Committee (FLAC). CIES will provide a site-visit grant up to 52,000, the amount of the grant will
be determined by the FLAC when reviewing the Site-Visit Grant Application included in the Site Visit Proposal Packet. There is an
expectation that the college and department of the faculty member proposing an FLP will contribute monies for the site visit.

During the site visit program leaders investigate:

Classroom activities that focus on the learning goals of the department and the proposed academic course; Opportunities for cross-
cultural learning--focusing on true interaction with people from the local culture {not just with local guides); Activities; Classroom
Space; Lodging; Transportation; Health and safety issues/mitigation; Probable cost to students; Environmental, social, economic
impact on the site; and general program viability
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The site visit
iA successful site visit is the result of good advance planning and contacts. In some cases, it will make sense to make arrangements
|through local travel companies or working with your third-party program provider who can get discounts and can easily arrange for
!gmup meals, transportation, etc. When defining costs associated with programmatic elements, please provide a reasonable range to
|allow for adjustments when developing the FLP budget. Additionally, we ask that you keep the students in mind and locate options
|for the students and for yourself that will not be cost prohibitive, as participation in an FLP can be an added expense for students with

|
|limited financial resources.
|

The checklist

| The checklist below is meant to help guide your site visit and site preparations. You will be required to submit this document within
three to four weeks of your return. The safety and security portion of this document will be included in the subsequent program
proposal.

Please read this entire document BEFORE you go on your site visit!

Before you go (checklist):

1. Prepare list of contact information for people you plan to meet (tour operators, guides, drivers, transportation reps,
medical reps, US Embassy contacts, etc.

2. Make a basic itinerary for your site visit to ensure you don't forget critical elements and use time efficiently.

3. Make a draft itinerary for the FLP you are proposing. This will help you organize and refine your plans while on site.

4. What is the cost of your airfare? Cost:

5. Read 5J5U's financial travel policy, as well as the GEI's financial travel policy manual. Decide to take a cash advance or
reguest reimbursement for your expenses after traveling. Make money plans. Will you use an ATM, carry traveler's checks,
use your credit card, carry some cash? Please track your expenses while you travel to assist you in tracking your budget.

6. Be sure you have your health insurance card and know what to do in case of illness, injury or emergency. Check the State

Department (http://www.state.gov/travel/) and CDC (http://wwwnc.cde.gov/travel) websites to keep current on any safety
issues in the host country.

7. What type of visa is required for your visit and for the program? How is it obtained? Is there a fee associated with
obtaining a visa? How will students obtain visas when the FLP runs?
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During the site visit:

Learning: Explore learning opportunities (meet with potential lecturers, visit museums, natural sites, other classroom and cultural
opportunities). Be sure to write down any costs and complete contact information for each person, location, and vendor (e.g. cost of

lecturers, cost for using tour operators, museum admission for students/faculty, admission fees for other points of interest, etc.)

Contact Landline/Ce
Lecturers/museums/other Mame 1l Email Address Cost
Guides: Mote all details for guides that may be utilized. Talk to local contacts, travel companies, etc. to identify good guides.
Company
Guides Location Dates name Contact Name LandlinefCell E-mail Cost

Lodging: Visit multiple potential lodging venues at each location and stay overnight where possible. Answer the following questions:

YES

NO

Does the venue have any history of robbery or other petty crimes? (Ask the hotel staff)

Notes:

Are there seedy bars, prostitutes, other security concerns nearby?

Notes:

Go out at night when students are likely to be coming back...do you notice any security concerns? I

Notes:

Is there a safe for money, passports, etc.?

Notes:
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Does it have kitchen facilities? |

Notes:

Does it have a classroom type space? | | |

Cost? |

Notes:

Is it in a convenient location for using public transportation? |

Notes:

Is it reasonably priced? |

Notes:

Does the venue present opportunities for cross-cultural experience? |

Notes:
Payment
method Occupancy
Contact  |Cellf (invoice, Ave. |(Single/sh
Lodging Mame Mame Landline Email CC, Cash) |Address Cost |ared 2-3)

l| Please elaborate on any security concerns with the above lodging sites:
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Please assess language(s) of the area.

a) Is it critical to know the local language?

b) How fluent are the locals in speaking/understanding English vs. their native language?

c) Are there Key phrases visitors should know to better navigate the area? If so, what are some of those phrase?

Access for Students with Disabilities: Every culture approaches disabilities differently. Some countries have more accommodations

than others. Aswe do not discriminate when selecting participants for our programs, it is important to investigate what challenges our

students with disabilites may face on a FLP.

What is the general cultural response to persons with disabilities?

Notes:

Can a student who uses a wheelchair expect to get around reasonably well?

Notes:

Are sign language interpreters available for the hearing impaired and is assistance available for
students who are visually or physically impaired?

Notes:

Given the nature of your program, what reasonable accommodations can be made for students with
physical challenges, learning disabilities, or dietary limitations/restrictions (food allergies, gluten

intollerance, vegetarian diets, etc.)?

Notes:

Classroom space: if the lodging venue does not have a classroom space, use local contacts to find one.

Potential
classroom

Contact
Name

cellf
Landline

Email

Address

Cost
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il 3rd Party Contact Information on site (if applicable): Often times using 3rd party providers can save money and effort in designing

"FLPs. Itis a good idea to at least explore the possibilities of using 3rd party providers. Ask the GEI for assistance in identifying a 3rd

i| Party Provider.

| Organization/Company Name

Contact
MName

Cellf
Landline

Email

Address

il Transportation: Note the details here for each major type of transportation you intend to use. The details will be especially critical in
"lany kind of emergency. Please look for § saving opportunities like multi-day passes for public transportation. Please use "insert rows"
i{to add lines as you need them.

Company |Contact Itinerary
I Transportation name Name Cell Landline E-mail |Website [to/from Date |Time |Cost
)| To Airport
-|From Airport

Bus between cities
‘L or for longer rides

iy Train

| Ferry

i Driver

Public tranport
i passes

[

i Tranportation hubs: This information is included so that if Program Leaders are incapacitated in some way, people at SI5U have this
llinformation and can direct students accordingly. Please include only major transportation hubs (train, bus, subway) near longer term

! lodging sites. This is particularly important for any remote lodging sites.

! Transportation Hubs (near lodging sites)

Address

vl

b2

i3

i4

i| Food: It is best to try out all restaurants where you plan to have group meals as well as places you may recommend to students. Please
| note costs at all restaurants/street food/etc.

Group meal
. restaurant name

Address

Contact call
Name Landline

Email

Payment
Method {CC
or Cash)

Are

reservations

taken?

Cost per
person
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safety and Security: The following are critical pieces of information for emergencies. If you need help with contacts, please ask the
Global Education and Initiatives Office. You will be required to register each group with the relevant US Embassy(ies) before each trip
through the State Department's STEP program. This information will become the foundation for your emergency action plan.

What is the local equivalent of 9117

US Embassy {Country)

Contact
Name

Cell

Landline

E-mail

Address

1

2

Hospital Name (closest to
lodging sites)

Contact
name

Phone

E-mail

Address

1

2

3

4

Doctor: Identify a doctor for any location where the group will stay more than a few days. This information will be available through
GEl and our insurance provider for FLPs.

Doctor Name Cell

Landline

Address

Police: If possible, stop by the local police station in each location where the group will stay. Make a contact and ask about crime in

the area and for any warnings for students (e.g. carry a money belt, be back before X time, etc.) A good police contact will help keep

an eye out for students while they are in residence.

Police Station
Mame (closestto |Contact
lodging sites) Name

Address

cell

Landline |Website

Email

1

2

3
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Cost:

Average cost of lunch at low or
average priced restaurant:

Average cost of dinner at low
or average priced restaurant:

Cost

- Grocernies: Visita grocery store and get a sense of prices..is it 10% more expensive than LA, less,
about the same? This is to give students an idea of costs if they cook their own meals when kitchens

are availahle

TMoney: Tdentity ATMS that are COnvenient to I00ging locations. In some couniries, VEndors may initially retuse to Use an American
credit card. They will state they do not have the ability to run it. This is nottrue. One way to politely force them to use the American
credit card is to simply state that is the only way you can pay. Be prepared to tell your students about how to deal with money/credit

rards nn vonirtrin

International student recruiting: Please keep in mind that every time you are in an international setting, it presents an opportunity to
!recruit international students for SISU. Please be sure to speak with the International Student Recruiters prior to your site visit to
. collect information about potential contacts and opportunities for recruiting.
Contact
. School/Agency Name Name Cell Landline E-mail Address

Partnership Opportunities: If you do meet or partner with an institution for your program, with what other U.S. institutions does this
university/college have agreements that involve U.S. students? Do you sense that an agreement with SJSU would be one that is
‘valued?

Cell
School/Agency Name Contact Name Landline E-mail Address

-+ Alumni: There may be great opportunities to connect with alumni wherever you are visiting. Alumni may suggest events for students,
invite them to visit their offices, etc. Please contact the Alumni office for information about potential alumni to meet while on your
site visit.

cell
« Alumni Name Landline Email Address
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safety and Security: The following are critical pieces of information for emergencies. If you need help with contacts, please ask the
Global Education and Initiatives Office. You will be required to register each group with the relevant US Embassy(ies) before each trip
through the State Department's STEP program. This information will become the foundation for your emergency action plan.

What is the local equivalent of 9117

US Embassy {Country)

Contact
Name

Cell

Landline

E-mail

Address

1

2

Hospital Name (closest to
lodging sites)

Contact
name

Phone

E-mail

Address

1

2

3

4

Doctor: Identify a doctor for any location where the group will stay more than a few days. This information will be available through
GEl and our insurance provider for FLPs.

Doctor Name Cell

Landline

Address

Police: If possible, stop by the local police station in each location where the group will stay. Make a contact and ask about crime in

the area and for any warnings for students (e.g. carry a money belt, be back before X time, etc.) A good police contact will help keep

an eye out for students while they are in residence.

Police Station
Mame (closestto |Contact
lodging sites) Name

Address

cell

Landline |Website

Email

1

2

3
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Disaster meeting points: For each location where you are staying for 3 days or more, please identify two gathering places other than
your lodging site. Figure out a reasonable perimeter and pick 2 sites (restaurant, café, library, any major building) that are likely to be

accessible. The purpose is to have an established gathering place so that if members of the group are off on their own and something
happens (earthquake, fire, bomb, demonstration, etc.), they know to go to a particular gathering site. These sites will be part of your

emergency action plan.

Emergency
contact Emergency Emergency contact
Disaster Meeting Points (2 per lodging site] [name contact cell landline
1
2
1
2
;
2
A
2

Other: Ask local contacts: Any health concerns/issues for this particular area? How do ambulances work in these areas? Who pays?

Where would an injured person be taken, etc...

Safety, security and health notes:

Other things to consider:

Do you see lots of American students in the areas you have selected?

Notes:

What would you describe as the most unigue opportunities for course work and cross-cultural engagement in the areas you have

selected?

Notes:
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' What do you consider to be the program’s environmental, social and economic impact on the local communities?

" Motes:

Intinerary refinement: some additional things to consider...

Have you planned adeguate time between activities? Remember, usually things take longer than you might expect! More travel
doesn't always mean a better experience. The longer the group can stay in a fixed location, the higher the likelihood students can
' engage with the host culture in a meaningful way.

Have you programmed in specific time for individual and group reflection/processing? |

Have you programmed down time for both students and Program Leaders? FLPs are not the typical 9am-5pm scheduled day. Faculty
leading an FLP need to consider they are on-call at all hours when running an FLP. You do not need to have evening activities planned
for every evening, but it can be a nice way to share a cultural experience with your students and help with group dynamics. We expect
that faculty will stay in the same accommeodations as students when possible. If itis not possible to stay in the same accommodations
(if students were to stay in a residence hall with a partner institution and faculty cannot secure their own room) we do expect for the
faculty to locate accommodations very nearby the students' accommodations. We also do not allow students to travel independently

| during a scheduled FLP, this includes weekends.

Do you have back-up plans in case activities/transportation/lodging fall through?

Do you have alternative contacts for activities, meals, lodging, transportation, guides, etc. should anything fall through or if weather
prohibits your original plan? Have you considered the financial implications that may arise with those alternative options? How will
you budget for those increased costs?

'Notes:
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Appendix Z.4 - Class Section Add Forms

| Save Form Il Print Form

S SU Special Session
COLLEGE OF INTERMATIONAL AND EXTEMDED STUDIES
Class Section Add Form

Submit this completed form to the College of International and Extended Studies (CIES). Exiended Zip 0135 or Fax: 408.924 2066, Upon
completion, the form will be retumed by email or fax with the assigned class and section number. A Special $ession Instruction Appointment
Form must be submitted to Faculty Affairs to mest hifng requirements.

Term: [ Spring [ Summer [ Fall fear
College: Department:
Requestor Hame: Requestor Email:
Requesior Phone: Requestor Fax:
Subject Area: Catalog Mumber:
Class Title: Units:
Special Program: or Supernvision Class or Advising Class:
[ Tuition/_ Administrative (check one)  Fee Per Unit: § Flat Fee: §

“¥ou must enter the exact Class StartEnd Diates, Mesting Start'End Times and days for class mestings. For "WW Instruction Mode, TBA will
apply. Indicate additional scheduling details in the "Motes” section below.

Maximum Enrcliment: Class Start Date: Class End Date:
DaysofWeekk JU COm O7T Ow Or OF OS Meeting Start Time: Meeting End Time:
Department Consent: v TN Instruction Mode: P - Print Class in Schedule: ¥ TJ N O

On Campus: 1Y TJ N Yes - Room Needed: 0 Y DN Of Campus: 0 ¥ [ N if Yes - Loeation:

* For Faculfy-Led Frogrames (FLF) OMLY, indicate the clazs(es) and number of unilis) each studenf will envall in:

Course (e.g. BIOL 101): Course: Course:
Units (e_g. 3, 4): Units: Units:
Tuition Per Unit- § Administrative Flat Fee: § Program Fes: §

*Mote any special instruetions for this course (including salary agreements)t

Imstructor's Employee |0 Mumber:
{Imstructor MUST have existing Employee |0 Mumber with HR in order to assign to a section)

Imstructor's Mame Instructor's Signature Diate

Imstructor's Name Instructor's Signature Drate
[

Dept. Chair' Program Director's Mame %hﬂin’ Program Director’s Signature Diate

College Dean' Designee’s Name %E Diean ! Designes's Signature Diate

FOR CIES OFFICE USE ONLY

Associzte Dean's Signature of Approval: Diate:
Processed By Class Mumbesr: Section:
Units: F: O L: Fea Type: Tem Code:

treet, Suite 301, San Jas AGE11) 1 | 1 Page

., . el Ll Version 4.15.15
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Appendix Z.5 - Student Application Questions

ESSAY QUESTIONSTO ASK

A

10.

11.

Why do you think you are a good candidate for this FLP program?

What do you hope to learn through your participation in this FLP program?

What do you think you have to offer to this program?

In what way would your presence benefit those with whom you will study and travel?

Describe a situation where you were confronted with something radically unfamiliar to you- for
example, a strange food, a different cultur{al practice, or a religious ritual you didn't know the
rules for. How did you handle it? How did you feel about the way you handled this situationin
retrospect? (50-100 words)

FLP programs require participants to exercise restraint in using smartphones. Participants will
not be able to use phones during class meetings, group activities or group meals. By applying for
acceptance to a FLP program, you indicate that you understand and agree to abide by this
policy. What do you think might be challenging for you about this requirement?

You will be required to attend every lecture, field trip and event, which due to scheduling issues,
may include several long days in a row. Do you feel that you will be able actively participate in all
activities?

Traveling doesn’'t always go as planned. Being comfortable with ambiguity and flexible enough
to go with the flow are incredibly important skills not only for traveling, butin life. Please
describe your level of comfort with changes in schedules and adapting to circumstances beyond
your control.

Describe your intended consumption of alcohol while on your FLP.

Lodging for a FLP program canvary. You could be asked to stayin a hostel, hotel, apartment, or
homestay. Lodging is usually quite modest and will not likely be in a 4-5 star accommaodation.
You will likely be asked to share accommodations with another participant whom you may or
may not know. Please evaluate your ability to share a modest living space with someone you
may not be friends with, under the circumstances described above.

FLP programs often involve quite a bit of walking from one activity/location to another,
moderately strenuous physical activity, activities that take place in weather you may not be
accustomed to (rain, full sun, humidity, etc.), and it is not uncommon to visit architectural sites
and monuments that are in very old buildings with no elevators and narrow stairways, in some
cases, very steep stairways. Please evaluate your level of readiness for such physical activity.
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Appendix Z.6 - How to access and review FLP applications

SJSU
FLP Application
How to view an FLP application as
a Reviewer in Terra Dotta
SJSU

Logging In

* 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 SISU 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.
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S SU SAN JOSE STATE
UNIVERSITY

https://goabroad.sjsu.edu

.

Study Abroad Homepage
Programs

Finances & Scholarships
Resouroes

Student Involvement

Information for Faculty

HOME | PROGRAMS | STAFF | DEADLINES | NON-SISU LOGIN/REGISTER || LOGIN/REGISTER

We offer & range of Study Abroad programs on a semester and academic year basis.
Qur pregrams are held in conjunction with over 250 universities in 55 different
countries. You can find the program that is right for you by searching

by region, program type, or major.

Study Abroad Office  Drop-in Hours: Mailing Address:
Clark Hall, Room 552 Tuesday-Friday International Student & Scholar Services
Tel: (408) 924-5031 1iam-1pm and 3pm-4pm  San José State University

Incaming -1 Exchange Fax: (408) 924-5976 and by appointment 1 Washington Square
Students studyabroad@sjsu.edu San José, CA 95192-0221 U.S.A;

Last modified 02/24/2015
Top of page

There are no
announcemeants

S SU SAN JOSE STATE
UNIVERSITY

Study Ab ieenan Security > Login (existing user)

Programs Security : Login (existing user) M Hide Tips
Fimances & Scholarships
< e To login, please enter your username and password in the form provided below.

Student Involvement

Information for Faculty Please log in:

Incoming J-1 Exchange
Students

New User Registration

New Administrative User:

There are no
announcements

Login
Fqrgot your password?

If you are a new admin user of
this site and require assistance
logging in, click the link below

whirh desrrihes the tvne nf iser
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S SU SAN JOSE STATE
UNIVERSITY

Fortal b Home

0 Below are several administrative areas that allow you to manage your programs, applicabons, apphcants, as

= well 35 site and system settings.

My Queries & Reparts My Notes
|Ne motes fousd -
My Reviews
Reviews For: lapanese Intensive Language Study
Study Abroad in Japan Scholarship
Mm-ﬂmm South Karea

You are currently filtering on applr.-l:futﬂl 2011; Sprng, 2011; Fall, 2010;
Spring, 2010, exduding withdrawn ap
+ Filter Oplions
Prograss Audit: - Select Fhase -

y —_ - Erder new note and date here.
Fall, 2000 -2 Status
Aymas, Jacuce Current Status: Committed ALFE
(ID: 11104) 08/08/2010 You recommend: REJECT

. Rewview submitted: 08/09/ 2010

S SU SAN JOSE STATE
UNIVERSITY

Aymes, Janios J
{tD: 31004) You recommend ; REJECT
Review submitted: 08/09/ 2010

Current Status: Committed
08/09/2010 'rou recommend: WAITLIST
Raview submitted: 08/09/2010

Current Status: Committed
08/09/2010 | You recommend: ACCEFT
Review submitted: 08/09%/2010

([D+ 11103)

(tD: 11008)

03/24/2009 | You recommend : ACCEPT
Review submitted: 08/09/2010

Current Status: Committed
03/24/2009  You recommaend: ACCEPT
Review m 08/09/2010

Current Status: Committed
03/24/200% You recommend: ACCEPT
Beview cubhmitted: 08/08/3010

Kam, Yakiog
(LD« 10913}

(ro: 10913}
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Once you are in the student’s a

o awars B Rewview: Bryan M King
ing, Bryanm. e, YRAEHIE b vk
Last Updated: DE/08/2010 @ 03:16:32 AM
T — S Last Viewed by Apphcant: 08/23/2010
Status: Pending ID# 11101:n0 label
Outgoing Applicant
Applicant Information
Gender: L]
Date of Bieth: 05/22/1987
Canfudentiality Flag:
il Addrman: blang@studicabrosd.com

M5 Emanl Address:
OC Emnad Address:

Custom Parameters

3 Financial aid stwdemt: No

0 uS Ctizemship: Yes
Student | evel: Jursor

SJSU

Short Response Questions

(some questions are shortened here - see application for full wording
of the questions)

* Why do you think you are a good candidate for this

FLP?

* What do you hope to learn through your participation

in this FLP?

* What do you think you have to offer to this program?

* Describe a situation where you were confronted with
something radically unfamiliar to you?

FLP Program Leader Handbook, June 2022
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SJSU

Short Response Questions (cont.)

* Do you feel that you will be able to actively participate in all
activities? If no, please explain.

* Describe your intended consumption of alcohol while on your FLP.

* FLPs require participants to exercise restraint in using smartphones.
Participants will not be able to use phones during class meetings,
group activities or group meals. What do you think might be
challenging for you about this requirement?

* Traveling doesn’t always go as planned. Please describe your level
of comfort with changes in schedules and adapting to
circumstances beyond your control.

SJSU

Short Response Questions (cont.)

* Lodging for a FLP program can vary. Please
evaluate your ability to share a modest living
space with someone you may not be friends
with, under the circumstances described.

* Please evaluate your level of readiness for the
following physical activity scenarios.
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SJSU e

Recommandation:
Accept
Reject
Wadthst

Mark as completed
Your review is nol considered completed wntil this checkbox is
marked. You can make preliminary notes and judgments here

without marking the checkbox then return later to finalize your
review later.

Apphy to Haltmle Apphs stons R
Your rewiaw can be applied to other applicants within this term/year combenabon.

— Sbm |

Reviewer Feedback and Recommendation

Reviewer Feedback:

For any application that is rejected, please add a brief comment in this
section to note why the application is rejected. For any application that is
accepted or waitlisted, the feedback section is optional.

Recommendation:

Please note that once you assign a status to the application, GEI will base on
this and notify the student of their application status.

IMPORTANT! Please make sure to check off the box “Mark as Completed”
before hitting the Submit button. If you do not check this box off, the review
will be considered incomplete and a status will not be assigned to the
application.
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Study Abroad and Away, San José State University back to Table of Contents

195



SJSU

Next Step...

GEIl will send out the official acceptance letters to
students May 12th-15th.

The official acceptance letter will provide instructions for

signing the Commitment form and submitting the
prepayment.

SJSU
Questions?
If you have questions about the reviewing

process, please contact us at
facultyledprograms@sjsu.edu.
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Appendix Z.7 - Insurance and Policy Information for Participants (as of
6/1/22)
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__,:1’)/—5/__-_—‘—
GLOBAL ASSISTANCE & ON CALL

INSURANCE PROGRAM

San Jose State University

Welcome to On Call International! This plan provides the services and benefits you need to
prepare for your destination as well as to help you with any problems you encounter while you are
traveling or on assignment.

Before you depart...
» Contact On Call with any pre-travel health or security questions

* Closely review your full plan description
+ Save On Call Contact information in your mobile phone (check out the last page!)

While dabroad...You can contact the On Call Interational 24/7 Global Response Center from
anywhere in the world to reach an assistance coordinator who is ready to help you with your crisis,
no matter how big or small.

PLAN ID CARD:

|
|
|
|
|
|
|
|
|
|
|
1
|
|
|
|
|
|
|
|
|
I
|
|
|
|
|
|
|
|
|
|

— Organization Name | 1
- y Cdll collect from anywhere in the world: Email:
ON CALL San Jose State University I 41 603-952:2688 mail@oncallinternational.com I
INTERNATIONAL PO"CY Number Cdll toll free from US or Canada Text only number: |
1. 833-425:5103 £03-945-0103 |
22INT06941 | 24/7 live Chat: www.oncalintemational. com/chat/direct |
| Global Assistance Services involvingransportation must be paid and arangsd |
GLOBAL Plan TYPE I by On Call; ne claims for reimbursernent of frarsportation will be considered. |
ASSISTANCE Medical, Travel and Security | see your Plan Deseription for full ferrns and Condifiors of fhe senices and |

Assistance | berefifs offered in your plan.

& INSURANCE Intemational Medical On Gl infernafienal |

11 Maner Parkwey | Salem, NHO3079, USA I

\ Expenses
PROGPA,\A P ~ A mermber of the Tokie Mearine HCC I
I group of companies |

OTHER PLAN CONTACTS AND RESOURCES:

Customer Service - Benefit Questions Cdlll toll free from US or Canada: 833-425-5103
M-F 9:00 am - 5:00 pm Email: Contact@oncdllinternational.com

Claims - self-paid medical or travel insurance

R tpaclaims@oncadaliinternational.com
reimbursements

Plan Information Portal — plan documents; contact | www.myoncallportal.com
and claim forms; pre-trip preparation resources Portal Group ID: 100086CPPD 18

GCMO0118-2 www.oncallinternational.com
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On Call International

11 Manor Parkway

Salern, NH 03079, USA

~ A member of the Tokio Marine HCC group of companies

How can On Call International help?

Contact the Global Response Center if you experience a medical, personal, fravel or safety problem
or crisis. Your institution has partnered with On Call to provide access to immediate support should
you experience any challenges when you are fraveling. On Call provides you with o resource
experienced in navigating through any crisis and making sure you can continue your frip, or get
home safely. On Call assists during critical emergencies such as illness or injury that may require an
evacuation or during a political or natural disaster event that may threaten your safety. On Call dlso
assists with smaller problems you may not realize you have a resource for. Review a summary of
services on the following pages.

If you are, or will be, hospitalized following an accident or illness that occurs while traveling, contact
the On Call Global Response Center as soon as possible. On Call will facilitate payment of your
medical expenses whenever possible. Inthe event the medical facility you are inis not adequate to
treat you, On Call will arrange for your medically supervised evacuation to the closest appropriate
facility.

If you need an outpatient or physician appointment for an accident or illness, you can contact the
On Call Global Response Center to make an appointment and arrange payment of your medical
expenses prior to your visit whenever possible, this means no out of pocket expenses foryou. There is
no specific network, so if you choose to make your own appointment and self-pay the medical
expenses, you can submit a claim for reimbursement consideration.

In the event of a political or natural disaster event which threatens your safety, contact On Call
immediately. You will be connected to a security professional who can provide immediate advice
to maintain safety and then assess your situation to determine appropriate next steps.

Helpful Information

v If you have access to a landline, ask the operator to connect you to On Call and reverse the
charges; On Call accepts dll collect calls.

v If you are utilizing a mobile phone and have any issues making an outgeing international
call, you can email or text the Global Response Center as an alternative to request
assistance, or aretumn call.

v" Contact On Call for payment and arrangement of all Services that involve transportation
arrangements, these services are not reimbursable if you make your own arrangements/self-
pay prior to notifying On Call.

v" On Callis not a first responder If you are in a true emergency and need help getting to a
medical facility, dial the country's equivalent to 9-1-1 to get local response.

www.oncdallinternational.com

GCMO118-2
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On Call International
11 Manor Parkway
Salem, NH 03079, USA

~ A mermber of the Tokio Marine HCC group of companies

SERVICES AND BENEFITS

Full terms, conditions and exclusions to coverage apply; review the full plan description carefully.

BENEFITS LIMITS PER INSURED PERSON
Medical Evacuation and Repatriation $250,000
Repatriation of Remains or Burial $50,000
Security Evacuation $100,000 for evacuation
Emergency Travel Expenses (Reunion) $12,500 when in hospital for more than 3 days
Medical Expenses and Hospitalisation $250,000
Deductible: All Cause 0
Co-Insurance 100%
Acute Onset of Pre-existing condition Clause Up to a maximum of $15,000 per lifetime

100% of customary charges up to $3,000 for accidental

Emergency Pain Relieving Dental Treatment Injury and $500 for paiin relief

Prescribed Medicines by a Doctor or Specialist Maximum of 60 days per subscription

Maternity Up to the medical maximum up to 26 weeks of pregnancy
Qutpatient Treatment by a Doctor or Specialist 100 % of Customary Charges

Alcoholism or substance abuse treatment Up to $10,000

Treatment by Physiotherapists and Chiropractors as 100% of customary charges if in connection with covered
Prescribed by an Authorized Physician injury/illness

Ambulance Transportation i]n?%l(i)ng;?omqw charges if in connection with covered
Mental Health Up to a maximum of $20,000

Personal Accident - Accidental Death, Loss Of Sight, Loss $10,000

Of Limb(S), Permanent Total Disablement ‘

Personal Liability Physical injury and property damage $100,000

Emergency Bail Bond $1,500

Catastrophe Coverage 100% of customary costs up to $1,000

Search and Rescue 100% of customary costs up to $10,000

Loss Of Personal Belongings - Including Theft and Loss or

Damage by Fire or Natural Disaster Up 1o $1,000. $100 maximum per article

Loss of Checked in Luggage $500

Luggage Delay $200

Lost Documents, Equipment or Money $200

Trip Interruption $2,500

Travel Delay $100 a day; Max 5 days

ENHANCED BENEFITS

BENEFITS LIMITS PER INSURED PERSON
Bereavement Reunion $5,000
Return Home due to Felonious Assault $5,000
Emergency Travel Expenses due to Felonious Assault $5,000
Return of Dependent Children $5,000

www.oncdallinternational.com

GCMO118-2
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On Call International
11 Manor Parkway
Salem, NH 03079, USA

~ A member of the Tokio Marine HCC group of companies

Hazardous Activities $20,000
Adventure Activities and Sports $20,000

Pre-Trip Cancellation $1,000

Continuing Medical Charges $30,000 or 30 days
Program Fee Refund (Students Only) $1,000

Up to $5,000 combined single limit (CSL) annual
aggregate per insured person/traveler:

-Return of travel companion: Up to $1,500 included under
CSL

-Hotel Stay: Up to 14 days or $2,500 included under CSL
-Food Costs: Up to $50 per day for 14 days included under
CSL

-Change Fee/Airfare: Up to $1,000 included under CSL

Quarantine

ADDITIONAL MEDICAL, TRAVEL AND SECURITY ASSISTANCE

You also have access to the following assistance services; there are no monetary benefits associated
with these services:

MEDICAL ASSISTANCE TRAVEL & SECURITY ASSISTANCE

Pre-Trip Planning Pre-Trip Information & Active Travel Advice
Medical, Dental and Pharmacy Referrals Translator and Interpreter Assistance
Medical Monitoring Emergency Travel Funds Assistance

24 Hour Nurse Help Line Legal Consultation and Referral

Dispatch of Medicine Lost/Stolen Document Replacement
Coordination of Benefits Emergency Message Forwarding

This is a brief summary of coverage for insured participants covered under Policy Number 22INT06941. This is not a contract
of insurance. Coverage is governed by an insurance policy issued to San Jose State University. The policy is underwritten by
HDI Global Specialty SE, UK Branch. Complete information on the insurance is contained in the Certificate of Insurance on
file with San Jose State University. If there is a difference between this program description and the certificate wording, the
certificate controls.

HOW TO ACCESS MEDICAL CARE ABROAD

Hedalth insurance for international travel is not accepted by international medical facilities by
presenting your plan card as you typically experience in the US. Most facilities require financial
arrangements to be made at the time care is received for international fravelers, On Call provides
assistance with this and can be contacted any time medical care is needed.

When you contact On Call, an assistance coordinator will collect some information to create a case
record for you and then will proceed with the needed assistance. On Call attempts facilitation of

www.oncdallinternational.com
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On Call International

11 Manor Parkway

Salern, NH 03079, USA

~ A member of the Tokio Marine HCC group of companies

medical expenses by placing a Guarantee of Payment (GOP) with the provider for your appointment
or hospital visit. A GOP is simply a letter sent by On Call International via email or fax to a medical
facility that informs the medical facility of your coverage dates and insurance benefits. The letter asks
the facility to send your medical bills directly to On Call or to On Call's local partners for payment.
Here is some information about your options when seeking medical care abroad and how they work:

EMERGENCY MEDICAL CARE - You need immediate medical attention for a potentially life
threatening injury or ilfness.

= |Inanemergency, youshould proceed directly to the closest hospital and you or a companion
can contact On Call when it is safe to do so.
s Use the local equivalent to 9-1-1 if first responders are needed.

URGENT MEDICAL CARE - You heed fo seek care as soon as possible for a condition that needs prompt
attention but is not life-threatening.

s Contact On Cdall via phone, text or email and an Assistance Coordinator will open a case for
you to begin assistance

s On Call will provide you information for the closest preferred urgent care clinic or emergency
room in case you need to proceed there immediately. This will be provided on the call, or
shortly after

¢ On Cdall will contact that facility to advise them you are coming and request to place a
guarantee of payment for your visit

e  When the GOP is confirmed, On Call will update you.

« Timing of GOP’s cannot be guaranteed as they can be impacted by a number of factors. If
you have any problems upon arrival to the medical facility you should contact On Call or
provide our phone number and your case number to the medical facility and ask them to call
to confirm the GOP.

NON-URGENT CARE - You would like a scheduled appointment with a physician or specialist and do
not require freatment within the next 24 hours.

¢ Contact On Cadll via phone, text or email and an Assistance Coordinator will open a case for
you to begin assistance

¢ On Cadll will locate an appropriate provider that accepts a GOP and check your availability
for a preferred appointment time.

ANY-TIME OPTION FOR OUTPATIENT OR A PHYSICIAN'S CARE - You prefer to make your own
arrangements and are prepared to pay out of paocket.

* This does notimpact your coverage, there is no in / out of network
s Retain all receipts and medical reports
= Complete a claim form

www.oncdallinternational.com
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On Call International

11 Manor Parkway

Salern, NH 03079, USA

~ A member of the Tokio Marine HCC group of companies

e Submit completed clam form, receipts and any medical documentation to On Call
International for consideration of reimbursement

* Email to tpaclaims@oncallinterational.com

¢ The exceptionis for inpatient expenses. Inpatient medical expenses should be pre-certified by
On Call; however, if you are unable to contact On Call while you are hospitalized and you
self-pay your inpatfient medical expenses, you can submit a claim for reimbursement of
covered expenses. Along with your completed claim form, an explanation of the emergency
and what prevented you from notifying On Call should be included.

IMPORTANT

It is important to note that while On Call will always attempt a referral to a facility that accepts a
guarantee of payment, ultimately whether they are willing to take it or notis up to them and this can
change at any time. If a GOP is declined, as a secondary measure On Call will attempt payment
with a credit card over the phone or a wire transfer however not all facilities will allow this. For this
reason, as part of your pre-trip preparation for international travel, it is important you try to prepare
to pay out of pocket for urgent medical care, or to place a deposit for a hospitalization in an
emergency. While On Call will make every effort to avoid this, it always remains a possibility when
traveling internationally.

Additionally, if you have a pre-existing medical condition that may require specialty care, or are
taking prescriptions, contact On Call when planning your trip to be sure the medical resources you
may need are available in your destination.

ADDING ON CALL TO YOUR PHONE CONTACTS

Did you know that some smart phone operating systems are now
automatically sending any calls from numbers they don't
recognize to voicemail without any notification to the userg This
is to reduce spam calls for their customers, but it could have a
negative etfect when you are trying to get help abroad. So take
amoment to complete this simple pre-trip step to ensure you are
best prepared for your intfernational fravel, Jomicau

How To: Most smartphone have a QR scanner in the phone —just
open your camera and point it at the code. If you do not have
a scanner, simply CLICK HERE.

This will give you a link to download a digital contact card pre-
loaded with On Call's detailed contact and plan information.
This is not an app - it will simply add a pre-loaded contact inyour
phone's native contact app. Taking this step not only ensures
that you'llhave Cn Call info should you need it, but also that you
will recognize when On Call is contacting you.

www.oncdallinternational.com
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Appendix Z.8 - FLP Program Leader Agreement & Approval Forms

S SU ‘ COLLEGE OF INTERNATIONAL International Education
AND EXTENDED STUDIES e

Faculty-Led Program (FLP)
Program Leader Agreement & Approval

This Memorandum of Understanding is entered into by San José State University's College of International
and Extended Studies (CIES) and| [hereafter referred to
as the Program Leader, for the development of a faculty-led program will be participating in a CSU-affiliated
study abroad program as follows:

Program Start Date: | | Program End Date: | |
Program Location: Country(ies)| ICity(ies) | |
Course Number(s) and Title(s): | |

General Conditions:

Program Leader will adhere to the program policies and procedures set forth by the College
of International and Extended Studies.

Program must be self-supporting. It is the responsibility of the Pragram Leader to keep the
program within budget. Program Revenue deficits must be covered by Program Leaders. CIES is
not responsible for program deficits.

Only costs specified in the approved Travel Authorization will be reimbursed.

Program Leader will complete grade reports and submit budget expenses reconciliation to
CIES Finance within thirty (30) days upon completion of the program.

O00 O O

Re-entry and evaluation procedures must be completed within eight (8) weeks upon completion of
the program.

Acceptance: | understand and accept the terms of this agreement.

Program Leader (print Name): |

Signature: F’ | Date: | |
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COLLEGE OF INTERNATIONAL i i
SJSU AND EXTENDED STUDIES International Edu%ﬁg??ﬂzung

Faculty-Led Program (FLP)
Program Leader Agreement & Approval

Program Name: | ‘ Program Leader{s):|

Part I: Department Chaijr Approval
|:| | have read the facurty application and discussed the course offering with the fac:ulty member.
|| 1 certify that the course of study is within the faculty’s field of competence.

|:| | agree that the student leaming objectives for the course can be met within the travel study
format, including appropriate pre- and post-trip meetings.

I:‘ | approve the offering of this course abroad.
| understand and accept the terms of this agreement.

Department Chair's Signature Department Chair's Name Date
EBartli: College Dean Approval
|| 1 approve the offering of this course abroad.

[ |1 understand and accept the terms of this agreement.

= [ ||

College Dean/Assoc. Dean’s Signature College Dean/Assoc. Dean’s Name Date

Part IIl: Di f Global Educati | Initiatives (GE]) A I

l:' I have reviewed the travel arrangements proposed for this study abroad course and find the
arrangements to be appropriate. | have also discussed the requirements with the faculty
member and have advised him/her of what must be followed when offering this course in
another country.

|:| CIES acknowledges that the above program has been reviewed by the sponsoring College
and Global Education and Initiatives staff and that the faculty member has been given FLP
policies and procedures related to short-term study abroad courses. CIES will support this
program as long as enroliments, other financial conditions, and related course costs are
deemed appropriate. CIES reserves the right to modify arrangements, in consultation with
the sponsoring College.

= | [

GEI Director’'s Signature GEI Director's Name Date
3 Global Education and Inifiatives | College of International & Extended Studies 20F2
i B Address 210 M. 4* Street, Suite 301, San José, CA 95112 | Intercampus Zip 0135 Ha Sk
i I Tel 408924 2670 | Fax 408 924 2666 | Web www fip.sisuedu Verslon 21447
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Appendix Z.9- Instruction Appointment - Special Session/Winter Session Form
Print From Save Form

S Sl l Special Session
COLLEGE OF INTERNATIOMNAL AMD EXTENDED STUDIES

Instruction Appointment — Special Session/Winter Session Form
Form must be signed by: 1. Fecully; 2. Appointing Autharily; 3. Dean or Designee before class begins.

Faculty Mame: Empl 1Dz

College: SchoolDepartment:

Faculty Rank: CIES Posifion MNa:

Spedial Session Program: 5 sier (Termi:

Projected Special Session Teaching Unit Total:

Proj Special Session Comg -

[[] Teaching Appointment (Paid) [[] Volunteer Teaching Appointment**
Course(s) to be taught Course Dates:

Title Units. Begin -Em:l

Title Uinits. Begin -Em:l

|:| Non-Teaching Appointment (Paid) D Volunteer Non-Teaching Appointment™**

DATES OF NON-TEACHING AFPO INTMENT {one term per appaintment) 5
SCOPE OF WORK (Aftach addifional pages, if necessary):

Please check the box next to any other appointments or compensafion in addition fo special session instruction that may constitute additional
[[]sisU Facuity Assignments || Special Consultant || S45U Research Foundafion || SJSU Tower Foundation

[Cother Extended Studies (CIES)
Examples of posaible addifional employment include 5/50 Foundation granfs and confracts; work at other C5U campuses, the CSU

Chancellor's office, loffery awands, college and depar i ive grants or ial project

"1 acknowledge this teaching assignment and fo the best of my knowledge | am in compliance with the CSU additional employment policy.

Faculty Signature Diate

CollegelSchool/Department Appointment Authority Date

College Dean/Designes Date

Employment Allocation OVERLOAD REVIEW-

1. SIS0 % Date
2. Extended Studies % FACULTY AFFAIRS
3. Special Consultant % Date
4.  5J5U Research Foundation % EXTEMDED STUDIES [IES)
5. SJ5U Tower Foundation b
G. Total Allocation Time %

*CSU ADDITHONAL EMPLOYMENT POLICY: A faculty employee (Uit 3] is permitted additional employment compensated by the California State University,
funded by General or Mon-General Funds inchuding CSU suxiliaries. This additional employment shall not exceed 25% workload overage.

*=UOLUNTEER FACULTY {NO COMPENSATION): Compensation is determined by California State University Salary Schedule “Instructional Faculty, Special
Programs,” Class code 2322 please note: “Section 3(e)(a)(a){N) of the FLSA does not permit an individual to perform hours of volunteer service for a public
apency when such hours involve the same type of services which the individual is employed to perform for the same public agency.” Reference: Department
of Labor's Regulations 28 C.F.R. §553.102

Suite 301, 5an Jase, CA 95112 11 1 Page
Fax 408-924-2666 Version 7.6.15
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Appendix Z.10 - Application for University Vehicle Operation/Authorization
Budget and Risk Management

FINANCE AND Application for University Vehicle
SJSU ‘ BUSINESS SERVICES Operation/Authorization
Risk Management

Finance- One Washington Square- San José, CA 95192-0008 Main: 408-924-1558

Read and complete form, then sign, obtain supervisor/manager signature and authorization. Return form to Risk Managemenﬂ,
Extended Zip 0008 or email to maria.perez@sjsu.edu. Keep a copy of the form for your department record.

Employees/Volunteers who operate motorized vehicles on university/state business are required to be safe drivers and operate vehicles
in a safe manner. This is your request to operate vehicles on university business. You must have a supervisor's permission to operate
any vehicle on university business. If your position requires that you operate vehicles on university business, then your continued
employment will be contingent upon satisfying each of the following. In addition to the requirements below, if you will be using your
privately owned vehicle on official university business, you are required to fill outan Authorization to Use Privately Owned Vehicles on
State Business (STD. 261)2. Before operating a vehicle on university business, you must first provide evidence of, and certify and
maintain, the following:

1. You possess and maintain a valid State driver's license (foreign licenses are not permitted). The driver's license must be
appropriate for the job and vehicle(s) to be operated (e.g., class A, B, C).

2. You have not received more than three moving violations and/or accidents, or combination thereof, in the past twelve-month
period.

3. You have completed a CSU-approved Defensive Driving Course® (DDC). Frequent drivers should take the DDC every four
years (SAM 0751).

4. You are enrolled in the university’s Department of Motor Vehicles Employer Notice Program. Completing this form initiates
that process. The DMV will provide the university with periodic updates of your driving record.

5. You have and maintain a good and safe driving record. Risk Management will review your initial driver's license motor vehicle
record from the DMV. If you are a Class A, B, or Special Class C driver, you must provide (at your cost) an original DMV
record at the time of hire.

6. If you are a volunteer and drive vehicles on official university business (e.g., field trips or athletic events), you are required to

complete a Volunteer Request Form?.

|. Employee/Volunteer Information

Name: Department:

Position: Phone: Email:

Employee ID or Student ID Number (on Tower Card):

Driver's License Number: State: Expires:

IIl. Agreement, Certification, Release, and Acknowledgement

1 understand and agree that ! miist possess and maintain a valid State driver’s license in order to operate vehicles on university
business. | am in possession of a valid California State driver's ficense, and ! understand that if my job requires vehicle operation, my
continued employment is contingent upon maintaining a vaifd driver's license. If at any time my driver’s ficense becomes suspended or
revoked, | wilf notify my supervisor/manager before operating any vehicles on university business.

| certify that the above is an |:| active employee |:| or a volunteer of SJSU.
Employee/Volunteer Signature: Date:
Approving Official Signature: Date:

Approving Official Name (please print):

T https:/mww. sjsu.edu/fabs/services/risk/index.php
2 https:/Amww.documents.dgs.ca.gov/dgs/fmc/pdfistd26 1. pdf

3 https:/Aww. sjsu.edu/fabs/services/risk/insurance/driving. php
4 https:/mww. sjsu.edu/up/uptoolkit/onboard/ivolunteersfindex.php
risk_forms_vehicle_univ_oper pdf 34122
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Appendix Z.11 - CSU Employment Questionnaire

CSUEMPLOYMENT QUESTIONNAIRE

CSU policy prohibits individuals from holding reaching azsignmentz in the Caljfornia State University (CSU) gystem that toral more than the
squivalant of ons full-time position, unlass the “overage ™ is fimded from NON-General Fund sowrces or is the result qf the accrual of part-time
amployment on more than one (1) campus. CSU employess with non-teaching azzignmentz are, under cevtain circumstances, allowsd
additional employment up to 23 percenr of a full-ime appointment.  Theze policies are swictly enforced by the Stare Commroller's Qffice
through which all pmroll warrantz are procezsed  In addition, for individual: whe are neither a citizen or lmifid permanent resident of the
United States, your signature on this document certifies thar you hold wwestricted work authorization with San Joze Stare Universigy, as
authorized by US. Department of Homeland Security regulations, for the 10--month peried covering the academic calendar for 5-month
period covering a single semester calendar). Failure to zarigly this requirement may result in the tevmination of your faculy azzsigmmenm. To
avoid possible violations gf theze policies, and delays in receipt of pmyvoll warrants, academically related employess are requested to provide

the following Frmation: |l
oo CSUSYSTEMEMPLOYMENT =
Apart from San José State University, which other CSU campuses are you employed with this Academic Year?
List ATT that apply.
CAMPUS ASSIGNMENT
I:ISa.u Francisco State University Timehase Fraction (3 units = 20 FTE)

[[_|CSU. East Bay (Hayward)
DCSU: Monterey Bay

Teaching/MNon-Teaching Posifion
D Other CSU Campus

oo .. SANJOSESTATEUNIVERSITYEMPLOYMENT
List ALL San José State University department’s which you work for or plan to work for during this Academic Year:

Department Timebase/ Fraction TeachingNon-Teaching Posifion
(3 units = 20 FTE)
1: 1 1:
2 2] X
3 EN 3

Do you LIVE cutside of the State of Califoria? If yes, please provide State

Dunng the contract period, are there any restmetions on your ability and/er avalability to perform the essential fimetions of your
job at SISU with or without reasonable accommodations? YES[] NO[]

Are you a retired State of California employee (PERS or STRS)?  YES[] No [ Petirement Date:

By signing this form I agree that all the information provided above is true to the best of my knowledge.

Print Name

Signature Date

Academic Year Os.-'14 Old-'li OlS.-'lﬁ 015.-'1? On.-'ls (Oreis
Semester: D Fall D Winter I:I Spring DSummer

When you have complated this form, renom it to your department affice for inclusion in the Persommsl Actien File. Rew 52013
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Appendix Z.12 - Vendor Data Record Form 204

#

B JOEE STATE

TRy

FOR ACCOUNTS PAYABLE LISE ONLY STD. 204 (12.07 12iac)
SaN JOSE STATE UNIVERSITY
VENDOR DATA RECORD FORM 204 Vendor Na.-
ACCOUNTS PAYABLE

A completed Payee Data Record, STD. 204, is required for payments to all non-govemmental enfiies and will be kept on file at 2ach
State agency. See Privacy Stafement on page 2. Note: Government enfities, federal, sfate, local (including schoal districts) are not
required fo submit this form. Email completed form fo vendor-request@sisu.edu or fax fo 408-924-1638. All sections (1 to 5) must be

completad,
Vendor's Business Name DBA- Sole Proprietar (Cramer's Full Name)
Section 1
Address (Mumber and Street or P.O. Box)
MName &
ROl City, State and Zip Code Phone Fax
Section 2 Federal Employee ldentification Number (FEIN) :
Payee }
Entity Type | Check Appropriate Box for Fedaral Tax Classification:
and
Smiall D C Corporation l:' S Corporation
Business
L D Partnership I:‘ Trust Estate I:l Exempt Organization I:‘Or.her
D LLC (Select letter type)- C= Comporation; S= S Corporation; P= Partnership:
Individual or Sole Proprietor—Social Security Number/ITIN:
Note: SSN required by authority of California Revenus and Tax - -
Code Secfion 18646.
CA Certified Small Business/DVBE Certification Reference MNo.:
Section 3 Check the Box That Describes Your Primary Business:
Vendor I:‘ Equipment & Supplies |:| Semnvices: Non-Medical |:| Services: Medical I:l Attomey Fees
Activity I:l
Other- Specify:
Section 4 Check All Boxes That Apply Federal Income Tax Withholdings (Applies to Individuals Only):
;;‘;:;F:g |:| Iam a U. 5. Citizen I:I | am a Permanent Resident Alien and | have a Pemanent Resident Green Card
idency
Status for I am not a U. S. Citizen and | do not have a Permanent Resident Green Card
-'F;ﬁx HNote: All Forgign Citizens/Enfities must complete a tax analysis before payments can be made.
UrpOSes
Al I:l Tax Exempt by Tax Treaty Country of Residence:
E;‘JQEE Al Services Related to this Payment are D Federal Income Tax Withheld
the Performed Outside of the United States
Ui .
ar’:fﬁgm California State Tax Withholding Status (Applies te All Vendors):
to Federal
and CA Resident- Qualified to do business in CA or have a permanent place of business in CA
California
State Tax I:‘ CA Mon-resident (See page 2)- Payments to CA non-residents may be subject to state taxes
Laws
I:I A Waiver from CA state tax withholding is attached (From the CA Franchise Tax Board)
D All sarvices related to this payment are performed QOUTSIDE of the State of Califomnia
Section 5 I hereby certify under penalty of pegury that the information provided on this document is true and correct. If my residency
status should change, | will promptly inform San José State Universify.
s | 1|
Signature
Authorized Vendor Representative's Name Signature Date Phone
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San Jose State University
PAYEE DATA RECORD

ETD. 204 {12.07 AXac) (REVEREE)

PURPOSE
Information contained in the Payee Data Record, STD. 204 will be used by state agencies to prepare information returns (Fom 10289) and for withholding
on payments fo non-resident vendors. Prompt retum of this fully completed form will prevent delays when processing payments.

Questions should be directed to:

San Jose State University Phone: 408-824-1558
Accounts Payable Office Fax: 408-824-16082
Cne Washington Square Email: vendor-request@sjsu.edu

San Jose, CA 9519240041

Requirement to Complete Payee Data Record, STD. 204

A completed Payee Data Record, STD. 204, is required for payments to all non-governmental entities and will be kept on file at each State agency. Since
each State agency with which you do business must have a separate STD. 204 on file, it is possible for a payee to receive this form from various State
agencies.

Payees who do not wish to complete the STD. 204 may elect to not do business with the State. If the payee does not complete the STD. 204 and the
required payee data is not otherwise provided, payment may be reduced for federal backup withholding and non-resident State income tax withholding.
Amounts reported on Informeation Retuns (1088) are in accordance with the Intemal Revenuwe Code and the California Revenue and Taxation Code.

1 Enter the payee's legal business name. Sole proprietorships must also include the owner's full name. An individual must list his‘her full name.
The mailing address should be the address at which the payee chooses to receive comespondence. Do not enter payment address or lock
box information here.

2 Check the box that comesponds to the payee business type. Check only one box. Corporations must check the box that identifies the type of
corporation. The State of California requires that all parties entering into business transactions that may lead to payment(s) from the State
provide their Taxpayer |dentification Mumber [TIN). The TIM is required by the Califomia Revenue and Taxation Code Section 18646 to
facilitate tax compliance enforcement activities and the preparation of Form 1028 and other information retums as required by the Internal
Revenue Code Section 6108(a).

The TIM for individuals and sole propristorships is the Social Securty Number (S5M). Only partnerships, estates, trusts, and corporations will
enter their Federal Employer ldentification Mumber (FEIN).

Payment will not be processed without an accompanying Taxpayer |D numbser.

4 Are you a California resident or non-resident?
A corporation will be defined as a "resident” if it has a permanent place of business in California or is qualified through the Secretary of State
to do business in California.

A partnership is considersd a resident parinership if it has a permanent place of business in Califomia. An estate is a resident i the
decedent was a California resident at time of death. A trust is a resident if at least one trustes is 3 Califonia resident. Rules for assessing
State taxes differ significantly from Federal tax rules.

For individuals and sole proprietors, the termn "resident” includes every individual who is in California for other than a temporary or
transitory purpose and any individual domiciled in Califormia who is absent for a temporary or transitory purpose. Generally, an individual who
comes to California for a purpose that will extend over a long or indefinite period will be considered a resident. However, an individual who
comes to perform particular contract of short duration will b= considered a non-resident.

Payments to all non-residents may be subject to withholding. Mon-resident payees performing services in California or receiving rent, lease,
or royalty payments from property (real or personal) located in Califomnia will hawe T% of their total payments withheld for State income taxes.
However, mo withholding is required if total payments to the payse are 31,500 or less for the calendar year.

Pricr to making payments to foreign citizens, United States tax laws require all employers to perform a tax analysis with respect to country of
citizenship to determine residency for Federal tax purposes.

For information on residency status, contact the Franchise Tax Board at the numbers listed below:

Withholding Services and Compliance Section:  1-888-702-4g00  Website: www.fth.ca.gov
For hearing impaired with TDD, call: 1-500-822-6268  Emall address: wscs.geni@fto.ca.gov

5 Provide the name, title, signature, and telephone number of the individual completing this form. Provide the date the form was completed.

PRIVACY STATEMENT

Section T(b} of the Privacy Act of 1874 (Public Law 83-578) reguires that any federal, State. or local govemmental agency, which requests an individual to
disclose their social security account mumber, shall inform that individual whether that disdosure is mandatory or voluntary, by which statutory or other
autharity such number is solicited, and what uses will be made of it. It is mandatory to fumish the information requested. Federal law requires that
payment for which the requested information is not provided is subject to federal backup withholding and State law imposes noncompliance penalties of up
to 520,000

‘fou have the right to access records containing your personal information, such as your S5M. To exercise that Aght, please contact the business sernvices

unit or the accounts payable unit of the State agency(ies) with which you transact that business.  All gquestions should be refemred to the requesting State
agency listed on this form.
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Appendix Z.13 - Foreign Sources Statement

San Jose State University

Accounting Services Department

One Washington Square San Jose, CA 95192-0008
408 924-2262

Foreien Source Statement

I. . am nota United States citizen or permanent resident alien,

and all of mv services for the San Jose State University were performed in

Brief description of the services:

Amount: §

Print Name:

Sign Name:

Date:

211
FLP Program Leader Handbook, June 2022
Study Abroad and Away, San José¢ State University back to Table of Contents




Appendix Z.14 - Certification of Receipt of Goods

S U SAN JOSE STATI Certification of Receipt of Goods
f ; UNIVERSITY Accounts Payable
Finance — One Washington Square — San José, CA 95195-0008 Main: 408-924-1558 Fax: 408-924-1698

This form is used in the event that an SJSU employee misplaces or does not receive a receipt for a purchase made with the
university ProCard, GoCard or when the expense is paid out of pocket. If you are missing a receipf, please fill out this form and
submit in conjunction with your monthly ProCard/GoCard Reconciliation, Employee/Student Reimbursement, or Travel
Reimbursement request. The Certification Receipt of Goods form must be completed for each missing receipt.

Receipt Information

Supplier Name: Receipt Date:

Items Purchased
Quantity Description of Purchase Unit Price Extension

Sub-Total:

Tax:

Shipping/Freight:

Total:

Reason itemized invoice/receipt was not obtained:

Department Approval

| certify that the goods listed above were received and were for San José State University business.

Employee/Cardholder Signature: Date:

Print Name:

roving Official Signature: Date:
Approving g

Print Name:

! Vendor name
receipt_of_goods.doc 5/29/15
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Appendix Z.15 - FLP Site Visit Proposal Packet (Downloadable HERE)
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