UGA Short-Term Non-Credit Travel Abroad

Registration Packet

Collaborative OIE/College approval for one-time, short-term travel abroad is designed to accommodate groups of undergraduate students who travel abroad with a faculty member in order to engage in academic activities such as performance, recital, scholarly research, or presentation of work.  

For this streamlined review to be used: (a) The students must be staying at and participating in an organized festival, conference, or exhibition, or similar host institute sponsored event; (b) The activity should be non-credit and not anticipated to be repeated; and (c) The time abroad should be no more than seven days in the country of residence (not including flight/travel days).
Application package:

1) Attach a brochure or URL describing the event (festival, conference, competition, exhibition, etc.) in which the group will participate, as well as a daily breakdown of the expected activities of UGA students at the event.

2) Attach the State Department Country-Specific information Sheet for each country to be visited.  See: http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html
Faculty are also strongly encouraged to register student groups with the US Embassy. See: http://travel.state.gov/travel/tips/registration/registration_1186.html
Please note that faculty may not take or send students to countries under Travel Warning.  For countries listed as under Travel Alert, please provide a 1-2 page description of your plans for enhancing the group’s safety, the faculty director’s prior experience in the country or region, and any other information which demonstrates that you and your students are adequately informed about and prepared for the risks you may encounter.  
3) Attach a separate Travel Authority (TA) for each participant/traveler and note on the checklist the total number of TAs attached.
Each travel authority will be approved by the Director of Study Abroad within OIE, the Chair of the OIE Risk Management Committee, and the student’s respective Associate Dean.  The Associate Dean shall be responsible for initiating and securing this collaborative approval.
Prior to filling out the travel authorities, please make sure that you and your students are familiar and compliant with visa/entry requirements for the country to which are you are traveling; these requirements may differ significantly for any non-US students in the group.

4) Provide full details (names, addresses, telephone numbers, e-mail addresses) of hotel accommodation.  Please also provide a description of the emergency facilities provided or recommended by the event organizers or hosting hotel, and contact information while abroad for all faculty or staff accompanying the group.
5) Provide proof of travel insurance for each participant/traveler.  

The $1/day mandatory UGA study abroad policy is not available for non-credit trips.  However, a variety of suitable insurance packages are available from several vendors, and OIE can make suggestions.  Information on one option may be found at:

http://www.uga.edu/oie/rs_travel_insurance.htm
6) Attach the forms indicated below:

· Health/disability form:  http://www.uga.edu/oie/docs/resources/forms/HealthRecord.doc
Please do not customize or alter the health form, and never give it to students before they are admitted to participate in the activity.  Please keep all health information confidential.
· Student Agreement and Waiver of Liability
Please work with Ms. Mandi Work, 425-3274 or awork@uga.edu, who will assist you in creating a customized agreement and waiver.

· Letter to Parents from the Associate Provost for International Education (distribute originals to students to pass on to their parents; attach a copy to your proposal and confirm that each student has or will receive it):
http://www.uga.edu/oie/docs/resources/forms/letter_to_parents.pdf
· A list of students and their addresses and other information; write to Kasee Laster (klaster@uga.edu) for an Excel template 
7) A brief outline of information you plan to give the students on health, safety, and behavior.  In particular, students should be advised about the following issues: appropriate dress; food and water hygiene; gender and race relations; urban versus rural situations; weather and climate; traffic and pedestrian issues; legal environment; prescriptions; “blending in”; alcohol impairment; anti-Americanism; cultural differences generally; and crime.  
The orientation booklet used by OIE staff to conduct orientation for outgoing exchange students is updated annually and covers many of these topics.  If you wish to refer to it or adapt it for your trip, it may be found at: 

http://www.uga.edu/oie/docs/sa/students/UGA%20study%20abroad%20passport%202008.pdf
Please strongly advise all participants (including faculty and staff) to visit the University Health Travel Medicine Clinic in order to update immunizations and obtain recommended medications and country specific health information.  Travel clinic visits are most effective at least two months prior to travel.  The contact number is 706-542-5575.  

Additional country-specific health information is available from the CDC:

http://wwwn.cdc.gov/travel/
It is best to provide students with orientation information both orally and in writing.

8) Financial details, to include the following where applicable:   
· Indicate if you are collecting money from students or if they are paying hotels and conference organizers directly. 
· List any departmental or foundation funds that are being used to defray the cost of the trip for students.

· List all expenses, meals, etc. that are included in conference registration and pre-paid hotel expenses.

· List the approximate, itemized budgeted amount that students will need during the trip, above and beyond any pre-paid items.

· Describe any refund policies in the event of student cancellation or trip cancellation.
Place the completed Checklist (see below) on top of the Application package.

Approval for Short-Term Travel Abroad Checklist

Name & contact information of Faculty Member 







Department 












Name and Location of Event 










Dates of Travel 











Number of Students Traveling 













Place the completed Checklist (see below) on top of the Application package.

Top of Form


1.  Description of event and daily breakdown of activities


2.  State Department materials (& safety plan if Travel Alert is in effect)

3.  TAs for all participants. Indicate total number of TAs here: ____________


4.  Hotel accommodation, emergency facilities, and contact information while abroad

5.  Proof of travel insurance


6.  OIE forms: Health Records; Agreement & Waiver, Letters to Parents; enrollment list

7.  Orientation outline

8.  Financial details
Signature of Faculty Member 









Date of submission 












Approval Process:

1. Submit the Application package to appropriate Associate Dean at least 4 weeks prior to departure.  Many proposals, including all those for Art, Music and Dance Performance, will go to:
Associate Dean Noel Fallows 

Dean’s Office

Franklin College of Arts and Sciences

316 Old College

CAMPUS

nfallows@franklin.uga.edu
2. Faculty will be notified of approval approximately 2 weeks prior to departure.

3. Copies of the approved Application package will be kept on file in the faculty member’s college and in OIE.

PLEASE NOTE:

Faculty members accompanying students on Short-Term Travel Abroad must carry student health records, participation agreemement/waivers, and emergency facilities contact information at all times for the duration of the trip. 

Approval of short-term travel does not imply that instructors of record of other classes in the students’ on-campus programs of study are required to excuse class absences by participating students.  OIE can confirm that approval has been granted, but decisions about academic issues such as excused absences fall directly under the purview of the respective Colleges.

If health or safety conditions change between the date of the Associate Dean’s consultation with OIE and the scheduled date of departure, Short-Term Travel Abroad may be subject to cancellation or deferment to another date.

Bottom of Form





























































