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I.

THE SPIEGEL CENTER FOR GLOBAL AND INTERNATIONAL
PROGRAMS (SCGIP)

Kevin Hayden
Director of Study Abroad Programs
khayden@rwu.edu
401-254-3040
Becky Denson
Study Abroad Program Manager
rdenson@rwu.edu
401-254-3899

IN AN EMERGENCY
During Business Hours
Spiegel Center for Global and International Programs: (001) 401-254-3899.
After Hours
RWU Public Safety: (001) 401-254-3333
Kevin Hayden
Director of Study Abroad Programs Cell: (001) 401-339-4145
khayden@rwu.edu
Becky Denson
Study Abroad Program Manager Cell: (001) 401-749-3442
rdenson@rwu.edu
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A. Introduction
Welcome to the Spiegel Center for Global and International Programs (SCGIP). We are
delighted that you have decided to teach and lead a short-term faculty-led program
abroad. As a Faculty Leader, you have the unique opportunity to engage students
academically abroad in a different cultural, economic, and socio-political environment
and give them a transformative educational experience full of tremendous academic
and personal growth.
Along with great opportunity comes great responsibility. This handbook contains
important information that you may need to refer back to as you prepare to lead a
program abroad through SCGIP. In addition to outlining your role and responsibility as a
faculty leader abroad, we have included our administrative policies and procedures as
they pertain to three distinct program phases: Pre-Departure, On-Site and Re-Entry. We
have also included important university policies and resources that will be helpful for
you to review and keep in mind.
Enjoy your faculty-led study abroad experience!
-The Spiegel Center Team
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B. Faculty Leader’s Role and Responsibilities
The role of a Faculty Leader is complex and involves working closely with the Spiegel
Center. In addition to being an instructor of your own course(s) abroad, you also serve
as recruiter, travel coordinator/student service provider and Faculty Director. Below you
will find brief descriptions of your main responsibilities as a Faculty Leader in relation to
the Spiegel Center’s responsibilities following three distinct phases: Pre-Departure, OnSite, and Re-entry. Administrative timelines in Appendix I will give you an overview of
the process of planning and delivering your short-term faculty-led program during the
Winter Intersession, Spring Break and Summer.

II.

PRE-DEPARURE

A. Outreach
One of the Faculty Leader’s main responsibilities is to promote and recruit students for
the program. Faculty also advise students about the program and set student
expectations. The program’s promotion can be in the form of flyers/brochures to be
distributed to students in your classes as well as in other classes that you deem
appropriate or that may be natural feeders for the program. You may also consider
using various social media outlets such as program blogs, photos and video footage as
useful tools that can help you recruit. Please refer to Appendix II. Social Media Kit as a
resource provided by the Spiegel Center and RWU’s Marketing Department. Each RWU
faculty-led study abroad program will have a printable brochure on our website that
follows the same format as all RWU study abroad programs for outreach/marketing
purposes. SCGIP will populate the printable brochure using the content provided in the
proposal for the program’s page on the study abroad website. If you have or would like
to create additional program flyers/handouts, please send these to scgip@rwu.edu and
we can include a link to these of the program brochure page. Faculty work with SCGIP
to update their program brochure page and content on the Spiegel Center application
website. You should be prepared to meet with and advise all interested students and
schedule an Info Session for your program before the application deadline and invite
students. Electronic promotional information can be shared with SCGIP and submitted
to the Hawks Herald. You will need to have your info session date/time/place scheduled
at the start of the school year, especially before the Study Abroad Fair (mid-September)
so that SCGIP can have this listed on a handout with all program info session and dates
for any interested students who may stop by at the Fair.
➢ The SCGIP prints the standard program brochure from your website and
conducts general marketing efforts for all short-term programs to assist in
recruitment. The SCGIP will also provide promotional assistance through
updating and maintaining program information on the Center’s website, working
with other departments to display program information on the monitors (a
horizontal flyer is required), social media, as well as the annual Study Abroad
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Fair that takes place every September. Our office can also assist with scheduling
rooms for information and orientation sessions. The SCGIP may also involve
past program participants to serve as general ambassadors for the short-term
programs.
B. Application Process: Review and Selection
All students must complete and submit an online application as part of the online
application process. Students apply online at the Spiegel Center Abroad office website
https://www.rwu.edu/undergraduate/academics/study-abroad/programs. Students interested in
attending the program should apply by the stated application deadline for the term in
which they would like to study abroad for priority consideration (see Appendix I for
administrative deadlines). Students who apply after the application deadline will be
considered if there is space available on a first come, first serve basis.
➢ SCGIP manages the application process and will make student applications
available to faculty for review shortly after the application deadline, or after a
student applies to the program. SCGIP will review student records and track
eligibility. Faculty are expected to inform SCGIP of their selection decisions no
later than two weeks after the application deadline. SCGIP will announce the
application results, cc:ing the faculty leader(s).
Faculty are expected to review student applications and select students by the stated
review and selection deadline in adherence to RWU’s Non-Discrimination Policy
(http://rwu.edu/site-policies/non-discrimination-policy ) and may conduct personal
interviews as desired. Faculty send selected and waitlisted students (if the program is
oversubscribed) to the Assistant Director of Study Abroad.
Academic Requirements
Academic requirements may vary by program and are determined by the Faculty
Leader(s). All student academic records will be reviewed by the Faculty Leader(s) and
the Spiegel Center.
C. Eligibility Requirements
Only enrolled students in good academic and judicial standing are eligible to participate
in RWU Faculty-Led study abroad programs. Students will be subject to a final grade
review to confirm eligibility. In addition, students must meet any other requirements
faculty may have listed such as a minimum GPA, Course, swim test, or other.
➢ SCGIP will track eligibility requirements including GPA and any Academic
Standing issues and will inform faculty if a student is or at any point becomes
ineligible to participate on the program.
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➢ Students interested in applying for a program to take a CORE Senior Seminar
but are ineligible by the start of the program MUST meet with and request
permission from the Associate Dean of General Education.
➢ First-year students are not eligible to participate in Winter Intersession programs
unless their request to participate receives the necessary approvals. The policy
and procedures for approving first-year students is detailed in the section below.
To determine an applicant’s readiness to participate in a program, SCGIP may consult
the following offices and staff:
•
•
•
•
•
•
•

Academic Standards Committee
Student Accessibility Services (SAS)
Office of Student Conduct and Community Standards
Title IX Officer
Center for Counseling and Student Development (CCSD)
Associate Dean of General Education
Appropriate Dean(s) and Vice Provost

NOTE: Center for Counseling and Student Development will not share confidential
information, but may identify a concern with an applicant’s readiness to participate, that
it will further address directly with the student.
➢ The Spiegel Center or Office listed above will notify the student should there be
any concerns, or if the student is no longer eligible to participate in the program.
Policy on Academic Standing
In general, students must be in good academic standing at the University in order to
remain eligible to participate in a program abroad. Students on academic probation are
not eligible to participate in Short-term Faculty-Led Study Abroad Programs. Only in
rare circumstances will the Spiegel Center for Global and International Programs
(SCGIP) make an exception to this policy, and exceptions will be granted on a case by
case basis. This process involves the student asking at least two professors, neither of
whom can be program faculty leaders, to fill out and return the SCGIP Academic
Recommendation Form (See Appendix III). The student may also gather additional
statements of support from others to be submitted in a sealed envelope to SCGIP,
including but not limited to other RWU faculty, academic advisor or staff. After SCGIP
has the obtained the recommendation forms and any other letters of support, the
appropriate Dean(s) will be notified and given access to this information in order to
review, consider and possibly approve this exception by signing the Student on
Academic Probation Exemption Letter for Participation in a Short-term Faculty-Led
Study Abroad Program (See Appendix IV). This policy is a necessary step in making
sure that the student on academic probation will be academically successful while
participating in the short-term program.
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The approving Dean(s), may choose to meet with and discuss the student’s
participation on the program with program faculty, student, recommending professors
and/or others. The Dean(s) may consider the following:
•
•
•
•
•
•
•

Support of Faculty Leader(s)
Reason for the Academic Probation status
Previous academic performance Recommendation forms
Statements of support
Maturity of student
Specifics of program offered, including number of faculty leaders, credits,
location, level of courses, activities etc.
Overall ability for the student to succeed in taking course(s) offered

Policy for First-Year Students Participating in a Study Abroad Program
In general, first-year students are not eligible to participate in a Winter Intersession
Short-term Faculty-Led Study Abroad Program. Only in rare circumstances will the
Spiegel Center for Global and International Programs (SCGIP) make an exception to
this policy, and exceptions will be granted on a case by case basis. This process
involves the student asking at least two professors, neither of whom can be program
faculty leaders, to fill out and return the SCGIP Recommendation Form (See Appendix
III). The student may also gather additional statements of support from others to be
submitted in a sealed envelope to SCGIP, including but not limited to other RWU
faculty, academic advisor or staff. After SCGIP has the obtained the recommendation
forms and any other letters of support, the appropriate Dean(s) will be notified and given
access to this information in order to review, consider and possibly approve this
exception by signing the First-Year Student Exemption Letter for Participation in a
Short-term Faculty-Led Study Abroad Program (See Appendix V). Ultimately we want to
ensure the likelihood that first-year students succeed on this RWU program.
The approving Dean(s), may choose to meet with and discuss the student’s
participation on the program with program faculty, student, recommending professors
and/or others. The Dean(s) may consider the following:
•
•
•
•
•
•
•
•
•
•

Support of Faculty Leader(s)
Recommendation forms
Statements of support
Maturity of student
Intellectual capacity of student
Mid-term grades
Lack of academic record for first-year student
Specifics of program offered, including number of faculty leaders, credits,
location, level of courses, activities etc.
Number of students requesting an exception
Overall likelihood of the first-year student to succeed in taking course(s) offered
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Judicial Review
All accepted and waitlisted students for faculty-led programs will be subject to a review
by the Office of Student Conduct and Community Standards. This review will take place
AFTER selection decisions have been made or after a student has joined the program
late. Disqualification based on judicial record will be at the discretion of the Office of
Student Conduct and Community Standards. Due to restrictions on sharing confidential
judicial records and information as per the Office of Student Conduct and Community
Standards, Faculty will not be informed of the specifics of any student judicial record.
Faculty may involve the Spiegel Center to address any outstanding issue or particular
concern.
➢ The Spiegel Center will send a list of all applicants to the Office of Student
Conduct and Community Standards. The SCGIP will meet with and issue a
behavioral contract/letter only to students who meet a specific threshold of
concern. The signed letter will be emailed to the student, faculty, Vice Provost,
and Office of Student Conduct and Community Standards, and kept on record
and referred back to should there be any additional concerns about the student.
The Spiegel Center reserves the right to revoke admission at any point prior to the
program start should there be any changes to a student’s qualifications, standing at the
University, and/or readiness to participate in the program.
D. Scholarships
All students applying for a Short-Term Study Abroad program are eligible to apply for
the “Bridging the World” scholarship and the “Global Engagement Scholarship”. These
applications are found as links within the general study abroad application. The Bridging
the World Scholarship is based solely on academic performance or based on a
combination academic performance and financial need. The Global Engagement
scholarship is a need-based scholarship only based on the applicant's FAFSA score.
Students will be informed if they have received a scholarship(s) before they must submit
their $500 deposit. NOTE: Since the Global Engagement scholarship is solely based on
financial need and these funds are limited, only students who submit their application to
study abroad by the application deadline for their specific study abroad term may be
considered. This information is also available on the Spiegel Center website.
➢ SCGIP will notify students of any scholarships they may have received before the
$500 deposit is due (if possible) or shortly thereafter.
➢ Questions regarding scholarship application(s) should be directed to the SCGIP.
Questions concerning financial aid should be directed to the Financial Aid Office
on campus.
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E. Student Enrollment Management
Accepted and Waitlisted students will be notified of their status shortly after the
application deadline. Any late applicants can submit an application for consideration if
there is space available or up until a specific date specified by the Faculty Leader(s) in
consultation with SCGIP. Usually this date would be the absolute latest date a Faculty
Leader can arrange and secure accommodation
Accepted students will be required to confirm their acceptance by submitting their $500
deposit by the stated deposit deadline (see timelines in Appendix I). Waitlisted students
can hold off on making a deposit until they are accepted to the program. Confirmed
students must pay the remainder of the program fee by the stated final balance
deadline.
Failure to make the deposits by the stated deadlines or to communicate with faculty or
Spiegel Center staff regarding late payments may result in a student’s removal from the
program list. This is to be fair to any students who are on the waitlist.
➢ SCGIP notifies students of program deposit deadlines, including late applicants.
➢ SCGIP oversees all program deposits in coordination with the Bursar’s Office.
➢ SCGIP will provide regular enrollment/application/deposit updates to faculty to
support the application/enrollment process.
Once the program is advertised and students submit their deposits, the program fee
should not be modified. If the number of paying applicants is fewer than the number the
program was based on in the faculty leader’s approved budget, faculty leaders (in
consultation with the Spiegel Center) may adjust expenses to be sure the program does
not exceed its overall budget and submit a revised budget for review by the appropriate
Dean(s) and Vice Provost. NOTE: Monetary deficiency cannot affect program integrity
as advertised. If this is not possible, then the program will be cancelled due to
insufficient enrollments.
The Spiegel Center operates on a break-even cost-revenue model. If the number of
paying applicants is above the number the program budget was originally based on,
then any revenue from the additional student(s) will be considered surplus for the
University. This is to help offset Spiegel programs that may run a deficit for the
University due to unforeseen/extenuating circumstances.
F. Changes to Program Itinerary
Changes to a program itinerary may include changes to activities, accommodations,
cities/locations, and even flights, especially if student flights have been delayed,
cancelled or rebooked due to bad weather, sickness, local disturbance etc. It is
expected that the Faculty Leader(s) consult with SCGIP in conjunction with any travel
agent, on-site personnel, and host country partners.
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SCGIP and/or other campus offices/deans may need to approve of significant changes
to a program itinerary if the changes impact the program’s academics, budget,
faculty/student ratio, length of the program, and/or safety and security of the students.
G. Withdrawal/Refund Policy
As stated in the Refund Policy (See Appendix VI) signed by all student participants
before departure, students are fully aware of the risks, including acts of terrorism,
knowing that these conditions may be hazardous to their personal property and their
own self. In the case of a student’s withdrawal from a program, any financial
remuneration by RWU is based on the notification schedule outlined in the policy. A
written notification to the University is required. Notification of 29 days or less prior to
departure will allow refund of the program’s Tuition only. This refund policy applies only
for a student cancellation due to a documented medical reason or for other approved
circumstances. Such circumstances will be reviewed and approved by both the Faculty
Leader(s) and the Spiegel Center.
H. Program Cancellation
The University reserves the right to cancel the program at any time before or after
departure. Among the reasons for cancellation of the program would be insufficient
enrollment, U.S. State Department travel advisories, information from the Overseas
Security Advisory Council global security news feed and analytical reports, security
concerns or natural disasters, or uncontrollable circumstances that prevent the faculty
member from leading the program. Please refer to the Travel Policy (currently being
revised) and see the section on Program Cancellation/Evacuation in this Handbook for
further specific information.
In the case of a students’ early withdrawal from the Program, the refund policy outlined
in Appendix VI, the Faculty-Led Program Abroad Refund Policy Form will apply. For any
withdrawal due to a non-extenuating circumstance, Roger Williams University is not
liable for any financial remuneration to the student and/or academic credit to the
students’ transcript.
➢ SCGIP will notify all program participants if a program is cancelled, and if
possible, provide alternative program options in consultation with faculty.
I. Student Payment Procedures and Deadlines
All students will be required to submit their initial $500 deposit and pay off their final
balances by the stated deadlines in the timelines in the Appendix to the Bursar’s Office.
➢ SCGIP will send reminders to students about upcoming payment deadlines and
how to make a payment, and will cc: Faculty Leaders.
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There are three ways a student can make a payment:
•

•
•

As a one-time payment through our Billing Service Tuition Management system
by calling 800.722.4867 (In addition, a student must fill out the attached form to
specify the term and program to apply the funds to and submit this to the
Bursar’s office)
OR as a one-time payment online through the student account center (In
addition, a student must fill out the attached form to specify the term and program
to apply the funds to and submit this to the Bursar’s office)
OR via check in person at the Bursar’s office

J. Pre-Departure Preparations
Booking & Payment: Activities, Accommodations, Flights
Throughout the course of planning your program, there will be several vendor expenses
such as airfare, buses, trains, vans, accommodations, including student and faculty
housing, classroom space, excursion and activity planning, guides, translators, guest
lecturers, and entrance fees. Faculty usually need to put down an initial deposit for
these items that is non-refundable. Before you make any non-refundable deposits,
review the students’ $500 non-refundable deadline to make sure that enough students
have this initial deposit down to cover your program deposits. Likewise, you should look
at the final balance of payment deadline students before arranging final payments with
vendors and be sure to allow at least a few days in between these dates to account for
late student payments.
➢ SCGIP authorizes payment for group flights with travel agents and other vendor
payment, processes PAF forms submitted by faculty leaders, signs and returns
travel advance forms to faculty leaders, as well as facilitates requests to Finance
department for wire transfers.
➢ SCGIP will pay for the faculty-leader(s’) airfare and charge towards their
program.
➢ SCGIP may assist in organizing shuttles from RWU to the Airport and back via
Public Safety
➢ SCGIP can notify students of any group flight information and send email
reminders of the deadline for purchasing their flights directly to the
provider/agent.
➢ SCGIP can notify housing should students need to request to stay in housing
right before or after a program departs (Winter & Spring)
Note: The University requires at minimum 48 hours notice to process a wire or check
request. Requests must include invoices and supporting documentation.
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Payment methods
Wire Transfers:
• Pay large expenses by wire transfer ahead of time when possible
• The University requires at minimum 48 hours notice to process a wire or check
request. Requests must include invoices and supporting documentation.
• To send a wire transfer, submit bank information and the invoice to SCGIP
• SCGIP will prepare, approve, and submit to Finance for processing
P Cards:
• If you do not have a Faculty-led program PCard, YOU MUST REQUEST one
through the Spiegel Center so that you are prepared to use it in case of an
emergency on-site. Please allow 60 days for a card to be issued.
• Upon receiving your PCard, activate it and assign yourself a PIN. This must be
done in the US prior to departure
• Keep all receipts to upload to Wells Fargo & forward the originals to finance with
your reconciliation.
• You may use your p card to prepay for expenses prior to departure, with the
approval of the SCGIP.
• On site expenses should be paid by p card
• You will receive an email from finance with your remaining budget amount prior
to departure. This amount will be available to you on your p card.
• If you will be paying for a large transaction (over $3k) on your p card, please
contact finance prior to departure to ensure your single transaction limit is high
enough
• Please note there is a 1% foreign transaction charge added to your purchase
when using a p card abroad
• All p cards should be reconciled in Wells Fargo by 8 days into the following
month. Please contact finance if you are unable to do the reconciliation. This is
separate from the overall reconciliation of the program itself, which is due to
Finance shortly after your trip is completed.
Cash:
• Cash is available for withdrawal at ATMs for purchases that do not accept
credit cards.
• Please note there is an additional 2% charge for cash withdrawals, on top of any
ATM fees charged and foreign transaction fees.
• All cash withdrawn must be accounted for using ATM receipts.
• If there is a surplus of cash withdrawn, the remaining balance must be paid to the
university by check in US Dollars. Contact the finance office to confirm the
exchange rate.
• Keep all receipts to upload to Wells Fargo & forward the originals to finance with
your reconciliation.
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Request for use of any other payment method must be approved of by Finance and
SCGIP prior to departure. In case of emergency where you have to pay for items
personally, please let us know immediately and submit a request for reimbursement to
SCGIP upon your return.
Pre-Departure Requirements
All Accepted and Waitlisted students must complete all pre-departure requirements,
which may include but are not limited to: reading the Student Pre-Departure Handbook,
reading and completing all required forms (Student Conduct Agreement, Waiver of
Liability, Faculty-Led Program Abroad Refund Policy Form and Communication
Approval), obtaining a valid passport, visa (if applicable), vaccinations, swim test,
attending the mandatory pre-departure orientation meeting or other stated requirements
specific to a program. Failure to complete any pre-departure requirements may result in
a student’s removal from the program.
➢ SCGIP reviews and checks all required pre-departure materials and forms to
ensure they are complete.
➢ SCGIP may advise students on how to obtain a passport and/or visa for the
program.
➢ SCGIP will email student Communication Forms and Health Forms to Faculty
Leaders prior to program departure. SCGIP will provide a copy of all forms on a
usb stick prior to program departure.
➢ SCGIP will send students the Student Faculty-Led Program Handbook, that
contains general but important Health and Safety information.
➢ SCGIP will send individuals (usually parents) listed on the Communication Form,
a copy of the Faculty-Led Program Handbook for Students.
Pre-Departure Orientation Meeting(s)
Faculty Leaders are required to hold a pre-departure meeting(s) with all participating
students no later than the deadline listed on the applicable timeline in Appendix I. This
session will cover program specific information pertaining to academic issues, travel
issues, overall expectations and health and safety. Please communicate this date in
advance to SCGIP and submit any pre-departure information to SGCIP. Faculty may
opt to record their pre-departure orientation. Faculty must hold a make-up orientation or
go over the same information provided at the meeting with students who are unable to
attend.
➢ SCGIP will send reminders to students regarding the mandatory pre-departure
orientation.
➢ SCGIP can assist you with preparations to record your pre-departure orientation.
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The following information should be included in your Pre-Departure Orientation meeting:
Role as Faculty Director – Faculty leaders will supervise and direct students in
the academic and intercultural goals of the program both while on campus and
while traveling on the program. Faculty will be responsible for supervising
students’ adherence to University policies, rules, regulations and standards of
conduct, and therefore, should be familiar with those listed in the section below.
One of the most difficult tasks you face is clarifying, first in your own mind, and
then to the students, the extent of your role in supervising the students during the
program. Clarity of your role for your participants is essential. Do not expect
students to take on the roles of coordinator and overseer. In fact, you should not
allow them to take on this role, for liability and other reasons.
Students Rights and Responsibilities - Students must be informed of their
responsibilities as a representative of the Program, Roger Williams University
and as a citizen of the United States. When they are abroad they are subject
to the local and national laws of the host country.
NOTE: Faculty are encouraged to review the following policies that can be
found in the Student Handbook and clarify how these policies apply to
students abroad.
Please see other helpful resources, including Appendix VII. Illegal Drugs and
Alcoholic Beverages Guidance as it applies to Study Abroad Programs, Appendix
VIII. Important Information for Students Studying or Traveling Abroad, Appendix IX.
U.S. State Department Tips for Traveling Abroad*, and Appendix XI. Useful
Websites.
Removal from the program - Students should be informed that the Faculty
Leader and/or the University reserves the right to remove a student from a
program if they consider a student has violated any university standards of
conduct or those that the Faculty Leader has outlined or otherwise governing
student behavior. All costs associated with the removal of a student from a
program will be the student’s responsibility.
Emergency Contact Information – Provide students with a list of your program’s
itinerary with contact information for each destination throughout the duration of
the program and encourage them to share this with their families and/or others.
Health, Safety and Security Issues – Address the students regarding culturally
specific information about the dos and don’ts for the country/ies where the
program will be traveling. Provide a list with anything that will impact the
student’s safety in that culture (e.g., clothing, behavior, alcohol, drugs, laws,
specific areas to avoid, etc.), as well as anything that will help students “fit in” as
much as possible, or at least not commit a major cultural faux pas, which may
impact their safety.

14

Faculty should be enrolled in SMART (Smart Traveler Enrollment Program) in
order to monitor health and security situations in countries applicable to their
program prior to departure and while on-site. Further, faculty should remain in
close communication with SCGIP regarding any known or potential health, safety
or security issue for their program.
➢ SCGIP will monitor health, safety and security situations in countries applicable
to short-term faculty-led programs and will communicate important information to
the faculty. If needed, SCGIP will convene the RWU Study Abroad Emergency
Response Team to advise and address any emergency situation that may arise
prior to departure.
➢ SCGIP will email students current country specific information on the CDC
Website (Center for Disease Control prior to program departure.
➢ As per the Liability and Waiver Agreement all students sign, the SCGIP will enroll
students in State Department’s STEP (Smart Traveler Enrollment Program), so
that they can receive updates and alerts concerning the country(ies) the program
takes place in.
Student Health Care - All RWU and Non-RWU student participants must have
medical insurance to participate in any RWU study abroad program. They will be
required to identify their insurance when completing the Roger Williams
University Waiver of Liability and Hold Harmless Agreement.
Students who do not have insurance will be required to purchase the University’s
student insurance plan for the duration of the program. Under this plan –
Frontier/MEDEX - students are eligible for global emergency medical assistance
services when traveling 100 miles or more from his/her permanent home or
campus address or abroad. Services are accessible 24 hours a day, 365 days a
year and are provided by MEDEX Assistance Corporation. Students are issued a
Medex card which provides access numbers for assistance.
Local hospitals should be identified and noted in the program proposal. Outside
of the United States students need to keep in mind that doctors, hospitals and
clinics like to be paid in cash when their services are rendered due to the fact
that the service is considered “out of network”. Expect to pay in full when leaving
the hospital or doctor’s office. Most foreign physicians and hospitals are familiar
with health insurance forms and should be willing to complete these so that the
student can be reimbursed later.
Students should be reminded to save the receipts from their doctor visits and
prescriptions that are obtained while on the program. Have all bills itemized in
legible English, detailing all diagnostic and therapeutic procedures performed as
well as the discharge diagnosis. Normally, there is no problem if it is treatment for
an emergency, but certain elective procedures, such as cosmetic surgery, will not
be covered.
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Faculty and Staff Health Care - University employees traveling abroad on
University business will be covered under the employees own health insurance
coverage. Employees will also be covered under a business travel accident
insurance policy through the University as well as foreign liability insurance. See
Insurance Information for Roger Williams University Employees Traveling Abroad
http://rwu.abroadoffice.net/res/saoffice_static_pages/2917/RWUForeignTravelIns
16-17.pdf for more information.
Cell Phones - It is required that the Faculty leader/s will have a cell phone at all
times during the program.
Student cell phone usage is optional. Information can be provided on options for
student cell phone usage. Depending on the location and duration of the program
Faculty are expected to maintain a list of student cell phone numbers in case of
an emergency.
•
•

Students can either use their current cell phone – advise checking with
providers regarding potential fees and service coverage/limitations.
Rent or buy a phone upon arrival. Though information can be provided,
the University does not recommend any particular service provider or
company.

K. Finalized Program Details
Faculty Leaders are expected to develop and send the following program materials to
the Assistant Director of Study Abroad Programs, no later than the deadline specified
on the timeline (hard copy and digital version in Word):
•
•
•
•

Final program Itinerary
Emergency Contact Sheet - list of contacts (people and places) for each location
overseas;
List of all host country travel, accommodations and excursions
Emergency meeting points #1 and #2 for each location on the program.

➢ SCGIP will provide faculty with a USB stick that includes all relevant information
(Faculty Handbook, Student Health Forms, Student Communication Forms,
Program budget etc.) to use in case there is no internet.
➢ SCGIP will provide emergency cards to give out to students that contain
emergency contact information.
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L. Program Evaluation
RWU Short-term Faculty-led programs are evaluated by the following:
1) University course evaluations
2) The Spiegel Center Program Evaluation
The University Course evaluations will be reviewed by the Vice Provost and Dean(s)
in conjunction with the SCGIP Program Evaluation. The Spiegel Center Program
Evaluation is designed to elicit confidential student feedback on the following:
student demographics, student program interest, pre-departure information and
support, on-site accommodations, meals, activities/site visits, faculty support, and
overall student program experience. It also aims to measure specific outcomes as a
result from a short-term study abroad experience, and collect voluntary testimonials
from students about their study abroad experience.
➢ SCGIP may work with faculty leaders to customize aspects of the Program
Evaluation prior to departure.
➢ SCGIP will administer the Evaluation after the program ends and before
grades from the university course evaluations are posted.
➢ The results of the Program Evaluation will be shared with the program faculty,
appropriate Dean(s), and The Spiegel Center.
III.

ON-SITE

A. Safety and Security
During the program you will need to be prepared to commit 24 hours a day / 7 days a
week to the program. You will also need to be prepared for the unexpected, whether it
be making last-minute changes to or confirming your program reservations, or dealing
with an incident or unforeseen issue(s) that may arise. Below we have listed the
standard protocol you should follow.
It is expected that the Faculty Leaders will check in with SCGIP via email, text,
WhatsApp or phone call upon arrival in the country and attest that all participants have
arrived and are accounted for. Faculty should also continue to monitor U.S. State
Department travel advisories and alerts from the Smart Traveler Enrollment Program
(STEP).
➢ The SCGIP monitors the US State Department web site on a frequent basis and
is on the list serve to receive new travel advisories and public announcements.
➢ The SCGIP has enrolled all students in the State Department’s Smart Traveler
Enrollment Program (STEP).
PLEASE NOTE: Our Travel Policy is currently being updated to reflect the
new U.S. State Department Travel Advisory system.
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➢ Regarding safety and study abroad, the SCGIP agrees to abide by NAFSA’s
Responsible Study Abroad: Health and Safety Guidelines.
➢ Provide emergency contact information and respond to crisis situation reported
by faculty leaders in the field
If any information becomes available from any source, which is unclear,
undetermined, or otherwise difficult to interpret in terms of making a safety
decision, the SCGIP or Faculty Leader(s) shall call directly to the US Embassy or
Consulate in the country in question to arrive at a clarification and assessment of
our concerns.
B. Crisis Management Plan
The SCGIP has developed a plan to assist faculty in times of crisis. This plan provides
specific steps to help faculty through student crisis situations in the midst of very difficult
and trying times. This plan also helps with record-keeping not only to aid a student
through a crisis event but to protect the faculty member and the university against
possible legal repercussions. The crisis management plan is important for all faculty
leaders regardless of the administering unit (The Spiegel Center or otherwise).
Familiarize yourself with the crisis management plan listed below. In addition to this
generic plan, the Spiegel Center (SCGIP) staff will ask you to participate in a discussion
and planning session to outline specific crisis and evacuation plans for your particular
program well before departure and to ensure that there is time to implement any
necessary precautionary measures.
Conditions Requiring Crisis Management
The following conditions require the Program Director/Faculty member to contact the
Spiegel Center for Global and International Programs (SCGIP). These conditions are
not all inclusive:
•
•
•
•
•
•

Serious illness, injury, or death;
Emotional or psychological stress that requires intervention or medical attention;
A participant is the victim of a crime (e.g., theft, assault, rape, harassment) or is
accused of committing a crime;
An in-country security situation arises (e.g., political uprising, terrorist threat or
activity, natural disaster);
Conduct issues that the Faculty Leader deems serious;
Any other security situation that could warrant concern.

Response Procedures
After consulting with SCGIP, crisis response protocols should be adhered to by the
Faculty Leader. This would be done in conjunction with on-site personnel and host
country partners.
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Immediate Action in a Crisis Event (Individuals)
1. Separate individuals from the accident if the possibility exists of further injury.
2. Assign someone to call for emergency personnel to attend to the scene (either
local personnel or travel assistance policy provider in cases of remote locations.)
3. Work with travel assistance provider and local medical professionals to arrange
for full medical examinations as soon as possible to determine head or internal
injuries.
4. Begin following procedures based on the type of crisis event and the result (i.e.,
sexual assault, arrest, death).
5. DO NOT CALL ANY FAMILY MEMBERS or next of kin unless a) you have
confirmed the arrest and either b) the individual – if 18 or over -- has given you
his/her written consent in the Communication Form or c) the individual is under
18 years old.
6. Fill out an incident report (see Appendix V)
➢ SCGIP will advise/communicate with the Faculty Leader and offer support as
needed.
➢ SCGIP will send incident report form to the Office of Student Conduct and
Community Standards and the Office of General Counsel if further follow up is
needed.
C. Removal Of A Student
To participate students are required to sign the University’s Student Conduct Form.
They are expected to comport themselves in a manner consistent with responsible adult
behavior and the University’s Student Handbook Code of Conduct. If they violate
standards of conduct as outlined in the form and by the Faculty Leader and Roger
Williams University or the local or national laws of the host country, they will be subject
to disciplinary action. After consultation with the Spiegel Center, the Faculty Leader may
determine the student’s status based on the situation at hand. If the student is expelled
from the program they are responsible for the costs related to their return to the United
States. The Spiegel Center in consultation with the Faculty Leader will determine the
communication with the student’s emergency contact and how the student will be
removed from the program. Faculty and any other witnesses to an incident should fill
out an Incident Report Form (Appendix X) and submit it as soon as possible to SCGIP.
➢ SCGIP will advise Faculty Leader as needed.
➢ SCGIP will send Incident Report Form (Appendix X.) to the Office of Student
Conduct and Community Standards and the Office of General Counsel if further
follow up is needed.
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D. Arrest of an RWU Faculty-Led Study Abroad Program Participant
RWU administrators and program leaders play a limited role when a participant is
alleged to have committed a crime. It is important to remember that the laws of each
country apply, NOT U.S. laws. Therefore, the response by RWU can only be limited.
RWU requests that the faculty leaders be responsible for the following:
1. Take the steps necessary to get as much information as possible concerning the
arrest including:
•
•
•
•
•
•
•

Name of the participant
Country of birth and date of birth
Date, place and time of arrest
Explanation of the charge
What is alleged to have occurred (summary of the incident)
Who else was involved (if applicable)
Where the person is being held

2. Notify the US Embassy consular officer immediately and travel assistance policy
provider.
3. Notify the SCGIP with details of the situation thus far. RWU cannot recommend
or provide an attorney; however, the program participants can request the
assistance of the State Department in this area.
4. DO NOT CALL ANY FAMILY MEMBERS or next of kin unless a) you have
confirmed the arrest and either b) the individual – if 18 or over -- has given you
his/her written consent in the Communication Form or c) the individual is under
18 years old.
5. Pending consent, notify the next of kin listed on the participant’s emergency
information sheet. Provide the family member with the name, title, telephone
number, fax number and address of the US Embassy or consulate who you have
notified regarding the arrest. Be careful that you indicate only that the person has
been accused, and do not indicate whether you believe the individual is guilty.
6. If the group must leave the location of the detained student, be sure to pack an
appropriate amount of clothing items, money and other necessities, to provide to
the US representative in the host country so that they can be given to the
detained participant(s) when possible.
7. If possible and if it does not jeopardise the rest of the group visit the arrested
student wherever they are being detained. Do your best to calm the arrested
person so that they understand the process they will be facing.
8. In some countries, an arrested individual may be released upon payment of a
“fine” or other fee. Before proceeding with this option you MUST consider the
seriousness of the allegation and whether it warrants any intervention (e.g., if
someone is jailed for not paying a bill at a restaurant and you gain the individual’s
release by payment you should do so. On the other hand, if the individual has
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committed a serious crime you should let the US officials determine the best
course of action).
9. If there is a language barrier get a local contact or contact the travel assistance
policy provider to provide a translation when you visit the individual being
detained.
10. Provide a written Incident Report to the SCGIP as soon as possible after the
incident has occurred, summarizing what has occurred and the action taken.
Provide periodic updates to the director of the Spiegel Center.
11. Detail the outcome or action related to the arrest in a report to the Spiegel
Center. Include the following: Charges dismissed? Agreement reached? Found
guilty/not guilty? Deportation? What was the sentence handed down? Where will
the sentence be served?
E. Sexual Assault
Sexual assault is a violation of RWU behavior standards and can result in dismissal
from the RWU Study Abroad program if the perpetrator is enrolled in the program.
Sexual assaults can take place not only where the victim is assaulted physically, but
also emotionally and psychologically as well. Extra sensitivity is needed when handling
a report of sexual assault. It is very important to involve mental health professionals
when a sexual assault is reported. A physician should evaluate the individual for
medical treatment as well.
The first priority is to meet the immediate needs of the individual from a medical and
psychological standpoint. When appropriate, the matter should be reported to local
authorities. Many sexual assault victims have feelings of shame, guilt and anger
because of their experience. It is critical that you provide medical, emotional and
psychological support to the individual. However, due to the sensitive nature of the
event, all of those involved in this crisis must accept their responsibility to maintain strict
confidentiality on the matter.
The following information should be obtained when a sexual assault is reported:
•
•
•
•
•
•
•

Name of person reporting the incident
Name of the victim
Status of the victim
If not the victim reporting, how does the person know of the assault?
Date, time and place of the assault and what occurred
The assailant (if unknown, ask for a description)
Location of victim
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The following immediate actions should take place:
1. If you are first on the scene or the first contacted, the victim may be in shock,
physically hurt and very emotional. In many cultures, society will blame the victim
in the case of sexual assault. Assure the victim that they are not at fault and did
not cause the assault to occur, and that the responsibility for the assault is placed
on the perpetrator alone. Your first objective is to care for the victim’s
medical/emotional needs.
2. If the victim has chosen not to contact local authorities, encourage him/her to let
you report the incident to the local authorities (seek help from the US State
Department/Embassy if necessary). Be advised that the laws concerning sexual
assaults as well as the punishments, vary greatly from country to country and the
victim should be made aware of this once the faculty leader has been able to
establish what local laws and procedures apply.
3. Determine if the individual wishes to contact a relative in the US. Facilitate
communication between the student and the parent.
Follow up actions:
1. If possible, a mental health professional should discuss with the student, the
options available including medical evacuation or a return home to deal with the
trauma.
2. If the student decides to return home, assist in the coordination of all return
arrangements, including the notification of parents/guardians/individuals listed
under emergency contacts (as discussed with the student).
3. If the student decides to remain in the program, discuss the possible need to
provide different academic arrangements should this incident impact the
student’s ability to function in his/her classes.
4. Keep a detailed log of all events related to the situation. Complete a report to the
Spiegel Center, who will include it in a follow-up report to RWU’s general
counsel.
F. Program Interruption, Cancellation or Suspension
It is imperative to all who read these procedures to remember that these initiatives are
listed here as general guidelines. In times of great duress, these guidelines will aid the
faculty, staff and directors of both the on-site and US institutions. The descriptions of the
decisions and communication procedures may include but are not limited to those
outlined below.

22

i.

Criteria

The decision to suspend or cancel the Study Abroad Program, will be determined by
Roger Williams University based on conversations and communications with the
following:
•
•
•

The US Embassy officials in the affected country;
The US State Department officials assigned to affected countries;
The American Association of College and University Programs in Italy (AACUPI),
Overseas Security Advisory Council (OSAC) and any other advisory group that
may offer relevant counsel.
In addition, decisions will be based on assessment of the following events (not in
rank order):

•
•
•
•
•

Travel Advisories or specific directives by the US State Department and/or US
Embassies;
Significant terrorist activity, or threats thereof, in host country;
Wide-spread civil unrest, violence and/or rioting;
Natural disaster that has caused widespread disruption of public utilities or
services;
Declaration of war by or against the host country.
ii.

Communication Procedures for Program Interruption, Cancellation and
Evacuation

Upon decision and approval to cancel or suspend the program, Emergency
Procedures (including re-entry procedures) will be in effect. Under Emergency
procedure, the first step is communication.
In the event that the US Embassy officials and/or the US State Department
communicate that the students must be evacuated, and thus the program
cancelled, then the Faculty Leader, after contacting the Spiegel Center for Global
and International Programs, will call an immediate meeting to communicate
directly to the students the procedure for their re-entry into the US.
Students will be required to inform parents or relatives immediately in the event
that the Faculty Leader decides to move the students and/or cancel or suspend
the program.
Communication with students will be through direct dialogue with the Faculty
Leader(s), and also via phone, email and written correspondence as the situation
may dictate with copies to the Spiegel Center for Global and International
Programs.
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➢ SCGIP in consultation with the Emergency Response Team will
communicate and disseminate important information/updates to
parents/guardians/individuals listed under emergency contacts.
➢ The University Public Affairs Office will communicate and disseminate
information concerning the program to the public/social media.

iii.

Emergency Evacuation Procedures

Under a cancellation decision, Emergency Evacuation Procedures will be in
effect.
The Faculty Leader(s) will gather the students as soon as practical to arrange the
transportation of the students and if possible accompany them to the appropriate
airport for operating flights back to their home cities in the US. (or another
destination). The Faculty Leader will inform the Spiegel Center for Global and
International Programs that the group is fully accounted for. In the event that the
students cannot fly out as a group, they will depart immediately as seats are
available. If the airport is not open or if no flights are available, the Faculty
Leader, in consultation with the US Embassy and the Spiegel Center for Global
and International Programs, will consider ground transportation to the closest
international airport for air evacuation from there. Evacuation procedures will be
carried out according to plans and procedures outlined by the US Embassy and
may include but are not limited to Commercial planes, US Government chartered
planes and/or military planes.
iv.

Suspension of Program

Under a Suspension of Activities Policy, all students will be asked to remain in or
nearby their assigned housing until communicated that program operations can
resume.
v.
•

•

Procedures for Both Suspension and Cancellation

If students are on an organized excursion outside of the program city, the
Program Director in charge of the excursion shall take the group to a secure
hotel and contact the Spiegel Center for Global and International Programs for
instructions.
If students are traveling independently before or after a program, an effort will be
made to contact them according to the contact information and itineraries they
have left with the program staff. Students will be advised as to the proper course
of action.
vi.

Withdrawal Policy
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As stated in the Waiver Form signed at Roger Williams University before the
student departure, students are fully aware of the risks of acts of terrorism,
knowing that these conditions may be hazardous to their personal property and
their own self. In the case of program cancellation and/or students’ early
withdrawal from the Program, Roger Williams University is not liable for any
financial remuneration to the student and/or academic credit to the students’
transcript.
IV.

RE-ENTRY

A. Reconciling Your Program Expenses
Within 10 days of your return, faculty should complete the travel advance worksheet
provided by the Finance Office with all of your receipts attached. If the advance is less
than the total expenses, please submit a request for reimbursement (available on the
finance site at RWU.edu) to SCGIP for the difference. The Budget review will be
conducted with the Finance Office & the Spiegel Center to determine the accuracy in
recording expenses. This process is in addition to the Wells Fargo reconciliation
procedure explained to you when you received your p card. For more information on
how to reconcile your p card, visit the purchasing page of rwu.edu.
➢ SCGIP will complete a PAF and submit it to HR for faculty course stipend and
director’s fee.
View the Reimbursement procedures
http://www.rwu.edu/depository/cgip/budgeting%20_reimbursemt_proceedures.pdf for
more information.
B. Spiegel Center De-brief
Contact the Spiegel Center for a program de-brief. This is especially helpful for both the
faculty leader(s) and the Center to discuss the relative success of the program and
share concerns or problems that were encountered that may be reflected in the program
evaluation, or that may have arisen throughout the pre-departure process or onsite.
C. Re-entry Seminars/Events
A key to insuring a positive experience for the student upon reentry is a structured
series of interactions after returning to the home campus. This can be in the form of
seminars, events (dinner/pizza) or even photo sharing/social media.
After the intense togetherness of their short-term program, it is an excellent opportunity
for faculty and students to reconnect and collaboratively reflect on the experiences they
have shared.
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Students can also be given the opportunity to talk to other students about their
experience both for future recruitment and pre-departure orientation seminars as well as
activities sponsored by the Spiegel Center for Global & International Programs.
➢ SCGIP will inform faculty of future opportunities to reconnect with their students
and the RWU campus community regarding their short-term program.

D. Program Renewal or New Program
If you are interested in renewing your program or submitting a proposal for a new
program, be sure to check the timeline in the Appendix for the deadline by which to
submit your proposal.
Go to https://rwuabroad.rwu.edu/ and look at the Resources for Faculty to find more
information, including Faculty-led Program Guidelines, Proposal Form, and Budget
sheet.
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APPENDIX I.
Faculty-Led Program Timelines
Winter & Spring Break:

Faculty Proposal Deadline: May 1st (Includes Program details for website & brochure/flyer for office and
study abroad fair)






Student Online Application Deadline: October 1st
Faculty & Spiegel Center Promotion: August – October
Student Application $500 Deposit: October 15th
Student Final Payment: November 30th

Summer:

Faculty Proposal Deadline: August 1 (Includes Program details for website & brochure/flyer for office and
study abroad fair)






Student Online Application Deadline: December 1st
Faculty & Spiegel Center Promotion: August – December
Student Application $500 Deposit: December 15
Student Final Payment: February 28th

APPENDIX II.
Faculty-led Programs & Social Media
We know you’re going to create memories abroad and we want to give you some ways to connect with
the university during your program or upon return.
The pictures, videos, stories and tweets you post on social media (Instagram, blogs, Facebook, Twitter
etc.) allow others to follow and engage with your program while it’s happening, can serve as content
generation for future program promotion and marketing, and may inspire students and faculty to
consider a faculty-led program abroad in the future.
We hope the following guidelines below are helpful, and would like to encourage you to discuss this
with your students as they serve as representatives of the university and the U.S. abroad.
Instagram
You can use your own Instagram Account OR you can log in and use the SCGIP Faculty-Led Program
Instagram Account.
Username: rwufacultyledprogramsabroad
Password: G0Abroad (the 0 is a zero)
Twitter
You can use your own Twitter Account OR you can log in and use the SCGIP Twitter Account.
Username: scgip@rwu.edu
Password: Spiegel17
Photo and Video Post Guidelines
1. Context – Explain where you are and what you’re doing. Geotagging is great for this.
2. Hashtag – When posting images or videos on Facebook, Instagram or Twitter, use
#RWUStudyAbroad and/or #RWUFacultyLedProgramsAbroad
3. Tag– @myrwu (on Instagram & Twitter) and they will include your post on the RWU
SocialHub. The University accounts might even repost your content! (Only posts from public
profiles will be visible.)
4. Email – Did you take photos you’d like to share, but don’t want to post them? You can email
rdenson@rwu.edu and we will post them and share your photos to a google drive that the
group can access. Please provide your name, if you’d like credit, and provide some context
to accompany the content.
Content Guidelines
There are several features of your program that will offer excellent real-time posts and compelling
marketing collateral for future programs. Although there are bound to be group and student photos in
front of major landmarks and tourist attractions, try and go beyond this to capture other memorable
moments that highlight the purpose of the program. Below are some suggestions:
1. onsite instruction;
2. students engaged in hands-on learning;
3. students and professors interacting;
4. students engaged with local community (may require permissions);
5. students engaged in program activities and site visits;
6. travel process, planes, trains, stations, etc.
*Avoid capturing any behavior that may be perceived as inappropriate

Ethical Guidelines
There are many ethical considerations when taking photographs of videos of others, particularly
children or people in indigenous communities and hospitals.
1. Ask for permission if the person will be the main subject of the photo. Remember, permission
can mean different things in different situations. Consider non-verbal communication, such as
body language, eye contact, a smile, head nod etc.
2. Consider what might be appropriate or expected in the local culture or environment.
3. If photographing children, get permission from a parent where there is one present.
4. Be prepared to fill out paperwork any paperwork that may be required.
5. If permission is not given, or consent cannot be determined, do not photograph or video the
person or group.
For Photos Keep in Mind:
➢ Action shots – It’s okay to pose some action shots and have the subjects look at the camera.
➢ Group shots – Group shots are great, but group shots with context are even better! Make sure
the audience will see where you are in addition to being together.
➢ Focused, well-lit shots – smart phones allow people to look like pros with the auto adjustments,
so take the time to adjust the camera lens as needed. (Typically, just tap the subject on the
camera and a box will appear letting you know you’re focused.)
For Videos Keep in Mind:
1. If using a mobile device, set it horizontally when filming.
2. It’s ideal to have a steady arm when filming, so if you can lean against something stationary,
that alleviates shaking or arms growing tired.
3. Multiple takes are ok! You can create more than one video if you’re not sure which is the
best version.

Email Becky Denson – rdenson@rwu.edu
Assistant Director of Study Abroad Programs
Spiegel Center for Global and International
Programs

Recommendation
Form

APPENDIX III.

To the student:

Name

Please fill out the top section of this form and then give it to a faculty referee
who is familiar with your performance in the classroom and who can attest to
your potential to succeed academically and personally in an education abroad
program. Print clearly.

___________________________________________________________
last

first

______________________________________________
street address

apt./box #

______________________________________________
city

state

Local phone: (

zip

M.I.

E-mail address ____________________________________
Major(s) __________________________________________
Study abroad program ______________________________

) ___________________________

Permanent phone: (

) ______________________

City & country ____________________________________
Term & Year of participation _____________________

Check ONE of the following statements and then sign below:
I hereby forgo any claim to access to letter of reference written on behalf of my application to the Roger Williams
University study abroad program written above.
I do not wish to forgo any claim to access to letter of reference written on behalf of my application to the Roger Williams
University study abroad program written above.

Signature of Participant ___________________________________________________

Date _____________________

To the academic referee completing this form:
How long have you known the applicant?
In what capacity?

Area to Rate
Academic Ability
Oral Skills
Written Skills
Motivation/Class participation
Intellectual Curiosity
Emotional Maturity
Interpersonal Skills
Willingness to Cooperate
Ability to Tolerate Stress
Confidence
Self-Reliance
Overall Personal Judgment

Excellent

CAPACITY

DURATION

Check all that apply

continuous contact

student in a large class

infrequent contact

student in a small class

no contact since __________

advisee

only through records

employee

Above Average

Average

Below Average

Unknown

Academic
Recommendation Form
(continued)

In your opinion, does this applicant exhibit the maturity, responsibility, dependablity, independence, motivation, and
an openness to new experiences necessary for success in an education abroad experience?
YES

NO

Most programs abroad lack the structure of a typical U.S. college/university environment. In your
estimation, is this student self-reliable and mature enough to perform well in this type of short-term program?
YES

NO

Additional Remarks

This candidate’s application will not be complete until we receive this form. Please sign and return it promptly in a sealed/
signed envelope to the Center for Global and International Programs.

Signature ____________________________________________________________

Date _____________________

Name _________________________________________

Title __________________________________________

Department ____________________________________

Campus phone __________________________________

Campus fax ____________________________________

E-mail address __________________________________

Please return to the Center for Global and International Programs in a signed/sealed envelope.
Roger Williams University					
Center for Global and International Programs			
One Old Ferry Road						
Bristol, RI 02809						

Phone: 401-254-3899
Fax: 401-254-3575
E-mail: scgip@rwu.edu
Web: www.rwu.edu/global

APPENDIX IV.

Student on Academic Probation Exemption Letter for Participation in a
Short-term Faculty-Led Study Abroad Program
Appropriate Dean(s),
In general, students must be in good academic standing at the University in order to remain eligible to participate in
a program abroad. Students on academic probation are not eligible to participate in Short-term Faculty-Led Study
Abroad Programs. Only in rare circumstances will the Spiegel Center for Global and International Programs
(SCGIP) make an exception to this policy, and exceptions will be granted on a case by case basis. This process
involves the student asking at least two professors, neither of whom can be program faculty leaders, to fill out and
return the SCGIP recommendation form. The student may also gather additional statements of support from others
to be submitted in a sealed envelope to SCGIP, including but not limited to other RWU faculty, academic advisor or
staff. After SCGIP has the obtained the recommendation forms and any other letters of support, the appropriate
Dean(s) will be notified and given access to this information in order to review, consider and possibly approve this
exception with signature of this exemption letter (below). Ultimately we want to ensure that all students succeed at
Roger Williams University, and this letter is a necessary step in making sure that the student on academic probation
listed below will be able to do so while participating in the short-term program listed.
The approving Dean(s), may choose to meet with and discuss the student’s participation on the program with
program faculty, student, recommending professors and/or others. The Dean(s) may consider the following:
• Support of Faculty Leader(s)
• Reason for the Academic Probation status
• Previous academic performance Recommendation forms
• Statements of support
• Maturity of student
• Specifics of program offered, including number of faculty leaders, credits, location, level of courses, activities
etc.
• Overall ability for the student to succeed in taking course(s) offered

STUDENT FIRST NAME, LAST NAME:
PROGRAM:
TERM:
PROGRAM FACULTY LEADER(S):
This student on academic probation (above) is approved to participate in the short-term faculty-led short-term
program abroad.
Dean’s Signature________________________________________ Date________________________________
Dean’s Name____________________________________________School/Dept._________________________
Dean’s Signature________________________________________ Date________________________________
Dean’s Name____________________________________________School/Dept._________________________

APPENDIX V.

First-Year Student Exemption Letter
for Participation in a Short-term Faculty-Led Study Abroad Program
To the appropriate Dean(s),
In general, first-year students are not eligible to participate in a Winter Intersession Short-term Faculty-Led Study
Abroad Program. Only in rare circumstances will the Spiegel Center for Global and International Programs
(SCGIP) make an exception to this policy, and exceptions will be granted on a case by case basis. This process
involves the student asking at least two professors, neither of whom can be program faculty leaders, to fill out and
return the SCGIP recommendation form. The student may also gather additional statements of support from others
to be submitted in a sealed envelope to SCGIP, including but not limited to other RWU faculty, academic advisor or
staff. After SCGIP has the obtained the recommendation forms and any other letters of support, the appropriate
Dean(s) will be notified and given access to this information in order to review, consider and possibly approve this
exception with signature of this exemption letter (below). Ultimately we want to ensure the likelihood that first-year
students succeed on this RWU program.
The approving Dean(s), may choose to meet with and discuss the student’s participation on the program with
program faculty, student, recommending professors and/or others. The Dean(s) may consider the following:
•
•
•
•
•
•
•
•
•
•
•

Support of Faculty Leader(s)
Recommendation forms
Statements of support
Maturity of student
Intellectual capacity of student
Mid-term grades
Lack of academic record for first-year student
Specifics of program offered, including number of faculty leaders, credits, location, level of courses, activities
etc.
Number of students requesting an exception
Rooming of first-year student with senior students
Overall likelihood of the first-year student to succeed in taking course(s) offered

STUDENT FIRST NAME, LAST NAME:
PROGRAM:
TERM:
PROGRAM FACULTY LEADER(S):

The first-year student (above) is approved to participate in the short-term faculty-led short-term program abroad.
Dean’s Signature________________________________________ Date________________________________
Dean’s Name____________________________________________School/Dept._________________________
Dean’s Signature________________________________________ Date________________________________
Dean’s Name____________________________________________School/Dept._________________________

FACULTY-LED PROGRAM ABROAD
REFUND POLICY FORM

APPENDIX VI.

Name

RWU ID #

RWU EMAIL
Cell Phone #
Current Class Standing: Freshman

Name of Program:

Sophomore

Junior

Winter

Senior

Spring Break

Summer

PLEASE REVIEW REFUND POLICY AND SIGN WHERE INDICATED

Roger Williams University – Faculty-Led Short Term Programs Abroad – Student Refund Policy
For all Faculty-Led Short Term Programs the “Program Fee” includes: 1) Program Tuition; and, 2) Program Costs
(e.g. room, board, land travel and other miscellaneous expenses).
Any refund of the Program Fee for students who withdraw from a Faculty-Led Short-Term Program will be based
on the following schedule:




More than 45 days prior to the Program start date: full refund of the Program Fee, less the nonrefundable deposit.
45 to 30 days prior to the beginning of the Program: full refund of Tuition and 50% refund of Costs,
excluding the non-refundable deposit.
29 to 1 day prior to the beginning of the Program: Full refund of Tuition only

This refund policy applies only for a student cancellation due to a documented medical reason or for other
approved circumstances. Such circumstances will be reviewed and approved by both the Faculty Leader and
the Spiegel Center.
For all other withdrawals and for withdrawals while the Program is taking place, the student shall be responsible
for all Tuition and Costs.
In signing this, I acknowledge that I have read and understood this policy.

Signature:

Date:

APPENDIX VII.

ILLEGAL DRUGS AND ALCOHOLIC BEVERAGES GUIDANCE AS IT APPLIES TO STUDY
ABROAD PROGRAMS
The following information does not supplant RWU policies regarding such matters (e.g. the
Alcohol and Drug-Free School and Workplace Policy, Alcoholic Beverages Policy, RWU Student
Handbook and the Student Code of Conduct); rather, it clarifies how such policies apply to study
abroad programs.
Illegal Drugs
RWU has a zero-tolerance policy regarding the use, possession, distribution, sale or cultivation
of illegal drugs by anyone participating in RWU study abroad programs regardless of whether
the laws of the foreign country permit such usage (e.g. marijuana is considered illegal under the
federal laws of the United States and use of such will be considered a violation of RWU policies
regardless of whether a foreign country permits such usage).
Study abroad participants should be aware that use of illegal substances in foreign countries
may be much more severe than in the United States and that there is nothing RWU or the U.S.
Government can do to assist someone breaking the laws of the host country.
Alcohol
For purposes of its alcohol policies applied to study abroad trips RWU will follow the legal
drinking age of the host country.
If there is any alcohol served or available at a University-sponsored event (e.g. an event that is
part of the study abroad itinerary; a program-sponsored dinner), the faculty leader must seek
approval of such in advance utilizing the Alcoholic Beverages Policy approval form available
here: http://www.rwu.edu/about/administration-governance/policies-guidelines.
The purchase of alcohol may not be made using University and/or program funds
(including expenses that are reimbursed by the University).
RWU prohibits faculty from procurring alcohol, or purchasing alcohol, for the students
participating in study abroad programs. In addition, students who are of age may not procure or
purchase alcohol for students who are underage.
All regular student conduct regulations, including those related to alcohol, are applicable while a
student is studying abroad (see RWU Student Handbook and the Student Code of Conduct).
If students choose to consume alcoholic beverages while participating in a study abroad
program, RWU expects responsible behavior and moderation. Students are responsible for their
behavior and any misconduct that is related to the consumption of alcohol.
Students must be aware that alcohol can impair judgment and can make one more vulnerable to
crime and accidents while in unfamiliar surroundings.
Public drunkenness is less common among university age young people in most other
countries. Such displays can reinforce negative stereotypes of U.S. citizens and cause
embarrassment to other members of the group, faculty leaders and in-country hosts.

APPENDIX VIII.

Important Information for Students Studying or Traveling Abroad*
The following is a list of do’s and don’ts for all students studying or traveling abroad:
1. Keep a low profile. Try not to draw attention to yourself through your dress, speech or
behavior .
2. Avoid crowds, protest groups, or other potentially volatile situations, as well as any
establishments or places where Americans are known to gather.
3. Be aware of the news. Read any local newspapers and speak with local officials to learn
about any potential disturbances. Do not get involved with any disturbances or protest
groups.
4. Report any unexpected packages or unattended packages, luggage or parcels
especially in airports, train stations and other areas of public access.
5. Report to authorities any suspicious persons loitering around residence or instructional
facilities, or if they are following you. Keep your residence locked and use common
sense in divulging information to strangers about your program or about fellow students.
6. If you travel to countries beyond your program site or off your program’s itinerary and
expect to be there for more than one week, register upon arrival at the US Consulate or
Embassy having jurisdiction over your location.
7. Make sure the resident director (if applicable), host family, foreign university or program
director who is assigned responsibility for your welfare always knows where and how to
contact you in case of an emergency. If traveling, even if for only overnight, leave an
itinerary.
8. Know the local laws. DO NOT assume that because something is legal in the US that it
is legal elsewhere. Not all laws and systems of justice are universal.
9. Always use a bank to exchange money. Do not exchange any money on the street. Do
not carry more money on you than you need for the day and carry your credit cards in a
safe place.
10. Do not excessively consume alcohol or be under the influence of drugs that impair your
judgment.
11. Buddy up – do not go out alone.
12. Female travelers should always dress conservatively. Do not encourage any unwanted
attention. Be aware that some men from other countries, because of cultural differences,
may mistake the friendliness of American women as romantic interest. Everyone should
avoid walking late at night in a questionable neighborhood. Do not agree to meet anyone
in a secluded place.
13. All students should prepare a family communications plan for regular contact with their
parents, guardians, families or those who may need to know their whereabouts.
_______________________
*Information in this document is based on Promoting Safety Abroad by William Hoffa The
Parent’s Guide to Study Abroad and NAFSA’s Guide to Education Abroad for Advisors and
Administrators

APPENDIX IX.

U.S. State Department Tips for Traveling Abroad*
For detailed information about steps you can take to ensure a safe trip, see How
to Have a Safe Trip. Meanwhile, here are some quick tips to make your travel
easier and safer:
•

•

•

•

•

•

•

Register so the State Department can better assist you in an emergency:
Register your travel plans with the State Department through a free online service
at https://travelregistration.state.gov. This will help us contact you if there is a
family emergency in the U.S., or if there is a crisis where you are traveling. In
accordance with the Privacy Act, information on your welfare and whereabouts will
not be released to others without your express authorization.
Sign passport, and fill in the emergency information: Make sure you have a
signed, valid passport, and a visa, if required, and fill in the emergency information
page of your passport.
Leave copies of itinerary and passport data page: Leave copies of your
itinerary, passport data page and visas with family or friends, so you can be
contacted in case of an emergency.
Check your overseas medical insurance coverage: Ask your medical insurance
company if your policy applies overseas, and if it covers emergency expenses
such as medical evacuation. If it does not, consider supplemental insurance.
Familiarize yourself with local conditions and laws: While in a foreign country,
you are subject to its laws. The State Department web site at
http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html has useful safety and
other information about the countries you will visit.
Take precautions to avoid being a target of crime: To avoid being a target of
crime, do not wear conspicuous clothing or jewelry and do not carry excessive
amounts of money. Also, do not leave unattended luggage in public areas and do
not accept packages from strangers.
Contact us in an emergency: Consular personnel at U.S. Embassies and
Consulates abroad and in the U.S. are available 24 hours a day, 7 days a week, to
provide emergency assistance to U.S. citizens. Contact information for U.S.
Embassies and Consulates appears on the Bureau of Consular Affairs website at
http://travel.state.gov. Also note that the Office of Overseas Citizen Services in the
State Department’s Bureau of Consular Affairs may be reached for assistance with
emergencies at 1-888-407-4747, if calling from the U.S. or Canada, or
202- 501-4444, if calling from overseas.
203- From U.S. Department of State website:
http://travel.state.gov/travel/tips/tips_1232.html#student_travel

Incident Report Form

APPENDIX X.

Faculty-Led Study Abroad Program
The Faculty Leader or RWU staff member should complete this report immediately after the incident and submit
it to The Spiegel Center. If the incident is witnessed by more than one of the above persons, all of them should
submit separate reports. The Spiegel Center will then reach out to and contact any other office that needs to be
involved, including The Office of Student Conduct and Community Standards, Title IX, Center for Counseling and
Student Development, Office of General Council or other.

Today’s Date: _______________________________
Name(s) of Student(s) Involved:
Student ID #:
Date and Time of Incident:
Location of Incident:
Faculty/Staff Person Completing Report and Contact Information:
Program Name/Location:
Others Involved:
Please check the appropriate box to indicate the nature of the incident:
 Alcohol/Drugs
 Theft
 Assault of Student
 Injury/Illness
 Arrest of Student
 Other, please specify:
Please describe the incident. Be as specific as possible, including all details. Use additional
sheets if necessary.

Action(s) Taken If Any:

Signature of Reporting Person

Date

APPENDIX XI.

Useful Websites
•
•
•
•

The Spiegel Center – Faculty-led Study Abroad Programs - Faculty Information &
Forms: http://www.rwu.edu/academics/centers/scgip/faculty/
Embassy Registration for US travelers: https://travelregistration.state.gov/ibrs.
Safety Tips from the U.S. State Department
http://travel.state.gov/travel/tips/tips_1232.html#student_travel
Please check the Center for Disease Control’s website for the blue sheet (Summary of
Health Information for International Travel) http://www.cdc.gov/travel/ This website
updates on a regular basis to give travelers the most current country information.

