APR 20: Travel Course and Travel Component Course Guidelines

There are three educational travel course categories that involve educational travel:
NON-STATE Funded Travel Experience Courses (courses where students pay for faculty instruction/travel expenses)
A. Non-State Funded Travel Course (travel experience constitutes the majority of the course AND students pay for faculty instruction/travel expenses) 
· course is established as a contract course* regardless of term
· course is managed and funded through International Programs and Services (IPS) in 103 Travel Course Account
· student billing for travel experience will be done through Banner and students are charged $200 administrative cost ($100 if third party provider is utilized)
· student billing for the course is done through Banner.  If a 3rd party provider is involved, a portion of the billing may be through Banner
	B. International Partnership Course (course is taught by international partner--- hosted on partner’s 			campus AND student pays for International Partnership Course Counselor—i.e. USI 421)
· Course is established as a contract course* and managed through IPS (regardless of term) in a 103 Travel Course Account.
· Student billing for travel experience will be done through Banner and students are charged $200 administrative cost.
· Students are charged international program cost determined by the international partner in negotiation with IPS at WCU.
	C. International/Domestic Partnership Course (one course is taught by WCU instructor at 				international partner’s campus AND student pays for faculty instruction and travel)
· Course is established as a contract course* and managed through IPS (regardless of term) in a 103 Travel Course Account.
· Student billing for travel experience will be done through Banner and students are charged $200 administrative cost
· Students are charged international program cost determined by the international partner in negotiation with IPS at WCU.
STATE FUNDED Travel Component Course
State Funded Travel Component Course (travel experience constitutes less than 50% of the course AND students do not pay for instructor/assistant instruction and travel.)
· Course that encompasses a travel experience, but the predominant work of the course is done in addition to the travel experience.  
· There are multiple discipline specific course meetings (online or face to face) that constitute the course. The content of these meetings go well beyond travel orientation.
· There is extensive time spent on planning the trip, including booking transportation, lodging, and setting up curriculum
· course is established as a regular course in fall, spring and summer  
· Instructor pay is funded by the college (or part of load) in fall and spring, funded by summer session in summer
· Instructor/Assistant travel expenses are paid by third party provider or from personal funds.  
· travel experience is managed by IPS 
· If a faculty member wants reimbursed for meals and travel not provided by the 3rd party provider then these expenses need to be itemized and the amount predetermined to be added to the student’s cost.

*Travel activity/courses established as contract courses do not earn Student Credit Hours and therefore do not generate state funding—Students earn credit, but are not charged tuition in contract courses.


To establish a Travel Course or a Travel Component Course a faculty member will need to complete the appropriate forms from International Programs and Services---developing a budget encompassing student and faculty travel expenses and compensation.  This must be submitted by October 15th  in order to receive approval. Every effort should be made to itemize all the specific costs for the trip---for the faculty member as well as the student.  Students/participants may not be charged for equipment that will become the property of WCU and used for additional WCU activities.  Students may only be charged for the faculty member’s instructional compensation and travel expenses (if applicable) as well as the use or rental of equipment and services pertaining to the experience.

Enrollment Management for Travel Course or Travel Component Course:
Each faculty member will work with International Programs and Services to establish an enrollment minimum for the activity/course.  A date will be set for obtaining this minimum.  In the event the targeted enrollment is not reached, the travel will be cancelled or the instructor/assistant compensation will be prorated according to the number enrolled.  The specific agreement concerning the compensation structure will be established by the department head and dean in consultation with International Programs and Services and the faculty member  prior to establishing the travel activity/course. 

Credit Hours for Travel Course:
Each travel course will be designated as either for credit or not for credit. Participants will not have the option to get credit if the activity is established as “not for credit” and vice versa.  

NON-STATE Funded Travel Courses established as Contract Courses: 
If the course is being established as a contract course.   The students will not be charged the regular tuition rate.   Participants in both contract and tuition based courses will be required to pay an administrative fee of $200.   A portion of this fee will be deposited into the 103 account and a portion will be deposited into the 102 Summer Session Account. 
Note: State Funded Travel Component Courses do not charge the students the set $200 administrative cost but may charge a predetermined administrative cost due to faculty expenses that are not provided by the 3rd party provider.

Educational Travel (instructor travel expenses compensated through external agency): 
If the travel arrangements are being made through an educational tour company faculty members will indicate the name of the company on the forms and attach the terms of agreement with the company. Faculty will only be reimbursed for meals not covered by the Third Party Provider. The rate of reimbursement will be the Out of State per diem rate. 


Educational Travel (instructor travel expenses not compensated through an external agency): Every effort should be made to be as specific and accurate as possible when communicating the total cost of the travel experience to the student.  The per diem for the faculty member will be compensated using out of state rates.

See current rates for Meals and Lodging at Appendix A – Rates-At-A-Glance:  http://www.wcu.edu/10787.asp.


			
Educational Travel Course Instructor/Assistant Compensation: 
Each travel course will have an instructor of record as well as an assistant instructor. If a faculty member is using a travel company s/he may count the tour guide as his/her “assistant instructor.” Unless otherwise approved by the department head and dean, credit assigned to a travel course will be no more than 3 credit hours.
There are two different categories for travel experiences in terms of instructor compensation:

Travel Course:  Course that is predominantly taught through the travel experience with minimal expectation of students apart from the travel experience.
The instructor of record will be compensated according to the following rate (unless course is part of 	the faculty member’s load).

Part time/Fixed Term:	Masters Degree	$900	per credit hour									Terminal Degree	$1000 	per credit hour 

Full time:	Assistant Professor	$1000 	per credit hour
			Associate Professor	$1125 	per credit hour
			Full Professor		$1250 	per credit hour

	Assistant Instructor compensation will be at the following rate.
			$500 per credit hour (maximum compensation per travel course is $1500)

		International Partnership Course Counselor (non-instructional) will be compensated $500 per 				week of travel experience.	

State Funded Travel Component Course 
The instructor of record will be compensated for the course according to the regular summer compensation structure provided in APR 19 if the course is conducted in the summer—paid for out of summer session funds (through IPS as appropriate)—see summer pay rates for full time and part time faculty below.  The instructor of record is compensated according to regular part time/overload compensation if the course is conducted as part of an overload during the regular semester—paid for out of College funds.  If the course is taught as part of the faculty member’s load there is no additional instructor compensation.  

Establishing Contract  Courses in Banner: 
Travel courses will be built in Banner by the Office of International Programs and Services. Once the courses are in Banner, IPS will notify the Bursar’s Office so that the appropriate costs can be attached to each section. Costs must be attached before any registration is permitted. IPS should make every effort to have the courses built prior to Fall Advising Day so the courses can be marketed during the advising period. Refer to the “How to Build Travel Courses in Banner” documentation published by the Registrar’s Office. 

Registration Process for Travel Courses for Credit (Contract Courses): 
IPS will send the names of any students who need to be registered for summer travel courses to the Registrar’s Office. Because registration and partial payment is required before web registration turns on, web registration for travel courses is not supported. All registration must be handled manually within the Registrar’s Office. IPS will notify the Registrar’s Office and the Bursar’s Office if a student needs to be dropped from a travel course. All travel course registration/drop activity requires the approval of IPS.  

Process for Students to Make Payments:  
Once the cost of the course is determined and a minimum number of participants are established, the cost of the Travel Course or the Travel Component Course will be marketed to students. Upon registration, the charges will appear on the students’ accounts. Students will make cash payments at the OneStop and will communicate that they are making a “Travel Course Payment”. These payments will be posted to their individual accounts using detail code 9113 which only pays charges for the term in which the payment is posted.  Students may make general credit card payments in Bill+Payment through MyCat, but they will have to contact the OneStop after the payment is made to recode the payment to a Travel Course Payment. Students should abide by the process for payment. Faculty members should not collect payments from students.

Monitoring and Reporting of Students: 
A Banner report will be available in Report Portal that the instructor and International Programs may use to monitor participation and payment.  The CRN of the course and the term will be input. The output will be a list of the students, the total cost of the course, the total payments that have been made, and the balance due to each student.  Students may not take the trip unless the full amount of the course has been paid.
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