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WELCOME
We are excited that you have committed to leading a faculty-led study abroad seminar. Faculty-led
seminars offer a life-changing opportunity for students and faculty alike. In order to optimize the
experience, it is important to plan effectively. You will find various checklists throughout the
handbook. These checklists should serve as guides to ensure that all the necessary steps have been
taken throughout various stages of the process. For your convenience, we have included the
checklists in the Appendix making them easier to access and utilize.
This handbook will serve as an all-inclusive guide to planning and implementing your seminar. You
will find that the handbook is organized into sections. There are four sections, which are color
coded. You may want to pay particular attention to the yellow pages during the planning and
preparation stages and blue during travel.
1.
2.
3.
4.

White: Policies and General Information
Yellow: Faculty Responsibilities/Planning
Blue: Important Information During the Seminar
Green: Appendices

Each section includes important emergency planning and risk management documents and
information. Study Abroad recommends that you pay close attention to these documents to ensure
the safety and well-being of everyone involved.
We want to remind you that Study Abroad is here to support you throughout this process and we
look forward to working with you over the next two years.
Remember, this handbook and all forms and waivers are accessible through your Study Abroad online
portal.
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MISSION STATEMENT
The Study Abroad Center at Baldwin Wallace University (BW) engages students through
global exploration and off-campus study (domestic travel) that enhances personal growth,
educational enrichment, and career development as part of the University’s larger liberal
arts effort to cultivate contributing and compassionate citizens.

Our Goals:
By encouraging, supporting, and advising students to engage in their international experiences, the
Study Abroad Center at BW cultivates students who are contributing and compassionate citizens
of an increasingly global society.

Learning Objectives for Education Abroad
Study Abroad: The International Studies Core requirement can be fulfilled by earning academic credit in
a BW-approved Explorations/Study Abroad program.
KNOWLEDGE- A globally competent student participating in Explorations/Study Abroad will….
 Demonstrate knowledge of global issues.*4
 Understand his/her culture in a global context.*1
SKILLS- A globally competent student participating in Explorations/Study Abroad will….
 Use alternate perspectives to think critically and solve problems.*2
 Adapt his/her behavior to successfully communicate with those who are different.*3
ATTITUDES- A globally competent student participating in Explorations/Study Abroad will….
 Accept cultural differences and tolerate cultural ambiguity. *1
 Demonstrate an ongoing willingness to seek out international and intercultural opportunities. *1
*The learning outcomes listed above align with the International Studies Core Learning Outcomes.
(*1) Explore an international cultural or cultures, past and/or present.
(*2) Explore current global problems.
(*3) Develop competencies in international communications.
(*4) Explore international aspects of political and economic systems.

“The idea of traveling to other countries as part of one’s higher education is nothing new.
Scholars have been enriching their higher education through travel for centuries. What is
different today is that study abroad is no longer a luxury for the rich, but instead, a reality for
students who want to become prepared for the challenge of the twenty-first century.” –Bill
Hoffa
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Study Abroad Assessment
International Learning Outcomes as a Result of Off-Campus
Study for BW Faculty-Led Programs
All faculty-led programs are required to use the same six learning outcomes as stated previously,
plus additional program specific learning objectives created by the seminar faculty leaders.

Measuring Learning Outcomes
Pre and Post Survey:
Pre and Post Surveys will be administered by the Explorations Office and completed by students
both prior to and upon returning from an Explorations approved program. Students cannot receive
credit for their study aboard experience unless both the pre and post survey are completed.
Seminar Evaluations remain anonymous, however results will be shared with Provost,
Dean/Department Chair and Explorations Advisory Council
Students will be asked to evaluate the program including, but not limited to, the following:
 Faculty availability
 Faculty overall effectiveness as a program leader
 Adequate housing
 Opportunities for contact with locals
 Balance of free time and structured time
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EXPERIENTIAL LEARNING
REQUIREMENT
A Study Abroad faculty-led seminar is defined as:
An off campus experience in which students and professors travel off-campus together, in or
outside the U.S., for an extended period of time and include one of the following:
o Four or more night’s off-campus. This applies to domestic travel as well (i.e. USA
Tour, Washington D.C. Seminar)
o An international component, excluding locations in Canada
Faculty-led study abroad seminars at Baldwin Wallace University promote learning through
experience, encourage participants to make meaningful contacts with cultures different from their
own, and offer the opportunity for participants to explore a unique physical location. These
seminars expose students to a variety of diverse perspectives, an experience made even more
striking by first-hand encounters with the environments that produced these different
perspectives. Through participation in these seminars, students will begin to understand what it
means to be guests in communities whose rules and customs may be very different than their own.
It is our hope that these experiences allow students to return to the United States and BW as more
intellectually curious, observant, tolerant, and enlightened human beings.
Experiential learning is the primary goal of these faculty-led seminars, and this kind of learning
cannot occur without careful planning. Although each seminar will have different secondary goals –
some of which may be connected to a specific subject area or discipline, while others may be more
interdisciplinary – all faculty-led seminars should provide meaningful experiential learning
complemented by a rigorous academic seminar.
All faculty-led study abroad seminars are EXP approved courses and will automatically count
towards the “E” requirement. As a result additional assessment is required:



The course syllabus must include a final EXP Written Reflection. [see Experiential Learning
Essay pg. 10]
Faculty Leaders are required to complete the EXP Rubric for each student which is located
on Taskstream. [see the Assessment Office for Taskstream and EXP assessment details]
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EXPERIENTIAL LEARNING ESSAY
[For Faculty: insert Program Title here]
Final Reflection for Faculty-Led Study Abroad Program
Write a reflection on your faculty-led study abroad experience this semester. Use the following
questions as a guide.
[For faculty: feel free to add questions relevant to your course/program specifically]

Choice of Experience:
Briefly describe what motivated you to participate in this program and how it relates to your
personal/professional goals.
Learning Objectives:
Address the following learning objectives. Describe the challenges, successes and setbacks you
encountered in your efforts to achieve them.
1) Integrate knowledge across disciplines in order to answer complex questions and creatively
solve problems
2) Demonstrate familiarity with cultural texts and artifacts and their interpretation
3) Display behaviors that support effective and appropriate interaction in a variety of cultural
contexts
Academic Relevance:
Reflect on aspects of your academic work to date, include courses in the Core (general education),
major, minor, and electives and comment on the ways in which this experience relates to what you have
learned in the classroom. Has this experience influenced your future academic direction (e.g. choice of
major or minor, graduate study)?
Personal Development:
Describe the ways in which this experience “stretched” you personally. In particular, describe the
personal skills you acquired, developed, or refined in connection with the experience, and discuss how
the experience impacted the way you see yourself and interact with others (specifically, those who
differ from you in some way)? Are you the same person you were when you started the experience?
Summary of Experience:
Conclude your paper with a brief overall summary of your experience and what it has contributed to
your BW education.
[For faculty: use the EXP reflective essay rubric, which can be found on Blackboard (through the task
stream link)]
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BALDWIN WALLACE UNIVERSITY
POLICIES
Student conduct while participating in a faculty-led study abroad seminar:
Seminar participants are adults and are responsible for their own behavior. However, as the
seminar leader, you are responsible for advising students when they are acting in a culturally
offensive way or violating the cultural norms of the country they are studying in. Thus, it is your
responsibility to be well-informed and knowledgeable regarding the cultural norms of the country
you have chosen to conduct your faculty-led study abroad seminar in. We require that you dedicate
a portion of class time, both before departure and while in country, to discussion of cultural norms
and common ways in which these cultural norms may be accidentally violated.
Seminar participants are subject to the laws of their host country, all of the Baldwin Wallace rules
and regulations, and all of the Baldwin Wallace polices as published in the Student Handbook ( click
here to view the handbook). In particular, we would like to draw your attention to the following
prohibited actions:
 Disruption or obstruction of teaching, research, administration, conduct proceedings, or
other University activities, including its public-service functions on or off campus, or other
authorized non-University activities, when the act occurs on University premises.
 Physical abuse, verbal abuse, threats, intimidation, harassment, coercion and/or other
conduct that threatens or endangers the health or safety of any person.
 Violation of federal, state or local law on University premises or at University sponsored
or supervised activities.
If policy violations do occur, seminar leaders reserve the right to file appropriate documentation
with Baldwin Wallace. If a student participant’s behavior is highly disruptive to the educational
objectives, learning outcomes, and/or physical/emotional well-being of others, the student may be
immediately removed from the seminar. Students may also be removed from the seminar for
disruptive behavior and failure to attend mandatory activities. This decision is to be made at the
discretion of the seminar leaders. If a student is removed from a seminar, transportation to the
airport will be arranged and the student will be placed on the next available flight to Cleveland (the
cost of this will be charged to the student’s Baldwin Wallace account). The Dean’s office and the
student’s parents/legal guardians will be notified of the student’s removal from the seminar and
will be provided with a return flight itinerary. In such cases, students will not receive a refund
of any tuition, seminar fees, or costs associated with departure from the seminar. Additional
expenses associated with early withdrawal are wholly the responsibility of the student
participant.

Faculty alcohol policy
Baldwin Wallace University funds may not be used to pay for alcoholic beverages consumed by
faculty, staff, or students. Alcohol should not be served at a BW sponsored or affiliated events (e.g.,
group dinners included in the budget and itinerary).
Baldwin Wallace expects all faculty members and seminar leaders to act as role models and display
professionalism at all times. BW prohibits faculty members and seminar leaders from consuming
alcoholic beverages in front of students at any time throughout the seminar.
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Student alcohol policy:
Students should exercise responsible decision making. If a student’s poor decision affects his/her
behavior on the seminar (e.g., if a student is hung over, late, sick, disruptive, etc.), there should be
consequences affecting his/her grade. This student should also be referred to Student Conduct
once s/he returns to Baldwin Wallace. As discussed above, Baldwin Wallace reserves the right to
dismiss any student as the result of unsatisfactory academic performance or inappropriate
behavior.

Baldwin Wallace University credit card policy
Each seminar leader will be given a BW credit card which should only be used for seminar
expenses. Receipts must be provided, and the Director of Study Abroad will approve all charges. If
a receipt is not submitted, the seminar leader will be personally responsible for the charge. At the
conclusion of the faculty-led study abroad seminar, the credit card must be returned to the
Purchasing Office. If receipts are not available, keep a written record of purchases including; what
was purchased, the amount, and where the item(s) was purchased. The written record is to be
submitted with all other receipts.

Cell phone policy
All seminar leaders are required to have an international cell phone. If your provider does not offer
international calling, then a cell phone will need to be purchased abroad upon arrival. At that time,
the local number must be shared with student participants and the Study Abroad Center. Please
remember to include cell phone expenses when planning your budget.

Spouse and Family Policy
A: Officially, spouses/ domestic partners may accompany faculty-led study abroad seminars,
although it is not recommended as the presence of a spouse/domestic partner may negatively affect
seminar dynamics (e.g., students may not feel comfortable approaching a faculty leader in the
evenings, etc.). Additionally, the seminar will act as a “classroom on the road,” so there will not be
much time for family. Thus, we strongly encourage both you and your spouse/domestic partner to
consider the potential impacts of a spouse/domestic partner on the seminar as a whole and the
seminar’s outcomes.
If a spouse/domestic partner wishes to accompany a faculty-led study abroad seminar, s/he must
sign the Baldwin Wallace University Study Abroad Faculty Partner Contract (located in the
appendix).
Unless your child/children are current BW students and seminar participants, they are not
permitted to accompany seminar leaders on faculty-led seminars.

Baldwin Wallace University policy regarding faculty-led study
abroad seminars in dangerous locations
The United States Department of State (USDOS) provides safety and security information for US
citizens traveling abroad. You can access all USDOS safety and security information on one country
page. Before you travel, review the Travel Advisory and Alerts for your destination(s) at
travel.state.gov/destination.
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The USDOS issues a Travel Advisory for every country to help U.S. citizens find and use important
security information. Travel Advisories apply up to four standard levels of advice, give a description
of the risks, and provide clear actions U.S. citizens should take to help ensure their safety.
Levels 1-4: The Travel Advisory appears at the top of each country page, with a color
corresponding to each level:





Level 1 - Exercise Normal Precautions: This is the lowest advisory level for safety and
security risk. There is some risk in any international travel. Conditions in other countries
may differ from those in the United States and may change at any time.
Level 2 - Exercise Increased Caution: Be aware of heightened risks to safety and security.
The Departments of State provides additional advice for travelers in these areas in the
Travel Advisory. Conditions in any country may change at any time.
Level 3 - Reconsider Travel: Avoid travel due to serious risks to safety and security. The
Department of State provides additional advice for travelers in these areas in the Travel
Advisory. Conditions in any country may change at any time.
Level 4 – Do Not Travel: This is the highest advisory level due to greater likelihood of lifethreatening risks. During an emergency, the U.S. government may have very limited ability
to provide assistance. The Department of State advises that U.S. citizens not travel to the
country or to leave as soon as it is safe to do so. The Department of State provides additional
advice for travelers in these areas in the Travel Advisory. Conditions in any country may
change at any time.

Travel Alerts are issued by U.S. embassies and consulates abroad to inform U.S. citizens of specific
safety and security concerns in a country, such as demonstrations, crime trends, and weather
events. Recent Alerts for a country appear below the Travel Advisory.
The Study Abroad Center’s primary priorities are student safety and quality of educational
experience. Thus, BW does not sponsor seminars in locations labeled as a Level 3 or Level 4.
Additionally, the Study Abroad Center does not encourage or provide sponsorship or support to
students who want to study in a country labeled as a Level 3 or Level 4. The Registrar will not
process Transient Student Permission Forms, and the Financial Aid Office will not authorize the use
of financial aid for students who wish to pursue a course of study in these countries.
The decision to withdraw students from areas where USDOS public announcements have been
issued will be made in the context of current world situations and after consulting with experts who
are well-informed on issues related to the region in question (potential experts include but are not
limited to: officials from foreign host universities; study abroad providers; the USDOS; OSAC; and
Baldwin Wallace administrators). Any decision to cancel a study abroad seminar in countries other
than those named by the USDOS of State will be the decision of the Director of the Study Abroad
Center in conjunction with the Provost’s office. Factors to be considered in these deliberations
include but are not limited to: the presence of United States government warnings and report; the
level of violence and unrest; recommendations from foreign host institutions; and
recommendations from peers and academics.
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SEXUAL MISCONDUCT POLICY
Baldwin Wallace University is committed to providing a professional working and learning
environment free from sexual misconduct. Sexual misconduct is a form of sex discrimination, is
illegal, and can result in a civil law suit, and in some cases, criminal charges. Study Abroad follows
the BW policy on Sexual Misconduct that can be found on the Human Resource website or in the
Student Handbook.

Sexual Misconduct Offenses include, but are not limited to:





Sexual Harassment
Non-Consensual Sexual Contact (or attempts to commit same)
Non-Consensual Sexual Intercourse (or attempts to commit same)
Sexual Exploitation

BW Duty to Report
If a student or BW employee complains of sexual misconduct, the BW employee to whom such a
complaint is conveyed (with the exception of licensed counselors, health care staff and clergy who
are acting in those roles) has a duty to report that information to a Sexual Misconduct Investigator,
the Director of Student Conduct, the Chief Diversity Officer/Title IX Coordinator, or Human
Resources. Subject to the policy’s stated definition of sexual misconduct, if a BW employee believes
that he or she has observed sexual misconduct of a student or employee, the BW employee should
report that information to a Sexual Misconduct Investigator, the Director of Student Conduct, or the
Chief Diversity Officer/Title IX Coordinator.

How to file a Sexual Misconduct Complaint





Call, email or visit any of the Sexual Misconduct Investors. An updated list of investigators
can be found on the Human Resource website or in the Student Handbook.
Call, email or visit the Director of Student Conduct (See the Student Handbook for Student
Code of Conduct including Sexual Misconduct). The Student Conduct Office is located in
Heritage Hall and calls can be directed to (440) 826-2114.
Submit a report to the BW Bias Incident/Hate Crime Report found on the Human Resource
website or in the Student Handbook.
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ROLES AND RESPONSIBILITES OF
STUDY ABROAD
The Study Abroad Center serves as a liaison between the seminar leader, prospective seminar
participants, the Business office, the Registrar office, the Financial Aid office, and other campus
departments in the planning and implementation of faculty-led study abroad seminars. The Study
Abroad Center is responsible for the following:
 Ensuring that all applicants meet the University’s criteria for participating in a Faculty-Led
Seminar including a minimum cumulative 2.5 GPA and a clear student conduct record.
 Processing all potential participants’ applications, deposits, and waivers, and Pre-paying
deposits and other costs. (You will note that seminar leaders are responsible for arranging
all seminar flights, accommodations, excursions, etc. and the cost will be covered by Study
Abroad)
 Marketing services including but not limited to:
o Creating, purchasing, and posting brochures, flyers, and posters.
o Advertising at summer orientation, the study abroad fair, and in COL 101 courses.
o Including information about the seminar on the Study Abroad website.
o Coordinating campus-wide information sessions with the seminar leader.
o Working with Public Relations to create a press release.
o Utilizing Peer Advisor and other resources to market the seminar.
 Administrative services including but not limited to:
o Arranging and paying for required international health insurance.
o Maintaining files for seminar participants.
o Collecting deposits from seminar participants.
o Arrange billing with participants and working with financial aid to ensure that
financial aid is correctly applied.
o Working with the Registrar to ensure that all seminar participants are correctly
registered for their courses.
o Providing an emergency card (at time of departure) to seminar participants.
o Creating an emergency folder for the seminar leader which includes: emergency
contact information from all student participants; health information for student
participants; copies of passports; Student Accident Forms; and Incident Report
Forms.
o Supplying the seminar leader with a first aid kit and, in some cases, a cell phone.
 Planning and coordinating one to two mandatory pre-departure orientation sessions.
Topics to be covered include but are not limited to: health and safety issues; suggestions for
first-time travelers; and intercultural and cross-cultural tips. The seminar leader should
coordinate with the Study Abroad Center to determine the best time for these sessions.
 Creating a pre-seminar and post-seminar evaluation to be completed by all seminar
participants. Compiling evaluation results. Seminar leaders are required to complete an
online post-seminar evaluation.
 Administer student assessments including:
o Pre-test
o Post-test
* Please note: Study Abroad will share results with the Provost, department chairs,
Advisory Council, and faculty leaders. Results can be shared with others at the
discretion of the Provost.
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FREQUENTLY ASKED QUESTIONS
Q: How is this handbook organized?
A: There are four sections, which are color coded. Faculty may want to pay particular attention to
the yellow pages during the planning and preparation stages and blue during travel.
5. White: Policies and General Information
6. Yellow: Faculty Responsibilities/Planning
7. Blue: Important Information During the Seminar
8. Green: Appendices
Q: How do the policies for domestic travel differ from international travel?
A: Policies for domestic travel parallel those for international travel. Planning, preparation and
responsibilities remain the same for either type of travel.
Q: What is the minimum faculty/staff ratio required for faculty-led study abroad seminars?
A: The student/faculty ratio must be a minimum of 10:1. Seminars which do not meet this ratio do
not provide enough students to fulfill the teaching load for faculty or adequately cover faculty
member’s travel costs.
There have been rare exceptions to this, but any proposed exceptions must be discussed carefully
with Study Abroad during the proposal stage of the program.
Q: How are seminars staffed?
A: For faculty-led study abroad seminars of two weeks or less, courses of between one and four
(1 – 4) credit hours may be offered. If there is a second faculty/staff member assisting with the
seminar, but if s/he does not teach, s/he will not be credited with teaching the course. However,
s/he will have all expenses covered and will receive a stipend of $250. Please note that this
secondary faculty/staff member must have some official University responsibilities (e.g., logistics,
budget, etc.) if they are not teaching.
For faculty-led study abroad seminars of three to six weeks, two courses of between three and
four (3 or 4) credit hours may be offered. If there is a second faculty/staff member assisting with
the seminar, but if s/he does not teach, s/he will not be credited with teaching the course.
However, s/he will have all expenses covered and will receive a stipend of $500. Please note that
this secondary faculty/staff member must have some official University responsibilities (e.g.,
logistics, budget, etc.) if they are not teaching.
Q: What are the pre-requisites for students to interview for a Faculty-Led Seminar?
A: It is important for students to be academically prepared and be able to handle the rigors of an
off-campus program. Students must have a cumulative 2.5 GPA and a clear student conduct record.
Students also must be socially prepared and therefore must submit an advisor recommendation
detailing students maturity and academic readiness. Once Study Abroad determines students are
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eligible, applicants must interview with the faculty directors before final admission decisions are
made.
Q: What should be included in the student interview?
A: Faculty directors must discuss the risks and physical requirements associated with the seminar.
It is important to discuss the program academic and travel expectations, the syllabus and itinerary
also should be shared at that time.
Q: Is additional funding available to support pre-site visits or pre-planning activities?
A: At least one seminar leader must travel to the proposed location before the faculty-led seminar
takes place. A pre-site visit will give seminar leaders a better understanding of what is/is not
feasible, will allow seminar leaders to meet colleagues on site, and will give seminar leaders the
opportunities to make reservations and inspect potential lodging. Thus, the Study Abroad Center
has an annual $4,000 Exploratory Funding Grant available. (Please note that this funding is not per
person: the total available funding is per year.) Additional funding is also available through the
Faculty Affairs Advisory Council: Gigax and Al Grey funds.
Another alternative to consider is the utilization of a third party provider to facilitate the seminar.
Large providers often offer customizable programs in which they plan excursions and take care of
the major logistical efforts as well as serving as programmatic support throughout the seminar.
This option could eliminate the need to have the faculty leader travel to the country as well. It is
important to note, though, that these services inflate the cost of the program.
Q: How often can I lead a seminar?
A: To allow the Study Abroad Center to continue providing a variety of sites and faculty leaders, we
recommend that faculty members lead seminars in alternate years.
Q: What University financial support do faculty-led study abroad seminars receive?
A: Baldwin Wallace recognizes the importance of semester long faculty-led study abroad seminars
and thus subsidizes all student participants ($1,500/student). Thus, if a seminar costs $5,000, a
student participant will only pay $3,500. Semester long faculty-led study abroad seminars also
receive a portion of room and board fees to use in calculating the seminar budget. (For example, if
a faculty-led seminar involves eight weeks of travel, eight weeks of room and board fees are
allocated to the seminar.)
Short-term faculty-led study abroad seminars are not subsidized.
Q: How much student financial aid is available for faculty-led seminars?
A: Dependent on financial need, seminar participants may be eligible for a Study Abroad grant of
20% off the total seminar fee.
Q: Are students permitted to travel before, during, or after a faculty-led study abroad
seminar?
A: During “free time,” students are permitted to travel within their current host country. Students
are not permitted to leave their host country (i.e., to participate in independent travel) at any point
during faculty-led study abroad seminars. Students must inform seminar leaders of their intention
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to travel before engaging in any independent travel.
Under certain circumstances, students are permitted to travel at his/her own expense before or
after the seminar. A travel waiver is required, and travel must be preapproved by the seminar
leader and the Director of Study Abroad. Baldwin Wallace, the Study Abroad Center, and its
trustees, administrators, employee, or representatives/agents are not responsible for students who
choose to travel independently.
Q: Where are faculty members housed when leading a seminar?
A: It is the policy of the university’s that faculty members live in the same housing as the students
and remain on site with the students for the duration of the program. This is for risk management
reasons, it is important for faculty members to be easily accessible to students at any point
throughout the seminar. Housing abroad can include, but is not limited to any of the following:
residence halls, apartments, hostiles, or hotels.
Q: What if students run out of money during the seminar?
A: In the rare circumstance, that a student(s) run out of money during the seminar contact the
Study Abroad Center as soon as possible. They will work with the Bursars office to develop a plan
that will ensure the student has the funds necessary to complete the seminar.
Q: How are seminars assessed?
A: Seminars are assessed in several ways:
I. Pre and Post Survey
 Pre and Post Surveys will be administered by the Study Abroad Center and
completed by students both prior to and upon returning from an approved Study
Abroad program. Both learning objectives and the overall program (including, but
not limited to, housing, program organization, faculty leadership, group dynamics,
etc.). Students cannot receive credit for their study aboard experience unless both
the pre and post survey are completed.
II. Faculty Evaluation of program
 Faculty will assess the program, the Study Abroad Center, and co-leaders. This will
help to prepare for future programs and will help the Study Abroad Center know
how the office can support the program better.
Q: Are faculty leaders required to fly to and from the destination with students?
Seminar leaders are strongly encouraged to travel to and from the location of study with the student
group. However exceptions may be granted. Faculty leaders choosing to deviate from the group must
receive approval from the Director of Study Abroad. At least one seminar faculty leader must remain with
the group at all times.
Please consider the following when contemplating deviation:
 Program flights are purchased at a group rate. If a faculty leader chooses to deviate from the
group flight, they will have the option of working with the BW travel agent or booking a ticket
through another travel agency. All arrangements and payments will be the faculty leaders
responsibility.
 The safety of the students is your first priority. You will be required to travel with the group to
the airport to ensure the flight leaves on time as planned and all students have boarded.
 The co-faculty leaders comfort level of transporting a large group through international airports,
navigating customs and boarding connecting flights.
 The co-faculty leaders comfort level of being solely responsible for managing crisis. (i.e. a flight
is cancelled or delayed and a decision needs to be made to rebook the group, transport the group
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to a hotel, book a coach transfer to Baldwin Wallace; a student misses a flight; sickness; injury;
etc.)
Determine a student leader who can assist the co-faculty leader in your absence.
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FACULTY
RESPONSIBILIES
AND PLANNING
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PLANNING A FACULTY-LED
STUDY ABROAD SEMINAR
We recommend that you consider the following when planning a faculty led study abroad seminar:
1. Destination site: The seminar leader should be familiar with the proposed host
country/site. The seminar leader is responsible for preparing a site safety plan, presenting
it to participants, and determining whether immunizations are necessary. Additionally,
seminar leaders must identify skills required by seminar participants (and what seminar
participants must do to acquire these skills) and how skill competency will be evaluated
before the seminar. Lodging premises should be in reasonably safe areas and written
documentation should be provided related to any associated risks (e.g., inner-city
accommodations in an area with a high crime rate). Seminar participants should be
encouraged to travel as part of a three-person “buddy system” and information on known
risks, local cultural customs, and legal requirements should be provided.
2. Compliance with University policies: All University policies for faculty, staff, and students
apply to seminar leaders and seminar participants while participating in a faculty-led study
abroad seminar. BW policies on alcohol and drug use, vehicle use, student conduct,
academic freedom, sexual harassment, and consensual relationships should all be strictly
followed. (See the Student Handbook to become familiar with these policies.)
3. Emergency planning: The seminar location dictates the level of emergency planning
required. If the seminar is taking place in a remote location, we recommend that at least
two people on the seminar have first aid skills, a first aid kit, and a cell phone or other
appropriate means of communication in the event of an emergency. You should confirm
that cell phones will function properly from the seminar site in advance. You should also
determine a protocol for circumstances that require the seminar leader leaving the seminar
group to accompany an injured/ill student.
The seminar leader must keep passport copies, health forms, emergency contact forms, and
emergency contact information on his/her person at all times. The Study Abroad Center
will also keep copies of all relevant documents. Seminar participants should be reminded to
carry identification and medical insurance cards with them at all times. Seminar
participants should also know how to contact BW from the site location, find and use the
first aid kit, find and use the cell phone, and know what to do if separated from the rest of
the seminar group.
4. Contingency plans: Do your best to anticipate complications that could arise and develop
contingency plans in advance. (Possible scenarios to consider: a student required to leave
early because of a personal emergency; a student violating established rules; weather or
transportation delays or cancellations; etc.) Understand contract limitations or restrictions.
Any unused pre-paid seminar expenses are not refundable.
5. Certificate of insurance: Some seminar destinations, organizations, or establishments
require a Certificate of Insurance from Baldwin Wallace University prior to BW use of their
facility/BW participation in an event. The Purchasing Department will be able to provide
you with this documentation.
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6. Course Model: Faculty led seminars can vary in duration and structure.
Short-Term Programs: The travel portions for short-term programs are two to three weeks
in duration and take place during the May-term or in December following finals. Below are
examples of typical on-campus course structure models for programs that include shortterm travel:
 Type A: This type of program consists of an on-campus mini-B course, followed by
two to three weeks of travel in December starting after finals for fall semester
programs or during the May-term for spring semester programs. .
 Type B: This type of program consists of an on-campus full semester course(s)
followed by two to three weeks of travel in December for fall semester programs or
during the May-term for spring semester programs.
Full-Semester Programs: Full semester seminars consist of a full course load (12-18 credit
hours). The travel portions vary in length from six to 10 weeks.
Note: For faculty, May-term programs count towards Spring semester load. For students, the
credit counts for Spring semester.
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CHECKLIST OF RESPONSIBILITIES
2 Years in advance
 Complete Exploratory trip if necessary (check into Exploratory funding if necessary)
 Market/promote your seminar. Study Abroad will work with you in creating brochures, posters,
website presence; attend COL 101 courses, Study Abroad fair, orientation, etc

12 months in advance
 Create a Blackboard site for seminar. Include itinerary and syllabus.
 Study Abroad must be included as course participant, so information can be
accessed in case of emergency.

 Finalize seminar logistics. Work with a contact abroad, professional travel agency, or third
party provider. Seminar logistics include but are not limited to:

○Developing budget
○Creating itinerary
○Booking accommodations
○Arranging flight and ground transportation – Airline travel must be arranged through



a reputable travel agency (i.e., tickets cannot be purchased online).
Complete interview with each applicant

○Discuss risks and physical requirements
○Discuss expectations (academic and travel)
○Make admission decisions
 Receive a list of student concerns from Student Affairs, and BW Safety and Security regarding
potential student participants from Study Abroad. This will give you additional information about
additional student participants that may not be present in their student conduct records. This
should happen before students are admitted.
 Schedule mandatory pre-departure orientation session with Explorations. Study Abroad
will need at least 1.5 hours discuss policies and group dynamics.
 Disclose potential risks of seminar participation to the Study Abroad Center. The Study
Abroad and Faculty will create a risk addendum for each participant to sign. See Sample Risk
Addendum in Appendix.
 Attend the mandatory Next Steps Workshop hosted by Explorations/Study Abroad. Learn
about faculty leader responsibilities, the Study Abroad Center responsibilities, student
responsibilities, to become proficient with Studio Abroad software (online application), and more
 See a physician to get any necessary vaccines and medication required for travel.
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9 months in advance
 Finalize all seminar logistics
 Ensure that all seminar participants have completed all required forms. Including:
 Determine two faculty back-up’s who may be able to join the group or replace a leader in case of
emergency

2-6 months in advance
 Attend the Risk Management/Emergency Preparedness Workshop hosted by
Explorations/Study Abroad.
 Pick up forms from Study Abroad to carry with you during the seminar. These will include:

○ Medical History forms
○ Emergency contact forms
○ Passport copies
○ First Aid Kit
 Finalize monetary details
○ Request advance money
○ Finalize payments
○ Obtain BW credit card from Purchasing
○ Finalize board money. Study Abroad will cut check requests if applicable
 Determine cell phone plan
 Complete Emergency Contact Sheet
○ Lodging/hotel information
○ Local police numbers/address
○ Local hospitals/doctors (see GEOBLUE website)
○ Local Embassy (Study Abroad will register the group with the local Embassy)
 Finalize and Submit Contingency plans on Studio Abroad: Even with the best laid plans,
things can still go wrong. Do your best to anticipate complications that could arise and develop
contingency plans in advance. (Possible scenarios to consider: a student required to leave early
because of a personal emergency; a student violating established rules; weather or transportation
delays or cancellations; etc.) Understand contract limitations or restrictions. Any unused pre-paid
seminar expenses are not refundable.
 Your academic department must have a copy of your itinerary and contact information,
including phone numbers for all hotels.
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EXPLORATORY SITE EVALUATION
Purpose: Baldwin Wallace University is supportive of both students and faculty participating in
faculty-led study abroad seminars. To continue this support, funding for new seminar development
is provided to faculty members who are committed to leading a seminar and/or their proposed
seminar has been approved by the Study Abroad Faculty Advisory Council. For new seminars,
faculty are required to complete a site visit to secure logistical and academic planning.
Within 30 days of your return you will be required to submit an electronic, typed summary of the
following to the Director of Study Abroad, Christie Shrefler chking@bw.edu and copy the Provost:
1. Your summary report, detailing what was learned for the preparation of the Faculty-Led
Study Abroad seminar.
2. Your travel and expense report with all receipts. (submitted in order of date)

The Report
When submitting your report, please include a cover page with the following:

General Information
• Name
• Department
• Seminar Title
• Date of Site Visit

Location

• City/Cities
• Country
• Host Universities and/or Venues

Please use the following document as a guide when completing your site visit. Upon return
use the information learned from your trip to complete a formal typed report. (The Study
Abroad Center understands that all items listed on the report may not be applicable to all
seminars)
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Objectives
During your trip, how were the goals and objectives that are listed on your Exploratory Funding
Application were met.
How did this trip help to enhance the student learning and increase the value of the students’
academic experience?

Support Staff
Who would provide support services on-site (host university, tour provider, local guides, etc.)?
Provide contact information of the University/Venue.
Are academic and personal/interpersonal counseling services provided?

Housing
What housing arrangements are available for students? (I.e. hotels, hostels, homestay, etc.).
Are students housed with host country students or in a complex reserved for U.S. American and
possibly other foreign students?
What safety precautions are in place for housing? (i.e. types of locks, are there fire
alarms/extinguishers?)
If host families are an option, how are the families chosen and vetted?
Who can students contact if there is an emergency? Is there an after-hours contact? Please provide a
name and phone number.
How will accommodation services be arranged, confirmed, and secured?
What amenities are provided (e.g. running water, temperature control, Internet, Wi-Fi, etc.)?
How can the accommodation services be paid?

Yes No

Are deposits required?
When are deposits due?

______________________________________________________________________________

When is final payment due?

______________________________________________________________________________

Will meals be included in the accommodation?
What types of meals?
Self –catered
Cafeteria/meal plan
Provided by host family
Restaurants

Yes No
Yes
Yes
Yes
Yes

No
No
No
No
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If meals are provided, which meals are included?
Breakfast
Lunch
Dinner

Yes No
Yes No
Yes No

Transportation
If you are using a tour company, please provide the name, contact information, web address, etc. for
the tour company. Will this be the first time this tour company has been used?
How will students be transported in country?
How is the safety of the transportation vetted? Is the transportation provider considered safe and
reliable by local people?
What is the average cost of this transportation?
Can these services be arranged and paid prior to the beginning of the seminar?

Yes No

Orientation/Welcome Service
Is an on-site orientation provided?

Yes No

Can the seminar provide airport pick-up?

Yes No

Health and Safety Issues
Are there any health or safety concerns in the host country that could affect students on your
proposed seminar?
What health care and medical services are available for the students?
Are there reputable clinics and /or hospitals in the host city/cities?

Yes No

If not, how far away are the nearest vetted facilities?
Are reliable English-speaking counselors/psychologists available?

Yes No

What types of communication methods are available to you and the students on site (cell phones,
email, landlines, etc.)?
Where is the closest U.S. Embassy or Consulate?

Excursions or Fieldtrips
What excursions are planned?
What steps will be taken to help ensure the safety of students participating in these excursions?
Besides faculty, who will be conducting these excursions? How will this person/entity be vetted?
(please answer this questions for each excursion provider and location)
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Would the excursions include an overnight stay? If so, what type of accommodations would be
provided? How will this housing be vetted? (please answer this question for each excursion
provider and location)
Will students be accompanied by a local guide while traveling in the host country?

Yes No
If yes, how are the guides vetted?

Seminar Facilities
Is there appropriate office space?

Yes No

Classroom space?

Yes  No

Is classroom equipment adequate?

Yes No

Do students have access to adequate library resources?

Yes No

Do students have access to computers?

Yes No

Do students have access to Internet?

Yes No

Where and what are the hours that students will have computer access?

Local Facilities/Services
In each answer, please include how long it would take to reach each destination by foot.
Where is the closest place to buy groceries (if meals are not included with accommodations)?
Nearest drugstore/pharmacy?
Closest place to purchase a phone card or cell phone?
Where do the students do their laundry?
Other noteworthy amenities/services available?

Banking
How can payments be made to local vendors (cash advance to faculty, wire transfer, credit cards,
etc.)?
Can payments be made in advance?

Yes No

Are ATMs easily accessed?

Yes No

Are credit cards easily used?
Any particular cards used or not used?

Yes  No
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RECRUITMENT
As the seminar leader, you are the primary recruiter for your faculty-led study abroad seminar. It is
your responsibility to promote your seminar within your department and across campus. The
Study Abroad Center will assist you in this process by creating marketing materials for you and
arranging lunch time tables and promotional sessions. However, it is your responsibility to be
visible on campus, to attend classes, and to be available for discussion with interested students.

Timing: It is extremely important that you begin publicizing your seminar as soon as possible, and
that you continue publicizing it in a variety of different venues until the application deadline. You
will note that students often discuss their travel plans with their parents, and thus, we encourage
you to do “publicity pushes” during freshman orientation and before summer break, Thanksgiving,
Christmas, and spring break.

Classroom visits: Visiting classrooms is one of the most effective ways to build student interest

related to your seminar. Ask your faculty colleagues if you can give a brief five minute plug for your
seminar at the beginning or end of their classes. Presenting in College 101 courses also presents a
great recruitment opportunity.

Information sessions: Information sessions will be coordinated in conjunction with the Study

Abroad Center. However, please note that these must be scheduled at least sixty days in advance to
allow the Study Abroad Center to book a room and to publicize the information session
appropriately. In general, students who make the effort to attend scheduled information sessions
are seriously interested in attending your seminar. Thus, information sessions should contain very
specific information about your seminar. We recommend using a PowerPoint presentation. The
participation of past seminar participants (and their photo albums!) in information sessions can be
a good draw. Themed information sessions (e.g., an information session with tea and biscuits for a
seminar in England) and information sessions with free food (mention this prominently in
advertisements) have also been successful in the past.

Brochures, advertisements, flyers, and announcements: The Study Abroad Center will
create brochures and flyers for your faculty-led study abroad seminar. These brochures and flyers
will include all relevant information, such as a description of the seminar location, dates, academic
credits, cost, application deadline, and contact information.
You are responsible for announcing your seminar to a variety of different constituents. We
recommend that you consider using the following resources: departmental resources; e-mail lists
for specific majors or minors; student organizations that have a connection to your course content;
and/or off-campus academic and cultural events related to your geographic area/the content of
your seminar.

General hints:



If your seminar is connected/targeted to a particular field of study, it is important to stress
the other academic requirements your seminar will meet.
It is critical to maintain contact with students who have expressed interest. Maintain an
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updated list of names and e-mail addresses. We recommend that you contact students on a
weekly to biweekly basis.
Blackboard can be an excellent tool. Contact John DiGennaro to assist you in creating a
Blackboard group. You can then enroll interested students and email them through
Blackboard. You will also be able to upload important documents and other information.

Sample Brochure:

[Front]

[Back]
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BUILDING A BUDGET
Seminar leaders must develop a seminar budget that documents all projected expenses for students
and faculty. Please see Form B, located in the Appendix, for more information. We recognize that it
is difficult to obtain exact costs two years in advance, but it is necessary to develop an estimate. We
recommend that you add an additional 10% to current prices. An emergency contingency fund
($100/participant) must also be included.
Please consider the following when planning your budget:
 Transportation, including air, rail, shuttles, seminar buses, parking fees, etc.
 Lodging for all seminar participants
 Meals provided for seminar participants
 Events including tickets, admissions fees, special seminars, etc.
 Gifts and tips for speakers
 Cell phone and internet fees
 International health insurance
 Classroom rental fees
 Emergency contingency fee ($100/participant)
Please note that the Study Abroad Center will receive deposits from seminar participants, and that
all billing will be arranged by the Study Abroad Center and the Bursar’s office.
Seminar prices should never exceed the advertised price: it should never be necessary to request
additional funds from seminar participants.
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Sample Budget
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FLIGHTS
Airline travel must be arranged through a reputable travel agency (i.e. group tickets cannot be
booked through an online website). Faculty Seminar Leaders can begin contacting travel agencies
11 month before the program departure date. The Faculty Seminar Leaders work directly with a
travel agent to negotiate departure dates, times, and cost.

Steps to Reserving a Group Flight
1. 11 months prior to departure contact a travel agency. Give them the program departure
dates and ask them to send you the details of their cancellation policy.
2. The travel agency will send you a list of available flights, times, and cost.
3. Review the flight details, pay special attention to layover times and ensure you will have
enough time to get 20-25 students to the connecting flight on time. Explorations
recommends flights with 2-3 hours of a delay between connecting flights. When you are
happy with the flight details, inform the travel agency to hold 27 seats. (This number can be
reduced later, see Final Commitment below).
Note: you cannot hold seats with more than one airline/travel agency.
4. The travel agent will send the faculty seminar leaders a contract. DO NOT SIGN. Forward the
contract to Explorations.
5. Explorations will sign the contract and submit the deposit to hold the seats.
6. Explorations will submit the final list of passenger names and final payments.
A typical contract will include the following details and deadlines:
 Deposit and Signed Contract: This is the date the travel agency needs to receive the signed
contract along with a deposit to hold 27 seats. Explorations will sign the contract and
submit the depsoit to the travel agency.
 Final Commitment Date: This is the last day changes can be made to the number of seats
being held without incurring fees. Typically 3 months prior to departure. Explorations will
notify the travel agency of the final number of seats that need to be held for the program.
Minimally, 22 seats (20 students plus 2 faculty leaders). If a student decides to withdraw
from the program after this date, they will incur a cancellation fee from the travel agency
and the airline.
 Final Passenger List: The final list of passengers names, as they appear on passports, are
due to the travel agency by this date. Typically 2 months prior to departure. Students are
required to submit a copy of their passport to Explorations and we will send the details to
the travel agency confirming passenger tickets.
 Final Payment: This is the date the final payment is due to the travel agency. Typically 2
months prior to departure. Explorations will submit the final payment to the travel agency.
If a student cancels after this payment is made they will be responsible for the full cost of
the flight as flights are typically non-refundable.

33

Baldwin Wallace University works with the following travel agencies:
STA Travel
Group Logistics Specialist
T: 800.714.6503
F: 480.753.5847
W: www.statravel.com
Professional Travel
Susan Geers
F: 440 734 8800
E: susang@protrav.com
W: www.protrav.com
Student Universe
Travel Service Agent
P: + 1 800 351 3279
F: + 1 617 321 3174
W: https://www.studentuniverse.com/travel-services/group-travel
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FACULTY LEADER ONLINE
APPLICATION
Explorations/Study Abroad utilizes an online application system to manage programs. For the
Faculty Seminar Leaders there are 2 applications; Seminar Leader Application 1 and Seminar
Leader Application 2. Both applications include the checklists, waivers, and other documents which
are required to be read and signed by both program leaders. Application 1 includes
additional forms and documents that are program specific and not required to be submitted by
both leaders (see below). Faculty leaders will need to determine who will be responsible for
Application 1 and 2. After the program has been approved by the Explorations Advisory Council,
Seminar Leaders will receive the link to the website to access the faculty application.
The additional application documents listed in Seminar Leader Application 1 are:
 Detailed Budget (excel document that can be saved to your computer until you are ready to
upload it to the online application)
 Itinerary (Excel document that can be saved to your computer until you are ready to upload
it to the online application)
 Prior to Departure Program Emergency Action Plan
 Prior to Departure Emergency Contact Information Form (word document that can be
saved on your computer until you are ready to upload it to the online application)

Steps for Creating Online Seminar Leader Application
1. You will receive a link from Explorations to access the application. Follow the link for
Seminar Leader Application 1 or Seminar Leader Application 2
2. Click the “Apply Now” button
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3. You will be taken to a page that asks you to select the Term. Please select the term your
Seminar will be taking place.

4. Enter Arrival and Departure Dates and to select the city of your program. Click “Add to
Itinerary”. This is a default setting in the system, so if you know the exact dates feel free to
enter them, if not just estimate.

5. At the bottom of the page click “Apply”.

6. You will be taken to a “Decision Letter” page. You will need to click “continue”

7. You have successfully generated your Seminar Leader Application. You can now access the
Questionnaires, Materials, and Learning Content.
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STUDENT APPLICATION PROCESS
Student Online Application Instructions for Faculty-Led
Seminars
To apply, students need to:
1. Go to the Explorations/Study Abroad website for the program application link.
2. Click Apply Now
3. Use their BW credentials to login to the application
Explorations/Study Abroad will verify that students the meet the following requirements to be
eligible to participate in a faculty-led seminar:
 The minimum GPA required for the program.
 Have a clear student conduct record (we will verify this with the student conduct office).
 Have completed at least 1 semester at BW.
Explorations/Study Abroad will verify students have completed the following before arranging an
interview with the seminar faculty leaders:
1. Interest Statement:
1. Students must open this section on the application portal
2. Students answer the questions.
3. Students copy and paste answers in a word document
4. Students email word document to academic advisor. Advisor will review students’
responses prior to completing the Advisor Recommendation (outlined below).
2. Request Electronic Academic Advisor Recommendation:
1. Students must open this section on application portal.
2. Students search for advisor by name
3. Students click send.
4. Academic advisor will receive an email asking them to login to the Study Abroad
website to complete a recommendation form.
3. Upload a profile photo
4. Read the Academic Expectations- open on application portal and electronically sign
5. Read the Risk and Requirements Form- open on application portal and electronically sign
Faculty Interview:
Once the above items are complete, Explorations/Study Abroad will inform seminar faculty leaders
that the student is ready to move on to the interview portion of the application process. Seminar
leaders will contact students directly to schedule an interview (see Interview Process).
Explorations will notify students of their acceptance and will send them directions for submitting a
$300 non-refundable deposit to reserve their space in the program as well as directions for
completing the remainder of the online application.
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Student Registration Process for Faculty-Led Seminars
Explorations/Study Abroad will liaise with the Registration Office to register students for the
seminar course(s). As part of the student application process, students are required to:
1. Students must meet with their academic advisor to discuss the course(s) that are associated
with this program.
2. Login to their Explorations/Study Abroad Application Portal to select the course they would
like to enroll in.
3. Explorations/Study Abroad will submit student’s information to Registration.
4. Registration will manually register students for the course they select.
Note: Students do not register for the course(s) on Webexpress.
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Reviewing Students Online Applications
To view student applications:
1. Login to the Explorations website
2. Select “Reviewer Home”

3. You will see a list of student applications. Please ignore where it says (complete) this will

not pertain to you. The applicants that are ready for you to set up interviews will be marked
Pending “ready for review” under the status column.

4. Click on the students name and this will take you to their application documents.
5. Contact the student(s) to arrange an interview.
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INTERVIEWING & ACCEPTING
STUDENTS
Students will begin applying to participate in a Study Abroad Seminar 1 year in advance (see
Student Application Instructions for more details). As the Seminar Leader you are required to
review portions of the students’ online applications and arrange interviews with the applicants
prior to their official acceptance.

Steps to Follow when Accepting Students
1. Study Abroad will verify students have met the requirements to study abroad
a. Have met the minimum program GPA
b. Have a clear student conduct record
c. Completed 1 semester at BW
2. Study Abroad will verify students have completed the necessary application documents to
move on to the Faculty Leader Interview portion of the application.
a. Submitted an “Interest Statement”
b. Requested an “Advisor Recommendation”
c. Read and signed the “Risks and Physical Requirements” form.
d. Read and signed the “Academic Expectations” form.
e. Read and signed the “Statement of Responsibility/Waiver of Liability” form.
3. Study Abroad will send Faculty Seminar Leaders periodic lists of applicants who are ready
to schedule an interview with the Faculty Leaders.
4. Seminar Faculty Leaders login to the Study Abroad application portal to review student
documents.
5. Seminar Faculty Leaders contact students directly to arrange an interview. (See “Interview
Process” for specific details).
6. Seminar Faculty Leaders inform Explorations who they are ready to accept in the program.
Note: Do not inform students in person of their acceptance/rejection. Explorations will notify
students individually through the online application portal.
7. Explorations will notify students of their acceptance and will send them directions for
submitting a $300 non-refundable deposit to reserve their space in the program as well as
directions for completing the remainder of the online application.
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Interview Process
During the interview it is important for both faculty leaders to be present. Certain circumstances
may allow for one faulty leader to interview (i.e. the student is an advisee of the faculty leader, the
faculty leader has several classes with the student). During the interview, the Faculty Leaders are
required to review the “Risks and Physical Requirements” for the program and the “Academic
Expectations” with the students. Before students commit to the program, they need to completely
understand what will be expected of them before, during, and after the seminar. Allow for enough
time for students to ask you questions as well. Interviews typically last between 15 and 30 minutes.
During the interview:
 discuss the Academic Expectations of the program
 read through the Risks and Physical Requirements
 ask program specific questions
 allow time for the students to ask you questions

Interview Questions to Consider


















Why did you choose this program?
How will this program fit with your academic plans?
How do you contribute to a group?
What do you expect to get out of this experience both personally and academically?
How do you envision spending your free time while abroad?
What do you know about the host country?
What skills, strengths, and characteristics make you a strong applicant?
What do you hope to learn on your international exchange program?
Do you have any prior international travel experience?
If you have traveled, was it alone, with family, with friends? What did you gain from that
experience?
How do your long term goals relate to this exchange opportunity?
How does your family feel about your participation in this program?
What is your current living situation?
Discuss different standards of expectation in "modern" conveniences.
How do you handle delays, changes, disappointments?
Have you engaged in financial planning for this experience?
What do you expect out of your faculty leader?
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REQUESTING PAYMENTS
Program Expenses Payment Process
Explorations/Study Abroad will liaise with the Finance Office to process payments for the seminar.
The process of making payments to vendors involves the approval from numerous BW offices. To
make or request payments for services related to the faculty led seminar forward the invoice to the
Explorations/Study Abroad Office. The process can take several weeks, so please take into
consideration the following when requesting payments:
 All payment requests must be submitted to Explorations a minimum of 10 business days
before the payment is due.
 International wire transfers can take additional time.
 Invoices in foreign currency may be affected by exchange rate fluctuations. It is
recommended to add 10% to your budget to cover this.

Contracts
When working with vendors (hotels, hostels, in-country travel agencies, universities etc.), do not
sign contracts. All contracts must be approved by the Director of Study Abroad prior to any
payment being promised or made. All contracts should be submitted to the Director of Study
Abroad in a timely manner. Explorations will review, sign, and submit the contract to the vendor or
will give the seminar leader approval to move forward with signing the contract. After the contract
has been signed and an invoice has been received, funds for payment will be requested. It is
important to inform vendors of the process and the importance of responding in a timely manner,
so payment can be made in time for services. Below are examples of potential seminar contracts:
1. Contracting with a local agent to arrange housing, transportation etc.
2. Contracting with a local university for services (i.e. housing, board, classrooms).
3. Contracting with a planning service or travel agent.

Wire Transfers
If a payment needs to be made by means of a wire transfer the bank charges a fee (approximately
$20). To remain on budget add $20 to the budget for each wire transfer that is processed. For a
wire transfer to be processed, the following steps will take place:
1. Request an invoice and bank details from the organization
2. Forward the invoice and bank details to Explorations/Study Abroad.
3. Explorations/Study Abroad will complete a wire request to be sent to the Provost’s Office.
4. The Provost will review the request and will send it to Finance for processing.
For Finance to properly process the wire, Seminar Leaders need to ensure the invoice has the
following bank details:
 Company Name
 Account Number
 Bank Name
 IBAN Code
 Bank Address
 Swift Cod
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Travel Advances
If a travel advance is needed, you must meet with the Director of Study Abroad at least two months
prior to departure and provide an itemized list to justify how these funds will be used. If approved,
the funds will be issued in the form of a check. You will be responsible for determining the most
efficient and safest method to handle these funds: deposit the check in a personal credit or debit
card account, or purchase foreign currency. If the cash is lost or stolen it cannot be replaced.
While abroad, maintain a log and keep all receipts for expenses incurred during the program. If you
are on a per diem, logging meals is required. A per diem reimbursement is allowed for faculty
meals. See Finance for the current per diem rate. In cases in which receipts cannot be obtained in
the country of study, it becomes even more important to maintain an accurate account in your
Personal Log. Within 30 days after your return from your program, submit your expenses, personal
Log, all receipts, and any unused funds (must be in US dollars) to the Director of Study Abroad for
reconciliation.
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GETTING FUNDS OVERSEAS
There are several ways to access funds during the seminar (detailed below), and we strongly
recommend that seminar leaders have more than one way to access funds should a difficulty with
any one particular system arise. We also recommend that you carry a back-up Visa or MasterCard
(i.e., a personal card) for emergencies.









Cash: We recommend that you do not travel with a substantial amount of cash, since the
possibility of it getting stolen or lost is high.
ATM or debit cards: You are able to withdraw cash using ATM or debit cards. Make sure
that you notify your bank that your card will be used abroad before departing on your
seminar so that your account will not be frozen due to suspicious activity. Also make sure
that your destination is not blocked by a bank-imposed fraud alert.
o Advantages: excellent exchange rates; 24-hour access
o Disadvantages: your bank may have a daily withdrawal limit and/or withdrawal
fees
AAA Visa travel-money cards: This card, which functions as a debit card, is a Visa card
available to AAA members.
o Advantages: widely accepted in major cities; easily replaced if lost or stolen
o Disadvantages: money must be placed on this card prior to your departure from the
US; withdrawal fees may be charged
Credit cards: Visa and MasterCard are internationally accepted. Make sure that you notify
your credit card company that your card will be used abroad before departing on your
seminar so that your account will not be frozen due to suspicious activity. BW issues credit
cards to seminar leaders, but these cards are only to be used for seminar expenses, and
receipts are required at the conclusion of the seminar.
o Advantages: widely accepted; easily replaced if lost or stolen
o Disadvantages: transaction fees
Traveler’s checks: Travelers checks are not widely accepted in many locations. For this
reason, we do not suggest using them as a means of accessing funds overseas.
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HEALTH AND SAFETY
As a seminar leader, your responsibilities do not end in the classroom. Students will rely on you for
additional extracurricular assistance as they adjust to a new and sometimes stressful environment.

Immunizations
Please direct seminar participants to the resources for information on required and suggested
immunizations:
 Center for Disease Control: www.cdc.gov/travel
 Cleveland Clinic Travel Center: 800.223.2273
http://my.clevelandclinic.org/medicine/international_travel_clinics.aspx
 Passport Health: 216.295.9400
 BW Student Health Center
Seminar participants should check with their policy provider so that they understand what their
primary insurance will or will not cover. Students are also required to have international health
insurance. This cost must be included in your budget.

Health care prior to departure
Preventative health care before departure is one of the most important things seminar participants
can do to ensure a good study abroad seminar experience. Topics will vary by country, but please
insure that the following topics are discussed in your pre-departure orientation seminar:
 Basic hygiene
 Water and food issues
 Alcohol and drugs, both legal and illegal
 Personal responsibility (including participants pre-existing conditions, any special care
needs, prescriptions, and eyewear)
 Sexuality and relationships
 Accident and injury prevention
 Diseases
 Psychological issues
 Health care abroad
 Common sense
You should utilize a variety of sources to answer participant questions related to these topics. BW’s
Student Health Center will be able to give you information about immunizations and ways to
respond to seminar participants’ health care needs including upset stomachs, cold and flu
symptoms, and homesickness.

Health care during the faculty-led study abroad seminar
As a seminar leader, you are not expected to be a medic or nurse. However, it will make your life
much easier if you are aware of some basic issues related to health care. The Study Abroad Center
will provide you with a First Aid Kit, but it is your responsibility to notify students regarding the
location and contents of the First Aid Kit.
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We require the following:
 Be familiar with the local health care delivery system: Where is the local clinic? What
are its hours of operation? Will the clinic treat foreigners? What is the method of payment?
 Establish a medical emergency plan: Where do you find after hours health care? How do
you get someone out of the country quickly?
 Do not distribute medicine to seminar participants: Even over-the-counter medication
can be lethal for some people and it thus better to insist that seminar participants bring
their own supply of pain relievers, anti-diarrhea medication, antacids, etc. Know where the
local pharmacy is, but caution seminar participants by informing them that over-thecounter drugs may contain stronger doses than their US equivalents.

Insurance
Seminar participants should discuss their insurance coverage with their primary insurance
provider so that they fully understand what their primary insurance will and will not cover while
participating in a faculty-led study abroad seminar. All seminar participants and seminar leaders
are required to have the GeoBlue International Insurance available through the Study Abroad
Center. Please include the cost for this in your budget. You can find more detailed information about
insurance in the GeoBlue section of this handbook.

Considerations for participants with disabilities
Under the Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 1973,
students with disabilities who are otherwise qualified to participate in a study abroad seminar may
not be rejected solely on the basis of their disability. The Study Abroad Center encourages all
students to participate in study abroad experiences, whether through a faculty-led study abroad
seminar or through one of BW’s exchange seminars, and works hard to ensure that these
opportunities are rewarding.
If a student reports a disability and contacts you to discuss participation in your seminar, discuss
the need for that student to disclose their disability to Disability Services for Students (DSS) and
make the appropriate referral. It is the student’s responsibility to disclose their disability to DSS
and to provide appropriate documentation.
If a student has a disability, a discussion regarding potential accommodation(s) abroad should
occur. If accommodations are needed, the student in question must complete an accommodation
request form. Once all documentation has been completed, DSS, the Study Abroad Center, the
seminar leader, and the student will work together to find appropriate accommodations. Without
appropriate planning, a student’s disability could have a negative impact on his/her own
experience and the faculty-led study abroad seminar. The choice to take advantage of
accommodations offered is entirely up to the student, but if refusing accommodations poses a
threat to the student’s or other seminar participants’ safety, the student will likely be denied
participation in the selected seminar.
You may find these resources related to persons with disabilities studying abroad helpful:
 Mobility International: www.misua.org
 Access Abroad: www.umabroad.umn.edu/access/index.html

46

FACULTY LIABILITY
Baldwin Wallace University is insured by the Travelers Insurance Company. If a claim or suit is
presented related to wrongful death, personal injury, or property damage due to negligence on the
part of the University, Travelers Insurance will investigate and defend as necessary.
Seminar leaders employed by Baldwin Wallace University are covered by Travelers Insurance
Company, but only when performing acts/duties within the scope of their employment or
conducting business on behalf of the University.
You should be familiar with the following concepts:
 Negligence: Negligence is the failure of one who owed a duty of care to another to fulfill
that duty, resulting in injury to the party owed the duty of care. Negligence can occur when
doing something that a reasonable, prudent person would not do in a particular situation, or
when failing to do what a reasonable, prudent person would do in a certain circumstance.
 Duty and risk: As a seminar leader, you have a duty to seminar participants to identify and
correct any unreasonably dangerous conditions and to warn seminar participants of these
conditions. Duty and risk liability usually takes into account that in certain situations,
potential dangers are obvious to all participants. Sponsorship of an activity (e.g., field
seminars, intercollegiate activities) creates a special relationship between the University
and seminar participants and increases the University’s obligation to prepare students for
any hazards they may encounter while participating in a faculty-led study abroad seminar.
 Duty to warn and educate seminar participants: As a seminar leader, you have a duty to
warn seminar participants of any known hazards and to warn seminar participants of any
hazards they may encounter during a faculty-led study abroad seminar. When a seminar
leader is aware of conditions that may pose an unreasonable risk to a seminar participant,
especially when these hazards may not be immediately apparent to a casual observer, there
is greater potential for institutional liability.
 Duty to use reasonable care: As a seminar leader, you have a duty to provide reasonably
safe conditions for seminar participants. You also have a duty to provide a reasonably safe
environment when you know or should have known of a potentially dangerous situation.
You are required to exercise good judgment and to use reasonable care when planning and
implementing your seminar.
 Assumption of risk: In many situations, seminar participants assume the obvious and
inherent risks associated with a faculty-led study abroad seminar that cannot be eliminated
with the exercise of reasonable care. In these cases, seminar participants are required to
act responsibly and to not be negligent.

What can I do to minimize risks and liability?
It is impossible to entirely eliminate all risks. However, careful advanced planning can help
minimize the exposure of seminar leaders, seminar participants, and Baldwin Wallace University to
risk. The following information will help you make a reasonable effort to create a safe environment
for seminar participants.
Most claims made against universities with faculty-led study abroad seminars are related to: lack of
planning; lack of supervision; failure to enforce policies or rules; failure to provide proper or well-
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maintained equipment; and/or an unsuitable site. Ask yourself: are the University’s roles and
responsibilities clearly defined? Are there inherent risks involved with this faculty-led study
abroad seminar? You should provide these points in writing to all seminar participants, and
require that all seminar participants sign the Risks and Physical Requirements for BW Faculty Led
Seminars form indicating that they have read and understood this information. You can find a
sample of this form in the Appendix.
Keep the University’s responsibilities to a minimum: the more responsibility you accept, the more
liable you become.
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EMERGENCY ACTION PLAN
While you can never predict an emergency, one important step to ensuring an effective response to
unforeseen incidents is to develop an emergency action plan for the seminar. In order to ensure the
safety of all participants, this plan should be explained to students during the mandatory on-site
orientation. Although the emergency action plan for each seminar location will differ, you should
consider the following when establishing your Emergency Action Plan.
 Identify all emergency contact information.
 In country emergency phone number (i.e. 911)
 Resource contact information (i.e. Study Abroad, Safety and Security, GeoBlue)
 Complete Emergency Contact Form (including cell phone number of Director of Study
Abroad).
 Maintain an easily accessible list of student information in case of emergency.
 Personal cell phone numbers
 Medical information
 Emergency contact information
 Passport information
 Identify primary and secondary meeting place for all seminar participants in case of an
emergency affecting the entire group.
 Tell students of emergency procedures, including meeting place (See: On-site Orientation
Checklist).
 Establish alternative methods of communication if a physical meeting does not or cannot
take place.
 Identify student leader in case faculty leader is the injured party.
 Establish a back- plan.
 Consider ways to access money in case ATMs and banks are inaccessible.
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HOST COUNTRY CONTACT
INFORMATION
This form is to be completed at least four weeks prior to departure with a copy given to the Study
Abroad Center. Please distribute hotel information to all participants at least four weeks prior to
departure. The Seminar Leader should carry this form at all times during the program.
Seminar Title:

Seminar Leader:

Seminar Dates:

Organization

Address

Phone Number
from USA

Phone Number
within Country

In Country Emergency
Phone Number (i.e. 911)

Lodging/Hotel/Apartment

Local Police

Local Hospital

Local Embassy
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LAST MINUTE CHECKLIST
As the faculty leader of a study abroad seminar, you are responsible for making sure everything is
taken care of and you are in possession of all the necessary items and documentation before
departing.

Important Last Minute Notes
 Upload final itinerary to Studio Abroad Application, including hotels and contact information.
 Students have received an email regarding Health Insurance and how to access their GeoBlue
cards. If you need assistance with finding services, please inform Kristen or Christie.
 If you need to complete either the student accident or incident report while abroad, please
email/call Study Abroad immediately. Please scan the report and email to chking@bw.edu or fax to
1 440 826 2265. If you need an advance for your meals, inform Study Abroad by June 1.
 Please let Study Abroad know if you have any bills that still need to be paid as soon as possible,
preferably by June 1.
 Please inform Study Abroad if you have an international cell phone number. If not, at least one
faculty leader will need to purchase one upon arrival. Please be sure that students have a way to
contact you at all times.
 Be sure to gather all necessary phone numbers and carry them on you at ALL TIMES.
○ Christie’s cell phone number: +1 440 539 6225
○ Kristen’s cell phone number: +1 216 571 7911
○ Study Abroad Center phone number: +1 440 826 2231.
○ Safety and Security phone number: +1 440 826 2000.
 Be sure to notify your bank that you will be out of the country.

Items to Take With You
 Emergency Contact Information Wallet Cards
 Emergency Folder with all emergency contact information including:
○ Emergency Action Plan
○ Copies of all passports
○ Emergency contacts for participants
○ Medical information (allergies/medications)
○ Instructions on how to use International Insurance
○ U.S. Embassy/Consulate Information
○ Incident Report/Accident Report
 First Aid Kit
 International Cell Phone
 BW Credit Card
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IMPORTANT
INFORMATION
DURING THE
SEMINAR
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ON-SITE ORIENTATION CHECKLIST
After arriving to the seminar destination, faculty leaders must conduct a mandatory, in-person
orientation with all seminar participants. During this on-site orienation, you should cover the topics
outlined in the following checklist.

Basics
 General introduction to the community and the surrounding environment
○ Complete a neighborhood walking tour
○ Pass out maps and highlight safe areas, historical sites, etc.
○ Show students food and grocery locations
○ Discuss important cultural norms and differences, and the need for cultural sensitivity
 Email, telephone, internet, local transportation
○ Distribute cell phone numbers
○ Show students how to use public transportation (metro, bus system, etc.)
○ Indicate places to buy a phone
○ Point out WIFI locations
○ Explain the ways and places that students can access email
○ Inform students of social media precautions (i.e. turn off location indicator)
 Housing information
○ Give students hotel business card to put in wallet.
○ Explain hotel rules, hours, etiquette, etc.
 Introduction of seminar staff, key host institution administrators, and faculty
○ Explain ways that students can find or contact faculty 24/7 (phone, room/hotel location).
 Faculty Seminar Director and student roles – Seminar policies, office hours, student meetings
○ Outline student expectations
○ Full participation
○ Understand and comply with behavior contract, code of conduct, emergency
protocol, etc.
○ Avoid illegal drugs and irresponsible alcohol consumption
○ Review consequences for violating rules or behavior contract
○ Reiterate seminar policies
○ Go over seminar agenda and required student meetings/activities

Health and Safety
 Medical
○ Medical facilities
○ English-speaking doctors
○ Pharmacy locations
 Remind students of emergency contact numbers.
○ On-site resources (if applicable)
○ BW Safety and Security +1 440-826-2000
 Emergency Action Plan
○ Inform students of emergency procedures
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○ Meeting location in case of emergency
○ Secondary meeting location in case primary meeting location is inaccessible
○ Identify student leader
 National healthcare system (where applicable)
 Procedures for dealing with illness
 Personal safety in the host country
○ Buddy system (3 person buddy groups: 1 to stay with injured person, 1 to get help)
○ Share known risks of the area with students
○ Express the difference in traffic patterns and methods for taking precaution as a `
pedestrian
 Distribute Emergency Wallet Cards

Legal
 Reminder that students need to exhibit the same behavior as they would on the BW campus
 Reminder of regulations related to drug use/ alcohol

Finances
 Arrangements for accessing money
 Inform of and/or point out ATM and bank locations
 Review the process of exchanging money
 Remind students of service charges and exchange rates
 Remind students to check bank statement frequently

Academic
 Communicate academic expectations
 Remind students of importance of attendance/ participation
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RESPONDING TO EMERGENCIES
GENERAL GUIDELINES
You are not alone in a crisis or emergency situation. You are encouraged to contact local medical
and security personnel and/or BW Safety and Security, who are available 24/7, and who will be
able to contact the Study Abroad Center and/or additional offices.
In case of travel warnings of concerns, Study Abroad will contact you by phone or email. As a
precautionary measure, you should check emails daily. In case of an emergency, you should also be
on-call 24 hours a day until the emergency is resolved. As a leader of a Baldwin Wallace University
study abroad seminar, you are expected to follow the procedures outlined in the following pages
and to inform the seminar participants about these procedures during the mandatory on-site
orientation.

Contact Information
By telephone:
By fax:
By email:
24/7 emergency:
GeoBlue Insurance:

+1 440- 826-2231
+1 440-826-2265
chking@bw.edu
+1 440-826-2000
+1 610-254-8771

What is an emergency?
A circumstance that poses genuine risk to, or that has already disturbed, the safety and wellbeing of the seminar and participants (i.e. anything “newsworthy”).

Emergency Codes
Before responding to an emergency, it is important to determine the severity level of the
emergency before deciding upon appropriate action. The three emergency codes are identified
below. The Director of Study Abroad must be notified in each situation, regardless of severity.
Level 1 Emergency- An emergency that does not have an immediate and significant impact on the
normal operations of a faculty-led seminar or the seminar’s participants as a whole. Initial
response and recovery can be resolved with existing University resources and limited outside
assistance, if necessary. Level 1 emergencies are to be referred to the Director of Study Abroad, but
typically the situation will be handled onsite.
 Examples of Level 1 incidents: acts of intolerance; minor crimes (i.e. pick pocketing);
contained fires, medical situations involving a single individual, suspicious
person/activity, minor disciplinary incident (disruptiveness)
Leve 2 Emergency- An emergency that impacts the majority of the seminar participants and
resolution may require the use of non-University resources. Level 2 emergencies often involve a
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participant being removed from the program because the situation negatively impacts the program.
After evaluating the situation, the Director will work with the Dean of Students, the Provost, and the
seminar leader to determine an appropriate plan of action.
 Examples of Level 2 incidents: disciplinary incidents (i.e. alcohol abuse),
harassment, aggravated assault; mental illness, illness that requires long-term
medical attention, crime, arrest, victim of sexual violence.
Level 3 Emergency- An emergency that has an immediate and significant impact on all seminar
participants and requires outside resources, if available. Level 3 emergencies may include
casualties and potential significant property loss. After evaluating the situation, the Director of
Study Abroad will work with the University President, the Dean of Students, the Provost, and the
seminar leader to determine an appropriate plan of action. Level 3 emergencies often require
immediate evacuation.
 Examples of Level 3 incidents: natural or man-made disasters including but not
limited to: armed intruders, civil unrest, earthquake, explosion, tornado/severe
weather, acts of terrorism; a missing person; death of a participant/faculty leader.

General Guidelines





Safety of participants is primary concern.
Communicate with Study Abroad early and as often as possible.
Do not call parents without participant’s permission.
Do not speak with members of the media.

Important Steps for All Emergencies Abroad
As the faculty leader of a Baldwin Wallace University study abroad seminar, you are expected to
follow the steps listed below during an emergency.
1. Ensure physical and emotional needs of participant(s) have been met and make
arrangements with medical or counseling personnel if needed.
2. Gather and verify all facts and begin writing a log of events for future reference (speak to
eye witnesses). See Incident/Student Accident Report.
3. Notify authorities.
4. After determining the safety of ALL participants, caution them against speculative
communication sent home (including social media).
5. Make certain participants know how to reach you 24 hours a day.
6. Contact Director of Study Abroad IMMEDIATELY on her cell phone.
7. Contact all appropriate people on site and develop network for support.
8. After consulting with Study Abroad on issues of confidentiality, call a meeting of the group
and explain the measures being taken to resolve the issue. Listen to concerns of group.
Additional Responses for Level 2 and 3 Emergencies
9. Contact the U.S. Embassy/Consulate.
10. If situation warrants, develop a written exit strategy and timeline for students.
11. If contacted by media, do NOT give the names of students and refer all media to Study
Abroad, who will then forward to University Relations.
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12. If there is potential for anti-American sentiments, remove any signs that indicate U.S.
affiliation or citizenship.

Documentation
In an emergency situation, the faculty director will most likely be the first person identified. It is
important to begin a careful process of gathering and reporting information, including the
following:
 The status of affected participant(s) including, location, physical conditions, etc.
 Any urgent needs or expected responses.
 Monitoring/assistance that affected participant(s) is receiving (police, medical, counseling,
etc.).
 The impact this incident has on other participants.
 Describe any imminent risk(s).
 Identify the person who will remain with other participants, if the impacted student needs
your priority attention.
 Report on others who may have already been notified of the incident (students, parents,
local police, media, etc.).
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INCIDENT-SPECIFIC RESPONSE
GUIDELINES
Disciplinary Incident
Each faculty-led study abroad program is a university sponsored program and students are
expected to behave in compliance with the Baldwin Wallace University Student Handbook.
Actions to take in a disciplinary emergency:
1. Ensure safety and care of other program participants.
2. Contact Director of Study Abroad.
 Coordinate with director to make arrangements to send student(s) home.
3. Document the following:
 Details of the incident(s)
 Any threats that the student has made
 Details of on-site response
 Is there any pending legal action that would prevent return of participant to the
U.S.?
4. Request that other program participants refrain from discussing the incident on social
media until family can be notified.
5. Determine if on-site counseling is necessary and/or available for other program
participants.
Actions to take if incident is not an emergency:
1. Ensure safety and care of other program participants.
2. Follow Violation Protocol
 First Violation: Oral Warning and Email to Study Abroad
 Second Violation: Written Warning
 Third Violation: Dismissal from Program
i. Upon the third violation, contact Study Abroad and coordinate with the
director to make arrangement to send student(s) home.
3. Complete an Incident Report online through your study abroad application on Studio
Abroad, or on paper. If completing an Incident Report offline, be sure to submit your
Incident Report to the Director of Study Abroad.
 Document the following:
i. Details of the incident(s)
Details of on-site response
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Participant is Ill or Injured
Actions to take in a medical emergency:
1. Ensure participant’s safety.
2. Contact local emergency services (if necessary).
3. Contact GEOBLUE Insurance for information on nearest medical facility.
4. Get participant any immediate medical treatment deemed necessary.
5. Ensure safety of other participants.
6. Contact Study Abroad.
7. Contact parents.
 If participant is conscious: Participant should contact parents.
 If participant is unconscious: If advised to contact parents, you may contact
parents directly.
i. Important: Be sure you have spoken to Study Abroad prior to this
step.
8. Request that other program participants refrain from discussing the incident on
social media until family can be notified.
9. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Contact information of participant’s current location
ii. Medical treatment the participant has received
iii. Contact information of attending physician
iv. Contact details of the medical facility where participant has received/
is receiving medical treatment
v. Diagnosis
vi. Prescribed Treatment
Actions to take if condition is NOT an emergency:
1. Ensure participant’s safety.
2. Contact GEOBLUE Insurance for information on nearest medical facility.
3. Help participant get any required medical treatment.
4. Urge the participant to call his/her parents.
5. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.

59

Participant is Experiencing Mental Stress or Mental Illness
Actions to take in a mental health emergency:
1. Ensure the participant’s safety.
2. Contact GEOBLUE Insurance for information on nearest medical and counseling
facilities.
3. Help the participant get any necessary medical treatment.
4. Ensure safety and care of other program participants.
5. Contact Study Abroad.
6. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Any observations of the student’s current mental state
ii. Contact information of participant’s current location
iii. Medical treatment the participant has received
iv. Contact information of attending physician
v. Contact details of the medical facility where participant has received
medical treatment
Actions to take if situation is not an emergency:
1. Talk to the student in private.
 Suggest visiting a counseling center and discuss this further with a student. If
the student resists help and you are still worried, contact a counseling center
to discuss your concerns.
2. If you consider the situation to be an emergency, call the local emergency services
number, stay with the student, and follow the emergency action steps above.
3. Contact Study Abroad.
Spotting a student in distress:
Academic Indicators
 Negative change in performance
 Continual seeking of special accommodations
 Essay or creative work that indicates extremes of hopelessness, social isolation, rage
or despair
Physical Indicators
 Deterioration of physical appearance
 Coming to class bleary-eyed, hung over, or regularly smelling of alcohol
 Excessive fatigue
 Visual changes in weight
Personal/Interpersonal Indicators
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Tearfulness
Increased isolation
Confusion
Change in sleep patterns- insomnia, sleeping too much
Mood swings
Irritability
Unprovoked anger or hostility
Direct statements indicating distress, family problems, or other difficulties
Disordered eating- bingeing, purging, restricting, over-exercising
A hunch or gut-level reaction that something is wrong

Safety/Risk Indicators
 Written or verbal statements of finality or suicidal tone
 Giving away of prized possession
 History of suicidal thoughts or attempts
 Self-injuries or self-destructive behaviors

Participant Has Been a Victim of a Crime
Actions to take when participant is a victim
1. Ensure participant’s safety.
2. Contact appropriate local law enforcement.
3. Ensure safety and care of other program participants.
4. Notify the nearest U.S. Embassy.
 If calling, ask to speak with Post 1 (the Marine on duty).
5. Determine if participant is interested in returning to the U.S.
6. Contact Study Abroad.
7. Request that other program participants refrain from discussing the incident on
social media until family can be notified.
8. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Contact information of participant’s current location
ii. Medical treatment the participation has received
iii. Contact information of attending physician
iv. Contact details of the medical facility where participants has
received/is receiving medical treatment
v. Details of incident
Assistance for American Victims of Crime Abroad
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http://travel.state.gov/content/passports/english/emergencies/victims.html

Participant Has Been a Victim of Sexual Violence/Harassment
Actions to take in an emergency:
1. Ensure the participant’s safety.
2. Contact local emergency services.
3. Contact GEOBLUE Insurance for information on nearest medical and counseling
facilities.
4. Get the participant any required medical treatment, including STD testing.
5. Contact appropriate local law enforcement.
6. Notify the nearest U.S. Embassy.
 If calling, ask to speak with Post 1 (the Marine on duty)
7. Determine if participant is interested in returning to the U.S.
8. Contact Study Abroad.
9. Ensure safety and care of other program participants.
10. Request that other program participants refrain from discussing the incident on
social media until the family can be notified.
11. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Contact information of participant’s current location
ii. Medical treatment the participant has received
iii. Contact information of attending physician
iv. Contact details of the medical facility where participant has
received/is receiving medical treatment
v. Details of the incident
Actions to take if situation is not an emergency
1. Ensure participant’s safety.
2. Collect details of the incident.
3. Notify student “Depending on what you are going to tell me, I may need to take
action. Knowing this, do you still want to tell me?”
4. Contact GEOBLUE Insurance for information on nearest medical and counseling
facilities.
5. Determine if participant is interested in returning to the U.S.
6. Contact Study Abroad.
7. Ensure safety and care of other program participants.
8. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
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i.
ii.
iii.
iv.

Contact information of participant’s current location
Medical treatment the participant has received
Contact information of attending physician
Contact details of the medical facility where the participant has
received/is receiving medical treatment
v. Details of the incident

Participant Has Been Arrested
Actions to take after a student has been arrested
1. Determine the location of the participant.
2. Visit the participant to ascertain detainee conditions, if possible.
3. Contact Study Abroad.
4. Notify the nearest U.S. Embassy.
 If calling, ask to speak with Post 1 (the Marine on duty)
5. Contact Overseas Citizen Services at +1 (202) 501-4444.
6. Ensure safety and care of other program participants.
7. Request that other program participants refrain from discussing the incident on
social media until family can be notified.
8. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Agency that made the arrest and filed the charges
ii. Names, addresses, and phone numbers of arresting authorities
iii. Description of the charges against the student
iv. Description of the student’s side of the story
v. Were other BW participants involved in the incident?
vi. Case number, if applicable
vii. Rights that have been granted to the detainee
viii. Is participant entitled to a phone call?
ix. Has the student spoken with his/her family?
Assistance for Incarcerated U.S. Citizens Abroad
http://travel.state.gov/content/passports/english/emergencies/arrest.html

Participant is Missing
Actions to take when participant is missing
1. Talk to other program participants to determine when student was last seen, where,
and with whom.
2. Contact the participant through several means:
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3.
4.
5.
6.
7.
8.
9.

 Email
 Mobile phone
 Phone number of last known location
 Visit participant’s accommodation
If you have documented participant’s plans for weekend travel or free time, contact
lodging location student provided.
Ensure safety and care of other program participants.
Notify emergency services.
Notify the nearest U.S. Embassy.
 If calling, ask to speak with Post 1 (the Marine on duty).
Contact Study Abroad.
Request that other program participants refrain from discussing the incident on
social media until family can be notified.
Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Date/Time/Location participant was last seen
ii. Known plans for travel or to be absent

Participant Has Been Taken Hostage
Actions to take in a hostage situation
1. Notify the nearest U.S. Embassy.
 If calling, ask to speak with Post 1 (the Marine on duty)
2. Notify proper law enforcement.
3. Contact Study Abroad.
4. Ensure safety and care of other program participants.
5. Determine if on-site counseling is available for other program participants.
6. Request that other program participants refrain from discussing the incident on
social media until family can be notified.
7. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Details of contact person at U.S. Embassy, including title and contact
number.
ii. U.S. Embassy advice, including recommended actions
iii. Any contact made by kidnappers
iv. Negotiation support available on site
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v. Contact information of local law enforcement office providing
assistance

Participant Has Died
Actions to take if participant dies
1. Contact Study Abroad.
2. Contact the nearest U.S. Embassy.
 If calling, ask to speak with Post 1 (the Marine on duty)
3. Contact GEOBLUE Worldwide insurance to begin the process of repatriation of
remains.
4. Ensure safety and care of other program participants.
5. Determine if on-site counseling is available for other program participants.
6. Request that other program participants refrain from discussing the incident on
social media until family can be notified.
7. Gather belongings of deceased participants for repatriation.
8. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. If completing a hard copy, submit it to the Director of Study
Abroad.
 Document the following:
i. Time, location, and manner of death
ii. Current location of the remains
iii. Whether an autopsy is required
iv. If the Embassy of the deceased has been informed of the death
v. If the next of kin has been contacted

Political, Natural, or Man-Made Disaster
Actions to take in a disaster situation
1. Meet at designated meeting point as soon as possible.
2. Determine the location of every participant.
3. Determine current physical and psychological condition of affected participants.
4. Determine the imminent risk to participants if they remain where they are.
5. Contact GEOBLUE Worldwide insurance for information on evacuation, if necessary.
6. Notify the nearest U.S. Embassy.
 If calling, ask to speak with Post 1 (the Martine on duty)
7. Determine if, and for how long, adequate and secure housing will be available.
8. Determine if adequate food, water, and medical attention are available.
9. Contact Study Abroad.
10. Complete an Incident Report through your study abroad application on Studio
Abroad, or on paper. Hard copies are to be submitted to the Study Abroad.
 Document the following:
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i.
ii.
iii.
iv.

Imminent risk to participants
Availability of food, water, medical attention, housing
Advice from U.S. Embassy
Travel restrictions imposed by host country

66

EMERGENCY CONTACTS
Before departure, we strongly recommend that you monitor the security status of your proposed
host country through Travel Advisories created by the USDOS (http://travel.state.gov). The Study
Abroad office will your group with the USDOS through their STEP website. Doing so means that
Embassy or Consulate personnel will be able to contact you in case of emergency.
Remember to inform seminar participants of potential risks related to participating in the study
abroad seminar. It is especially important to respond to risks discussed in public forums (such as
USDOS Travel Advisories), and to let students know why you think this risk does not necessitate
canceling or changing the seminar.
Under the Family Educational Rights and Privacy Act (FERPA), it is illegal for University employees
to contact a student’s parent/legal guardian regarding medical conditions or emergencies unless
express written permission to do so has been obtained. Please consult with the Study Abroad
Center for additional details regarding what information can or cannot be released.
The following Baldwin Wallace University contacts are provided for your convenience:

Safety and Security (emergency)
Safety and Security (non-emergency)
Study Abroad Center
Christie King Shrefler, Director, Study
Abroad Center
Kristen Catrina, Advisor, Study Abroad
Center
Purchasing Department
Student Affairs
Health Center/Services
University Main Line (Switchboard)
Disability Services

+1 440-826-2000
+1 440-826-2336
+1 440-826-2231
+1 440-826-8111
+1 216-571-7911
+1 440-826-2444
+1 440-826-2111
+1 440-826-2178
+1 440-826-2900
+1 440-826-5936

International Phone Calls
When calling the United States while abroad, different rules apply depending on the phone you are
using. It is best to contact your cell phone provider prior to departure to get information about
making international calls specific to your cell phone. If making calls on a United States based cell
phone, you typically dial (1) before the phone number. If calling the United States from a phone
based in the host country, it may be necessary to dial an exit code before dialing (1) and the phone
number. Exit codes differ for each country so it is recommended that you become familiar with the
exit code of your host location prior to departure.
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HOW TO LOCATE INSURED
FACILITIES
All students and Faculty Directors are covered by GeoBlue International Health Insurance. The
following guide will help you locate GeoBlue facilities:
1. Go to www.geobluestudents.com

2. Login with the email address and password created when registering on the GeoBlue
website.
3. Click “Tools & Services” > “International Provider”
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4. Enter your criteria and click “search”

5. A list of local in-network facilities will be generated.

6. For more details about the facility, click on the name to be taken to the facilities
profile.
7. Be sure students have their GeoBlue ID card when visiting a facility.
8. If a student or faculty director pays for services keep all original receipts so a claim
can be submitted to GeoBlue Insurance

69

CULTURE SHOCK AND
MENTAL HEALTH
Mental Health
Like culture shock, the mental health of every student is unique to that student. Students who have
a mental health concern or issue before departing for the seminar abroad, may have increased
symptoms or concerns upon arrival. Refer to the “Incident-specific scenarios” if one of your student
experiences a mental health emergency.
Resources available to faculty:
 Faculty and Staff Guide for Responding to Distressed and Distressing Students
o Available on Blackboard, Resources, Counseling Services
 Communicate with Counseling Services
o Counseling Services is available to coach you through concerns you may have with a
student, how to approach that student, what to do and not do, etc
o Email: Sophia Kallergis skallerg@bw.edu – do not name a particular student in an
email
o Phone: 440-826-2380 –due to time differences leave a message

Culture Shock
Culture Shock, or the anxiety resulting from moving or traveling to a new environment, is a natural
process. Each person experiences it a bit differently depending on distance traveled, amount of
cross cultural experience, familiarity with the new cultural environment,, personality type, and/or
the current state of the person’s mental health. Initially there is excitement with novelty, but
disillusionment.

Everyone’s experiences will be different, but they normally follow these stages:
1. Honeymoon Phase – The first few days or weeks of the experience are marked by extreme
feelings of joy and excitement about being in a new and different environment. Everything
and everyone is new and exciting.
2. Frustration Phase – Individual expresses criticism, anger and resentment toward the host
culture. As an outsider in a new culture, language or misunderstandings of cultural cues can
often make the simplest task seem like a daunting challenge.
3. Adjustment Phase – Individual becomes more comfortable with the culture, people, food and
language. S/he learns to better deal with situations that were previously frustrating.
4. Acceptance Phase – Marked by the ability to compare the good and bad of the host and home
cultures. Individual feels less like a foreigner and feels satisfaction of knowing s/he can live
successfully in two cultures.

Signs and symptoms of culture shock may include the following:
 Anxiety
 Drug/alcohol
 Impatience
abuse
 Depression
 Lack of sleep
 Homesickness
 Withdrawal
 Moodiness
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Coping with Culture Shock: Create a culture of checking in with the students




Acknowledge – ask students how they are feeling on a regular basis
Normalize – express that everyone internalizes events differently, and that is ok
Allow for “processing time” after long days, events, or activities

Specific suggestions for dealing with culture shock:








Before you leave home learn as much as your can about where you are going
Be flexible and open-minded.
Communicate with other people going through similar experiences.
Be prepared for periods of homesickness, loneliness and related feelings of alienation. Have
a plan to deal with these times.
Despite the excitement and opportunities for new experiences, keep a semblance of a
regular schedule of rest, nutrition and exercise.
Have two positive thoughts for every negative one.
Keep you sense of humor

Reverse Culture Shock
Reverse Culture Shock is the unexpected confrontation with the familiar. The world at home hasn't
stopped while you were gone. Upon returning home, students may find they aren't the only ones
who have changed during their absence. Everyone and everything else will have changed too!
Remind students that it is important to take time to readjust slowly.

Everyone’s experiences will be different, but they normally follow these stages:
1. Initial Excitement – Individual is excited to be home and reunited with friends and family.
2. Judgmental stage – Home does not feel as good and/or comfortable as imagined. Individual
finds fault with things regularly. Frustration sets in.
3. Realization stage – Individual realizes that nothing significant changed at home but rather it
is his/her perspective that has changed.
4. Re-adaptation stage – Individual successfully begins to integrate the experience abroad
with life at home. Individuals also begin to understand ways to cope with the reverse
culture shock (i.e. getting involved with study abroad/international events)

Prepare students for what they can expect when they return home








Boredom
o Students have become accustomed to a high level of activity or stimulation from the
seminar. Their home and/or BW may not be able to match the high stimulation right
away. As a result, students may feel restless or depressed upon returning home.
Experience cannot be explained
o It is very difficult to convey this kind of experience to people who do not have
similar frames of reference or travel backgrounds, no matter how sympathetic they
are as listeners.
Reverse “homesickness”
o It is natural to experience some reverse homesickness for the people, places, and
things that you grew accustomed to as a student abroad.
Difficulty applying new knowledge and skills
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Students have a hard time integrating the new knowledge and skills acquired during
their time abroad into daily life. They may begin to feel as though these skills are of
no value and become upset.
Physical Reactions
o Students may experience changing in their concentration, sleep patterns, etc., upon
returning home. These reactions often pass naturally but if they do not pass, it is
important for students to seek medical treatment/counseling.
o



The Culture Shock W-Curve

(Photo Credit: Gustavus Adophus College- https://gustavus.edu/cice/reentry/images/ReEntryCurve.jpg)

Stay connected with students
Staying connected with students will help students transition back into BW culture and have
someone to talk to who will understand. Students are also a great resource to market your seminar
for future semesters.
 Social media
o Use Facebook or Twitter to share photos or post memories
 Re-entry session
o Work with Study Abroad to create a re-entry session with your students. At this
session you can share projects, photos, and overall experiences with students in a
safe and friendly environment.
* Some information provided in this section was taking from “Recognizing Culture Shock: Coping with Cultural
Transitions” by Brian C. Riesdel, PhD., University of Utah, Counseling Center

72

UPON RETURN CHECKLIST
Welcome home! We hope that your seminar was successful and rewarding for you and your
students. Upon returning to campus there are many logistics that have to be completed in a timely
manner. We ask that the following are completed within 30 days upon arriving home. Please use
this checklist to ensure that the proper policy and procedure are followed.

Checklist after the Seminar
 Submit the following items:
○ Expense report and all receipts to Explorations/Study Abroad
○ First Aid kit to Explorations/Study Abroad
○ BW credit card to Purchasing

 Submit Students’ grades

○ Note: Faculty leaders cannot submit grades until the mandatory evaluation is completed.

For students who do not complete the evaluation, enter a “T” grade. Once the students submits
the evaluation, faculty can submit a grade change to Registration and Records. Study Abroad
will confirm when evaluations are completed.
 Complete faculty post seminar evaluation (provided by Study Abroad) – in some instances results
may be shared with Provost, Dean/Department Chair and Advisory Council.
 Explorations/Study Abroad may request a meeting to review seminar and discuss future
programs.
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APPENDIX
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FACULTY LEADER FORMS AND
CHECKLISTS
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FACULTY-LED SEMINAR
CHECKLIST
2 Years in advance
 Complete Exploratory trip if necessary (check into Exploratory funding if necessary)
 Market/promote your seminar. Study Abroad will work with you in creating brochures, posters,
website presence; attend COL 101 courses, Study Abroad fair, orientation, etc

12 months in advance
 Create a Blackboard site for seminar. Include itinerary and syllabus.
 Study Abroad must be included as course participant, so information can be
accessed in case of emergency.

 Finalize seminar logistics. Work with a contact abroad, professional travel agency, or third
party provider. Seminar logistics include but are not limited to:

○Developing budget
○Creating itinerary
○Booking accommodations
○Arranging flight and ground transportation – Airline travel must be arranged through


a reputable travel agency (i.e., tickets cannot be purchased online).
Complete interview with each applicant

○Discuss risks and physical requirements
○Discuss expectations (academic and travel)
○Make admission decisions
 Receive a list of student concerns from Student Affairs, and BW Safety and Security regarding
potential student participants from Study Abroad. This will give you additional information about
additional student participants that may not be present in their student conduct records. This
should happen before students are admitted.
 Schedule mandatory pre-departure orientation session with Explorations. Study Abroad
will need at least 1.5 hours discuss policies and group dynamics.
 Disclose potential risks of seminar participation to the Study Abroad Center. The Study
Abroad and Faculty will create a risk addendum for each participant to sign. See Sample Risk
Addendum in Appendix.
 Attend the mandatory Next Steps Workshop

 See a physician to get any necessary vaccines and medication required for travel.
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9 months in advance
 Finalize all seminar logistics
 Ensure that all seminar participants have completed all required forms. Including:
 Determine two faculty back-up’s who may be able to join the group or replace a leader in case of
emergency

2-6 months in advance
 Attend the Risk Management/Emergency Preparedness Workshop hosted by
Explorations/Study Abroad.
 Pick up forms from Study Abroad to carry with you during the seminar. These will include:

○ Medical History forms
○ Emergency contact forms
○ Passport copies
○ First Aid Kit
 Finalize monetary details
○ Request advance money
○ Finalize payments
○ Obtain BW credit card from Purchasing
○ Finalize board money. Study Abroad will cut check requests if applicable
 Determine cell phone plan
 Complete Emergency Contact Sheet
○ Lodging/hotel information
○ Local police numbers/address
○ Local hospitals/doctors (see GEOBLUE website)
○ Local Embassy (Study Abroad will register the group with the local Embassy)
 Finalize and Submit Contingency plans on Studio Abroad: Even with the best laid plans,
things can still go wrong. Do your best to anticipate complications that could arise and develop
contingency plans in advance. (Possible scenarios to consider: a student required to leave early
because of a personal emergency; a student violating established rules; weather or transportation
delays or cancellations; etc.) Understand contract limitations or restrictions. Any unused pre-paid
seminar expenses are not refundable.
 Your academic department must have a copy of your itinerary and contact information,
including phone numbers for all hotels.
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EXPLORATORY SITE EVALUATION
Purpose: Baldwin Wallace University is supportive of both students and faculty participating in
faculty-led study abroad seminars. To continue this support, funding for new seminar development
is provided to faculty members who are committed to leading a seminar and/or their proposed
seminar has been approved by the Study Abroad Faculty Advisory Council. For new seminars,
faculty are required to complete a site visit to secure logistical and academic planning.
Within 30 days of your return you will be required to submit an electronic, typed summary of the
following to the Director of Study Abroad, Christie Shrefler chking@bw.edu and copy the Provost:
3. Your summary report, detailing what was learned for the preparation of the Faculty-Led
Study Abroad seminar.
4. Your travel and expense report with all receipts. (submitted in order of date)

The Report
When submitting your report, please include a cover page with the following:

General Information
• Name
• Department
• Seminar Title
• Date of Site Visit

Location

• City/Cities
• Country
• Host Universities

Please use the following document as a guide when completing your site visit. Upon return
use the information learned from your trip to complete a formal typed report. (Study Abroad
understands that all items listed on the report may not be applicable to all seminars)
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Objectives
During your trip, how were the goals and objectives that are listed on your Exploratory Funding
Application were met.
How did this trip help to enhance the student learning and increase the value of the students’
academic experience?

Support Staff
Who would provide support services on-site (host university, tour provider, local guides, etc.)?
What are their office hours?
Are academic and personal/interpersonal counseling services provided?

Housing
What housing arrangements are available for students?
Are students housed with host country students or in a complex reserved for U.S. American and
possibly other foreign students?
What safety precautions are in place for housing? (i.e. types of locks, are there fire
alarms/extinguishers?)
If host families are an option, how are the families chosen and vetted?
Who can students contact if there is an emergency? Is there an after-hours contact? Please provide a
name and phone number.
How will accommodation services be arranged, confirmed, and secured?
What amenities are provided (e.g. running water, temperature control, Internet, Wi-Fi, etc.)?
How can the accommodation services be paid?

Yes No

Are deposits required?
When are deposits due?

______________________________________________________________________________

When is final payment due?

______________________________________________________________________________

Will meals be included in the accommodation?
What types of meals?
Self –catered
Cafeteria/meal plan
Provided by host family
Restaurants

Yes No
Yes
Yes
Yes
Yes

No
No
No
No
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If meals are provided, which meals are included?
Breakfast
Lunch
Dinner

Yes No
Yes No
Yes No

Transportation
How will students be transported in country?
How is the safety of the transportation vetted? Is the transportation provider considered safe and
reliable by local people?
What is the average cost of this transportation?
Can these services be arranged and paid prior to the beginning of the seminar?

Yes No

Orientation/Welcome Service
Is an on-site orientation provided?

Yes No

Can the seminar provide airport pick-up?

Yes No

Health and Safety Issues
Are there any health or safety concerns in the host country that could affect students on your
proposed seminar?
What health care and medical services are available for the students?
Are there reputable clinics and /or hospitals in the host city/cities?

Yes No

If not, how far away are the nearest vetted facilities?
Are reliable English-speaking counselors/psychologists available?

Yes No

What types of communication methods are available to you and the students on site (cell phones,
email, landlines, etc.)?
Where is the closest U.S. Embassy or Consulate?

Excursions or Fieldtrips
What excursions are planned?
What steps will be taken to help ensure the safety of students participating in these excursions?
Besides faculty, who will be conducting these excursions? How will this person/entity be vetted?
(please answer this questions for each excursion provider and location)
Would the excursions include an overnight stay? If so, what type of accommodations would be
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provided? How will this housing be vetted? (please answer this question for each excursion
provider and location)
Will students be accompanied by a local guide while traveling in the host country?

Yes No
If yes, how are the guides vetted?

Seminar Facilities
Is there appropriate office space?

Yes No

Classroom space?

Yes  No

Is classroom equipment adequate?

Yes No

Do students have access to adequate library resources?

Yes No

Do students have access to computers?

Yes No

Do students have access to Internet?

Yes No

Where and what are the hours that students will have computer access?

Local Facilities/Services
In each answer, please include how long it would take to reach each destination by foot.
Where is the closest place to buy groceries (if meals are not included with accommodations)?
Nearest drugstore/pharmacy?
Closest place to purchase a phone card or cell phone?
Where do the students do their laundry?
Other noteworthy amenities/services available?

Banking
How can payments be made to local vendors (cash advance to faculty, wire transfer, credit cards,
etc.)?
Can payments be made in advance?

Yes No

Are ATMs easily accessed?

Yes No

Are credit cards easily used?

Yes  No

Any particular cards used or not used?
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EMERGENCY ACTION PLAN
While you can never predict an emergency, one important step to ensuring an effective response to
unforeseen incidents is to develop an emergency action plan for the seminar. In order to ensure the
safety of all participants, this plan should be explained to students during the mandatory on-site
orientation. Although the emergency action plan for each seminar location will differ, you should
consider the following when establishing your Emergency Action Plan.
 Identify all emergency contact information.
 In country emergency phone number (i.e. 911)
 Resource contact information (i.e. Study Abroad, Safety and Security, GEOBLUE)
 Complete Emergency Contact Form (including cell phone number of Director of Study
Abroad).
 Maintain an easily accessible list of student information in case of emergency.
 Personal cell phone numbers
 Medical information
 Emergency contact information
 Passport information
 Identify primary and secondary meeting place for all seminar participants in case of an
emergency affecting the entire group.
 Tell students of emergency procedures, including meeting place (See: On-site Orientation
Checklist).
 Establish alternative methods of communication if a physical meeting does not or cannot
take place.
 Identify student leader in case faculty leader is the injured party.
 Establish a back-plan.
 Consider ways to access money in case ATMs and banks are inaccessible.
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LAST MINUTE CHECKLIST
As the faculty leader of a study abroad seminar, you are responsible for making sure everything is
taken care of and you are in possession of all the necessary items and documentation before
departing.

Important Last Minute Notes
 Upload to Studio Abroad:

○ Final itinerary, including hotels and contact information
○ Updated Budget
○ Emergency Action Plan

 Students have received an email regarding Health Insurance and how to access their GEOBLUE
cards. If you need assistance with finding services, please inform Study Abroad.
 If you need to complete either the student accident or incident report while abroad, please
email/call Study Abroad immediately. Please scan the report and email to chking@bw.edu or fax to
1 440 826 2265.
 Inform Study Abroad know if you have any invoices that still need to be paid as soon as possible,
preferably by June 1.
 Inform Study Abroad if you have an international cell phone number. If not, at least one faculty
leader will need to purchase one upon arrival. Please be sure that students have a way to contact
you at all times.
 Be sure to gather all necessary phone numbers and carry them on you at ALL TIMES.

○ Christie’s cell phone number: +1 440 539 6225
○ Kristen’s cell phone number: +1 216 571 7911
○ Study Abroad Center phone number: +1 440 826 2231.
○ Safety and Security phone number: +1 440 826 2000.

 Be sure to notify your bank that you will be out of the country.

Items to Take With You
 Emergency Contact Information Wallet Cards- provided by Explorations/Study Abroad
 Emergency Folder with all emergency contact information including:
○ Emergency Action Plan
○ Copies of all passports
○ Emergency contacts for participants
○ Medical History Forms for participants (allergies/medications)
○ Instructions on how to use International Insurance
○ U.S. Embassy/Consulate Information
○ Incident Report/Accident Report
 First Aid Kit
 International Cell Phone
 BW Credit Card
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ON-SITE ORIENTATION CHECKLIST
After arriving to the seminar destination, faculty leaders must conduct a mandatory, in-person
orientation with all seminar participants. During this on-site orienation, you should cover the topics
outlined in the following checklist.

Basics
 Remind students to check in with their family members.
 General introduction to the community and the surrounding environment

○ Complete a neighborhood walking tour
○ Pass out maps and highlight safe areas, historical sites, etc.
○ Show students food and grocery locations
○ Discuss important cultural norms and differences, and the need for cultural sensitivity

 Mail, telephone, internet, local transportation

○ Distribute cell phone numbers
○ Show students how to use public transportation (metro, bus system, etc.)
○ Indicate places to buy a phone
○ Point out WIFI locations
○ Explain the ways and places that students can access email
○ Inform students of social media precautions (i.e. turn off location indicator)

 Housing information

○ Give students hotel business card to put in wallet.
○ Explain hotel rules, hours, etiquette, etc.

 Introduction of seminar staff, key host institution administrators, and faculty

○ Explain ways that students can find or contact faculty 24/7 (phone, room/hotel location).

 Faculty Seminar Director and student roles – Seminar policies, office hours, student meetings
○ Outline student expectations
○ Full participation
○ Understand and comply with behavior contract, code of conduct, emergency
protocol, etc.
○ Avoid illegal drugs and irresponsible alcohol consumption
○ Review consequences for violating rules or behavior contract
○ Reiterate seminar policies
○ Go over seminar agenda and required student meetings/activities
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Health and Safety
 Medical
○ Medical facilities
○ English-speaking doctors
○ Pharmacy locations
 Remind students of emergency contact numbers.
○ On-site resources (if applicable)
○ BW Safety and Security +1 440-826-2000
 Emergency Action Plan
○ Inform students of emergency procedures
○ Meeting location in case of emergency
○ Secondary meeting location in case primary meeting location is inaccessible
○ Identify student leader
 National healthcare system (where applicable)

 Procedures for dealing with illness
 Personal safety in the host country
○ Buddy system (3 person buddy groups: 1 to stay with injured person, 1 to get help)
○ Share known risks of the area with students
○ Express the difference in traffic patterns and methods for taking precaution as a `
pedestrian
 Distribute Emergency Wallet Cards

Legal
 Reminder that students need to exhibit the same behavior as they would on the BW campus
 Reminder of regulations related to drug use/ alcohol
Finances
 Arrangements for accessing money
 Inform of and/or point out ATM and bank locations
 Review the process of exchanging money
 Remind students of service charges and exchange rates
 Remind students to check bank statement frequently
Academic
 Communicate academic expectations
 Remind students of importance of attendance/ participation
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UPON RETURN CHECKLIST
Welcome home! We hope that your seminar was successful and rewarding for you and your
students. Upon returning to campus there are many logistics that have to be completed in a timely
manner. We ask that the following are completed within 30 days upon arriving home. Please use
this checklist to ensure that proper policy and procedures are followed.

Checklist after the Seminar
 Submit the following items:
○ Expense report and all receipts to Explorations/Study Abroad
○ First Aid kit to Explorations/Study Abroad
○ BW credit card to Purchasing

 Submit Students’ grades
○ Note: Faculty leaders cannot submit grades until the mandatory evaluation is completed.

For students who do not complete the evaluation, enter a “T” grade. Once the students submits
the evaluation, faculty can submit a grade change to Registration and Records. Study Abroad
will confirm when evaluations are completed.
 Complete faculty post seminar evaluation (provided by Study Abroad) – in some instances results
may be shared with Provost, Dean/Department Chair and Advisory Council.
 Explorations/Study Abroad may request a meeting to review seminar and discuss future
programs.

.
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STUDENT INCIDENT REPORT FORM

Baldwin Wallace University
Incident Report
Individual(s) Involved

Incident Date

Academic Year

ID#
Kj;ko

Address

Phone Number

Incident Time

Incident Location
Five to Ten Word Incident Description
Incident Narrative
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STUDENT ACCIDENT REPORT FORM
THE INJURED STUDENT OR DEPARTMENT REPRESENTATIVE SHOULD FILL OUT THIS
FORM
Name:

Seminar:

ID #:

Phone:

Address:

Witness:

Date:

Time accident occurred:

Sex:

Male or

Female (circle one)

Age:

Where accident occurred (i.e. room):
Description of Accident: Please describe how the accident happened. What was the student
doing? List any specific acts by individuals or conditions that led to the accident. (Include any
tools, machinery or instrument involved.)

Nature of Injury
___ Abrasion
___ Cut
___ Scratch
___ Amputation
___ Dislocation ___ Shock
___ Asphyxiation
___ Fracture
___ Sprain
___ Bite
___ Laceration
___ Splinter
___ Bruise
___ Poisoning
___ Strain
___ Burn
___ Puncture
___ Concussion
___ Repetitive Stress Injury
Other (specify) ______________________________
___________________________________________

Part of Body Injured
___ Abdomen
___ Face
___ Leg
___ Ankle
___ Finger
___ Mouth
___ Back
___ Foot
___ Nose
___ Chest
___ Forearm
___ Shoulder
___ Ear
___ Hand
___ Teeth
___ Elbow
___ Head
___ Wrist
___ Eye
___ Knee
Other (specify) _____________________________
__________________________________________

Did accident occur during class event/time? Y or N If yes, provide when:
Was first aid administered? Y or N
Did you go to the hospital/doctor? Y or N
Name of physician/hospital:
What recommendations do you have for preventing other accidents of this type?

Signed:
Student

Seminar Representative

Fax to: Baldwin Wallace University Study Abroad, 440 826 2265
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FACULTY LEADER CONTRACT
Seminar Co-Leader: ________________________________________________________________________
Seminar Name:

______________________________________________________________________________

I understand that as a faculty leader for a Baldwin Wallace University study abroad
seminar, I am expected to abide by the following guidelines:
1. Attend the mandatory “Next Steps Workshop”, to learn about faculty leader
responsibilities, the Study Abroad Center responsibilities, student responsibilities,
to become proficient with Studio Abroad software (online application), and more.
2. Complete an Exploratory site evaluation and submit a summarized report to Study
Abroad shortly after your return. (Checklist of information located in handbook)
3. Develop academic content of the seminar, including but not limited to, the syllabus,
course schedule, learning objectives, and Blackboard site.
4. Develop in-country travel and logistical arrangements including but not limited to,
housing, in-country and local transportation, meals, and excursions. In addition to
these plans, faculty leaders are expected to develop contingency plans, in the event
that complications arise.
5. Provide a tentative and final budget for all academic and travel expenses to Study
Abroad.
6. Recruit students and promote campus wide by visiting classes, attending the Study
Abroad fair, and leading information sessions. Study Abroad will provide seminar
specific publications.
7. Work with Study Abroad to arrange two mandatory pre-departure student
orientations to cover group dynamics and practical and logistical information.
8. Collaborate closely with Study Abroad by providing regular updates regarding
student seminar acceptance, logistical and travel arrangements, budget updates, etc.
9. Attend a mandatory Risk Preparedness Workshop and abide by Study Abroad
Emergency Response.
a. If I am unable to attend the workshop, I will set up a meeting with Study
Abroad, the Dean of Students, the Director of Diversity Affairs, and
Counseling Services, in order to gain the necessary information.
10. Determine 2-3 back-up faculty members who can serve as faculty leaders in case of
an emergency causing me to be unable to lead the seminar.
11. I have read and understand the Faculty Risk/Health Statement and I am aware of
the risks to my health that travel will impose during my participation in the seminar.
12. Conduct a mandatory on-site orientation with seminar participants after arrival to
the seminar destination (see On-Site Orientation Checklist).
13. Remain in the program destination and accessible to students 24/7 throughout the
duration of the program.
14. Live in the same facility as students.
15. Supervise students and facilitate development of academic and intercultural goals
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both prior to departure and on-site.
16. Abide by Baldwin Wallace University Non-Discrimination policy and ensure that all
other faculty, staff, and students do so as well.
17. Become familiar with Baldwin Wallace University Sexual Misconduct Policy and
respond appropriately to claims of sexual misconduct.
18. Abide by the Faculty Alcohol Policy (located in the handbook), which prohibits
seminar leaders from consuming alcoholic beverages in front of students at any time
throughout the seminar.
19. I have read and understand the Study Abroad “Policies and Procedures for Leading a
Faculty-Led Program” handbook.
I understand that Study Abroad reserves the right to cancel a seminar due to insufficient
enrollment or in case of a situation which risks the safety and well-being of students.
I acknowledge that I have read, understand and pledge to abide by the terms and
expectations of this contract.
_____________________________________________________________
Signature

______________________
Date

* Language of this document has been heavily borrowed from the University of Georgia, NAFSA, the University of St. Thomas, and Arizona State University
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FACULTY SPOUSE/DOMESTIC
PARTNER CONDUCT CONTRACT
Baldwin Wallace University
Read this document completely before signing. Its effect is to release Baldwin Wallace
University from any liability resulting from your participation.
In consideration of my being permitted by Baldwin Wallace University Study Abroad to
participate in sponsored activities, transportation, housing, and/or excursions, I, (print
name)________________________________, the undersigned participant, exercising my own free
choice to participate voluntarily in the activities of the seminar, and promising to take due
care during such participation, hereby release and discharge, indemnify and hold harmless
Baldwin Wallace University Study Abroad and any other persons or entities acting on their
behalf, and the successors and assigns for any and all of the aforementioned persons and
entities, against all claims, demands, and causes of action whatsoever, either in law or in
equity, relating to injury, disability, death or other harm, to person or property or both,
arising from my participation in and/or presence of an Study Abroad seminar.
I understand that any Study Abroad seminar is a “classroom on the road”, that the first
responsibility of the faculty leader with whom I am accompanying is to the students, and
that there may not be much time for family. Additionally, I understand that my presence
may change the dynamics of the seminar, and that I, along with the faculty leader whom I
am accompanying, have considered the potential impacts on the overall outcome of the
program.
Furthermore, I will:





Not interfere with the teaching of the course or limit in any way BW’s ability to
assist students and faculty in health, safety, cultural and academic matters;
Not compromise the availability of the faculty leader from the seminar participants’
needs;
Attend the Explorations/Study Abroad Center’s Group Dynamics session (date and
time to be determined);
Be encouraged to participate in the course in the same capacity as we would expect
for a student auditing the course.

I will adhere to the Baldwin Wallace University Faculty Code of Conduct and display
personal behavior that is above reproach. If at any time the Study Abroad staff considers
the accompanying persons’ behavior or actions to be in violation of the Study Abroad Code
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of Conduct, the accompanying person will be prohibited from involvement with the
seminar and may be required to be return home.
I understand that I may participate in seminar activities within the seminar’s host city or
during excursions on the condition that there is space available and I do not represent the
Baldwin Wallace or the Study Abroad Center in any official capacity.
I represent and warrant that I am in good health, and affirm that my participation in the
above-named activities will in no way aggravate any condition(s) present. I acknowledge
that I have been informed of hazards and risks which may be associated with my
participation in the above-named activities; I understand, accept, and assume those
hazards and risks, and waive all claims against Baldwin Wallace University, and other
persons as set forth above. I understand that I am solely responsible for any costs arising
out of property damage or the diagnosis and/or treatment of any ailment, condition,
disease, disability or bodily and psychological injury sustained through my participation in
normal or unusual acts associated with the above-named activities.
I have had sufficient time to review and seek explanation of the provisions contained
above, have carefully read them, understand them fully, and agree to be bound by them.
After careful deliberation, I voluntarily give my consent and agree to the Baldwin Wallace
University Study Abroad Faculty Spouse/ Domestic Partner Conduct Contract.
I am aware that it is at the discretion of the Study Abroad Advisory Council, that I may be
prohibited from participating in future travel if negative feedback is received during or
after the seminar.
Read and acknowledged this ________ day of __________________________, 20____.

Printed Name ____________________________________________________________.

Signed Name _____________________________________________________________.

Language of this document has been heavily borrowed from the International Studies Abroad, Inc. Custom Seminars Faculty Handbook.
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FACULTY HEALTH RISK FORM
Baldwin Wallace University recognizes that directing a faculty-led Study Abroad program places
extraordinary and varied demands on a faculty/staff member. It is important for faculty/staff to
understand the risks and responsibilities of leading a program. BW is concerned for the safety
of all participants, and must ensure that Program Directors are aware of and can perform
essential requirements of the position.
Capacities for Study Abroad Directors/Co-Directors:
Essential functions
 Review and be familiar with the Policies and Procedures Handbook for Faculty Led
Seminars.
 Attend a Faculty Training and Risk Workshop.
 Collaborate and communicate with Study Abroad as needed.
 Support each other in coordinating logistics while on-site.
 Reside with the group on-site.
 Attend all activities on the program.
 Maintain a positive attitude throughout the program.
 As the best you can, ensure safety of all participants on the program.
 Follow all established course or University policies.
Essential physical skills
 Must have acceptable eyesight and hearing (with or without correction).
 Must be in adequate personal health sufficient to provide for the safety of students.
 Must have the emotional health required to exercise good judgment and function under
stress.
 Be able to:
o Walk long distances for long periods of time, often in urban settings.
o Be on the move all day without access to rest periods.
o Stand for extended periods of time.
o Climb stairs.
o Tolerate changes in climate and temperature.
o Endure no (or weak) air conditioning.
o Travel on long airline flights and train and/or bus rides.
o Lift and transport luggage in weights up to 50 lbs (23 kg).
o Communicate effectively in English.
I have read and understood the duties and responsibilities of a faculty/staff leader as outlined
above and in the Faculty-led Handbook. I understand that I may encounter risks/obstacles that I
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currently do not experience at BW. I agree to cooperate with the appropriate staff in the Study
Abroad Center regarding the development and management of this program once approved. I
verify that I know of no academic, physical, or other reason why I cannot successfully direct an
Study Abroad program either domestically or internationally. I take responsibility for obtaining
and taking any medications prescribed by my doctor and for making sure that these
medications will be available during the program and that the medications are legal in the
country(ies) where the program will take place. I have no special dietary needs as required by a
physician. I attest that my physical and mental health can withstand the rigors of supervising an
academic study away program and take full responsibility for any medical issues arising from
the program.
Program Directors are encouraged to self-disclose any health condition with the Director of
Study Abroad. All information will be confidential and will be used in case of an emergency
only. This will allow us to prepare alternative plans and make accommodations if needed.
All faculty/staff/students who lead and/or participate in an Study Abroad program are required
to purchase International Health Insurance. The cost must be included in the budget. The
insurance does not cover all expenses; therefore this should not be the primary source of
health insurance coverage.
I, _____________________________ am aware of the risks to my health that travel will impose
and assume sole liability/responsibility for my health and any health related occurrences, both
in the United States and overseas, during my participation in
____________________________.
_______________ Date.
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STUDY ABROAD ASSESSMENT RUBRIC
OF STUDENT LEARNING OUTCOMES
Student Name:
Faculty Name:
Learning Outcome

Skills

Knowledge

Demonstrates
knowledge of
global issues,
processes, trends
and systems

Understands
his/her culture in
global and
comparative
context.

Uses knowledge,
diverse cultural
frames of
reference, and
alternate
perspectives to
think critically and
solve problems
Adapts his/her
behavior to interact
effectively with
those who are
different

Attitudes

Accepts cultural
differences and
tolerates cultural
ambiguity

Demonstrates an
ongoing willingness
to seek out
international or
intercultural
opportunities

Seminar:
Department:
1

2

3

Course work, papers
and projects
demonstrate little or
no ability to
comprehend complex
global issues
Shows little or no
understanding of own
culture and behaviors
in a comparative
context.
Minimal reflection on
similarities and
differences between
cultures.
Never or rarely
considers a new
perspective or
questions own
knowledge. Is not
willing to consider
alternative
perspectives when
solving problems.

Course work, papers
and projects
demonstrate basic
abilities to
comprehend complex
global issues
Shows some
understanding of own
culture and behaviors
in a comparative
context.
Reflects on some
cultural differences,
with limitations.

Course work, papers
and projects
demonstrate
intermediate abilities
to comprehend
complex global issues
Often shows
understanding of own
culture and behaviors
in a comparative
context.
Reflects on cultural
differences with few
limitations.

Occasionally considers
a new perspective or
questions own
knowledge. At times
may consider
alternative
perspectives when
solving problems,
though may be
limited.

Is apathetic or
antagonistic towards
others who are
different.

Displays some interest
and sensitivity to
others who are
different.

Considers a new
perspective or
questions own
knowledge, contexts
and assumptions in
some situations. May
question prevailing
logic, and consider and
apply alternative
perspectives to solve
problems.
Often displays interest
and sensitivity to
others who are
different.

Has difficulty
suspending any
judgment in his/her
interactions with
others who are
culturally different.

Expresses some
openness to those
who are culturally
different. Has some
difficulty suspending
judgment in his/her
interactions with
those who are
culturally different.
Shows some interest
in seeking out
international or
intercultural
opportunities.

Shows little or no
interest in seeking out
international or
intercultural
opportunities.

Sometimes initiates
interactions with those
who are culturally
different. Begins to
suspend judgment in
valuing his/her
interactions with those
who are culturally
different.
Often seeks out
international or
intercultural
opportunities.

Date:
4

Score

Course work, papers
and projects
demonstrate
advanced abilities to
comprehend complex
global issues
Shows advanced
understanding of own
culture and behaviors
in a comparative
context.
Involved and
thoughtful reflection
of cultural
differences.
Shows commitment
to questioning own
knowledge. On-going
exploration and
integration of
alternative
perspectives in
problem-solving.

Continually shows
interest and high
regard for others who
are different.
Initiates and develops
interactions with
those who are
culturally different.
Suspends judgment in
valuing his/her
interactions with
those who are
culturally different.
Continually seeks out
international or
intercultural
opportunities.

Comments:
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STUDENT PARTICIPANT
FORM SAMPLES
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RISKS AND PHYSICAL
REQUIREMENTS
We are excited for you to have the opportunity to study, travel and learn, while participating in the XXX
program; however, we are always concerned for our students’ health and safety abroad. Therefore, as an
Study Abroad participant, you need to be aware that by participating in this program you may encounter
occasions where you are exposed to greater physical and mental risk than you currently experience at
BW. Although we try and anticipate problems before they arise, this is simply not always feasible when
traveling abroad. It is BW’s goal to ensure that all students are informed of essential requirements and
safety concerns and prepared for risks before departing. Therefore, below is a list of essential
requirements and risks that you may be exposed to while traveling with the XXX program (please note
that this list is not comprehensive).

















Sitting in a cramped environment for 10 hours or more: During the long airplane
flight, students may not be able to get up and move around. Airplane seats offer only
very little space and comfort; stretching out in any way may be impossible
Carrying baggage: Each person traveling must be able to carry his/her own baggage.
For large parts of any tour there will be no access to porters and other individuals able to
help.
Be on the move all day without access to rest periods: Most study tours have
sightseeing activities scheduled for the entire day and do not return to the hotel for lunch
and a rest period.
Be able to stay in a hotel, ride on a bus, train, or airplane that may not have air
conditioning or comfortable heat.
Be capable of withstanding the psychological stress of traveling: International travel
can be a psychologically stressful experience. Travel plans may need to be changed en
route, telephone service to the United States may not be accessible at times, and the travel
experience may not meet the participant’s expectations.
Food Safety and Dietary Concerns: Food and waterborne diseases are the number one cause
of illness in travelers worldwide. Knowledge is the best weapon against illness and prevention is
the best medicine. Eat only well cooked food or fruits and vegetables you have peeled yourself,
do not eat un-pasteurized dairy products, refrain from eating food sold by street vendors, eat only
in restaurants that seem clean, and avoid ice in drinks. Drink bottled water, not tap water. It is
your responsibility to disclose food preferences (e.g. vegetarian) and any food allergies.
Road Travel and Traffic: When thinking about safety abroad, students and parents are often
most concerned with terrorism, disease and other issues; however the number one cause of
death for overseas travelers is traffic accidents.

Walking in an Urban Setting: You need to walk defensively and expect the unexpected.
Sidewalks may be uneven, cars may drive on the other side of the road, and many drivers
do not cede the right of way to pedestrians. Watch what natives do and follow their lead.
Walk for several hours daily: Many cities’ downtown areas are only accessible on foot.
The ability to keep up with a walking tour is essential for any tour participant
Hiking in natural areas: Hikes may be strenuous. At high altitudes, students may feel
fatigued and short of breath.
Crime: Crime does occur abroad and, in many cases, tourists are targets. Most crime is petty
theft and robbery, so just use common sense.
Health: Adequate medical and dental care is typically available in major cities; however, in
smaller communities, services are limited. The quality of care is variable and in some cases
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below U.S. standards. See the GEOBLUE health insurance policy (in Study Abroad) to see
exactly what will/will not be covered. Be sure to follow the CDC recommendations for
vaccinations and avoid contact with dogs and other animals.
The professors are concerned for the safety of all students, and they are prepared to take reasonable
measures to help reduce the risks to you personally. However, they cannot possibly provide assistance
24 hours a day, nor can they guarantee that you will be without risk. Therefore, you must realize that by
choosing to participate, you assume full responsibility/ liability for any injury that may result from the
program.

If you have a disability and are in need of accommodations, it is your responsibility to disclose it
to Disability Services for Students (DSS) and document your disability prior to your departure.
You must also complete an accommodation request form. Once the documentation is on file,
DSS, the student, Study Abroad Center and any faculty leading the program will work
collaboratively on reviewing your disability and finding appropriate accommodations. Without
appropriate planning, a student’s disability could have a negative impact on the study abroad
experience. The choice to use accommodations is entirely up to the student. However, if refusing
accommodations while studying abroad poses a threat to the student’s or others’ safety, the
student will likely be denied participation in the selected study abroad program.
In summary, it is important for you to know that you may encounter risks/obstacles that you currently do
not experience at BW. Therefore, by signing this form, you are acknowledging that you are solely
responsible for your health and any health related occurrences while overseas, as well as at BW, while a
participant of any and all XXX activities/classes.

I,_____________________________ am aware of the risks to my health that overseas travel will
impose and assume sole liability/responsibility for my health and any health related occurrences,
both in the United States and overseas, during my participation in XXX.
_______________ Date.
Printed Name: __________________________________________________
Students under the age of eighteen (18) must have this form signed by their parents or legal
guardian.
______________________________________________________________________
______
Signature of Parent/Legal Guardian
Date

98

ACADEMIC EXPECTATIONS
[sample]

You must remain in good academic standing in order to participate in the travel portion of the program.
Program Leaders have the authority to deny participation. Should a program leader or institutional
administrator decide that you are not permitted to participate in the travel portion of the program, you
will remain responsible for all program costs.
The Discovering China program includes:
1. a full semester course
2. a mini-mester-B course
3. the travel portion of the program.
Our goal is to prepare you as much as we possibly can for your journey to China. This preparation
includes a rigorous 300/400-level course with several written assignments, individual & group work,
presentations, journals, etc. Your attendance in class is required. Missing one or more classes may
require you to fulfill a make-up assignment. Attendance in mini B orientation is mandatory. You should
also be prepared to keep a journal during the travel portion of the program as well as complete a final
paper upon your return. If you are failing the course(s) prior to departure, faculty leaders have the right
to remove you from the travel portion of the program.
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ILLEGAL DRUG USE POLICY
The use of illegal drugs is no more acceptable in foreign cultures than in our own and is treated as a
serious criminal offense. Many U.S. students and travelers have suffered greatly as a result of drugrelated incidents. U.S. citizens in a foreign country are subject to the laws of that country. The U.S.
Embassy cannot obtain release from jail for a U.S. citizen, but can only aid in obtaining legal
assistance.
Illegal activities place not only the individual but also the group and the program in jeopardy; therefore, all
participants in Study Abroad programs must agree to the conditions of participation as stated below and
sign this agreement prohibiting them from using illegal drugs during the term of participation in the Study
Abroad program. The Baldwin Wallace University Study Abroad Center has adopted the policy outlined
below for dealing with illegal substance and/or drug use.
The consequences of illegal substance and/or drug use during the program include, but are not
limited to:





immediate expulsion from the program; and,
total forfeiture of all fees paid to the program, and
loss of all course credit: and,
any other sanctions approved by and levied by the University.

Program participants should take responsibility, both individually and as a group, for assuring the Study
Abroad Center policies regarding illegal drugs are strictly observed.

I have read the above and understand and agree that use or possession of any
quantity of marijuana, cocaine or other illegal substance and/or drug use is
strictly prohibited throughout the period of the Study Abroad program for which I
am enrolled. I understand that this substance and/or drug prohibition applies for
the entire length of the program beginning the first day of travel until the last day
and not only while I am in the company of fellow participants, but also when I am
alone or with people not associated with the program.
I have read the consequences for violation noted above and I accept the above conditions.
_____________________________________________________________________
Signature of Participant
Date
_____________________________________________________________________
Parent/Legal Guardian Signature (if participant is under age 18)
Date
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STATEMENT OF RESPONSIBILITY/
WAIVER OF LIABILITY
I, ____________________________ have voluntarily chosen to participate in a program facilitated
by the Baldwin Wallace University - Study Abroad Center. I understand that I am fully liable for all
program fees and agree to abide by the following statement of responsibilities.
Personal Risk-I understand that there are inherent risks involved with international travel. I understand the nature of
the program and have been given the opportunity to ask questions about the program and travel to and from the
program. I understand that BW does not require me to participate, but I want to do so, despite any risks and despite
this statement of responsibility, waiver and release (“statement”).
Insurance Coverage - I understand that I will be charged for health and accident insurance as required to cover
medical problems experienced outside the United States (program fees associated with faculty-led programs, include
the cost of health insurance). I absolve BW from all responsibility and liability for any injuries, illnesses, claims,
damages, charges, bills and/or expenses I may incur during the program, including travel to and from the program.
University Policies - I agree to abide by the standards of student conduct as published in the Baldwin Wallace
Student Handbook. I understand that this code of conduct applies to all off-campus programs carrying BW academic
credit or pre-approved transfer credit. I understand that I serve as a Baldwin Wallace representative throughout my
travels. My actions and attitude will reflect upon myself and the institution and I may be subject to disciplinary action
for violations to policies upon my return.
Host Country Customs- I will abide by the laws and customs of my host country, community, institution and
program. I know
that I need to be sensitive to the social mores of the host culture. I am also subject to the disciplinary codes and
processes of the host institution.
Personal Conduct and Dismissal- The Explorations/Study Abroad Center, on-site program leaders or institutional
administrators have the authority to establish rules of conduct necessary for the operation of the program during the
entire period of the program, including but not limited to student’s free time. The use of illegal drugs or other
substances during the entire period of the program, including free time, is strictly prohibited (refer to attached Illegal
Drug Use Policy). Should a program leader or institutional administrator decide that a participant must be separated
from the program because of violation of the stated rules, for disruptive behavior (including if a student fails to
participate in mandatory activities for whatever reason), or for any other conduct that might bring the program into
disrepute or its participants into legal jeopardy, will be returned home and that decision will be final. Separation from
the program will result in the loss of all academic credit. Persons dismissed from the program will remain responsible
for all program costs incurred on their behalf, including the additional costs of returning home on the earliest available
flight (for faculty-led programs, transportation to the airport will be arranged and the next possible flight to Cleveland
will be booked and charged to the student’s BW account). The Deans office and the student’s parents/legal guardians
will be notified of the student’s removal from the program and provided with a return flight itinerary.
If a violation occurs prior to the travel portion of the program, the University reserves the right to exercise its authority
in removing him/her from the travel portion of the program.

Probation: If a student has violated any Student Handbook policy and is placed on Conduct Probation as a
sanction, the student will be dismissed from the program automatically and the removal will be final. *See
Cancellation/Refund Policy Below

If a student has received a written warning or an educational assignment, then the student may appeal to
the Explorations/Study Abroad Office. Explorations in conjunction with the program leaders, Dean of
Students, and Student Conduct will determine the appropriate outcome.
Travel Arrangements-BW arranges flights and accommodations for faculty-led study tours only. I understand that
any travel that I do independently on my own before, during or after the conclusion of the Program is entirely at my
own expense and risk. If I am participating in a non-faculty tour, I am responsible for arranging and purchasing my
own travel arrangements. Under no circumstance is BW responsible for fees and penalties assessed by air carriers or
any other associated costs; for example luggage fees, change of ticket fees, etc. The University is not responsible for
any injury or loss I may suffer when I am traveling or am otherwise separated from any University-sponsored
activities.
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Medical/Disability Disclosure, Treatment and Accommodations - I have fully disclosed and described any health,
physical and/or psychological problems I may have on the health information form. Furthermore, I have fully
documented any disabilities (physical, emotional, or learning) with Disability Services for Students (DSS) for which I
anticipate needing accommodations (academic or otherwise) during my trip abroad as part of this program. I
understand that if there are areas with which I anticipate having problems or if I have specific expectations that might
make traveling abroad complex, it is up to me to meet and organize with DSS to secure appropriate
accommodations. BW will attempt to provide me with equal access to the programs, material and information;
however the University is not always able to make any guarantees for all circumstances I may encounter while
abroad. In the event of illness or injury to me, I authorize any official representative of Baldwin Wallace University or
institution/organization in which I am enrolled to secure any required medical treatment on my behalf, and I accept all
financial responsibility for such treatment.
General Cancellation/Refund Policy: If I withdraw or transfer from the program after accepting admission, I
understand that notifying the host institution or program leader is not sufficient and that I must submit written notice to
the Study Abroad Center. A participant in any international program who cancels is subject to all pre-paid expenses
for the program and a $300 cancellation fee.
The University provides access to many unique programs in which students, or others, may enroll and participate
throughout the world. This cancellation refund schedule is to be used only as a general guide as each individual
program may have different requirements and refund schedules. If money, on your behalf, has been paid to another
partner institution/organization, the University will request return of the monies paid according to the refund policy of
the partner institution/organization. There are no refunds on any DEPOSITS made by or for the student. (Students
should be aware that deposits for accommodations, tuition, and other fees must often be sent by Baldwin Wallace
University to the host institution several months in advance of the term in which the student will enroll. BW has no
control over the return policies of other institutions/organizations.) In many cases, once full payment has been made
to program provider/host institution, there may be no refund. Baldwin Wallace University will make every effort to
secure a refund for the student of all program costs, however, the University will not advance any refund amounts to
the students for any reason prior to payment from the provider.
In all cases, the refund schedule, if any, for a particular program takes precedent over schedules provided here.
Absent any specific program refund policy, all University arranged programs will be bound by the following
cancellation policy: A full refund (minus any non-refundable deposits or fees) that has been advanced or paid on
your behalf, will be made if cancellation is made prior to 60 days of the program start date. Cancellations that occur
between 59-30 days will receive a refund of 75%. Cancellations, for any reason, that occur within 30 days of the
program start date will receive no refund. All refunds, of any kind, will be tendered as credits against the student
account at Baldwin Wallace University. Credit balance refunds may be obtained from the University through the
normal refund process. Please note airline tickets are generally non-refundable. If the airline ticket has been
purchased for the student by the University, payment of the full cost of that ticket is the responsibility of the student.
Any and all programs are subject to administrative cancellation by the institution/organization. A participant in any
program that is cancelled by the provider is subject to refunds as set forth by the provider. The University cannot be
held responsible for any such cancellations. Baldwin Wallace University will make every attempt to secure as much
refund as possible from the program provider, but will not be responsible for advancing refunds in anticipation of
payment from the provider. We will attempt to assist in placing students in another appropriate program, per the
student’s request. If a Baldwin Wallace University program is cancelled by the University, deposits made by the
students will be fully refunded.
Upon arrival at the program destination the student is responsible for all program charges and fees; any refund of
tuition, accommodation costs, or other fees are at the sole discretion and option of the institution/organization where
the student is enrolled. Requesting and obtaining any refund from the provider is the sole responsibility of the
student.
Free Time Responsibility - I understand that during free time within the period of the program, under no
circumstances will I be permitted to leave the country where the program is being hosted. Independent travel may
only be done within the country during “free time.” I understand if I travel before, or after the period of the program I
may elect to travel independently and at my own expense (a travel waiver is required). I agree to inform the faculty
program director or an official representative of the Study Abroad Center of my travel plans as soon as they are
known. Both entities will need to approve, before final arrangements are made. I further understand that B-W, Study
Abroad Center, its trustees, administrators, employees or representatives/agents are not responsible for me while I
am traveling independently.
Extending your stay - The University does not condone extensions beyond the length of time specified in a
program. Therefore, the University will not help, arrange or provide support if you decide to extend your stay beyond
the original pre-determined length of the term (1 semester or 1 academic year). If extended time is secured, the
individual immediately releases the University from any liability whatsoever, or for any reason as of the original
scheduled date and time of return to the U.S.
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Theft and Other Crimes. I agree to release Baldwin Wallace University, its trustees, administrators and employees,
from any liability for damage to or loss of my possessions, injury, illness, or death arising out of crimes or other illegal
activities during the period of the program.
Political Unrest. When traveling with a BW group and accompanied by a member of the University faculty, I
recognize that in cases of political unrest the faculty director will take all practical measures for the protection of
program participants. When traveling independently I will refrain from any political activity for my own safety and that
of others associated with me
Extenuating Circumstances - If BW determines that proceeding with the program will subject participants to
increased danger, I understand that BW may, in its sole discretion, cancel the program before departure or cancel the
program after departure and require that all participants return to the United States. I understand that in such an
event, no refund will be made and I will bear my share of any costs associated with the decision to cancel the
program and return to the United States. Failure to comply with the University decision to cancel the program and to
not return to the United States will constitute a voluntary decision on my part to act outside the control and
responsibility of the University, and will, as a result, fully and completely release and absolve the University of any
responsibility for my welfare.
General Release and Waiver - I understand and agree that I release Baldwin Wallace University, its trustees,
faculty, sponsors, administrators, agents and employees from any liability for damage to or loss of property, injury,
illness or death during the period of the sponsored and approved program; from the time I leave the U.S. until I return
to the U.S.. Any action arising on the part of or because of fellow participants, host family members, agencies and
educational institutions/organizations, persons or groups with which Baldwin Wallace University or its Study Abroad
Center contracts for the provision of services for the program, or which have been suggested by program faculty as
resources for regional or independent study projects.

In signing this document I acknowledge that I have had an opportunity to ask any questions I have about it, that I have
read and understand it, that I accept its terms, and that I have signed it knowingly and voluntarily.
__________________________________
Student Signature

________________
Date

_______________________________
University ID #

_______________________________________________
________________________
Parent/Legal Guardian Signature (if participant is under age 18)
Date
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STUDENT CONDUCT STATEMENT
Student Conduct Statement
This Faculty-Led Seminar is a University-sponsored program. Accordingly, you are expected to
fully comply with ALL institutional policies as outlined in the Student Handbook. Policies include,
but are not limited to the following:
Disruption or obstruction of teaching, research, administration, conduct proceedings, or other
University activities, including its public-service functions on or off campus, or other authorized
non-University activities, when the act occurs on University premises.
Physical abuse, verbal abuse, threats, intimidation, harassment, coercion and/or other conduct
that threatens or endangers the health or safety of any person.
Violation of federal, state or local law on University premises or at University sponsored or
supervised activities.
It is important to remember that you serve as a Baldwin Wallace representative throughout your
travels. Your actions and attitude will reflect upon yourself and the institution.
We expect high moral and ethical conduct from participating students. The responsibility of
maintaining this level of behavior is shared equally by all members of our traveling community. If
violations of the Standards of Student Conduct do occur, program leaders reserve the right to
file the appropriate documentation with the University. Should a program leader or institutional
administrator decide that a participant must be separated from the program because of violation
of the stated rules, for disruptive behavior (including if a student fails to show for mandatory
activities for whatever reason), or for any other conduct that might bring the program into
disrepute or its participants into legal jeopardy, will be returned home and that decision will be
final. Separation from the program will result in the loss of all academic credit. Persons
dismissed from the program will remain responsible for all program costs incurred on their
behalf, including the additional costs of returning home on the earliest available flight (for
faculty-led programs, transportation to the airport will be arranged and the next possible flight to
Cleveland will be booked and charged to the student’s BW account). The Deans office and the
student’s parents/legal guardians will be notified of the student’s removal from the program and
provided with a return flight itinerary.
* * * * *
I have read and agree to comply with the above policy statements, including all applicable
codes of conduct as published by Baldwin Wallace University. In addition, I agree to actively
engage in the collaborative learning process throughout the study tour. I will respect individual
differences and promise to work for the good of the entire group.
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HEALTH INFORMATION FORM
Physician Cover Sheet:
The student named on the attached Health Information form has been selected to participate in a Baldwin Wallace
University study abroad program. Depending on the program, students may spend from a couple of weeks up to a
full year abroad. It is important that all students be able to adjust to potentially dramatic changes in stress, climate,
diet, living and studying conditions that may be seriously disruptive to accustomed patterns of behavior.

General Requirements for Study Abroad Program Participation:
 Possess the physical and mental well-being required to: live and study in the applicable foreign setting
where resources may be different or fewer than those to which they are accustomed; exercise good
judgement; and safely fulfill all essential components of the study abroad program, including appropriate
standards of conduct.
 Be able to display flexibility and to function in potentially uncertain or stressful situations.
 Be able to align their health care needs with the limited resources that may exist at a nearby health care
facility.
 Be able to live in a setting different from that to which they may be accustomed and that may aggravate any
existing health conditions (e.g., residences that may not be air-conditioned, homestays with local families
etc.).
 Participate in program related excursions and activities, which may include moderate activities such as
hiking, walking, and/or other recreational sports and in some cases more strenuous activities, where heat or
cold may be a factor, based in the particular study abroad program.

Examining Physician/Health Care Provider:
1. The student must present to you their completed “Health Information Form”.
2. Review the student’s health information form and medical history (if available).
3. Pay special attention to any emotional or psychological problems and any medications the student is taking.
4. Please impress on the student their need to take a sufficient amount of medication to last the duration of the
study abroad program or ensure that medication is locally available.
5. Please list any physical or learning disabilities the student may have, and be sure to note the facilities or
services recommended abroad on this form.
6. Students may be cleared for participation as long as, in the opinion of the examining practitioner, any
medical condition they may have is under control and they have been stabilized on their medication for a
reasonable period.
7. “Health Clearance Form I: Medical” and/or “Health Clearance Form II: Counseling & Mental Health” is
recommended if the student is under the care of a specialist for a chronic condition or if the examining
physician/health care provider determines there is a need for additional evaluation and clearance.

AFTER EVALUATING THE STUDENT’S HEALTH, PLEASE SIGN, DATE, AND STAMP THE
“HEALTH INFORMATION FORM”. IF APPLICABLE, COMPLETE “HEALTH CLEARANCE FORM I:
MEDICAL” AND “HEALTH CLEARANCE FORM II: MENTAL HEALTH”. THE FORMS WILL NOT
BE ACCEPTED WITHOUT A PHYSICIAN STAMP.
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To the student participant: Please answer the following questions. If you answer yes,
use the space provided or attach an additional sheet to describe.
If you answer “yes” to any questions 1-5, you may be required to submit “Health Clearance Form I: Medical” which is to be completed by
your physician.

1.

Have you had any physical health conditions within the past 12 months for which you have received or are
presently receiving medical treatment?
Yes

No

If yes, please describe.

2.

Do you have any physical conditions or a disability that may require accommodation in order to participate
in the study abroad program?
Yes

No

If yes, are you currently registered with Disability Student Services (DSS)?
Yes

No

If yes to either of the above, please describe.

3.

Do you have any dietary restrictions?
Yes

No

If yes, please describe.

4.

Are you currently taking any medication, or will you be taking any medication during the study abroad
program?
Yes

No

If yes, please describe.

5.

Do you have any allergies?
Yes

No

If yes, do you require an EpiPen?
Yes

No
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(If you require an EpiPen, understand it is your responsibility to secure a doctor’s prescription in order for you to
carry it with you while abroad.)

If yes to either of the above, please describe.

If you answer “yes” to any questions 6-8, you may be required to submit “Health Clearance Form II: Counseling & Mental Health” which
is to be completed by a mental health professional.

6.

Have you had any mental health conditions within the past 12 months for which you have received or are
presently receiving medical treatment?
Yes

No

If yes, please describe.

7.

Do you have any mental health conditions or disability that may require accommodation in order to
participate in the study abroad program?
Yes

No

If yes, are you currently registered with Disability Student Services (DSS)?
Yes

No

If yes to either of the above, please describe.
.

8.

Is there any additional information that would be helpful for the program to be aware of during your study
abroad experience?
Yes

No

If yes, please describe.
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Student Authorization
I certify that all responses made on this Health Information Form are true and accurate, and that I will notify the
Explorations/Study Abroad Office of any relevant changes in my health that occur prior to the start of my program
abroad. I understand that Explorations/Study Abroad will attempt to accommodate my needs, though not all
accommodations may be possible. I understand that I cannot expect accommodations for conditions that I have not
disclosed and that any false or inaccurate information may affect my program participation.
I, _______________________________________, give the Baldwin Wallace University Explorations/Study
Abroad Center permission to release this information to the host institution of study or faculty members leading the
Explorations program.
Student Name: ___________________ Student Signature: ______________________ Date:_______

Physician Clearance

After considering the rigors of study abroad and reviewing the information provided by the participant on this
Health Clearance Form (and medical records, if available), in my professional judgment this participant is:
CLEARED. There are NO medical/mental health contraindications to participation.
CLEARED, pending additional medical assessment. (If checked, a physician must complete “Health
Clearance Form I Further Health Information for Study Abroad: Medical”
CLEARED, pending additional mental health assessment. (If checked, a mental health professional
must complete “Health Clearance Form II Further Health Information for Study Abroad: Counseling &
Mental Health”
NOT cleared to study abroad: There are medical and/or mental health contraindications to participation.

Physician Name: ________________________________________

Phone: _____________________

Signature: ___________________________________________________

Date: ____________________

PHYSICIAN RUBBER STAMP OR BUSINESS CARD HERE
(Form will not be accepted without stamp or business card.)
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INDEPENDENT STUDENT TRAVEL
WAIVER
Name of Student:______________________________________ BW ID:
_________________________________
I will be participating in the ____________________________ program.
beginning on __________________, 20____ and concluding on __________________, 20____.

Dates of Independent Travel: ________________________________________________
It is a Baldwin Wallace University requirement that students must travel to and from the location
of study with the faculty members and student group. However, exceptions may be granted by
Study Abroad AND the Faculty Leaders for one of the reasons below.
Please check your reason(s) for independent travel:

 travel on your own before/after
official program
 use of frequent flyer miles to obtain
airfare
 visit family/friends in host or nearby
location
 Free Day- Independent Travel

Students have the option of working with the BW travel agent or of booking a ticket through another
travel agent. Please be aware that all arrangements related to independent travel will be the students
responsibility to plan and pay for (Study Abroad and the Faculty member will play no role in
finding/purchasing your ticket). For example, if a student remains in-country after the group leaves,
he/she will be responsible for making and paying for hotel arrangements and for getting to the airport. If a
student arrives in country on a different flight from the rest of the group, he/she will be responsible for
getting to the accommodations and for paying for transportation.
In the case where the ticket has been purchased by BW already, the student will be responsible for the
cost of the pre-paid expenses, deposits and/or change of ticket fees that may be assessed. Because the
student is deviating from the group itinerary, the fee for the airline ticket may be different. In addition, the
student may be required to pay for the airline ticket when confirming the flight arrangements. The amount
that BW would have paid for the ticket had the student flown on BW’s group fare will be deducted from
the study abroad fees due to BW (minus any pre-paid expenses). We will not deduct the amount paid to a
travel agency. In addition, the student will not be reimbursed for any activities, events, etc. covered in the
program fees paid to BW which are missed because of independent travel. The student will be responsible
for the entire program fee, minus the BW group airfare rate, regardless of the level of participation. There
are no exceptions.
If the student arrives in country after the group arrives or depart before the group leaves, he/she must
confirm with the faculty leader that he/she will not be missing any required part of the program BEFORE
making any arrangements. Faculty have the right to assign grades based on work completed and
participation. Missing an activity could affect the final grade.
Rendezvous with Group
Students traveling on their own are responsible for appearing at the first program event on the appropriate
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time that the event is scheduled to begin. The group will continue with the program itinerary and will not
wait for late arrivals. Should a student be delayed from meeting the group at the beginning of the
program, it is the student’s responsibility to rendezvous with the group at the next scheduled stop. The
program leader has the right to dismiss a student from the program should the student miss a majority of
the program due to late arrival. Any associated expense in meeting the group after the program has
started or in returning to the student’s home after dismissal from the program is the responsibility of the
student.

Transportation and Accommodations
Students are responsible for the arrangement and purchase of airfare to and from the program’s host
location, any transportation at the location including to and from the airport on arrival and departure, and
extra nights of lodging and food due to early or late arrival and/or periods of independent travel.
A copy of your flight itinerary must be submitted to Study Abroad and the Faculty Leaders with this
form.
I will meet the group at __________________________ on __________, 20___ at ___:___ a.m./p.m.
(location, city, country)
I will depart the group at ________________________on ___________, 20___ at ___:___ a.m./p.m.
(location, city, country)
Liability Release
I understand that if I choose to travel before or after the official program or travel independently during
“free” days, such travel will be unsupervised by the University and employees. I agree that the University
and its agents and employees shall have no responsibility for liability, for injury, damage, or loss suffered
during such periods of independent travel.
I understand that the program begins and concludes on the dates indicated above when participants arrive
or depart the airport with the program leader(s). If I choose to arrive prior to or remain after the
conclusion of the program, I understand I am fully responsible for any associated expenses and am
responsible for my behavior and conduct during this period of independent travel.
Student’s Printed Name: ___________________________________________________
Student’s Signature: _______________________________________________________
Date: ____________________________________________________________________
_______________________________________________
________________________
Parent/Legal Guardian Signature (if participant is under age 18)
Date
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