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Faculty-led Study Abroad Program Overview

Structures and Definitions 
Leading a Faculty-Led Study Abroad program gives faculty a unique, rewarding opportunity to connect with students while engaging them in experiential learning. Using the Faculty-Led Study Abroad (FLSA) model, faculty members can propose and develop an education abroad program. Once approved by the appropriate department head and dean, the proposal will be reviewed by the Faculty-Led Advisory Committee and recommended to a designee of the Provost for final approval. The Provost’s designee’s decision to approve, deny or cancel a program is final.
[bookmark: _7gjji626p4a2]
[bookmark: _gjdgxs]The FLSA proposal and approval procedures provide structure and direction for education abroad programming as part of the University’s strategic plan for internationalization.

Responsibilities of the Faculty Leader

The faculty leader must have academic credibility and appropriate credentials for leading a FLSA program. They are responsible for leading the academic aspects of the program and providing student support throughout the program cycle. In addition to the standard duties of teaching a course at NMU, the responsibilities of the faculty leader include: 

· communicating and coordinating with the International Programs Office designee throughout the program cycle;
· developing and submitting the program proposal, including the itinerary and budget;
· selecting academically relevant group activities, field excursions, etc.;
· participating in marketing and recruitment plans;
· developing a budget, setting withdrawal deadlines, and maintaining accurate fiscal records; 
· identifying a program assistant;
· reviewing student applications and selecting participants; 
· leading pre-departure activities and/or teaching preparatory courses;
· arranging or coordinating travel to and from the host country for both themselves and student participants. This may include the purchase of airline tickets;
· enrolling students in the study abroad program affiliated course with the support of the Registrar’s Office;
· teaching the course and leading all program-sponsored activities while abroad; 
· serving as the main point of contact for students in need of academic, cultural, and/or personal guidance while abroad, both on a scheduled and emergency basis;
· traveling with the group participants to and from all site locations specified in the itinerary, unless otherwise specified and approved by the designee of the Provost;
· completing the NMU International Travel Registration by the specified deadline;
· forwarding all correspondence from proposed partner organizations and vendors;  
· serving as the primary communicator with students and third-party contacts throughout the program cycle;
· delivering receipts for on-site expenses; and
· reconciling budget to actual within a reasonable timeframe. 

Responsibilities of the Department/College

The sponsoring department or college is responsible for the following: 

· signature approval of the program proposal, and
· preliminary review of the budget and guarantee that excess financial expenditures will be paid by the faculty leader’s department. 

Responsibilities of the International Programs Office

The International Programs Office (IPO) administers FLSA programs and the IPO staff member responsible for FLSA administration is a standing member of the Faculty-Led Advisory Committee. Any faculty member who wishes to lead a study abroad program must work with the IPO. The IPO, alongside the faculty, will administer the logistics of the program. IPO responsibilities include: 

· alerting faculty to the yearly program proposal cycle;
· advising new and returning faculty leaders for program development;
· collaborating closely with faculty leaders throughout the program cycle; 
· communicating revisions necessary for program approval post committee review;
· collaborating with the Controller's Office to assign org. number to approved programs;
· assisting faculty leaders in budget development;
· accepting and processing student participant applications including a GPA, conduct, and academic review;
· notifying accepted students, participants and adding them to necessary shared documents; 
· communicating with and advising students throughout the program cycle; 
· preparing and delivering orientation sessions; 
· reconciling the final budget; and
· initiating yearly review & revision of FLSA handbook and proposal process/forms.

NMU’s Faculty-Led Study Abroad Models 

This handbook will refer to the following two FLSA models: 

Faculty-Led Study Abroad (FLSA) is an academic, credit-bearing study-abroad experience where an NMU Faculty member accompanies a group of students to a county outside the USA. In this model, students will be enrolled in an NMU credit-bearing course of which the study abroad component accounts for part of the credits. 

FLSA Service Learning is a non-credit bearing experience where NMU Faculty or Staff lead students on a trip outside the USA to experience another culture and participate in a service-learning project. 














Developing a Program and the Approval Process

All faculty leaders will submit a proposal for a Faculty-Led Study Abroad program. This proposal will outline the course, itinerary, and syllabus, and is intended to support how the learning objectives will be met and enhanced through the experiential learning opportunities abroad. The proposal will include signatures of approval by the academic department head(s) and college dean(s). Once completed and signed, the proposal should be submitted to the International Programs Office. 

Guidelines for developing such proposals are provided in this handbook. These guidelines are not meant to be prescriptive or binding, but rather will assist in developing a solid program that is strong academically and feasible abroad. 

Please notify the International Programs Office if you are considering developing a program and would like to discuss this process in more detail. 

Pre-proposal Preparation 

Faculty proposing new programs should choose sites that are appropriate for and enhance their classes. Faculty with no previous experience in the program location must make a site visit prior to submitting a proposal OR work with a third-party provider approved by the FLSA Advisory Committee. Once an initial course concept is developed, completion of the following steps is recommended: 

· Discuss idea with department head.
· Discuss idea with IPO program administrator.
· Arrange a site visit (if needed).
· Identify proposed partner organization(s)/personnel to provide on-site support (at the cost of the department or leader).
· Identify a potential program assistant.
· Begin filling out the FLSA Program Proposal Form.

Program Proposal 

Program selection and approvals must be completed at the time of application. Faculty leaders should complete the Faculty-Led Study Abroad Program Proposal form established by the International Programs Office. Preference will be given to proposals submitted on time, and that include:

· required signatures from the faculty leader, Department Head(s) and Dean(s);
· a detailed description of the site location(s) 
· Note: you are encouraged to review any travel warnings issued by the U.S. Department of State/CDC/ OSAC;
· an identified and approved program co-leader;
· a description of any outsourced programming and applicable contact information;
· learning objectives and aligned coursework that counts toward degree requirements and/or general education credit for FLSA academic programs;
· a course syllabus for FLSA academic programs;
· a detailed description of how the course/experiences provide opportunities for authentic intercultural activities and learning as outlined in the draft itinerary provided; and
· a financially feasible draft budget including a clear withdrawal deadline.





Program Renewal 

A renewal program includes any FLSA program that has run successfully for two or more years since 2020.  Any faculty member who seeks to lead a renewal program abroad must submit a proposal, be approved by the Faculty Led Advisory Committee, and adhere to the policies and procedures outlined in the Faculty Led Study Abroad Handbook. Renewal program proposals must be approved by the department chair and college dean before submission to the International Programs Office. 

Proposal Assessment 

Once the completed proposal is submitted to the International Programs Office, it will be reviewed by the Faculty-Led Advisory Committee. This Committee includes a representative from several offices on campus. Each member of the committee will review the proposal for the information detailed below. All committee members are able to make written recommendations to a designee of the Provost for a final decision. 

Faculty-led Advisory Committee Representatives and Review Responsibilities 

Risk Management 

· Confirms (in coordination with the Provost and Title IX) that program leaders have no active investigations or conduct concerns.
· Assesses third-party providers and contracts for clear delineation of responsibilities and compliance with local laws and safety standards.
· Verifies that private transportation providers are licensed, insured, and reputable.
· Reviews travel advisories using U.S. Department of State guidance.
· Evaluates public health risks using Centers for Disease Control and Prevention recommendations.
· Reviews housing arrangements and associated supervision expectations.
· Considers location-specific risks and identifies activities with elevated risk to assess and recommend appropriate mitigation strategies.
· Reviews faculty plans to mitigate identified risks.
· Evaluates communication and accountability plans, including regular check-ins and risk mitigation for unsupervised
· time Reviews International Travel Registration.

Registrar/Accreditation 

· Reviews program course content and suggests refinements (academic rigor)
· Recommends rotation of program offering

Financial Aid 

· Reviews adherence to Financial Aid policies
· Reviews and advises on budget and requirements for Controller’s Office

International Programs Office 

· Reviews and advises on intercultural elements
· Reviews leader reports and student program evaluations

Faculty Representative 

· Reviews program course content and suggest refinements (academic rigor)
· Reviews and advises on intercultural elements

Once the proposal is reviewed by the FLSA Advisory Committee, the faculty leader will have the opportunity to review the feedback and make recommended changes. Revisions should be sent to the International Programs Office. The finalized proposal will be sent to a designee of the Provost for final review and approval. 

NOTE: Please be advised that the program proposal you submit will be retained to evidence NMU’s support of the number of credits assigned, values for the student participants, and safely for all involved. The IPO will allow amendments to prior program proposals. 

Post-Approval Considerations 

Changes to the Program 
Minimal changes to an approved program will be allowed once final approval is granted. Proposed changes must be submitted to the IPO using the FLSA Program Changes Request Form.

The following changes will be considered without requiring a new proposal submission: 
· Changes to program assistant 
· Minor changes to the budget that do not affect the overall cost per student

All other changes will require that a new proposal be submitted. These changes include, but are not limited to: dates of the program, dates of travel, program destinations. New proposals may be submitted within 6 months of a program’s start date for review by the FLSA Committee. Otherwise, a new proposal should be submitted during the following proposal cycle. 

Contracts
Deans, Department heads and faculty are NOT authorized to sign contracts. The International Programs Office will work with the faculty leader to manage contract paperwork. Contracts are processed through NMU Risk Management and are typically signed by the Risk Manager. 

Faculty Leader and Program Assistant Criteria 

All FLSA Programs are required to have a program leader (Faculty or Staff) and a program assistant. To be covered under university insurance contracts, program leaders must be employees of the University. 

The Faculty Leader must:  
· have been to the program site. This can be accomplished either through prior program experience or through a site visit; 
· have a good record of university fiduciary responsibility and administrative proficiency. A history of unsettled University credit card purchases may disqualify potential program leaders; 
· have the support of their Department Head and Dean. The Dean/Department Head decision may involve issues such as course offering, budget, or other factors outside the purview of the IPO; 
· have no unresolved conduct investigations. The designee of the Provost and the Title IX Office will make the final decision about proposed Program Leaders. If either the designee of the Provost or Title IX Office do not approve the Program Leader, the faculty member will be advised as to why the decision was made. Appeals to the decision will follow the regular University appeal process (see The Relationship Violence, Sexual Assault, and Stalking Policy); and  
· have satisfactory student evaluations (if a program was offered previously).

The Staff Program Leader must: 
· be leading a non-academic, service-learning program; 
· have been to the program site or be ready to contract through a legitimate and trusted service-learning organization. Additional due diligence may be required. Risk Management will assist;
· have a good record of university fiduciary responsibility. A history of unsettled University credit card purchases may disqualify potential program leaders; 
· have the support of their Supervisor. The supervisor decision may involve issues such as budget, time away from the University, or other factors outside the purview of IPO; 
· have no unresolved conduct investigations. The Human Resources Department and the Title IX Office will make the final decision about proposed program leaders. If HR / Title IX Office do not approve the leader, the staff member will be advised why the decision was made. Appeals to the decision will follow 
the regular University appeal process (see The Relationship Violence, Sexual Assault, and Stalking Policy); and  
· have satisfactory student evaluations (if a program was offered previously).

Each Program Leader must identify a Program Assistant. The responsibilities of the Program Assistant include:
· assisting with organization, supervision of participants, and risk management during the trip;
· guiding the students to safe return to the US in the event that the primary faculty or staff leader is ill, injured, or missing; and 
· staying with ill, injured, arrested, or disciplined students, until another University or family representative arrives to support the student or until the student is safely transported back to the U.S. This could include escorting a student safely back to the United States should they be unable to return on their own.

The program assistant must be a full-time or part-time NMU faculty or staff member. If the program assistant is a part-time NMU employee, the program leader is required to be a full-time employee of the University. Program assistants who may lead the program in the future are preferred. 

Program assistants cannot be family members or partners of the faculty leader as a family emergency could require both to leave the trip. If the family member added technical or other skills, they may be allowed to participate as an additional program assistant, but either the department or the participant would have to cover all costs; in no case would the students be required to cover any part of the cost.

Additional Program Assistants
The students will only be assessed fees to pay for two faculty/staff members to accompany them on FLSA trips. Occasionally, persons with specific technical or other skills also accompany the students. The technical/ special expertise is necessary for NMU’s insurance contracts to cover the participation in the trip. This third leader/assistant’s travel costs will either be paid by the department or by the participant (not the students). However, NMU’s insurance carrier will cover the extra leader/assistant’s employee liability risk because they add educational value to the course. 

Background Checks 
NMU Police Department will conduct a background check on any program assistant who is not a university employee.

Bringing Family Members/Partners/Friends/Children on an FLSA trip 
NMU faculty-led programs are first and foremost, academic and co-curricular experiences. NMU has occasionally allowed family members, partners, friends, and/or children to attend FLSA trips. The primary decision about this has always been the educational experience of the students in the course as well as the safety of all involved. In each case, if a situation that could negatively impact the course or safety was identified, additional requirements were imposed. 

Faculty leaders must submit a proposal letter to the IPO for an accompanying spouse/partner/friend or dependent. The letter should include a signature from the department head and an email address for the spouse/partner/friend or adult dependent. NMU PD will contact this person to complete a background check. Once completed, IPO and Risk Management collect information about the proposal and make a recommendation to designee of the Provost, whose decision is final. 

Accompanying Spouse/Partner/Friend 
· A spouse/partner refers to either the spouse or domestic partner of a faculty leader irrespective of sexual orientation. Friend is any unrelated accompanying participant. 

· Sponsor henceforth refers to the faculty leader or program assistant who is proposing the additional attendee (spouse/partner/friend/ or dependent/caregiver)

· A spouse/partner/friend may accompany their sponsor for the duration of the program or portion of the program as long as it does not interfere with the sponsor’s duties to the program, the program fee is not increased for the students, and there is no negative impact on the students. 
· Spouses/partners/friends will be required to have a background check conducted by NMU which will be arranged by the IPO. 
· Spouses/partners/friends should not have responsibilities related to the academic program (i.e. taking attendance, monitoring tests, managing funds).
· The Sponsor should consider carefully the impact of taking spouses/partners/friends on these programs such as logistics, leader dynamics, and impact on the student experience.

Accompanying Dependent:
· NMU student dependents may attend service-learning programs or FLSA programs led by a parent or guardian, but are subject to the existing eligibility requirements and fees for program participation. Tuition waiver benefits will apply to the course, but fees and travel are not generally covered by tuition waiver benefits. 
· Qualifying dependent children admitted to NMU through the guest student process should specifically apply for the FLSA program or service-learning program. 
· Minor dependents generally may not travel as part of an FLSA program. The Provost has, however, infrequently allowed a minor child to travel with the program for one of two scenarios. 
· In the first exception, the minor dependent is conditionally admitted as a student. For instance, this may apply when the minor is a high school student who qualifies for NMU academic credit. In this case, the student registers for the class or program and meets all the criteria for admission and class/program participation. 
· The second exception occurs when the minor child is supervised and cared for by another caretaker.  In this rare case, all expenses and arrangements for the minor child and the additional caretaker are paid by the faculty leader/program assistant who proposes the exception. The caretaker will be required to have a background check conducted by NMU which will be arranged by the IPO. 

NMU requires that all costs associated with accompanying spouse/partner/friend or dependents (not registered for the class/program) to be covered by the sponsor. Under no circumstances will costs be covered by student participants. If a faculty leader/program assistant requires additional housing to accommodate a spouse/partner/friend or dependent, the sponsor is responsible for the cost of the additional space, rooms, etc.

Logistical Arrangements 
· Program arrangements are not made to accommodate the needs of a spouse/partner/friend and/or dependent. All program accommodations are made in support of the academic program and according 
to the needs of the students and program leaders. The sponsor must make all logistical arrangements for their spouse/partner/friend and/or dependent.
· If a faculty leader’s spouse/partner/friend and/or dependent requires accessible or special accommodations, the sponsor is responsible for acquiring them for the duration of the program. 
· Sponsors are responsible for organizing all travel arrangements for their spouse/partner/friend and/or dependent, including but not limited to: obtaining visas, transportation to and from the airport, and meals. 
· Sponsors must obtain and pay for their own international insurance for their spouse/partner/friend and/or dependent. 
· Spouses/partners/friends and/or dependents are not permitted to share accommodations with students. 
· Spouses/partners/friends and/or dependents shall not compromise the proposed academic program in any way, including, but not limited to: 
· preventing the sponsor from attending or leading excursions or teaching class;
· disrupting class or excursions; or 
· preventing the sponsor from fully engaging in the academic program. 


Financial Matters

Developing a Program Budget 

Financial arrangements for a program must comply with established University policies and procedures set by the Controller and the International Programs Office. All efforts should be made to keep costs to a minimum without jeopardizing the quality of the program. A tentative budget must be submitted with the FLSA Proposal form and can be found on page 7 of the Proposal form. 

All program budgets must be finalized and approved by the Financial Aid Office and International Programs Office. 

Pre-departure financial preparations include:

· submitting your International Travel Registry through your MyNMU account 
· reviewing permissions for NMU-issued BoA Mastercard (requires department head approval);
· recording all codes and bank- or credit card information, including PINs, in a secure place. Contact bank and credit card organizations to register use of cards outside the U.S. and customary geographic area;
· requesting a cash advance for use on-site and during the travel. (IPO will work with the leader to determine an appropriate amount.) Generally, checks will be available 3 days prior to first date of travel;
· working with IPO to determine that all partner/vendor payments have been processed and received;
· notifying IPO of any changes to itinerary and billing from all vendors; 
· designating a secure place/folder/file to hold receipts for on-site expenses; 
· requesting a payment schedule from IPO program administrator; and 
· communicating accurate program fees to students based on the finalized budget set by the IPO.

Billing, Financial Aid, and Payment 

Below is a list of things to keep in mind when considering the budget, marketing, and communication to participants regarding the cost and payment of the FLSA program. 

· Typically, housing is included as part of the FLSA program fee.
· If a program requires all students to travel together, the faculty leader will work with the IPO regarding travel arrangements and billing for the expense. If the program allows students to book their own travel, the student will be responsible for booking their round-trip flight. They will also pay the flight costs directly.
· The approved program fee (set by the budget) will be in a separate account - not the student’s NMU EBill. Students will pay the program fee at the Student Financial Services office (center of the Hedgcock building) using the provided deposit slip published by the IPO (Appendix A). 
· Students will be charged a non-refundable Study Abroad fee when applying for the program. This fee assists in funding program administration and emergency expenses.
· The University maintains a contract with a provider for group health, medical evacuation, and repatriation insurance. Each student will be charged a fee for this service. This requirement will not be waived. The fee is determined based on the annual renewal contract. If requested, the IPO can supply the updated information.
· All tuition fees related to the FLSA program must be paid based on the NMU eBill deadline; the separate program fee deadline aligns with the date that NMU confirms the number of participants and pays in advance for hotel, ticket, airfare (if applicable) and other travel expenses. 
· Students who withdraw from an FLSA program before the communicated deadline will be refunded deposits less the non-refundable Study Abroad fee. 
· The Senior Citizen Scholarship is not applicable for FLSA programs. Please refer to the NMU Bulletin for more information. 
· Direct students to the Financial Aid Office with any questions concerning financial aid and scholarships. 

NOTE:  All students will receive a program cost estimate worksheet from the IPO (Appendix B). 

Withdrawal Deadlines/Refunds 

Students who withdraw after the deadline set by the faculty leader and the IPO will be subject to paying the non-refundable study abroad fee and any unrecoverable costs. Please note that a withdrawal from the program will impact the cost for other participants in the program. 

There are no refunds after travel begins.  

For documented withdrawals involving serious events or emergencies beyond the student’s control, students may participate in the refund appeal process coordinated by the Dean of Students office.

In rare instances, the University may cancel a program prior to departure, due to imminent threats to health or security. If this occurs, all fees will be refunded. 




Recruiting Students 

Promotion and recruitment are essential parts of any Faculty-Led Study Abroad program. The International Programs Office will collaborate with the faculty leader to develop promotional materials and strategies. All contracts must be complete and prices finalized before any marketing of the program can begin. Marketing materials must be accurate and include the program fee, tuition costs, course details, and any other relevant information. 

Prior to program approval, the program may only be advertised/promoted in order to assess “interest” in the proposed program. You may direct students to the IPO website for general information. 

Program costs can ONLY be advertised after final approval of the program and after a finalized budget has been set by the IPO. Advertising inaccurate costs to NMU students reflects negatively on the program and could have unforeseen future implications. 

Recruitment and Marketing 

Once the designee of the Provost has approved the FLSA program, advertising and promotion can begin. Below are some ideas for promotion. 

· Schedule interest meetings at least 3-4 months prior to application deadline.
· Advertise interest meetings on The Hub.
· Create an interest list with email contact information for attendees.
· Email interested students with a link to the application. 
· Ask departmental colleagues to distribute flyers and/or project a promotional slide during class gathering time.
· Attend and arrange student support to promote your program at all IPO fall events, including study abroad fair, etc.
· Create and/or post announcements to departmental websites and to social media outlets and link to NMU social media.

Student Recruitment and Application Criteria 

· Participants must be at least 18 years old at the time of the trip.
· Students must have a minimum of 2.5 GPA at the time of application.
· For programs offering course credit, all participants must be enrolled in the course.
· For non-credit service programs, program participants must be NMU students. If the trip occurs in the summer, the student must have been enrolled the previous winter semester
· Students must be in good academic and disciplinary standing with the university. A status check will be conducted during the application approval process. 
· All required FLSA tuition and fees must be paid, or billed to the student’s account prior to program departure.
· The program fee automatically includes enrollment in international health insurance for the duration of the program.
· Students participating must complete the orientation offered by the International Programs Office.
· Students who withdraw from an FLSA program will be refunded deposits less program expenses already paid (airfare, hotel, etc.).
· NCLL members or senior citizen students are eligible to apply for FLSA programs; however, the NMU Senior Citizen Scholarship is not applicable to any study abroad affiliate course at NMU, including Faculty Led Study Abroad courses.




Guest Students 
Guest students are allowed to participate in an FLSA program, however, they must be admitted to NMU and enrolled in the course associated with the FLSA program. Guest students should: 

· submit an NMU guest student application, and 
· submit transcripts from current and previous institutions to determine GPA and verify completion of prerequisites for the FLSA course

Once applicants are admitted to NMU as a guest student, they should follow the same study abroad and payment application process as all NMU students. 

NOTE: If the program is already full, the standard practice will be to offer participation to NMU students first. 





Pre-Departure

There are many things to consider once the program has been approved and the recruiting of students has occurred including selecting and registering students, reviewing pre-departure logistics and hosting orientation sessions. The IPO works closely with faculty leaders and students during this process.

Student Application 

All students interested in participating in the FLSA program will need to complete an application and be selected as a participant. Consult the application guidelines below. 

· Direct interested students to the application.
· Completed applications should be submitted to the IPO.
· Applications are reviewed for approval by the IPO. The IPO will work with program leaders on participant selection. 
· Once a student is approved and selected, the IPO will send an approval letter to each student with next steps. 

Student Registration 

Student participants will need to be registered in the correct section of the FLSA NMU course by the faculty leader. Faculty leaders should send an email request to the Registrar’s Office with student names, IN numbers, and course section. 

If the FLSA program partners with an international school, the IPO will register participating students in study abroad placeholder credit until the official transcript is received after program completion. All study abroad transcripts from international institutions should be submitted to the IPO. For more information see the post-program section at the end of this handbook. 

Pre-departure Logistics 

The IPO and faculty leaders will work together to communicate with and support participating students to complete pre-departure logistics. During this time, the IPO will continue to provide budget updates, facilitate the sharing of necessary documents, pay invoices, and coordinate with relevant departments across campus.  

Faculty
· Determine travel arrangements, such as flight destinations, dates, and times. 
· Work with the Registrar’s Office to ensure that all students are registered for the FLSA related course.
· Communicate expectations to students.
· Communicate with housing providers abroad to set up lodging arrangements, organize roommates, and gather necessary information to share with students and the IPO.
· Work with the IPO on payment of invoices related to pre-departure logistics 
· Determine the date and location for a mandatory FLSA orientation - conducted by both faculty leaders and the IPO 

Students
· If necessary, apply for a passport as soon as possible. 
· Meet with their academic advisors to ensure that all prerequisites are complete and that course will fit into their academic goals. 
· Set up an appointment with the Financial Aid Office to determine the eligibility of funding for the program.
· After the approval email is received, complete all forms and documentation requested by the IPO.
· Make payments for program fees with deposit slips to the Student Services Center.
· Attend a mandatory orientation session prior to departure.

Visa Requirements
A visa may be required, depending on the student’s citizenship status and the destination country. The IPO will inform Program Leaders and students on visa requirements during the pre-departure process. It is then the responsibility of each individual to obtain the necessary visa. Please note that obtaining a visa could require multiple steps, including a visa interview.

Health Appointment Guidelines 

The NMU WellBeing Center accommodates travel health appointments for FLSA students participating in NMU-approved programs. Students are advised to contact the WellBeing Center at least 90 days prior to program departure. Upon contacting the WellBeing Center for an appointment, the student will receive a follow-up phone call from a nurse to complete an initial consultation. Students should be prepared to discuss their detailed travel itinerary and health/vaccine history. Students should also be prepared to provide personal immunization records. 

The NMU WellBeing Center will recommend vaccinations according to travel destinations, activity itinerary, and CDC health guidelines. They will also discuss additional medical considerations. Please make sure that you are informed about immunization coverage by your personal insurance policy. 

All students will be required to complete the Study Abroad Health Clearance Form and submit it to the IPO. We highly recommend that students meet with their personal physician to review their personal health concerns. 

Orientations

The faculty leader and program assistant(s) must complete all required orientations and trainings by deadlines provided by the IPO. The following steps should be considered when planning orientation sessions. 

· Schedule a date and time for the required IPO Pre-Departure orientation session (all students must attend).
· Work with local health authorities to complete necessary health screenings, required/recommended vaccinations, and to deliver general health and safety guideline information. 
· Develop additional pre-departure orientation materials specific to your group.
· Prepare a checklist of local orientation items to include on the first day on-site orientation
· Follow through on any necessary visa applications and timeline.
· Complete Faculty Leader Orientation delivered by the IPO.
· Complete required Clery Act and EOE/Title IX trainings; review related policies; send proof of completion to the IPO. 
· Contact the IPO program administrator to schedule a date for final program briefing and to pick up the Emergency Response Information packet approximately one week prior to departure.
** This packet must travel with both leaders and be available during the entire period of travel abroad.  

Program Cancellation

In rare instances, a program may be canceled prior to departure, due to imminent threats to health or security.  
The designee of the Provost, working with relevant administrative officers, reserves the right to cancel academic programming associated with an FLSA program. FLSA leaders will participate in appropriate meetings called by the designee of the Provost and other administrative officers. 

On-Site Program Management

Expectations of the Program Leader: 

· Upon arrival, confirm that all accommodations meet basic safety standards, including fire safety, secure access, and that the location is safe.
· Provide an initial on-site orientation to introduce the students to the host site and country.
· Contact the IPO within 24 hours after arrival to confirm that all participants are accounted for and safe. 
· Notify the IPO immediately if any student leaves the program. 
· Act as a liaison between the students and any individuals or entities providing services to the program. 
· Ensure the on-site cooperating entities are delivering services according to the contract 
· Respond to any emergency situations or serious incidents that may arise and notify the IPO as soon as possible.
· Follow 24/7 emergency communication protocol. 
· Establish and maintain a check-in procedure to ensure all students are accounted for throughout the day and at the end of each day. 
· Complete the incident report to accurately document any problems and send to the IPO. The incident report submission form tile can be found on MyNMU. 
· Monitor the health and general welfare of all participants.
· Maintain accurate attendance records for both the course and excursions 
· Ensure that students know how to use the local public transportation and make local telephones 
· Be aware of possible indicators of culture shock. Most, though not all, students experience some level of culture shock. The concrete indicators of culture shock vary greatly from individual to individual.

Expectations of the Program Assistant 

In the event that the faculty director becomes unable to perform the duties and responsibilities required to facilitate a study abroad program, the Program Assistant will assume all responsibilities for the program group including communication with the IPO as well as the safety of all participants. The Program Assistant should also be able to facilitate the remainder of the course in the event that the Program Leader is unable to assume the lead. All program leaders and assistant leaders representing NMU abroad are subject to the same set of standards for conduct as they are when in Michigan.

Expectations of the Students 

On faculty-led study abroad programs, students are required to attend all classes and all excursions that are part of the program itinerary. They are expected to communicate with program leaders regarding their whereabouts outside of required learning and experiential hours. This is especially important if the students are traveling outside of the program country location. 

Participants in a study abroad program are also expected to serve as ambassadors for both NMU and the United States. It is often difficult for students to understand what is expected of them in this regard, so it is important to stress these issues in the pre-departure orientation(s) and again upon arrival. Students need to be aware that behaviors with minimal or no consequences in the U.S. may have major implications for the study abroad program. This information should be presented repeatedly to students – not just at the pre-departure orientation. Topics to be included in these discussions include:  

· appropriate dress:  
· local laws and mobility (which neighborhoods in the area are safe);  
· gender dynamics and youth/elder relationships; 
· food and meal etiquette; and  
· how to recognize signs of displeasure on the part of host country nationals.


Disciplinary Problems 

The IPO should be notified immediately of any serious disciplinary problems with any student on the program, whether or not arrest is involved. In less serious cases, mediation by the IPO may be required. In serious cases, the student may be dismissed from the program and sent home with no credit awarded and no refund.  This will be determined through consultation with the Program Leader, the IPO, and the NMU Risk Management team. In cases of arrest, NMU assumes no financial responsibility for legal aid to students. However, it is appropriate for the Program Leader and the IPO to assist students in contacting their families and appropriate government offices. Students using or selling illegal substances will be immediately dismissed from the program, with no credit awarded and no refund. 

Student Withdrawal 

If a student has arrived at the program site and decides to withdraw, they must begin by discussing the situation with the Program Leader on site. The Program Leader should consult with the IPO to determine whether a solution exists for the situation. Financial implications and academic implications must be articulated to the student. If, after consultation, the student still plans to withdraw from the program, they must submit a signed and dated statement to the Program Leader. This statement must indicate that the student understands that effective as of the date indicated, they will no longer be considered a student in the program and is therefore responsible and liable for their own transportation home, insurance, etc. The Program Leader should send this signed and dated statement to the IPO. The IPO will contact the student’s parents or legal guardian(s).

Alcohol Consumption and Drug Use

The subject of alcohol consumption is frequently debated in international education. Contention usually centers around “whose laws are in effect,” given that laws concerning alcoholic beverages vary greatly from country to country. If an NMU student is of legal drinking age in the host country, then they are permitted to consume alcohol during non-program hours. However, alcohol must be consumed responsibly and not be misused. If consumption of alcohol impairs a student’s ability to participate in the program, threatens the health and safety of themselves or others, or causes harm to the relationship that NMU has established with organizations in the host country, the student may be subject to disciplinary action and removal from the program. 

It is important to remember that study abroad is primarily an educational opportunity, not a vacation. 

Note also that: 

· Students should be educated about legally and culturally appropriate behavior regarding alcohol, as well as the consequences of inappropriate behavior.  Be aware that alcohol abuse is not tolerated anywhere in the world and will not be tolerated on NMU Study Abroad programs.  
· Violation of local laws and/or NMU Possession and Use of Alcoholic Beverages by Students Policy (at URL nmu.edu/policies-and-requirements/policies/1232) may result in dismissal from the program. 
· Responsible use of alcohol is required on the part of the Program Leaders as well as each program participant. 
· Do not carry alcohol or non-prescription drugs across national borders.
· NMU funds may not be used to purchase alcohol for either Program Leaders or student participants on an FLSA trip. To be extremely clear, while other NMU travel policies allow the purchase of alcohol using university funds for business dinners, no FLSA meal qualifies as a business dinner and no alcohol may be purchased using university funds. 
· Employees are strictly prohibited from purchasing or providing alcohol to students, regardless of whether university funds, personal funds, or any other resources are used. Violations may result in disciplinary action, up to and including termination of employment. 
· Students participating in faculty-led study abroad programs may use their own personal funds to purchase and consume alcoholic beverages without violating the Student Code of Conduct, provided they are of legal drinking age in the country where the purchase and consumption occur and their use of alcohol does not result in disruptive, unsafe, or otherwise inappropriate behavior. Students are expected to remain responsible for their actions and comply with all applicable laws and program expectations.

Recreational Drugs
The purchase, possession, or use of recreational drugs is prohibited for all participants, (students, faculty, staff, volunteers) during study abroad programs, regardless of whether such drugs are legal in the host country or location.

This prohibition reflects the significant legal, safety, and logistical risks associated with recreational drug use, including differences in local, regional, and national laws; potential criminal penalties; complications when crossing international or domestic borders; and the risk of fines, arrest, detention, or imprisonment.

· Violations by students will be addressed in accordance with the Student Code of Conduct and this handbook. 
· Violations by employees will be addressed in accordance with applicable employment policies and contracts. 
· Violations by others will result in immediate termination of their volunteer agreement and removal from the program. 

Employees are strictly prohibited from purchasing or providing recreational drugs to students, regardless of whether university funds, personal funds, or any other resources are used. Violations may result in disciplinary action, up to and including termination of employment. 

Title IX Compliance 

Northern Michigan University is committed to providing an environment free of discrimination, including relationship violence (dating violence/domestic violence), sexual misconduct (sexual assault, sexual exploitation, and sexual or gender-based harassment), and stalking on campus, at any university sponsored event, including study abroad.  NMU responds to all of these reports fairly and equitably.

NMU’s faculty-led Study Abroad programs and other institutionally sponsored programs are covered by American laws including Title IX. Faculty or directors of these programs are front-line/first responders for incidents of relationship violence, sexual misconduct, stalking, and any other conduct of a sexual nature that is not consensual.
All NMU students and employees are required to adhere to NMU’s Relationship Violence, Sexual Misconduct, and Stalking Policy (at URL https://nmu.edu/policies-and-requirements/policies/1314).  
All employees are considered Campus Reporters, and as a Campus Reporter you are required to report any relationship violence, sexual misconduct, and stalking to staff in the Title IX Office.  If out of the country, be sure to use the country code when dialing.
Reporting
If you receive a report, tend to the physical and safety needs of the reporting person. If necessary, seek immediate medical attention, preserve any evidence and document the incident. Report to Northern Michigan University by contacting staff in the Title IX Office, and local authorities.


Post Program 

Reconciliation of Expenses 

Faculty Program Leaders must settle credit card expenses and program receipts against the program account number in Concur within one month of end date for program. All Concur expense reports will be approved by Department Heads and automatically sent to the IPO for reconciliation. After a review, the IPO will approve the report and it will move to a final review in the Controller’s office.

International cash advances for program expenses are held against the leader’s personal NMU receivables account until receipts have been reconciled in Concur. Program Leaders are held liable for any unused portion of the advance and must reimburse the program account. 

Any unusual or unauthorized expenses may be submitted to the leaders’ academic department for payment. 

Allocations should be made to the individual account/org. number assigned for the appropriate year of the program. Leaders may wish to consult with departmental secretaries or Controller’s Office personnel for assistance in settling program expenses.

After final review, the IPO will review reconciliation notes with the faculty leaders and finalize any outstanding balances. If the program expenses are more than the budgeted amount, the affiliated NMU department will be responsible for the outstanding balance. If the program expenses are less than the budgeted amount, the IPO will assess if refunds to students are required. IPO will discuss with faculty leaders and complete necessary steps during this process.

Credits and Grades

Record grades for the course associated with the FLSA program as required by the academic department/AAUP contract. Submit academic course evaluations according to the department’s academic evaluation protocols.

Official grades/transcripts must be submitted directly to the IPO from the international partner institutions. Transcripts will not be accepted by the Registrar’s Office if received from a student. The IPO will work with the Registrar’s Office and the faculty leaders to evaluate and post these grades. 

Program Evaluation 

Submit program course evaluations, provided by the International Programs Office, to all participants. 

Promptly report any illnesses, injuries, etc., incurred during the program and refer students to NMU Health center or personal physician for follow-up care. Submit any incident or discipline logs to the IPO and promptly report all behavioral incidents and/or safety/crime incidents to IPO staff and to The NMU Police Department. 

Faculty leaders are welcome to arrange a post-program debrief with the International Programs Office to discuss important topics as needed. 
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