ATTACHMENT 2
FACULTY APPLICATION FOR WCU TRAVEL COURSE

COVER SHEET

Routing:
A. ____ ACADEMIC DEPARTMENT completes part A 

B. ____ INTERNATIONAL PROGRAMS AND SERVICES uses A & B to complete Request for Course Approval (RPA) 

A. ACADEMIC DEPARTMENT ___________________________________________
COURSE INFORMATION:

(For multiple courses, please fill out separate forms)

Course Title and #:  




              Course Credit Hours:  __________  

Instructor/Chaperone name, rank, and WCU employee (92) #: ____________________________________
Secondary Instructor/Chaperone’s name, rank, 



and WCU Employee (92) #: ________________________________________________
Course Credit provided by:  WCU  _____                    Partner institution:  ____

Course Site (city/country): 



Dates of Course:



Does this course complement the department’s curriculum?  Yes  _______          No  __________   

Total Estimated Student Cost for Course (subject to change):  $_______________________

Total Cost for Faculty/Chaperone:  $__________________________

Total Cost of Trip (including all participants and faculty/staff members):  $______________________________
The above course has been reviewed for academic content and has my approval.
Department Head  _________________________________________
Date 





College Dean 






Date 




continued on next page…


INSTRUCTOR INFORMATION:

1.
Primary Instructor:







                


Primary Instructor Phone:



Email:


                 



Date of birth (for travel insurance purposes):  _____________  

Driver’s License # and State:  (if a vehicle from State Motor Pool will be needed) :  __________________  

2.
Secondary Instructor:  _____________________________________________________________________

Secondary Instructor Phone:  _________________________ Email:  ________________________________________ 

Date of birth (for travel insurance purposes):  _________________  

Driver’s License # and State:  (if a vehicle from State Motor Pool will be needed) :  __________________  

ACADEMIC OPTIONS:   

___ Single course

___Field trip that is part of an on-campus course

___  Chaperoned course at a partner institution

Will students enroll at an institution on site?   ___no      ___yes

If yes, host institution name:







ENROLLMENT INFORMATION:

Number of students:

Minimum:____
Maximum:___

Open to non-WCU students*?   ___no
___yes

* Non-WCU students, including high school students who are dual enrolled in WCU courses, must apply for admission to the university before enrolling in the course and must pay all associated fees.  Dual enrolled high school students seeking course credit from their schools must receive prior approval from the school’s administrators in order to participate in the course and receive academic credit.       

Criteria for participant selection (language/course pre-requisites, GPA other than standard, etc.):

____________________________________________________________________________________________________________________________________________________________________________

LOGISTICAL ARRANGEMENTS:

Course Assistance:

Name, address, and contact information of third party provider or partner institution if assisting with the course logistics: 
______________________________________________________________________________________

Services provided:  

HOUSING:

___ Hotel             ___ Residence halls
___ Homestays    ___  Youth Hostels   ___  Camping  

MEALS:               ___ provided
              ___not provided

TOURS:               ____ part of program fee    _____ not part of program fee

MUSEUMS/THEATER/CONCERTS:  ____ part of program fee    _____ not part of program fee

INTERNATIONAL/DOMESTIC TRAVEL:

___ Arranged flight (instructor reserves flight for students/group)

___ Ground Transportation

___ Student arranged flight

___ Other:  ____________________________________________________________________________

COST/BUDGET:

Please attach typed budget sheets (see Attachments 5 & 6) and submit an electronic copy to International Programs in Word format using the included template.      

VISA:

Will students of US citizenship or international students be required to obtain a VISA to enter the program country?

___ no    ___ yes    If yes, what is the current cost of a visa?  ____________  Please be sure to include this amount on both the faculty and student budget forms.  

ATTACHMENTS: (to be submitted with completed proposal.  Please make sure you keep all these materials in electronic format for later use.)

· Copy of Course Syllabus – should address course goals and objectives, academic goals and objectives, integration of site to learning objectives, importance of participation in all travel-course activities, and your personal goals in directing the course.

· Course Budget – Travel fees must cover all student AND faculty expenses (see Attachments 3 – 6 for samples and templates).  Please submit budgets in Word format using attached templates, as well as in hard copy, typed format.    

· Detailed Itinerary – Include any overnight excursions away from primary site and specify location, duration, and contact information for each day that the group will be away from campus.  

· Course Information – included in this attachment.

· Location safety assessment- Identify potential risk factors specific to your site and the steps you are taking or will take to ensure students’ and your own health and safety (Attachment 8).  Be sure to consider in-country travel arrangements.  For international travel courses, consult the US State Department Travel Advisories (http://travel.state.gov/travel/travel_1744.html), the Centers for Disease Control and Prevention website for information on traveler’s health (http://wwwn.cdc.gov/travel/destinationList.aspx), or similar resources.

· Policy 100 form authorizing out of country travel

· Export Control Training Acknowledgement and Confidentiality Agreement 

Signature of Course Instructor:_________________________________  Date:__________________

Submit to Claudia Bryant in the International Programs and Services, WCU, 109 Camp Building, Cullowhee, NC  28723.  Phone:  828-227-7739; Fax: 828-227-7080

ATTACHMENT 3
COURSE/TRAVEL BUDGET SAMPLE
FACULTY COSTS
Course # and Title 
GIPSL 140 - Environmental GIPSlogy
Credit Hours 
3
Instructor(s) 
John Doe 







​​
Location of Trip 
San Salvador, Bahamas
Travel Dates 
May 7 – 26, 2008

Required # of Students for Travel to be Cost Effective 
20-25

Faculty Salary & Travel Expenses – Please list cost per person 

(Paid from Summer School Budget)
    Amount


Comments

	Primary Instructor Stipend 
	*$(3600.00)       
	 $3000 stipend amount plus 20% to cover fringe benefits 

	Secondary Instructor Stipend
	*$(1800.00)
	$1500 stipend amount plus 20% to cover fringe benefits

	Total for Airfare (x 2 if applicable)
	$1400.00
	($700 x 2)

	Total for Lodging (x 2 if applicable)
	$1200.00
	($600 x 2) Breakfast included w/lodging 

	Total for Meals (x 2 if applicable)
	$600.00
	($300 x 2) (priced @ 8.00, 10.45, and 20.30 for breakfast, lunch, and dinner)

	Total for Trip Cancelation Insurance (x 2 if applicable)
	$200.00**
	($100 x 2)

	Total for International Health Insurance (x 2 if applicable)
	$105.20
	(20 days x 2.63 per day x 2) 

	Total for Visa(s) (x 2 if applicable) 
	$200.00
	($100 x 2) 

	Total for Passport(s) (x 2 if applicable) 
	$290.00
	($145 x 2) 

	Ground Transportation
	$30.00
	

	Local Mileage & Parking
	$200.00
	.30 per mile for round trips of more than 60 miles; .555 per mile for round trips of 60 miles or less

	Educational Supplies (specify)
	$200.00
	Water gear and Field Books

	Other (please list)
	$100.00
	Gratuities for baggage and meals

	TOTAL
	$(9925.20)
	


 * 12 month employees are not eligible for stipends to teach/chaperone summer travel courses.  The primary instructor will be compensated according to the following rate (Maximum compensation will be $3,750 for travel courses):  

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




Terminal Degree
$1,000 per credit hour

Full time:  

Assistant Professor
$1,000 per credit hour




Associate Professor
$1,125 per credit hour




Full Professor

$1,250 per credit hour

Secondary instructor compensation will be at the following rate:  $500 per credit hour (maximum compensation per travel course is $1,500).
Instructor stipends included in budgets should be increased by 20% over the formulas indicated above to allow for the payment of Social Security and State Retirement/TIAA CREF fees.  
** Travel coverage based on the duration and value of the trip; precise quotes may be obtained at:  http://www.hthtravelinsurance.com/purchase/quote/quote_tp_eSaver.cfm  (select “Trip Protect e-saver” in the “Product Type” category.)  Health coverage billed at 1.32 per day for students and 2.63 per day for faculty members.      

ATTACHMENT 4
COURSE/TRAVEL BUDGET SAMPLE
STUDENT COSTS


Course # and Title 
GIPSL 140 - Environmental GIPSlogy
Credit Hours 
3
Instructor(s) 
John Doe 







​​
Location of Trip 
San Salvador, Bahamas
Travel Dates 
May 7 – 26, 2008

Required # of Students for Travel to be Cost Effective 
10
          
	Student Fees Reported                                                         

to Financial Aid
	Amount
	Comments
	Pay to OneStop
	Student Responsibility/Pay to 3rd party provider

	Airfare
	$1000.00
	
	$1000.00
	

	Lodging (please note if meals included)
	$600.00
	Breakfast included w/lodging 
	$600.00
	

	Meals 
	$300.00
	
	
	$300.00

	Trip Cancelation Insurance
	$100.00
	
	$100.00
	

	International Health Insurance
	$26.40
	1.32 per day for students
	$26.40
	

	Ground Transportation
	$30.00
	
	$30.00
	

	Admission Cost for Events
	$200.00
	
	
	$200.00

	Visa (Out-of-Country)
	$100.00
	
	
	$100.00

	Passport
	$145.00
	
	
	$145.00

	Special Clothing/Equipment
	$100.00
	Water gear rental
	
	$100.00

	IPS Administrative Fees
	$200.00
	
	$200.00
	

	Currency Fluctuation
	$50
	
	$50
	

	Miscellaneous Expenses
	$250.00
	
	
	$250.00

	Instructor/Secondary instructors’ expenses

(see Total from Attachment 3)  
	$992.52
	$9925.20/10=

$992.52
	$992.52
	

	TOTAL
	$4093.92 
	
	$2998.92
	$1095.00


It is particularly important that course instructors work with students who seek to receive financial assistance for travel, directing them to consult individually with a Financial Aid advisor. This should be well in advance of the commencement of the course in order to determine Financial Aid application deadlines and student responsibilities. Once IPS sends the finalized course travel budget to the Financial Aid Office, financial aid officers can work more easily with students in determining their financial aid package. Remember, students must be enrolled in at least 6 credit hours overall in summer in order to receive financial aid AND the course must begin before the end of the fiscal year, July 1.
ATTACHMENT 5
COURSE/TRAVEL BUDGET TEMPLATE
FACULTY COSTS
Course # and Title 





Credit Hours 



Instructor(s) 











Location of Trip 





Travel Dates 



Required # of Students for Travel to be Cost Effective 



PLEASE SUBMIT VIA WORD DOCUMENT USING THE TEMPLATE AND IN HARD COPY, TYPED.  
Faculty Stipend & Travel Expenses – Please list cost per person in Comments section






Amount



Comments

	Primary Instructor Stipend 
	
	

	Secondary Instructor Stipend
	
	

	Total for Airfare (x 2 if applicable)
	
	

	Total for Lodging (x 2 if applicable)
	
	

	Total for Meals (x 2 if applicable)
	
	

	Total for Trip Cancelation Insurance (x 2 if applicable)
	
	

	Total for International Health Insurance (x 2 if applicable)
	
	

	Total for Visa(s) (x 2 if applicable) 
	
	

	Total for Passport(s) (x 2 if applicable) 
	
	

	Ground Transportation
	
	

	Local Mileage & Parking
	
	

	Educational Supplies (specify)
	
	

	Other (please list)
	
	

	**TOTAL
	
	


**  Please transfer total amount to last line of Student Budget form (Attachment 6)

ATTACHMENT 6
COURSE/TRAVEL BUDGET TEMPLATE
STUDENT COSTS
Course # and Title 





Credit Hours 



Instructor(s) 











Location of Trip 





Travel Dates 



Required # of Students for Travel to be Cost Effective 


	Student Fees Reported                                                         

to Financial Aid
	Amount
	Comments
	Pay to OneStop
	Student Responsibility/Pay to 3rd party provider

	Airfare
	
	
	
	

	Lodging (please note if meals included)
	
	
	
	

	Meals 
	
	
	
	

	Trip Cancelation Insurance
	
	
	
	

	International Health Insurance
	
	
	
	

	Ground Transportation
	
	
	
	

	Admission Cost for Events
	
	
	
	

	Visa (Out-of-Country)
	
	
	
	

	Passport
	
	
	
	

	Special Clothing/Equipment
	
	
	
	

	IPS Administrative Fees
	$200
	
	$200
	

	Currency Fluctuation 
	$50
	
	$50
	

	Miscellaneous Expenses
	
	
	
	

	Instructor/Secondary instructors’ expenses

(see Total from Attachment 5)  
	
	
	
	

	TOTAL
	     
	
	
	


It is particularly important that course instructors work with students who seek to receive financial assistance for travel, directing them to consult individually with a Financial Aid advisor. This should be well in advance of the commencement of the course in order to determine Financial Aid application deadlines and student responsibilities. Once IPS sends the finalized course travel budget to the Financial Aid Office, financial aid officers can work more easily with students in determining their financial aid package. Remember, students must be enrolled in at least 6 credit hours overall in summer in order to receive financial aid AND the course must begin before the end of the fiscal year, July 1.
ATTACHMENT 7
TRAVEL COURSE ADVERTISEMENT

In consultation with IPS, produce and distribute advertising materials (posters, brochures, Web pages, etc.) which clearly indicate: 

1. Title of course; 

2. Dates of course (including any orientation meetings);

3. Location of course; 

4. Any affiliated universities; 

5. Curriculum description (including location of classes and WCU course numbers, titles, credit hours, graduation requirement fulfillment, etc.); 

6. Instructor of course with contact information; 

7. Travel cost (including a brief statement of what will/will not be included in that price); 

8. Application procedures (admissions decision procedure, any additional application materials necessary, any prerequisites, any minimum or maximum student number requirements, application and payment deadlines, etc.);

a. Deadline for receipt of student applications by faculty member:  November 15

b. Deadline for payment of $500 travel course deposit:  February 15

c. Deadline for payment of travel course fees (except for students on financial aid):  April 1 

9. The following sentence must be included in your brochure:  “WCU reserves the right to cancel or alter the course format or to change costs in case of conditions beyond its control.” 
NOTE: In liability cases, course/travel brochures are viewed by the courts as legally binding contracts. 

Very important! No publicity can be distributed until the above steps have been successfully completed!     
ATTACHMENT 8
SAFETY ASSESSMENT GUIDELINES FOR FACULTY-LED TRAVEL COURSES & PRE-DEPARTURE SAFETY REPORT
The health and safety of students participating in travel courses is the highest priority of WCU. At WCU, as at many of our peer institutions, it is the responsibility of the course instructor to:

1. monitor the security of travel course locations; 

2. assess travel courses to ensure student and faculty safety; 

3. require attendance at IPS orientation and training sessions aimed at helping students and faculty minimize risks and respond appropriately to emergencies; 

4. coordinate any crisis response related to travel; 

5. collaborate with other university units to minimize and manage risks;

6. Keep IPS office informed of any emergencies.

A detailed itinerary with site contact information for each day that participants will be away from the WCU campus is an important part of risk management.  

Because the University bears the brunt of the responsibility for student safety, the request for assessments, reviews, and reports is at the discretion of International Programs and Services, and it falls on IPS to cancel programs where security issues have not been adequately addressed. Furthermore IPS, in consultation with WCU Legal Counsel, GA Counsel, the faculty travel course leader, or any Third Party Providers involved, will determine the feasibility of carrying out travel courses in the event the destination country is placed on the Department of State warning list shortly before travel is to commence.  Course cancellation is extremely rare, and would always be carried out in consultation with all relevant constituents.  If a faculty member or student desires to appeal the ban or restriction on travel, he/she can appeal in writing to the Travel Abroad Appeals Committee, which will review all relevant information in making a determination as to whether or not a specific travel course will be carried out.   

Routine Safety Assessment Practices 
Every travel course instructor will be required to: 

1. Read Faculty Guidelines, handbooks, and other materials provided by the office of International Programs and Services;  

2. Attend training workshops provided by IPS; 

3. Provide any information needed by IPS to carry out a safety assessment of a new course prior to program approval; 

4. Provide any information required by a college-based review committee for an in-depth review, approximately once every 3-5 years; 

5. Submit the Pre-Departure Safety Report to IPS one month prior to leaving, highlighting any security concerns; 

6. Communicate with IPS if any incident occurs during the course;

7. Submit a debriefing report to IPS upon course completion every year, including any relevant incident documentation.  

8.
Ensure that all program participants at all times carry with them emergency contact cards detailing relevant health insurance policy/contact information and site location information for each location visited 
continued on next page…
PRE-DEPARTURE SAFETY REPORT
WCU Course Title and # 

And/or Host Institution Course(s) Title(s):  

___________________________________________________________________

Location of Course:  ___________________________________________________  

Dates of program ______________________to_____________________________

Instructor(s)

 Campus Address

Site Address & Fax #

1.  Name: 










                

     Rank/status: 



     
_______
________________

     Address: 


____________ 

_______
________________


     Telephone No: 




Fax: 




       

     Preferred email address at site:                              _______________________________           




(If applicable)

2.  Name: 










                

     Rank/status: 



        

_____
________________

     Address: 

________



___________________


     Telephone No: 




Fax: 






     Preferred email address while at site:                     _______________________________           
           
For all instructors, regardless of destination:  
Potential safety risks are: ______________________________________________________ ______________________________________________________________________________________________________________________________________________________
Potential health risks are:  _____________________________________________________ ______________________________________________________________________________________________________________________________________________________
If there is a medical emergency, how will you and your secondary instructor handle this?  ___________________________________________________________________________ ___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
[image: image1]
ATTACHMENT 9

Western Carolina University Export Control

TRAINING ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT

In consideration of my employment and/or continued employment at Western Carolina University (“WCU"), I agree as follows:

1.
As an employee/student employee of WCU, I understand and acknowledge that in the course of business, I may be assigned the responsibility of exporting goods, technology, and related technical information that may be restricted from leaving the shores of the United States, or I may  transmit  restricted information (oral, written, electronic or visual disclosure) within the United States to an individual other than a U.S. citizen identified by the federal government as a threat to our homeland security or economic status, 

2.
I understand that Federal Export Control Regulations prohibit transactions and disclosures by university employees with countries, entities and individuals subject to boycotts, trade sanctions and embargoes, 

3.         
I understand that an export control license may be required by the Department of Commerce or State if information, technology, items or services are listed as “sensitive or controlled” by federal law,

4.
I understand that planned visits by foreign nationals require prior approval by the International Programs and Services and Provost Offices according to WCU Policy 100 (http://www.wcu.edu/25383.asp), 
5.        
I understand that a WCU laptop computer falls under the category of a “controlled” good because of the embedded encryption technology and will adhere to the WCU Export Control policy regarding travel abroad with laptop computers. Failure to comply with WCU policy may cause the owner of the computer to be taken to court, fined and/or jailed,

6.         
I understand that the admission and matriculation of students from embargoed countries require approval by the Office of International Programs and Services,

7.
I understand the penalties for myself and WCU for failing to comply with the Federal Export Control Regulations. I am responsible for being familiar and complying with the WCU Export Control Plan and all related university policies (http://www.wcu.edu/WebFiles/PDFs/Research_Export_Contol_8-2008.pdf),

8.
Further, I understand that failure to comply with WCU’s Export Control policies may constitute just cause for disciplinary action including termination of my employment, as well as criminal prosecution,  

9.
By my signature below I acknowledge that I have completed export controls awareness training, that I understand my responsibility in complying with the Federal regulations and procedures outlined in the WCU Export Control Plan.

______________________________

______________________________
Signature




Supervisor Signature

______________________________


Printed Name

______________________________

Department or Unit

______________________________

Date

Complete in compliance with University Policy 100

[image: image2.emf]
[image: image3.emf]
IPS use only


B. INTERNATIONAL PROGRAMS AND SERVICES


IPS has reviewed the above information. 


___				         					


	Assistant Director, IPS/Date			Provost Designee/Date	








         Fund #:  ______________________________   


        	                 


 For multiple instructors, indicate name and compensation for each.  


Name:  				    $				


Name:  ______________________________  $	                   		


This form should reach INTERNATIONAL PROGRAMS AND SERVICES by September 15 for summer courses being offered during the following calendar year.








For international travel, I have:    


a) visited the Department of State’s website in order to obtain consular 


information about the travel course destination (http://travel.state.gov/travel/travel_1744.html ) and to register with the US embassy there  through the Smart Traveller Enrollment Program (http://travel.state.gov/travel/tips/registration/registration_4789.html); 


b) visited the Centers for Disease Control and Prevention’s website     


    (http://wwwn.cdc.gov/travel/destinationList.aspx) in order to 


    obtain information about potential health dangers in the country; 


c) reviewed and am in compliance with Western Carolina’s policy regarding     


    Export Control of goods and technology:  (http://www.wcu.edu/6800.asp) and I      


                have reviewed the Human Resources department’s Powerpoint presentation on       


                Export Control.  I have completed WCU’s Export Control TRAINING 


                ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT (see Attachment 9).     





All relevant information from these pages has been incorporated into my Emergency Response Plan and is detailed below.  





_______________________________		_______________________________     


Primary Instructor		Date		Secondary Instructor/    	Date


						Chaperone








