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The faculty director handbook is divided into sections as follows:

•

Introduction: Study abroad at HWS

•

Section 1 General Information: includes contact information for key campus offices and a
link to the Center for Global Education (CGE) website; provides descriptions of the role of
the faculty director, the role of the CGE, and the role of the Committee on Global Education
(COGE)

•

Section 2 Pre-Departure Preparation: outlines the CGE’s and the faculty director’s predeparture responsibilities including student recruitment and program promotion, selection of
students for the program, finances and budget development, and pre-departure meetings and
orientation. The section details support for faculty directors provided by the CGE and also
includes travel planning advice.

•

Section 3 While You’re Abroad/Off-Campus: summarizes the expectations the CGE has
for students and faculty when participating in off-campus programs.

•

Section 4 Emergency Procedures and Evacuation Guidelines: provides a detailed
overview of the procedures for dealing with emergency situations during the program,
including injury, illness and hospitalization; incidents of crime; political crises; program
cancellation; and emergency evacuation protocols.

•

Section 5 Post-Program Responsibilities: details the faculty director’s reporting
requirements after the completion of the program.

In a separate document:
•

APPENDIX A – FACULTY DIRECTOR DOCUMENTATION

•

APPENDIX B – GENERAL FORMS/PUBLICATIONS
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Introduction
According to our Mission Statement, the Colleges seek to “prepare students to lead lives of consequence.” The
centrality of “global education” to this mission was clearly articulated in the HWS 2005 strategic planning
document, which states:
…HWS aims to offer students an international education, by providing an extraordinary
number of off-campus learning opportunities, and by welcoming to the campus students
from other countries…. Placing oneself in the global scheme of things is the ultimate goal
of a liberal arts education, and Hobart and William Smith Colleges aims to offer the
opportunity for international exposure as part of our twenty-first century education...
HWS students clearly recognize the centrality of international education to the Colleges’ mission. About 60%
enroll in off-campus study programs and avail themselves of the opportunity to engage other cultures and
societies and experience other environments in ways that simply are not possible on campus. Senior surveys
regularly attest to the enriching and transformative experiences students have through participation in offcampus study programs while alumni surveys further underscore how such experiences contribute to the
fulfillment of both career and personal goals.
The Center for Global Education offers a robust menu of program options to HWS students, including nearly 50
programs in over 30 different countries. While there are a variety of different program models, HWS stands
apart from many other institutions in that the vast majority of our programs are semester-long and many are led
by our own faculty or by faculty from consortium partners. The CGE’s focus on “Integrated Program Design”,
in which great attention is focused on providing extensive pre-departure and reentry programming, as well as
significant opportunities for onsite immersion, also distinguishes HWS programs from most others.
The CGE works closely with the faculty Committee on Global Education (COGE), a sub-committee of the
Committee on Academic Affairs (COAA). COGE is responsible for, among other things, reviewing proposals
from prospective faculty directors and making recommendations to COAA and the Provost, monitoring
curricula offered on off-campus programs and formulating policies regarding student and faculty participation
in off-campus programs. In addition to faculty representatives, staff from the CGE and the Hobart and William
Smith Deans’ Offices sit on the committee.
A successful off-campus program requires effective communication and collaboration between the CGE and the
faculty director. To that end, this handbook is designed to provide directors with an understanding of the entire
off-campus program process, beginning with what they need to do upon being selected as faculty director to
what their responsibilities will be upon their return to campus after the program has ended. The handbook
contains information on the policies and procedures we follow in overseeing CGE programs, as well as those
that guide us in the selection of student participants. It will also detail the support that directors can expect from
CGE staff along with the various responsibilities that those who serve as faculty directors will have.
The overarching mission of all Global Education programs at HWS is to help students become “global
citizens”. Being a responsible, effective citizen of the world demands skills and values which enable individuals
to assume an active, positive role in their own community and in the larger world. Global citizens appreciate
and are guided by an understanding of the relationship between actions made locally and globally and a
commitment to the betterment of people’s lives everywhere. While challenging, the work of a faculty director
will prove immensely rewarding and vital to students’ development as responsible global citizens.
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Section 1 – General Information
The CGE Website
For specific information on each program, visit our website at http://www2.hws.edu/center-for-globaleducation/ and click on “Destinations”. You will find a full list of our programs with an individual page for each
destination. These pages include a full program description along with links to sites with helpful information
about the host country and about travel in general. The “For Faculty” page includes a variety of resources for
those interested in directing CGE programs, including links to semester and short-term program proposal forms.
Important Contact Information
The Center for Global Education
Tel: (315) 781-3307
Fax: (315) 781-3023
Emergency 24-hour: (315) 781-3333
Dean of Global Education/Director of the CGE - Tom D’Agostino – tdagostino@hws.edu
Home/Cell Phone: (585)-719-5912
First contact in case of emergencies; deals with budget issues, safety and liability and questions regarding the
content and submission of the faculty director’s final report and fiscal report
Programs Operations Manager - Amy Teel – teel@hws.edu
Home/Cell Phone: (315) 345-4358
Contact about logistical questions regarding semester-long programs – flights, passports and visas, academics,
housing, excursions, medical concerns, student conduct issues
Associate Program Manager/Short-Term Programs – Colleen Kolb – kolb@hws.edu
Contact with questions concerning short-term/summer programs and selected semester programs
Pre-departure and Re-entry Programming Coordinator – Jennifer O’Neil – oneil@hws.edu
Oversees activities and programming designed to prepare students for study abroad and encourage them to
continue processing and reflect upon their experiences upon their return to campus
Office Manager – (position currently open) – hwsabroad@hws.edu
Contact for general information; manages forms/documents from students and provides student documentation
(medical, insurance, passports, etc)
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The President’s Office
Joyce Jacobsen – President
Tel: (315) 781-3309
Fax: (315) 781-3815
The Office of Academic and Faculty Affairs
Sarah Kirk – Provost and Dean of Faculty
Tel: (315) 781-3304
Fax: (315) 781-3334
The HWS Office of Campus Safety
(315) 781-3333
This number is for emergencies only and is answered 24 hours a day.
The Office of Campus Life
B. B. Barile – Vice President for Campus Life and Dean of Students – deals with any student crisis or discipline
issue for either college, regardless of class year - barile@hws.edu
Tel: (315) 781-3900
The Hobart Dean’s Office
Scott Brophy – Dean – brophy@hws.edu
David Mapstone – Assistant Dean - mapstone@hws.edu
Joseph Mink – Assistant Dean – mink@hws.edu
Tel: (315) 781-3300
Fax: (315) 781-3025
The William Smith Dean’s Office
Lisa Kaenzig– Dean – kaenzig@hws.edu
Lisa Salter – Assistant Dean – lsalter@hws.edu
Kelly Payne – Assistant Dean – payne@hws.edu
Tel: (315) 781-3467
Fax: (315) 781-3303
Office of the Registrar
Ryan Kendrick – Registrar – rkendrick@hws.edu
Linda Radin – Associate Registrar - radin@hws.edu
Carl Folwaczny – Functional Analyst – folwaczny@hws.edu (for registration issues)
Tel: (315) 781-3651
Fax: (315) 781-3920
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The Counseling Center
Tel: (315) 781-3388
After hours emergencies (through Campus Safety; ask for the Counselor On-Call: (315) 781-3333
Fax: (315) 781-4455
The Center for Teaching and Learning
Christen Davis – Coordinator of Disability Services – Oversees all aspects of disability services and provides
support to faculty accommodating students with disabilities – Cdavis@hws.edu
Tel: (315) 781-3359
Fax: (315) 781-3862
The Office of Title IX Programs and Compliance
Bill Boerner – Title IX Coordinator – Boerner@hws.edu
Tel: (315) 781-3922
After hours and weekends: (315) 781-3000; ask for member of the Title IX staff
The Role of the Faculty Director
Faculty who direct an off-campus program assume a range of responsibilities beyond those of teaching a course.
The faculty director takes on many roles: instructor, advisor, registrar, dean, residence director, counselor and
official HWS representative to host institutions. These responsibilities are outlined in the “Directors’
Responsibilities” document (see APPENDIX A) that every faculty director signs before they departs for an offcampus site. This agreement, one copy of which should be carried for reference, provides a list of the director’s
responsibilities in regard to program recruitment, academics, registration, budget, housing, student discipline,
program evaluation and final reports.
Directors are expected to participate in the development of all programmatic elements (e.g. courses, agreements
with host institutions, excursions, budget), as well as in student recruitment, pre-departure orientations and
reentry activities. Often the director has detailed knowledge of a site, of the educational resources that will be
available to students, and of the local institutions and personnel upon which the program will rely.
The faculty director bears great responsibility for the success of the academic program, for student safety and
well-being, and for upholding the reputation of the Colleges. Students share in these responsibilities and sign a
behavior agreement to this effect (see APPENDIX B).
The Role of the Center for Global Education (CGE)
The Center for Global Education is part of the Office of Academic and Faculty Affairs and comprises Dean of
Global Education Tom D’Agostino (who serves as the Director of the CGE), Programs Operations Manager
Amy Teel, Associate Program Manager Colleen Kolb, Predeparture and Reentry Programming Coordinator
Jennifer O’Neil and the CGE Office Manager (currently open). The CGE staff work closely with the Provost
and Dean of Faculty who has overall institutional responsibility for the Colleges’ off-campus programs.
The CGE is responsible for the development, administration and assessment of the entire menu of off-campus
programs, for advising all students and faculty inquiring about programs, and (in conjunction with the Office of
Diversity, Equity and Inclusion) for international students and other overseas visitors to campus. Program
8

development, administration and assessment include responsibility for working with faculty from the very
earliest stages of program planning and budget development, negotiating all business contracts and agreements
with host institutions, student recruitment and orientation, providing health and safety guidelines, travel and
visa coordination, accommodations and excursions, all onsite arrangements and details, communication with
parents and students, post-return debriefing and evaluations, and budget oversight and management.
The Role of the Committee on Global Education (COGE)
Membership consists of five faculty members chosen by the Committee on Academic Affairs (COAA). Three
are appointed at-large, one is a language professor and one is a member of COAA.
Preferably all of the divisions at the Colleges will be represented. A minimum of three of the five faculty must
be tenured and at least three members must each have directed one or more off-campus program. The Dean of
Global Education sits ex officio. The Dean of Hobart and the Dean of William Smith (or their representatives)
also sit ex officio. The Committee is convened by its faculty Chair, who is elected by the members of the
committee.
Responsibilities:
1. The Committee advises the Center for Global Education’s Director on overall academic goals, curricular
integration, faculty qualifications, and faculty and student preparation as they affect the Colleges’
international programs.
2. The Committee works with the Center Director to develop new off-campus programs and design faculty
development initiatives, and to create additional partnerships and consortia.
3. The Committee reviews proposals from faculty seeking to direct Center for Global Education programs
and makes recommendations to the Committee on Academic Affairs and the Provost. The Committee
ensures that the process of soliciting and reviewing faculty proposals is carried out in an open and
transparent manner.
4. The Committee advises the Center Director and the Committee on Academic Affairs on the educational
content, consistency, and curricular coherence of off-campus programs, and standards regarding student
participation and conduct in off-campus programs.
5. The Committee works with the Center Director to ensure that all international programs are evaluated on
a regular basis and that student evaluations are administered after each program. The Committee advises
the Center Director and the Committee on Academic Affairs on the viability of off-campus programs.
6. The Committee works with the Center Director to ensure a transparent budgeting system is maintained
and assists in reviewing budgetary priorities.
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Section 2 – Pre-Departure Preparation
Once you’ve been selected to direct a program, the pre-departure preparation begins. We encourage you to
begin by talking to previous faculty directors about their experiences, soliciting their advice, their “dos and
don’ts” and reviewing the final reports they have submitted to the CGE. (See APPENDIX A for a list of
previous HWS faculty directors; the CGE can provide you with copies of their reports and summaries of past
student evaluations for your program).
We outline below your pre-departure responsibilities as well as what the CGE will do to help you prepare to
lead an off-campus program.
Confidentiality
As a faculty director you will have to be aware – from recruitment and selection to leadership and problemsolving abroad – of the need to keep student issues in confidence and to share with others ONLY within the
guidelines of the Family Educational Rights and Privacy Act (FERPA). FERPA restricts the disclosure of
student information without a student’s consent. Outside of directory information (name, dates of attendance,
campus address), you are not allowed to share student information without consent unless the health and safety
of the student are at risk, or the recipient of the information has an educational interest. FERPA often comes
into play when you are dealing with student records – grades, conduct records, transcripts and
medical/psychological information. Even when FERPA is not in effect, you should always use discretion when
working with student information.
Further information about FERPA can be found at the following website:
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
Student Recruitment
Your first responsibility will be student recruitment. The CGE will take the lead on this in terms of updating
the program webpage, arranging promotional materials, organizing information sessions and doing publicity.
Nevertheless, if you are not an active and eager participant in this process, you may have trouble reaching the
necessary quota of qualified students for your program to be viable.
The enrollment target for programs led by a single faculty director is 18-20 students, while the target for dualdirector programs is 30-35 students. You’ll want to have at LEAST a third more applicants than final
participants, as poor qualifications, competing applications and attrition will take quite a few applicants out of
the final pool. Note that programs which fail to meet minimum enrollment requirements (14 for single-director
programs and 24 for dual-director programs) will be subject to cancellation. Let your departmental colleagues
know about your program and the specific courses you are teaching. If you believe the courses offered on the
program you are directing are a good match for students outside your department or could be cross-listed, let
those departments/programs know and enlist their agreement (in advance) that the course(s) will be allowed to
be applied to major, minor or goal areas for their students and advisees.
CGE’s HWSabroad Information Session
HWS faculty directors should plan to attend the CGE’s HWSabroad Information Session that takes place
early each semester for all students interested in destinations planned for the following year. After the general
session we offer breakout sessions, which the faculty director should plan to attend to give prospective students
10

more information about their specific program. We will inform directors of the date, time and venue of this
meeting.
Applicant Selection Process
Once you have recruited a good-sized pool of applicants, you will be selecting your students in cooperation with
CGE staff. We request information from the Campus Life office about student conduct and other issues that
may affect safety or performance abroad. You will have a chance to review applicants’ essays and transcripts
and you are welcome to check the students’ references if you wish (CGE can help with this, especially if the
applicant pool is large). Some faculty members feel strongly about the value of a personal interview. Others do
not. THIS IS TIME CONSUMING but it can be a valuable tool and the CGE will help facilitate if you wish.
Keep in mind, however, that you must be consistent. If you choose to conduct interviews, all applicants who
meet the minimum gpa, conduct and pre-requisite requirements must be interviewed.
You will likely want the academically strongest students who display the greatest passion for your particular
subject or interest. This is reasonable and we will support you in this goal. However, do keep in mind that the
CGE has also been charged with a larger goal of increasing student access generally to international experiences
and to balance enrollment across our many programs. You may also find, perhaps to your surprise, that the best
student in the classroom is not always the best student abroad. So, keep these general guidelines in mind:
•
•

•
•

•

•

•
•

•

All students must have a MINIMUM cumulative GPA of 2.5 to be eligible for admission into a program,
although for some programs the minimum gpa is higher.
Students are expected to demonstrate in their application essays how their academic and cultural goals
fit with the program, not just that they have a preference to “be” in a particular location. In reviewing the
essays make sure that the student has addressed all the questions.
Rising seniors should have priority over juniors, and juniors should have priority over sophomores (in
most cases, all other things being equal).
First-years are given lower priority and are typically waitlisted in the first instance (always if applying in
their first semester) unless they are extraordinary i.e. have an exceptional GPA, a very strong essay, and
strong faculty references.
It is our policy that students who previously have participated in a semester-long off-campus study
program while at HWS are lower on the priority list than a qualified student who has not had the
opportunity to study off-campus yet. Except in extraordinary cases, such students will be placed on a
waitlist initially and accommodated on a space-available basis once qualified students who have not had
a program have been accommodated.
While some applicants will be rejected from a program (due to inadequate GPA, disciplinary record or
lack of academic fit for a program), many others will be placed on a waitlist, so passing a student over
during initial selection does NOT necessarily preclude them from participating. Approximately 50% of
all students on waitlists are eventually accommodated.
Students are permitted (and, in fact, encouraged) to apply to more than one program, so check on the
application to see where your program is on their priority list.
Students with significant disciplinary problems (either in terms of severity or a pattern of violations) are
less attractive candidates than those whose conduct has been appropriate. Note that students on social
probation are ineligible for off-campus programs. The CGE has disciplinary reports for all students and
we will discuss their discipline issues if need be.
A student must meet program pre-requisites (or be able and willing to complete such pre-requisites prior
to departure) in order to be eligible for selection.
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The CGE’s role in selection is to help you understand past precedent and practices and also to ensure that the
selection process is consistent within and across programs. (Complaints from disappointed students inevitably
begin and end with us and we need to be consistent and be able to defend the process). We can also advise you
of any medical or disciplinary issues and work with you to consider how these might (or might not) adversely
impact a student’s participation.
The faculty director’s role is to select the students that they think will best contribute to and grow from
participation in the program. Inevitably you will find that you know some of the students in your pool while
others are total unknowns. It’s tempting to choose the known quantities (assuming what you know is positive)
but please keep an open mind when considering unknown students.
Once you and the CGE have agreed on the list of accepted, waitlisted and rejected applicants, the CGE will be
responsible for notifying the students. Please do not tell a student about the decision before the formal
notification is sent. As soon as one student hears a decision, the CGE is flooded with requests for an
immediate answer for other decisions, which slows down the process. We do not give out decisions over the
phone or in person. Students will receive an email from our online system notifying them of a change in status
and will be instructed to log into the system to find out the decision.
Prerequisite Courses
Prerequisite courses are stipulated for some faculty-led programs. This may involve students being required to
take a specific course in the curricular field(s) emphasized by the program, a language course or a course
devised specifically around some aspect of the country/region where the program is located. Students will be
notified of any prerequisite courses in their acceptance letters, which are sent out before registration so that
students who need to take such courses can do so. Note that students who are waitlisted for a program are
encouraged to register for any prereq course(s) in case places open up on the waitlist. A student on a waitlist
who is not taking a course required for admission will not be eligible for selection.
Pre-departure Meetings and Orientation
CGE staff will arrange with each program group early in the semester before departure a Program Logistics
meeting to go over paperwork the students need to complete before leaving campus. Some groups will need to
complete internal applications for the university/program sponsor abroad, as well as the general CGE forms that
all students complete. Topics like academics, housing, choosing classes, visas, etc. are also discussed at this
meeting. We invite you to attend this meeting so you are aware of what we are asking of the students. This is
also an ideal time for you to set the stage for your own expectations as faculty director. Attendance is
mandatory for the students so you have a captive audience.
An information/Q&A session will be arranged with students who have participated in the program who will talk
about their experiences and address questions the students about to go abroad may have. In addition, prior to
departure students are required to complete a mandatory online orientation program created by the CGE that
focuses on safety/security, health and insurance, academic cultures, and other practical and logistical details.
Note that all students sign a “One Warning Policy” agreement, in which they agree to attend all meetings and
submit all forms on time. If they miss a meeting or deadline without a good reason (i.e. a class they must attend)
and without notifying us, they are warned once and must make up the meeting and/or get their forms in by a
new date that CGE gives them. If they miss a second meeting or deadline without notifying us, they will be
dropped from the program.
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Each semester the CGE and the Office of Communications collaborate to offer a pre-departure workshop
focusing on travel photography and ways in which students may share digital content (blogging, social media,
etc.) about their international experiences. This is optional for students but they are encouraged to attend as the
workshop gives them a framework for reflecting on themselves, their experiences and on the people and places
they will encounter during their time away.
You should also plan to meet with your students as a group several times before departure. These meetings
normally take place in the evening and are part of your responsibility as faculty director. Meetings allow you to
give the students more detailed information and updates on the program and give them a chance to ask any
questions they may have. You may wish to enlist students who were on this program in previous semesters to
attend one of the meetings so students can ask questions of a peer. These meetings are also the time to set
expectations (see Communicating Behavioral Expectations to Students in Section 3), reinforce the alcohol
and drug policy, do team-building exercises, provide an introduction to the courses and let the students know
about any books/supplies they need to buy before they leave the US. Be firm with them and let them know that
they must attend all meetings you set; the meetings are not optional and the “one warning policy” applies.
It would also be helpful at one of your predeparture meetings to set up a meeting place for the students at the
arrival airport so they know where to gather upon arrival at the program destination. Many students will choose
to take the group flight and will thus be flying over together; those who do not plan to take the group flight have
been advised to contact you to let you know their arrival plans. (Note that students who do not take the group
flight are responsible for linking up with the group in order to be transported to the program site; if they do not,
they are responsible for getting to the site). You should ensure that all students have your contact information
before they leave the US so they can let you know if they are delayed en route and so they have a contact for
you onsite (see Cell Phone section below).
Travel Planning
The CGE provides the following support services to facilitate travel for the faculty director(s) and dependents:
*Instructions about how/where/when to apply or renew a US passport
*Instructions and assistance in obtaining your host-country visa if one is required. For some countries you will
be required to travel to the nearest consulate (usually New York) to secure your visa. The CGE will advise you
if you need to build such a trip into your schedule.
*Assistance with international flights and domestic connections
*Arrangement of an optional group flight and ground transportation upon arrival for some programs (depending
on group size and program location) for students
*Assistance in arranging housing onsite
In addition to providing logistical support for the above, the CGE covers many of your costs.
Costs Covered by the CGE
International and Domestic Airfare
For those faculty directing a semester-long program, the CGE will pay for ONE round-trip ticket for each
faculty director. Spouse/partner and dependent children (under 18) travel costs are also covered if the
dependents will be spending a significant time with you onsite (at least 50% of the stay). In cases where
spouse/partners or dependent children do not accompany a director, the CGE will cover the cost of ONE roundtrip ticket for a visitor. Modifications to the basic travel itinerary (i.e. stopping over somewhere on the way
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home, adding an additional domestic flight, or changing dates) will be at the faculty member’s expense, as will
any upgrades. You will have a choice of carrier and itinerary when these do not significantly impact cost.
Cost of Living Adjustment (COLA)
Faculty directors for semester-long programs are provided with a “cost of living adjustment” (COLA) for the
period they are directing a CGE program. This is above and beyond their regular salary and is intended as a
supplement to bridge the gap between the normal cost of living in upstate New York and the expense of living
at the off-campus site. COLAs for individual program locations are determined using a formula that draws upon
US State Department estimates for living expenses. Keep in mind that you would have to pay for food,
gas/commuting costs, personal telephone, etc. at home from your own salary and thus we expect you will pay
for similar expenses on the program from your salary and the COLA. The COLA is considered taxable income
and is distributed bi-weekly during the period in which the off-campus program is in session.
Visa Fees
We will cover the cost of fees incurred for a visa if one is required including travelling to get the visa if
required. Please note that you have to provide for your own passport if you do not have a current one.
Housing
We will pay for furnished housing for the period you are abroad plus some additional time (up to one week in
total) for planning and prep before the program starts and for wrap-up at the end. Housing typically represents
the most expensive component of the program abroad. The Committee on Global Education has recommended
that for a single faculty director or director with partner/spouse, the CGE will cover the cost of a one-bedroom
apartment. For a director who is bringing additional family members, we will provide appropriate
accommodations based on the circumstances. The amenities will be “standard” for the location in which your
program is based. If you would like additional space/rooms, you will need to pay the difference in price.
Similarly, you’re responsible for housing costs if you choose to remain onsite for personal travel or individual
research beyond the period covered by the CGE.
Cell Phone
Please ensure that you have a cell phone abroad for emergencies. We can arrange for faculty directors to borrow
one of our departmental cell phones, or arrangements can be made onsite upon arrival.
Immunizations
If immunizations are suggested for a particular location, we will let the students and faculty know this on the To
Do list they are given at their program meeting with us. We go by CDC recommendations but it is the
responsibility of the participants to decide what immunizations to get based on these recommendations and on
speaking with their doctors or a travel medicine clinic. Students and faculty who choose to get immunizations
can do so with their own doctor or through a travel medicine clinic, such as Passport Health
https://www.passporthealthusa.com/ (locations in Rochester and Syracuse.) The cost of required faculty and
faculty dependent immunizations will be covered by the CGE.
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Health Insurance
CGE now provides all students participating in any CGE off-campus program with a robust international
medical insurance plan through CISI. HWS faculty directors and their accompanying dependents will receive
the same coverage. CISI covers sickness and accident, hospitalization, doctor’s visits, follow-up care, some
psychological care, and prescriptions. Limited coverage for pre-existing conditions is provided; please contact
the CGE for information on how this may impact you. In non-emergency cases, you can call CISI customer
care for medical referrals and often you will be able to arrange that CISI pays the provider directly. In
emergencies or in cases where they do not have an ‘in-house’ provider on tap, you pay for the service up front
and make claims for reimbursement. This can be done easily online.
CISI also has a preventative care service. If you have a chronic condition which you know will need attention
abroad, you may call CISI customer care and have them set you up as a patient with the appropriate specialist or
clinic.
This insurance also provides for medical evacuation, repatriation of remains, and for emergency traveler
services (i.e. assistance in the case of lost or stolen passports, if you need a legal referral, etc). Through the
CISI policy (in collaboration with Drum-Cussac/Crisis24) all faculty and students have riskmanagement/security evacuation coverage. Should there be political unrest, a natural disaster or public health
risk at your site, CISI/Drum will contact you and recommend a course of action. In extreme cases, they will
arrange evacuation for you, your dependents, and all our students.
Note that many prescription drugs commonly used in the US for ADD, mental health, or other conditions are
not always permitted to be taken abroad. CISI can research whether you may bring a four-month supply of your
prescribed medicine with you. If you need help in getting such a supply, your Excellus (so your regular HWS
employee plan) enables you to have your doctor call Express Scripts (866-340-1548) and ask for a "vacation
override" that will allow the pharmacy to give you enough medication for the duration of the program rather
than limiting you to 30-day supplies at one time. In most cases you CANNOT mail drugs overseas so it is
crucial that you do obtain the override and bring what you need with you. Or, work with CISI to find a provider
abroad who can write the same script and a pharmacy that will fill it.
We encourage you to speak with the CGE if you have any questions about your coverage with CISI or that of
your dependents. You may also call CISI customer care directly for a confidential conversation. They can be
reached at 888-617-1301 (from the US) or 1-603-952-2660 (call collect from abroad).
Program-related Expenses
We will pay for all program-related expenses incurred during excursions and/or onsite with students including
transportation costs, hotels or hostels, group meals, and admission fees to cultural sites. You will be responsible
for paying for your regular daily/weekly transport for personal travel from the COLA you are given, i.e. trips to
the grocery store, restaurants, traveling that you do on your own, etc.
You must keep copies of all receipts for program-related expenses whenever possible and submit them with
your faculty director report at the end of the program. When receipts are not available, a log of all expenditures
made using program funds is required. Prior to departure the CGE will provide you with a spreadsheet preloaded with your budget allocations so you can track expenses and reconcile program spending.
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Personal Preparations to Make
There are, of course, a host of other considerations that you should plan for as you prepare to lead an offcampus program. These include making provisions for:
*Your house/apartment here in the US
*Personal and work mail (to be arranged through your department)
*Your car (consult your insurance company so you don’t have to insure while you’re away)
*Power of Attorney for legal issues that arise
*Your pets
*Schooling for children of age
*Health concerns
Ask previous faculty directors and/or CGE staff for suggestions about how others have managed these issues if
you have difficulty with any of them. CGE/HWS does NOT cover costs for any of these arrangements.
House sitting while you are gone
As stated in the Handbook of Community Standards, “The Colleges believe that students have much to
gain from the experiences inherent in on-campus living. For this reason, all students are required to
live on campus and take their meals in campus dining halls on one of the Colleges’ approved meal
plans.” In circumstances where a professor would like to ask a student to house sit while the
professor leads a study abroad program, students may apply for an exemption to the Colleges’
residential requirement. Each student must follow the established guidelines:
(1) A maximum of two students may request an exemption from the Colleges’ housing requirement
to house sit for the same professor in a given semester;
(2) The student must have at least senior status;
(3) The student and professor should each submit a letter of intent to the director of Residential
Education no later than the end of the first week of classes in the semester preceding the
requested exemption;
(4) If approved, the student must sign a Campus Housing Waiver (available in Residential
Education) and must participate in a Colleges’ approved meal plan.
Program Budgeting
Budget Planning
Faculty proposing to direct an off-campus program should begin by meeting with the Director of the CGE to
discuss the budget parameters of the program. While some programs allow for more flexibility in their design,
in all cases there are spending parameters within which directors must operate. Prospective directors should
develop their proposal with these budget parameters in mind. The program budget can be modified and refined
as program details are finalized and negotiations progress with partners and providers. The final budget should
consist of all items that are provided as part of the program, including housing, academic expenses, onsite
transportation, excursions and support services at the host institution (see Budget Worksheet in APPENDIX A).
Keeping Track of Expenses
Since a fiscal report is required at the end of the program, we have created an expense log sheet to assist you in
keeping track of your expenses (see Expense Log in APPENDIX A). We suggest that you keep a daily log of
expenses, as it is very difficult to remember what was spent many days or weeks after the fact. You must keep
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all receipts where possible. There is a space on the log sheet where you can number each expense and you
should write this # on the corresponding receipt. The receipts can then be submitted in numerical order along
with the printed version of the expense report. If no receipt was available, note this in the report.
Prior to your departure you will be provided with an Excel spreadsheet to use in documenting and monitoring
program-related expenses. The spreadsheet will track actual expenditures in relation to what was budgeted in
the various budget categories we use. After the program you will submit a final fiscal report consisting of the
Excel spreadsheet (in hard copy and in electronic format) with handwritten log sheets as a backup. We would
not suggest entering your expenses directly into Excel without the use of the log sheets. Computer files can
become corrupted, and if this is the only record of your expenses, this could be a problem if something
happened to your computer or to the Excel file. You may want to transfer your expenses into Excel each week
but we suggest that you keep hand-written copies of all expenses on the log sheet as a backup should something
go wrong.
Bank Accounts
Program funds must be maintained separately from personal funds. All program spending must be logged and
accounted for, while the COLA, which is considered personal money, does not.
Before your departure for the program site, you will be asked to complete two different banking/financial
applications. One is for your program account with Community Bank, where we will deposit the program funds
we anticipate you will need (plus a contingency fund) and for which you will have an ATM card and drawing
privileges. The second is for your HWS corporate American Express card/account which has NO upper limit
and is to be used only for emergencies. Note that for the American Express card/account, you are responsible
for ensuring that the bill is paid each statement period so be sure to forward bills promptly to the CGE with a
clear accounting for how the emergency funds were spent.
Accessing Your Own Money
By far, the easiest, safest and potentially cheapest method of obtaining local currency is by using an ATM card
or a debit card. A more expensive alternative is using the cash advance feature on a credit card. A safer but less
convenient method is to use traveler’s checks. The differences are explained briefly below.
DEBIT CARDS
Most bank debit cards are part of one or both of the big international ATM systems, Cirrus or Plus. Make sure
you contact your bank to let them know you’ll be abroad and ask about any fees for using ATMs
overseas. While we do recommend using Debit/ATM cards as the best way to get your money abroad, do note
that some banks have begun levying hefty fees each time a card is used at an ATM abroad. We encourage you
to ask about the fees and see if there is any way to have these reduced or waived. If your bank is charging more
than $5 per transaction, consider shopping around and changing your bank. Small banks, credit unions, and
savings and loans tend to be (but not always) less punitive than the large commercials banks. We recommend
that you sign up for online banking to better keep track of your spending abroad and to more quickly become
aware if there has been fraudulent use of your account.
CREDIT CARDS
Credit cards are useful in most countries now, and one advantage in using them is that you’ll get a competitive
exchange rate. But, if you’re going to be using a credit card abroad, make sure your card company knows about
your trip. While you’ve got them on the phone, ask about any fees for using the card abroad for purchases or
cash advances. You may also find that your bank levies a ‘foreign currency’ surcharge – sometimes up to 5% of
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the transaction and other times a flat fee. If you expect to use your credit card often, consider applying for a
card that does NOT charge foreign transaction fees. Also, make sure you have your pin number memorized
before you go. This will enable you to get a cash advance from many ATM machines. NOTE: You can typically
get a credit card cash advance inside a bank if you wish to take out more than the daily ATM limit (usually
around $300 or its international equivalent). Just make sure you have your passport for identification purposes.
This process may take a while, but can be a saving grace in a financial pinch.
NOTE: Most countries have transitioned to chip and PIN technology in their credit and debit cards. This
means the bank card has a computer chip embedded into it and it also has a PIN (personal identification
number). It also means that credit cards are no longer “swiped” on a magnetic strip as we have traditionally
done in the US - the card goes through a chip reader instead and the cardholder must enter his or her PIN to
complete the sale. This technology has recently become more prevalent in the US as banks have adapted more
slowly. Some people still do not have chip cards and even some of those who do may not have the chip and pin
variety.
If you do not already have one, we recommend getting a chip and pin credit card before your departure – be
sure to ask your own bank or consider options through Bank of America, M&T Bank, Wells Fargo, Citibank,
Chase, and through a number of airline frequent flyer programs. Many of these cards will also offer the added
benefit of no foreign currency fee transactions, which can help you save money.
TRAVELER’S CHECKS
While traveler’s checks are a safe way to carry funds, they are becoming increasingly obsolete and
inconvenient. Most shops no longer accept them; some banks require that the bearer present their passport at the
time of exchange and often charge substantial fees to exchange them. Traveler’s checks (say $200 in small
denominations) can be helpful to keep for an emergency situation, however, if your wallet with credit card is
lost or stolen and you need immediate funds. Keep them safely back at your apartment until you need them.
Use of Contingency Funds
A contingency fund is normally included in the onsite funds available to faculty directors. This is typically a
small percentage of the total budget and is intended to be used for unanticipated expenses such as medical or
travel emergencies and to cover any significant shortfalls due to currency fluctuations. Any other use of
contingency funds should be approved by the Director of the CGE.
Final Preparations
Documents for Faculty Directors
Before you leave the US you will receive important documentation from the CGE. This will include:
•
•
•
•

a final list of program participants with parent emergency contact info
electronic copies of students’ passports (and visas if applicable)
student medical forms, with a summary sheet listing important conditions to note
group flight information and flight details for those not taking the group flight
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Other important documents will be accessed through the Faculty Resources page on the CGE website. These
include:
•
•

The Faculty Director’s Responsibilities agreement (you must sign and return one copy to the
CGE and take one with you for your reference)
HWS Emergency Procedures and Evacuation Guidelines

Meeting with the CGE
You should arrange to meet with the Director of the CGE before departure to make sure that everything is in
order. You should also ensure that the CGE has your contact information.
Task Timeline
Below is a timeline to give you an idea of when particular tasks need to be completed.

*Call for faculty proposals
*Submission deadline for proposals
*Proposal review completed
*Student recruitment begins
*Student applications due
*Student admission decisions issued
*Student financial commitment due

Fall Programs

Spring Programs

February
Mid-March
May 1
Early September
Early October
By November 1
Late November

September
Mid-October
December 1
Around February 1
Around March 1
By April 1
Late April

16-18 Months Before Departure
•

•

•

Faculty seeking to direct a CGE off-campus program must submit a proposal that will be reviewed initially
by the Committee on Global Education. A “call for proposals” is issued each semester by the CGE inviting
faculty to apply to direct semester-long programs (a separate call is issued for short-term programs).
If you are proposing to include a new course as part of your proposed program (one not previously taught at
HWS) you must also submit a new course proposal (this should be included with your program proposal).
The “Course Proposal for Off-Campus Programs” form is available on the Registrar’s website.
Get your course(s) cross-listed with as many departments/programs as possible; this will facilitate
recruitment by making it easier for more students to have access to the program.

13-15 Months Before Departure
Once you are appointed as the faculty director, you will need to do the following:
•
•

Work with the CGE to begin publicizing your program. Students must apply one year in advance of the
program. Ask colleagues who are teaching relevant courses to announce the program to their students.
Draw on your own resources at the program site to identify institutions and people with whom you can work
and let them know that you will be directing a program there.

19

12 Months Before Departure
•
•

•
•

Recruitment for your program will officially begin.
Plan to participate in CGE’s HWSabroad Information Session that takes place early each semester. After
the general session, breakout sessions are offered, which the faculty director should plan to attend to inform
prospective students about the program. We will inform you of the date, time, and venue of this meeting.
Students will submit applications online and you will work with CGE to select applicants. The deadlines for
applying are normally around October 1 for fall programs and March 1 for spring programs.
Set up a planning meeting with CGE staff to discuss class schedules, excursions, housing, budget,
office/classroom space, etc. to ensure that everything is on track.

4-6 Months Before Departure
•

•

•
•
•
•
•

•

CGE staff will meet with each program group early in the semester before departure to go over paperwork
that must be completed in advance of the program. We will invite you to attend this meeting so you are
aware of what we are asking of the students.
You should also plan to meet periodically with your students as a group before departure. This allows you
to give them an overview of the program, set expectations, do team-building activities, and answer any predeparture questions they may have.
Remind students that they must register for their off-campus classes during the normal registration time.
This is very important to ensure that they maintain their student status.
If you do not have a valid passport, obtain or renew your passport early in the semester. It must be valid for
at least 6 months after your return from the program.
Talk to CGE staff early in the semester to see if you will require a visa. CGE staff will make sure you have
the required forms and procedures but ultimately it is up to you to ensure that you have your visa on time.
Work with the CGE to arrange travel to the program site.
Early in the semester you should determine how students will get the books to be used on the program. If
students will need to purchase them on campus you will need to order them; if students can purchase them
on their own or get them on site you will need to provide them with a complete reading list.
Ensure that you have had all appropriate immunizations if necessary. You may arrange this with Passport
Health or with your own physician.

2 Weeks Before Departure
•
•
•

•
•

Ensure that you have your passport/visa, airline tickets, CISI insurance card, housing information, and
contact information for onsite program staff.
Read the “Emergency Procedures and Evacuation Guidelines” in Section 4.
(Re)read the program-specific student handbook provided by the CGE. This document has much useful
information but just as importantly it allows you to document what the students should already know/have
prepared prior to arrival onsite and what reasonable expectations they should have once there.
Make contact with the students confirming where you will meet them and provide them with a cell phone
number if you have it. They should contact you and the CGE if they are delayed en route.
Check in with the CGE to make sure that everything is in order and provide your contact information,
including all phone numbers, if you have not already done so.
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Section 3 – While You’re Abroad/Off-Campus
Upon Arrival
•

Call or email the CGE to confirm that all of the students have arrived safely. Let us know about any
immediate problems (lost student luggage, a student not arriving as scheduled), in case we hear from
anxious parents.

•

Notify the CGE of any changes in your contact information.

•

Review the Emergency Procedures and Evacuation Guidelines section of this handbook and provide the
CGE with the emergency and evacuation planning information as stipulated in Section III.

•

The CGE registered all students’ passports at the US Consulate or Embassy. You should have copies of
everyone’s passport photo ID page – the CGE has provided copies for you if the student submitted a copy as
they were requested to do. You should make copies upon arrival of those passports (and visas if applicable)
that you do not have.

Onsite Orientation
A program orientation should be scheduled during the first day or two after arrival at the program site. This is
typically arranged by, or in collaboration with, onsite partner institutions. The orientation should involve the
following:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Distribution of a written program schedule to all students
A tour of the local institution or campus and its resources (library, classrooms, dining facilities,
etc.) and an introduction to the onsite support staff
An orientation to the city and its resources: transportation, banking, shopping
An introduction to the local culture
A discussion of how faculty teaching styles abroad may differ from those at home
A discussion of housing/homestay allocations and policies, and how to resolve placement issues
should these arise
Daytime and after-hours contact information for key personnel
Travel policy, procedures and risks
Excursion procedures, requirements and itineraries
The process for students to report issues, including incidents of crime and harassment
Codes of conduct for students, addressing such issues as appropriate behavior standards, alcohol
and drug use, representing the home college abroad, etc.
A review of personal safety and security issues, including an overview of the relevant laws of the
country
Basic first aid procedures and locations of medical/dental facilities and how to seek medical care
(remind students they have the CISI insurance and should always carry their ID card)
Crisis management instructions, including a review of the Emergency Procedures and
Evacuation Guidelines (see Section 4)
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Communicating Behavioral Expectations to Students
The CGE staff encourages you to make a strong statement to communicate your expectations with regard to
alcohol (and other drug use), class attendance, and treating others respectfully, right from the beginning. You
should make these clear during a pre-departure session and then again on your first day or two at the program
site. Your statement (and expectations) should, of course, reflect the norms and realities of the particular
country in which your program is based. We encourage you to adopt the following guidelines:
1) Announce a zero-tolerance policy on illegal drugs. Find out what the consequences for possession of various
substances are for your program location and make sure that students are aware of these. If they are caught by
YOU with drugs, you control the response, but if they are caught by a landlord, local police or others outside
the program, your own expectations or recommended sanctions become moot and students need to understand
this. They should also understand that even if you are the one to find the drugs, the CGE and Colleges’ policy
will support a faculty director’s recommendation that a student be sent home.
2) Set your alcohol policy in accordance with local norms. In some areas, consumption of wine or beer,
especially with meals, is part of the culture and is legal at age 18 or younger. So, in such contexts, students of
age are legally allowed to drink, but if they are going to consume alcohol, they should be encouraged to do so
responsibly. (Please note that even if alcohol consumption is legal in the program location, due to liability
issues, it is not permissible to use program funds to purchase alcohol for consumption by students. If a
glass of wine is included in the price of a group meal -as it is in some countries- this is permissible, but no
extra funds may be used to purchase additional alcoholic drinks.)
If you are leading a program in a Muslim country or in an area where women do not normally consume alcohol
in public, then you should be framing your expectations in a way that encourages student compliance with and
respect for the local customs. For example, the drinking age in India varies in different parts of the country and
alcohol consumption is banned in certain areas. Women are generally discouraged from drinking at all in India
and no one should be drinking in public (See the guidelines provided later in this handbook by the Office of
Alcohol and Other Drug Prevention).
Should a student’s alcohol use get out of control, the faculty director has the authority, in consultation with the
CGE and the appropriate Dean’s office, to recommend the removal of the student from the program.
Guidelines on Student Issues
The sections that follow have been prepared to assist faculty directors with issues that may arise for students
while they are off-campus. Familiarizing yourself with these guidelines will help you deal more effectively with
problems or crises should they occur.
Advice from the Deans’ Offices
Introduction
As you prepare for your program abroad, you’ve probably become extremely excited about the learning
experience that you are planning for your students. Undoubtedly you’ve given serious thought to the content of
the courses you will be teaching and the pedagogy of experiential learning, as well as how you can get your
students to make the most of their new learning environment. However, you may not have given much thought
to your responsibilities outside of teaching. What should you do when a homesick student comes to you
wanting to go home? How do you respond to a group of students becoming intoxicated and unruly? How do
you react to reports of theft or harassment? How do you counsel students through personal crises and conflicts?
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While this section of the handbook will give you some guidelines for dealing with some of the more common
“student life” issues that your students may have, the goal is to simply encourage you to begin thinking about
and planning your responses to some common problems you might be asked to deal with. As an educator
you’ve already developed many of the skills to adequately address most of the issues students will come to you
with; you’ll simply need to transfer those skills from an academic setting and apply them to a co-curricular/
student development setting.
Remember that during the program you will be wearing many hats. You are accustomed to doing this already,
given that you serve as a teacher and advisor as part of your position at HWS. However, while serving as a
faculty director on an off-campus program, you will be asked to take on many roles outside of teacher and
advisor, including: counselor, advocate, mentor, disciplinarian, confidant and mediator. You will often be asked
to move quickly and fluidly between roles throughout the program, throughout the week and even throughout
the day. When doing this, it is important to remember to always be clear with the student, and with yourself,
about which role you are playing during any given interaction. It is also important that you set clear boundaries
regarding your interactions with students and in determining how you might react to certain issues.
Guiding Principles
When working with students during an off-campus program, you may find yourself having to deal with student
behavior that interferes with the program goals. It is helpful to keep in mind a few guiding principles when you
are mediating conflicts, adjudicating cases, counseling students and making decisions about a student’s standing
in the program:
Fundamental Fairness: Students need to be treated fairly. This is somewhat of a judgment call, but when
considering an action, you should ask yourself if a reasonable person, looking objectively at the situation, would
consider the action fair. Consider the following questions when dealing with a student issue: Is the disciplinary
process fair? Is the source reliable? Was all of the evidence considered? Does the level of sanction fit the level
of violation?
Consistency: It is important to be consistent when dealing with student behavior and other student life issues
that may arise. Each situation you will deal with is unique, but there should be consistency in both the
adjudication process and the outcome or sanction. Consistency is typically considered when students are
engaged in a mediation or adjudication process. Is the process consistent across similar cases? Are sanctions for
similar violations consistent? Is the process and sanction consistent with what was agreed upon in the
behavioral contract the student signed?
Process: It is essential that there be a stated and consistent process for dealing with student issues. The process
that will be most commonly used by you will be an “administrative review.” A review of this kind simply
means that, in your role as program coordinator, you will collect and consider information concerning
allegations of student misbehavior. This typically involves meetings with the student or students involved and
the collection of additional information and expertise if needed.
Confidentiality: Keeping student information confidential is an essential component to good practice in student
affairs and is also required by federal law. The Federal Education Rights and Privacy Act (FERPA) restricts the
disclosure of student information without a student’s consent. Outside of directory information (name, dates of
attendance, campus address), you are not allowed to share student information without consent unless the health
and safety of the student are at risk, or the recipient of the information has an educational interest. FERPA
often comes into play when you are dealing with student records – grades, conduct records, transcripts and
medical/psychological information. Even when FERPA is not in effect, you should always use discretion when
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working with student information. So, by all means consult with CGE, deans’ staff and others if you need help
in thinking through a problem but in most cases it is best to begin by withholding the name of the student(s) in
question and any obvious identifying information. If you request a crisis consultation with the Counselor on
Call for psychological emergencies, any information shared with the staff is protected by New York State
Mental Health Law. This means that you can consult confidentially about a student, and unless the student is a
risk to themself or others, any information will remain confidential between you and the CCSW staff.
Student Responsibility: Student responsibility is one of the most important aspects of student development.
Your work with students should be facilitating the skills of responsibility, self-advocacy, independence and
follow-through. This is most often an issue when students do not take action to help themselves or when parents
or other advocates involve themselves in issues that should be handled by the student. While it is always
appropriate for you to reach out to students, you should insist that students solve their own problems and meet
their own needs. This does not mean telling them to “figure it out yourself”; instead it means that you are there
to help and encourage but ultimately the solution rests with them.
Probable Issues
Roommate Conflicts: You may receive a complaint from a student about their roommate or host family. This is
a common issue that often arises when working with students in a living/learning environment. The best course
of action is to ask the students to talk with one another or the family about the issue and try to resolve the
problem on their own. If this fails, you might need to serve as a mediator, asking all parties to sit and resolve the
problem. This will usually result in a behavioral “contract” that both parties agree to and sign in a roommate
situation, or a re-negotiated ‘deal’ in a homestay situation. Violations of the contract may result in disciplinary
action (moving both parties from the room, limited participation in program activities or, in extreme situations,
removal from the program).
Help them understand the context in which their conflict exists. If, in fact, there IS no other dorm into which
one or both can be moved or if others are being adversely affected by their conflict, make the options clear. Is
your conflict so intense that you are willing to ruin the program for yourself and/or risk being sent home or can
you work this out?
In a homestay situation, there is always a housing coordinator provided by the host institution whose job
includes helping resolve host family-student conflicts (and changing the homestay in some cases or
reprimanding the student in others). Please bear in mind that neither you nor the unhappy student should act
autonomously in a homestay situation (unless there is a question of safety) but you should always bring in the
housing coordinator as soon as possible for assistance. You may also find that the student’s perspective of
what is happening in the home is dramatically different from the host’s perspective. The housing coordinator is
usually quite adapt at sorting through this and helping to open lines of communication.
Abusing Alcohol: You may notice, or receive reports from other students or people associated with the
program, that some students frequently drink and cause a disruption at their accommodation site or in public.
While it is legal in most program locations for students to consume alcohol, the issue that needs to be addressed
is the disruptive behavior. You might meet with the students concerned and indicate that you received reports
about their behavior. Students should have a chance to explain the incident and all parties must be clear about
the consequences if the behavior continues. Consequences may include limited participation in program
activities, referral to CGE program administration or, in extreme situations, removal from the program. Please
consult the section from the The Office of Alcohol and Other Drugs Prevention for more on this topic.
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Homesickness/Culture Shock: This is a problem that arises more frequently than you might guess, given that
these are students who have already successfully moved away from home. A very common response of a
student experiencing severe homesickness is to spend excessive amounts of time on the phone or emailing home
or to a significant other. The student might refuse any invitations to join group activities. The best way to help
is to acknowledge the student’s distress but urge them to give it time AND to develop a clear strategy for
helping themself through it. Agree to re-evaluate the situation within a certain time frame, i.e. in two or three
days or a week (longer than that is impossible for the student to imagine if in real distress). It can help the
student if you agree that leaving the program is an option – but you should suggest that perhaps they should try
to allow more time to adjust, as these feelings often lessen as the program progresses.
Whenever possible, enlist the parent(s), partner or best friend to help. Helping includes encouraging the student
not to phone home excessively but establishing firm check-in times and discouraging contact between the
agreed intervals. See the section prepared by the CGE entitled Intercultural Adjustment for further guidance.
Keep in mind that there may be financial and academic credit ramifications for the student if they decide to
return home after the program begins. In many cases, we are unable to secure a refund for some or all of the
program expenses and the student will be responsible for these if they depart early. Please note that COAA
approved the following policy (2011):
A student participating in an HWS or non-HWS off-campus program who withdraws from that program
after arrival at the program site may not return to campus to take classes that semester except under
extraordinary circumstances, as determined by the student’s dean’s office, the Center for Global Education,
and the Vice President for Campus Life.
Financial Difficulties: Many students have had little to no experience in budgeting before they go abroad. In
some cases, they may have a credit card for the first time. Even those who’ve used one responsibly before may
find themselves overspending abroad. In part this is caused by the reality of a higher cost of living in some of
the places our programs are based. Also, when adjusting to a foreign currency, the money seems like “play
money” and some students really can’t grasp that, whatever the currency they may be spending, at home they
are racking up debt in dollars.
The differences between “have” and “have-not” students may be exacerbated abroad. If the shopping, night
life, fine cuisine or endless extra-curricular activities of a location beckon, or if the student travels extensively,
suddenly a student of limited means may find themself challenged. We emphasize that students of limited
means can participate in programs. While they are not necessarily able to afford extensive travel, dining out or
clubbing on a regular basis, it is possible for students to have an enriching experience on a limited budget by
taking advantage of inexpensive travel options, cultural activities, etc. If a student seems very worried, starts
borrowing from others or is calling home frequently for more cash, encourage them to set a realistic budget and
also to find local activities that are free or inexpensive.
Be aware that students may not come to you to discuss financial issues, so you might want to take the initiative
to compile and distribute a list of local sites/activities that are free or relatively inexpensive, along with tips on
how to travel cheaply in your location. Often local tourist offices produce such lists. Walks in the local parks,
visits to museums (often free with a student ID), “specials” nights at local clubs when it’s cheaper to drink or
dine are usually easy to find. Sometimes you just need to remind the student that such places are around and
make good alternatives to the high-end scene. These locations also tend to make it easier to meet local people as
the high-end venues are far more likely to cater to tourists.
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Guidelines on Alcohol and Other Drugs
While underage drinking is illegal and potentially risky for students in the United States, students traveling
abroad will most likely be of age or will encounter a laissez-faire attitude to alcohol. Regardless of your own
view of alcohol and the drinking age, as faculty director, there are some things you can do to prevent harm and
address potential concerns HWS students may encounter while abroad that involve alcohol.
The Responsible Use of Alcohol
First, recognize that the majority of college students who choose to drink alcohol do so in a responsible and
appropriate way. There are different ways to define responsible use of alcohol. Here are some guidelines for
students to consider when drinking alcohol:
•

•

•

Consume no more than four drinks for women or five drinks for men in a single drinking episode
(e.g., one evening). Drinking more than this amount is considered high-risk drinking or harmful
drinking because it is highly correlated with accidents, injuries, substance abuse and other
harmful consequences. (Source: Harvard School of Public Health Findings, 2001)
Consume only one drink per hour and be sure to eat when drinking or have a good balanced
meal before consuming alcohol. Foods high in carbohydrates and fat such as pasta, pizza,
sandwiches and cheese are best to slow the absorption of alcohol.
Know your Blood Alcohol Concentration (BAC) based on your gender, weight, how long you
are drinking and the type of drink you are consuming. If you keep your BAC at .05 (biphasic
response to alcohol) and below you will be less likely to experience tiredness, headache or
nausea the next day. You will also avoid more serious consequences such as vomiting,
unconsciousness/passing out or memory loss/ blackout. To learn more about the biphasic
response to alcohol or ways to reduce harm with alcohol, you can use this link:
http://www.hws.edu/studentlife/alcohol_healthy_approach.aspx.

High-risk Drinking
Second, be aware of the signs of high-risk drinking. The following guidelines cannot be viewed in isolation or
without taking into consideration the background context but they can be a way to begin a conversation with a
student engaging in potentially high-risk behavior:
•
•

•

•
•

Drinking to get drunk, to forget concerns, or to cope with stress.
Drinking while taking medication. Some medications like antibiotics will lose their
effectiveness, while other medications for sleep or pain will create a synergistic effect and
increase one’s BAC.
Participation in drinking games encourages the consumption of alcohol quickly over a short
period of time. This behavior can lead to memory loss/blackout, where the memory part of the
brain goes to sleep or shuts off but the person is talking and functioning as if nothing is wrong.
A person’s behavior can change while or after drinking. This may include being more irritable,
less social, more anxious or depressed.
A person may take more sexual risks when drinking, such as multiple partners, unprotected sex
or sex for money.
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Helping a Student Make Smart Choices
Third, if you are concerned about a student, here are some things you can do to help the student think about
their choices concerning alcohol:
•
•
•
•
•

Remain non-judgmental; this will help the student consider their choices while at the same time
keeping the possibility open for change.
Talk about their goals and where alcohol fits in with these goals.
Let the student know you are concerned. For example, “I am worried about your well-being.
When I see you drink to the point that you lose your memory, I am concerned.”
Ask the student, “Would you consider cutting back on your drinking?” If so, ask the student what
might be good for them as far as frequency and amount of alcohol they might consume.
Remind the student that a condition of his/her continuation in the program is to practice
responsible self-care and that disruption to others in their community due to substance use might
necessitate the student’s separation from the program should it continue.

Illegal Drugs
In regard to drugs, all students have signed a behavior agreement stating: “I will neither use nor possess any
illegal drug. Any quantity is prohibited, and no further warnings will be considered. Only prescription drugs
with a valid prescription will be allowed.” Illegal drug use will result in immediate dismissal from the program.
Over-the-Counter (OTC) and Prescription Medication
Be aware that in some countries, certain drugs that would require a prescription in the US can be obtained
without a prescription. This could lead to potential recreational use and abuse of these drugs. Use of any drugs
for recreational rather than medical purposes, even if they are available without a prescription, is specifically
prohibited in the behavior agreement, and is also grounds for dismissal.
The most commonly abused OTC or prescription medications fall into three categories:
•
•
•

Opioids or pain-killers (Vicodin, Percoset, OxyContin, Codeine, etc.)
Central Nervous System (CNS) depressants used to treat sleep concerns and anxiety (Valium, Xanax,
Ambien, Tylenol PM)
Stimulants used to treat narcolepsy, obesity and ADHD (Ritalin, Adderall, Dexedrine)

Combining medications can produce significant health risks. The following are points to remember:
•

Typically CNS depressants should not be combined with any other medication or substance that causes
CNS depression (prescription pain medication, OTC cold and allergy medication, and alcohol). By
doing so, a synergistic effect is created and can slow both heart and respiration and may lead to death.

•

Mixing stimulants and OTC cold medicines that contain decongestants can cause blood pressure to
become dangerously high or lead to irregular heart rhythms.

•

Abuse of OTC drugs such as cough and cold remedies can lead to blurred vision, nausea, dizziness,
vomiting, coma and death.
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Seeking Outside Help
Finally, when you think a student’s use of alcohol, OTC or prescription medication or illegal substances is
beyond what you can do to assist them, do not hesitate to connect with resources available on campus,
especially the Office of Campus Life. Sometimes this may also include consulting with the Counseling Center
to get feedback, information, or advice that might help you with the student. Other times a person’s use of
alcohol, OTC or prescription medication or illegal substances might be causing so much difficulty that a call to
the Director of the CGE, the Office of Campus Life, and the appropriate Dean’s Office might be in order to
discuss whether removal from the program may be necessary. The Vice President for Campus Life and Dean of
Students, and their team, will work with the CGE and the student’s Dean to assist the student in getting the
necessary health care as well as to figure out what might be best for the student academically.
Here are some steps to take if you believe a student’s alcohol use is starting to be a pattern that is causing
physical or emotional harm to the student or others, and your attempts to intervene have not resulted in some
behavioral change on the part of the student:
•

First, notify the Center for Global Education of your concerns about the student. Global
Education, in consultation with The Office of Campus Life, may be able to assist in locating a
local organization to which a student could be referred.

•

Second, contact any of the Campus Life staff below to set up a time to talk about your concerns.
Do not put detailed or confidential information in an email if you can avoid it, as email is not
confidential. If the time difference permits call the office directly at (315) 781-3900. Otherwise,
please send an email to:
o B.B. Barile, Vice President for Campus Life and Dean of Students, barile@hws.edu
o Shelle Basilio, Associate Dean of Students, basilio@hws.edu
o Sarah Mullins, CARE and Campus Life Coordinator, mullins@hws.edu

•

Next, contact the Center for Global Education (315-781-3307) and either the Hobart Dean (315781-3300) or the William Smith Dean (315-781-3467), who can assist in discussing options
concerning whether it might be in the best interest of the student to return home. If you are
calling after hours, ask Campus Safety to contact the Administrator On-Call for you.

Guidelines from the Counseling Center
Addressing Students’ Psychological and Mental Health Concerns During an Off-Campus Program
Even though many students are challenged by the experience of studying abroad, most are able to cope
reasonably well and, if anything, end up appreciating the personal growth and increased maturity that typically
occurs. A few students, however, are overwhelmed by their time abroad, and experience an exacerbation or
recurrence of longstanding psychological problems, or even the appearance of a newly formed psychological
disorder. In fact, many of the most serious mental disorders—such as schizophrenia and bipolar disorder—first
become manifest during early adulthood and during periods of high stress. Thus, for all its potential rewards, a
study abroad experience can also prove troubling for some students. As a faculty member, you may be one of
the first to become aware of a student’s difficulties, and will likely be one of a very few people positioned to
respond to those difficulties.
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Warning Signs
Serious psychological problems can become manifest in a variety of different ways. The most important ruleof-thumb is to track students’ general functioning. A student who is performing well academically and
maintaining a healthy social life (that does not include heavy or frequent drinking) is probably doing reasonably
well psychologically; a student who is missing classes, earning poor grades, and is reclusive or interacting
inappropriately with others may well be experiencing serious psychological problems. You should consider
addressing a student’s psychological status if you notice any of the following warning signs:

•

You find yourself doing more personal counseling than academic advising with a student
A student seems excessively tired, anxious, depressed, irritable, angry or sad
You notice marked changes in a student’s appearance or habits (e.g., deterioration in grooming, hygiene,
weight loss, interpersonal withdrawal, acceleration in activity or speech or change in academic performance)
A student seems hopeless or helpless
A student’s use of alcohol or other substances interferes with their relationships or work
A student's thoughts or actions appear bizarre or unusual

•

Fellow students come to you with concerns about a student

•
•
•
•
•

Responding to Students’ Psychological Problems
If you notice any of these warning signs, inform the student of your concern in a straight-forward, matter-of-fact
manner, using examples of behavior, verbal statement or attitudes you have observed whenever possible. Let
the student know that you are concerned, and ask the student for their impressions about what is happening and
what might be done about it.
As you gather information, strongly consider consulting with someone from the Center for Global Education
and the Counseling Center about your concerns. You should exclude the relevant student’s name or other
identifying information in any e-mail correspondence, since e-mail isn’t reliably confidential, and e-mails have
a way of being forwarded far beyond their initial destinations. An e-mail message, however, may provide a
useful starting point, and may spur a conference telephone call that would allow everyone concerned to discuss
the concerns and consider how to address them. It may even be useful to consider including the student in the
conference call. Regardless, by working together, everyone concerned can evaluate whether it makes sense to
secure professional treatment for the student, and whether it is possible to secure that treatment abroad or
whether it makes sense for the student to return home for treatment. Depending on the issues involved, you
may wish to secure input from other offices on campus, such as Student Health Services, the Center for
Teaching and Learning, or the William Smith or Hobart Deans’ offices.
Emergencies
An emergency may require immediate action and the use of local resources before there is an opportunity to
consult with colleagues at HWS. The following are examples of emergency situations:
Suicidal gesture, stated intention to commit suicide or attempt to commit suicide
• Behavior posing an imminent threat to the student or others
• Psychotic or other bizarre behavior which indicate that the student has lost reliable contact with reality
•

Note that these behaviors may be reported to you by others and not directly by the student. Nevertheless, you
MUST intervene immediately if the student or a third-party reports to you suicidal or harmful thoughts.
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Tell the student simply that you believe what you just heard was an intent to harm themself or someone else.
Tell him or her that you are obligated to respond but that you are not qualified to make an evaluation of the
student’s situation and therefore you must consult a professional. If one is available on-site (and can speak
English) use them. An effective alternative to someone on-site is the local emergency room of a hospital
where there is an English-speaking evaluator available for the student. Explain that you will need to go with the
student to the local ER to be evaluated by that professional for potential safety and welfare concerns. You may
also call HWS security (315-781-3333) and have them connect you to the counselor or crisis manager on call to
consult, although these professionals will NOT be able to do the crisis evaluation for the student. Keep the
student with you until the safety assessment is completed and a licensed professional can decide whether or not
the student needs to be hospitalized or is safe to continue the abroad program with counseling.
On the other hand, keep in mind that there are behaviors which are serious but are not considered (by mental
health specialists) to be emergencies. These include obsessive behaviors around food or binging/purging, some
self-injuring behaviors, tears, excessive emotionality or withdrawal.
In such cases, you should also respond quickly but try to give the student some control over the situation. If
you can approach the student about your concerns but without violating another student’s confidence, clearly,
this is highly desirable. Sometimes that is not possible, however. In that case, let the student who reported the
problem know that you cannot get the student who is in trouble to respond to any of your more subtle attempts
to engage them and that safety concerns require that you move forward nonetheless. As frightening as some of
these behaviors may be, however, bear in mind that you can take extra time to consult with the CGE and the
Counseling Center if you’d like advice before speaking with the student.
If the student is experiencing a new problem, they may be just as puzzled or frightened by it as you are. If the
student has a documented history of this problem already, they may be your guide in understanding what works
and where to go next. Also, be advised that the Counseling Center staff regularly reviews the lists of students
participating in abroad programs, and assists those students who are currently being seen for counseling to
anticipate supports or help they might need while abroad, including planning for medications, seeking names of
counselors abroad prior to leaving, etc. CISI can also make referrals to psychiatrists, psychologists and
counselors on site, most of whom will be more easily accessible to you and the student on a regular basis.
Be aware that there may be resources available at the program site to assist you and that onsite staff of a partner
institution may be in a position to facilitate immediate assistance as well.
Concerns that May Impact Members of the LGBTQ+ Community While Abroad
While the faculty director’s role is not necessarily to be the expert on LGBTQ+ issues, it is important to have
some understanding of the climate of the country you will be visiting and understand that any LGBTQ+
students and/or faculty may have additional challenges and points for consideration, particularly in a homestay
context.
The text below is adapted from information provided by NAFSA: Association of International Educators:
The following information includes important points to consider before departing for the host country. It is
important to be aware that cultures vary in terms of what is considered appropriate behavior when interacting
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with someone from another society. Cultures also vary in terms of how sexual and gender identities are
defined and understood. Country-specific information on the following will be helpful to review:
Homestays/Housing
Programs often place students in homestay or housing situations so that they are more immersed in the local
host culture. It is important that all students are aware of and consider the implications of being identified as
lesbian, gay, bisexual, transgender, and/or queer in the host-culture and how coming out to individuals while
abroad might affect the homestay relationship.
Program-Specific Information
While the study abroad office in the US may be inclusive of lesbian, gay, bisexual, transgender, queer, and/or
other sexual and gender identities, in-country staff and faculty may represent another office and culture that
presents a different climate. Depending on this socio-cultural climate, students may need to look outside of the
office for support related to sexual and/or gender identity issues or LGBTQ+ community information. Please
see the resources section below.
Safety
Adapted from the International Educational Task Force on LGBT Concerns University of Minnesota and
Welcoming Gay Culture, by Anthony Ogden
As mentioned above, it is important for students to realize how behavioral signals that represent one thing in
the U.S. may mean something completely different in another culture. Depending on the situation, the
consequences can be serious. Physical harassment, assault and/or rape are issues that individuals of all gender
identities (regardless of sexual orientation) should consider when interacting across cultures due to the chance
of misinterpretations of behavior. Furthermore, the legal system in another country may not offer protection
for the victim when issues of sexual orientation and/or gender identity are involved. You are encouraged to
explore and research the cultural, legal, and social issues relevant to the country where you will be working
with students.
Take the time to learn about:
•
•
•
•
•
•

LGBTQ+ organizations and support resources
Laws of the host culture
Norms/styles of behavior in the host culture
LGBTQ+ media
General attitudes toward LGBTQ+ persons
Meeting places

Resources - Global Information & Country Guides
To start your research, check on the country of interest in one of these worldwide resources:
The Global Gay Guide Network - http://gayguide.net/index.html
International Gay and Lesbian Human Rights Commission (IGLHRC) http://www.iglhrc.org/site/iglhrc/
Student to Student Guide by Jeremy Sperling, NYU - http://www.nyu.edu/lgbt/lgbtabroadguidev2.pdf
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Students’ Academic Experience Off-Campus
Students sometimes have trouble adjusting to a different academic environment. Teaching styles of local faculty
may not be what they are used to and they may be given less guidance about what is expected and less feedback
on their work. In addition, there may be a relative lack of support services at the off-campus site, so the students
may not have as many resources as they would at HWS if they begin to have trouble. To help minimize
problems, you should be clear with the students about academic expectations. You should provide them with a
syllabus, expectations in regard to attendance, class discussion, homework, tests, papers and grading criteria for
your own course(s). Expectations and class hours should be the same as they would be at HWS. However, you
may wish to take advantage of local sites/field trips and build these into the class schedule.
You should ensure that any adjunct/onsite faculty, whom we have contracted to teach on an individual basis,
also provide clear guidelines so that the students are prepared for any differences in teaching methods and
academic expectations. Partner institutions may address the differing academic expectations and practices
during orientation but it would be useful for you to reinforce this with the students and ensure that they have
received clear expectations from the adjunct faculty member(s).
We strongly encourage you to sit in on the adjunct faculty members’ class(es) occasionally or even all the time,
depending on what you and the instructor prefer. This is NOT to interfere in the class but rather to inform
yourself of what students are doing, how they are expected to do it, and to gain insight into the other
instructor(s)’ style and expectations so that you can assist students in meeting their requirements. If things are
not going well and you have been sitting in, it makes it easier for you to gauge the root causes of the problem
and to then advise the students how to adjust accordingly, or on rare occasions, to brain-storm with the adjunct
instructor about different techniques that might help our students be more successful.
If the program involves an internship or a community service component, you need to set out clear guidelines as
to what will be expected of the students in these aspects of the program – punctuality, commitment, initiative
and an ability to juggle multiple priorities, for example. You should provide them with guidance on how to
balance their academic requirements with their internships/community service work to ensure that they are
giving adequate attention to both.
Students are not allowed to drop courses that are a required part of a program while studying abroad. Many
courses, particularly the Director’s Seminar, are integral to the specific study abroad site and are required. In
some cases, visa rules prevent students from dropping courses. In order to withdraw from a course that is not a
program requirement, students must consult with their academic advisor, Dean’s office, and the CGE and then
submit a request to the HWS Registrar’s Office by the end of the last day of classes for their program abroad
(not the last day of classes on the HWS campus). Alternatively, they can choose the credit/no credit option for
one course outside their major/minor and this course would not affect their GPA. This must be done according
to the same deadline as on campus.
Some students may require academic accommodations, such as extra time for tests or written assignments and
distraction-reduced testing locations. They must go through an approval process at HWS to be granted
accommodations (see below) and they are asked to disclose any special needs or accommodations on their
medical form. Accommodations will be noted on the list of medical issues you will be given by the CGE, if
students have declared it on their forms. If a student asks you for accommodations that were not indicated on
their medical form, you can contact the CTL to confirm if the student completed the formal process and if
accommodations were granted. In some cases requests for accommodations are subject to review by host
institutions as well for courses offered by their faculty. While we are responsible for making reasonable
attempts to accommodate the student’s needs, this might not always be possible given onsite limitations.
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Academic Support & Disability Services: The Center for Teaching and Learning
Academic Support
CTL offers a variety of programs that support student learning, and to the extent that technology and time
differences allow, some of these programs can be useful in supporting students studying abroad in programs
directed by HWS professors. When students are studying through a partner institution/university, students
should be encouraged to explore and use academic support resources provided by the local partner. Please see
below for further details.
•

For students participating in HWS faculty-led programs abroad,
o Some CTL academic supports are remotely available via Zoom to students, subject to timedifference and connectivity/availability concerns. These include:
a. Writing Fellows: Students can make an appointment StudyHub. Make sure to select an
appointment designated as Zoom and be aware that all times are ET.
b. Study Mentors—if possible, students should seek out Study Mentors who have studied
abroad; contact Ingrid Keenan at keenan@hws.edu for information.
c. Some Teaching Fellows in specific departments: please contact Ruth Shields at
shields@hws.edu to discuss those TF departments who offer remote support.

•

For students participating in programs through a partner institution/university,
o Students should be encouraged to seek the academic support services available through the host
institution; this is especially true for writing support, because the conventions and customs
associated with writing assignments will differ from culture to culture.
Disability Services

Mission Statement
Hobart and William Smith Colleges cultivates an inclusive and supporting learning community that values the
diverse learning styles of our students. The Office of Disability Services in the Center for Teaching and
Learning (CTL) is committed to providing students with disabilities access to HWS programs and activities.
We strive to provide the appropriate individualized accommodations necessary for students with disabilities to
succeed.
The Office of Disability Services seeks to promote academic achievement, extracurricular involvement, and
help students with disabilities take full advantage of the academic and extracurricular opportunities available at
HWS. The office works independently and in cooperation with other administrative offices and academic
departments to:
•
•
•

Identify and implement individualized accommodations while fostering the academic and personal
development of students;
Ensure the appropriateness of disability-related accommodations in specific courses;
Assist HWS in establishing policies, procedures, and facilities that are in compliance with state and
federal disability laws.
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Processes
The Associate Director of CTL for Disability Services reviews documentation materials to determine eligibility,
evaluates requested accommodations, and negotiates with students based on their individualized
accommodation plans for each semester. Students are then issued a letter to give to faculty; the student and
faculty member should meet 1-1 to discuss accommodations to which the student is entitled, and how these will
be met.
Please note
It is likely you will have at least one student with a disability enrolled in your study abroad program. Students
who are registered with Disability Services are encouraged to self-identify and discuss accommodation needs
with the faculty and the Center for Global Education prior to departure, and, with sufficient advance notice,
CTL will make every effort to provide letters in advance. However, students have a right to not disclose their
disability, and you may find students who have adapted quite well on campus may experience emergent
difficulties when managing their learning in a different context. If a student identifies a disability to you while
abroad, encourage the student to contact Disability Services to provide a letter of accommodation so that you
can work with the student to meet their accommodation needs (ctl@hws.edu).
•

For students participating in HWS faculty-led programs abroad,
o Students taking study abroad courses with HWS professors are entitled to the same disability
accommodations they would receive at HWS, to the extent that the site and conditions permit
these to be available.
o Faculty teaching courses abroad are responsible for accommodating students; CTL can assist
remotely with strategizing for and clarification of accommodations.
o Students will present official letters from CTL specifying disability accommodations to which
they are entitled; faculty and students should have the same 1-1 conversations about those
accommodations as they would at HWS.
o For questions, please contact Associate Director of CTL for Disabilities Services Christen Davis
at cdavis@hws.edu or CGE Programs Operations Manager Amy Teel at teel@hws.edu.

•

For students taking courses offered through a partner institution/university,
o Students should contact the host institution/university where courses are being taken to
determine their policy and processes for disability related accommodations.
Faculty Development

The Center for Teaching and Learning offers a variety of enrichment opportunities for faculty that translate into
study abroad teaching:
o Individual consultations to assist in designing courses and assignments that align with the goals
of the study abroad program and your role as director. Please contact us at any point in your
process prior to departure.
o We are also available to consult with you while your course is in progress, especially if you wish
to problem-solve or explore new methodologies.
o When applicable, and when time-zone alignment allows, we are happy to conduct a MAP for
your class utilizing Zoom.
If you wish to discuss your course plans please contact Susan Pliner at pliner@hws.edu or Susan Hess at
shess@hws.edu.
34

Fostering Group Identity
Student Responsibility
If particular individuals disrupt the group, every aspect of the program is jeopardized and the ability of the
faculty director to perform effectively is compromised. Fostering a sense of group identity is important.
Encouraging the students to develop a sense of mutual responsibility for each other’s welfare, and helping them
to realize that their own bad behavior can affect everyone’s enjoyment of the off-campus experience, may make
it less likely for individuals to spoil the program for the group. When students have a sense of responsibility for
one another and for the success of the program, they are not as inclined to act selfishly and are more likely to
engage one another constructively and discourage the potentially disruptive behaviors of their peers.
One thing that many past directors have found successful is having the students work WITH you early on to set
group rules or norms (this is a great orientation activity). These norms apply to everything from classroom
etiquette to how to conduct oneself during required excursions, at hotels or on long bus rides where it is easy to
get cranky, to supportive actions if/when they choose to spend time together at leisure. These norms can also
include the students in thinking through how they monitor themselves and one another and how to
constructively let a problematic student know that his/her behavior is negatively affecting the group. Clearly,
students don’t get to make ‘the norms’ to negate basic requirements or expectations. But they will seldom try to
do so. They really ‘get’ this sort of exercise and enjoy feeling that they have some control over the group
experience and dynamic. Many students will rise to the occasion and help intervene with their peers if you have
empowered them to do so.
Scheduling regular group meetings outside of class time is a good way to promote group bonding and provide
an additional forum for students to discuss issues relating to the program.
Here are some suggestions about team-building and problem-solving from Nan Arens, who has served as
a faculty director on our Queensland, Australia program:
Team Building
“Consider doing team-building exercises before leaving the U.S. or shortly after arrival at the program site.
Have students work in pairs and small groups (chosen by the faculty director so as to break up existing
acquaintances) to allow everyone get to know each other before departure. Require that students eat as a group
initially and do some group cooking. This helps forge a cooperative group dynamic. This time also allows the
faculty director to assess the individual students’ physical, intellectual and emotional strengths and challenges.
This knowledge is essential to anticipating and managing problems later on. All of these (particularly the group
meals) require a significant investment in time for the directors. Thus, it’s easy to say ‘skip that’. However, you
will reap the benefits of a well-functioning, cooperative group daily while abroad. Thus it is worth the
investment to facilitate community-building activities early on.
When out of the classroom, the director always has to be mindful of the group dynamic. Are shorter people
toward the front of the pack so they can see and hear? Is everyone engaged? If not, some gentle prodding might
be in order. Is everyone keeping up (physically)? If not, slow down. Is everyone well? Again, this is a lot of
work, but much less than dealing with a bigger problem allowed to grow from minor discontent.”
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Problem Solving
“When problems arose or were brought to us, we called a group meeting. Everyone was required to be present
(physically and mentally) for discussion and the time had to be open-ended. The ground rules were that only
one person could speak at a time, and everyone else had to be listening actively (no side talk or cross talk). We,
as faculty directors, spoke very little throughout most of these discussions. Rather, our role was to ask questions
to help focus and clarify points raised and to mediate (to make sure the rules were followed, that the tone
remained respectful to all and that everyone had a chance to say his/her piece). The first step is to get the
students to air the problem completely. Almost always, we found that the problem brought to us initially was
NOT the concern that emerged following more discussion. This step is essential because if you don’t solve the
real problem, nothing gets better. Once the problem is completely aired, we asked for suggestions to resolve or
ameliorate the problem or concern. Again, we said very little except to point out which suggestions might be
impractical for one reason or another, and to make sure only one conversation was happening at a time. When
appropriate, we might throw out some parameters for a solution (e.g., no we can’t do away with the final, but,
we can talk about its form or timing). Allowed to run its course, this discussion usually resulted in a consensus
that we found reasonable. The big advantage from a group management standpoint is that because the solution
arose from the students and was agreed upon by consensus, everybody was behind it so implementation was a
snap. One point to keep in mind leading one of these discussions: it is essential that everyone speak. Some
personalities will naturally dominate. That’s fine, but some students must be called upon to get them involved. It
is essential that this be done because if everyone hasn’t said his/her piece, there may be simmering resistance to
the eventual solution.”
Styles of Leadership
There are as many different leadership styles as there are faculty directors and there is certainly not one ‘right’
way to lead a group. Generally, however, you will find that there are three main styles of leadership (autocrat,
democrat, and laissez-faire manager) and many variations within these wider categories where your own style
is likely to fall. You may choose (or default into) a particular style that feels most like the way you run your
classroom. Please keep in mind that your teaching style may or may not also be a comfortable faculty director’s
style. Some faculty who are quite laissez-faire in the classroom may find that approach invites students to take
too many inappropriate liberties when it comes to out-of-class behavioral issues. Similarly, although being a
czar in the classroom may truly work well for you, you are likely to find this approach counter-productive in
daily interaction with students. A faculty director that students fear tends to be the last to know when a true
crisis is brewing. Whatever style you choose, you must be true to yourself but also keep the larger goals of your
program in mind. There are a number of good resources on leadership styles and when and how to employ
them. If you haven’t had much ‘director-like’ experience already, consider reading up on these. To start, go to
www.mindtools.com/pages/article/newLDR_84.htm
Another useful piece to read is “Reflections on Field Experience” by Ron Lee, a faculty member from St. Olaf’s
College, who has led overseas programs for over 25 years. This piece provides guidance on planning a program,
group dynamics, disciplinary issues, scheduling and various other topics that all faculty directors need to be
aware of. This piece is reproduced in APPENDIX A.
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Intercultural Adjustment
Experiential Learning and Intercultural Adjustment
Much of the value of your students’ abroad program lies in the experiences
of day-to-day living and the encounters and relationships they build with
the people of the host country. The experiential learning model (represented
graphically at the left) can help students better understand the kind of
education they should be seeking outside of the structured academics of the
classroom.
The experience of living amidst a totally new culture can be at turns
exhilarating and frustrating. These frustrations can add up as students run
into more and more differences between the culture they carry around with
them and that of the host society. One of the benefits of study abroad is this
realization—that Americans actually carry America around with them as a set of assumptions and values. This
mind-set is the comfort zone students must move beyond if they want to get the most out of their experience.
There’s no way around this: If we want our students to really learn, we have to challenge them to go outside of
their comfort zone.
A good rule of thumb for students abroad: if they’re not feeling uncomfortable at least some of the time, they’re
not “doing it right”.
They haven’t felt confident enough in their language skills to talk to the newspaper seller they pass every day,
even though he looks like a character. They’ve felt too shy to go into that corner pub. They’re lost—but rather
than ask someone for directions, they fumble with a map. They pass the town square and people are dancing in
traditional costume—what’s the occasion? Their host family invites them to a familiar gathering—but their
American friends have planned a day away at the beach. They’re in class all day with foreign students and
many of them look very interesting but they haven’t introduced themselves.
Stepping up to these challenges involves social risk and possible feelings of discomfort. But they all offer
opportunity as well. There’s much to gain, so encourage your students to take a chance!
Student Responsibility and Goals
Perhaps the most important point we try to make to students before they go abroad is that they’re responsible
for their own experience. They can make it or break it, depending in large part on the decisions they make
before they go (in terms of setting goals, managing their expectations, and preparing themselves for their
experience) and while they are abroad. There is an aura around study abroad; many students think that it will be
transformative as a matter of course, that simply participating in the program will bring them all the advertised
benefits: maturity, personal growth, self-confidence, intercultural experience and language competency. During
pre-departure meetings we explain that the roles of the CGE and the faculty director are focused on the
academic side of the experience. We do try to structure some cross-cultural encounters into the programs, but
we’re kept rather busy by the day-to-day tasks involved in making sure they are provided with rigorous,
enriching courses, and that they have food and shelter. Rather like on our residential campus, where we expect
students to structure their own out-of-class experiences, we want students to take ownership of their learning
goals when they are abroad and structure their out-of-class experiences in a meaningful way.
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We emphasize this point—that they have to work to engage and constantly push themselves. It’s the decisions
they make about their free time that will ultimately have the most impact on how much they get out of the
experience. They have lots of choices to make: to push themselves outside of their comfort zones or hide within
the “mini-HWS” that goes abroad with them; to spend time jet-setting across Europe or getting to know their
host family; to actively seek encounters with local people or passively glide through the experience. These
examples boil down to the same fundamental matter: do students take responsibility for their own education and
actively pursue the experiences that will satisfy their goals, or will they simply wait for us (the CGE, the faculty
director, the program) to deliver the experience pre-digested?
Tourism vs. Study Abroad
Most cities have their tourist attractions and these are great things to take in during a program abroad. But most
local people don’t frequent these places: rather, this is the workplace of professionals in a specific industry. The
industry is tourism, and it’s the largest single industry on the planet. Its job is to mediate and facilitate the
experiences of tourists by creating a “tourist infrastructure” often characterized by multi-lingual tour guides,
restaurant menus in multiple languages, museums, historic sites and boutiques. The industry has three goals:
make tourists feel comfortable, show them what want/expect to see, and separate them from their money.
If you understand the experiential foundation of study abroad, then you realize that this is not the optimal space
for students studying abroad to spend their time. Tourist infrastructures, in fact, insulate the traveler from the
daily life of the country (and the citizens that don’t speak the tourist’s language) and this is exactly what
students should want to experience while abroad. Students abroad should be encouraged to take delight in the
simple pleasures of daily existence and really get to know their neighborhoods and their city. They should find a
local hangout. Become a regular. Go to restaurants without menus out front in five languages (they’re also often
less expensive). Get to know the merchants, waiters and neighbors they bump into every day. Play basketball or
football (soccer to us) with the local kids. These experiences often have as much to say than every city’s “tall
thing to climb” or sanitized “attractions”.
Breaking Away
If students are abroad for a language immersion experience, hanging out all the time with other US students will
keep them from advancing their language skills. So, too, will missing out on activities because they have to wait
around for their friends to SKYPE them for the second (or third) time that day. Should students really travel
halfway around the world to spend all their time with people they already know? Encourage students to take
advantage of invitations from their host family, their language partner or a foreign classmate. Encourage them
to explore on their own.
Beware of the pack! Large groups of US students (along with being immediately recognizable and off-putting)
will keep students from really getting to know the local culture and people.
There are two other related things that will keep students from actually experiencing what is going on around
them: one is the ready availability of internet access and the other is cell phones. Technology allows students to
be connected with people far away with great ease, but remember that it is often at the expense of connections
with those immediately around them.
“Oh Yeah, You Blend”
It’s a famous line from My Cousin Vinny, a film about culture clash right here in our own country. But blending
is what the characters try to do, and it’s what you and your students should try to do, too. Why should you try to
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blend? First and foremost, it’s a great way to learn about the culture. To blend in first requires you to actually
look at the people around you. You must become an ardent and keen observer of people’s behavior, language,
etiquette, dress and, in more general terms, the way people carry themselves and treat each other. Local people
will appreciate your efforts to understand and adopt some of these behaviors. It will show them that you respect
and want to understand their customs and values. And therefore they’ll trust you more, share more with you and
feel more of an immediate bond of commonality with you. Another reason you should try to blend in is safety.
The reality is that foreigners are often the targets of petty crime or unwanted attention from the wrong kinds of
people. Not sticking out in the crowd will keep you safer, and that bond of commonality will mean that local
people will be more likely to look out for you. Finally, it demonstrates to your students what respect for local
norms and a good strategy for immersion look like.
Adjusting to a New Culture
Whether you are new to a culture or have experienced that culture many times, you (and certainly your
students) will go through a process of cultural adjustment abroad. During this process, you will learn to operate
in a different cultural system, with different signals, rules, meanings, values and ideas. Your experience living
in this host culture will change over time. Once the immediate sensations of excitement subside (the honeymoon
phase), the experience of adjustment will likely be characterized by feelings of anxiety, stress, sadness and
fatigue – and things begin to seem very…foreign. This process of intercultural adjustment is often represented
by the “u-curve”, plotted below:

If you’re teaching in a non-English speaking country, your language skills will be quickly tested to their limit.
You might not understand the local accent even though everyone speaks English. You may not understand (or
be understood by) the bus driver. Your students may describe their homestay family’s behavior as difficult to
fathom, and may ask you to interpret or intervene. You will certainly feel fatigued at times by the challenge of
having to work so hard at connecting with people—and at managing your students’ adjustment processes as
well.
The truth is that living in a culture different from your own is challenging and exhausting, especially early on in
the process where almost everything is a mystery. What is happening is simple: you are realizing how different
this new culture really is! And you are realizing that what you knew from before, what was familiar and
comfortable to you, may not help you at all now. This is typically referred to as “culture shock.”
You and your students may react to “culture shock” in a number of ways: you may find yourself favoring time
alone, preferring contact with friends or family at home over contact with those from the host country, and
perhaps rejecting the host culture (hopefully, for your sake, temporarily!). Don’t let this phase of adjustment
forfeit an amazing opportunity to learn and grow! It is important to bear in mind that the initial difficulties do
wear off, and get much easier with active immersion in the culture that surrounds you. As shown on the U39

curve, the initial low subsides as you become accustomed to the norms and customs of your host country. This
is called adjustment. Another note of good news: there are concrete strategies you can suggest to your students
(and use yourself) to minimize emotional and social difficulties:
*
*

*
*
*

*
*
*
*
*

*

Take time to re-energize with your friends. Don’t feel guilty about hanging out and comparing
experiences…you can do a lot of processing in these sessions. Just don’t isolate yourself from the
culture in that group.
Get out and explore. Don’t spend all your time abroad in a mob of Americans! Strike off on your own,
or pair up with a friend, be it another American on your program, your host brother or sister, or a local
acquaintance you’ve cultivated. It’s good to have someone to experience things with, bounce ideas off
of, help out with language—but it’s also good to explore on your own and see what life throws your
way.
Narrow your world—focus your efforts on a neighborhood, street or even a single place, and try to get to
know it, using it as a window onto the rest of the culture.
Widen your world—wander around the city or take trips to places you’ve never really heard of. Be
curious and open to the possibilities around you. View unfamiliar things as mysteries to be investigated.
If you have a hobby or interest you pursued at home, pursue it abroad. If you sang in a choir or played
soccer, do those things abroad, too. You’ll meet local people who share that interest. One student we
know of brought her tennis racket to France; every other day she’d play tennis at the nearby university,
and this became her doorway into French culture, introducing her to many local people she would never
otherwise have encountered.
Keep a journal. Journals are powerful tools for becoming aware. You can focus on the changes going on
within yourself, or you can focus your writing on what is going on around you, the weird and wonderful
details of that culture, or both.
Write letters. Letters can help you formulate your impressions and communicate your experience with
others; just be careful - you could alarm family and friends unnecessarily if you write only about your
difficulties and not your successes!
Set small goals for yourself every day. “Today I’m going to buy a newspaper and conduct the
transaction in the local language.” “This evening I’ll accompany my host parents to their relatives’ home
and see what happens.”
Read…reading a book about the culture and civilization, be it a popular history or the musings of
another traveler, can be relaxing and informative. It’s great when what you read sheds light on what you
see or experience every day.
Find a conversation partner. In non-English speaking countries, many local people are seeking to
practice their English. Set up meetings and spend half the time conversing in English and half the time
conversing in the local language. In English-speaking countries, take advantage of the shared language
to really engage people in dialogue about local history and contemporary issues.
Be open to invitations! One student reported back to us that she never felt like she had successfully lived
in a place unless she had had dinner in a family’s home and had seen how local people lived. In some
countries inviting foreigners into one’s house is an honor—for both the guest and the hosts!

You may have your down moments, but if you persist in trying, eventually the daily victories—when you have
successfully adapted to one or another aspect of the culture—will start to outweigh the setbacks and
frustrations. Over time, as you and your students gain confidence in your ability to navigate through a different
cultural system, as your familiarity with local norms, values and attitudes grows, and as you start to see things
from different perspectives, your adjustment will enhance the exciting and happy time you originally
anticipated your experience abroad to be.
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One final note: everyone experiences cultural adjustment differently. This is just a general model to help you
visualize the fact that you and your students will go through a process of cultural adjustment, and that this
process will include ups and downs, good days and bad, and moments of alternating homesickness and elation
at the new culture that is all around you.
Encouraging and Modeling Experiential Learning
As faculty director, there is much you can do to encourage students to make the right decisions. For instance,
you should model the behavior you want to see yourself. You can make it a point to talk about your own crosscultural encounters and ask students to share their own stories. This sets a tone and helps create an atmosphere
where students are encouraged to explore on their own—and report back on what they learned. Some faculty
directors actually structure these kinds of activities into their classes, which is a great way of bridging the
experiential and the academic.
As a faculty director, you may be dealing with many of the same issues that students will face, especially if your
partner and/or children have stayed behind in the US: loneliness, emotional stress, isolation, homesickness. It
may help to let the students know that you, too, are going through the adjustment of being away from life at
home. Equally, you may also feel stress if your partner and/or children are with you abroad. You will have to
deal with finding a balance between the needs of your family and those of the student group. You will not only
have to deal with a new culture yourself, but help your family adjust to a new country and unfamiliar customs.
It may help to talk to previous faculty directors about these issues before you leave to get some insight into how
others dealt with these challenges.
Teaching Students to See Culture
The U.S. Peace Corps has developed an excellent resource workbook called Culture Matters that is well worth
downloading from their website (as a pdf ebook):
https://files.peacecorps.gov/multimedia/pdf/library/T0087_culturematters.pdf
Culture Matters has been adapted by the University of the Pacific into a very usable interactive website geared
towards college study abroad students. The following section was drawn directly from that website, and its
inclusion here is designed to get you thinking about some of the basic issues in teaching culture. The full
website is: http://www2.pacific.edu/sis/culture/
One of first things you will encounter when you go abroad is something you can’t really see, but which, if you
don’t understand what it is and how it works, can seriously affect how you adjust to and enjoy your time
overseas. That "thing" is CULTURE. The kind of culture we will address here is not at all the kind of thing one
refers to when talking about being a "cultured person" or possessing a taste for modern art, champagne and
opera. Nor is culture the exclusive province of an educated elite.
Culture is a neutral term, neither good nor bad, and refers to the broadest conception about the learned
knowledge that humans use to fulfill their needs and wants. It refers to the collective historical patterns, values,
societal arrangements, manners, ideas and ways of living that people have used to order their society. It is
comprised of all those things we learn as part of growing up including language, religion, beliefs about
economic and social relations, political organization and legitimacy, and the thousands of "Do’s and Don'ts"
society deems important that we know to become a functioning member of that group.
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When you go abroad you immediately meet individuals, perhaps a bewildering variety of them, but you also
enter another "culture." The behaviors and attitudes you can externally observe in others are molded and
motivated by their prior cultural learning, just as you have been molded by yours. You can’t see a person’s
culture directly because feelings, judgments, and mental constructs are not always on display, although they
may become evident through what people say or do.
Culture has been defined in literally hundreds of ways for different reasons. For study abroad purposes, culture
can be most broadly defined as the shared sets of values, attitudes, beliefs, and behaviors which are widely held
by members of the host culture. A sojourner will not only need to be aware of these cultural patterns but will
have to respond to them appropriately.
Culture has been aptly compared to an iceberg. Just as an iceberg has a
visible section above the waterline and a larger, invisible section below the
water line, so culture has some aspects that are observable and others that
can only be suspected, imagined, or intuited. Also like an iceberg, the part of
culture that is visible (observable behavior) is only a small part of a much
bigger whole.
On the one hand, culture is what makes us all human in a general sense. Every
culture, past and present, has had to decide how to satisfactorily solve common human problems and concerns.
Some universal categories of human activity that have been addressed for millennia by all cultures are:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

religious beliefs and the relationship of humans to the supernatural
political power and the exercise of leadership in governance
concepts of justice, fairness, punishment, and right conduct
child raising and traditional processes of acculturation
economic organization and division of labor
rites of passage (life cycle celebrations), rituals, and ceremonies
expression and style in the graphic and performing arts
food preferences and rules concerning consumption
nonverbal communication patterns and gestures
concepts of humans' place and role in the natural world
myths and cultural heroes to explain and commemorate core values
dissemination of ideas about beauty, love, truth, friendship, and loyalty
notions of modesty and age-appropriate dress styles and behavior
ideas of what time is and its relative importance
concerns about individual versus collective privilege and responsibility
conceptions about personal space and privacy
definitions of gender and associated strengths, duties, and roles

This list, like all considerations of the highest levels of cultural concerns, is very abstract and general and it
would be possible to list hundreds of additional issues or problems which human beings have struggled to
resolve. Specific cultures have determined how to deal with these issues by developing ideas and constructing
their patterns from a wide range of possible alternatives. Most of those choices were made a long time ago.
Members of the culture adopted them as part of defining who they are and those patterns represent some of the
knowledge a member of their group must know to belong. The original cultural patterns may have been
modified over time but the core of values and beliefs tend to remain constant. Therefore, when you arrive in a
foreign country you will be confronting a new culture that is likely to differ significantly from your familiar way
of life.
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Studying abroad is an opportunity to experience something new and novel directly, and that is what makes
study abroad so exciting. In the course of encountering alternative ways to live life and solve problems, it is
possible to experience tremendous intellectual and personal growth. Becoming skilled at functioning effectively
in another country builds a capacity for making all kinds of transitions and for "cultural learning" generally.
Entering another country is not just a geographical shift but a psychological one as well. Three things to keep
in mind as you begin to consider the role of culture in the sojourn are:
1. All cultures have struggled with the full range of human problems and they have adopted solutions that
are at least acceptable to members of the culture.
2. In the process of forming a culture, a group has made decisions about what to emphasize, how to pass it
on to a new generation, and what it values above all else…and you can be sure that it excludes or
devalues some things another culture (maybe even you!) holds dear.
3. Because the patterns that exist in various cultures have been passed on by respected leaders and/or
elders and have become sanctified over time, they are not only considered good and proper but natural
and normal. This is why cultural matters are deeply rooted and intensely felt by members of a society.
Therefore, conflict and change involving core values are always accompanied by tension. Studying
abroad, which promotes encountering cultural difference and, hopefully, crossing cultural boundaries,
can be expected to be uncomfortable and even incomprehensible some of the time.
Going abroad without understanding the likely points of contention across cultures, and why they tend to occur,
is a sure recipe for problems. The bad news is that crossing cultural boundaries often produces its share of
stress and anxiety. The good news is that overcoming such obstacles makes one wiser and more knowledgeable.
Making mistakes is inevitable. Things are not always what you think they are and the most ordinary interactions
may occasionally take on a surreal quality. Why? Because the simplest things matter. Errors might arise from
language mistakes in which your word choice in French or Swahili sends your audience into gales of laughter
or shocked silence! Or you use the wrong hand (who knew there was a “right hand”?) to pass food at a meal in
India and your host looks at you like you just did something really gross. Or you ask an older male
acquaintance in Jordan what you think is an innocent question, “How is your wife?” and are surprised by his
cold and abrupt response.
A good start towards figuring this all out begins by acknowledging that:
a. they have a culture
b. you have a culture
c. some things in their culture will be similar (or may seem familiar) to yours
d. some things will be different (maybe in ways you can’t even imagine!)
e. one of your main jobs while abroad is to figure out for the new culture:
what those differences are…
where they come from…
what they mean…
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and how you are going to respond when conflict or misunderstandings arise.
It is also useful to know how people respond to, and the beliefs they may hold towards, difference. Any crosscultural journey is going to quickly put you in touch with those attitudes. You will want to look out for:
a.

ethnocentrism and

b.

stereotyping

Throughout the process of preparing and studying abroad, it is important to guard against the natural
tendency of humans to be critical of cultural practices and attitudes which are different from their own
(ethnocentrism), especially in the early stages of adaptation. It is equally easy to make snap judgments about
groups or individuals if things are not going well (stereotyping). While stereotyping may be temporarily
satisfying to someone in the throes of culture shock, it is destructive and alienating in the long run.
As a faculty director, it’s important to go over with the students some of the cultural adjustment issues
mentioned in the sections above. The goal is to help them begin to think about cultural difference, to present
them with new ways of “seeing” cultures outside of their own, and challenging their natural assumptions and
expectations in an attempt to facilitate a more reflective transition to their new environment. Acknowledging
that both you and the students may have difficulty in the adjustment process is the first step in opening up a
dialogue about the challenges you may all experience during your time abroad.
Medical Issues
Insurance Coverage for Students
HWS provides all students and faculty directors (and accompanying dependents on semester programs) with an
insurance policy through CISI (see Appendix B) that includes medical insurance, medical evacuation, and
security evacuation. Even if students have coverage abroad from their parents’ policy, the CISI policy typically
becomes primary when abroad. You received a copy of each student’s medical insurance card along with their
medical disclosure form and passport copy and should be able to access this information quickly in the event a
student is unconscious or loses their card.
For all programs, medical services should be readily available. In some instances, there are facilities located on
the campus of the partner institution(s). In this case, students can see the medical personnel on campus for
routine office visits, minor illnesses, and prescriptions. If the students have more significant health needs, the
university health service can make a referral, as can CISI and local onsite program coordinators who often have
connections with established English-speaking providers with facilities nearby.
In order to be prepared for an emergency, the faculty director should contact a hospital near the program
location to determine the appropriate procedure to follow in case of serious illness or injury. This is also a good
time to inquire about whether fees or payments will be required in advance of services being provided. We
recommend that you call CISI to find out whether there is a particular local hospital which works with them
directly already. But in an emergency, you should work with the closest or best recommended facility.
Sometimes, students have to pay for medical costs up front and obtain an official dated receipt and an itemized
bill for the treatment they received. Most students will have cash or a credit card to pay for treatment, but if they
do not, the faculty director can pay for the treatment using program funds and we will bill the student later.
Document all expenses incurred on behalf of a student (using the “Medical Expenses Incurred” form in
Appendix A) and keep all receipts and bills if you have used program funds. Contact the CGE office if you
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need to have more funds added to the program account after a large medical expenditure. If students have paid
for treatment themselves, they must follow the claims procedure for their CISI policy and send off receipts with
a claim form to get reimbursement.
Faculty directors will be given emergency contact information and a cover sheet outlining any allergies or
medical conditions to note, so that they are aware ahead of time of any conditions that could be problematic.
Who to Contact in the Event of Illness or Emergency
First, do whatever it takes to get the student(s) out of danger. If you need to evacuate students to another
location, do so first and THEN let us know. Should a student need emergency medical treatment, call the
ambulance or the partner institution’s on-call doctor and then notify the home campus. In cases where a student
is ill enough to be hospitalized (as opposed to just needing out-patient treatment) you should make every effort
to contact the student’s parent(s) or emergency contact person as soon as you possibly can. If the student is
conscious, encourage them to call in your presence so the parents can hear their voice but you can also get on
the line and reassure them that the student is in good hands and/or ask them to speak directly with the student
and their doctor about treatment. If the student is unconscious, don’t wait for them to awaken – call!
Student Travel
Travel During the Program
If you are planning excursions for the program, note that some directors report that scheduling the first trip in
the third or fourth week is helpful in combating homesickness. Also, students will have had a chance by then to
make an initial adjustment to the location.
Many students will want to travel on weekends. Some faculty directors choose to leave Friday open for
excursions or independent travel. You should let the students know about the various methods of travel,
including airlines that offer inexpensive travel between major cities. Some students of limited means may feel
that outside travel is not possible but there are rail passes and cheap airfares available, particularly in Europe.
Although some students will want to visit as many countries as possible during their time abroad, encourage
them to consider travel within the program country as well to get to know the area in greater depth. Encourage
them not to travel alone. In the event of an emergency it is critical that you know the whereabouts of students
who are traveling outside the host city; to that end, students must notify you in writing of their travel plans prior
to each trip. The CGE has developed a Travel Form for students to use (see APPENDIX A), detailing their
itineraries and contact information. If students are in homestays, in addition to letting the faculty director know
they will be traveling, they should always let the host family know when they will be gone overnight on
excursions or personal travel so the host family doesn’t worry about their absence.
Below is some advice from previous faculty directors on travel:
From Donna Davenport, a previous co-director on our program in Rome, Italy
“Giving students a full weekend to travel on their own is very beneficial. They're enlivened by a sense of
adventure and risk-taking. Too much structure or time that is ‘over-scheduled’ leaves them little space
(mentally) to explore, discover and adjust in their own way.
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As a director, I found it extremely important to cultivate a sense of balance between a) teaching, socializing
with students, and listening to their problems, and b) giving them the space, freedom and respect they need to
feel ‘adult’ and confident about living in a foreign country and traveling to distant sites on their own.”
From Tom Drennen, who has led programs in Geneva, Switzerland and Queensland, Australia
“Students will travel, so don't try to tie them down. There's nothing wrong with scheduling all classes for
Monday - Thursday so they have 3-day weekends for traveling. This is an important part of the experience!”
Travel After the Program
Once a program has officially ended, Faculty Directors will have fulfilled their on-site obligations and are free
to depart. Students may wish to stay at the program site or travel before returning home and may do so
independently. They are very unlikely to be allowed to stay in the accommodations provided through the
program so they must make their own arrangements. You should also ask each student to give you a basic
itinerary for any travel after the program, including information regarding their flight home. Remind them to
confirm their flight reservations during the last week of the program.
Advising Students on Independent Travel
All students have been informed (although they may not remember) that YOU, as the faculty director, have the
right to restrict or even prohibit travel if program integrity and/or personal safety are at risk. Personal travel
should never interfere with attendance in class or participation in program activities and excursions. Students
participating in HWS off-campus programs are also subject to the HWS International Travel Policy, which
reflects frameworks utilized by the US Department of State and the Centers for Disease Control. Please review
this policy, available here, before departure.
Among other things, the policy prohibits independent travel during a program to locations identified by the
Department of State as “high risk” (for reasons other than COVID) – this includes countries rated as Level 3 or
4 and areas within Level 1 or 2 countries that are deemed higher risk. If students wish to travel to such locations
they may do so after the official end of the program. Exceptions to this policy will be granted only in
extraordinary cases with the prior approval of the Center for Global Education.
Also, faculty directors (in collaboration with the CGE) may restrict student travel in situations where a specific
area may be temporarily unsafe due to civil/political unrest, natural disaster, health-related concerns, etc. If your
program is based in such an area we will work with you to determine what local authorities, the US Embassy,
CISI, and Drum-Cussac/Crisis24’s risk managers are advising and then share this information with students,
making clear we expect their compliance and that our motives in restricting travel are not about control but
about safety.
We do not expect faculty directors to know all the possible problems that might exist in all possible
destinations, but if you learn (through press reports, US Embassy advisories, etc.) that caution is warranted, you
should share this information with students and ask for their cooperation. The CGE monitors US State
Department announcements and daily briefings from Drum-Cussac/Crisis24 and will forward any relevant
information to you. Because you are registered through the CGE with the US State Department and also with
our risk management and security service, if there is a problem somewhere near your location site you may
receive an email (or in rare instances a phone call) from the Embassy Warden or the Drum-Cussac/Crisis24 risk
management team outlining a situation and offering advice. Please contact the CGE immediately to discuss how
to share the information with students.
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Students’ Registration While Off-Campus
While students are off-campus, they will all need to register during normal registration periods for the following
semester. The HWS Office of the Registrar will email all students instructions for online registration. If you are
aware that your students do NOT have consistent internet access and you cannot arrange reliable online access
for them at the designated time for their class, you must let the CGE and the Registrar’s Office know as far as
possible in advance. We can make provisions for alternate registration as long as we have advance notice
(contact the CGE and the Registrar’s Office tel: 315-781-3650, fax: 315-781-3920). Getting students into
closed classes after the fact is far more challenging. In general, students will not be at any registration
disadvantage due to their off-campus status. Make sure that they take time differences into account and remind
them that there may only be a small window of time for them to register, so they should plan accordingly. Be
sure that you do not plan an excursion during the registration period and please be flexible in order for students
to be able to complete their registration.
It is imperative that students check their college email address regularly as this is how we will contact them
while they are away from campus participating in our programs.
Student Program and Course Evaluations
A couple of weeks before the end of the semester, a link to an online program evaluation will be emailed to all
of the students and copied to you. Each student needs to click on the link and complete an evaluation. As this is
an important aspect of our program oversight, we would be grateful if you could remind students about this
once the link has been sent, and if possible, check in with them to encourage them to complete it. (If email
access is not readily available for the students, we will give them the option of completing the evaluation when
they get home). A copy of the evaluation appears in APPENDIX B.
Students will also receive an online course evaluation for each course you teach in the same way they would for
on-campus courses.
Re-entry: Closing the Circle and Opening New Doors
The Center for Global Education staff view the time after a study abroad program as a critical part of the crosscultural educational experience for a variety of reasons, including:
•

Students change a lot while abroad, but they often don’t realize it until they return to a context that is (or
was) familiar to them. This is when they are forced to reconcile who they are now with who they were
before they left.

•

Students’ frames of reference shift: they often “see” their home culture for the first time. Sometimes
what they see is reassuring and comforting; at other times, it may be quite disconcerting compared to the
reality they were part of while abroad.

Students have a lot of work to do to process and integrate their experiences abroad. The frantic
collection of experiences subsides and gives way to a more reflective period. Students are challenged
during this time to come up with a story to tell their friends and families about the nature of their time
abroad and what it meant for them. Most students find this extremely challenging.
For all the reasons above, students often experience a profound shift of orientation when returning to the HWS
campus. Many of them have told us that their social networks shift after returning home, often towards others
who have been abroad or who likewise share some of the new values internalized by student sojourners.
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•

In short, the re-entry phase is critical because this is the time where new identities are either solidified or
jettisoned in favor of previous ways of being. This is why it’s important that you, as a faculty director, address
re-entry issues to facilitate a positive re-entry experience for your students.
Re-entry Resources
Toward the end of your program you and your students will receive a “re-entry” message from the CGE with a
link to our When You Return website, which focuses on the re-entry process and opportunities available to
those returning from abroad. The site is designed to assist students in thinking about the next stage(s) of the
study abroad experience. As they prepare to return home, students should be encouraged to take stock of their
experience and plan how best to “Close the Circle” – to consider the progress they’ve made in meeting their
goals, determine what is left to do before they depart, and to “pack up” emotionally. It would be fruitful to have
a discussion with your students about what they expect life to be like returning home (and to campus) after
being abroad. CLICK HERE for some resources to help you better understand the re-entry process and tips to
help ease the transition.
At the same time, it is important for students to recognize the many opportunities that await them to continue to
process, reflect on, and remain connected to their international experiences. HWS offers a wide range of reentry programming and activities to facilitate this connection and provide opportunities for returning students to
share their insights with the campus and local communities, including:
•

The Aleph: a journal of global perspectives: This creative journal published annually by the HWS and
Union College Partnership for Global Education provides students a space to share their experiences
through writing, photography and art. There are also volunteer positions available on the Aleph editorial
board, where students help to select and edit the work submitted for publication.

•

Away Café: This annual event is an open-mic night for study abroad storytelling. Students who have
“crossed borders” (this is interpreted widely) gather at the Cellar Pub for the age-old custom of telling
(and listening to) stories. Attendance at this event is usually (and happily) quite high. This sort of
storytelling exercise would be an ideal way for a faculty director to do with students at the conclusion of
a term abroad, asking them to tell stories that somehow capture or sum up their experience.

•

Global Ambassadors: Students who would like to help us prepare future study abroad students for the
experience of international study can sign up to be a Global Ambassador. The CGE sends out an email
each semester to returned study abroad students about this opportunity. Connecting returnees with those
preparing to go abroad helps the HWS community make study abroad a cyclical process that builds over
time in sophistication and wisdom.

•

CGE Programming Assistant: Students can apply to become a paid Programming Assistant.
Programming Assistants work in the CGE office, helping with event planning, organizing activities to
promote campus internationalization, and learning what it takes to send students abroad.

•

Global “buddy”: Students can volunteer to be a global “buddy” to an international student studying at
HWS, helping them as a one-on-one peer mentor to adjust to life in the US and on campus.
Digital Storytelling: The CGE has offered a variety of opportunities for students to participate in
“Digital Storytelling”, an activity in which they learn how to make short (3 minutes or so) films about

•
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their study abroad experience. This has proven to be an ideal way to encourage students to reflect upon
and to continue to process their time abroad and it leaves them with a valuable “product” to document
their international experience (as well as a great “elevator pitch”). Digital Storytelling is a key part of the
re-entry course offered by the CGE (see below) and is also offered on occasion as an intensive 1-day
workshop. This program can easily be adapted for use abroad, even as a component of a director’s
seminar or course.
•

Re-entry course: The CGE has developed a Reader’s College course geared toward returned study
abroad students, entitled Continuing the Journey. The course is designed to encourage students to
remain connected to their abroad experience through guided reflection and activities focused on
processing and documenting their experiences engaging with their host country/culture and with new
people, places, and ideas they encountered. Students learn how to write about their experiences and to
present them in different ways, including through Digital Storytelling.

•

Photography: Returned study abroad students are encouraged to submit photos to the annual
HWSabroad Photo Contest, typically held in the spring semester. Students can also work with the CGE
to curate individual or group displays in the CGE’s “Global Visions Galleries” (one in Trinity and
another in Scandling). Student photography is also featured in our publication The Aleph.

CLICK HERE for a full description of the re-entry programming offered by the CGE.
Study abroad is a powerful, transformative experience for many students and it’s common for them to seek out
additional international opportunities. In the spirit of “Opening New Doors” for our students, the When You
Return site provides an array of resources for those interested in volunteering, post-graduate study, or pursuing
employment abroad.
One final thing you can do: keep in touch with your students after the program. Send an occasional group email,
invite them all to dinner (the CGE may be able to provide funding to support such an event), and encourage
them to drop by and talk about what it’s like to be back on campus. We’ve found that engaging students after
the experience not only helps them readjust, but also sheds light on the student experience abroad in general.
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Section 4 – Emergency Procedures and Evacuation Guidelines
Emergency Protocol
You must read thoroughly the Emergency Procedures and Evacuation Guidelines provided below so that
you know the Colleges’ policies in the event of a crisis. Upon arrival at the program site, you must
provide the CGE with the emergency planning information stipulated in Section III below.
In the event of a serious illness or emergency, after initially notifying the CGE by phone, an Incident Report
Form should be completed and forwarded to the CGE (see APPENDIX A) as soon as possible.

HOBART AND WILLIAM SMITH COLLEGES

CGE: Center for Global Education
Emergency Contact Numbers:
CGE Emergency Line: Collect Calls Accepted 24 Hours 315-781-3333
Dean of Global Education/CGE Director:
Tom D’Agostino: 315-781-3784 (office) 585-719-5912 (cell) tdagostino@hws.edu
CGE Program Operations Manager:
Amy Teel: 315-781-3890 (office) 315-345-4358 (cell) teel@hws.edu
CGE Fax Number: 315-781-3023
CGE Main Line: 315-781-3307 hwsabroad@hws.edu
VP for Campus Life: 315-781-3900 (student affairs/conduct/safety issues)
Hobart Dean’s Office: 315-781-3300 (student academic issues)
William Smith Dean’s Office: 315-781-3467 (student academic issues)
Office of Academic and Faculty Affairs: 315-781-3304/3306
President’s Office: 315-781-3309
CISI Emergency Contact (call collect) 1-603-952-2660
+1.610.254.8771
globalhealth@hthworldwide.com
Emergency
Procedures and Evacuation Guidelines
Foreward:
Crises,
Program
Cancellation and Evacuations
Global
Health
& Safety

+1.610.254.8771
The first
priority in any Hobart and William Smith Colleges’ Global Education program is to ensure the safety and
globalhealth@hthworldwide.com
well-being of all student, faculty, and staff participants. To that end the Center for Global Education has developed
the following emergency procedures to be followed in the event a crisis arises during a program.
For our purposes, a crisis is defined as any situation that threatens the well-being of participants on an off-campus
program. There are a number of individual crises that may arise during a program, including student illness or
hospitalization, one or more students becoming victims of a crime, one or more students perpetrating a crime which
leads to arrest, illness of faculty director or dependents, etc. In addition, myriad crises might lead HWS to consider
canceling a program and evacuating participants as a reasonable course of action. Possible dangers vary from country
to country, but include civil strife, terrorist attack, health epidemic, or natural disasters such as floods, earthquakes,
and volcanic eruptions. Even the possibility of some of these situations might be cause for considering cancellation of a
program.
Crises can build slowly or arise suddenly. While in some cases there may be considerable time to plan out how to
evacuate students and staff from a country, in crises that arise unexpectedly there may be very little time to act. We
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cannot predict with any level of certainty the specific level of facts and circumstances of a particular event that could
give rise to an emergency evacuation. Our goal is to provide guidance to and support for faculty directors (this term
applies also to on-site coordinators working for HWS) by providing clear protocols in the event a crisis arises and
either an individual student(s) is in immediate need or the decision is made to terminate a program. These guidelines
are designed to assist the faculty director, the Director of Global Education, and other HWS administrators in the
event of any type of crisis.
Summary—Crisis Management Principles
There are several essential points to remember in handling any emergency as the faculty director of a study abroad
program. These points can be summarized as:
•
•
•
•
•
•
•
•

Maintain communication with the Center for Global Education (CGE)
Keep student medical/emergency information readily accessible
Collect information from as many reliable local contacts as possible
Contact the nearest US Consulate or Embassy for information and assistance
Contact CISI emergency line with medical emergencies, legal referrals, etc.
Develop plans for possible emergencies, as well as back-up plans
Communicate important information (plans, expected behavior) clearly and in writing to all students
Stay calm! Part of maintaining safety is keeping students calm and informed of the situation. Students will key off
of the confidence and calmness you model.

I. Emergency Policies of the Center for Global Education
The following points of policy apply to all CGE programs abroad and all faculty directors must adhere to them:
Policy #1 Definition of a Crisis
A crisis is defined as any situation that threatens the well-being of participants on an off-campus program. The faculty
director of a program is often in the best position to determine if a given situation may be characterized as a crisis. In
addition, the President, Provost, and Director of the CGE can also declare a “crisis” in response to world events and
State Department advisories. If a faculty director or the Director of the CGE determines that a situation is a crisis, the
faculty director should begin to follow these procedures, beginning with contacting the Director of the CGE (or if
unavailable other representatives of HWS on the chain of command outlined below.)
Policy #2 Chain of Command
In the event of a crisis, the determination of the proper course of action must be made by the President of Hobart and
William Smith Colleges. If the President is not available, decisions will be made at the next highest level on the chain of
command outlined below. Courses of action will be determined in consultation with the Director of the CGE and the
faculty director of the program. In life-threatening situations where there is insufficient time to go through this chain of
command, the faculty director has the authority and responsibility to take whatever action is deemed necessary to ensure
the safety of the group.
President
Provost and Dean of Faculty
Vice President for Campus Life
Deans of William Smith and Hobart
Director of the Center for Global Education
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Policy #3 Communication
For the duration of any crisis, faculty directors must be in daily contact (via e-mail, phone or fax) with HWS. All
communications should be directed to the Director of the CGE or, if unavailable, the Program Operations Manager at
the CGE. If the faculty director needs a major decision to be made regarding program cancellation and the Director of
the CGE is not available, the faculty director must contact the highest possible person in the chain of command.
Similarly, if a faculty director recommends that a student be removed from a program the faculty director must consult with the Director of the
CGE, the Vice President for Campus Life AND the appropriate academic Dean’s Office prior to dismissing the student.
Policy #4 Embassy/Consulate Contact
The Center for Global Education will register all program participants with the nearest US Consulate or Embassy.
Faculty directors will be provided with a list of all students on the program, passport numbers, and emergency contact
information. In situations where local addresses are available in advance these will be provided; in other cases they will be
available upon arrival.
Policy #5 Crisis Planning
All faculty directors must assemble the emergency and evacuation planning information as outlined in section III below
as soon as possible upon arrival and provide it to the CGE within 10 days of arrival in country.
Policy #6 The Decision to Evacuate
The decision to cancel a program must be made by the President of Hobart and William Smith Colleges in consultation
with the Provost, the Director of the CGE, and the faculty director of the program. If the president is not available the
next highest person on the chain of command can make this decision. However, in the case of imminent danger the
faculty director has the authority and responsibility to terminate a program and evacuate a site if the safety of the group is
in any way jeopardized. CGE personnel monitor State Department releases and Drum-Cussac/Crisis24 security briefings
daily and will contact faculty directors with any relevant safety and security information. The risk management team from
Drum/Crisis24 may contact you/us in an urgent situation with recommendations for possible courses of action or to
assist you with an evacuation.
If the US Department of State raises its Travel Advisory level for an area where a program in located CGE staff,
in collaboration with HWS institutional risk management staff, will review the situation and make
recommendations to the faculty director as needed. In the case of an increase to Level 3 or 4, or identification
of a particular area as higher risk (recommendations of “reconsider travel to” or “do not travel to”),
modifications to the program itinerary may be mandated up to and including cancellation of the program.
Policy #7 Enforcing Emergency Policies
Faculty directors represent the institution abroad and are the link between the students and the home institution. In cases
of emergency the primary concern of the CGE and the intent of these policies is to ensure the safety of the students and
director(s). As long as a student is part of our program they will be expected to follow our policies and procedures;
failure to do so, especially if it endangers others, may result in disciplinary action, including dismissal from the program.
It is the policy of the institution to provide students with the most accurate information available about crises and to
offer the safest contingency plans as possible. If the decision is made to cancel a program and to evacuate a site, all
program participants will be strongly advised to depart. Students who elect to remain onsite will be required to indicate in
writing to the faculty director(s) (or directly to the Director of the CGE in cases when there is not a faculty director) that
they are acting independently and accept responsibility for their own safety. The faculty director or CGE personnel will
attempt to contact the student’s parents (this and subsequent reference to “parents” includes guardians, if appropriate) as
soon as possible to inform them of the situation. If possible, the student’s parents should indicate their concurrence with
this decision in writing to the Director of the CGE. In extraordinary cases evacuation may be deemed mandatory and all
students will be required to depart. Any student refusing to abide by this policy will be subject to disciplinary action oncampus and will be required to document their decision in writing as noted above.
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II. Protocol for Dealing With Individual Student Emergency
All faculty directors abroad will be provided with the following information for each student on the program:
a) emergency contact information
b) medical information such as allergies, medications, prior medical history
c) details of student’s health insurance plan and certificate number with CISI
d) details of student’s passport (and visa if applicable) information
These materials are to be kept in a safe place during the course of the study abroad program. Faculty directors are
advised to bring these along during excursions or extended periods of travel.
A) In the case of (severe) student injury, illness or hospitalization:
1) SEEK treatment for the student as first priority!
a ) If there is more than one faculty director one individual MUST accompany the student to the clinic or hospital,
while a second person should maintain normal teaching, travel or other administrative duties.
b.) In the case of a single faculty director, an ill student should be accompanied to clinic or hospital whenever
possible. If responsibilities to group are compromised, faculty director should find responsible party, such as staff
member from host institution or homestay parent with competence in the host country language, to assist ill student
through the examination and hospital admission (if necessary) process. Call CISI emergency line collect 1-603-9522660 for how to work with hospital and medical personnel or any cultural cautions that might be pertinent to the care the
student will receive.
2) CALL Director of the CGE to report incident and provide status report on the student.
3) CALL emergency contact (typically parent or guardian) of the student in EVERY case where a student is hospitalized
and unconscious or otherwise unable to communicate. If student is conscious and reluctant to have emergency contact
notified, student is to be advised that while the institutional protocol requires notification we would encourage the
student to make the first contact and/or be present to make the call with the faculty director to provide reassurance. The
one exception to requiring notification if the student is reluctant is if you are aware that the injury or illness is the result
of sexual assault or relationship violence. In this one case the faculty director may use their discretion to NOT notify in
consultation with the student. However, the faculty director MUST inform the Title IX Coordinator, Bill Boerner, of the
event even if you choose not to disclose to the student’s emergency contact. You must also notify the CGE of all
instances in which students are hospitalized.
If surgery or invasive treatment is recommended and the student is unconscious or unable to give consent, please make
every effort to get consent from the parent/guardian or designated emergency contact person. If no parent or
emergency contact can be reached and the condition might be life-threatening, the faculty director can authorize surgery
or treatment if the student is incapable of doing so themself. Whenever possible, the faculty director should arrange for
English-speaking medical personnel familiar with the case to speak with a parent/guardian about the student’s situation.
If the student is not hospitalized, the student should be encouraged to call parent(s) themself with follow-up from the
faculty director providing a medical status update. Points of information to be shared with parent(s): What happened?
What is the doctor reporting/recommending? How is the student’s condition? Is the student in good spirits? How can
the parent reach the student and/or faculty director for periodic updates? How long is the student expected to be out of
class and/or unable to fulfill program obligations? What will this mean for the student’s ability to continue in the
program? (Note: if questions arise about refunds, credit, etc. in the event the student is too ill to remain, refer these to
the CGE and the student’s dean.)
4) FIND OUT from the doctor/facility how long the student is expected to remain in treatment. What, if any, type of
care will the student need AFTER discharge? Is it feasible for the host family or program director to arrange for this? If
not, does the faculty director recommend the student be discharged and sent home when it is safe to travel? If a student’s
living situation is not suitable for their condition (i.e. student with broken leg living on third floor walkup) the faculty
director should arrange temporary alternate housing. Be sure that someone at the treatment center can provide the
student (and parents) with discharge and follow-up instructions in ENGLISH to ensure student’s ability to comply.
5) If a student must be evacuated home for on-going medical care, work closely with the CGE and parents to arrange
transportation to airport, the flight home and domestic connections, wheel-chair service if required, etc. Your HWS

53

students all have emergency medical evacuation coverage through CISI (Union College students will have coverage
through GeoBlue for those directing programs through the HWS-Union Partnership for Global Education) which
includes medical evacuation and parental emergency visit services if and as these are appropriate. Use this resource for
help in arranging the evacuation or for flying a parent over to be with a student who will have a prolonged hospital stay.
B) If a student(s) is a victim(s) of a (violent) crime:
1) SEEK treatment for the student as first priority. Refer to protocol above as in the case of injury. If you are in a
country where you have any concern about how local providers might respond to a sexual assault victim, call CISI
immediately for advice about the best way to secure confidential and safe treatment.
2) Assist student in reporting the crime to the local police if the student would like to report the crime and to the US
Embassy. Seek legal advice from the Embassy about how student can/should proceed.
3) Inform the Director of the Center for Global Education.
4) Call emergency contact of the student (note the exception to this requirement in cases of sexual assault outlined in A3
above; in such cases you must notify the Title IX Coordinator). Be prepared to report both on the student’s health/wellbeing as well as on process for reporting a crime. Ultimately it is the student’s and parents’ decision whether to
prosecute/seek legal action, not the faculty director’s, HWS’ or the host institution’s prerogative.
5) Student may be traumatized. Identify psychological/counseling resources if the student needs these and encourage
student to follow through.
6) How does the housing situation impact the student’s feelings of well-being? Should housing arrangements be
changed?
7) Be prepared for other members of student group to feel unsafe/traumatized. This is a good time to review safety
protocols with all students. Utilize counseling resources if needed.
8) If a student is so traumatized that returning home is warranted, work with parents and CGE to arrange flight
and student’s departure from housing. W henever possible, you or another responsible adult should escort the
student to the airport and stay until they are able to board.
C) If a student(s) is arrested or perpetrates a crime abroad:
1) Notify Parent of the student.
a) inform parent what happened (to extent known)
b) inform parent where student can be contacted
c) provide parent with contact info for US Consular Officer in country to obtain legal advice
2) Notify Director of the Center for Global Education.
3) Expect other members of student group to be upset. Be certain that all students feel that they can express their
concerns. Be aware of counseling resources and refer students as appropriate.
4) Note: As would be the case on the home campus, a student who is arrested is subject to the legal code and process
within the jurisdiction in which the alleged crime occurred. It is beyond the faculty director’s responsibility to intervene
in this process beyond obtaining information to provide to parents and the Director of the CGE.

III. Basic Emergency Evacuation Preparedness: Knowledge is Security
Having complete information about the students and knowledge about the location and local resources is the best way
to be prepared for any emergency. Faculty directors must assemble the following information when they arrive on-site
in cooperation with local host institutions and the US Consulate/Embassy – it will be critical in the event of a crisis. If
an evacuation is required this may be facilitated by our affiliate Drum-Cussac/Crisis24 and they would need much of
this information. Much of the student information is provided to you by the CGE, but you will need to send the CGE
local addresses, contact info for excursion lodging, and phone numbers students are using while abroad.
The information required for emergency/evacuation planning will include:
•

A list of all students, their home addresses, emergency contact information and EXACT local addresses
(including any apartment or unit numbers) and phone numbers they are using while abroad. Verify with students
that there have been no changes in the emergency contact and medical info we provided to you.
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•

Contact information where students will be housed on program excursions

•

A list of passport numbers and expiration dates

•

Information about students with special medical needs

•

A contact tree (phone and personal contact) to inform the group of necessary information and account for all
students

•

A chosen safe assembly point(s) where students can meet

•

A map showing the housing location of all students

•

Maps, travel routes and modes of transportation from each program site (student and faculty housing, academic
buildings, etc) to the assembly point(s)

•

Emergency phone numbers for local police, fire department, hospitals, CISI, and Consulate/Embassy

•

A contact person(s) at the nearest US Consulate/Embassy who can serve as a resource

•

A list of other agencies, government offices, and local program providers or contacts who could be a resource
during an emergency (including names, addresses and phone numbers)

•

"To do" list if students have to leave their housing in a hurry

•

Location of nearest American Express office. Note that your American Express corporate card is intended for
use in emergencies and has no upper limit on the amount that can be charged should you need to purchase
tickets or extended accommodations for an entire group.

•

Faculty directors should have an emergency evacuation pack that includes cell phone/charger, first aid kit,
flashlight/batteries, and some cash. In the event of a crisis obtaining food/water for the group is critical.

IV. Special Considerations for Political Crises
In the case of a crisis of a political nature, including coups d’état, public unrest, military actions and terrorist threats,
special caution should be exercised by faculty directors and students to maintain the safety of the group. This includes:
•

Make sure that there are no signs posted that identify your program as having an affiliation with the United
States. This includes host institutions, student dormitories and other program facilities and housing.

•

Discourage students from congregating in groups of Americans in public. Avoid speaking loudly in English.

•

Popular American hang-outs should be avoided as a matter of course (McDonald’s, Hard Rock Cafes, etc.).

•

Except for emergency needs, students should not congregate around US Embassies, Consulates, other US
government offices, and the offices of known US businesses.

•

Students should completely avoid political demonstrations and marches.

•

Students should not wear US symbols, including flags, baseball caps, college logo sweatshirts, and the like.

V. Protocol for Dealing With a Faculty Director Emergency
If a faculty director becomes incapacitated or for some reason is unable to continue leading a program, the first priority is
to ensure the safety of all program participants. Should such an event occur, the following steps will be taken:
1. If program is based at an affiliated institution or university, identify an on-site faculty member or administrator
who can oversee the program and monitor students in the short-term. If this is not possible arrange for an HWS
faculty member or administrator to travel to the site immediately.
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2. Ensure that the HWS faculty director is provided assistance (medical or otherwise) on-site and, if need be, to
return to their home. CISI can arrange this.
3. If possible, locate an HWS faculty member who could take up the duties of the faculty director and continue the
program. If this is not possible determine if a local on-site director could be appointed to complete the program.
4. If a determination is made that the program must be cancelled, provisions will be made for the return of the
students to either the home campus or to their individual homes. In the event of program cancellation a
determination will be made as to how and where the students will complete the program. Depending upon the
point in the semester when the program is cancelled, the students may be returned to the home campus or they
may be permitted to complete work from their homes.

VI. Interoffice Communication at HWS and Communication with Parents
In the event of any crisis, parents would obviously experience great anxiety and there would be a need for clear,
consistent communication from the Colleges. Hobart and William Smith Colleges will do everything possible to inform
parents of the safety and well-being of their students and keep them up-to-date on program-related issues. Crises breed
confusion; to reduce the amount of misinformation, rumor and speculation, the following guidelines should apply:
Policy #1: Primary Contact Offices
The primary offices for contact and liaison with parents are the respective Deans’ offices, Campus Life office, and the
Center for Global Education. Insofar as possible all calls should be directed to these offices.
Policy #2: Communication Plan
The four primary offices listed above will coordinate and determine a plan for handling crisis-oriented communications
with parents in accordance with the specific situation. In most cases, the effects of a program cancellation on a students’
housing, academics, etc., would be fielded by the Deans’ offices, while inquiries about the situation on the ground in the
host countries, emergency plans, etc., would be covered by the CGE.
Policy #3: Fact Sheets and Emergency Senior Staff Meeting
In cases of program cancellation and evacuation, the Director of the CGE will call an emergency Senior Staff meeting to
ensure that all offices have consistent information and instructions. In a crisis the CGE will prepare and circulate to
other offices a fact sheet of information to help steer parents to the proper offices in a calm and knowledgeable manner.

VI. Emergency Evacuation Protocols
In the case of a crisis or expected crisis in which the faculty director and home institution foresee the possibility of
evacuation, the CGE will implement a three-stage plan of action. The faculty director, the CGE, and relevant senior staff
members will work out what is to occur in each stage, and will also spell out what turn of events will require the faculty
director to move to the following stage.
In the case of a crisis with a quick or unexpected onset, the following stages may have to occur in rapid succession and
with possibly limited communication with HWS. In cases like this, the faculty director should attempt to follow the
guidelines outlined below as closely as possible.
Stage I
Stage II
Stage III

“Standfast” - impending emergency, remain at site
“Consolidation” - go to prearranged assembly point,
prepare for withdrawal
“Evacuation” - leave as a group for safe haven

When it becomes clear that an evacuation may become necessary, the following points of information need to be
immediately worked out and communicated to all students on the program. The CGE will, insofar as possible, assist the
faculty director in collecting this information and making contingency plans.
• How students will be notified as to what stage is in effect and when it changes
•

What they must do (or not do) at each stage

•

What to bring, what to leave behind
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•

What to say to local nationals, friends, colleagues

•

CGE office procedures for notifying students' families

•

How to prepare (stock supplies, pack evacuation bag, etc.)

•

Instructions on how to move from one site to another

•

Alternatives/contingencies if plan fails (communications, travel, safe havens)

Stage One: Standfast
In this stage faculty directors are assessing the nature and extent of the crisis (or impending crisis) and consulting with
HWS to determine if program cancellation and evacuation is necessary, or, if not, when matters would necessitate it
would become so. The following procedures will be followed during Stage One:
1. Make contact with the CGE. The faculty director, the Director of the CGE and CGE staff, as well as
representatives from the academic Deans’, Campus Life, Office of Academic and Faculty Affairs, and
President’s office will analyze relevant security reports (from the US State Department, host country and regional
governments, and Drum-Cussac/Crisis24) and consult with Drum-Cussac/Crisis24 to assess the situation and
determine the proper course of action.
Information collected and developed for emergency/evacuation planning noted in Section 3 above will be key at
this time:
a. A complete roster of students including contact information and passport information.
b. A map of faculty and student housing locations, academic facilities, and assembly points.
c. A communication tree whereby students can spread important news to each other. (Note: We refer to
this as a “communication” rather than a “phone” tree because phone service might not be available in
times of crisis. If this is an issue the tree should be organized so as to take advantage of the geographic
proximity of the students to one another).
d. Contact information where the faculty director(s) can be reached at all times; this needs to be
communicated to the CGE and to students. This should include address, home phone number, and a
cell phone number. All directors should have a cell phone with them at all times.
e. A “buddy system” for the students; students should be paired up, especially when the group is mobile, to
ensure messages get passed along and generally to look out for one another.
f.

(A) safe assembly point(s): this should be a place known to all students where the group will meet to
prepare for evacuation. If the faculty director and CGE Director decide it is safer to have everyone stay
in one location throughout the crisis, a hotel or hostel can be utilized for this purpose. It is advised that
you identify more than one safe assembly place. The nearest rail station might be an ideal assembly point
if there is a natural disaster but an unwise meeting point during a political crisis or terrorist attack.

g. A contact person at the US Consulate or Embassy who can help relay important news and can provide
advice and possible evacuation assistance. This could be critical depending on the situation and the
faculty director as well as CGE staff can attempt to establish this link. Staff at host institutions and
program providers can also provide assistance.
The faculty director(s) and CGE staff will collaborate in developing a detailed plan of what will happen when
and how - this must be clearly communicated to all students. In addition, a plan for contacting parents and
updating them on the situation will also be developed (this is primarily the responsibility of the CGE, but must
be coordinated with the faculty director and students).
2. Faculty director leadership is critical at this point. It will be very important to remain calm and collected as much
as possible, as students will key off of your behavior. Communicate information clearly to students and establish
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a regular schedule for how and when you will communicate with them. Stick to this regular plan even if you have
nothing new to add; the routine will provide some comfort and students will not feel like they are on their own.
Be very strict about which behaviors are acceptable and what aren’t; if it’s not safe for students to be outside, or
to gather in public spaces, communicate that strongly and clearly. Limit movement of students to essential travel
associated with emergency; this is not the time for excursions, and students need to understand where they need
to be and what they need to be doing.
3. The faculty director should keep a daily log of all actions taken during the crisis.
An emergency plan is only effective if it has been tested! Sometime in the first two weeks of your program, you
should conduct a briefing with all students and the relevant partner-staff abroad, announce that you will run an
emergency “drill” and then do so. Use the phone/communication tree, gather at the designated safe space, etc. to
test the system. Revise it as necessary afterward and inform the Director of the CGE of any revisions.
Stage Two: Consolidation
Consolidation is when preparations are made to cancel a program and evacuate everyone. Important decisions that need
to be made in this stage include the best method to evacuate the location. In some cases the situation might call for the
group to leave together at the same time. Other situations might necessitate that students leave independently in a certain
“window” of time. The important point is that during Stage Two decisions like these, and the details of the actual
evacuation, need to be made (by the faculty director, Drum-Cussac/Crisis24, and the CGE) and communicated clearly to
all students. Back-up plans also need to be made at this time, in case any crisis takes unexpected turns. Other issues to
address during this stage include:
1. If there is a chance students might be at the assembly point for an extended period of time, are there
necessary facilities? Will another assembly point be needed?
2. Is there a back-up assembly point if the chosen one is insecure?
3. Are there lines of communication from the assembly point, and is it well-located for access to transport,
food, medical services, etc.? It is possible that you and the students might need access to cash if credit cards
are not easily used.
4. Students will need clear instructions as to how to get to the assembly point, and procedures for leaving their
housing (including any limitations on luggage, etc.)
5. Devote time to gauging and trying to maintain the group morale. Asking students how they are doing, and
facilitating group discussions may be helpful.
Stage Three: Evacuation
This stage is the actual evacuation. Of primary importance in this stage is to follow the plans made in Stages I and II,
and remain calm and organized. In the case of an evacuation en masse, the group must stay together; frequent roll-calls
as well as the buddy-system will help. In the case of evacuations where students will be leaving individually, the faculty
director (in collaboration with representatives from Drum-Cussac/Crisis24, if they are involved) should put together a
list of all student travel plans and reconfirm them. The faculty director should communicate to the CGE staff
departure/arrival times and locations and this information should also be shared with Consulate/Embassy contacts.
Parents should be notified of the arrival time/place as well (which would be handled most likely by the CGE and the
Dean’s offices). For group evacuations, down-time spent on busses or at airports in transit can be used to catch up on
rest and also for debriefing, again using guided conversations to help students process what could be traumatic events.
It is also, however, critical to maintain control of the group during down-times; restrict wandering off and maintain the
buddy system.

VII. Post-Crisis Debriefing
Clearly, the first goal of Hobart and William Smith Colleges is to ensure the safety of students and faculty in abroad
programs. But once this safety is ensured, what remains to be done? Both the students as well as the institution need
to debrief. Debriefing is a multifaceted process of coming to grips with a past crisis, minimizing the long-term
disruption of the students’ educations, and applying lessons-learned to future crises, among other things.
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1. Student Debriefing
The cancellation of a program and an evacuation of students and faculty from a country, whether done in haste
or in anticipation of a crisis, would be a disruptive and possibly traumatic event for students.
a. On-site: As noted above in the emergency evacuation procedures, faculty directors should create
opportunities to debrief with students. The best opportunity for this is just prior to or during transit back
to the US; once the students’ primary worry - their immediate safety - is put at ease, much of the
stress/emotion from the preceding days may come to the surface. The faculty director should encourage
students to talk about their experiences and feelings in a constructive way and to support each other.
Conversations could be held as a large group or in smaller groups, possibly including only the faculty
director and one student. These decisions will depend on the faculty director and the particular situation.
b. On-campus: In cases where programs were cancelled and students and faculty evacuated, there will likely
be a continuing need to debrief when the students return to campus. Most likely the cancellation has
caused a significant disruption in their lives and education. Dealing with the ramifications of this,
including working out academic and housing issues, will create further stresses. The CGE and the Deans’
offices will coordinate a debriefing plan for students returning from cancelled and evacuated programs,
pulling in other offices (especially the Counseling Center) as needed.
2. Institutional Debriefing
CGE staff, in consultation with the appropriate parties, will prepare a post-crisis report summarizing actions
taken and lessons learned during the crisis. This report will be used to refine emergency policy. Report highlights
and changes to policy will be made available to the Committee on Global Education, Senior Staff, and faculty
directors of abroad programs.
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Section 5 – Post-Program Responsibilities
Program Report Submission
Within three weeks of the completion of the program, submit a written program report and a fiscal report.
Final Program Report
You are required to submit a written report to the Center for Global Education to include a full description and
comprehensive evaluation of the program. Use the points below to structure your report, which needs to be
submitted in electronic format (Microsoft Word). You may wish to consult previous faculty director reports
before you leave the US to get an idea of what is expected.
Some of the elements to include are:
a.
A statement of the goals and objectives for the program.
b.
An evaluation of the courses, including those taught by adjunct faculty.
c.
A summary of excursions, guest speakers, visits, and other special events, and an assessment of their
value relative to program goals and objectives.
d. An evaluation of student responses to various aspects of the program – housing/homestay experience,
meals, classes, excursions, group dynamic, etc.
e.
An assessment of services provided by host institutions and/or contractual agents.
f.
Suggestions for future program directors: What worked? What did not work? What improvements
would you make?
g. A record of any medical problems or other unexpected difficulties, including any disciplinary problems
and actions taken.
h. A list of possible contacts for future programs.
i.
An overall assessment of the program, relative to its goals and objectives.
Final Fiscal Report
Your fiscal report should consist of an accurate record of all program expenditures by category (as entered on
the Excel spreadsheet provided to you), supported by receipts whenever possible. The fiscal report should be
submitted in hard copy as well as in electronic format with handwritten log sheets as a backup. The CGE will
review the report and the receipts and will submit them to the Business Office for final reconciliation. You
should return the Community Bank and AMEX cards when you submit the report to the Director of the CGE.
Final reports will be provided to future faculty directors for their reference and it is common practice for them
to contact you for insights and advice.
Expenditures by category – All programs vary and there may not be expenditures in each category
Faculty Transportation – The CGE will have pre-paid international airfare (and possibly some ground
transportation) but you may have local ground transportation expenses.
Faculty Accommodations – Costs are typically prepaid by the CGE but in some cases you may pay onsite.
Student Transportation – Students will pay their own international airfare but in some cases there may be
other travel costs such as bus/metro passes.
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Student Accommodations – These costs are typically prepaid by the CGE.
Group Meals – In some cases group meals may be included as part of excursion packages or arrangements
made with partner institutions that are prepaid by the CGE. However, there may be other situations where the
Faculty Director may need to organize a meal(s) and pay onsite.
Entertainment – This may include small gifts or meals for local staff and refreshments or small gatherings
with students.
Excursions – Major excursions are typically organized by partner institutions or local travel agencies and costs
are paid directly whenever possible. Some programs may include funds for local excursions to cover
admission fees, transportation, tour guides, etc.
Phone/Internet – All Faculty Directors must have a cell phone available at all times.
Office supplies/photocopying
Guest Speakers – A modest stipend or a meal/gift may be provided to a guest invited to speak to a group.
Visa/Registration/Entry-Exit Fees
Other/Miscellaneous – This may include things like bank fees or any unusual expenditures that can’t easily be
categorized.
Contingency – These funds are to be used in case of emergency or for unanticipated expenses – this may
include medical expenses that must be pre-paid, for example. Consult with the CGE Director before using in
non-emergency situations.
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