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HANDBOOK & PROPOSAL FORM 

SHORT-TERM STUDY ABROAD PROGRAMS 
 
Dear Faculty Director, 
 
What is a short-term study abroad program? Short-term study abroad programs are less than a 
semester long and (at Misericordia) have typically run anywhere from 1 to 6 weeks. The study 
abroad portion of the program is normally attached to a semester-long class with the study abroad 
part happening in January or May before or after the students are in session. Short-term programs 
create international opportunities for students who have never been abroad, students who are unable 
to spend an entire semester abroad due to curricular or financial restrictions, non-traditional students, 
and study abroad returnees who wish to participate in a repeat study abroad experience. 
 
Leading a group of students on a short-term study abroad program is as rewarding as it is 
challenging. It is also a commitment of time and energy since faculty leaders are involved in every 
aspect of the program and are often on duty 24 hours a day.  
 
The NAFSA (Association of International Educators) Guide to Successful Short-Term Programs 
Abroad states that study abroad faculty must be true leaders, skilled in diplomacy, logistics, and 
group dynamics. Therefore, the responsibilities and information contained within this handbook 
constitute a job description and expectations of a faculty leader for a short-term education abroad 
program. 
 
If you have any questions about the materials, please contact Carolyn Yencharis Corcoran at Ext 
6708 or by e-mail at cyenchar@misericordia.edu 
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 Please note: All study abroad faculty directors need to complete this form in its 
entirety even if a course has been offered previously.  
 
PROPOSAL FORM: 
 
Please check appropriate box: 

 New Course   
 Existing Course 

Please check appropriate box: 

 Undergraduate Course 
 Graduate 

 
I.  ACADEMIC  
 
Program and Course Information: 
 

1. Sponsoring Department:  

2. Course Faculty Name and Title: 

3. Campus Address: 

4. Telephone, E-mail: 

5. Course Title: 

6. Number of Credit Hours:  

7. Name of additional faculty or chaperone:  
     *courses require one person, in addition to the faculty member, to accompany all short-term study abroad courses. 

8. Target Group Size (number of students required):      Min #______      Max#:_____ 

9. Faculty responsible for on-campus recruitment and coordination: 

10. Faculty responsible for teaching course : 

11. Faculty responsible for program & pre-departure coordination: 

12. Duration (in days): 

13. Approximate dates of travel: 

 
14. *Please provide a course syllabus and itinerary with this application.  
The syllabus must contain the following:  

1. Length of time in each location (if traveling to various countries, cities, or towns).  
2. Various educational activities (such as lecture titles or topics, readings, site visits, group 
discussions/reflection time, cultural events, etc). Clearly demonstrate how these activities are linked 
to the course objectives and location.  
3. Other cultural-orienting activities. 
4. The length of time spent in these activities. Contact hours, defined as the time when students are 
engaged in the objectives of the course, must be equivalent to or more than those on campus. 
5. The amount of unstructured time scheduled each day.  
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Please note: Whether the syllabus is for an existing course or a new one, its goals, objectives, course 
description, etc. must reflect how it will be tailored to a study abroad format.   
 
15. List course required and recommended reading: 
 
 
 
 
16. Prerequisites for travel (language requirement or other): 

17. Is this course a requirement in the major? 

18. Does it fulfill core requirements? 

19. From which majors or departments do you expect to attract students? 

20. Do you expect to recruit students from off-campus? Describe the sources you will 
approach. 
 
 
21. Please provide a student course application form with this application. You may use the 
sample application form in Appendix A at the end of this document.   
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LOCATION 

1. Program Location: 

2. Is English the main language of the host country?      Yes      No  

 
3. What is the rationale for choice of course topics, goals, readings, and other elements of the 
curriculum as they relate to course location? 
 
 
 
 
 
4. If English is not the main language of the host country, will there be a language pre-requisite 
for the course? If not, how will participants carry out their course work and interact with the 
local population, if applicable? 
 
 
 
 
 
 
TEACHING METHODS 
 
1. What teaching methods and other pedagogical approaches are used and how do they facilitate 
the learning process to ensure the course objectives are met? 
 
 
 
 
 
 
2. What is the percentage of on-site teaching and guiding you will do yourself. Will you be using 
guest lecturers? If yes, how and why are they used and how will you integrate them into the 
course? 
 
 
 
 
 
FACULTY DIRECTOR(S) 
 
Please check the appropriate box: 
 There will be two faculty directors for this program 
 There will be a faculty director and a chaperone for this program 
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3. How will the two directors or the director/chaperone share responsibility? 
 
 
 
 
4. What previous experience do the directors or the director/chaperone have working together? 
 
 
 
 
5. If the course topic is outside of your academic discipline, describe what training and 
experience you have to teach this course. 
 
 
 
 
 
 
6. What experience do you have in the proposed location(s) and what contacts do you have in the 
host country or countries? 
 
 
 
 
7. Language and level of proficiency 
 
 
 
 
8. Previous experience teaching or traveling abroad 
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II. LOGISTICS (see logistics worksheets/sample under “Step 2: Logistics” below)  
ON-SITE LOGISTICS:   Comment as fully as you are able.  
 
1. Type of housing for students (ex: host family, university, hotel, etc.) (Please also 
include what meals are offered, if any.)  
 
 
2. Housing of faculty director(s) and/or chaperone (Please include what meals are 
offered, if any): 
 
3. Site resources that will be required (classroom, meeting space at hotel, university, 
other facilities): 
 
4. Excursions and other group activities planned for the program (indicate the 
accommodations and meals that are included):  
 
 
 
  
5. Group travel on-site, (train, bus, rented van, etc.)  Plans for arranging this:  
 
 
 
6. If the program will be renting a vehicle, who will be driving the vehicle?  Please 
indicate if the program will hire additional drivers, or if the director will drive.  (Please 
note that for the most part overseas rental companies ONLY provide vehicles with 
standard transmissions.) Also, Please see the section on “Driving Abroad” beginning on 
Page 19 of this handbook. 
 
 
 
7. Is there additional support staff that is needed (include any additional on-site 
professors)? 
 
  
8. If you expect to contract for educational or other program services with an independent 
agent, discuss those resources and the services to be covered.  Attach pertinent 
documents, if available. 
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HEALTH AND SAFETY MANAGEMENT:  
(See health, safety, and risk management resources at the end of this handbook) 
 
1. Comment on the general safety and any special risks of the site and activities. 
 
 
 
 
2. What direct experience have you (or the faculty/chaperone) had with the site(s)? 
 
 
 
 
3. Are there any immunizations or medication that students will be required to obtain 
before departure? Please list all that are required for the location. 
 
 
4. Will moderate or rigorous physical activity be part of participation?  
 
a. What is the level of walking, hiking, swimming, canoeing, etc that will be required?  
 
b. Exposure to non-potable water?  
 
c. Malarial mosquitoes? 
 
 
5. What will the weather be like at the time of year you are planning on being in the host 
country? What will the season and the temperature be like? Will it be 
typhoon/mudslide/rainy season, etc? 
 
 
6. Name any local contacts known to you who could help in an emergency (hospital, 
doctor, police, etc.). 
 
 
 
 
 
 
 
7. What is the quality of medical facilities are available at the site (be specific)? 
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8. What is your contact information in the host country (phone, e-mail, other)? 
 
 
 
 
 
9. If English is not one of the main languages of the host country, how will you 
communicate in an emergency situation (in the hospital, to the police, etc)? 
 
 
 
 
 
 
INTERNATIONAL TRAVEL: 
 
1. Departure airport: 
 
 
 
2. Arrival airport: 
 
 
3. Date of departure (include time of day):  
 
4. Date of return (include time of day): 
 
5. Airline:  

6. Will visas be required for this program?  
 
7. Who will be responsible for attaining visas and communicating visa requirement to 
students? 
8. Who will be responsible to relaying information on how to attain a passport to 
students? 
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Section III.  Cost and feasibility 
 
(See the Excel “SA_Short-Term_Budget” worksheet, plus “Faculty Director Expense Journal” at the 
end of this document) 
 
General instructions and assumptions:   
a. The proposal should assume a balanced budget. If a particular item goes over the budgeted 
amount, less must be spent in another category, to achieve balance at the ‘bottom line’. Be sure to 
anticipate all major expenses, since unbudgeted major costs may make the program unfeasible.   
b. All columns must be calculated. 
c. When planning program expenses, be mindful of the student budget and what students may or 
may not be willing to pay or are able to afford to participate in the course.  
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Reviewed by: 
 
Has this course been approved by? 
Department Chair (name):____________________________  yes    no 
Vice President of Academic Affairs: ________________________   yes    no 
Other: _________________________________________________  yes    no 
 
Date reviewed by the International Programs Committee: __________________________ 
Comments or Recommendations made by the committee: __________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
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STEP-BY-STEP 
Creating a Short-term Study Abroad program 

 
Once you have decided the course and semester you wish to add a study abroad component, the 
following step-by-step process will walk you through the process of developing a program.  
 
You should leave at least 1 year to plan your program.  
 
RECOMMENDED TIMELINE: 
 
8 Months Prior 
 A country has been researched decided upon and course has been chosen on which to attach the 
study abroad experience. (See Step 1 A and B)  
 It has been decided who the faculty director(s) are going to be 
 It has been decided whether the program will use a program provider or will be created by the 
faculty directors a la carte   
 The Short-term Education Abroad Handbook has been obtained and reviewed 
 A planning timeline has been established 
 A plan for academic excellence has been constructed 
 Filling-out of the Short-term Program Proposal Form has begun 
 Logistical aspects of the program are being researched and choices of housing, transportation, etc 
are starting to be narrowed down and prices are starting to be known. (See Step 2) 
 If using a program provider for travel/logistical/housing, quality and reputation is known 
 A budget is starting to be formed with minimum and maximum numbers of students being 
determined to make the program financially feasible for students. (See Step 3) 
 Set up an appointment with Carolyn Yencharis Corcoran in the Insalaco Center to discuss 
program options if there is still uncertainty 
 
7 Months Prior 
 Contact Carolyn Yencharis Corcoran to set up a meeting with the International Programs 
Committee to review the program proposal 
 You have set up a study abroad account number for your department by contacting Mark Van 
Etten so that you may receive deposits and carry out transactions 
 You have contacted Tom Kane about getting a credit card to pay for flights, accommodations, etc.  
 
6 Months Prior 
  Reserve block of flights with the travel agency you have decided to use. For a list of local travel 
agents, see the resources page at the end of this handbook. Reserve the maximum amount of seats 
you are aiming for and tell the travel agency you will give them specific names as time draws closer. 
Determine with the agency when they will need payment and adjust your application deposit amount 
accordingly 
 Local arrangements (housing, transportation, academic experiences) are arranged and the 
Logistics Worksheets have been filled out to map the day-to-day program (See Step 2) 
 
5 Months Prior 
 Marketing plan determined and activated 
 Faculty recruits students to participate in program 
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 Students receive applications and submit all application materials to faculty directors  
 
4 Months Prior 
 Final program is determined based on enrollment and payment 
 All students interviewed and selected for participation in program  
 Students receive acceptance notification & pre-departure paperwork  
 Students application fee and/or program deposit are deposited into study abroad account 
 Students/faculty need to get their passports if they do not have one. Passport information can be 
attained at: http://travel.state.gov/  
 Visa applications submitted (if required) 
 If immunizations are required, contact health center about what they can provide and what needs 
to be organized for this (see http://wwwn.cdc.gov/travel/default.aspx to determine if immunizations 
are needed). Or have students work this out directly with their doctor. 
 Pay for flights/Names to travel agent (work out with agency when they want payment- it could be 
sooner than this) 
 
6 Weeks Prior 
 Faculty (or have health center do this) should review Health Forms and be aware of any student 
medical issues and how these will be handled during the program. 
 Book driver/van for trip to the airport 
 Send HTH Insurance roster to Carolyn Yencharis Corcoran 
 
One Month Prior to Program Start 
 Mandatory pr-departure orientation program for students (see Pre-departure Orientation) 
 Faculty leader prepares essential supplies for program 
 Advance request is sent to Business Affairs Office for cash to be used during program 
 
During the Program 
 Students and Faculty Abroad 
 Inform the US Embassy of group’s presence, as appropriate 
 Identify emergency locations and telephone numbers that may be needed during your stay, i.e., 
US Embassy, police, hospitals, etc. 
 Monitor the student experience 
 Meet regularly with the group to help participants process their experience 
 Ensure that complaints are investigated and resolved in a timely manner 
 Document any complaints or incidents involving participants 
 Faculty leader tracks expenses appropriately, ensures that budget being followed 
 Towards the end of the program, give students evaluation forms and collect the last day 
 
2 weeks after program ends 
 All financial documents (receipts, etc.) are complete and submitted to Mark Van Etten  
 Students have been evaluated on their experience 
 
1 month after program ends 
 Submit program report to department chair (including at least one group photo) 
 Hold debriefing meeting for all program participants on campus. 
 Re-entry orientation for students and faculty directors 
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Step 1: Location    
  
A. STARTING FROM SCRATCH: 
Not sure what country you want to plan your program around? Here are some great questions and 
resource sites to help you do your research. 
 
COUNTRY PROFILE FORM: 
 
Country Name:__________________Dates of Travel:    from:   ___/__/___    to:    /    /   
 
Do you have a personal interest in this country? Why? 
 
When to go (tourist, rainy seasons?) 
High/Middle Income Country? 
Population: 
Ethnic Groups: 
Religion: 
Literacy: 
Percentage of Population below poverty line: 
Average person makes how much a month?  
Unemployment Rate: 
Visa Required? 
Immunizations Required: 
Climate 

Names of Major cities/population: 

Hotels or Lodging: Cost/per day 

Transportation options: Cost 

Language(s) spoken: 
Health Care/Hospitals: 

Government/Current Political Climate (check out http://www.osac.gov): 

Attitude towards Americans:  

Exchange rate with US dollar: 
 
Flight Research (how much does it cost to get to your proposed destination? You may use sites such 
as www.orbitz.com or www.travelocity.com or you may use the travel agents listed under 
“Resources” at the end of this handbook. 
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Today’s 
Date 

Airline Leaves From 
(airport code) 

Goes To 
(airport code) 

Dates of Travel Hours for 
flight 

Cost 

       

       

       

       

       

 
Possible connections to utilize (sisters of Mercy, Red Cross, A Mercy or Catholic University, etc): 
 
 
 
 
 
 
 
 
 
 
COUNTRY RESEARCH RESOURCES: 
 
Safety and Travel Warning Information by country:  
 OSAC: Overseas Security Advisory Council http://www.osac.gov/ 
Immunization Requirements by country:  
 Center for Disease Control http://wwwn.cdc.gov/travel/default.aspx 
Visa Requirements by country: 
 US State Department http://travel.state.gov/ 
 Once you have chosen your location, it is recommended that you purchase a Lonely Planet Guide 

book. It is the best resource for many countries abroad and will provide information on all 
aspects of your travel. You can go to the website to purchase a guidebook at 
www.lonelyplanet.com or you may order a book through Barnes and Noble. 

 
 
B. Program Providers: Customized Study Abroad Programs Created Just for You – you  just 
show up and teach (for a fee)! 
There are some organizations that already have housing, local contacts, and even service projects 
set-up- all you have to do is arrange your dates and pay them a fee and just show up. If that is more 
appealing, check out the following programs: 
 
 Cross Cultural Solutions: Cross-Cultural Solutions is widely known as the leading organization 

in the field of international volunteering. Their global infrastructure supports over 4,000 
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international volunteers each year and over 250 sustainable community initiatives. More than 
250 CCS in-country staff members are working year-round, ensuring that you are volunteering 
with a project that interests you and contributing directly to the goals of each community.All 
types of groups volunteer abroad with Cross-Cultural Solutions – faculty-led, service-learning, 
alternative spring break, professional colleagues, team-building, clubs, etc. Volunteer programs 
in Brazil, China, Costa Rica, Ghana, Guatemala, India, Morocco, Peru, Russia, South Africa, 
Tanzania, and Thailand. Wherever you choose, the in-country staff welcomes you to the CCS 
Home-Base, your home away from http://www.crossculturalsolutions.org/default.asp 

 
 Pro-World: ProWorld works closely with faculty, administrators and students throughout the 

program process. Create a customized study abroad or faculty-led program for your school. 
Locations include: Peru – Urubamba, Sacred Valley of the Incas; Peru – Cusco, Andean Capital; 
Belize- San Ignacio, Tropical Forest; Mexico – Oaxaca, Central Highlands; India - Mysore, 
Southern Plateau; Thailand - Chiang Mai, Northern Mountains. http://www.myproworld.org/  

 
 AIFS: The American Institute for Foreign Study. Faculty at many colleges and universities 

choose to design programs for their own students in partnership with AIFS.  MU provides 
teaching, academic monitoring and credit.  AIFS provides logistical support services including 
transportation, housing, classrooms, insurance, advance planning and publicity. The American 
Institute For Foreign Study (AIFS) has more than 40 years of experience in organizing study 
abroad programs. AIFS has helped more than one million participants realize their dream of 
international education and cultural exchange. AIFS provides study abroad programs in 16 
countries: Argentina, Australia, Austria, Costa Rica, China, Czech Republic, England, France, 
India, Ireland, Italy, Peru, Russia, South Africa and Spain. Check out their website at: 
http://www.aifsabroad.com/?source=AIFS  

 
Sometimes a program provider is the best way to go if this is the first time a faculty member will be 
visiting a country where no Misericordia staff or faculty have travelled or have any connections 
with. Program providers can provide local resources and have contacts in-country that the MU group 
can work with. They also provide a variety of other services. 
 
If you decide to go with a program provider, you should always get a written agreement or contract 
that will make clear to everyone what services will be provided by them before departure and on site.  
 
The services that should be considered when working with program providers are as follows: 
 
Predeparture: 
Program design, including budget   Orientations 
Curriculum Development    Publicity materials 
Internship Placements 
 
Transportation: 
Airfare for students and faculty 
Arrival and departure airport transfer 
City bus/metro passes 
 
Accommodations: 
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Accommodations and meal plans   Meal allowances 
Students and Faculty Housing Placements  Special Meals 
 
Academic/Classrooms: 
Local institution arrangements, classes or classroom space 
Select Local adjunct faculty to be approved  Classroom scheduling 
Equipment Coordination    Guest Lecturers 
Library Access     Remuneration of local adjunct faculty 
Faculty office equipment    Computer and Internet access for group 
 
Visits/Excursions/Cultural Activities 
Excursion and activities planning   Guides 
Museum passes     Coordination of cultural activities 
Bus coordination 
 
Services: 
Liability Insurance: It should be noted that the person negotiating the contract for travel planning 
should require the vendor to name Misericordia University as an additional insured on its domestic 
and international General Liability and Auto Liability policies. 
Payment Collection (direct payments from students or one invoice to the school) 
Insurance for students and faculty 
 
On-Site 
Student advising     Facilitation of internships, site visit, etc 
Health and Safety implementation   Communication with US institution 
Student Handbooks     Administrative support for faculty and program 
Access for students to local clubs     coordinator 
Assistance with independent travel   Student Evaluations 
Management of Program funds   Evaluation visits from US administrators   
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Step 2: Logistics 
Once you have chosen a country, you need to start researching housing, flights, and transportation 
costs in country and building your budget (step 3). If you are going to use a program provider, you 
can probably skip step 2 and go right to Step 3 concerning your budget. 
 
Where will the program originate? 
Many faculty directors have found that it is a good idea to begin the trip from a major airport such as 
JFK or Philadelphia. The benefits of this are twofold: since programs often leave during a holiday 
break, students who live away from campus, can get themselves to these major hubs. Tickets are 
more readily available from these airports to other international locations and in turn, airfare is 
usually more affordable.  
If you are going to use an airport that is 2-4 hours away from the college, it is recommended that you 
do provide transportation for local students by reserving a Misericordia van and arranging for a 
driver to get them to and from the airport (see “Resources” section at the end of this handbook) 
 
How is the group travelling from point of departure to destination, and within country? 
 Plane   Train   Subway   Taxi   Bus  
 Faculty-Driven Rental Car    Ferry   Walking  Other______ 
 
Where will the group be staying? 
 Hotel   Hostel   University Residence Halls  Home Stay 
 Apartment Flats  Bed and Breakfasts 
 
Will you need classroom space?   yes    no  
Do your accommodations have meeting space?  yes    no  
 
Meals: 
What meals are included with your housing option? 
Do accommodations provide meals as part of the cost?  
Will you do group meals – which meals? Will you have them do a meal “on their own?” 
 
Visa Requirements: 
Is a visa required for the country you will be in?  yes    no  
Visa Requirements by country: http://travel.state.gov/travel/travel_1744.html  
 
Inoculations/Immunizations: 
Will you be required to have immunization or inoculations for the country where you are traveling? 
 yes    no If yes, which ones: ___________________________________________________ 
______________________________________________________________________________ 
Find that information at http://wwwn.cdc.gov/travel/default.aspx to determine if immunizations are 
needed or have students work this out directly with their doctor – your choice) 
If inoculations are required, you may contact the health center about what they can provide and what 
needs to be organized for this.  
Can MU’s health center provide these inoculations?   yes    no  
Details on how to get these done through the MU health center: _________________________ 
_________________________________________________________________________________ 
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Does the program require a translator or a guide?  yes    no 
 If yes, be sure to emphasize to the tour operator that this is an academic course and not a 

tour. Send a copy of the syllabus and make sure you spell out the expectations of the guide.  
   
 
Logistics Resources Abroad: 
 Lonely Planet Guidebook for the country www.lonelyplanet.com  
 Embassy Websites: Each country’s embassy has a website which can be access from this site. 

Once you click into the country of your choice, go to the embassy website which will bring you 
to links for hotels, food, etc. http://travel.state.gov/travel/travel_1744.html    

 Virtual Tourist: The single largest source of unbiased, user-generated travel content in the 
world. More than 775,000 members contribute tips and warnings for more than 25,000 locations. 
Does a hotel have bugs? Looking for tour ideas in a particular city? Find that information here! 
www.virtualtourist.com  

 Hostels Worldwide: Hostels can be an inexpensive way to house a large group in a central part 
of a city or region. Hostels frequently have limits on how long you can stay and conditions are 
far from luxurious, so they are more practical for stays of a night or two than for the duration of a 
program. Facilities vary a great deal as well; some might have recreation rooms, dining rooms, 
vending machines, and private rooms, and others offer bunk beds and cold showers. It is 
important to investigate the quality of the hostel to assure that security is sufficient. Check out: 
www.hostels.com   

 HotelChatter: Daily, honest reviews of hotels worldwide. Online booking is available on this 
site as well. www.hotelchatter.com  

 Rentvillas.com: Provides unique renting experiences including cottages, farmhouses, castles 
throughout Europe including France, Italy, Greece, Spain, Great Britain, Turkey, Caribbean, 
Switzerland, and Portugal. www.rentvillas.com   

 Interhome International: More than 20,000 homes to rent in Europe. www.interhome.com  
 
Please see “Resources” at the end of this handbook for additional resources. 
 
 
DRIVING ABROAD 
 
Please note that any chaperones who will be driving MU students abroad, must be approved 
by the University. Drivers will need to submit a copy of their driver’s license to Campus Safety 
along with authorization to check their Motor Vehicle record. They must also obtain an 
International Driving Permit before traveling abroad. 
 
The below information is suggested by the US Department of State website at 
http://studentsabroad.state.gov/  
If you choose to drive abroad, this is one time you want to make sure you stay “on the beaten path." 
It is estimated that more than 200 U.S. citizens die each year because of road accidents abroad. 
We’re not trying to scare you (well, maybe we are), but it is important to be aware of the rules of the 
road in the country you’re visiting. Go from here.   
 
First thing’s first. If you choose to drive while abroad, make sure you obtain an International Driving 
Permit (IDP) before you go. Many countries don’t recognize U.S. driver's licenses, but IDPs are 
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honored in more than 150 countries outside the U.S. An IDP is not intended to replace a valid U.S. 
State license and should only be used as a supplement to a valid license. By the way, IDPs are not 
valid in your home country and you must be 18 to get one.   
 
Before departure, you can obtain an IDP at a local office of one of the two automobile associations 
authorized by the U.S. Department of State: the American Automobile Association and the 
American Automobile Touring Alliance. Here’s how to contact these organizations:   
 
AAA (American Automobile Association) http://www.aaa.com/vacation/idpf.html     
 
National Automobile Club  
1-800-622-2136 or 1-800-294-7000 http://www.nationalautoclub.com    
 
Once you have your International Driving Permit, you’re going to need insurance. Car rental 
companies worldwide usually provide auto insurance, but in some countries, the required coverage is 
minimal. When renting a car overseas, it is highly recommended that you consider purchasing 
insurance coverage that is at least equivalent to that which you carry at home. 
 
Generally, your U.S. auto insurance does not cover you abroad. However, your policy may apply 
when you drive to countries neighboring the United States. Check with your insurer to see if your 
policy covers you in Canada, Mexico, or countries south of Mexico. Even if your policy is valid in 
one of these countries, it may not meet that country's minimum requirements.    
 
Here are some quick tips to make your driving experience abroad, an easy ride:  
 
 •Obtain an International Driving Permit (IDP) before you go abroad.   
 
•Carry both your IDP, and your State driver's license, with you at all times, and know the country's 
rules before you get behind the wheel. Information may be available from the foreign embassy in the 
United States, foreign government tourism offices, or from a car rental company in the foreign 
country.   
 
•Always "buckle up." Some countries have penalties for people who violate this law.   
 
•Many countries require you to honk your horn before going around a sharp corner or to flash your 
lights before passing.   
 
•Before you start your journey, find out who has the right of way in a traffic circle.   
 
•If you rent a car, make sure you have liability insurance. If you do not, this could lead to financial 
disaster.   
 
•If the drivers in the country you are visiting drive on the opposite side of the road than in the U.S., it 
may be prudent to practice driving in a less populated area before attempting to drive in heavy 
traffic.   
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•Always know the route you will be traveling. Have a copy of a good road map, and chart your 
course before beginning.   
 
•Do not pick up hitchhikers or strangers, and when entering exiting your vehicle, be aware of your 
surroundings.   
 
•Never drive under the influence of alcohol or other intoxicants. Doing so can have severe criminal 
penalties in other countries. 
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LOGISTICS WORKSHEET  
(Print one sheet for each day including departure and arrival day from MU. See sample below.) 

 
Day 3: Country  JAPAN  Exchange Rate: $1 = 113.2 JPY 
Date: Tuesday, May , 2008 

Time Location Activity Cost 

7 am Shower and be ready w/bags packed and in lounge by 8 am 

8 am Sakura Hotel, Tokyo Breakfast in Takinuma 
Lounge 

Free w/hotel stay 

9:30 am “ Taxis arrive for pick up to 
Tokyo Station 

22,640 JPY  
($200) director will 
pay 

10 am   ----------------------- 

11:30 am Tokyo Station  Leave on Shinkansen for 
Kyoto 

Use Japan Rail passes 
(pre-paid) 

12 pm   ----------------------- 

1:45 pm Arrive Kyoto Station Lunch on own (meet back at 
station at 2:30 pm) 

Lunch on own (told 
students to estimate 
3,400 JPY ($30)) 

2:30 pm Tokyo Station Meet Take subway to hotel Use Japan Rail pass 
(pre-paid) 

3 pm Arrive Okiburu Hotel 
1-932-877-6756 

Activity settle and unpack 
-be ready for 4 pm 

----------------------- 

4 pm Kyoto – Meet guide 
(Kenji Sakamuro)  
outside of Okuburu hotel. 

Kyoto English Tours – 
Walking historical tour of 
Kyoto.  End tour at Kyoto 
Yoshinoya 

113,200 JPY ($1,000) 
Director will pay 

5 pm 

6:45 pm 

7 pm Yoshinoya Noodle shop Dinner Dinner as group. 
34,000 JPY ($300) 
director will pay 

8 pm Walk Back to Hotel  

9 pm Okiburu hotel – 
director’s room 

Class Meet 9-10 pm  

10 pm Free Time Students on Own 

11 pm 

12 am CURFEW – Must be back in hotel room by 12 am. 

1 am Lights out 

 
Departure from Misericordia and USA: 
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Date: 

Time Location Activity Cost 

7 am    

8 am    

9 am    

10 am    

11 am    

12 pm    

1 pm    

2 pm    

3 pm    

4 pm    

5 pm    

6 pm    

7 pm    

8 pm    

9 pm    

10 pm    

11 pm    

12 am    

1 am    

2 am    

3 am    
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Day 1: Country        Exchange rate:  $1  =    
Date: 

Time Location Activity Cost 

7 am    

8 am    

9 am    

10 am    

11 am    

12 pm    

1 pm    

2 pm    

3 pm    

4 pm    

5 pm    

6 pm    

7 pm    

8 pm    

9 pm    

10 pm    

11 pm    

12 am    

1 am    

2 am    

3 am    
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Day 2: Country            Exchange rate:  $1  =    
Date: 

Time Location Activity Cost 

7 am    

8 am    

9 am    

10 am    

11 am    

12 pm    

1 pm    

2 pm    

3 pm    

4 pm    

5 pm    

6 pm    

7 pm    

8 pm    

9 pm    

10 pm    

11 pm    

12 am    

1 am    

2 am    

3 am    
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Arrival at Misericordia: 
Date: 

Time Location Activity Cost 

7 am    

8 am    

9 am    

10 am    

11 am    

12 pm    

1 pm    

2 pm    

3 pm    

4 pm    

5 pm    

6 pm    

7 pm    

8 pm    

9 pm    

10 pm    

11 pm    

12 am    

1 am    

2 am    

3 am    



1/14/2013 27

Step 3: Budget 
A. Create your budget. 
 
The formula for the budget in the most basic terms possible is as follows: 
 
                             faculty director(s) expenses + direct student expense = program fee* 
 
As short-term programs pop up on campuses all across the country, this is the most common formula 
used to fund these types of programs. Using this method assures that the faculty director(s) expenses 
will be paid by the students who are attending the trip and that the more student participants that 
attend the trip (10 students is usually ideal), the less each student will have to pay. *The program fee 
does not (and should not) include student tuition; however, so it is important to remind students that 
they will need to pay Misericordia tuition for the course in addition to the program fee which will 
cover the international portion of the program. 
 
When advertising the program, it is important to note what is included in the program fee and what 
is not included 
 
Items typically included in the program fee: 
 
Airfare   Ground Transportation  Lodging  Meals 
Health Insurance Museum tickets   Trips/Tours  Classroom rental 
Contingency fund Transportation to airport from MU  
Pre-departure activities (ie-farewell luncheon)  Guest Lecturers  
 
Items typically not included in the program fee and which students will be responsible for on their 
own may include: 
Visa fees   Passport fees   MU tuition   Books 
Vaccinations   Personal Spending Money Telephone Calls  Stamps  
  
 Use the budget form at the end of this handbook to determine cost per student 
 Determine the maximum number of students you can bring on the program 
 Determine a minimum number of students below which you must cancel the program due to cost  
 
B. Open Study Abroad account under your department (call Mark VanEtten to do so). Please note 
that this account is for non-credit program fee expenses only such as plane tickets, food, housing, 
etc. For security purposes, give students this account number so that they may deposit their money 
directly into this account. Be sure to inform students that the course tuition will be billed directly to 
them (as would be the case with any Misericordia course) and that they should deposit money 
towards their tuition bill, into their tuition- associated student account number as would normally be 
the case. Please note: There are no tuition discounts for study abroad. And tuition income will not 
be applied to pay program expenses for faculty members or chaperones; the program fee should 
cover faculty and chaperone expenses, not tuition.      
 
Inquire about applying for department/study abroad credit card (call Thomas Kane to do this). The 
credit card usually only has a $2,000 limit, but before you must pay for your airline tickets, you can 
call Tom to have the limit raised temporarily.  
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At this point, depending on your research, you should also determine what you will use while in 
country to pay for hotels, etc. If you are going to a third world country like Guyana, you will 
probably have to use cash for everything (except for airfare).  
 
If you are going to a European country, you may choose to pay for everything with credit card and 
cash (or traveler’s checks). Just be sure to check if credit card is accepted and call the credit card 
company in advance to let them know when and how long you will be abroad.  
 
Money for meals: At this point, you also want to determine how you are going to handle meals. Will 
the faculty director “hold the purse” and pay for all meals for the group? Or will you give each 
student their own money to pay for meals as you go out to eat? 
 
Tracking Expenses: It is standard operating procedure to document every expense so that the 
program’s accounts can be reconciled upon return. Therefore, just like any other business expense, 
you will need to keep your receipts. If you, as the faculty director, do not believe you are detail-
oriented enough to keep track all of your receipts, it is recommended that you have your co-director 
or co-chaperone do this task or you may appoint a student leader. Either way, it is your responsibility 
to the student to be financially responsible with their money and to be able to show where this 
money went.  
 
You should determine a system for collecting and storing receipts during your journey. Some 
popular methods include keeping receipts in envelopes or zip-lock bags and making note of any 
expense for which you did not receive a receipt or for which a receipt was not available. 
 
**Remember that receipts and expense documentation should be completed within a month of your 
return from the program.   
 
Use the Faculty Director’s Expense journal at the end of this Handbook to log your receipts 
 
Leftover money: It is up to you to determine what will happen with any leftover money. Some 
choose to return the money to the students (depending on the amount) and some choose to keep the 
money in their department’s study abroad account to use towards future programs. Before the start of 
your program, you may wish to determine a leftover dollar amount above which you will refund the 
each student (ie- any money above $20 per student will be refunded; below $20 will be left in the 
study abroad account).  
 
What is your maximum number of students for this trip: _________________________________ 
What is your minimum number of students for the trip to happen: _________________________ 
Study Abroad Account Number:____________________________________________________ 
Did you open a credit card with Tom Kane: ___________________________________________ 
How will you pay for lodging while in country: ________________________________________ 
How are you going to handle paying for meals: ________________________________________ 
Who is going to be the purse-holder while in country:____________________________________ 
Who is going to be responsible for receipts:____________________________________________ 
Who is going to reconcile the receipts upon your return:___________________________________ 
What are you going to do with any leftover money:______________________________________ 
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Step 4: Program Proposal 
Program Proposal: If you have not already done so, you should be completing the “Short-Term 
Course Proposal Form” at the beginning of this handbook and make an appointment to meet with the 
International Programs committee to discuss the study abroad portion of your program. Contact 
Carolyn Yencharis Corcoran at cyenchar@misericordia.edu or ext 6708 to communicate with the 
committee and to set up a day and time.   
 
 

Step 5: Student Selection and Enrollment 
 
Student Selection and Enrollment: During this time, you should also develop your application 
materials and set the criteria for participation in the program. 
 
In the past, “first-come, first-serve” was enough to get a student in a program. However, there are 
many important reasons for having a selection process:  
 Clearly articulating the selection criteria and other enrollment aspects will reduce the university’s 

(and the faculty director’s) liability, limit questions from confused students, and create an overall 
better experience for you and the students. 

 It ensures the seriousness among students because they cannot take their participation for 
granted; this reinforces the academic quality of the program.  

 The process articulates the policies and procedures for the program and the institution before the 
student even applies. This ensures all students are treated fairly and uniformly.  

 Selection criteria is not only about academic qualifications, it is about responsibility, maturity 
and community too. There are instances when faculty directors may be tempted to make 
exceptions to their selection criteria or to make exceptions for application deadline – just to 
admit that one student who just missed the application deadline or the minimum GPA 
requirement. Think twice before doing this, as many directors find out that it is often the student 
for whom you make the exception who ends up being continually late or not fully prepared. They 
often make the other student participants miserable for the entire program! This process is as 
much for the other students as it is for you - keep that in mind.  

 
Creating your Application Materials: Below are some Misericordia-developed application materials 
for short-term programs. You are welcome (and encouraged) to adjust the samples to suit your 
program and use them. They consist of the following: 
 
General Application Materials:  
 Determine a Schedule for the selection process including: 

Due Date for the application________________________________________________ 
Date(s) for Candidate Interviews (if you wish to conduct these)____________________ 
Date that you will notify them of acceptance __________________________________ 
Due date of deposit for those who are accepted and are confirmed to attend__________ 

 Application form  
 A Statement of Purpose 
 Unofficial Transcript 
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 Letter of Endorsement from Parent (You may choose to require of all your students or only those 
under the age of 18)  
 2 Reference Forms (Academic Reference and Character Reference) 
 Disciplinary Information Form 
 Health Information Form Part A and Part B to assert that you are in good health 
 
 
 
 
Once the student has been accepted into the program, the following forms are due: 
  
Acceptance Materials: 
 Acceptance letter to students 
 Remaining Program Fee – Use Payment Form Below 
 Student Withdrawal Policy 
 Waiver of Liability and Hold Harmless Agreement  
 Flight Reservation Form   
 Commitment Contract 
 Special Needs Accommodation Form (if applicable) 
 Passport Information on where to if you do not have one 
 Visa information and how to apply for a Visa (if applicable) 
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Step 6: Marketing and Promotion 
 
Marketing and Promotion 
The faculty director and/or the department out of which the program is being run are responsible for 
the marketing and promotion of the program. If the faculty director or the faculty members within 
the department are not actively speaking about the program and offering information in casual 
conversation, the program will most likely not enroll students. 
 
Another way to ensure that you enroll students is to make sure that the program in unmistakenly 
academic. In no way allow it to seem like a vacation - this course should appear to the students as 
well as other faculty members and departments as an opportunity for a student to continue and 
enhance his or her studies by going beyond the classroom. It also helps to shape these courses in a 
way that they fulfill general and/or major/minor requirements.   
 
While the faculty director’s enthusiasm to promote the program to the students may be enough to 
make the minimum target enrollment, if it is not, you will have to do some additional marketing such 
as creating brochures or sending targeted announcements through e-MU. 
 
Printed Information 
Brochures and catalogs  - be sure to include the following: 
Brief Course Description   Maximum Enrollment 
Name of Faculty Director(s)  Pre-requisites 
Cost (what is included in that cost  Requirements that the course fulfills (ie- Fulfills 
   such as airfare)     Religious Core requirement, counts towards Nursing    
                                                                           Major) 
Course Descriptions 
These more detailed, 1-2 page narratives give students additional information to help them make 
appropriate decisions. They can include 
 Departure and return dates 
 Academic course’s learning objectives, pre-requisites, evaluation methods, etc 
 What a typical day will be like in the program or program structure 
 Faculty director’s bio and any previous international experience 
 Housing, meals 
 Cost and what the fee includes and does not include 
 Information on how to obtain the application materials 
 
You may also try the following to get the word out about your program: 
 Classroom Presentations: set up a time with your colleagues to talk about the program in their   
    Classes 
 Partner with the Insalaco Center to promote the program when the staff meet with study abroad  
    students or when they speak at open houses 
 Targeted Announcements 
 The Highlander – ask the Highlander to do an article or to advertise it 
 
 On the following page is a Sample Flyer Created with Microsoft Word and Clip Art: 
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Targeted Announcement 
Study Abroad Course Offering Spring 2009 
Check out the following faculty-led course offered in spring 2009 which will have a study abroad 
component in Japan. International Business Entrepreneurship: In this course, you will develop an 
understanding of what motivates individuals to act on the entrepreneurial impulse and actually start a 
business, whether in the US or in Japan. At the same time, you will explore the environments in 
which entrepreneurs operate – financial, regulatory, cultural, etc. - and attempt to discover the role 
that environment plays in enterprise creation and development. From May 15-25, 2009, you will 
travel to Japan with Dr. Karen Smith and Dr. Cheryl Kline to continue your comparative study. This 
course is recommended for senior business majors or graduate students in OM or MBA. For more 
information, contact Dr. Karen Smith at ksmith@misericordia.edu.  
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Step 7: HTH WorldWide Insurance and Pre-Departure Orientation 
 
Enrolling Your Students in HTH Worldwide Insurance and Pre-Departure Orientation: 
 

HTH Insurance Sign-up Form (for students and faculty directors) 
Students and faculty directors are required to have coverage while abroad. Misericordia University 
has signed a contract with HTH Worldwide insurance to provide health insurance, Political and 
Security Evacuation Coverage, and Natural Disaster Services while students and faculty directors are 
abroad. Be sure to include the cost of the insurance in your program budget, as the university does 
not pay for this insurance. This form should be sent to Carolyn Yencharis Corcoran at least one 
month before the students/faculty leave for their study abroad program. Once the form has been sent 
in, students/faculty will receive an insurance card from HTH worldwide. Also see pages 87-93. 
 
Two-week minimum enrollment is required, so even if you are not abroad for two weeks, you must 
sign up for two weeks. See below for costs: 
 
HTH Overseas Insurance 2013 Fees * See HTH Flyer at the end of this document  
 
MONTHLY 
  

Age: Up to 64  Net Rate   Broker Fee MEDICAL   DRUM Fee  
 Broker Fee 
DRUM   Total Rate  

Participant $34.25  $0.00 $5.00  $39.25  

Spouse $137.00  $0.00 $5.00  $142.00  

Child $51.50  $0.00 $5.00  $56.50  

Children $103.00  $0.00 $10.00  $113.00  

         
WEEKLY  

  

Age: Up to 64 Net Rate  Broker Fee MEDICAL   DRUM Fee  
 Broker Fee 
DRUM  Total Rate 

Participant $9.80  $0.00 $1.50  $11.30  

Spouse $39.20  $0.00 $1.50  $40.70  

Child $14.70  $0.00 $1.50  $16.20  

Children $29.40  $0.00 $3.00  $32.40  
 
 
Please fill out the below form with participant information: 

Title First Name Middle 
Name 

Family Name Date of 
Birth 

Gender Coverage 
From 

Coverage 
To 

Home Country Host Country 
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Sample First Aid Kit 
This is a sample list of items you may wish to purchase that can be included in a first aid kit or you 
may suggest that each student brings these items. By no means is this list exhaustive or 100% 
complete. Consider purchasing these items for use by students/faculty while on a short-term 
education abroad programs or you may suggest these items to each individual to bring along: 
□ Anti diarrhea pills 
□ Bandaids 
□ Thermometer 
□ Insect Repellent 
□ Hand sanitizer 
□ Non-aspirin pain reliever 
□ Facial tissues 
□ Lotion 
□ Sunscreen 
□ Tampons/Sanitary Napkins 
□ Moleskin/blister kit 
□ Cough Drops 
□ Decongestants 
□ Antiseptic wipes 
□ Cold medication 
□ Sewing Kit 
□ Flashlight 
□ Spot Remover (Shout Wipes, etc.) 
□ Ace Bandages 
□ Simple First Aid manual 
□ Alcohol swabs 
□ Motion sickness pills 
□ Tweezers 
□ ___________________________________________________________ 
□ ___________________________________________________________ 
□ ___________________________________________________________ 
 
Pre-departure Orientation 
Pre-departure Orientation should be mandatory and should take at least 2-hours to complete. Some 
faculty directors even choose to do several pre-departure activities so as to give students extended 
insight into the culture of the country they are about to enter. You may also choose to do a pre-
departure orientation and address things such as logistics, flights, etc. and then choose to do an in-
country orientation where you address rules and safety. It is up to you.  
 
What needs to be included in orientation? 
 Welcome address and introductions of faculty and students participating in the program 
 Role and responsibility of the faculty directors as well as the students 
 Culture/cultural adjustment, cultural norms, activities, and history of host country   
 Safety, program rules (such as: never go anywhere alone, no drinking if you are under the age of 

21, curfews, rules of living together, dating locals, etc.) as well as the consequences of violating 
them. You may even draw up a “commitment contract” stating the rules and have the students 
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sign it (this is the best option and something that Campus Ministry does - see example in 
Appendix A) 

 Hotel/residence safety and fire evacuation routes. Also, since a hotel may not have emergency 
lighting abroad, you may want to require students to bring small flashlight for emergency 
purposes. 

 Housing, food situation 
 Academics, program structure abroad 
 Local Transportation  
 Health Insurance HTH Worldwide (if you need help or would like Carolyn to speak to this, 

please call her) 
 Flights, transportation to airport, remind about passports, luggage limitations (number of bags, 

weight – each airline is different so be sure to check with airline to see what the rules are) etc. 
 “Street Smarts” 101 
 Water – if you can’t drink it, what are the procedures? 
 Prescriptions 
 Instructions on how to register your trip/each person with the US Embassy online before your 

departure. To register online, go to  https://travelregistration.state.gov/ibrs/ui/   
 Accessibility of telephones, e-mail, cell phone use, etc. 
 Information as to how parents can contact students for emergencies 
 What to bring/pack and what not to bring 
 How much money to bring/credit cards, etc 
 If you have an expert who can speak about the country or have past participants who are willing 

to speak, by all means, invite them! 
 Trip itinerary 
 
 
Re-Entry Orientation 
Re-entry is just as important as pre-departure orientation! Keep this in mind as you are planning your 
pre-departure orientation. This process will help students process and understand their study abroad 
experience, it helps them deal with re-entry shock, it allows them to network with each other (and 
with the faculty directors/chaperones) and to share their individual experience, and it provides an 
opportunity for the “what,” “so what,” “now what” analytical process to take place. 
 
See more on re-entry orientation in Step 9 

 
Step 8: On-site Administration 
 
Some Notes about On-site Administration 
 
Registering with the US Embassy: depending on where you are traveling, you may choose to register 
your group with the US Embassy. Registration allows you to record information about your 
upcoming trip abroad that the Department of State can use to assist you in case of an emergency. 
http://travel.state.gov/travel/tips/registration/registration_4789.html. Registration is recommended if 
you are visiting a developing nation or a country which has had recent upheaval. You may monitor 
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and receive a notice about the state of affairs in a country before your trip at the OSAC Overseas 
Security Advisory Council’s webpage at http://www.osac.gov/  
 
Upon arrival in country, allow the students to get some rest, especially if you have been flying for a 
long time. You may even want to provide some snacks or have a welcome dinner. 
 
It is recommended that you conduct an on-site orientation where you can review the policies, 
procedures and rules that had been reviewed in your pre-departure orientation. You will want to 
address (again), the program rules as well as the consequence of violating them, housing, local 
transportation, cultural norms and activities. Again, you will want to address Hotel/residence safety 
and fire evacuation routes of where the group is staying.  
 
You may even decide to have a print out of the rules, have each student sign them, and post them in 
an area where students can see them. 
 
You may also want to make them aware of what the climate is like in the local community and that 
they are not only to consider the impact of their actions on themselves, the college, and their fellow 
students (both present and future), but the impact of their presence on the local community. Review 
local customs and remind them about what is appropriate and what it not acceptable. 
 
You will probably want to do a walk-through of the neighborhood with your group or you may want 
to plan a tour of the city/neighborhood upon your arrival in country. 
 
Finally, you will want to review with them what is expected of them academically while they are in 
country. If there is a timeline/deadline for projects or journals, remind them of that and that you 
expect them to maintain the same standards as if you were on the MU campus. 
 
Some additional notes on on-site administration from the presentation “Working with Students, 
Managing Misbehavior” presented by The School for Field Studies’ Bill Frederick: 

o All behavior is chosen and is an attempt to meet our needs for: Love and Belonging; Power, 
Fun, and Freedom…there are no bad people, just bad behavior. 

o Don’t take bad behavior personally. 
o Build a personal rapport/relationship with the student (not their buddy, but caring, helpful 

role) 
o Help them build relationships in student group and assist the group in becoming a group that 

is good to be a part of. 
o Provide opportunities for students to build relationships with locals (not predators) 
o Ensure that there is fun- build fun activities and events into the program 
o At times of stress, create spontaneous opportunities – bake something, go somewhere 

interesting. 
o Give the students some unscheduled free time. 
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Step 9: Re-Entry Orientation and Assessment of the Program 
 
Re-Entry Orientation and Assessment of the Program: 
 
One of the most neglected areas of study abroad is re-entry orientation, but it is strongly 
recommended that you try to assemble the group that went abroad and conduct a re-entry event. You 
may even try to pull your resources and plan a re-entry orientation with other departments or 
students who have gone abroad. 
 
Re-entry orientation helps on many counts: 

o It helps students deal with re-entry shock 
o It allows students to process and understand their study abroad experience 
o It allows the students, who may have very different schedule and may never get to 

“run into” each other on campus a chance to re-connect. 
o Provides an opportunity for the “what”, “so what”, and “now what” analytical 

process. 
 
You may even choose to feature a keynote speaker or special guest at your re-entry orientation and 
you may even choose to have a raffle prize of something you obtained while in the host country. If 
you would like some help with this, contact Carolyn Yencharis Corcoran at 
cyenchar@misericordia.edu  
 
It is also recommended that you create and administer an evaluation. This feedback will allow you to 
improve the program.  
 
Evaluation  
 
When assessing a study abroad program, there are four areas that you should consider: the academic 
aspect of the program, intercultural competence, logistical aspects of the program, and assessment of 
program quality. The below example, covers all areas except for the academic aspect, although there 
is an example at the end of the evaluation that you may include if you wish. 

 
SAMPLE Study Abroad Program Evaluation Form 

Note to Faculty Director: Assign a student to pass out, collect, and place, seal evaluations in an envelope. This is usually 
best done on the flight back into the United States.  
 
The information provided will assist in evaluating Misericordia’s study abroad programs for future participants. It is 
important for you to complete the evaluation as thoroughly as possible. The information will be made available to future 
study abroad participants with your permission. 
 
Date:____________________    Course/Program Title:_____________________________ 
Name (optional):____________________________________________________________  
Class (please circle):        First year     Sophomore Junior Senior 5th year     6th year 
Gender (please circle):      Female       Male 
Faculty Director Name (required):______________________________________________  
Asst Faculty Director/Chaperone Name (required): ________________________________ 
 
How does this course fit into your academic program? 
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 Core Requirement   Major concentration requirement  Elective (not in major of concentration)    Unsure   
 Other:_____________ 
 
I. Background Information 
 
1. How/where did you find out about this study abroad program? (check all that apply) 
 Faculty Member    Friend/Former Participant     Study abroad advisor     Class presentation 
 Other:___________________ 
 
2. Why did you choose to participate in this study abroad program?  
 To meet core or program requirements    To improve my career prospects   To grow personally 
 To learn about other cultures  
 
3. To what extent was this objective met?  
  Very Well    Well    Somewhat   Not at all    
 
4. Compared to other courses you have taken at MU, the amount you learned was:  
 Much less in this course   Somewhat less   About the same    Somewhat more   Much more in this course  
 
5.  Please circle Yes or No to each question below  
Do you think you will study abroad again in the future   Yes No  
Would recommend this program to a friend     Yes No 
All things considered, were you satisfied with this study abroad program Yes No 
 
II. Pre-Departure 
The pre-departure orientation and materials I received prepared me well for each of the following.  
 Strongly agree Disagree Agree Strongly 

agree 
N/A 

The academic system I would 
encounter 

     

The daily life I would encounter      
The cross cultural issues I would 
encounter 

     

The health and safety issues I would 
encounter 

     

The foreign language preparation I 
received as part of the pre-departure 
activities organized for this program 

     

 
 
III. On Site 
Please indicate the degree to which you agree with each statement below.  
 Strongly agree Disagree Agree Strongly 

agree 
N/A 

The on-site (arrival) orientation I 
received prepared me for life in the 
host country. 

     

I was satisfied with my housing 
arrangements. 

     

I was satisfied with the academic 
advising I received before deciding to 
attend the program. 

     

The field trips/excursions that were 
part of the program academically 
enriched the program. 

     

I was satisfied with the medical care I      
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received abroad. 
 
 
IV. Your Cross Cultural Experience 
 Strongly agree Disagree Agree Strongly 

agree 
N/A 

The study abroad experience allowed 
me to adequately experience the host 
country and  its culture 

     

I had plenty of opportunity to interact 
with local people 

     

This study abroad experience has 
enhanced my understanding of the 
host country and its culture(s) 

     

 
IV. The Academic Program 
Please indicate degree to which you were satisfied with each of the following in the academic program abroad 
 Strongly agree Disagree Agree Strongly 

agree 
N/A 

The course had clear objectives      
The assigned reading material was 
helpful in meeting course objectives 

     

The classroom sessions (lectures, 
discussions, etc) and reading material 
worked well to complement one 
another. 

     

The course provided a stimulating 
atmosphere for critical and 
independent thinking 

     

Students felt free to ask questions, 
disagree, and express their ideas 

     

The course materials were well 
organized 

     

The course stimulated my interest in 
the subject 

     

 
V. The Instructor 
Please indicate the degree to which you were satisfied with the instructor 
 Strongly agree Disagree Agree Strongly 

agree 
N/A 

Was skillful in helping students 
understand cultural aspects of host 
country  

     

Provided helpful feedback on 
assignments 

     

Was approachable      
Treated students with respect      
Provided an equitable learning 
environment for both men and women 

     

Overall teaching effectiveness      
 
 
V. Has your experience abroad… 
 Very Much Somewhat Little Not at all N/A 
Influenced your future plans?      
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Influenced a change in your lifestyle?      
Altered your world view?      
Increased your world political 
awareness? 

     

Caused you to seriously consider 
living and/or working in another 
country? 

     

Increased your desire to travel abroad?      
Increased your understanding of the 
US? 

     

Increased your understanding of 
yourself? 

     

Increased your ability to adapt and 
cope with new and different 
situations? 

     

Altered your values, priorities, goals?      
Altered your academic direction?      
Heightened your interest in 
community service? 

     

Increased your sensitivity to and 
understanding of news reports in the 
US from countries you visited? 

     

Increased your desire to study a 
foreign language? 

     

 
 
Comments on II through IV: 
 
 
 
VI. Finances 
 
How much did you spend in addition to the required program costs? 
 Less than $500    $501-$1,000    $1,001-$1,500    $1,501 - $2,000   
 More than $2,001 
 
How much spending money would you recommend participants take on this program?__________ 
 
From a financial point of view, was this a worthwhile program?   Yes    No   Don’t know 
 
VII. Miscellaneous 
I wish I had packed: _______________________________________________________________ 
I wish I had left behind: ____________________________________________________________ 
 
What competencies do you feel that you had BEFORE your study abroad program (check all that apply) and rate the 
level of competency on a scale from 1 to 5 with 5 being the highest and 1 being the lowest : 
 Ability to adapt to new situations   rating:____   Improved communication skills    rating:____ 
 Assertiveness    rating:____     Independence    rating:____ 
 Interpersonal skills    rating:____     Leadership skills    rating:____ 
 Openness   rating:____      Self-awareness    rating:____ 
 Interest in world events    rating:____    Negotiation    rating:____ 
 Self-confidence    rating:____     Multicultural perspective    rating:____ 
 I feel like a global citizen    rating:____ 
 
What competencies do you feel that you gained during your study abroad program (check all that apply) and rate the 
level of competency on a scale from 1 to 5 with 5 being the highest and 1 being the lowest : 
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 Ability to adapt to new situations   rating:____   Improved communication skills    rating:____ 
 Assertiveness    rating:____     Independence    rating:____ 
 Interpersonal skills    rating:____     Leadership skills    rating:____ 
 Openness   rating:____      Self-awareness    rating:____ 
 Interest in world events    rating:____    Negotiation    rating:____ 
 Self-confidence    rating:____     Multicultural perspective    rating:____ 
 I feel like a global citizen    rating:____ 
 
VIII. Comments, suggestions, improvements, afterthoughts (please use the space below to comment) 
 
 
 
 

 
May we use your comment:   in study abroad materials    on our website    
May we use your name:  Yes      No  
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APENDIX A  
Samples of Forms and Materials  

  
SAMPLE STUDENT APPLICATION FORM 

 
SAMPLE: BUS 420 International Business, focus on Japan 
 
General Application Requirements: (Check off each as completed.) 
 Application form  
 A Statement of Purpose 
 Letter of Endorsement from Parent (You may choose to require of all your students or only those 
under the age of 18)  
 2 Reference Forms (Academic Reference and Character Reference) 
 Unofficial transcript (You can decide if you want to require this) 
 Health Information Form Part A and Part B to assert that you are in good health 
 
Once the student has been accepted into the program, the following forms are due: 
 Acceptance Materials: 
 Acceptance letter to students 
 Remaining Program Fee – Use Payment Form Below 
 Student Withdrawal Policy 
 Non-refundable $250 deposit. Checks should be made payable to Misericordia University. 
 Waiver of Liability and Hold Harmless Agreement  
 Flight Reservation Form   
 Commitment Contract 
 Special Needs Accommodation Form (if applicable) 
 Passport Information on where to if you do not have one 
 Visa information and how to apply for a Visa (if applicable) 
 
I. Course Information 
Misericordia University        Fall 2008 
BUS 420 International Business focus on Japan    Study Abroad Course 
 
Time and Place: This course will meet Tuesday evenings, 6-8 pm on August 26, September 9, 
September 23, October 7, October 21, November 4, November 18, December 2; January 3-11, 2009 
class will be held in Tokyo, Japan.  
 
Faculty Director: Dr. Mary Smith; Chaperone: Dr. Harry Sommers 
 
Prerequisite Courses: Business 101 
 
Course Description: This is a 6 credit study abroad course which aims to give students a basic 
knowledge on international business with a focus on Japan. Topics will include marketing, 
advertising, human resource management, and international entrepreneurship. Before leaving for 
Japan, we will meet 8 times during the fall semester to study international business in Japan. 
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These classes will consist of some lectures, but more importantly, students will make presentations 
on various aspects of international business in Japan. The study abroad trip itself operates during the 
January break and is 9 days long including flight travel. During this study abroad, all students are 
required to participate in all class functions, including all meetings with various business people.  
 
Elements of the Course Percentage of Grad 
Trip Presentation  10% 
During the trip, each student will make a 10 – 15 minute presentation on something relevant to 
business in Japan. These presentations may be about any topic in Japan, including reports about 
companies we will visit. All presentations must be approved by the instructor beforehand. The goal 
of this assignment is to broaden our understanding of all things Japan. (Examples: The Kimono, 
Famous People, Architecture, Electronics and the Japanese people, Japanese Street Fashion) 
Business Interviews/Paper 25% 
In teams of two, students will interview a Japanese business person who they have arranged to meet 
and whom they have pre-scheduled for an interview before our arrival in Japan. Students will then 
write a 10 page paper based on their interview. Students will be expected to send the interviewer a 
follow-up thank you note as well, the day of the interview. Instructor will provide a list of potential 
contacts for students to choose from. 
Cultural Scavenger Hunt 30% 
In teams of four, students must go out into the street and interview 10 real citizens, some business 
people, some not, utilizing a list of questions they have written and had translated beforehand. They 
will conduct the interviews in areas they have previously decided upon and will present their 
findings to the class. 
Flip Video Blog/Journal  20% 
Teams of two will be chosen each day to record on their flip video, the events of the day along with 
a final reflection of the day. This must be a half hour video which will be uploaded, saved, and 
posted on the course website that day. Students will also show their “video blog” during the return 
presentation.   
Return Presentation  15% 
The class will make a group presentation upon return back to MU in February to talk about their 
experiences and what they have learned. Question and Answer session will follow from the college 
community.  
 
Cost: The fee is tentatively set at $4100, with a $250 non-refundable deposit due at time of 
application. The remainder is due September 4, 2007. Students also pay regular Misericordia 
University tuition fees for course credit. Changes are always possible so the cost of the program may 
vary according to currency fluctuations and adjusted travel arrangements.  
Price Includes: · Round-trip airfare · Hotel accommodations · Daily continental breakfast 
· Health/Evacuation/Repatriation insurance · Selected city orientations · Travel between cities 
· Group cultural visits · One farewell dinner 
Price Does Not Include: · MU tuition and fees · Passport, Visa, Immunization (if required) fees, · Some Meals 
· Excess baggage, charges and tips · Personal items 
 
Supplemental Health Insurance: Will be provided to students through HTH Worldwide. 
Immunizations: There are no immunizations required for this program. 
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II. Application 
This application is due in full to Dr. Mary Smith in the Nursing Department by April 16, 2008 along 
with a $250 non-refundable deposit. Checks should be made payable to Misericordia University. If 
paying by credit card, please fill-in credit card information on the form below.  
 
Date:     Name:      Gender:   Male    Female  
Date of Birth: ______/____/______  
Country of Citizenship:_____________________________________________________ 
Ethnic Identification (US students only, used for statistical purposes) 
 African American    Asia American   Native American   Hispanic American 
 Caucasian       More than one    Other: ______________  Prefer not to Respond 
 
 
Current Mailing Address: 
Mail to here from ___/___/___ to ___/___/___ 
Street:           City:   State:_____Zip:______ 
Preferred Phone:_______________________ Alt. Phone: __________________________ 
 
Permanent Mailing Address (if different): 
Mail to here from ___/___/___ to ___/___/___ 
Street:           City:   State:_____Zip:______ 
Preferred Phone:_______________________ Alt. Phone: __________________________ 
 
MU E-mail:                              Other E-mail :_________________________ 
 
Emergency Contact Person: 
Name(s): ______________________________________Relation: __________________ 
Street:           City:   State:_____Zip:______ 
Phone:___________________ Alt. Phone: ___________________ E-mail:_____________ 
 
Alternate Emergency Contact Person: 
Name(s): _______________________________________Relation: __________________ 
Street:           City:   State:_____Zip:______ 
Phone:___________________ Alt. Phone: ___________________ E-mail:_____________ 
 
Family Contact Information (if different): 
Name(s): _________________________________________________________________ 
Street:           City:   State:_____Zip:______ 
Phone:___________________ Alt. Phone: ___________________ E-mail:_____________ 
 
Degree: Major:     Minor:  Concentration:    
GPA:      Are you in good academic standing?    Yes      No 
College/University Name(if non-MU):__________________________________________ 
 
How will this course apply to your academic record?  
 Major Requirement       Minor Requirement        Concentration         Elective   
 Other (specify): ____________ 
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Academic Level During Course (please check): 
 first year       sophomore       junior       senior       5th year       6th year    
 Graduate Student    I will graduate in (month/year) : _________________ 
 
Do you have a passport?  Yes    No  If yes, Passport Number: ___________________ 
Applicants who do not have passports, or whose passports have expired, are strongly advised to apply for a passport at 
the time they apply to study abroad. Do not delay in submitting your passport application, especially if a visa is required 
for the program(s) to which you have applied. To obtain a passport go to: 
http://travel.state.gov/passport/passport_1738.html 
 
Can you speak another language besides English?  Yes   No   
If yes, what language? _________________ Level of Fluency: _____________________ 
Where/How did you learn the other language? __________________________________ 
 
Please list any previous study abroad or international travel experiences you have: 
________________________________________________________________________ 
________________________________________________________________________ 
 
List any clubs, activities, associations, sports, etc you have participated in the past 2 years: 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
List any jobs, internships, work study, field placements, clinicals, volunteer experience, etc you have 
held in the past 2 years: _______________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
Describe one experience where you worked with someone who was different than yourself. 
(Someone who was different because of age, race, religion, ethnicity, sexual orientation, gender): 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
Dietary Information: Please check any food allergies or foods you would prefer not to eat. Please be 
as honest as possible in this area: 
  Fish    Beans    Curry    Noodles    Spicy Food    Meat   Sushi    Rice 
 Other: ___________________________________ 
Are you a vegetarian?    Yes    No   If yes, what do you NOT eat: _______________ 
 
Everyday Living  
Had to share a room or bathroom with 3 or more people?     Yes    No 
Have you ever had to share a bed?       Yes    No 
Have you ever been homesick?       Yes    No 
Have you ever been on an airplane for more than 10 hours?    Yes    No 
How are you in very, very crowded small places where you may be shoulder to shoulder with people 
you do not know? ______________________________________________  
 
Do you own a suit?   Yes   No  
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Will you be able to buy or borrow one before departure?   Yes    No 
 
Disciplinary Information: Do you have a disciplinary record with Misericordia (or your home 
institution)? Please check the appropriate box:  Yes    No   
If Yes,  An official document or copy stating the details is enclosed  
  I do not have access to that information 
References: 
Please provide the names and contact information of your references 
Reference 1: Academic Reference    Reference 2: Character Reference 
Name:___________________________     Name:___________________________ 
E-mail Address: ___________________      E-mail Address: __________________ 
 
 
Will pay $250 deposit via   Check  Credit Card     
 
If paying $250 deposit via credit card, please complete the following information: 
 Master Card       Visa       Discover  
Name on Card: _____________________________________________ Amount:   $   
Address: __________________________________ City: _____________ State: ____ Zip:_____ 
Card Number: ________________________________________________ Exp. Date: ________ 
 
 
Student Agreement:  
 I certify that the information on this application is true and accurate. 
 I understand that if any information is found to be false, my application to study abroad will be 
terminated, and the $250 deposit will not be refunded. 
 I have read and understand the application instructions and the “Waiver of Liability and Hold 
Harmless Agreement.”  
 I have read the program description(s), and I feel that I would benefit from this program.  
Student Signature:______________________________________ Date:__________________ 
Parent Signature (if applicant is below age 18):_____________________ Date:_________________ 
 
 
 
To Be Completed By Academic Advisor 
Name __________________________________ Title _____________________________ 
Phone: ________________ Fax: _______________ E-mail Address __________________ 
I certify that I have read this application, and I support this student’s application for study 
abroad. I acknowledge that the student named above is an applicant to indicated program. 
_________________________________________ Date: ___________________________ 
Advisor’s Signature Date 
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III. Statement of Purpose 
Please type your statement of purpose on a separate piece of paper. Your essay should be thoughtful, 
concise, between 500-700 words in length and should answer the following: Describe your 
academic, career, and personal goals, and how your participation in this program will help you 
achieve those goals. Please tell us anything else about yourself and your interests and goals that is 
relevant to your decision to study abroad. 
 
IV. Transcript 
I have attached my unofficial transcript to this application:  yes   no 
If you answered no, what date will you deliver the transcript to our department: ______________ 
 
 
V. Parental Letter of Endorsement 
  I am under 18 years of age and have attached a letter from my parents endorsing my application   
     to this study abroad program. 
 I am _____ years old so I will not include a letter of endorsement from my parents.
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VI. References 

Academic Reference 
Please return to: _____________________________________________________________________________ 
___________________________________________________________________________________________ 

 
Applicant’s Name (please print):__________________________________________________ 
                                                     first                    middle                          last 
Current Address: ______________________________________________________________ 
                             street                                                       city or town         state           zip code 
Telephone: ________________________ E-mail Address ____________________________ 
Program/course Name to Which I Am Applying: ___________________________________ 
 
To Academic Reference:  
The student named above is applying for the Misericordia Study Abroad program(s) noted above. The student’s 
application will not be complete until we receive this form. Because all admissions are handled on a rolling admissions 
basis, your prompt response will be appreciated. Please send the completed form to the address as it appears above. 
Below please write an assessment of the applicant which answers the following questions. You may use a separate sheet 
if necessary: 
 
1. In what capacity and for what length of time have you known the applicant? 
 
2. What courses did the applicant take with you? 
 
3. Discuss the quality of academic work prepared by the applicant. 
 
 
4. Comment upon the applicant’s overall familiarity with the subject matter of the courses in 
which you taught him/her. 
 
5. How would you rate this applicant’s intellectual motivation? 
 
6. Comment on the applicant’s suitability for study abroad in terms of: (a) personal factors; 
stability, independence of mind, creative ability; (b) motivation; (c) ability to get along with 
others; (d) ability to accept rules and structure. 
 
 
 
 
7. List any special considerations of which we should be aware. 
 
 
 
 
Name __________________________________ Title _____________________________ 
Phone: ________________ Fax: _______________ E-mail Address __________________ 
I acknowledge that the student named above is an applicant to indicated program. 
Signature: ____________________________________ Date: _______________________ 
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Character Reference 
Please return to: _____________________________________________________________________________ 
___________________________________________________________________________________________ 
Applicant’s Name (please print):__________________________________________________ 
                                                     first                    middle                          last 
Current Address: ______________________________________________________________ 
                             street                                                       city or town         state           zip code 
Telephone: ________________________ E-mail Address ____________________________ 
Program/course Name to Which I Am Applying: ___________________________________ 
 
To Character Reference:  
The student named above is applying for the Misericordia Study Abroad program(s) noted above. The student’s 
application will not be complete until we receive this form. Because all admissions are handled on a rolling admissions 
basis, your prompt response will be appreciated. Please send the completed form to the address as it appears above. 
Below please write an assessment of the applicant which answers the following questions. You may use a separate sheet 
if necessary: 
 
1. In what capacity and for what length of time have you known the applicant? 
 
2. What strengths do you think this applicant will bring to the program? 
 
 
 
3. What are the applicant’s weaknesses and how do you expect these to affect his/her 
performance in this program?  
 
 
 
 
 
6. Comment on the applicant’s suitability for study abroad in terms of: (a) personal factors; 
stability, independence of mind, creative ability; (b) motivation; (c) ability to get along with 
others; (d) ability to accept rules and structure. 
 
 
 
 
 
 
7. List any special considerations of which we should be aware. 
 
 
 
 
Name __________________________________ Title _____________________________ 
Phone: ________________ Fax: _______________ E-mail Address __________________ 
I acknowledge that the student named above is an applicant to indicated program. 
Signature: ____________________________________ Date: _______________________ 
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SAMPLE Payment Form 
 
Japan Program 
 
The deposit payment for the Japan program is now due. Please pay $250 using the form below.     
 
Check 
If paying by check, please make payable to Misericordia University and mail to: 
 
Misericordia University 
Mmmmmm dept – Attn: Tracy 
301 Lake Street 
Dallas, PA 18612-1090 
 
Name:     ______________________ 
Current Mailing Address: 
Mail to here from ___/___/___ to ___/___/___ 
Street:           City:   State:_____Zip:______ 
Preferred Phone:_______________________ Alt. Phone: __________________________ 
 
Permanent Mailing Address (if different): 
Mail to here from ___/___/___ to ___/___/___ 
Street:           City:   State:_____Zip:______ 
Preferred Phone:_______________________ Alt. Phone: __________________________ 
 
 
Credit Card 
If paying $250 via credit card, please complete the following information and either fax to 570-674-
6800 or mail to the above address: 
 Master Card       Visa       Discover  
Name on Card: _____________________________________________ Amount:   $   
Address: __________________________________ City: _____________ State: ____ Zip:_____ 
Card Number: ________________________________________________ Exp. Date: ________ 
 
 
Thank you! If you have any questions, please call or e-mail me at 570.674.0008 or e-mail me at 
tttttttt@misericordia.edu. 
 
Tracy T Templeton  
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DISCIPLINARY INFORMATION FORM 
 
Part A. To be filled out by student: 
 
 Name (please print):___________________________________________________________ 
                                                     first                         middle                          last 
Current Address: ______________________________________________________________ 
                             street                                                       city or town         state           zip code 
Telephone: ________________________ E-mail Address ____________________________ 
 
Program/course Name to Which I Am Applying: ___________________________________ 
 
My signature below indicates that I agree to have my information released: 
__________________________________ (signature)     Date: _________________________ 
 
Part B. To be filled out by the Dean of Students, Kit Foley 
 
The student named above is applying for the Misericordia Study Abroad program(s) noted above. The student’s 
application will not be complete until we receive this form. Because all admissions are handled on a rolling admissions 
basis, your prompt response will be appreciated. Please deliver or send through campus mail the completed form to the 
International Programs Office  
 
Does the above-named student have a disciplinary record with Misericordia?  
Please check the appropriate box:  Yes    No   
 
If Yes,  An official document or copy stating the details is enclosed  
  A detailed summary of the disciplinary issue is below 
  
 
 
 
 
 
 
Please choose one of the following: 
 I recommend the above-named student for study abroad          
 I recommend the above-named student for study abroad with reservations (please comment)  
 I do not recommend the above-named student for study abroad (please comment)  
 
Comments: 
 
 
 
 
 
Name __________________________________ Title _____________________________ 
Signature: ____________________________________ Date: _______________________ 

MU 
Required

Form 
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VII. Health Information Forms to determine that I am in good health to travel 

Health Information Form 
PART A: Students planning to study overseas, please complete the information requested in part A 
of the Medical report Form and submit the form, along with a stamped, addressed envelope, to your 
physician for completion of part B.  
Completed forms should be submitted to: ________________________________________ 
_______________________________________________________ Phone: ____________ 
1 month prior to departure. Please submit original copies only — no photocopies or faxes please. 
 
TO BE COMPLETED BY THE STUDENT PLANNING TO STUDY OVERSEAS: 
Name: ________________________________ Program: ____________________________ 
Program Location (city, country): _____________________________________________ 
Height: __________ Weight: ___________ Blood Type: ___________ 
When did you last consult a physician and why? _______________________________ 
What diseases, ailments, or injuries have you had in the past 5 years?  
 Migraines  Allergies, including food (to what:________________________________) 
 Diabetes  Seizures  Heart Condition  Epilepsy  High Blood Pressure 
 Depression  Insomnia  Seasickness   Heat Exhaustion 
 Thyroid Disease   Alcohol and/or Drug Recovery 
 Other: ___________________________________________________________________ 
Do you require any medication for the above medical condition(s)?   Yes     No 
If so, what kind: ______________________________________________________________ 
Have you been hospitalized for any medical or psychiatric illness in the past two years? If so, 
why? ___________________________________________________________ 
In the past four years, have you been treated by a mental health practitioner (psychologist, 
social worker, psychiatrist, or counselor) for any of the following (please provide additional 
information 
as accurately as possible): 
 Depression  Family Concerns    Anxiety    Drug Addiction or Abuse 
 Bulimia    Alcohol Addiction or Abuse    Anorexia   Panic Disorder 
 Other (please specify) ____________________________________________________ 
Please list any allergies including those to medications: _________________________________ 
______________________________________________________________________________ 
If you are on a restricted diet, please provide specific details: ____________________________ 
______________________________________________________________________________ 
 
Have you had the recommended immunizations as suggested by the State Department and/or the 
Center for Disease Control for country in which you will be studying?  Yes    No 
I certify that all responses made on this Health Information Form are true and accurate, and I will 
notify the Faculty Director hereafter of any relevant changes in my health that occur prior to the start 
of my study abroad program. I have also read the Center for Disease Control information 
(www.cdc.gov/travel/) on my host country and will receive the suggested immunizations prior to my 
departure. 
Name of Participant: ____________________ Signature: __________________ Date: __/__/__ 
If student is under 18, a parent signature is required as well.  
Signature of Parent: __________________________ Date: ___ /___ /___  

MU 
Required

Form 



1/14/2013 53

Health Information Form cont.                        
 
Part B: Physicians, you are being asked to evaluate the physical and emotional health of the 
individual named part A. This individual plans to live and study overseas, the pressures of which can 
be considerable. It is important that all participants in this program be able to adjust to changes in 
climate, diet, and living conditions. Living abroad can create emotional and physical stress for those 
not able to meet the demands of a new and different environment. In some cases, mild disorders can 
become serious under the stress of living in alien surroundings. It is essential that your reply be 
based on a current and thorough physical examination and knowledge of the individual’s medical 
history. 
An applicant will not be rejected due to either physical or emotional conditions unless they are of 
such serious nature as to prevent successful participation in the program. Information regarding this 
student’s health, however, will be available in the ________________ in order to anticipate and deal 
effectively with any health problems that may arise during the student’s stay overseas. 
 
Please add any pertinent details not covered by the questionnaire below. Kindly return your 
evaluation in the addressed envelope provided by the student. Thank you for your cooperation. 
 
TO BE COMPLETED BY THE PHYSICIAN: 
Date of Examination: _____________ 
Applicant’s general state of health:  Excellent    Good     Fair    Poor 
How long have you known the applicant? ___________________ 
What was the date of the student’s last tetanus shot? _______________ 
 
If the answer to any of the following is “yes,” please provide details on a separate sheet: 
1. Is the student seriously under or overweight?   Yes     No 
2. Is the student allergic to any drugs or medication?   Yes    No 
3. Does the student have any speech, hearing or vision impairment that might affect program 
participation?   Yes   No 
4. Does the student have any disability that might be worsened through change or strenuous travel? 
  Yes    No 
5. Has the student ever suffered from asthma or any other respiratory ailment?   Yes     No 
6. Does the student take prescription medication?    Yes   No 
If yes, please specify: __________________________ 
7. Is the student currently under treatment for a mental health concern?    Yes    No 
8. From your knowledge of the patient’s ability to handle change, how readily would you expect 
him/her to handle the stress of living overseas?  Easily   Normal adjustment anticipated (e.g. 
homesickness)   More difficulty than most people 
9. Any additional comments or pertinent information which would be helpful to the faculty/ 
program coordinator? ___________________________________________________________ 
______________________________________________________________________________ 
Physician’s Name: ___________________________ Signature: __________________________ 
Date: ___________ Address:______________________________________________________ 
______________________________________________________________________________ 
 

MU 
Required

Form 
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SAMPLE ACCEPTANCE PACKET SENT TO EACH STUDENT 
 
Acceptance Materials: 
 Acceptance letter to students 
 Remaining Program Fee – Use Payment Form Below 
 Student Withdrawal Policy 
 Waiver of Liability and Hold Harmless Agreement  
 Flight Reservation Form   
 Commitment Contract 
 Misericordia Off-Campus Agreement Form 
 Special Needs Accommodation Form (if applicable) 
 Passport Information on where to if you do not have one 
 Visa information and how to apply for a Visa (if applicable) 
 Health Information Form Part A and Part B to assert that you are in good health 
 Medical Health Card  
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SAMPLE ACCEPTANCE LETTER 
 
Dear Emilie, 
 
I am writing to congratulate you on your acceptance into the study abroad portion of the Japan 
program. I will be making flight arrangements in the next couple of days and will be scheduling an 
orientation for the group. As I make arrangements for the program, please check your e-mail 
frequently for inquiries and updates. Also, please note that e-MU e-mail will be the main mode of 
communication regarding this program.  
 
Now that the application process is over and we are moving forward, the following information is 
due immediately: 
 Student Withdrawal Policy 
 Remaining Program Fee – Use Payment Form Below 
 Waiver of Liability and Hold Harmless Agreement  
 Flight Reservation Form   
 Commitment Contract 
 Special Needs Accommodation Form (if applicable) 
 Apply for a Passport if you do not have one - Information on how to apply is enclosed  
 Visa application information (if applicable) 
 
The following information is due to our office by January 30, 2009. 
 Health Information Form Part A and Part B to assert that you are in good health 
 
A copy of the Student Withdrawal Policy is also attached to this letter below. Please read it 
carefully, sign it and return with the other materials. 
 
If you have any questions, please do not hesitate to call me at 570.674.0008 or e-mail me at 
tttttttt@misericordia.edu. 
 
Thank you. I look forward to working with all of you on this exciting study abroad opportunity. 
 
Sincerely, 
 
Tracy T Templeton 
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WITHDRAWAL FROM THE PROGRAM 
 
Due to the advanced planning and deposits that are required to implement a study abroad program, 
the policy on student withdrawal is as follows: 
 
Once a student is officially accepted into the program, there will be no refund of the program deposit 
of $250. Should a student withdraw from the program at least 30 days before departure, he/she will 
receive the program fee minus any amount that has already been expended on his/her behalf. For 
example, if he/she withdraws 2 months before the program is scheduled to depart, but the faculty 
director has already made payments or deposits for airfare, housing, and local transportation, the 
student will receive the remainder of the program fee minus the amount for these expenditures.  
 
Regardless of circumstances, students who withdraw from the program within 30 days of program 
departure will be charged the entire program fee. This includes students who are unable to attend the 
program due to not having obtained a passport and/or a visa by the day and time the group is 
scheduled to departure.  
 
I hereby state that I have read and understand the foregoing. 
  
PARTICIPANT: _____________________, ______________________,________________ 
                            Signature                                Printed Name                       Date 
 
 ACCEPTED ON BEHALF OF THE UNIVERSITY:   
By: _______________________________ , Date: _______________________   
 
               
 
 
WITHDRAWAL FROM THE PROGRAM:  
 
Student Copy (please keep this copy for your records) 
 
Due to the advanced planning and deposits that are required to implement a study abroad program, 
the policy on student withdrawal is as follows: 
 
Once a student is officially accepted into the program, there will be no refund of the program deposit 
of $250. Should a student withdraw from the program at least 30 days before departure, he/she will 
receive the program fee minus any amount that has already been expended on his/her behalf. For 
example, if he/she withdraws 2 months before the program is scheduled to depart, but the faculty 
director has already made payments or deposits for airfare, housing, and local transportation, the 
student will receive the remainder of the program fee minus the amount for these expenditures.  
 
Regardless of circumstances, students who withdraw from the program within 30 days of program 
departure will be charged the entire program fee. This includes students who are unable to attend the 
program due to not having obtained a passport and/or a visa by the day and time the group is 
scheduled to departure.  
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SAMPLE PAYMENT FORM 
 
Japan Program 
 
The remaining payment for the Japan program is now due. Please pay $1,850 using the form below.     
 
Check 
If paying by check, please make payable to Misericordia University and mail to: 
 
Misericordia University 
Mmmmmm dept – Attn: Tracy 
301 Lake Street 
Dallas, PA 18612-1090 
 
Name:     ______________________ 
Current Mailing Address: 
Mail to here from ___/___/___ to ___/___/___ 
Street:           City:   State:_____Zip:______ 
Preferred Phone:_______________________ Alt. Phone: __________________________ 
 
Permanent Mailing Address (if different): 
Mail to here from ___/___/___ to ___/___/___ 
Street:           City:   State:_____Zip:______ 
Preferred Phone:_______________________ Alt. Phone: __________________________ 
 
 
Credit Card 
If paying $1,850 via credit card, please complete the following information and either fax to 570-
674-6800 or mail to the above address: 
 Master Card       Visa       Discover  
Name on Card: _____________________________________________ Amount:   $   
Address: __________________________________ City: _____________ State: ____ Zip:_____ 
Card Number: ________________________________________________ Exp. Date: ________ 
 
 
Thank you! If you have any questions, please call or e-mail me at 570.674.0008 or e-mail me at 
tttttttt@misericordia.edu. 
 
Tracy T Templeton  
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Student Name _____________________________ 
  

MISERICORDIA UNIVERSITY 
WAIVER OF LIABILITY AND HOLD HARMLESS AGREEMENT 

  
I, the undersigned, desire to participate in a  trip (“Trip”) to ______________________ 

sponsored ____________________ of Misericordia University (“University”) departing from 
______________________, on or about __________________. . I agree to the following: 
   
1. Assumption of the Risk. 
 

I acknowledge and understand that there are certain dangers, hazards and risks, inherent in 
international travel and the activities included in the Trip, including, but not limited to, the risks 
associated with the activities and travel themselves, the negligent and/or willful and wonton acts of 
others, the criminal and/or intentional acts of others, the omission of an act of another, a defect or 
condition of the premises, unavailability of emergency care, accidents, disease, acts of terrorism and 
civil insurrection, and even mortal injuries and property damage.  I acknowledge that my 
participation in this Trip is voluntary.  I understand the risks involved in this activity and expressly 
assume all risks which are foreseeable and involved with, or may arise out of, my voluntary 
participation in this Trip, including, but not limited to, the specific risks noted above.    I further 
acknowledge and agree that the foregoing voluntary waiver and assumption of the risk, as well as the 
other terms and conditions of this Agreement apply even where my voluntary participation in the 
Trip is required for an academic course, or for participation in any athletic, extracurricular, or service 
activity. 

 
2. Release and Waiver.   
 
 In consideration for my participation in this Trip, I hereby waive, release, and forever 
discharge Misericordia University and all of its directors, trustees, officers, employees, 
servants, volunteers, and agents from liability for, and agree not to initiate litigation on 
account of, or in connection with, any claims, causes of action, injuries, illnesses, damages, 
and/or cost of expenses arising out of the activities involved in my voluntary participation in 
this Trip, including, but not limited to, those claims, causes of action, injuries, illnesses, 
damages, and/or costs or expenses, based on death, bodily injury, Trip cancellation or 
modification, or property damage. 

 
I waive the protection afforded by statute or law in any jurisdiction whose purpose, 

substance, cause and/or effect is to provide that a general release shall not extent to claims, 
material or otherwise, which the person giving the release does not know or suspect to exist 
at the time of the execution of this release.  This means, in part, that I am releasing unknown 
future claims. 
 
3. Participant Responsibility for Medical Needs. 

I represent to the University that there are no health-related reasons or problems that preclude 
or restrict my participation in this Trip.  I have obtained all necessary immunizations for this Trip.  I 
understand that the University cannot be and is not responsible for attending to my medical or 
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medication needs, that I assume all risk and responsibility therefore, and that if I am required to be 
hospitalized while in ______________________ or in the United States during or as a result of this 
Trip, I hereby give permission to either ______________________ or ______________________ to 
authorize emergency medical treatment or hospital treatment as necessary.  The Trip leaders also 
have authority to send me home for health reasons and I will be responsible for all expenses arising 
from any illness or medical needs.  I acknowledge that I have been encouraged by the University to 
have a medical physical exam prior to my voluntary participation in this trip. 
  
4. Disclaimer of University Responsibility. 
 

I understand that  the University in no way represents, or acts as agent for, or has any 
responsibility for, the transportation carriers, hotels, and other suppliers of service connected with 
the Trip.  I further understand and agree that, ______________________ and the University, its 
trustees, officers, employees and agents are: not responsible or liable for any injury, damage, loss, 
accident, delay or other irregularity which may be caused by the defect of any vehicle or the 
negligence or default of any company or person engaged in providing or performing any of the 
services involved in this Trip; not responsible for losses or expenses due to sickness, weather, 
strikes, hostilities, wars, terrorism, natural disasters, or other such causes; and not responsible for 
any disruption of travel arrangements, or any consequent additional expenses that may be incurred 
therefrom.  Without limiting the extent of any releases or waivers contained herein, and 
notwithstanding anything to the contrary contained herein, the University, its Trustees, officers, 
employees and agents shall in no event be liable for any consequential, indirect, or special damages 
of any kind arising out of, or related to the Trip, including without limitation any claims for lost 
income, revenue, or opportunity, or claims arising out of the cancellation of all or any portion of the 
Trip. 
 
5. Cancellation or Modification of Trip.  
 

The University reserves the right to cancel the Trip or to modify it in any way, 
including departure dates and itinerary, for reasons of safety or any other reasons in the sole 
discretion of the University or  by the Trip Leader, as agent of the University. 
   
6. Other Participant Responsibilities. 
 

I understand that in the event the University cancels the Trip for any reason, or if the 
University makes changes in the Trip, refunds will be subject to the refund policy established for the 
Trip as well as the policy of the air carrier.  I understand that if I choose to cancel my reservation for 
the Trip, I must do so in writing and will continue to be obligated to pay the costs of the Trip.  I also 
understand and accept that it is my personal responsibility to obtain, as and when necessary,  a valid 
passport prior to the Trip. 

 
7. Potential Travel and Accommodation Problems. 

I acknowledge and agree to accept all responsibility for loss or additional expenses due to 
delays or other changes in the means of transportation, other services, or sickness, weather, strikes, 
acts of terrorism or other unforeseen causes.  I acknowledge and understand that the University 
assumes no liability whatsoever for any loss, damage, destruction, theft or the like to my luggage or 
personal belongings.  I acknowledge and understand that in the event I become detached from the 
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Trip group, fail to meet departure bus, airline, train or other transportation service, or become sick or 
injured, I will bear all responsibility to seek out, contact, and reach the group at its next available 
destination, and that I shall bear all costs attendant to contacting and reaching the group at its next 
available destination.  All services and accommodations are subject to the laws of the country in 
which they are provided. 

 
8. Acceptable Conduct by Participant. 
 

I am aware that orderly and responsible behavior is expected of me while participating in this 
Trip.  I know that, as a guest in a foreign country, there is a certain behavior that is unacceptable and 
could lead to possible disruption of my participation in the Trip.  I assure the University that I shall 
act in an appropriate manner at all times.  The Trip Leaders have the authority to send me home at 
my sole expense for behavioral reasons.  I also acknowledge and understand that should I have or 
develop legal problems with any foreign nationals or the government of the host country, I will 
attend to the matter personally with my own personal funds.  The University is not responsible for 
providing any assistance under such circumstances. 

 
9. Indemnification. 
 

In consideration of my participation in the Trip, I hereby assume all risks of injury 
or death, or damage to person or property, arising out of or in any way relating to my 
participation in the Trip, and I hereby waive, release and forever discharge and agree to indemnify 
and hold harmless Misericordia University, its trustees, officers, agents, and employees and their 
heirs, administrators and assigns, of and from any and all actions, causes of action, suits, damages, 
claims and demands whatsoever which I may now have or may acquire against any of them, arising 
out of or in any way relating to my participation in the Trip. 
 
10. Participant Insurance. 
 

In the event that any portion of the Trip involves travel by me (whether by myself or with 
others) in a vehicle provided by me, I agree to maintain vehicle liability insurance in compliance 
with applicable law, and to provide to the University upon request a certificate evidencing such 
insurance. 

 
I understand and acknowledge that Misericordia University does not carry insurance 

to cover any possible losses that may I may incur as a result of my voluntary participation in 
this Trip. 

 
11. Representatives. 
 
 I enter into this agreement on behalf of my heirs, assigns, and legal representatives. 
   
12. Governing Law Forum. 
 

I further agree that this Agreement shall be construed in accordance with the 
laws of the Commonwealth of Pennsylvania, without regard to conflicts of laws principles and that 
the state or federal courts in Pennsylvania shall be forum for any lawsuits filed 
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under or incident to this Agreement or the Trip.  The terms and provisions of this Agreement shall be 
severable, so that if a court of competent jurisdiction holds any term to be illegal, unenforceable, or 
in conflict with any law governing this Agreement, the validity of the remaining portions shall not be 
affected thereby. 
 
13. Severability. 
 
 If any provision of this Agreement is prohibited, invalidated, or unenforceable in any 
jurisdiction, that provision will, as to that jurisdiction, be ineffective to the extent of the prohibition, 
invalidity, or unenforceability without invalidating the remaining provisions of this Agreement or 
affecting the validity or enforceability of that provision in any jurisdiction, unless it materially alters 
the nature or material terms of this Agreement. 
 
14. General. 
 

I certify that I am at least 18 years of age, in good physical and mental health, and that I have 
no special medical or physical conditions, nor any special needs or requirements, which would 
impede participation in the Trip, or be of any harm or inconvenience to myself or the other 
participants.  The Agreement becomes effective when both parties have signed below.  I understand 
that this Agreement and all other Trip materials constitute the entire agreement between the 
University and myself with reference to the subject matter referred to herein.  This Agreement 
cannot be changed or altered without a writing signed by both parties.  I hereby state that I have read 
and understand the foregoing and acknowledge that I have signed this Agreement, knowingly and 
voluntarily, with the intent to be legally bound hereby. 
 

I HAVE READ AND UNDERSTAND THIS AGREEMENT AND REALIZE IT 
RELATES TO SURRENDERING AND RELEASING VALUABLE LEGAL 
RIGHTS.  I HAVE ENTERED INTO THIS AGREEMENT FREELY AND 
VOLUNTARILY, WITH THE INTENT TO BE LEGALLY BOUND HEREBY, 
AFTER BEING PROVIDED WITH SUFFICIENT TIME TO REVIEW ALL 
TERMS AND CONDITIONS.  MOREOVER, I UNDERSTAND THAT MY 
PARTICIPATION IN THE ABOVE-NOTED TRIP IS VOLUNTARY. 

 
                                                                                   PARTICIPANT 
        _____________________ 

Signature 
        ______________________ 

Printed Name 
        _______________________ 

Date 
  
ACCEPTED ON BEHALF OF THE UNIVERSITY 
  
By: _______________________________ 
 Name: 
 Title: 
Date: __________________________________ 
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ASSUMPTION OF RISK, WAIVER, AND RELEASE FROM LIABILITY 

 
FOR PERSONS UNDER EIGHTEEN (18) YEARS OF AGE, A PARENT OR LEGAL 

GUARDIAN MUST COMPLETE AND SIGN THIS FORM. 

 
PLEASE READ CAREFULLY BEFORE SIGNING THIS ACKNOWLEDGEMENT, WAIVER, AND 
RELEASE FROM LIABILITY: 
 
1. ASSUMPTION OF THE RISK.  The undersigned assumes all risks which are foreseeable and involved 

with or may arise out of his or her voluntary participation in (event) _________________________, 
or his or her child’s voluntary participation in (event)____________________________________, 
including, but not limited to, the negligent and or willful and wanton acts of others, the criminal and 
or intentional acts of others, the omission of an act of another, a defect or condition of the premises, a 
defect in the vehicles used for transport, or the unavailability of emergency care.  The undersigned 
does not assume the risks of injuries caused by the gross negligence, or willful or wanton misconduct 
of any officials, officers, employees, or agents of  (member)_______________________. 

 
2. RELEASE. The undersigned releases (member)__________________________ and all of its officers, 

trustees, employees and agents not to initiate litigation on account of or in connection with any 
claims, causes of action, injuries, illnesses, damages, and/or cost of expenses arising out of the 
activities involved in (event)_____________________________________, including, but not limited 
to, (insert specific activities planned to take place or that could possibly take place during the event 
or retreat), including those claims, causes of action, injuries, illnesses, damages, and/or cost of 
expenses based on death, bodily injury, or property damage whether or not caused by the negligence 
or other fault of the parties being released. 

 

3. WAIVER.  The undersigned waives the protection afforded by any statute or law in any jurisdiction 
whose purpose, substance, cause and/or effect is to provide that a general release shall not extend to 
claims, material or otherwise, which the person giving the release does not know or suspect to exist at 
the time of executing this release.  This means, in part, that the undersigned is releasing unknown 
future claims. 

 

4. INDEMNITY AND DEFEND.  The undersigned agrees to indemnify and defend 
(member)____________________, and all of its officers, trustees, employees and agents (hereinafter 
jointly referred to as “indemnitee”) against, and hold them harmless from, any and all claims, causes of 
action, damages to or destruction of any property of the indemnitee or any others, injury or death that may 
result to the undersigned, the undersigned’s child, or anyone else.  

 

5. REPRESENTATIVES.  The undersigned enters into this agreement for him/herself, his/her heirs, assigns 
and legal representatives. 

 

6. INSURANCE.  The undersigned understands that (member) ____________________ does not carry 
insurance to cover any possible losses the undersigned and/or the undersigned’s child may incur as a 
result of his or her voluntary participation in (event)___________________________________ or his 
or her child’s voluntary participation in (event)___________________________________.  The 
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undersigned, or the undersigned’s child, is encouraged to have a medical physical exam and purchase 
health insurance prior to any and all participation. 

 

7. MEDICAL CARE: I understand and agree that (member)_____________ may not be able to 
provide medical personnel at all athletic events.  I hereby give my consent to have an athletic trainer, 
a fellow participant, an adult supervisor, emergency medical personnel, and/or a doctor of medicine 
or denistry or associated personnel to provide me (or my child) with medical assistance and/or 
treatment and agree to be financially responsible for the cost of such assistance and/or treatment.  I 
also agree to save and hold harmless and indemnify (member)__________________________ from 
all liability, loss, cost, claim, lawsuit, or damage, whatsoever, including injury, death, or property 
damage, which may be imposed upon ____________________________ because of any defect in or 
lack of such capacity to so act or caused or alleged to be caused in whole or in part by the negligence 
of the released parties. 

 

8. The protections provided by this Assumption of Risk, Waiver, and Release from liability only 
enhance those protections already provided by the laws of Illinois. 

 

9. ACKNOWLEDGEMENT.  THE UNDERSIGNED HAS READ AND UNDERSTANDS THIS 
AGREEMENT AND REALIZES IT RELATES TO SURRENDERING AND RELEASING 
VALUABLE LEGAL RIGHTS AND DOES SO FREELY AND VOLUNTARILY.  MOREOVER, 
THE UNDERSIGNED UNDERSTANDS THAT HIS OR HER PARTICIPATION IN THE FIELD 
TRIP OR HIS OR HER CHILD’S PARTICIPATION IN THE FIELD TRIP IS VOLUNTARY. 

 

 

PRINTED NAME:          

 

 

SIGNATURE:         DATE:    

 

PRINTED NAME OF STUDENT IF SIGNED BY PARENT/GUARDIAN:  

 

____________________________________________________ 
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Flight Information Form 
 
The faculty director organizes roundtrip group flights for students participating in Misericordia study 
abroad programs. Group flights will be booked from a designated city (determined by the Faculty 
Director) to your study abroad location. Students are responsible for arranging travel to Misericordia 
at the date and time determined by your Faculty Program Director.  
 
Students should not independently arrange flights for their Misericordia study abroad program. If 
you have particular questions and concerns regarding flight arrangements, you should speak with 
your Faculty Program Director.  
Name: ________________________________  Passport #: __________________________ 
           (OFFICIAL NAME AS SHOWN ON PASSPORT) 
Misericordia ID #:_____________________ Social Security #:____________________ 
Host Country: ________________________ Semester: ___________________________ 
Study Abroad Program: ________________ Citizenship: _________________________ 
Departure City, State & Country: _________________________________________________ 
 
Group flights will depart from Misericordia University unless otherwise specified by your Faculty 
Program Director.  
 
January or Summer Address, Telephone (contact information): If different from information on the 
Study Abroad Application: ____________________________________________________ 
______________________________________________________________________________ 
 
I certify that the above information is correct and I will provide any updated information to faculty 
director immediately. I am also aware that I will be responsible for paying all fees related to 
changing my return flight date for my return journey to the US, and these fees will be paid directly to 
the travel agent. I am also aware that I will be unable to make changes to my arrival flight details. 
_____________________________________ ______________________________ 
Student Signature         Date 
Program Participant  
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COMMITMENT CONTRACT 
 
Commitment Contract for Japan 
 
I understand that the trip costs $2,100, it must be paid by the dates stated in the application materials.  
 
I commit to getting my passport and visa in a timely manner. The cost for the passport and visa is 
my own expense. I am responsible for getting and obtaining my passport and visa before the 
departure date. Failure to do so means I will not be going on this trip, which may result in a failure in 
the class or an incomplete. It is not the faculty director’s or the University’s responsibility to help 
obtain my passport or visa. 
 
I understand that part of this trip will involve living with other students, faculty, and staff. I agree to 
share in any chores or tasks as part of the trip. I understand that I am not in the United States and that 
the accommodations, resources, and modes of travel are different in the country to which I am 
traveling. I understand that this may mean I will share a bedroom, bathroom, and living space with 
10-20 other people.  
 
I understand that there is a structure and a schedule to our days in Japan. I agree to follow the rules, 
structure, and schedule that is set for me in Japan. 
 
I understand that if I exhibit any inappropriate behavior on this trip that would embarrass myself, the 
group, or the University, that I can immediately be sent home. I will also be sanctioned by the 
University as to the consequences of my behavior. 
 
I understand that if I consume alcohol on this trip that I will do so in an appropriate, responsible 
manner. Failure to do so will result in my being sent home. 
 
I will be responsible to get myself to the airport on time when we are leaving and arrange to be 
picked up at the airport. If the university has other travel arrangements to and from the airport, I will 
let them know of my travel plans in a timely manner. Failure to do so may mean I have to find my 
own transportation to the airport. 
 
I understand that I will be respectful, open and welcoming to the people I meet in Japan. I 
understand that I am not to give out my e-mail, phone number or address to any Japanese I may meet 
on the street. 
 
 
I understand that I am never to leave the group or go off alone anywhere at any time while we are in 
Japan. 
 
______________________   ________      _______________________________       ___________ 
Student Signature                Date              University Witness (Carolyn Corcoran)  Date                                     
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OFF-CAMPUS STUDY AGREEMENT FORM 
International and Off-Campus Study 

Misericordia University 
 
Name of Program______________________________________________________________ 
 
In consideration of being allowed to participate in a study abroad program, my signature below 
indicates that I,___________________________________ understand and agree to the following:                        
(PLEASE PRINT NAME) 
 
1. Program Rules: The program director and staff have the authority to establish rules and 

guidelines necessary for the MU study abroad program for the health and safety of the 
entire group, and if I violate the established rules, I will be subject to disciplinary action, 
which may include dismissal from the program. 

 
2.  Host Country Laws: As a visitor to a foreign country, I will be subject to the laws of that 

country. Violations of local law and the host community or country are referred to and 
handled by the appropriate local law enforcement authorities.   

 
3. Academic Policy: Because this is an academic program, I am responsible for attendance at 

classes and on scheduled trips, and for completing assigned work. Failure to participate fully 
in the program may constitute academic misconduct and result in dismissal from the 
program.  

 
4. Behavior in Host Country: As a foreign study participant, I am a guest in a host country. It 

is essential that all participants respect the norms of conduct and patterns of behavior that 
may be different from standards at home.  

 
5.  Use of Illegal Drugs during the entire period of the program is strictly prohibited. Students 

in the program found using or possessing illegal drugs in any form will be immediately 
expelled.  

 
6. Violent behavior or sexual harassment or other conduct disruptive to the program or 

offensive to the host culture may result in dismissal of program participants. 
 
7. I recognize the need for the following rules, agree to abide by them, and realize that I could 

be sent home for violating them and know that a decision to terminate my participation in the 
program is final, unappealable and at my own expense: 

          
a. I will not buy, sell, or use drugs at any time (except for prescription drugs used  

according to prescription). 
b. I will not engage in abusive use of alcohol. 
c. I will not engage in disruptive behavior. 
d. I will participate in all classes and scheduled activities unless I am ill. 
e. I will abide by dress and cultural codes suitable in the cultures visited. 
f. I will avoid demonstrations, especially in politically volatile countries. 
g. I will obey the laws of the location of my off-campus program. 

 
8. I also agree to participate in any orientation meetings, and/or retreats for my program 
 
__________________________________________________ ______________  
Student's Signature                                                         Date 
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 Sample Medical Card 
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Off-Campus International Study/Volunteer 
Accommodation Request Form 

(to be completed by MU students served by ALP, ALP Specialist, and ALP Coordinator) 
 
   
Student’s Name 
ALP Coordinator ____________________________________________________________  
ALP Coordinator Telephone________________Email______________________________ 
 
For ALP Specialist:  
 Briefly describe how the student’s disability may impact on his/her participation in the international 
study program (i.e. functional limitations).  
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
For ALP Coordinator: 

1. Indicate the accommodation recommended in the areas listed below: 
a. Classroom accessibility: 

b. Note taking: 

c. Communicating: 

d. Reading text:  

e. Completing tests: 

2. Indicate any housing recommendations related to the student’s disability. 

 

3. Describe any health care recommendations that may require attention while the student is 
studying abroad. 

 
 
 

4. Add any other comments or concerns: 
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For Alternative Learner’s Project (ALP) Students: 
1.  Will the program you are attending offer accommodations?  Yes   No 
If you answered “No,” what strategies will you use to ensure that you will be properly 
accommodated during your study abroad? 
____________________________________________________________________________ 
_________________________________________________________________________________
_________________________________________________________________________________
__________________________________________________________________ 

 
2. I understand that I will receive similar accommodations/will not receive similar accommodations 
(please circle one) during my study abroad experience, and I have met with my coordinator to 
discuss this matter.  
 
For ALP Specialist: 
Do you recommend this student for study abroad?   Yes  Yes, with reservations (attach 
explanation of reservations)  No 
If you have any additional comments, you may attach a separate sheet of letterhead. 
_________________________________________ ___________________________ 
Specialist’s Signature                          Date 
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PASSPORT APPLICATION 
 
Applicants who do not have passports, or whose passports have expired, are strongly advised to 
apply for a passport at the time they apply to study abroad. If you did not apply at that time, you 
must apply immediately.  
 
Do not delay in submitting your passport application, especially if a visa is required for the 
program(s) to which you have applied. To obtain a passport go to: 
http://travel.state.gov/passport/passport_1738.html 
 
 
Please note that your deposit and program fee will NOT be refunded if you are unable to 
attend the study abroad program due to not having obtained your passport or visa at the time 
the program leaves the US. No one else can apply for these items except for you therefore, they 
are YOUR RESPONSIBILITY. 
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VISA APPLICATION 
 
You need a passport in order to apply for a visa.   
 
Do not delay in submitting your passport application. If you have not already done so, go to the 
following site to obtain a passport : http://travel.state.gov/passport/passport_1738.html 
 
Faculty Directors- go to the following website: http://travel.state.gov/visa/visa_1750.html  to obtain 
proper visa information for the country to which you are traveling and provide that application 
information here.  
 
Please note that your deposit and program fee will NOT be refunded if you are unable to 
attend the study abroad program due to not having obtained your passport or visa at the time 
the program leaves the US. No one else can apply for these items except for you therefore, they 
are YOUR RESPONSIBILITY. 
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RESOURCES 
 
US Department of State “Students Abroad” website: Invaluable resource for students before they 
go abroad http://studentsabroad.state.gov/  
 
Registering with the US Embassy: In many ways, the U.S. Embassy is your 911 when overseas. 
Whether you’ve lost your passport, need to evacuate the country, or someone back in the U.S. needs 
to get in touch with you, the U.S. Embassy is your point of contact for assistance in many different 
situations. During a natural disaster, political upheaval, or other emergency, consular officers assist 
American citizens with transportation, evacuation, and in keeping them safe. This is just one of the 
many reasons that we encourage you to register your trip before you depart. Registration is free, 
confidential, and can be done online at https://travelregistration.state.gov/ibrs/ui/  
 
Exchange Rate Calculator: Be sure to check how the US dollar measures against the currency of 
the host country in which you are planning to study. Check out the exchange rate calculator at 
www.xe.com, http://www.x-rates.com/calculator.html or http://www.oanda.com/ 
 
World Electric Guide: Everything electrical from outlets, voltage, mobile phones, international 
dialing codes, and all sorts of things! www.kropla.com  
 
Universal Plug Adapter: All-in-one adapter with surge protection www.franzus.com  
 
Transitions Abroad: http://www.transitionsabroad.com/ 
 
Eurail: For European countries http://www.eurail.com 
 
Ethical Traveler: grass-roots alliance that sees all travelers as freelance ambassadors who have the 
ability to join voices, and to use our economic power to strengthen human rights and protect the 
environment. http://www.ethicaltraveler.org/  
 
ACCOMODATIONS, HOTELS, COLLEGES TOPARTNER WITH, CUSTOMIZED 
PROGRAMS 
 
Hostels Worldwide: www.hostels.com  
 
Italy: 
The study abroad office at Marywood referred us to this contact in Italy. It is a school in Italy they 
used this past spring. You may contact them via email to start a dialogue. The school is great for any 
type of faculty-led program you might want to run or to send students for a semester. 
The email is info@linguasi.it and the person is Chiara.  
 
England: 
Study Abroad Colleagues have told me that they have been able to use classrooms and dormitory 
space at St. Claire’s, Oxford for summer programs. If you would like to contact them to see if you 
can use residence halls and classroom space while they are out of session, visit their website at: 
http://www.stclares.ac.uk/liberalarts/contactus.php 
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France: 
The Eur-Am Center is located in the heart of the Loire Valley, in a 1,000-year-old fully renovated 
French Abbey, which they will rent out to groups. They also provide services such as meals, drivers 
and tour guides. http://www.euramcenter.com/  
 
Customized Study Abroad Programs Created Just for You – you just show up and teach! 
 Cross Cultural Solutions: Cross-Cultural Solutions is widely known as the leading organization 

in the field of international volunteering. Their global infrastructure supports over 4,000 
international volunteers each year and over 250 sustainable community initiatives. More than 
250 CCS in-country staff members are working year-round, ensuring that you are volunteering 
with a project that interests you and contributing directly to the goals of each community.All 
types of groups volunteer abroad with Cross-Cultural Solutions – faculty-led, service-learning, 
alternative spring break, professional colleagues, team-building, clubs, etc. Volunteer programs 
in Brazil, China, Costa Rica, Ghana, Guatemala, India, Morocco, Peru, Russia, South Africa, 
Tanzania, and Thailand. Wherever you choose, our in-country staff welcomes you to the CCS 
Home-Base, your home away from http://www.crossculturalsolutions.org/default.asp 

 Pro-World: ProWorld works closely with faculty, administrators and students throughout the 
program process. Create a customized study abroad or faculty led program for your school. 
Locations include: Peru – Urubamba, Sacred Valley of the Incas; Peru – Cusco, Andean Capital; 
Belize- San Ignacio, Tropical Forest; Mexico – Oaxaca, Central Highlands; India - Mysore, 
Southern Plateau; Thailand - Chiang Mai, Northern Mountains. http://www.myproworld.org/  

 AIFS 
 Casterbridge Tours: Casterbridge Tours is an educational travel services company that operates 

worldwide educational tours and provides educational travel services for schools, colleges and 
adult groups. We offer educational group tours and custom group tours to Europe (particularly 
Britain, France, Spain, Italy, Germany and Greece), Asia, North, Central and South America. 
Founded in 1979, Casterbridge Tours can justifiably claim to have pioneered the development of 
customized educational travel programs, custom group tours, school group tours, and small 
group travel. www.casterbridgetours.com  

 
 
Lonely Planet Guidebooks: The leading authority on travel, you can find Lonely Planet guidebooks 
at any book store. Or check out their website at www.lonelyplanet.com 
 
Travel:  
Local Travel Agencies:  
 Abington Travel in Clarks Summit.  The telephone number is 586-1666 
 Jill at Wal-Mart Supercenter in Dickson City. Telephone is 963-8747 
 Tenanbaums Travel: Market Street, Kingston 288-8747 
Two travel agencies listed on the website of NAFSA, the Association of International Educators, 
include:  
 STA Travel, “the world’s leading travel company for students and young travelers” 

http://www.statravel.com/ 750 State Highway 121, Suite 250, Lewisville, TX 75067; James Bell 
T: 972 538-8806 F: 972 315-9578 Jbell@statravel.com 

 StudentUniverse.com, “the largest solely online provider of student and faculty discount travel 
in the United States. We provide group and individual rates covering the entire globe.”  100 
Talcott Avenue, Watertown, MA 02472-5703, Jeffrey Cohen, Vice President, Academic and 
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Group Sales, T: 617-321-3102,  F: 617-321-3141, jeff.cohen@studentuniverse.com 
 

 
Travel Insurance: Trip cancellation insurance and others http://www.travelguard.com/index.asp  
 
Virtual Tourist: The single largest source of unbiased, user-generated travel content in the world. 
More than 775,000 members contribute tips and warnings for more than 25,000 locations.Does a 
hotel have bugs? Looking for tour ideas in a particular city? Find that information here! 
www.virtualtourist.com  
 
Volunteer Abroad: In addition to organizations such as Cross-Cultural Solutions and Pro-World 
who will set-up the volunteer activity for you, you can contact these organizations yourself to set-up 
volunteer work for your group.  
 International Partners in Mission (IPM): IPM has hosted delegations from congregations, high 

schools, and universities all over the United States, and also organizes trips for individuals 
interested in seeing the work of IPM firsthand in the Dominican Republic, El Salvador, India, 
Italy, Kenya, Nepal, Nicaragua, Tanzania, Uganda, and the United States - works across borders 
of faith and culture on behalf of children, women, and youth to create partnerships that build 
justice, peace, and hope. http://www.ipmconnect.org/  

 Airline Ambassadors International www.airlineamb.org 
 Ambassadors for Children: www.ambassadorsforchildren.org  
 Habitat for Humanity Global Village Program: www.habitat.org  
 Relief Riders International: www.reliefridersinternational.com  
 Planeta: Global Listings for Practical Ecotourism: www.planeta.com   
 
Misericordia University’s Study Abroad: 

Carolyn Yencharis Corcoran, Study Abroad Advisor 
McAuley Hall – The Insalaco Center for Career Development 
T: 570.674.6708 F: 570.674.6273 
E-mail: cyenchar@misericordia.edu 

 
Misericordia University’s Financial Aid Office:  1st floor of Mercy Hall. 570.674.6280 
 
Misericordia Van Usage and Driver Hire: 
Sue Vodzak: Contact Sue in purchasing to schedule a van. 
Cost: In addition to whatever you pay the driver, you will be charged .25/mile plus the cost of 
gas/mile.  
 
Van driver: It is your responsibility to find a driver (and pay him/her). Darcy has a driver Jack 
Flarety who has driven students to the airport before, so you may call her for a reference or find your 
own driver. 
 
Misericordia University’s Registrar’s Office: 1st floor of Mercy Hall 570.674-6308 
 
World Factbook: Created by the CIA. Includes maps, country profiles, excellent if your doing 
research on individual countries including the government, ethnic make-up, religion, industry, 
political issues, etc https://www.cia.gov/library/publications/the-world-factbook/  
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World Atlas, World Maps: http://www.worldatlas.com/ 
 
Blog Abroad: What are students saying about their experiences abroad? Find out at 
http://studyabroad.com/b/ 
 
Study Abroad Without Being Rich: From the online resource “transitions abroad.com” 
http://www.transitionsabroad.com/publications/magazine/0311/study_abroad_without_being_rich.sh
tml 
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SAFETY, HEALTH, RISK MANAGEMENT RESOURCES 
 
US State Department Website: 
Can check country of interest in their web. Consult for proper http://www.state.gov/. Travel, 
Passports, Visas, Travel Warnings, Registering with Embassies, Health and Safety: 
http://travel.state.gov/. Registration at the U.S. Embassy or Consulate (in the country you are 
visiting) makes your presence and whereabouts known, in case it is necessary for a consular officer 
to contact you in an emergency. During a disaster overseas, American consular officers can assist in 
evacuation were that to become necessary. But they cannot assist you if they do not know where you 
are. 
Foreign Entry Requirements: For information on entry requirements for a specific country, please go 
to the Entry/Exit Requirements section in the Consular Information Sheet for the country you are 
interested in at http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html.  You may also contact the 
U.S. embassy or consulate of that country for further information.  
 
OSAC: Overseas Security Advisory Council  
Global security news and reports. Features information abroad regarding: News, Reports, Events, 
Special Interests, contains a Resource Library, Country Councils, Overseas Posts, and Profiled 
Groups http://www.osac.gov/ 
 
Travel Health Insurance: HTH Worldwide. Misericordia has a contract with HTH. You want to get 
your names and information to Carolyn Yencharis Corcoran at least 1 month before the trip so she 
can sign your group up. See fees and information below. 
 
Healthy Travel Abroad: For a valuable resource of timely insights on safe and healthy travel, visit 
www.healthytravelblog.com  
 
International Association for Medical Assistance to Travelers IAMAT: Their goal is to provide 
impartial and accurate travel health advice and to coordinate an international network of qualified 
medical practitioners to assist travellers in need of emergency medical care during their trip. 
http://www.iamat.org/index.cfm  
 
The American Society for Tropical Medicine and Hygiene: is a worldwide organization of 
scientists, clinicians, and program professionals whose mission is to promote global health through 
the prevention and control of infectious and other diseases that disproportionately afflict the global 
poor. http://www.astmh.org//AM/Template.cfm?Section=Home1&WebsiteKey=452e1eb1-b2d5-
48a7-857a-c789a07c27d1  
 
Center for Disease Control: Do you need vaccinations or special medication (for malaria), check 
out their site to find out. They also list centers in your area that provide the vaccinations   
http://wwwn.cdc.gov/travel/default.aspx  
 
New York Times Health Guide: http://health.nytimes.com/health/guides/specialtopic/travelers-
guide-to-avoiding-infectious-diseases/overview.html  
 
Netglobers:  All the information you need to travel safely, including tips for creating a first aid kit 
and traveling with diabetes. http://www.netglobers.com/  
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ASIRT: Association for Safe International Road Travel  
ASIRT was founded in 1995 in response to a bus crash in Turkey in which Aron Sobel, a twenty-
five year old U.S. citizen, was killed along with 21 other passengers from many countries. Features 
road travel reports which informs travelers of road conditions and risks in over 150 countries. 
http://www.asirt.org/ 
 
International SOS Assistance: International SOS is the world’s leading provider of medical 
assistance, international healthcare, security services and outsourced customer care. With over 
5,000 professionals operating in 70 countries, we help organizations manage the health and safety 
risks facing their travelers, global workforce and customers. Bill Frederick said will walk you 
through an emergency...evacuate people from Lebanon, rescue people stuck on Everest, and the like 
http://www.internationalsos.com/en/index.htm?CFID=14583567&CFTOKEN=89510963 
 
NAFSA: National Association for International Educators. http://www.nafsa.org/ 
 
Books: Binge by Seamus Barrett; The Gift of Fear by Gavin de Becker 
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SAFETY ABROAD  
From the US Department of State website 
 

“A SAFE TRIP ABROAD” 
 
 
Foreword 
When you travel abroad, the odds are in your favor that you will have a safe and incident-free trip.  
Travelers are, however, sometimes victimized by crime and violence, or experience unexpected 
difficulties.  No one is better able to tell you this than the U.S. consular officers who work in more 
than 250 U.S.  embassies and consulates around the globe.  Every day of the year, U.S.  embassies 
and consulates receive calls from American citizens in distress.  
Happily, most problems can be solved over the telephone or by a visit to the Consular Section of the 
nearest U.S.  embassy or consulate.  There are other occasions, however, when U.S. consular officers 
are called upon to help U.S. citizens who are in foreign hospitals or prisons, or to assist the families 
of U.S. citizens who have passed away overseas.    
We have prepared the following travel tips to help you avoid serious difficulties during your 
overseas travel.  We wish you a safe and wonderful journey!  
 
BEFORE YOU GO 
What to Take 

Safety begins when you pack.  To help avoid becoming a target, do not dress so as to mark 
yourself as an affluent tourist.  Expensive-looking jewelry, for instance, can draw the wrong 
attention.     

Always try to travel light.  You can move more quickly and will be more likely to have a free 
hand.  You will also be less tired and less likely to set your luggage down, leaving it unattended.  
Carry the minimum number of valuables, and plan places to conceal them.  Your passport, cash and 
credit cards are most secure when locked in a hotel safe.  When you have to carry them on your 
person, you may wish to put them in various places rather than all in one wallet or pouch.  Avoid 
handbags, fanny packs and outside pockets that are easy targets for thieves.  Inside pockets and a 
sturdy shoulder bag with the strap worn across your chest are somewhat safer.  One of the safest 
places to carry valuables is in a pouch or money belt worn under your clothing.  
If you wear glasses, pack an extra pair.  Bring them and any medicines you need in your carry-on 
luggage. 

To avoid problems when passing through customs, keep medicines in their original, labeled 
containers.  Bring copies of your prescriptions and the generic names for the drugs.  If a medication 
is unusual or contains narcotics, carry a letter from your doctor attesting to your need to take the 
drug.  If you have any doubt about the legality of carrying a certain drug into a country, consult the 
embassy or consulate of that country before you travel.  
Bring travelers checks and one or two major credit cards instead of cash. 
Pack an extra set of passport photos along with a photocopy of your passport’s information page to 
make replacement of your passport easier in the event it is lost or stolen.  
Put your name, address and telephone numbers inside and outside of each piece of luggage.  Use 
covered luggage tags to avoid casual observation of your identity or nationality.  If possible, lock 
your luggage.  

Consider getting a telephone calling card.  It is a convenient way of keeping in touch.  If you 
have one, verify that you can use it from your overseas location(s).  Access numbers to U.S. 
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operators are published in many international newspapers.  Find out your access number before you 
go.  
 
What to Leave Behind 
Don't bring anything you would hate to lose.  Leave at home: 
 valuable or expensive-looking jewelry  
 irreplaceable family objects  
 all unnecessary credit cards  
 your Social Security card, library card, and similar items you may routinely carry in your wallet.  
 Leave a copy of your itinerary with family or friends at home in case they need to contact you in 

an emergency. 
 Make two photocopies of your passport identification page, airline tickets, driver's license and the 

credit cards that you plan to bring with you.  Leave one photocopy of this data with family or 
friends at home; pack the other in a place separate from where you carry the originals.  

 Leave a copy of the serial numbers of your travelers' checks with a friend or relative at home.  
Carry your copy with you in a separate place and, as you cash the checks, cross them off the list.  

 
What to Learn About Before You Go 
Security 

The Department of State's Country Specific Information are available for every country of 
the world.  They describe entry requirements, currency regulations, unusual health conditions, the 
crime and security situation, political disturbances, areas of instability, and special information about 
driving and road conditions.  They also provide addresses and emergency telephone numbers for 
U.S.  embassies and consulates.  In general, Country Specific Information do not give advice.  
Instead, they describe conditions so travelers can make informed decisions about their trips.  
For some countries, however, the Department of State issues a Travel Warning in addition to a 
Country Specific Information.  The Travel Warning may recommend that Americans defer travel to 
that country because of a dangerous situation there.     
 
Travel Alerts are a means to disseminate information about relatively short-term conditions posing 
significant risk to the security of American travelers.  They are issued when there is a perceived 
threat, even if it does not involve Americans as a particular target group.  In the past, Travel Alerts 
have been issued to deal with coups, pre-election disturbances, violence by terrorists and anniversary 
dates of specific terrorist events.  
You can access Country Specific Information, Travel Warnings and Travel Alerts  24-hours a day in 
several ways.  
 Internet 

The most convenient source of information about travel and consular services is the Consular 
Affairs home page.  The web site address is http://travel.state.gov .  

 Telephone 
Overseas Citizens Services at 1-888-407-4747 can answer general inquiries on safety and security 
overseas.  This number is available from 8:00 a.m. to 8:00 p.m. Eastern Time, Monday through 
Friday (except U.S.  federal holidays).  Callers who are unable to use toll-free numbers, such as 
those calling from overseas, can obtain information and assistance from OCS during these hours 
by calling 1-202-501-4444.  
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 In Person 
Country Specific Information, Travel Warnings and Travel Alerts are available at any of the 
regional passport agencies and U.S.  embassies and consulates abroad.  

 Local Laws and Customs 
When you leave the United States , you are subject to the laws of the country you are visiting.  
Therefore, before you go, learn as much as you can about the local laws and customs of the places 
you plan to visit.  Good resources are your library, your travel agent, and the embassies, 
consulates or tourist bureaus of the countries you will visit.  In addition, keep track of what is 
being reported in the media about recent developments in those countries.  

 
THINGS TO ARRANGE BEFORE YOU GO 
Your Itinerary 
As much as possible, plan to stay in larger hotels that have more elaborate security.  Safety experts 
recommend booking a room from the second to seventh floors above ground level – high enough to 
deter easy entry from outside, but low enough for fire equipment to reach.  
When there is a choice of airport or airline, ask your travel agent about comparative safety records. 
 
Legal Documents 
Have your affairs in order at home.  If you leave a current will, insurance documents, and power of 
attorney with your family or a friend, you can feel secure about traveling and will be prepared for 
any emergency that may arise while you are away.  If you have minor children, consider making 
guardianship arrangements for them.  
 
Register your travel 
It is a good idea to register your travel with the State Department so that you may be contacted if 
need be, whether because of a family emergency in the U.S. , or because of a crisis in the area in 
which you are traveling. Travel registration is a free service provided by the State Department, and is 
easily accomplished online at https://travelregistration.state.gov.  (In accordance with the Privacy 
Act, the Department of State may not release information on your welfare or whereabouts to 
inquirers without your express written authorization.)  
 
Credit 
Make a note of the credit limit on each credit card that you bring, and avoid charging over that limit 
while traveling.  Americans have been arrested for innocently exceeding their credit limit.  Ask your 
credit card company how to report the loss of your card from abroad.  1-800 numbers do not work 
from abroad, but your company should have a number that you can call while you are overseas.  
 
Insurance 
Medicare and Medicaid do not provide payment for medical care outside the United States Even if 
your health insurance will reimburse you for medical care that you pay for abroad, health insurance 
usually does not pay for medical evacuation from a remote area or from a country where medical 
facilities are inadequate.  Consider purchasing a policy designed for travelers, and covering short-
term health and emergency assistance, as well as medical evacuation in the event of an accident or 
serious illness. Please contact Carolyn Yencharis Corcoran to purchase HTH Worldwide for your 
group. Information on Misericordia’s HTH insurance policy is on pages 33 and 87-93. This 
insurance is required for all groups traveling abroad. 
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PRECAUTIONS TO TAKE WHILE TRAVELING 
 Safety on the Street 

Use the same common sense traveling overseas that you would at home.  Be especially cautious in 
(or avoid) areas where you may be more easily victimized.  These include crowded subways, train 
stations, elevators, tourist sites, market places, festivals and crime-ridden neighborhoods.     

 Don't use short cuts, narrow alleys or poorly lit streets.  
 Try not to travel alone at night. 
 Avoid public demonstrations and other civil disturbances. 
 Keep a low profile and avoid loud conversations or arguments.  
 Do not discuss travel plans or other personal matters with strangers. 
 Avoid scam artists by being wary of strangers who approach you and offer t be your guide or sell 

you something at bargain prices.  
 Beware of pickpockets.  They often have an accomplice who will: 
 jostle you,  
 ask you for directions or the time,  
 point to something spilled on your clothing,  
 or distract you by creating a disturbance.  
 Beware of groups of vagrant children who create a distraction while picking your pocket. 
 Wear the shoulder strap of your bag across your chest and walk with the bag away from the curb 

to avoid drive-by purse-snatchers. 
 Try to seem purposeful when you move about.  Even if you are lost, act as if you know where you 

are going.  Try to ask for directions only from individuals in authority.  
 Know how to use a pay telephone and have the proper change or token on hand. 
 Learn a few phrases in the local language or have them handy in written form so that you can 

signal your need for police or medical help.   
 Make a note of emergency telephone numbers you may need: police, fire, your hotel, and the 

nearest U.S.  embassy or consulate.  
 If you are confronted, don't fight back -- give up your valuables.  
 
Safety in Your Hotel 

Keep your hotel door locked at all times.  Meet visitors in the lobby.  
Do not leave money and other valuables in your hotel room while you are out.  Use the hotel safe. 
If you are out late at night, let someone know when you expect to return. 
If you are alone, do not get on an elevator if there is a suspicious-looking person inside. 
Read the fire safety instructions in your hotel room.  Know how to report a fire, and be sure you 
know where the nearest fire exits and alternate exits are located.  (Count the doors between your 
room and the nearest exit; this could be a lifesaver if you have to crawl through a smoke-filled 
corridor.)  
 
Safety on Public Transportation 
If a country has a pattern of tourists being targeted by criminals on public transport, that information 
is mentioned in the Country Specific Information in the section about crime.     
 
Taxis. Only take taxis clearly identified with official markings.  Beware of unmarked cabs.  
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Trains. Well-organized, systematic robbery of passengers on trains along popular tourists routes is a 
problem.  It is more common at night and especially on overnight trains.  
If you see your way being blocked by a stranger and another person is very close to you from 
behind, move away.  This can happen in the corridor of the train or on the platform or station.  
Do not accept food or drink from strangers.  Criminals have been known to drug food or drink 
offered to passengers.  Criminals may also spray sleeping gas in train compartments.  Where 
possible, lock your compartment.  If it cannot be locked securely, take turns sleeping in shifts with 
your traveling companions.  If that is not possible, stay awake.  If you must sleep unprotected, tie 
down your luggage and secure your valuables to the extent possible.     
Do not be afraid to alert authorities if you feel threatened in any way.  Extra police are often 
assigned to ride trains on routes where crime is a serious problem.  
 
Buses. The same type of criminal activity found on trains can be found on public buses on popular 
tourist routes.  For example, tourists have been drugged and robbed while sleeping on buses or in 
bus stations.  In some countries, whole busloads of passengers have been held up and robbed by 
gangs of bandits.  
 
Safety When You Drive 

When you rent a car, choose a type that is commonly available locally.  Where possible, ask 
that markings that identify it as a rental car be removed.  Make certain it is in good repair.  If 
available, choose a car with universal door locks and power windows, features that give the driver 
better control of access.  An air conditioner, when available, is also a safety feature, allowing you to 
drive with windows closed.  Thieves can and do snatch purses through open windows of moving 
cars.  
 Keep car doors locked at all times.  Wear seat belts. 
 As much as possible, avoid driving at night. 
 Don't leave valuables in the car.  If you must carry things with you, keep them out of sight locked 

in the trunk, and then take them with you when you leave the car.  
 Don't park your car on the street overnight.  If the hotel or municipality does not have a parking 

garage or other secure area, select a well-lit area.  
 Never pick up hitchhikers. 
 Don't get out of the car if there are suspicious looking individuals nearby.  Drive away. 
 
Patterns of Crime Against Motorists 

In many places frequented by tourists, including areas of southern Europe, victimization of 
motorists has been refined to an art.  Where it is a problem, U.S.  embassies are aware of it and 
consular officers try to work with local authorities to warn the public about the dangers.  In some 
locations, these efforts at public awareness have paid off, reducing the frequency of incidents.  You 
may also wish to ask your rental car agency for advice on avoiding robbery while visiting tourist 
destinations. 

Carjackers and thieves operate at gas stations, parking lots, in city traffic and along the 
highway.  Be suspicious of anyone who hails you or tries to get your attention when you are in or 
near your car.  

Criminals use ingenious ploys.  They may pose as good Samaritans, offering help for tires 
that they claim are flat or that they have made flat.  Or they may flag down a motorist, ask for 
assistance, and then steal the rescuer's luggage or car.  Usually they work in groups, one person 
carrying on the pretense while the others rob you. 
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Other criminals get your attention with abuse, either trying to drive you off the road, or 
causing an "accident" by rear-ending you.  

In some urban areas, thieves don't waste time on ploys, they simply smash car windows at 
traffic lights, grab your valuables or your car and get away.  In cities around the world, "defensive 
driving" has come to mean more than avoiding auto accidents; it means keeping an eye out for 
potentially criminal pedestrians, cyclists and scooter riders.  
 
How to Handle Money Safely 
To avoid carrying large amounts of cash, change your travelers checks only as you need currency.  
Countersign travelers checks only in front of the person who will cash them.  
Do not flash large amounts of money when paying a bill.  Make sure your credit card is returned to 
you after each transaction.  
Deal only with authorized agents when you exchange money, buy airline tickets or purchase 
souvenirs.  Do not change money on the black market.  
If your possessions are lost or stolen, report the loss immediately to the local police.  Keep a copy of 
the police report for insurance claims and as an explanation of your plight.  
After reporting missing items to the police, report the loss or theft of: 
travelers' checks to the nearest agent of the issuing company  
credit cards to the issuing company  
airline tickets to the airline or travel agent  
passport to the nearest U.S. embassy or consulate  
 
How to Avoid Legal Difficulties 

When you are in a foreign country, you are subject to its laws and are under its jurisdiction.  
You can be arrested overseas for actions that may be either legal or considered minor infractions in 
the United States .  Familiarize yourself with legal expectations in the countries you will visit.  
Country Specific Information include information on unusual patterns of arrests in particular 
countries, as appropriate.  
Some of the offenses for which U.S.  citizens have been arrested abroad are  
 
Drug Violations 

More than 1/3 of U.S.  citizens incarcerated abroad are held on drug charges.  Some countries 
do not distinguish between possession and trafficking, and many have mandatory sentences - even 
for possession of a small amount of marijuana or cocaine.  A number of Americans have been 
arrested for possessing prescription drugs, particularly tranquilizers and amphetamines, that they 
purchased legally elsewhere.  Other U.S.  citizens have been arrested for purchasing prescription 
drugs abroad in quantities that local authorities suspected were for commercial use.  If in doubt 
about foreign drug laws, ask local authorities or the nearest U.S.  embassy or consulate.  
 
Possession of Firearms 

The places where U.S. citizens most often experience difficulties for illegal possession of 
firearms are nearby - Mexico, Canada and the Caribbean.  Sentences for possession of firearms in 
Mexico  can be up to 30 years.  In general, firearms, even those legally registered in the U.S., cannot 
be brought into a country unless a permit is obtained in advance from the embassy or a consulate of 
that country and the firearm is registered with foreign authorities on arrival.  (Note: There are also 
strict rules about bringing firearms or ammunition into the U.S; check with U.S. Customs at 
http://www.cbp.gov/xp/cgov/travel/vacation/kbyg/prohibited_restricted.xml before your trip.  
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Photography 

In many countries you can be detained for photographing security-related institutions, such 
things as police and military installations, government buildings, border areas and transportation 
facilities.  If you are in doubt, ask permission before taking photographs.  
 
Purchasing Antiques 

Americans have been arrested for purchasing souvenirs that were, or looked like, antiques 
and which local customs authorities believed were national treasures.  This is especially true in 
Turkey, Egypt and Mexico .  Familiarize yourself with any local regulations of antiques.  In 
countries with strict control of antiques, document your purchases as reproductions if that is the case, 
or if they are authentic, secure the necessary export permit (often from the national museum).   It is a 
good idea to inquire about exporting these items before you purchase them.  
 
Terrorism 

Terrorist acts occur unpredictably, making it impossible to protect yourself absolutely.  The 
first and best protection is to avoid travel to areas where there has been a persistent record of terrorist 
attacks or kidnappings. 

Most terrorist attacks are the result of careful planning.  Just as a car thief will first be 
attracted to an unlocked car with the key in the ignition, terrorists are looking for the most accessible 
targets.  The chances that a tourist, traveling with an unpublished program or itinerary, would be the 
victim of terrorism are slight.  In addition, many terrorist groups, seeking publicity for political 
causes within their own country or region, may not be looking for American targets.  Nevertheless, 
the following pointers may help you avoid becoming a target of opportunity.  They should be 
considered as adjuncts to the tips listed in the previous sections on how to protect yourself against 
the far greater likelihood of being a victim of crime.  These precautions may provide some degree of 
protection, and can serve as practical and psychological deterrents to would-be terrorists.  

Schedule direct flights if possible and avoid stops in high-risk airports or areas.    
Be cautious about what you discuss with strangers or what others may overhear. 
Try to minimize the time spent in the public area of an airport, which is a less protected area.  Move 
quickly from the check-in counter to the secured areas.  Upon arrival, leave the airport as soon as 
possible.  

As much as possible, avoid luggage tags, dress and behavior that may identify you as an 
American. Keep an eye out for abandoned packages or briefcases, or other suspicious items.  Report 
them to airport authorities and leave the area promptly.  
Avoid obvious terrorist targets such as places where Americans and Westerners are known to 
congregate. 
 
Travel to High-Risk Areas 
If you must travel in an area where there has been a history of terrorist attacks or kidnappings, make 
it a habit to:  
 Discuss with your family what they would do in the event of an emergency.  Make sure your 

affairs are in order before leaving home.  
 As noted earlier, it’s a good idea to register your travel with the Department of State.  This may be 

accomplished online at https://travelregistration.state.gov.  Registration will make it easier to 
contact you in case of an emergency.    
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Remember to leave a detailed itinerary and the numbers or copies of your passport or other 
citizenship documents with a friend or relative in the United States. 
 Remain friendly but be cautious about discussing personal matters or your itinerary. 
 Leave no personal or business papers in your hotel room. 
 Watch for people following you or "loiterers" observing your comings and goings. 
 Keep a mental note of safe havens, such as police stations, hotels, and hospitals.   Formulate a plan 

of action for what you will do if a bomb explodes or there is gunfire nearby.  
 Let someone else know what your travel plans are.  Keep them informed if you change your plans. 
 Report any suspicious activity to local police, and the nearest U.S.  embassy or consulate.  
 Select your own taxicabs at random.  Don't take a vehicle that is not clearly identified as a taxi.  

Compare the face of the driver with the one on his or her posted license.  
 If possible, travel with others. 
 Be sure of the identity of visitors before opening the door of your hotel room.  Don't meet 

strangers at your hotel room, or at unknown or remote locations.  
 Refuse unexpected packages. 
 Check for loose wires or other suspicious activity around your car. 
 Be sure your vehicle is in good operating condition.  
 Drive with car windows closed in crowded streets.  Bombs can be thrown through open windows. 
 If you are ever in a situation where somebody starts shooting, drop to the floor or get down as low 

as possible.  Don't move until you are sure the danger has passed.  Do not attempt to help rescuers 
and do not pick up a weapon.  If possible, shield yourself behind a solid object.  If you must move, 
crawl on your stomach.  

 
Hijacking/Hostage Situations 

While every hostage situation is different, there are some general considerations to keep in 
mind.  
 The U.S.  Government's policy is firm:  we do not make concessions to terrorists.  When 

Americans are abducted overseas, we look to the host government to exercise its responsibility 
under international law to protect all persons within its territories and to bring about the safe 
release of hostages.  We work closely with these governments from the outset of a hostage-taking 
incident to ensure that our citizens and other victims are released as quickly and safely as possible.  

 At the outset of a terrorist incident, the terrorists typically are tense, high-strung and may behave 
irrationally.  It is extremely important that you remain calm and alert and manage your own 
behavior.  

 Avoid resistance and sudden or threatening movements.  Do not struggle or try to escape unless 
you are certain of being successful.  Don't try to be a hero, endangering yourself and others.  

 Consciously put yourself in a mode of passive cooperation.  Talk normally.  Do not complain, 
avoid belligerency, and comply with all orders and instructions.  

 If questioned, keep your answers short.  Don't volunteer information or make unnecessary 
overtures. 

 Make a concerted effort to relax.  Prepare yourself mentally, physically and emotionally for the 
possibility of a long ordeal. 

 Try to remain inconspicuous, avoid direct eye contact and the appearance of observing your 
captors' actions. 
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 Avoid alcoholic beverages.  Eat what they give you, even if it does not look or taste appetizing, 
but keep consumption of food and drink at a moderate level.  A loss of appetite and weight is 
normal.   

 If you are involved in a lengthier, drawn-out situation, try to establish a rapport with your captors, 
avoiding political discussions or other confrontational subjects.  

 Establish a daily program of mental and physical activity.    
 Think positively.  Avoid a sense of despair.  Rely on your inner resources.  Remember that you are 

a valuable commodity to your captors.  It is important to them to keep you alive and well.  
 
ASSISTANCE ABROAD 

The Consular Section can provide updated information on the security situation in a country. 
If you are ill or injured, contact the nearest U.S.  embassy or consulate for a list of local physicians 
and medical facilities.  If you request, consular officers will help you contact family or friends.  If 
necessary, a consul can assist in the transfer of funds from family or friends in the United States .  
Payment of hospital and other medical expenses is your responsibility.  

Should you find yourself in legal difficulty, contact a consular officer immediately.  Consular 
officers cannot serve as attorneys, give legal advice, or get you out of jail.  .  If you are arrested, 
consular officials will visit you, advise you of your rights under local laws, provide a list of local 
attorneys who speak English and who may have had experience in representing U.S.  citizens, and 
ensure that you are held under humane conditions and are treated fairly under local law.  A consular 
officer will contact your family or friends if you desire.   

When necessary, consuls can transfer money from home for you and will try to get relief for 
you, including food and clothing in countries where this is a problem.  If you are detained, remember 
that under international treaties and customary international law, you have the right to talk to the 
U.S.  consul.  If you are denied this right, be politely persistent.  Try to have someone get in touch 
for you.  
 
Resources for U.S. Citizen Crime Victims 

When a U.S.  citizen becomes the victim of a crime overseas he or she may suffer physical, 
emotional, or financial injuries.  The emotional impact of the crime may be intensified if the victim 
is in unfamiliar surroundings, far away from sources of comfort and support, and not fluent in the 
local language or knowledgeable about local laws and customs.  Consuls and consular agents can 
provide assistance to U.S.  citizen crime victims. 

If you become the victim of a crime overseas, contact the nearest U.S.  embassy, consulate, 
or consular agency for assistance.  Also contact local police to report the incident and obtain 
immediate help with safety concerns.  

While consular officials cannot investigate a crime, provide legal advice, represent you in 
court, serve as official interpreters or translators, or pay legal, medical, or other fees for U.S. 
citizens, they can assist crime victims in many other ways.  Consular personnel overseas are familiar 
with local government agencies and resources in the countries in which they are located, and they 
can help you: 
 replace a stolen passport  
 contact family, friends, or employers  
 obtain appropriate medical care  
 address emergency needs that arise as a result of the crime  
 obtain general information about the local criminal justice process and information about your 

case  
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 obtain information about local resources to assist victims, including foreign crime victim 
compensation programs  

 obtain information about crime victim assistance and compensation programs in the U.S.  
 obtain a list of local attorneys who speak English  
 
Victim Assistance: If you are the victim of a crime while overseas, you may benefit from specialized 
resources for crime victims available in the United States .  Throughout the United States , thousands 
of local crime victim assistance programs offer help to victims of violent crime and most will help 
residents of their community who have been the victim of a crime in another country.  These include 
rape crisis counseling programs, shelter and counseling programs for battered women, support 
groups and bereavement counseling for family members of homicide victims, diagnostic and 
treatment programs for child abuse victims, assistance for victims of drunk driving crashes, and 
others.  Information about locating crime victim assistance programs is below.  
 
Victim Compensation: All states operate crime victim compensation programs and nearly half of 
them offer benefits to their residents who are victims of violent crime overseas.  (See contact 
information for state compensation programs below.)  These state compensation programs provide 
financial assistance to eligible victims for reimbursement of expenses such as medical treatment, 
counseling, funeral costs, lost income or loss of support, and others.  Generally victim compensation 
programs require the victim to report the crime to law enforcement and they usually request a copy 
of the police report.  
 
Contact Information for Victim Compensation and Assistance Programs : 

Information about each state’s crime victim compensation program and how to apply for 
compensation is available on the Internet at the web site of the National Association of Crime Victim 
Compensation Boards,  http://www.nacvcb.org/ .  

The toll-free 24 hours a day/7 days a week hotline for sexual assault crisis counseling and 
referrals in the United States  is 1-800-656-HOPE.  It is operated by a non-profit organization, 
RAINN (Rape, Abuse and Incest National Network), which also has information on the Internet at 
http://www.rainn.org/ .  

Information about local sexual assault victim assistance programs in the U.S.  is also 
available from each state’s sexual assault coalition.  Contact information for these state coalitions are 
listed on the web site of the U.S. Department of Justice Violence Against Women Office, 
http://www.usdoj.gov/ovw/ . 

The toll-free 24 hours a day /7 days a week National Domestic Violence Hotline, which 
provides crisis counseling and referrals in the U.S.  is 1-800-799-SAFE.  
Information about local domestic violence victim assistance programs in the U.S.  is also available 
from each state’s domestic violence coalition. Contact information for these state coalitions is listed 
at the web site of the U.S. Department of Justice Violence Against Women Office, 
http://www.usdoj.gov/ovw/ .  

The toll-free 24 hours a day/7 days a week crisis counseling and referral line for families and 
friends of those who have died by violence is 1-888-818-POMC.  It is operated by a non-profit 
organization, POMC, Inc. (The National Organization of Parents of Murdered Children), which also 
has information on the Internet at http://www.pomc.org/ .  

Information about national and local resources for victims and family members of victims of 
drunk driving crashes is available at the web site of Mothers Against Drunk Driving, 
http://www.madd.org/ .  
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Contact information for non-emergency victim assistance services in communities 
throughout the U.S.  is available at the web site of the U.S. Department of Justice Office for Victims 
of Crime, http://ovc.ncjrs.org/findvictimservices/ .  

Information for crime victims on the impact of crime, safety planning, legal rights and civil 
legal remedies, and options for assistance and referrals to local programs is also available from the 
National Crime Victim Center (NCVC).  Call toll free (8:30 a.m. to 8:30 p.m. EST) 1-800-FYI-
CALL or call TTY for hearing impaired (8:30 a.m. to 8:30 p.m. EST) 1-800-211-7996.  Information 
is also available on the Internet at http://www.ncvc.org/ .  

Information and referral to victim assistance programs is available from the National 
Organization for Victim Assistance (NOVA).  Call toll-free 24 hours a day / 7 days a week 1-800-
TRY-NOVA.  Information is also available on the Internet at http://www.try-nova.org/ .  

Information about victim assistance programs in approximately 20 countries is available at 
the web site of Victim Assistance Online, http://www.vaonline.org/.  

Also, consult the State Department brochure entitled 
http://travel.state.gov/travel/tips/emergencies/emergencies_1748.html  
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HTH Worldwide International  Blanket Accident and Sickness Insurance, Political and 
Security Evacuation Coverage, and Natural Disaster Services: 
To sign up for coverage, please contact Carolyn Yencharis Corcoran at 6708 or at 
cyenchar@misericordia.edu. Also, please see page 33. 
 
*Two-week minimum enrollment is required, so even if you are not abroad for two weeks, you must 
sign up for two weeks. See below for costs: 
 
HTH Overseas Insurance 2013 Fees  
MONTHLY 
  

Age: Up to 64  Net Rate   Broker Fee MEDICAL   DRUM Fee  
 Broker Fee 
DRUM   Total Rate  

Participant $34.25  $0.00 $5.00  $39.25  

Spouse $137.00  $0.00 $5.00  $142.00  

Child $51.50  $0.00 $5.00  $56.50  

Children $103.00  $0.00 $10.00  $113.00  

         
WEEKLY  

  

Age: Up to 64 Net Rate  Broker Fee MEDICAL   DRUM Fee  
 Broker Fee 
DRUM  Total Rate 

Participant $9.80  $0.00 $1.50  $11.30  

Spouse $39.20  $0.00 $1.50  $40.70  

Child $14.70  $0.00 $1.50  $16.20  

Children $29.40  $0.00 $3.00  $32.40  
 
 
Before You Go: Your Health and HTH Health Insurance 
 
There are several things students and faculty members can do to prepare for a health related 
emergency in preparation for their trip abroad. 
 
Once faculty, staff and students have received your HTH Insurance Card: 
 
You should go online at:  www.hthstudents.com, and make sure you have registered to the site (logged in 
with your ID number and email), look up providers in the area you are traveling to and complete a Well 
Prepared Profile.  This is the first tab on the home page which only enrolled, registered students have access. 
  
 Travelers can also read up on City Health & Security Profiles HTH features for you for the location of travel 
to be better prepared for news alerts and medical updates.  This is the 3rd tab on the Students website. 
  
Students will also want to make sure they are knowledgeable about HTH’s  Global Health & Safety Services 
team who manage care abroad for all members. They may be contacted in advance of travel for any health-
related concerns or conditions (i.e., mental health, medications, whether a prescription is legal in another 
country, etc.) by email or phone.   
The Global Health & Safety Flyer is below and it outlines the services HTH provides plus contact 
information.  The emergency number for GH&S is also on the back of every ID card. 
 
For additional information, see the Study Abroad Checklist. 
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