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NOTICE: Information in this Lone Star College Sygte®&)Faculty Study Abroad
Handbook is provided by tkidfice ofInternational Program€opying of
its contents, in whole or in part, is permitted prdvide

Page? of 61

(1) Appropriate, visible credit is given to Lone Star College System for all
information used from this handbook.

(2) It is also recommended that you provide a coadegyf your publication
to LSC

(3) Specific hyperlinks and/or URLs usedishemain active.

(4) 1t is understood that Lone Star College bears no responsibilityctorssmauence relating to
the information in this handbook.

(5) Youagree to indemnify and hold LIs88mless against any losses, damages and liabilities
which may arise out of the use of the information in this handbook.
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International Programs (IP)

Mission

The Officeof InternationaPrograms (IPis the bridge for many endeavors, whether it be
international exploration fé&imerican students led by faculty, service learriagethby students,
internationalizinthe curricula, faculty exchanges, or collaborative papsetthinternational
governments or universities abroad.

Vision

The Office oflnternationaPrograms (IPgxcels at providing innovative initiatives, best practices
and supportive servides the comprehensive internationalizatioall LSCcampused students,
faculty administrators and the community.
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1.0 Introduction to Faculty Study Abroad Handbook

1.1 Purposeof the Handbook T
The purpose of this handbook is to provide all faculty members interest g |

in study abroad with a useful guide to facilitate the development of stud
abraad programsitheir areas of expertise. Lss@ports faculty efforts to
add an international dexparencs ternsure t
that they are prepared to compete and succeed in @giatmedmenand
gain more understanding of otheltures The process for developing a
study abroad program is not difficult, buedfuires careful attention to
detail and longange planning. Also, special rules and regulations apply 1
ensure the integrity of tpeogram and the safety and Wwelhg of all
participants. The specific objectives of the handbook are to:

1. Assist faculty in developing facidty study abroampportunities
2. Enaure compliance with LSC policies and procedures
3. Enare compliance with the State of Texas, Texas Higheti&auca
Coordinating Board (THECB) rules and regulations
4. Ensure compliance with Risk Management Q#m@mmendations
5. Furtherthe LSC commitment to internationddieation as outlined in the L8&lues Statements

12 Mission of International Education

The Lone Star College System (LSC) recognizes that today's students will encounter issues throughout thei
that transcend national and cultural boundaries. It is important for students to comprehend global issues ar
events that shape them. Gaitizenship and good scholarship require students to understand and appreciate
different customs and cultures througtibe world. To this end, LSdall:

Expand its existing college curricula to focus on itieraleand intercultural issues

Promote altural awareness through involvement with international activities

Actively encourage international students to attend our colleges and participate in our communities
Offer credit and continuing education programs that allow students to study indongiggs c

Develop opportunities for faculty to study and teach abroad

Establish partnergiswith colleges and universities throughout the world

= =4 =8 4 -4 -4
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International Education Goals

1. Organize the Inteational Education focus in L8 creating and maintaiga centralized support

office

Seek dedicated funding for international education through grants and @ditatexvenues

Create policies, procedures and handbooks for the international educatios firagne®d enhanced

structure

4. Enhance the suppostructuregor LSCinternational students

5. Increase LSE€Vvisibility and participation, both internally and externally, in international education
programs and organiizas

wn

In the Fall Semester of 2004 LSC establish&ysteninternational Progranasd Services OfficBPQ

under the leadership oSgsteninternational Education Director. Several committees were created including
the Global Explorations for Students Commiftagrently known afe Study Abroad Councillhis

committee was askemrevise the Faculty Study Abroad Handbook in conformance with Sysatent

Strategic Initiatives, teRSCouncil Mission Statement, and new Texas Higher Education CoorBweatthg
(THECB)requirements.The Study Abroad Council consistsepiresatatives from the six LSampuses

who have either directly or indirectly been involved with study.abooadil members provide guidance to
develop the systewidestudy abroagrocessesembership consists of faculty and administradongnated

by their campus Vice Presidents of Instructawculty leading a program are precluded from serving on the
council in the academic year during which their program is offered.

Study AbroadCouncil Mission Statement

Develop and provide recommendations thahpte Lone Star College student study abroad programs that are
safe, academically rigorous, geographically diverse, and across a wide range of disciplines.

LSC Values Statement Regarding International Education

Commitment to International Education
We bdieve that Lone Star College demonstrates its commitment to international education

by embracing multiple perspectives, promoting understanding and educating students to become
contributing members in a culturally and ethnically diverse world.

Pager of 61 1211.14 IM
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1.3 LSCStudy Abroad Programs Traveled

Year Instructor(s) Destination Course(s)

2005| Linda Bryan England & Scotland British Literature

2006/| Linda Bryan England & Scotland British Literature

2006| Norseman Hernandez Mexico Spanish

2006| James Stubbs & Toddiller Italy Music

2007| Linda Bryan England & Scotland British Literature

2007| Norseman Hernandez Mexico Spanish

2008| Linda Bryan England & Scotland British Literature

2008| Buck Buchanan & Robert Coyle | Italy Geography & History
Norseman Hernandé& David

2008| Zimmerman Mexico Spanist& English

2008

Cherith Letargo & Brian
Shmaefsky

The Philippines

Geology

2009

Buck Buchanan & Robert Coyle

Italy

Geography & History

2009

Carolyn Ho & Robert O'Brien

China

Chinese & History

Cherith Letargo & ian

2009| Shmaefsky The Philippines Geology

2009| Kelley Revuelto & James Stubbg Italy Art Appreciation & Music
2010| Buck Buchanan & Robert Coyle| Italy Geography & History
2010| Norseman Hernandez Chile Spanish

2010| Shawn Miller Sri Lanka Accounting

2010| Collier Patton & Kelley Revuelto| Italy Art Appreciation & Speech
2011| Buck Buchanan & Robert Coyle| Italy Geography & History
2011| Carolyn Ho & Robert O'Brien China Chinese & History

2011| Ronald Nespeca & Clay White | Costa Rica Biology & Kinesiology
2012| Buck Buchanan & Robert Coyle| Italy Geography & History
2012| Cory Cryer & Kelley Revuelto Italy Art Appreciation

2012| Ronald Nespeca & Clay White | Costa Rica Biology & Kinesiology
2013| Cory Cryer & Kelley Revuelto Italy Art Appreciation

2013| Molly Cueto Northern Ireland & Republic of Irelaff Cultural Anthropology
2013| Lori Richter & Davida Rodgers | Tanzania General & Social Psycholog

2013

Maria Sanders & Mark Thorsby

England, Northern Ireland, Scotland

Ethics & Logic

2014

Ronald Nespeca

Costa Rica

Kinesiology

PageB of 61
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2.0 Leader Selection Qualifications, Responsibilities,& Expectations

2.1 Faculty Program Director Qualifications

To qualifyas the lead professor (calladwtyProgramDirector)
on a facultyed study abroad trip, the faculty rnemmust meet
the following qualifications:

1. Be a fultime faculty member at one of the LSC
collegegyreferably with a mulgear contract

2. Be recommended by the Dean and approved by the
college Vic€residenof Instructionand President

3. Have previousxperience&avelingwith students on
aninternational basiscluding experiencing leading a
study abroad trip at another school

4. Have a good understandinagd make sure the other
teamleaders daf areas related to student caridu
sexual assault, ggfd. SCpolicy, andesponding in an
emergency situation

Fulitime faculty who do not megalificatior# 3, i.e.,international experience watludentsbut wish to

participate in a programay do so by participating as a teacher of a second coueskeasffgart of the study
abroad program led by a qualified faculty member, or by participating as an assistant on a study abroad trip
by a qualified faculty membeérs recommended th&dcultyapply foraFaculty International Exploration

(FIE) Awad in order to gain the tools, resources, and experiences necessary to develop their instructional
outcomes, mitigate safety risks, and arrange the logistics of their. fragrbywhoeither have direct

experience leading an international trip witlesta nor have traveled on an BhBuld check with their
campu®Pean and VPand maye considered if they:

1. Are mentored by a LS@culty member on their campus who has previously led a program to help then
prepare for the trip.

2. Have 0s hadstueabraad @ograns C

3. Have an established relationship with a partnering organization in the destination country to help pre;
them and provide additional support while in country

Adjunct faculty may participate in a study abroad trip as a teacher af elass@n as an assistant but
may not be the faculty program director.

ONESTAR oM
lcou.qu
CYFAIR
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10.

11.

12.
13.

14.

15.
16.

17.
18.

Pagel

Faculty Program Director
Responsibilities

Works with supervisor and i develop ta specific
Study Abroad Program

Has overall responsitylfor developing the
programprepares a detailed itinerary, academic
program, brochure copy, budget, class amamje
accommodations and meals

Presents THECB forms, itinerary, academic program
and names of associated faculty to the appropriate Dean

for recommendation and collagee Presidentapprovaln a

timely manner

Verifies that a current syllabus for each course is on file with the Disaawvaildble for each student

After obtaining all approvals, presents the program application, itinerary, class maintenance forms fo
each course, completed budget, anchbrecopy tdhe department Deaand the Systef@ffice of
Intemational Programs.

Has the main responsibility to promote the program, with assistance from the Community Relations
Office and other faculty and assistgarticipating in the program

Collects applicatioasd payments for trip and places them iBtseness Office for safekeepig

050 account 0 colecting/apttipadepbsitsyandipaymehts &nd paying travel providers.
Sends applidahs and payments through secnad to travel company when sufficienokbments for

the courses exist

Verifiesthat all required risk management documents are completedsabdhited to Risk

Management.

Plans and conducts orientation sessionsdgrgm participants prior to departurdorms students of
Study Abroad Scholarship, collects applications, and submhsfréthe deadline

Provides a syllabus to the students for each course taught and submits grades in accordance with
standadl LSCprocedures and time schedules

Submits all required forms with signatures tbh3@nternational office

Completes and ensures all faculty traveling on the prograna at@ndatory 1B Risk Management
Trainng which typically takes place duttiregspring semester

Keepsaccurate financial records and all other records associated with the study program. Records w
be kept for three years.

Shall not act as indepentlagent while representing Li@ny aspect of the styslypgram

Conducts pst-departure orientation and submits yppegram evaluation in writitgythe Dean and

Vice President

Seves as a resource for other l€atployees who requéagbrmation about study abroad

Immediately after returning, the AgcBrogram Director mustform appropriate individualPean,

VPI, President, IFRisk Managementf their arrival, and provide a written recap of any events or
incidents while abroad, especiatigédirelated to student conduct

Oof 61 1211.14 IM
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2.3 Supporting FacultyQualifications and Regponsibilities

The supporting faculty recommended by the Faculty Program Director and the Desppeanked by the
Vice PresidenHe/shemust be SACS qualified to teach the assignedscourse

=

Prepares a course timeline for THECB; a syllabus, inddadimigg outcomes, to students for course
taught; and submits grades in accordance with the standprdde®idres and time schedules

Acts as Faculty Program Director when the FacultyaRrdgjrector is absent

Assists the Faculty Progr®irector wheaver appropriate

Actively promotethe study abroad program

Conpletes Risk Management Training

Accepts responsibilities as assignéabyltyProgram Director, including taking attendance and
handling disciplinary problems

Attends all orientation sesss

Shall not act anindependet agent while representing LiB@ny aspect of the study program

ok wn

© N

24 Program AssistantQualifications and Responsibilities

Is aLSCemployee

Compgetes Risk Management Training
Accepts responsibilities as assiggeatie Faculty Program Director

Checks participant sd ainhotls,dra otbeeresaences he bus,
Actively promotes the study abroad pog
Attends all orientation sessions

o ghwhE

25 Conduct Expectations for Faculty
Program Director, Supporting Faculty, and
Program Assistan(s)

All LSCemployees who are directly or indirectly involved in study
abroad must receive Risk Management training. This includes:

- Deans and staff advisors
- Faculty and assistants who take studentaroffus as parf their educational programming
- Staff responsible for collegihandling study abroad forms

Pagellof 61 1211.14 IM
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Safety

T
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Be a positive example as a representative @nd3@eJ.SA.

Provide a safe studiproadexperienceemail a detailed agenda veitlist of activities, corresponding
locations, and modes of transportation to the Office of Risk Management and campus administration
guidance on potential risk issdd€annanWeldon@LoneStar.eddoan.R.Murdoch@LoneStar.edu

Any subsequent updates to this agenda should be submitted to the Office of Risk Management and \
campus for additional review.

Comply with tle rules and regulations of LSC

Be available 24 hours g flar emergencies

Accompany participants on all scheduled portions of the study abgrachgrom departure to return.

Pay specifiattention to maintaining the pragrachedule

Keep safety a top priorityeepstudents aeast of concerns relating to the destination, and be aware of
anytravel warnings issued by the Department of Ratker students to titudent Study Abroad
Handbookfor personal safety information.

If a student is arrested abradolnategotiate release, represent at court, or paytcouat t or ney o
Contact IR Risk Managemeiaind your direct supervisaho will cetermine how to respond to the
incident and deter mi ne whet hlecal USembassi.incidény t he
occurs outside staaudl busiess hours, contact LEGpatch at 282905911. Do notepresent LSGr
yourself as an agdor the student.

Do noengage in illegal behavior with or without studsrisng so opens you up to liability.

Refrain from drinking or socializing with students. Try to sep=adémac and fraeme activities.

Inform students ofustoms restrictions and procedures

Health

= =4 =

Inform students of health concerns and issues that may arise while abroad. Refer stuSandgmd the
Study Abroad Handbodér health information.

Students must have health and travel insurance;aftirpeabram participants, including program
faculty, must purchatee LSQravel insurance plansurance policy informa, can be found otine

Risk Management website: Please refer to the travel guidelines on the Risk Management website for
information on completing required trefeemns:http://www.lonestar.eduiskmanagement.htrior
specific application procedures, contact Risk Management.

Facultyleadershould be aware of insurance magtegshow to respond in the event of an illness or
injury. Keep policy documentation and contact numbers accesslitienas and respond to a health

or travel issue within appropria@Cguidelineslit is recommended this information be reviewed again
prior to departure, to avoid delays in responding to an emergency.

Know and have accessibieergencgontacinumbes and the location(s) of local hospitals

Provide college officials with emergency phone nufobeech program location.

EMERGENCIES Assist students with medicaldseer emergency return passéigeealth issugan
accidentor serious incidentcurs, immediately notifgur campus supervisor, as wdPasdRisk
ManagementDuring off hours, or if unable to immediately make contact with either department
directly, please call Police Dispatch at System, @fieavill refer your call.

LSCPOLICE DISPATCH: 281-2905911

Pagel2of 61 1211.14 IM
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T
T

If the event involvesm@bentiapublic relations igdease make certain thandled by the appropriate
LSCindividuals. Starting Fall 2010, new travel procedures require that gpeoificnients be posted

in Share®int prior to leaving, so as to be accessible by Police Dispatch in the event of an emergency.
These documents are to be submitted to Riskgienemt for uploading onto Shaye®

Advise students to never pack prescriptionamned in checked luggage and carry a note from the
prescribing doctor explaining why the medicine is necessary. Also advise students to carry enough c
medicine to last the duration of the journey.

Advise students to be cautious of uncooked meatis, #nd vegetablesdencourage the

consumption of bottled water.

Inform students of recommended vaccinations.

Student Matters

T

= =4

Inform women, GLBTand multicultural/minoritgtudents of any cultural or social issues relating to the
study abroad disation. Refer students to theident Study Abroad Handbdokinformationon

what to expect and how to ded@h unwanted attention or stereotypes. If you need assistance advising
students onugh issueglease contact IP

Inform students of visa entry and exist requirements for the host chuatgstination country may
have different requirements for AAr8. citizens. Additionally, internationadesits may need to fulfill
certain requirements in order to be able-émter the United States. Therefore, research your host
count r vy 0 srequirementgnd adtify ioternational students of any additional requirements.
Pleaseontact IAf you have any questions on this topic.

Try to @commodat individuals with disabiliti@sddisclose anything about the program that cannot be
accommodated. Please be awaretti@t countries may not be as accesslilee United States, and

it is important for the student to be well informed of what is expédicyed. need assistance advising
students on such issugligase contact IP

Encourage all students to paragin the program with conduct that enhances the experience for all.

Speak to students about exchanging and obtaining currency on the program. Refer students to the
Student Study Abroad Handbdok tips

Speak to students about the best methods of communicating with home. Refer studghideatthe
Study Abroad Handbodér tips

Educate participants about the culture of the countrywihée visiting. It is wise for students to
understand customs, cuisine, mannera\amdll waypf-life before embarking on the program.

Informing studentef such things will help prevent misunderstanding and conflict.

Program faculty should capy@lonestar.edon all communicationith their campus armather LSC
departments for additional support.

3.0

Program Development

3.1Study Abroad Business Process Overview

Pagel3of 61 1211.14 IM
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See chart on next page.

Sudy Abroad Business Process

Complete THECB

Last week of
i September: Notifies of
Submission to THECB

Qurriculum & Instruction
conductsfinal review.
Forwarded to THECB?

Back for Review

| 2"Mondayof |
2™ Monday of 2 Tuesday of

CQurriculum &
Instruction

Pagel4of 61 1211.14 IM
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3.2Proceduresfor Implementing a Study Abroad Program

1.

2.

10.

11.

Pagel

Meet with IPto discuss and receive guidance to develop a study abroad program.

Make sure study abroad coursek&@andLowerDivision Academic Course Guide Manual
(ACGM)approved

Create an otgf-country itinerary that will meet the course objectives. Research extensively in books o
culture, history, politics, and literatfréhecountry to be visited. Research possible transportation,
accommodations, meals, etc.

Write a ongoage proposal justifying the proposed study abroad program, indicating country or countri
to be visited, courses to be offered, and ratidiagepropoal should be sent y@ur DeanYice
President olnstructionor persons designated by the LBE@d college Presidéot approval

Once approved at the college level, create a syllabus for each course to be taught abroad as well as
THECB Timeline/ContacHours document. Also complete @t-of-State Credit Course Request
(THECB Approval Formlrorm F-3 (see sample document&)checklist on completing the THECB
documents is also available after the sample documtbigrandboak

The faculty membés responsible for completing all forms necessary to receive THECRBlapprov
Presenthese documents to thempus Dean, Vice President of Instruction, and College President for
approval bfore forwarding to the LSC Office of International Progfi#s

Once approved at thenspus levekubmit the forms to the LSE Office by the due date (see section
3.3 Timeline to Develop a Credit Study Abroad Program)POffice will notify you when THECB
has approved the travel courses.

Attend a mandatory information sessiostdub by IFor program faculty to learn about the study
abroad scholarship and the program implementation process moving forward.

Wor k with the col hséffiectd sreat€ appropuiatei advgrtisétnentsa(flydrso
brochures, and newspapes)atiat emphasize the academic nature of the courses andihéerip.
artickes for submission to newspapers and submit to campus Community Relatiorrdl@#ictudy
abroad details on the collegesyslei s websi t es and triitle ®he LS8 dficer u i t
of International Programigll also assist with marketing and recruitment effoigatoying program
information orthe IPStudy Abroad website, creating systeta marketing materials, and conducting
student outreach effsrtHowever, its efforts Wibcus on marketindl programs offered through LSC

and cannot highlight only a specific program.

Begin conductingpformationsessionbeginning in Octobeldnform students ofhe Study Abroad
Student Scholarshiphe LSQOffice of InternationalProgramss available tattend information
ses®ns to discuss the scholarship requirements.

Collect deposits and applications from particip&pisak to your business office about the proper

procedures and handling methdfleny students were awarded schafzgstontat IPto coordinate
paymenand to provide a Release Memo

50f 61 1211.14 IM
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12.

13.

14.

15.

16.

18

Pagel

Do not send deposits orypaents to travel/program providerstil you have determined that the trip

has enough participartb be economically feasible. Try to negotiate refundable deyioits,is not
always possibldf. any portion of the prograreisindable, inform the studetibd=aculty can use the
templates provided in section&ndl input their refund policy per the terms of their programs.
Scholarship funds shouidt be put towards nemefundable deits and must be returned tanRhe

event of program cancellation. Any unreturned portion of an asdualadship (due to cancellation
fees,nom ef undabl e deposits, etc.)llegpust be rei mbu

Attend a mandatory & Risk Management Training which typically takes place during the spring
semester

Conduct meetings to prepatadents for travelirgnd studyingbroad Discuss packing, culture
customsand dangers associated walkidling abroad)iscuss academic expectations.

Collect all completeRisk Management travel forms from participants, check for compretikehree
(3) copiesand submit to department De&mail a copto Risk Managemen€arry the third set of
copies with you on your program.

See the Risk Management website for travel formsaawa@toryravelinsurance enrollment:
http://www.lonestar.edu/risknanagement.htm

Encourage students to obtaiternational Student Identity Cards

Make copies of the following documents to carry with you:

Copy of passports

Required RkManagement forms for each student. See the matrix in Section 6.1

Copies of stdeng dirline tickets

Itinerary

Contact information at Colledje, Risk Managemerdnd Dispatch

Risk Management Forms as outlined o®ffiee of Risk Management wehsiteese forms
arevery importanand should be loaded onto Lif€anet site preceding the spLSCPolice
Dispatch may access these in the eemt emergencyCheck with your LEO to determine the
administrators who should receive a copy of it. Includedns#s and telephone numbers at
the bottom of the form. Attach the official deyday final itinerary, which should include dates,
locatons, hotel addresses, and telephone numbers. Leave copies with designated administrat
and take a copy with you on the trip.

~oooTp
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3.3 Timeline and Checklist to Create &redit Study Abroad Progran016

Time Frame

Activity

Date
Completed

January to Heruary
2015

Faculty member works with dean, VPI, and campus Presid
to complete the camptsased proposal and approval proces
Use the standard proposal form, which includes rationale,
country, duration, course, €eaching arrangement, etc.

March 1, 2015

Deadline for approved travel proposals to be submitted to {
LSC System Office for Study Abroad.

March 2015

Faculty study abroad team completes sysi&rel approval
and coordination of ips.

April 2015

Faculty and campus administragavith approved ips are
notified.

Faculty member submits an agenda with a list of activities,
locations, and transportation plans to Office of Risk
Management. Any significant changes in travels plans mu
reported to the Office of Risk Managemeag,plans are
updated. JACannanWeldon@lonestar.gdu

Marketing planning begins.

May 1, 2015

Faculty member submits completed and carapwoved
THECB paperwork to the Study Abroad Office. (Check the
study abroad website for samples.)

May-August 2015

2016 Study Abroad promotional materials launched systen
wide.

September 2015

Faculty members hold information sessions with interested
students.
Promotion of tips continues.

October 10, 2015

October 31, 2015

Student scholarship applications due.

Students notified of scholarship awards.

November 30, 2015

Second round of scholarship proposals due (if funds are
available).

December 2015
January 2016
January 15, 2016

Promote programs anaiweduct follow up information session
as needed.

Any seconeround scholarship recipients are notified of
awards.

February 2016 Finalize trip enroliments and make determination on apg tr
to be cancelled.

March 2016 Begin sending payments to trayebviders.

April 2016 Complete orientation with students, ensure enrollment in sf
abroad course, carry out risk management trainings and
complete paperwork.

May-July 2016 Tripsoccur. Students and faculty complete program

evaluations at the end.
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4.0 THECB Application and CourseApproval Process

4.1 THECB Application Procedures

Review your proposed study abroad proposal and make suragateanc experience.

Each coursen the approwmain course invemtoof LSCand ACGM, is a part of an approved degree
or certification program, and is justified in terms of academic, cultural, or other resources available at the
specified location.

Instruction will conform to all relevant academic polidiéslasses wilboform to

workload and enrollment requirements, contact hour/credit ratio, and similar
matters.Courses will not offer credit for activities undertaken primarily for travel, recreation,
or pleasure.

Checklist for Developing a Study Abroad Program

Complete a onrpage proposal outlining the proposed progpayaur Dean, VPI, and college
Presidentor approval before completing gteps below

Annotated List of New Out-of-State and Out of Country Courses ForifTexas Higher Education
Coordinating Board Approval Fotr#i)Please note. You may only i@ one country per form. You must
complete a separate form for each country you plan to visit during your prograi®8ee THECB document
Packet Checklist)

Create a timeline of the itinevatly contact hours clearly descril{ee Sample documefits
THECB Document Packet Chechlist

Provide syllabus ofhe course with course requirementsagsgssment outcom&ee Sample
document® THECB Document Packet Chechlist
Submit all documents to the Dean, International Edugaéotw (if you have ongjor approval.
Once approved by the Dean, forward the documents ce@resident for Instructidor
approval
If approvedby the Vice President, forward this informatoyour college President for approval
Once the above steps have been comgheadid/ouentireproposalvith approvalso the LSQOffie
of International Programs (IP) i first Thursday of SeptemberIP will review the proposal and
submit it to theOffice of Curriculum Instructioior final review and submission to the THECB for
approval.

* Please note that the course title and description must match what is written in the course catalog. Faculty
cannot change the title of the course and must use the course deasiigsdted in the cataldgt may add

to it. Faculty must also list the Learning Outcomes as they are written for that course verbatim, but a faculty
add as many learning outcomes to that approved list as they deem appropriate. Pleas€corssllt the
Descriptionsvebsite for #ist of minimum Learning Outcomes designated for your course.
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IP highly recommendboroughly readinitne FacultySudy AbroadHandbookandstudy abroad timelingsee
Sanple documentslt contains important information and resources that will be useful when planning a study
abroad program.

Faculty may only offer one course per minimester. Students must attend one week of class per credit hour.
a three credit howourse must meet for a minimum of three weeks while incorporating the contact hours
required of a three credit hour course in a full semester. In order for extracurricular activities to apply as a
contact hour, the activity must be applicable to coussgiobg. Example: An Art Appreciation class touring

the Louvre or a Nutrition class learning how to make traditional pizza margherita.

Pagel9of 61 1211.14 IM



VA LONE STAR

/( COLLEGE = Faculty Study Abroad Handbook
42 THECB Certification Form

TEXAS HIGHER EDUCATION COORDINATING BOARD
Annotated List of New Out-of-State and Outof-Country Courses

Institution Date

Course Number and Title Destination and State/Country Code
Length of Course in Approx Dates of Travel SCH Contact Approval No.
Number of Weeks Hours Assigned

Objectives of Course

Rationale for Travel

CTC Onlyd If this course is taught by adjunct faculty, describe the godlifieations of personnel to be employed at thef-@tiate site:

Institution Date

Course Number and Title Destination and State/Country Code
Length of Course in Approx Dates of Travel SCH Contact Approval No.
Number of Weeks Hours Assigned

Objectves of Course

Rationale for Travel

CTC Onlyd If this course is taught by adjunct faculty, describe the unique qualifications of personnel to be employefistatheiteit
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10.

11.

12.

13.

14.

TEXAS HIGHER EDUCATION COORDINATING BOARD
Certification Form for New Out-of-State and Outof-Country Courses

All students enrolled will meet institutional standards for admission and will be actually admitted to the instéudfon, or on
the participating institutions in an approved Texas Consortium.

All students entled will pay the appropriate tuition and fees for their residency category. Financial aid will be available to
students registering in foreign classes on the same basis-aarfgumstudents.

Instruction will be provided by faculty of the institutioa consortium institution and will be supervised and evaluated
according to institutional policies. Exception will be made only to take advantage of uniquely qualified persannel at the ol
of-state location.

Each course is on the approved main caavsatory of the institution, is a part of an approved degree or certification
program, and is justified in terms of academic, cultural, or other resources available at the specified location.

Instruction will conform to all relevant academic poligiéslasses will conform to workload and enrollment requirements,
contact hour/credit ratio, and similar matters.

Courses will not offer credit for activities undertaken primarily for travel, recreation, or pleasure.
Minimum enroliments will conform tilee same standards applicable were the class to be offered on campus.

Multi-course offerings will meet the standards and criteria outlined in Notification and Approval Procedures Distance
Education and Of€ampus Programs and Courses approved by thdir2dioig Board in October 1999.

Advertising and marketing for aftstate and foreign classes will emphasize the instructional nature of the classes, and not
create the impression that they are primarily-toeditivel experiences.

Faculty and staifill not realize unusual perquisites or financial gain for teachirfigstaté or foreign classes.

Except for funds specifically appropriated for international activities (e.g., state incentive progranyss, &thg|stidte
funds will not be usddr faculty or student travel, meals and lodging, or other incidental expenses.

Free tickets for travel, accommodations, or other expenses provided by travel agents, carriers, or hotels wiktie used in di
support of the instructional program andmutlbe used as gifts to faculty, staff, or their families.

State funds will not be used to offer courses or credits by instructional telecommunications to reception sites outside state
boundaries and will not be submitted for formula funding.

All courss offered in a shortened format will consist of the same number of contact hours, net8\aly éaurses

offered in a regular or summer session. Students will not carry more courses at a time in a shortened format than will giv
them total credit ofree semester credit hquer week of instruction. (CB Rules 4.6): dPrgosttravel class sessions will be
scheduled to attain the required minimum length standard.

Signature of Chief Academic Officer Date

Institutio n

Page2lof 61 1211.14 IM



VA LONE STAR_

/( COLLEGE = Faculty Study Abroad Handbook
4.3 THECB Sample Forms

TEXAS HIGHER EDUCATION COORDINATING BOARD
Annotated List of New Out-of-State and Outof-Country Courses

Institution Date
Lone Star CollegeKingwood 7/6/2011
Course Number and Title Destination and State/Country Code
ARTS 1301 Art Appreciation Italy 560
Length of Course in Number d Approx Dates bTravel SCH Contact Hours | Approval No.
Weeks May 195 May 31, 2012 57 Assignedleave blank)
3
3

Objectives of Course

Identify the elements and principles of design and works of art throughout history and across cultures.

Identify contemporary and traditiomedia in the visual art and explain basic techniques.

Visit actual or virtual museums and galleries to increase exposure to art.

Student is to produce at | east one piece of art work i

Each student must produce a writassignment demonstrating personal understanding of artistic principality and elements of
either a historical or contemporary piece of art work.

Describe process of making art through the historic and cultural influences on the artist.

= = =4 —a —a 9

International/Cross Cultural Outcomes

1  Torecognize and appreciate the aesthetic, moral, and intellectual values of the art of the European Classical @rngek and R
Medieval, Gothic and Renaissance periods as highlighted in the cultures and artwork of Italy

To recognize some of the major themes in the art produced by the major Italian cultures.

To view original works in the context of internationally renowned galleries and museums in Florence, Rome, Vatiema Gtgha
To understand the work of atf by visiting the homes and local workshops in the Umbrian region of Italy.

To increase intercultural competence through travel, interaction with others, and discussion of intercultural t@piestdnentyee
time and organized outings and gliders.

= =4 =& —a

Rationale for Travel

This course is designed to develop an understanding and appreciation of Western art and its production as it ha&reigqlhityddrom
Modernity. Much of the development of western art has been based on Greek andBelmaBtudents enrolled in this course will have the
opportunity to visit important cultural sites in Rome, Assisi, Siena, Orvieto and Florence which have figured pemtriigtotly. Wisiting sites
and museums that focus on the cultures fromi&tfRome, Greece, Early Christianity, the Renaissance and the Baroque will enhance thg
experience by providing personal opportunities to scrutinize the visual elements of artwork and to immerse thehisevesithteareas.

Also, therewill be a learning component stressing the historical content of ceramics and its production which students wlhirexpghrience t
visiting local ceramic workshops highlighting indigenous materials and techniques and visiting museums with stitemioasamic ¢

Furthermore, traveling abroad will enlighten the students to the similarities and differences between the variduhelbwes an

CTC Onlyd If this course is taught by adjunct faculty, describe the unique qualifications of peisoengbloyed at the enftstate site:

This course will be taught by two-firle faculty members. One faculty member is Associate Professor of Art History/Art Appreciation wt
conducted two previous Study Abrogasto Italy through LS&ingwood bllowing a similar itinerary and course outline. The other faculty
member is Professor of Ceramics as well as Art Appreciationkihg®God.
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Courseltinerary Timeline Sample
ARTS 1301
ART APPRECIATION
STUDY ABROAD 2012

Online instruction prior to travel
Date Course Assignments Contact Hours

Introduction to the course.

Professor 1: Chapters 34: The Language of Form (elements of art and princiy

5/14 design), The Influence of Context 4

Professor 2Vhat is Art? Which is Art?

Chapters 1@ 12 Prehistory through Classical Era

Professor 1Discussion Topic 1

Chapters 5 & 8: Foundation of the #imensional arts, Foundation of the thre

dimensional arts

Ceramic processes and techniques: Demonstrations, student participation ang

lectue/video material covering wheel, coil, slab and mold processes with the ir

of monochromatic, polychromatic and raku glazing techniques. Also, clay bast

decoration will be explored

Creation of a pinch pot

Professor Discussion Topic 2

Chapters 18 14: Early Christian to Baroque

Exam I: Chapters-# online by 9pm

Professor 1: Discussion Topic 3

History of ceramics and its functions throughout history and cultures with a

on Minoan, Greek, Etruscan, Roman and contemporary Italianesxampl

Professor Discussion Topic 4

Chapters 16 16 Baroque to ¥century art

Exam II: Chapters 5 & 8 online by 9pm

Professor IDiscussion Topic 5

Emphasis on the processes/techniques and ceramic objects from cultures wit

Etruscan, Roan and Greek (wheel, coil and mold processes with a focus on M

(indigenous to Umbrian region of Italy), red, black and white glazing technique

Glazing a piece of pottery using the Majolica technique

Professor Discussion Topic 6

Chapters 13 18 20" century

Exam IlI: Ceramics online by 9pm

5/18 Professor 1Student Presentations 4

Professor 2Student Presentations

5/15

5/16

5/17
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Instruction during travel

Date

Location and Course Assignments

Contact Hours

5/20

Bus tour of Rome focusing on the higtand content of various historical sitek.n t
Outcome: To recognize and appreciate the aesthetic, moral, and intellectual valu
European Classical (Greek and Roman), Medieval, Gothic and Renaissance peri
culures and artwork of Italy)

5/21

Guided tour of St. Peterds Basilica,
Sistine Chapel. Students will apply the terms from the elements of design and pri
art while viewing artworks in ordeuttderstand the cultural releva@eitconmleentify
the elements and principles of design and works of art throughout hisi¢Guacohae)
Visit actual or virtual museums and galleries to increasge exposure to art.

Student engagemanith artwork suitable for completion of Stylistic Analysis work
(Outcome: Each student must produce a written assignment demonstrating perso
principality and elements of design in either a historical oe cbrie¢mopkary piec

Opportunity to locate elements for Architectural worksheet.

5/22

Assi si: St . Francisdé Basilica.

Students will have the opportunity to discuss with each other the historical and st
qualities of the basilica and its interior ddoar§Outcomldentify the elements and pr
of design and works of art throughout history andg across cultures.

Student engagement with artwork suitable for completion of Stylistic Analysis wo
(Outcome: Each student must produassignritesnt demonstrating personal underst
artistic principality and elements of design in either a historical or contemporary f

Opportunity to locate elements for Architectural worksheet.

5/23

Assisi: Walking tour focusing Boman ruins and their historical confext.n t o |
To recognize and appreciate the aesthetic, moral, and intellectual values of the &
Classical (Greek and Roman), Medieval, Gothic and Renaissance periodgagsig
and artwork of Italy)

Opportunity to locate elements for Architectural worksheet.

5/24

Assisi: Free Day.

Students have the opportunity to navigate the town of Assisi on their own, abide

customs and interact with local shopkeepers ndveaers.l(nt 0 | Out cor
intercultural competence through travel, interaction with others, and discussion o

travel time, free time and organized outings and guided tours.)

5/25

Visit ceramic studios in GubbiodaDeruta. Students will have the opportunity to vis
working ceramic studios that feature works and technigues indigenous to the are
were introduced to students during instruction prior to travel, meet with local artis
witness the persorehd commercial production of ceran{i©sitcome: Identify contem
and traditional media in the visual art and explain basic techniques.)(Outcome: D
making art through the hi st oiaunderatand th
work of artists by visiting the homes and local workshops in the Umbrian region @

5/26

Orvieto: Guided walking tour of Orvieto featuring the Gothic Cathedral and the CI
Fausina Museum which features ceramic work@reece, Etruria and Roman empirg
explored through lecture material during instruction prior to (@Quetome: Identify

contemporary and traditional media in the visual art and explain basic techniques
actual or virtual museunalandgto increase exposyfe torart. & | OQutcom
appreciate the aesthetic, moral, and intellectual values of the art of the European

Roman), Medieval, Gothic and Renaissance periods as highlightearfwdnk oliltahg
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Student engagement with artwork suitable for completion of Stylistic Analysis wo
(Outcome: Each student must produce a written assignment demonstrating persq
artistic principality and elementsroéilesiga historical or contemporary piede of art

Opportunity to locate elements for Architectural worksheet.

Siena: Guided walking tour of Siena featuring the major historic sites.
(I'nt 8l Outcome: To crmomlpagdintelieetuabvaluks odthepy
European Classical (Greek and Roman), Medieval, Gothic and Renaissance peri

cultures and artwork of Italy)

5/27

Siena: Siena Cathedral and Mugg&wicome: Visit actual aalvirtuseums and gallg
increase exposure to art.

Student engagement with artwork suitable for completion of Stylistic Analysis wo
(Outcome: Each student must produce a written assignment demonstrating persg
artistic peipality and elements of design in either a historical or contempqgrary pie

5/28

Opportunity to locate elements for Architectural worksheet.

Florence: Guided walking tour of Uffizi Galerie and local marketplace.

Students will view angidrn the context of significant Renaissance masterpiatéds.q
Outcom€o recognize some of the major themes in the art produced by the major
To view original works in the context of internationally renowned galler@e@ece mu
Rome, Vatican City and Siena, Italy.

To increase intercultural competence through travel, interaction with others, and
topics during travel time, free time and organized outings and guided tours.)

5/29

Student engagementiwartwork suitable for completion of Stylistic Analysis worksk
(Outcome: Each student must produce a written assignment demonstrating persg
artistic principality and elements of design in either a historical of esiesriporary

Florence: Guided walking tour of Florence highlighting the major piazzas, palazz
religious buildings of the Renaissance péribddutcdrhe: To recognize and appreci
aesthetic, moral, and intellectual valuektbétRerapean Classical (Greek and Romg
Medieval, Gothic and Renaissance periods as highlighted in the cultures and arty

5/30

5/31 | Leave for Houston IAH

Upon return

Date Course Assignments Contact Hours
Final Meeting with presetiten of journals and reflections of course and Study|
Abroad trip(Outcome: Student is to produce at least one piece of art work in
instrufrtords choice.

TBA

Total Contact Hours 57*

*Note: The minimum number of contact hours for this pdaictourse is 48hisclass schedule surpassed this requirgrhitt is
acceptable
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Sample Syllabus
ARTS 1301
Art Appreciation: Study Abroad

PROFESSOR;(Infbrmation has been removfedsanple purposes)
OFFICE: (Information has been rentiefadsaynple purposes)

PHONE: (Information has been remofadsayriple purposes)

OFFICE HOURS: (Information has been remof@ddayriple purposes)
E-MAIL ADDRESS: (Inbrmation has been remoeddaniple purposes)

PROFESSOR;(Infomation has been removet bgitiple purposes)
OFFICE: (Information has been removeddanple purposes)

PHONE: ( Information has been remoYedsayrifle purposes)

OFFICE HOURS: (Information has been removeddanple purposes)
E-MAIL ADDRESS: (Information has been remofeaddayrifle purposes)

NOTE: Professor Names in the daily schedule below have been replaced witosafeskopirpases by IP

l. Textbooks:
Responding to Art: Form, Content and Context
Robert Bersson
Published by McGraill
Available at the LSKingwood Bookstore

Travel Guide of studentds own choosing

Il. Catalogue Description and Rationale: 3 credit hours

Arts 1301s an introductory course that studies the visual am(parchitecture,sculpture, and crafts) through an exploration
of their purpose and processes. Occasionttld tipsare required. This course is for-n@jors and art majors or minors who
have little or no background in art.

Prerequisite€ENGL 03050r ENGL 0365andENGL 03070r 0375, ORnigher level course (ENGL 1301) OR
placement by testing.

. Attendance and Makeup

1. Class attendance for this course consists of participating ktoafdaeeorientation, participation in studgmto
travel, travel abroad and punctual attendance at all group events while abroad.
TARDINESS: If a student is consistently late while on the tour, causing others to wait and the tour to be off
schedul e, the student dstergradede wi | | be penalized on

2. Late work will not be accepted.

LEARNING OUTCOMES FOR ARTS 1301:

Upon successful completion of the course the students will be able to:

Identify the elements and principles of design and works of art throughout history and across cués.

Identify contemporary and traditional media in the visual art and explain basic techniques.

Visit actual or virtual museums and galleries to increase exposure to art.

Student is to produce at | east on®chgce.ece of art work i

Each student must produce a written assignment demonstrating personal understanding of artistic principality and
elements of design in either a historical or contemporary piece of art work.

91 Describe process of making art through the historic ahcultural influences on the artist.
Page26of 61 1211.14 IM
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Other study abroad outcomes and activities:

1  Torecognize and appreciate the aesthetic, moral, and intellectual values of the art of the European Classical @Bjeek and R

Medieval, Gothic and Renaissance persokigllighted in the cultures and artwork of Italy

1 To recognize some of the major themes in the art produced by the major Italian cultures.

1 To view original works in the context of internationally renowned galleries and museums in Florence, Roritg avidtican C
Siena, Italy.
To understand the work of artists by visiting the homes and local workshops in the Umbrian region of Italy.
To increase intercultural competence through travel, interaction with others, and discussion of intercultural topie$ during t
time, free time and organized outings and guided tours.

f
f

Judith WatsonCounselor for Arts and Humanities, is available in LIB 222A to assist you in meeting your acadesi€ar#identiahd pers
counseling services are avaifaiiterbgra to help you overcome academic and personal challenges, make career choices; plan you
understanding. To schedule an appointr3&2164lb 28maildith.watson@ébar.edu stop by LIB 222A
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TENTATIVE COURSE ASSIGNMENTS
Instruction prior to travel: May 149 May 18, 2012

Day 1: Professor 1: Chapters-#: The Language of Form (elements of art and principles of design), The Influence
of Context

Profesor 2:
What is Art? Which is Art?
Chapters 18 12 Prehistory through Classical Era

Day 2: Professor 1: Discussion Topic 1
Chapters 5 & 8: Foundation of the fimensional arts, Foundation of the
threedimensional arts
Learn cemaic processes and techniques through demonstrations, student
participation as well as lecture/video material which will focus on throwing
using the wheel, coil, slab and mold processes as well as monochromatic,
polychromatic and rakiage techniques. Also, clay based surface
decoration will be explored.

Creation of a pinch pot
Professor 2: Discussion Topic 2
Chapters 18 14: Early Christian to Baroque
Day 3: Exam I: Chapters-# online by 9pm
Professor 1: Discussion Topic 3
History of ceramics and its functions throughout history and cultures with
a focus on Minoan, Greek, Etruscan, Roman and contemporary Italian
examples
Professor Discussion Topics 4
Chapters 16 16 Baoque to 19 century art
Day 4: Exam II: Chapters 5 & 8 online by 9pm
Professor IDiscussion Topic 5
Emphasis on the processes/techniques and ceramic objects from cultures
within Italy: Etruscan, Roman and Greek (wheel, coil angnocddses
with a focus on Majolica (indigenous to Umbrian region of Italy), red, black
and white glazing techniques. Lecture/Video based.

Glazing a piece of pottery using the Majolica technique

Professor Discussion Topic 6
Chapers 10 18 2@ century

Day 5: Exam 1lI: Ceramics online by 9pm

Professor 1Student Presentations
Professor 2Student Presentations
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Instruction during travel:

Faculty Study Abroad Handbook

Lectures and guided tours of architecture and museums in Rome, As$isviSiersand Florence

Sites to be visited:

Rome- Spanish Steps, architecture by Borromini, fountains by Bernini, Trevi Fountain, Pantheon, Forum,
Trajands Column, Coliseum, Vatican City with St
Roman

Asssid Temple of Minerva, Roman ruins, Basilica di S. Francesco, Basilica di S. Chiara, local ceramic
workshops

Siena- Siena Cathedral and Cathedral Museum

Orvieto- Orvieto Cathedral and Museo Claudio Faina

Florence Palazzo Medici, Florence Cathkaind Baptistry, Piazza Sigornia, Casa di Dante, Orsanmichele,
Santa Croce, Santa Maria Novella, Santo Spirito,

Uffizi Gallery
Galerie Academia

Assignments prior to travel:

Exam |: 50 points

Exam Il: 50 points

Exam IlI: 50 points (ceramic cent)

Project: Construct a pinch pot using majolica technique of decoration.
50 points

Student PresentationsStudents will choose an example of architecture from the aforementioned list. The
student will research and present@2bminute talk otheir specific building. Included but not limited to will

be information regarding unigue construction techniques, function, cultural, social and political significance,
a stylistic explanation. Students will need to provide images in a poweratirooutline of their lecture

must be provided to their classmates. 50 points

Student Written Assignment: Students will research one of the three ceramic workshops in which we will
visit during our trip. In a2 page essay students will explain tleegses of the workshop, the history and any
other pertinent information. This information will be presented 2@ dfnute presentation. 50 points

Discussion Topics:Students will be given 6 discussion topics to aid in developing a meaningful dialogue
between themselves, the chapter material, and the personal exppegsedegics are meant for them to

think about art related topics or other cultures and how they relate to our culture and society. We all have
different perspectives on issues affidrdnt ways of seeing and understanding. This is our opportunity to
learn about these differences and similatifie8.=60 points

Assignments during travel:

Page29of 61
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Throughout your trip to Italy, you will maintain a daily account of your experiences, vistsjsitghés)d

any other sensation that has made an impression on you. You will also keep print souvenirs (receipts, napki
phamplets, etc.) and tape these into your journal. Make this journal as detailed as possible. It will be a treast
item years fromaw as you recall your trip. Also, be creative. This is your journal for you, friends and family.
You will turn this in to me upon return back to the States. 100 points

This assignment fulfills Outcome: Stnddutésableast onegiiewdrof i N any medi a of i ns

Architecture Identification: | will provide you with a list of architectural terms. You must define them and list
a visited building in which it was present. 25 points

Stylistic Analysis: | will provide you with worksheet in which you must relate the principles and terms of
design to a twdimensional and threlmensional art piece that you will see while in Italy. 25 points.

All worksheets must be included within your Sketchbook when submitting it for grading
GRADE SCALE: grading is based on the accumulation of points.
5100440 = A; 439369 =B; 368298 =C; 296227 =D

THIS SYLLABUS IS SUBJECT TO CHANGE. EXAM SCHEDULE IS SUBJECT TO CHANGE. IT IS THE RESPONSIBILITY
OF STUDENTS TO MAINTAIN CONTACTWITH THE PROFESSOR TO DISCUSS PROBLEMS AND/OR ANY CHANGES
TO THE SYLLABUS.

Lone Star Collé¢gengwood provides an Academic Support Center. Please call xtn 1439 for services and hours. | bighlpyecomme
their services espe@aliyniting papers.

Course Policies
It is the student's responsibility to determine whether dropping the class
would be in their best interest.

Attendance Policy:You are allowed three absences (no questions asked). Upon the fourth and sulssegesnbagibints for each
absence will be deducted from your final cumulative points. If you leave 15 minutes or earlier prior to the endwifl tlass, you
counted as absent.

Plagiarism: You are not allowed to copy sentences verbatim and preseastiieur own. Changing one or two words within a
sentence does not constitute a newly created sentence by you. You are not allowed to have another individual aontribute to yc¢
assignments. A grade of 0 will be assessed to those assignments in aiisoh fpdesgbeen determined. If you have any questions
regarding this topic please feel free to contact me prior to the submission of your assignment.

Cheating: The use of material or aids not approved for examinations or quizzes constitutes cheatimgpré&urelying on any
intelligent source not your own will be regarded as cheating. A grade of O will be assessed to those exams orgeliezsg whic
has been determined.

Refer to your catalogue for the appropriate process forisqmpeatihgadipipdecision.

ADA Statement:
0 L SsQledicated to providing the least restrictive learning environment for all studemitsmb®€ equity in academic access
through the implementation of reasonable accommodations as required byfidwal/Behabilitation Act of 1973, Title V, Section
504 and the Americans with Disabilities Act of 1990 (ADA) which will enable students with disabilities to partidieaifiin and
fromallposs econdary educational lgiblefgrraccomsnodatiord stadents withidisabilgies mast be T o
registered with the Disability Services office here on campus. Please contact Lee Ann Coulson Liebst, Disabilitys8kmyices Co
2813121453, room 116 in the Student Fine Arts Buildingn&&ding and Advising Office).

Emergency Notification:
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Lone Star ColledeSQ is committed to maintaining the safety of the students, faculty, staff, and guests while visiting any of our
campuses. Sh#p://www.lonestar.edu/oerfor details. Registerlatp://www.lonestar.edu/12803.htto receive emergency
notifications. In the ent of an emergency contact [FRilice at (281) 28911 or X5911.

LSC Catalog:
http://lonestar.edufsaisilog.htm

Wart to know your learning style? Do you learn better with notecards and outlines or would you rather have a movie? How abo

graphs and facts? Find out at this website.
Barsch Inventory: ww2.nscc.edu/gerth_d/AAA0000000/barsch_inventory.htm#reset
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4.3 Sudy Abroad Texas Higher Education Coordinating Board (THECB)
Document Packet Checklist

The checklist below is a tool for faculty interested in offering a study abroad program for preparing their THECB documents.
General
Program has been approved Hiege leadership (Dean, VPI, College President)

Program facultgre fulitime faculty members unless otherwise approved by college leadership (Dean, VPI, College
President)

Required Document 1: Course Timeline/ltinerary

Course number matches latessiearof the course catalog. The catalog is availatife/Aww.lonestar.edu/Ises
catalog.htmPlease note there may be an addendum available on this page as well. The latest informatigedhould be

Course name matches latest version of the course catalog. The catalog is hitpifAblevatonestar.edu/Ises
catalog.htmPlease note there is an addendum available on this palgd s la&dst information should be used.

Length of course (number of calendar weeks), is equal to or greater than the number of credits awarded. For programs
more than 1 required course: The course length, in calendar weeks, is equal tthanglreatetal number of credits
awarded (For example, at least 6 weeks for 6 credits awarded)

Classes meeting faodface have activities listed by day (if exact dates are unknown, dagtt,rday Be used.)
Online class meetings at any podfioite or after travel are noted as such
For programs with more than 1 course: Contact hours for each course are listed individually.

Each course on the program meets the minimum number of required contact hours individually. The number of required
contact hours can be calculated by multiplying the number of weekly lecture and/or labtheuegidar fae-to face
LSCcourse by 16.

Program activities (i.e. fielghg site visits, volunteer wostgc) counted towards contact hours are tie# tiathe course
through specifieequired assignments/academic activities during the specified time period (i.e. journal entries, worksheets,
group discussiagic). These assignments should be noted in the timeline

Assignments, lectures, labs couttedrds contact hours specify topic

Contact hours earned through lectures are realistic and documented by giving details regarding in class assignments, gL
activities, journaling, etc.

Required Document 2: Syllabus

Course number matches latessioga of the course catalog. The catalog is availbtife/Aww.lonestar.edu/Ises
catalog.htmPlease note there may be an addendum available on this page as well. The latest informatieseshould b

Course name matches latest version of the course catalog. The catalog is httpifAblevatonestar.edu/lses
catalog.htmPlease note there may be an addendum available on thisvpelg€l he latest information should be used.

Course description matches the latest version of the course catalog. The catalog is available at
http://www.lonestar.edu/lsesatalog.htmPlease netthere may be an addendum available on this page as well. The latest
information should be used.
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Course prerequisites match those listed in theviattsisin of the course catalBtease note: The prerequisites listed for
courses in iStar may notdmrect due to programming issues therefore the catalog should be consulted. The catalog is
available dittp://www.lonestar.edu/lsesatalog.htmPlease note there may be an addendum availabtepagthas well.

The latest information should be used.

Objectives | isted in o0objectives of coursedé section m
being offered. These can be founilttgat//lonestar.edu/classearch.ntomnder o Br owse Learning O
selecting your subject. Faculty can add to these objectives but not remove anything.

00Objectives of Cour s e éeuliuraltedrningutcontes)eof the maurse(sh(ia dbtheoworald, Whatiso s
the benefit of having the course/portion of the course abroad?)

For programs with more than 1 course: 0Objectives of
take both courseor can enroll in just one.

Activities and assignments listed on the syllabus correspond and are identical to those listed on the timelinedpr the same

Required Document 3: Annotated List of New Outof-State and Outof-Country Courses P page documet-aka O THECB

For mé)

One form per country visited is completed if program travels to multiple countries

Course number matches latest version of the course catalog. The catalog is httpilAbigvationestar.edu/Ises
catalog.htmPlease note there may be an addendum available on this page as well. The latest information should be use

Course name matches latest version of the course catalog. The catalog is bitpifAblevatonestar.edu/Ises
catalog.htmPlease note there may be an addendum available on this page as well. The latest information should be use

Course length (in calendar weeks) is consistent with timelipkedud s
Approximate dates of travel are consistent with timeline and syllabus
Total contact hours are consistent with timeline

Objectives | isted in o0objectives of coursedé6 section m
beng offered. These can be foundtgi://lonestar.edu/classearch.ntimnder O0Br owse Learning O
selecting your subject. Faculty can add to these objectives but not remove anything.

00Objectives of Cour s e 6ceuliuraltedrning eutconte(@) ofithe toarse(sk(ln otleemvwerds, wehat & s
the benefit of having the course/portion of the course abroad?)

For programs with mor e t h aaion tleadyndicatesawhether@toderdsarte reguaes too f
take both courses or can enroll in just one.

0 CT C da&fitHisyourse is taught by adjunct faculty, describe the unique qualifications of personnel to be employed at
theoutof-s t at e mplete@fdr progsamsded by an adjunct faculty member

Signature and date on page 2 of -of-State adddetfiGroeunntt royCa@ ot ui rfsi e
left blank. This page will be signed by the Vice Chancellor for Academicaftiéai@urriculum & Instruction has
completed a final review of the documents.

The guidelines above address common necessary changes/corrections to the study abroad propBdalsasioionGeddiodkiadrexas Hig
Board (THECB). This lightended to assist faculty in preparing their proposals but is not exhaustive. Proposals are sulvject to final r
& Instruction as well as THECB.
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5.0 Program Implementation: Pe-Departure Trip Planning

5.1 Study Abroad Considerations

Follow all procedures as indicated through iStar and other associated processes.

Study Abroad ippsrequire planning for a variety of situations:
orientations

emergency action plans

travel planning

substance use/abuse

accommodations (ADA, hotels, etc.

disease

political issues

food/water, weather, and other emergencies

= =4 4 -8 4 -8 -9 -9

Please refer to the figume the next page to review type of incidents that may affect your plans. If needed,
please seek further counsel for any situations that make you feelrtatdemfo
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Snake Bite
Disease
Physical Risks

ﬂ

Tropical Locations

Insect Bite
Parasitic Infection
Known Threats
Inner City
Police/State Advice
Taxi/Auto Rental
Buses
Rail

Known Threats
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Past Incidents

Expectations

Faculty Study Abroad Handbook

All Students Read Documentation

All Students Sign Release Forms

All Students Attend

\ Orientation

Good Communications /

Water Sports

Hazardous Recreation

Climbin
2 Personal Health Issues

Night Life

Past Incidents
Recent Disturbances

Area of City/Town/Village

Personal

Sexual Harassment Safety
Excursions

Travel On-site
City Travel

Drugs
Alcohol Substance Use/Abuse
Local Laws
Severe Weather
Emergency Procedures

- Shelter In Place

Fire Exits Accomodations

Emergency Procedures

Disease

Victim of Crime
Local Medical Care

Travel Interruption

Accident

Emergency Action Plan Contacts/Agreed Action

Injury

Arrest/Detention

Political/Civil Unrest
Abduction

Emotional Support Plan
Past Incidents

Published risks
Remediation

Food/Water

Street Vendors

Water
Rail

Travel Buses

Airport
Foot Travel

Terrorism

" Anti-USA sentiment
Political Issues

Anti-Western sentiment

Cultural behavioral
norms

Racial/Gender
Discrimination

Vaccination Required

Past Incidents

Specific Threats Kidnapping

- Evacuation

Earthquake
Procedures

Home Stay

STDs Crime and Violence

Pollutants/Allergens

Medicines/Medical Treatment
Required
Avoidance Procedures

Remediation
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5.2 Temporary Living Arrangementsand Meals

Living arrangements abroad should be a very important aspect of planning a study abroad program.
Location, safety, and price should alwayspbénkaind when makingchoice for students. If you plan to
assign roommates, make sure your students are well matched and comfortable with the arrangements.
students the opportunity to request a single fiopossible.When planning meals, make sure you do your

homewok.

Things to consider:

A Hotels are often used in study abroad programs with extensive travel. It is not uncommon for
programs to have a week in a hotel and then combine another style of accommodation (such as
home stay, dorm, etcake sure the studerdre comfortable with their chosen roommates and
discourage students from inviting strangers or-aeglyred friends back to their roordgst as
programs differ, hotels can differ. Here are some common styles of hotels:

o0 Bed and Breakfastsare oftendcally owned and operated in a community. They tend

to feel very homkke and offer a limited number of available rooms. The rates can
vary, but can sometimes be less expensive than traditional hotels. It is wise to do
research on bed and breakfast$,campare
rates.

Hostels are often inexpensive, student
frequented, and informal. You will find
yourself surrounded by a variety of traveler
from around the world, and can pickipg t
and friendsipsalong the way. The
atmosphere of a hostel can baey

different than a traditional hotel, so it is
important to understand the differences
before booking. A hostel usually has shared

rooms, bathrooms, and kitchen amenities. A

lodger will rent a bed and may find they are sharing a room wétl arcamesex

crowd. In some hostels, private rooms may be available as well as lockers to store
belongings you do not wish stolen. Hostels vary in quality and price and it is best to
research before booking or rentingch déstaying in a hostel, studemilt need to
bringbed linens oasleeping sack, as well as shower shoes.

o Traditional Hotels can also vary in quality and price. Lodgers usually have private rooms

Page36of 61

and showers. When traveling abroad, you may find familiar international chairys or locall
owned establishments. Take advantage of provided safes for safekeeping of documents.
Research your choices and make an informed decision.
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Dormitories vary by institution and often provide an affordable way to study abroad if
staying in one locatiobormitories can be great for making friends, arranging study
sessions, and staying cohesive as a group. If staying in a dormitory with local or
international students, this can be a great opportunity to broaden your hatiars an

the local languag A studentnay be sharing a room or bathroom with more than one
person(s), and it is best to dischediving arrangements before the program. Advise
students to keegoors locked and bring items not provided by the dorm (shower shoes,
soap, linengtc.). Make sure the students are comfortable with their chosen roommates
and discourage students from inviting strangers oramyuiyed friends back to their
rooms.

Home staysare a wonderful way to ledonal culture and language. Studeilitsften

be assigned to a family based on personal preferences and become a member of that
householdor a specific period of time. As a program leader, it is important to use
screened and verified families. It is advised to assign two students pardahsiafiocav
families with ppositesex children teenagers or young adlriferm students of the
responsibilities and expectations of living with a host family, such as performing chores or
going on outings with the family. Establish an understanttingown students about
appropriate behaviors in a home stayr@nment.Home stay families may have
household rules such as curfews to which students may not normally be accustomed.
Inform students that they must alert you ofiapyoprieties from thedst family.Back

up living arrangements must be made available if a problertf atikzsg a homestay
option it is important to consider accommodations for studéhtdisabilities per ADA
guidelines.

Meals can bean easily overlooked aspect dutie planning of a study abroad program.

If your program is primarily located at a college or university, research meal plans provide
by the institution. If the program is-thve-go, research safe and respectable eating
establishments that provide groneals at reasonable costs. It is also possible to design a
program with no meals provideahd allow students to budget for their own meals. If you

do choose to work meal costs into your program, consider student meal preferences
(vegetarian, Kosherakl, Hindu, glutefree, diabetic, etc.).

5.3 Logistics, Program Pricing, & Business Office Procedures

Travel Logistics Options

In leading a study abroad program, program faculty have several options for arranging the logistics of the tri
Theycan book travel directly with airlines, hotels, and vendors; enlist the services of a travel agent for major
items such as airline tickets, or contract-aeilice study abroad travel provider. Some important
considerations are highlighted below wheididg between the various options:

1. Cost

a. Facultyarranged study abroad programs provide an opportunity for redsitsebly eliminating

t h
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b. Travel agents and travel providers may have access to special services or discounts not avail:
to the public such as holding airline seats without full payment or fixed rates.
c. Some travel providers charge cancellation fees which increase as the departure date approac

2. Flexibility

How long will spots be held if arranged by faculty versus travelraggergl provider?
Is there a penalty by the travel provider/airline if the trip is cancelled?

What is the latest date to notify the provider of a cancellation without penalty?
Are there a minimum number of participants in order to secure a speeific ra

oo

3. Reliability/Credibility
a.lf choosing a travel agent or travel provi
and solvency to minimize the risk of financial lossb&s&d companies allow for greater legal
recourses in the event of algf.
b. What services are available in the event of a travel interruption or issue?

Regardless of the option chosen, it is critical to inform students of the refund policy in writing in advance
Studentsvho may cancel their participation later can jappdhd program so the refund policy should

take this into consideratidhyou are using a study abroad travel providemg students send money

directly to the travel provider is risky before the trip has officiallf{deadi®d by the campus

adminstration during the spring semestehe company does not providdé refundsCancellation policy
templates for faculted and travel provider programs are avaitebéetion 6.1You can use these and

adjust accordingty yourprogram terms.

Purchasing Requirements

Depending on the dollar amounts invoN&C purchasingoliciesnayrequire aninimum number of quotes
from various travel providers andbdocumentation dhe reason particular vendor was seleagavell as
administrative appval See the Business Office Procedures section below for more infotfnatiomeed
additional assistance please gmailcampuBusiness Officand copyp@lonestar.edu

Program faculty should sendalBre page outline of required payment amounts, destination, and format (i.e.
cash, check, etc.) that will be made for the program for guidance on pajenéiatssues

Costs

After finalizing the program schedule and type of housing, faculty shoutlgbrmiget faheir programs.

The program feghould beonstructed as business modélis important to build a buffer into the program

fee for any potenti al i ncreases in airfare or ct
cods should also be includeceachs t udent 6 s share of the program fe
a $3000 program fee per person and your minimum number of students to make a program is ten, an additi
$300 shoul d be splodrendfeet($300@ a$800 = $3B800 d @ricettodstuidémeye is an

excess of funds, (for examgdleniincrease in the number of participants causes theepistedento

decrease after collecting Yesmnsult your college leadership on howdoged.

The program fee should include the following:

Airfare:
Housing:
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Meals:

In-Country Transportation:

Excursion costs:

Required LSCravel Insurance:

Visas:

Vaccines (if applicable):

Any equipment or materials required for the study abroadhmdrtiee trip (if applicable):

Tuition should not be included in the program fee as students pay this directly to the Business Office. Howe
students should be made aware that the program fee does not includelaitiotify students of any other
costgthat are not includesiich as required books and external costs such as passport fees.

Business Office Procedures

Program faculty should sendalBnepage outline of required payment amounts, destination, and format (i.e.
cash, check, etc.pthwill be made for the program for guidance on poteayialentssues

Generally, students will sign up for a Study Abroad program during the Fall semester for travel the following
Spring/ Summer . Each f adwlatdyo mbpmemaeadines. THere arsroa b | i
subsidies available, but there is a-baseld scholarship program.

Payments for any Study Abroad Course can be made at any campus or center locatiae System
Process:

1) Faculty advisor or person coordinating Stunfgal trip provides student with deposit form, which
student will turn in to the Business Offideor sake of ease, please have deposit fotiligatavith
account number and identifying trip informatiBlank deposit forms can be obtained from your
Business Office.

2) Student can then make deposit at any payment center siteMyest&tudent should notify Faculty
advisor and/or Study Abroad coordinator that payment has been made and provide them with a copy
their deposit receipt (can take a pectdireceipt with phone andrail it, etc.).

3) Cashier takes payment and applies in suspense account if taken at another campus.

4) Business Office taking payment initiates JE from suspense to corresponding Study Abroad account.

By March or Aprilitwil have been determined whether the proi
enrolled. At that time, the faculty member should begin making the actual arrangements (using the funds
paid to the program as deposits). The budget code to charge anygxognases will be provided by your
campus business office.

Step 10 Planning (should be completed by end of September of the current academic)
- Where are you going; what will you be doing there; how much will it cost?

- Research for best pricing
If a purchae is $10K or more, you are required to get 3 quotes if pddsibke study
abroadrelated purchases may only have 1 supplier that can provide the service needed. If
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that is the case it must be documented (i.e., this is the only vendor that poseleect)i
this hotel is in the exact location needed, etc.).

- Determine a budget
- Know acceptable forms of payment for your vendors (domestic and international)

- Understand the tax consequences (Foiar&guired for domestic vendors)
Step D Obtain Administrative Approval (by September of the current academic year)

This is a formal request document submitted by your Vice President of Administrative Services via
the Purchasing Department to the Associate Vice Chancellor of Business Suppor8arvices.
Business Office can assist you with preparing this document for submission (see attached examples’

Step I Determine the best way to pay the expenses (by January of the current academic year)

It is best to pay for as many services as possibie thefprogram departs the United States.
Strive to pay at least 56%0% of your expenses in advance.

Methods of Payment
Note: Any fees/costs related to any payment method will be borne by the program

LSCcan pay for study abroad travel expensa®ei of several ways, listed below in order of
preference:

1. LSCT&E card (1% international transaction fee)

While traveling, it is system policy to use a T&E card whenever possible.

If you do not currently have an LS&E card, you will need to fidut the application form,

have it approved by your supervisor and then submit it to your campus business office for
processing. It will take a minimum of 7 working days after the bank receives the application for
your card to arrive. If you do not atlgdave one, submit a request for a T&E credit card

bearing your name from your campusp@seauditor (pending supervisor approval). If you are
unable to get personaliZBXIE credit card, ask your campuspag Auditor about obtaining a
Declining Bata &E credit card for your trip.

2. Bank wire transfer (fees involved) /ACH payment

LSCcan process wire transfers requested via the Wire Request (Manual Check) form; however,
they can be expensive. ACH payments are preferred and requested vidayertRequest
(see forms attached). Wire transfers and ACH payments should be requested at least 2 weeks in
advance and should include:

A An attached page with the vendor wire or ACH payment information (Bank Name,

Routing Number, Account Number and Seofie [if applicable]).
A A copy of the signed Administrative Approval
A A completed LS®endor Application Form
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NOTE: The W8BEN form, Certificate of Foreign Status of Beneficial Owner for United States
Tax Withholding, is not required for foreign traltek required if we are purchasing
goods and services from foreign vendors through the normal procurement process.
Questions on the WWBEN should be directed to the Accounts Payable Manager.

3. Check

A Requisition would be entered into iStar by thgrdded requestor in the paying department
(usually a DOM or Division Coordinator) and a Purchase Order issued; or, a Direct Pay Request,
if within the guidelines (see attached), would be submitted for the goods/services. As a result,
Accounts Payable wdiprocess a check.

. In-person payment(s) while you are overseas (requires a cash advance; multiple cash advances

may be an option). We recommend that no individual travels with more than $9K cash. For
security purposes, this should be a last resort.

Cashadvances are requested in the Expense module, Travel and Expense Center in iStar. Cash
advances are limited to $800; larger cash advances must be approved by the campus VPAD.
Cash advances should be requested at least 5 days prior but no more tivah prniemo the

date(s) needed. The cash advance willbeddeepto si t ed i nt o the empl o\
bank account. If an employee needs a paper check, please contact the Expense Administrator in
advance to make this request.

Receipts are reged for all expenses.

The cash advance will be included on the expense report for the related travel.

New cash advances can only be issued when all previous advances have been reconciled.
If any reimbursement is owed to Lf&&n a cash advance, it mustgaid to the prepay auditor
prior to submitting the expense report for approval.

Other, less preferred, options:

1. Travel erds Checks can be issued by your ban
0t

to |l ocal <curr ency gatheful satua(fees mgyapply)d o n al way

. Western Union (fees apply)

www.westernunion.cofor details; look at the information on Western Union FX (foreign
exchange).

.Locate a bank in thiengrlkab & nwh enaveukrsendt o ymmtumry

funds to the bank and the faculty would then access the fundsinfity access may be a
problem with this option, depending on the location of activities or events. Fees may be
involved.)

The expenses belowlwbt be reimbursed by LSC

A Post cards
A Toiletries
A Laundry
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Spa

Luxury hotels

Dining at expensive restaurants
Art and crafts

Rental car/limousine vs. public transportation
Excess baggage

Snacks *

Gifts

Clothing

Alcohol

Weapons and ammunition
Controlled sustances

Goods or services under contract
Inventory/equipment

Donations

1099 reportable expenses, etc.

Too Too Joo Too Joo Too To o T o T o To Too To I

* Ask if you plan to purchasbuteans unsure if they are alleeredbb Aid T&E Card
Expense Report attp://intranet.lonestar.edu/istar/finante

Step 4 Prepare and submit

T

)l
)l

Travel Authorization (TA) for estimatefdretravel expenses. Travel purchases on a T&E credit
card are considered ursurized without an approved L$@vel Authorization.

Travel Authorization (TR) for estimated actual travel expenses (in route)

If your trip necessitates a cash advaaoeyour funding, prepare and submit a Cash Advance
Request ($800 maximum unlessaptborized).

Expense Report for pteavel expenses as soon as the T&E credit card expense appears in
MyWallet.

Be sure to oOhtetheoEgperse Regort.t he TA
Scarand attach the receipts for the-fpaeel expenses to the Expense Report.

Step 5 During trip

T

T

Request a receipt for each expense and keep it (regardless of method of payment). It may also be
beneficial to keep a log of all expenses.

Keep your receipis a safe and dry place while you travel.

If you are unable to get a receipt, please complete a Missing Receipt Form recording the time, date,
location, merchant name, charges, and items purchbsddrnT is available on the LiB@anet at
https://intranet.lonestar.edu/Forms/Administration%20and%20Fifla8C&%20Credit%20Card
%20Programs/Applicable%20t0%20Al1%20Card%20Programs/LSCS%20Missing%20Receipt%20F
0rm%2001_24 13.pdf

The LSBusiness Office reserves the right to question a receipt.
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https://intranet.lonestar.edu/Forms/Administration%20and%20Finance/LSCS%20Credit%20Card%20Programs/Applicable%20to%20All%20Card%20Programs/LSCS%20Missing%20Receipt%20Form%2001_24_13.pdf
https://intranet.lonestar.edu/Forms/Administration%20and%20Finance/LSCS%20Credit%20Card%20Programs/Applicable%20to%20All%20Card%20Programs/LSCS%20Missing%20Receipt%20Form%2001_24_13.pdf
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LSCT&E (Travel & Expense) Card During Trip

T

= =4 -4 A

Each purchase on a T&Eedit card must be accompanied by a receipt. Be sure to keep the receipts
in a safe place.
T&E credit cards do not allow withdrawal of funds from an ATM machine or receiving cash back on
a transaction.
Keep the credit card and card number seculdiates
Do not post the credit card number
Do not email the credit card number
Only the Cardholder, Reconciler, Location T&E card Coordinator and System T&E card
Administrator should have access to the credit card information
If the credit card is lost stolen, immediately call JPMorgan Chase, your Location T&E card
Coordinator and the System T&E card Administéaftoitow up with an-enail to the System T&E
card Administrator.
The credit card belongs to L$Gt the individual. The cardholder ispasonally liable for
payments unless s/he makes an unauthorized purchase.
The cardhol derds per sonal c rneapplyihg fanaor gsingtihey 1 s r
LSCT&E card.
Your T&E credit card may be declined if:
o0 the expiration date oragity code is entered incorrectly when merchant processes
transaction.
0 one or more of the limits set on the card is exceeded (standard limits or the limits set by the
supervisor).
If the merchant tries to rerun a card, it is likely to be declined aghideEline uses up some of
the credit limit and number of transactions allowed per day!
If your card is declined, call JPMorgan Chase to identify the reason for decline and to assist you with
getting the transaction through.
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The expenses below waitit be reimbursed by LSC

Too T Joo Too Joo Too To Too To o T o To Too To Too To T Do

Post cards

Toiletries

Laundry

Spa

Luxury hotels

Dining at expensive restaurants
Art and crafts

Rental car/limousine vs. public transportation
Excess baggage

Snacks *

Gifts

Clothing

Alcohol

Weapons and ammunition
Controlled substanse

Goods or services under contract
Inventory/equipment

Donations

1099 reportable expenses, etc.

* Ask if you plan to purchase items but are unsure if thEgardalléwkd&E Card Expense

Report athttp://intranet.lonestar.edu/istar/finante

Step & Upon return

T

)l
)l

Organize receipts by date. On each receipt indiedi&h amount, purpose of the expense and
the conversion rate.
Prepare and submit an Expense Report for your travel expenses as soon as the T&E credit card
expenses appear in MyWallet.

Be sure to 0-2tetheoExpersd Regort.t h e

Reconcile anyash advance(s) to the Expense Report

Review instructions for processing expenses
1 When processing expenditures in the iStar system, use the 50 account budget code for your progran
Failure to input these codes on all Travel Authorizations and Expense d®efbresult in the

expenses being charged to

TA

your campus budget

1 When completing Travel Authorizations and Expense reports, select Student Travel as the business
purpose and expense type. The correctrtccode will be automatically assigned by iStar.

50 Account Budget Code:
1 The budget code will be provided at a later date by your campus Business Office.
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The Expense Report and Currency Exchange
1 Use a datspecific currency converter to produce curremoyersions for each receipt provided in
the travel voucher. Provide the converter-prhfor each receipt.

1 A good online currency converter (dgttecific) ishttp://www.oanda.com/converter/elssic

1 American credit card companies assess a fee for every transaction made in a foreign currency. On &
credit card statement, tUpids wiTlhli sr € aed 4 o ruesiug
the transaction amount. Be sure to inclueketfees on your Expense Report.

Approvals and your Expense Report
1 Before preparing your Expense Report, T&E credit card charges must first appear in your MyWallet
in iStar. Each My Wallet expense must be entered as a separate line item on yourpBexpense Re

1 Before submitting your T&E Expense Report in iStar debblk it for accuracy. Then:
o Print the T&E Expense Report from iStar and scan it.

o Complete a Missing Receipt Form for each line item for which you do not have a receipt.
Include the form almy with receipts.

o0 Scan all receipts and Missing Receipt Forms into one pdf document to be attached to the
Expense Report.

o0 Keep a copy of the report and receipts for your records.

0 The Expense Report must be submitted along with all correspondinginecedistely
upon return from travel.

5.4 Marketing Your Study Abroad Program

There are several methods for marketing your program-gygéerRast stuebbroad faculty recommend the
following:

Utilize campus TV monitors to display a PowerPoineécirahic flyer about your program

Distribute program posters/flyers at all the campuses

> > >

Have the appropriate college official send a mass email to all students

International Education Weélget student clubs involved

> >

Visit individual classes to gavB10 minute presentation on your program

>

Host an information table at Club Rush and other possible student activities/events
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Promote the programs through LIS&&ebook page

\L

Create a webpage dedicated to your program

Ask colleagues fwomote your prgram in their classroors your behalf

> > > >

Keep a distribution list of students who express interest and send periodic emails with information ab
the destination to keep studentsod6 interest

All of these efforts can take a lot of time but are direcedydinkwi t h t he pPwidgupparmd s s u
faculty efforts by hosting information tables at student events, designinrgisesi&vhmonitoand
myLoneStar ads, posting information on the website, and creating-ppegiéinflyers for all programs.

55 Student Recruitment Guidelines

The VPI Council has recommended that study abroad programs adhere to a 18d-fatdgntatidor
single faculty programs and2@r programs with two facuityorder totravel Exceptions are at the
discréion of each college president

LSCStudy Abroad programs are L®@rses. As suatpurse prerequisites must match those listed in the
catalogl f t here are any concerns about a studentads
campus adinistratiorand IP

It is important to recognize that in your initial recruitment efforts, you will receive a great response to
students. However, as deadlines for deposits and payments approaches, and scholarship results are
announced, you will see thenber of prospective participants decrease dramatically. Therefore, you may
want to consider continuing your outreach efforts and also develop a waitlist in case any participants
originally deemed to be committed cancel unexpectedly.

5.6 LSCStudy Abroad Need-Based Scholarship

Through theOffice of International ProgramsSCawards a number of nelegised scholarngisfor LSC
students interested in studying abroad each acadenStuglesuts can receive the lower of $2000 or 75%
of their program fee.

Students mudtefully accepted into a LSudy abroad programeet certain requirements which are

outlined on the application to be eligible and also submit an essay, letters of recommendation, and a Fre
Application for Federal Student Aid (FAF®¥)e consideredhe scholarship applicants are then awarded
based on their financial need level and the quality of their applieapoesentatives from all six LSC
campuses are invited to serve on the selection committee.

Students must submit their applicatiorieeéo study abrogatogramfaculty bys PM on the day of the
systerrwide deadline. The first deadlinenighe second Monday of NovembHrfunds remain, a second
round of applications will be accepted by the first Monday of FeHimaeyer, facultyan set an earlier
deadline if they wish teview student applications for completeness.
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Progranfacultythen haveintil 5 PMon thedayafter the deadlirte deliver the applications to. IP
Incomplete or late appations cannot be considered.

Scholashi p recipients areup @ qas s ithg onemonth ofthegidtuent e a
which they submit to IP

Scholarship Disbursement

Program faculty will be notified of their scholarship recipients at the same time that stunbdfiresl.ar
Whenpreparingo make fingbayment for the prograftypically in the spring semesggram faculty
shouldr equest their st ude nThescampgsaiti mebdaasgma ReleateuMemos f
before funds are disburgaomising to py back theckolarship money if the campascels the program
Funds are released to the program account on cdin@ysannot be released to studeBtsdents who

cancel their participation after the funds have been disbursed to travel prowbdersspdhsible for
reimbursing LSC

5.7 Completion of Required Forms for Travel

Please refer to the travel guidelines on the Risk Management website for information on completing
required travel formbttp://www.lonestar.edu/risknanagement.htm

58 Travel Insurance Guidelines

The travel insurance plan is-pe¢ected by the Office of Risk Manageniedse refer theirwebsite for
information orenrolling in thelan http://www.lonestar.edu/risknanagement.htm
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6.0 FORMS, CHECKLISTS, & OTHER RESOURCES

6.1 Forms Matrixfor Study Abroad Travel

Required Formsad International Travel
Form Type Who Completes
THECB Form Faculty
SA Cancellation Policy Students using terms provided by program faculty
Risk Management Forms Faculty, students
Business Office Forms Faculty

*NOTE: Upon completion of forms, please provide 1 copy to your immediate supervisor.
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Template Study Abroad Cancellation Policy for Programs Using a Travel Provider

Sample Cancellation Policy is shown below. (Program faculty should insert the applicable cartheHlatein polic
providg

Study Abroad Cancellation Policy Non-refundable Amount

91+ days prior to departure Deposit

90- 61 days prior to departure Deposit + 25% of program fee
60- 31 days prior to departure Deposit + 50% of program fee
30- 0 days prior to departure 100% of program fee

Per the agreement with the travel provider for this study abroad program, the cancellation policy outli
above applies. Tuition refunds are basad on t
http://www.lonestar.edu/refunds.htm

Student Acknowledgement

| acknowledge that | have read and understand the cancellation policy above. If | cancel mypapliteipiation, | \
amount as determinedldaten notify my program faculty in writing. If | receive a Lone Star College Study Abrc
and a portion or all of my award funds are usedredyralafde pogram fees, if | cancel without proper notificatic
the guidelingb®fStudy Abroad Scholarship, or if | fail to attend the study abroad program, the full amount of
will be due and the balance will be applied to my student account. | also understand that | aregssgonsible fc
actions drop the study abroad course(s) in myLoneStar as | would with any other course. | further acknowle
allowed by Lone Star College System policy, | may have the right to appeal actions resulting foard my progr:
occur.

Student Name (printed) Date

Student Signature
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