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Study Abroad & Away

Phone: 904 256 7295
Email: abroad@ju.edu
Office:



SAA and faculty work together from the very beginning of the process. SAA will meet with
faculty to discuss program ideas and to review essential elements in planning for and proposing
a program.
This discussion will include:

• JU FLP proposal documents, requirements, and deadlines
• JU Experiential Learning requirement (Undergraduate programs only)
• Policy regarding salary, family members, and graduate assistants
• SAA responsibilities
• Faculty leader(s) responsibilities on campus and abroad/away
• Program budget, faculty expenses, enrollment minimum and maximum
• Student recruitment, marketing strategy, and materials
• Student applications, registration, and insurance
• Emergency planning and preparedness, risk management, and safety
• Student pre-departure sessions (mandatory)
• Faculty preparation sessions prior to departure (mandatory)
• Evaluation and assessment of courses and programs

Policies & Guidelines for EIH ieŐ�
Ɗ Īþ ą ŁĪŊ onĪ onĪ o

a ĪŊ㐇舉塦鐰 Ī oą

Ī ĪŊ䌀 Œ Ŋ䜀þ Ł

oŊ þ d

il
sessiot

• of
and逡

c
˩

Gui)
LHTo

p
SAą LdenLࠀ

Īncen
sther

f
•

esc g

•
�L þ dil encncn

es
)

�* �� � �H �S

•
s

•
LdenLs

�V �H �V �V �Q �F

�R

�I

�/

�G�D

�W

�U

�H

�V

�P

�I

�F

r

e

s

s

n

c

d

e

r

�L �O �G�D �W

�U �H

�� A �$ �/ �V

�V �X �U �/ �G �H �Q

�Q ����

�H �W �H

�Q �F �U��V

�UTA�€

y

I

Tsurጀc

ՖL þ p

•
ą fLdat

res

Ɗńt dąe

�Fqጀ ą fLdat
re
(䄀p

•
�ą L

ALs

� �I

IF ro

p

•
�smALs

a ts
utᜀ eeną ᜀr

�/ �þ �D �G �X �D �W �H�L �H �V�G �R �Q �V

m䜀nesƊ r
Ɗ ą Ān䐀m itra s�/ �G�D �W

�U �H

�D�V

�þ �S

•
e
S

su ALs

t
fata
s

d
s!耀py��

Ɗ Ѐe Lက
þ y

�IXV

JV

WVXጀQ HV

HV

/d VWKHUVXDWH WL最䜀ጀVV

VPV

XF d �䄀

LH WLࠀ W

J܀ Y

G̀

VYD ᜀW畖XH�U

L/V
ጀ y

ខ─䀂VVVVUጀUDP V



Courses
Courses must meet the standards of any other course taught at JU. Each three-hour course
must demonstrate a minimum of 45 instructional contact hours in order to equal the contact
hours associated with a three-credit course. On-campus instruction (prior or post travel) as well
as excursions and site visits while abroad/away that directly relate to the course curriculum can
be included in the 45 contact hours.

Program leaders must consult with their department concerning the appropriate course numbers
that should be used for the program. Faculty often use course numbers associated with special
topics or the core curriculum.

Prerequisites must be considered when creating courses for study abroad/away. All
prerequisites should be clearly stated on the program proposal and in all marketing and
recruitment information.

An independent Study Abroad or Away class is available to students for the opportunity to study
abroad/away and use financial aid. The same number, 144 or 544, will be used by all
departments with their department designation, i.e. Eitmeit
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communication, diversity and teamwork. SAA programs will fulfill this requirement as long as a
student succez



Federal/State financial aid as well as educational loans they may have. SAA will also provide
students with information and assistance regarding national and regional scholarships.

Please consult with SAA to discuss the dates of your course or program and the availability of
financial aid for students. The JU Financial Aid office may be able to work with financial aid
recipients on a case-by-case basis.

Faculty Experience, Participation, and Compensation
1. Will you be leading the program? If yes, have you visited or lived in the host
country/region? Have you thought about the potential need to help counsel students as they
adjust to living and studying abroad/away? Are you fluent in the language of the host
country/region?

2. Are you planning to lead or teach the program with other faculty members? Please
remember the level of compensation for the faculty members involved in the program is
contingent upon student enrollment.

Course or Program Location and Risk Management and Assessment
1. Will there be any difficulties in traveling to the host site? Will there be any special entrance
requirements such as a visa for the host site?

2. What is the political and social environment of the host country/region? Could students be
afraid to travel to the host country/region? What is the level of crime and violence in the host
country/region? Has the host country/region been in the news lately and has this news been
good or bad?

3. Has the U.S. State Department issued any warnings about traveling to the host
country/region? Are there health issues that might pose problems for the students and the
successful running of the program�t卒g
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○ The approved vendor shall handle and manage all arrangements.
○ The vendor shall provide a valid certificate of insurance for each program naming

Jacksonville University as additionally insured.
○ The vendor shall hold liability insurance with an aggregate limit not less than

$3,000,000 - $5,000,000, with preference given to vendors holding at least
$5,000,000.

○ The vendor shall also hold liability insurance of at least $1,000,000 - $2,000,000
per occurrence, with preference given to vendors holding at least $2,000,000.

○ The vendor shall provide evidence that the policy covers the world wide
exposures of the travel study program.

○ The vendor shall also provide a hold harmless agreement in a form that
indemnifies Jacksonville University. The certificate shall be submitted to SAA
prior to commencement of the program.

● Vendors should have staffed offices or on-site support staff accompanying the group for
the duration of the program and be readily accessible 24/7 in the host location.

● Vendors should provide references for their programs, and faculty should speak with or
obtain feedback from those on the reference list.

● Vendors should provide to the faculty information regarding their regulations and
requirements. In particular, information regarding safety issues and an Emergency
Action Plan should be provided.

● Vendors should make arrangements for all medical and hospital care that may be
required.

● Vendors should provide information about how they handle students with special needs,
disabilities (whether they have a formal policy or handle needs on a case by case basis).

● Vendors will provide a W-9 or W8 BEN (international vendors only) in order to process
program related payments through Jacksonville University.

● Vendors shall cover participants under their medical and accident insurance for the
duration of the program with a minimum coverage limit of no less than $250,000 per
student.

Faculty-Led Program Responsibilities

See Faculty-Led Program Responsibilities for a breakdown of the various tasks a FLP entails,
delegated between the Faculty, Office of Study Abroad & Away, and the Vendor.

Duration of the Program
Program dates are critical for student recruitment, flight arrangements, and logistical
reservations. Program dates should not overlap with on-campus classes and finals offered
during the regular academic term. Most faculty-led programs run in the summer, so itMĹ夀
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to run concurrent with summer terms, but it is recommended to avoid scheduling abroad/away
programs that extend into or between terms.

A provisional itinerary must be included in your proposal that includes departure date, return
date, first and last day of class, travel days, and excursions.

Program Enrollment
A minimum and maximum numf昀



○ For a single course with 6-9 students, a single faculty member is funded to travel
and will be paid a $2,500 stipend.

○ For a single course with 10-19 students, a single faculty member is funded to
travel and will be paid a $4,000 stipend.

○ For a single course with 20 or more students, up to two faculty members are
funded to travel and each will be paid a $4,000 stipend.

● For programs offering more than one course, stipends will be determined by the
enrollment of each course.

● If two faculty are interested in co-teaching a single course, the stipend will be shared,
unless enrollment reaches 20 students or more.

● Additional compensation for teaching graduate level courses may be granted, requiring
approval from the respective department or college.

Program Cancellation Date
If a proposed program has not met minimum enrollment by the application deadlines below, the
program will be canceled:

● Summer Programs - February 1st or 75 days prior to departure
● Spring Break Programs - December 1st or 75 days prior to departure
● Fall Programs - September 1st or 75 days prior to departure

NOTE: If a program has reached 75% of the minimum enrollment by the census date, the
deadline may be extended, if all parties (JU and third party/on-site vendors) are able to extend
the deadline without incurring financial penalties.

Per Diem
Per diems are available to contribute to the cost of meals while abroad. The approved amount
will be determined based on the program location(s) (country/city), meals already included in the
program, and the amount of days the program is running. The standard rate will be 60 USD per
day.

SAA will notify faculty of the approved per diem allowance per trip and the date to request funds
by (typically one month before departure). Per diems are requested by submitting a travel
advance request form. Travel advance forms are submitted to and approved by SAA. After the
conclusion of the trip, receipts to reconcile funds are due to SAA
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Basis for Course/Program Approval
The Of

/experientiallearning/documents-faq.php
/experientiallearning/documents-faq.php


https://drive.google.com/file/d/1PXJeFnj8u7ulnCM2tVHv9EM-V_YXN8lN/view?usp=sharing










participating in group meals and a separate bill cannot be obtained, the faculty leader
must reimburse the program for any expenses incurred by family members.

6. Minor children: Minor �iM



also prefer not to manage airfare. One exception to this



Passports

http://www.travel.state.gov/
http://www.ju.edu/studyabroad


http://travel.state.gov/
http://www.osac.org/
http://www.cdc.gov/
http://www.who.int/


Cancellation and Refund Policy
A cancellation of a previously approved program depends on varying factors.

If the program does not have enough participants, the cancellation decision will be made
expeditiously in order to ensure that registrations and bookings connected to the program can
be canceled without penalty and so students and faculty can make alternative plans. Student
deposits may be refundable in the event that enrollment is not met by the application deadline,
so long as that money was not used for any fees already paid to the vendor (i.e., an additional
housing deposit).

If a student withdraws from the program after the application and deposit deadline, but before
full payment is due, the deposit will be retained, as well as any other cancellation fees as
determined by the vendor. All other program fees will be removed from the student’s account.

If a student withdraws after the application deadline and after program payment is due, the
student is subject to the refund policy of the contracted vendor and their ability to recoup any
fees, if possible.

In the event of a natural disaster, epidemic outbreak, or political crisis, SAA and Academic
Affairs will meet to determine the viability of the program.

While Abroad/Away

Faculty Leader Responsibilities While Abroad/Away
A
Ŋ Ż

Ż
�

iƊƄĪąŁą

A e FH
feh

�
d,

ouƊat
au

aion

losiabii
fe

an

thn
ef tle

dprowi
ƥe

t

t Ż

ell
by

tut progr öa
losiabii

feasr ą
steaasup

ef t
a

nedbte act
eaer

tn
b ą

se

am
applssisiqƧ

siso
aan

sib
ref eon

c
eveon

am applssisiseer applssisƧ
tssiert a

neei

c icative

u
be sic

c
ea

pol`Ƨ
si
a

studean
neaa

ow ea

he

l ub
abyaŻlbe

nceo

i eam

ev siut o sier ndut ądi cƧ

tusi t f ąlssi ine
up

stu feā䞀⑅㈹桐
eopaoslion

c tr op
dt

upawiam

tf tedeessayfety

d, iitf o

ei
feutainef

ion
aby

elicatiy

al

ev fƧ
ne

stu feic aI tr

nt

s
nicataiam

h

Āiiclib usi ri Ż
f he

i Īetr a
Aad嘗uorra

dual

ete el ueni iƧ
a
n Ż ati

eoli icatiwƧ









5. Insurance coverage for faculty and students that includes emergency evacuation
coverage and repatriation of remains (basic coverage provided to faculty and
students for the dates of the program; see explanation above)

6. SAA requires that every student and faculty member register with the US State
Department travel registry (or its equivalent) prior to departure.

7. Pre-departure and on-site student orientation to discuss safety practices,
preventative measures, and emergency procedures.

Maintaining good communication between faculty and students is a key component for
promoting safety while on-site.

What is an Emergency?
For the purpose of a study abroad/away program, an emergency is any circumstance that poses
a genuine risk to, or has already disturbed, the safety and well-being of program participants.

Emergencies may include incidents that are newsworthy and reach US news agencies, causing
alarm to parents, participants, and colleagues.

The most common inconveniences student participants face are:
● Minor theft
● Lost or stolen passport and/or credit cards
● Minor illness
● Disagreement between roommates
● Housing issues
● Flight delays
● Student behavioral issues

Other more serious, but less common emergencies can include:
● Physical assault
● Disappearance, hostage taking, or kidnapping of a student
● Robbery
● Sexual assault or rape
● Serious illness, physical, or emotional
● Threat of, or attempted suicide
● Significant accident and/or injury
● Hospitalization for any reason or length of time
● Terrorist threat or attack
● Local political, natural, or man-made disaster/crisis in the vicinity of student

accommodations or instructional spaces that could affect the students' safety or well
being

● Arrest or questioning by the police or other security forces
● Any legal action involving a student

29



● Death of a student

Emergency Procedures
The contracted vendor or host institution should supply the necessary information for an EAP.
This document should include contact information for lodging facilities, embassies and
consulates, hospitals, etc. Faculty leaders must follow these guidelines and keep the
Emergency Action Plan available for reference while abroad/away.

In an emergency, your first responsibility is to safeguard the safety and well-being of program
participants. SAA is prepared to assist faculty, parents, and students during times of emergency.
Timely and clear communication between faculty and SAA is necessary to effectively manage
the emergency at hand.

If you believe there is a health or safety risk to your students, contact SAA to
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https://docs.google.com/document/u/0/d/1ajwU0bq3QSNx2F40vlRpo0G7ljQULdstRijH3uWyvj8/edit
/greenpages/code-of-conduct.php
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