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I. THE SPIEGEL CENTER FOR GLOBAL AND INTERNATIONAL PROGRAMS 
 
 
 

Marcy Farrell 
Director of International Faculty Exchange Programs 
mfarrell@rwu.edu 
401-254-5625 
 
Kevin Hayden 
Director of Study Abroad Programs 
khayden@rwu.edu 
401-254-3040 
 
Kate Greene, J.D. 
Director of International Program Development 
kgreene@rwu.edu 
401-254-5391 
 
Becky Denson 
Administrative Assistant 
dmartin@rwu.edu 
401-254-3899 (main line) 
 
 
 
 
 

 
RWU EMERGENCY CONTACT INFORMATION 

 
Roger Williams University Public Safety    (401) 254-3333 
(24 hour Emergency Line) 
 
 
SCGIP 24 Hour Emergency Contacts      
 
Marcy Farrell  (401) 835-8359   mfarrell@rwu.edu  
 
Kevin Hayden    (401) 339-4145   khayden@rwu.edu 
 
 
Spiegel Center   (401) 254-3899 (Office hours: 8:30am - 4:30 pm)         
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II. MISSION STATEMENT 
 
RWU strongly encourages faculty to engage their students – and themselves – with global learning 
as part of its efforts to instill an international perspective into the mindset of tomorrow’s leaders.  
Central to the University's mission is the belief that a complete college education today involves 
exposure to other thought processes, other assumptions about life and other ways of being.  There 
is no better vehicle to achieve this objective than through the delivery of quality study abroad 
programs.   
 
RWU Faculty-Led Study Abroad Programs are courses or groups of courses led by RWU faculty.  
They range in duration from a week-long foreign study tour to activities that can encompass a full 
schedule of courses lasting for an entire semester.  RWU has a proud history of faculty-led 
programs that offer a unique academic experience abroad. 
 
Most RWU Faculty-Led Study Abroad Programs are conducted during either the summer session or 
the winter term.  For these kinds of programs, the student receives the grade directly from the 
RWU faculty member/s who accompanies/y the class abroad.  RWU Faculty-Led Abroad Programs 
can take place at a foreign institution of higher education, staying in one location for the duration 
of the program, or the programs can be field-based experiences that travel from location to 
location without a formal classroom setting.  Some courses combine elements of both program 
models.  RWU Faculty-Led Study Abroad Programs are administered through RWU’s Center for 
Global and International Programs (SCGIP). 
 
This Faculty-Led Study Abroad Programs at Roger Williams University Handbook contains 
procedures for implementation of faculty-led programs overseas.  It is intended to help you 
navigate when planning and administering a new or established faculty-led study abroad program.  
The Handbook covers all of the components of program development and administration, including 
the following: 
 

• program approval, including proposal preparation and budgeting 
• faculty responsibilities before departing, such as itineraries, materials and publicity, 

orientations, and safety precautions 
• SCGIP’s responsibilities throughout the process, such as student advising, program 

materials and publicity, accepting and processing payments, etc. 
• faculty responsibilities while abroad, focusing on crisis management, and; 
• faculty responsibilities upon returning to the United States, including student re-entry 

shock and evaluations 
 
Please consider this Handbook to be an evolving process, whereby procedures continue to be 
evaluated and adjusted where appropriate.  It would be useful, therefore, to receive any relevant 
comments that you might have.  Enjoy your faculty-led study abroad experience and please feel 
free to contact SCGIP for assistance as needed. 
 
  



 5 

III. CONSIDERATIONS FOR PLANNING A PROGRAM  
 

Listed below are several topics that should be considered when preparing a program proposal.  
While this is not all inclusive, it should give you a good idea of the many relevant points that need 
to be addressed when leading a Study Abroad Program. 
 
Types of Programs 

Winter Intersession, Summer Sessions and Travel Labs 
1. Winter Intersession – Offered between fall and spring semester- can be a stand 

alone course or tied to a course that begins and ends on the Bristol Campus. 
2. Summer Sessions – Offered during Summer Sessions I or II. It can be a stand alone 

or tied to a course that begins and ends on the Bristol Campus. 
3. Travel Labs – Often take place during Spring Break and are an imbedded travel 

component of a semester course. 
 
Academic 

• Is the academic rigor comparable to courses offered on campus? 
• Does the course enhance or supplement, rather than duplicate on-campus offerings? 
• If this is a new course, has it been approved by the appropriate curriculum committees 

and/or have Dean’s approval? 
• How does this course integrate with the major/minor core curriculum requirements? 
• Does the proposed program compete with or complement other programs offered? 
• What are the goals of the course and program? 
• How does the proposed course integrate a cultural component? 
• How will the course goals and student learning be assessed? 
• What is the intended audience (student recruitment pool) for the course? 
• What benefits to student learning accrue from teaching this course in a foreign location? 
• Is the program in a non-traditional location? 
• Have you considered the student-faculty ratio when designing and budgeting for the 

program? Are you working with another faculty member to offer this program? 
• What are the qualifications of the faculty? 
• Does the instructor have any prior experience or expertise in the country or region or 

fluent in the country’s language? 
• Are course contact hours met?  How much through class time?  Site visits? 

 
Logistics 

• Are you willing to not only serve as instructor but also as program director, travel 
coordinator and student service provider? 

• Are you prepared to commit 24 hours a day /7 days a week to the program while traveling? 
• What is the student market for this program? 
• Student interest? In traveling with faculty member? In location? In course? 
• How will the course and program be marketed? 
• This program is sustainable as a recurring offering or is it a one-time offering?  
• What pre-departure materials will the faculty member make available to students? 
• What is the budget for the program? 
• How do costs compare to programs of similar duration and set-up? 
• Are there other programs offered to the same country or region? 
• How will students be advised and encouraged to spend their free time? 
• Location safety/risk management issues? 
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IV. CURRENT POLICIES FOR FACULTY-LED STUDY ABROAD PROGRAMS 
 

1. Faculty Eligibility: 
Full time faculty members, with approval of her/his department chair and dean, may propose a 
short-term international program. 
 

2. Eligible participants:  
Only enrolled students are eligible to participate in RWU Faculty-Led study abroad programs. 
Freshmen are not eligible to participate in a Winter Intersession programs unless they receive a 
waiver from the Faculty leader and SCGIP. 

 
3. Experience in the Proposed Location: 

Faculty must have on-site experience before proposing a short-term program.  If two faculty 
members intend to co-direct a program, it is recommended that at least one faculty member 
must have on-site experience.  Sufficient on-site experience means that the faculty member 
must have visited the majority of the proposed sites and familiarity with the local language in 
such a way as to understand and be able to communicate their contributions to the program as 
well as their limitations. 

 
4. Student/Faculty Ratio: 

It is recommended that the number of students participating in a program led by Roger Williams 
University faculty leader should be 10-12 students. The maximum enrollment allowed will be 
15 for one faculty leader. 
The maximum enrollment for a program led by 2 Faculty leaders will be 24 students. 
 

5.  Program Credit Limit:  
Winter InterSession:   3 credits (AY 2015-16) 
Summer Sessions:   3 credits (6 credits if 2 faculty teaching 2 different courses) 
  

6. Faculty Compensation: 
Faculty leaders will be compensated according to the faculty adjunct rate for a 3 credit course 
as stipulated in the current Roger Williams University faculty contract.  
Faculty leaders can also be compensated with a Director’s fee that is factored into the program 
budget. The Director’s fee is optional and can range up to $1000 according to program 
duration and responsibilities. 
Whether as Program Director and/or Faculty leader all salaries are paid by the University 
through the program fees generated by the course. All expenses that the Faculty leader intends 
to claim must be included in the program cost.  

 
7.  Participants in Program: 

 
• For University sponsored, credit bearing experiences, the Spiegel Center needs to review, for 

risk management purposes, who is on the trip that is not an agent of the University, or is not 
an enrolled student whether that is relatives or family members of student participants or 
faculty leaders. Full disclosure is required explaining the degree of their involvement with 
the trip and the extent of the contact they will have with the students. NOTE: RWU 
liability insurance does not cover spouses or children of the faculty leader. 

 
• Spouses or family members who are participating in programs on an adjunct basis must be 

listed in the initial proposal. A detailed description of their role and responsibilities as well 
as a copy of their CV must be included for review when the proposal is submitted. Such 
individuals will be subject to HR review and approval. 

 
• Guest Lecturers: Guest lecturers who are participating in the program must be listed in the 

initial  proposal. A detailed description of their role and responsibilities must be included for 
review when the proposal is submitted. Such are subject to review and approval by SCGIP.  
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8. Student Orientation: 
Faculty Directors are required to hold a pre-departure orientation session with the participating 
students.  This session will cover program specific information pertaining to academic isssues, 
travel issues and overall expectations. 

 
9.  Medical Insurance: 

Faculty & Staff - Universty employees traveling abroad on University business will be covered 
under the employees own health insurance coverage. Employees will also be covered under a 
business travel accident insurance policy through the University as well as foreign liabilty 
insurance. 
Students - All RWU and Non-RWU student participants must have medical insurance to 
participate in any RWU study abroad program.They will be required to identify their insurance 
when completing the Roger Williams University Waiver of Liabilty and Hold Harmless 
Agreement.  
Students who do not have insurance will be required to purchase the University’s student 
insurance plan for the duration of the program.  Under this plan students are eligible for global 
emergency medical assistance services when traveling 100 miles or more from his/her permanent 
home or campus address or abroad.  Services are accessible 24 hours a day, 365 days a year and 
are provided by MEDEX Assistance Corporation. 
 
Please see appendix for the University’s current Student Accident and Sickness Insurance 
Program 

 
10. Program Cancellation:  

The University reserves the right to cancel the program at any time before or after departure.     
Among the reasons for cancellation of the program would be insufficient enrollment and/or U.S.  
State Department travel alerts or warnings. 

 
11. Refund/Withdrawal Policy:  

As stated in the Waiver Form signed by all student partipcants before  departure, students are 
fully aware of the risks of acts of terrorism, knowing that these conditions may be hazardous to 
their personal property and their own self. As stated in the Refund Policy Form signed by all 
participants In the case of a student’s withdrawal from a program, any financial remuneration by 
RWU is based on the notification schedule outlined in the Refund Policy Form. A written 
notification to the University is required. Notification of 29 days or less prior to departure will 
allow refund of the program’s Tuition only.  

 
12. Removal of Students from the Program: 

To participate students are required to sign the University’s Student Conduct Form. They are 
expected to comport themselves in a manner consistent with responsible adult behavior and the 
University’s Student Handbook Code of Conduct. If they violate standards of conduct as outlined 
in the form and by the Faculty leader and Roger Williams University or the local or national laws 
of the host country, they will be subject to disciplinary action. The Program leader has the 
discretion to determine the student’s status based on the situation at hand. If the student is 
expelled from the program they are responsible for the costs related to their return to the 
United States.  
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V.THE SPIEGEL CENTER FOR GLOBAL AND INTERNATIONAL PROGRAMS 
 

ADMINISTRATIVE RESPONSIBILITIES 
 
 

1. Approve program proposal and budget in conjunction with the Office of Academic Affairs, 
the Office of Finance and the appropriate Deans. 

 
2. Promote program to students (through flyers posted on campus and electronic 

announcements and Abroad Office website and Study Abroad Fair).   
 

**Note:  More extensive promotional efforts are the responsibility of the faculty 
leaders. 

 
3. Keep program updated and on the Spiegel Center webpage 

 
4. Student Application Protocol 

a. Advise interested students of program & scholarship application protocol and 
financial aid options  

b. Oversee and review student online applications – send records of qualified students 
to Faculty Leader(s) 

c. Collect all Scholarship Applications 
d. Student Academic Review 
e. Request Student Judicial Review – send records to Faculty 
f. Collect and file Study abroad contracts (legal documents signed by student that 

includes the Student Conduct Agreement, Waiver of Liability, Refund Policy and 
Communication Approval) 

g. Provide Passport and visa application and information if needed 
h. Health and safety information (including US State Department travel advisories)  
i. Help with info sessions and Pre-departure Orientation if needed  

 
5. Stay updated on Payment and Registration of student applicants. 
 
6. Notify students of scholarship awards. 

 
7. If needed, authorize payment for group flights with travel agents and other vendor 

payments as well as facilitate requests to Finance department for wire transfers. 
 
8. Provide faculty leaders with the Program Assessment Questionare prior to departure.  (To 

ensure student participation in the evaluation, we ask that faculty leaders distribute the 
evaluations before departing from the host country.) 

 
9. Monitor US State Department Travel Advisories 

 
10. Provide emergency contact information and respond to crisis situation reported by faculty 

leaders in the field 
 

11. Authorize processing PAF forms submitted by Faculty leader(s). Sign & return travel 
advance forms to Faculty leader(s) in advance of Finance Office de-brief. 

 
12. File and enter data from students’ program assessments. 

 
13. Request final reports from Finance regarding program reconciliaton 
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VI. PROGRAM DEVELOPMENT 
 

 
PROPOSAL PROTOCOL AND SUBMISSION PROCEDURES 

 
 
After considering the academic and logistical criteria for developing a new Short-Term Study 
Abroad Program, faculty are encouraged to meet with the Assistant Provost of Global Affairs 
and/or the staff at the Center. 
 
This introductory meeting is designed to help faculty better assess the viability of the program 
proposal. The meeting will also emphasize proposal procedures and program requirements. 
 

1. Inform the appropriate academic chair and college dean of the intention to develop a 
short-term program abroad and secure their support. 

2. Meet with the Assistant Provost of Global Affairs and/or the program coordinators at the 
Center to discuss the program. 

3. Submit both the Program and Budget Proposals along with any supporting documentaion, 
including syllabus, course materials and lectures, to the appropriate department chair or 
college dean for review and approval. 

4. The proposal will then be routed to the Spiegel Center, the Finance Office and then to the 
Provost for final approval. 
 

Course/Program Descriptions: Faculty must develop a program description, incorporating 
brief narratives of the academic course, program structure, eligibility requirements, housing 
arrangements and any considerations students may need to meet to participate in the 
program. 
 
Budget: Faculty must provide budget figures for all academic and travel expenses.  Final 
approval of program budgets is made by the Finance department. 

 
 
NEW Program Proposals & Budgets - Deadlines: 

 
All new program proposals must be submitted at least 12 months prior to the start of the new 
program to allow sufficient time for academic and logistical vetting by the University, 
recruitment of students and to meet the University’s fiscal year Budget deadlines. 
 
Winter Intersession December 20 
Summer Session April 15 
Spring Break  March 15 
 
 
RENEWED Program Proposals & Budgets - Deadlines: 
 
Winter Intersession May 1 
Spring Break  June 1 
Summer Session September 1 

 
 
Our Website: http://www.rwu.edu/academics/study-abroad 
 
Forms & Program Development Information can be found on the following links: 
 
http://rwu.abroadoffice.net/welcome.html 
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Travel and Logistical Arrangements 
 
If no program provider or on-site coordinator is utilized to arrange program logistics (housing, in-
country and local transportation, meals and excursions), it is the faculty leader’s responsibility to 
make these arrangements.   

 
Although the faculty leaders can make travel arrangements themselves they may choose to work 
with a travel agent for airfares and ground transportation. The benefit of this kind of an 
arrangement and an important budget item to consider is the purchase of group airline tickets.  
 
Booking group tickets can pose some difficulty both in planning budget and handling student 
payments. The reccommended method of booking flights would have the faculty leader find an 
apprropriate flight, check availability and prices, make arrangements with agent to reserve a block 
of seats and then give the flight information to students so that they can make financial 
arrangements. This allows everyone to arrive together but leaves responsibility for payment to 
students so that the university is not financially at risk due to student withdrawals from program. 
 
Group tickets allow for flexibility with final payments, cancellations and name changes. Whenever 
possible, try to be flexible in program dates to allow the travel agent time to research the best 
fares. It is best for the program to begin at a major hub airport, especially after a holiday or 
vacation, when students may be at home. 
 
SCGIP recommends using Advantage Travel 800-788-1980 for group booking.  
 
The Faculty leader may use another agent if that  agent can provide a better rate however 
they are expected to exercise due diligence and start with a quote from Advantage. 
 
Travel Insurance: There are various optional insurance policies available (ISIC & ASSIST CARD for 
example) for study abroad programs. These can provide coverage on a multitude of contingencies, 
such as flight cancellations, lost luggage etc. 
Travel Assistance programs are also available in certain countries (i.e. ISIC Assist card). These can 
assist in certain emergency situations. 
 
Bear in mind that these are separate costs and will affect the program budget. 
 
Lodging: Faculty must not share romos with students. Student rooms should be same sex only 
 
Where will the group be staying? 

• Hotel 
• Bed and Breakfast 
• University residence halls 
• Self-catering apartments 
• Hostel 
• Conference facilities 
• Host Families 

 
Often faculty leaders use host-country contacts to make accommodation arrangements. If local 
contacts are not available but the leader is familiar with the area consult a travel agent or 
professional networks, program providers may be of help, to identify accommodations in a specific 
area. 
 
When possible a contract detailing date and payment arrangements should be utilized. (see 
Appendix) 
 
Homestays offer a valuable experience for students, but they also impose a special obligation on 
the faculty leader to investigate how the homes are selected, what screening has taken place, etc. 



 11 

If the group stays in a college residence or in a hotel, have arrangements been made for last 
minute cancellations, can substitutions be made, etc? Oftentimes deposits are often requested or 
required, and bridge funds will need to be secured by the university. If prepayment is made what 
are the conditions under which a refund is possible? 
 
Try to negotiate a group rate – hotels want to fill their rooms and may be willing to negotiate. 
Some hotels are reluctant to take student groups. They may have to be reassured that your 
students have been carefully screened. 
 
Meals 
 
Before the budget is completed a meal plan will need to be determined. 
 
It is very important to be very clear with the students about what meals will be provided in 
the program fee and for what meals they must personally pay. 
 

• Do accommodations provide meals as part of the cost (such as breakfast)? 
• Can arrangements be made for group meals – either lunch or dinner? Who will make those 

arrangements? 
• Is the cost of all other meals built into the budget so the faculty can disburse funds to 

students or must students bring additional funds to buy meals? 
 
Students will want to know how much money they will need for meals, so it is important to give 
them a realistic amount to budget for their meals. 
 
Many experienced faculty directors will attest that there is nothing worse than a horde of hungry 
students. Be sure to take into account arrival times and the number of hours spent on buses to 
ensure that food is available at appropriate times. 
In some countries extra precautions need to be made to ensure students do not eat unsafe 
food. 
 
Payment Procedures for Vendors and Travel Agents 
 
Please use the Budgeting and Reimbursement Procedures sheet as reference (Appendix D). 
 

• The University prefers to pay as many expenses as possible directly to the vendors prior to 
departure.  SCGIP can facilitate this process. Wire and check requests prepared for 
airfare, accommodations, and any other items can be paid this way or can be paid with a 
PCard – which is preferred. 
 

Note: The Universtiy requires at minimum 48 hours notice to process a wire or check 
request. Requests must include invoices and supporting documentation. 
 
• Cash for expenses that must be paid on site can be loaded onto the RWU’s Pcard issued to 

the Faculty leader prior to the commencement of the program. 
 
The following are just a sample of the vendor expenses that need to be considered: 

• Transportation.  
Airfare 
In-Country – Buses, trains, vans etc. 

• Accommodations 
  Student & Faculty Housing 
  Classroom space 

• Excursion & Activity planning 
  Guides & Translators & Guest Lecturers, Entrance Fees 
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Faculty Leader’s Role as Supervisor 
 
One of the most difficult tasks you face is clarifying, first in your own mind, and then to the 
students, the extent of your role in supervising the students during the trip. Clarity of your role is 
the most important for your participants. 
Do not expect students to take on the roles of coordinator and overseer. In fact, you should not 
allow them to take on this role. 
 
General Supervision of Students: Faculty leaders will supervise and direct students in the academic 
and intercultural goals of the program both while on campus and while traveling on the program.  
Faculty will be responsible for supervising student’s adherence to University policies, rules, 
regulations and standards of conduct.  Faculty members that are directing a program should be 
familiar with these regulations and policies 
 
Program Co-Leader or Assistant 
 
We recommend that you have a co-leader. If you need additional supervision and support persons 
on the program make arrangements ahead of time and include in the proposal. Ask other faculty or 
staff, preferably those experienced in international travel, to accompany the group, with the 
explicit expectation that they will assume a formal supervisory role. Make an agreement as to 
what their compensation will be for performing this function. You should use existing University 
employees to assume these roles. If you wish to use someone who is not a current RWU employee 
please contact SCGIP as a cv will be required and all Non-employees will require HR approval and 
background check and waiver of liability. 
 
Marketing and Promotion 
 
It is the responsibility of the Faculty leader to promote and market their program though SCGIP 
will provide promotional assistance through the Center’s website, the annual Study Abroad Fair, 
the anual Passport to the Future Event as well as promotional material displayed at the Center. 
Promotion can be in the form of flyers/brochures to be distributed to students in your classes as 
well as in other classes that you deem appropriate. The flyers can also be made available at SCGIP.  
Visit classes that may be considered natural feeders to the program. Invite students to info-
sessions/open houses. Participate in the Spiegel Center’s annual Study Abroad Fair that takes place 
every September as well as the University’s annual Academic Expo. Electronic information can be 
shared through PDQ and promotional material can be submitted to the Hawks Herald.  
 
Marketing & Recruitment: This is one of the faculty director’s primary responsibilities.  
SCGIP will print program information sheets and conduct general marketing efforts for all of 
the short term programs being offered during each term to assist in recruitment. Faculty 
leaders are expected to initiate recruitment efforts as well.  
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VII. STUDENT APPLICATION PROTOCOL  
 

Student Application 
 
Students apply online at the Spiegel Center Abroad office website 
http://rwu.abroadoffice.net/welcome.html    
All applicants will be required to complete 2 ONLINE forms – the Program Application and the 
Health Form 
 
“Bridging the World” Study Abroad Scholarship  
 
Roger Williams University offers the “Bridging the World” scholarship to all students interested in 
enrolling in a Short Term Study Abroad program. There are 2 criteria: awards based solely on 
academic performance or awards based on a combination academic performance and financial 
need. Information and application forms are available at the Spiegel Center or can be downloaded 
from the Center’s website http://www.rwu.edu/academics/centers/cgip/resources/ 
 
Deadlines for the Scholarship Application are as follows: 
 
Winter Intersession,    October 1st 
Spring Break     December 1st 
Summer Sessions    March 1st 
 
Academic Review 
 
Academic requirements for the program are determined by the Faculty leader. All students 
academic records will be reviewed by the faculty leader and the Center. Disqualification based on 
academic record will be at the discretion of the faculty leader in consultation with the Spiegel 
Center. 
 
Judicial Review 
 
All student applicants will be subject to a judicial review. Disqualification based on judicial record 
will be at the discretion of the faculty leader in consultation with the Spiegel Center and the 
Office of Student Conduct and Community Standards. 
 
Student Conduct, Waiver of Liability & Refund Policy Forms  
 
All students are required to read and sign the Universty’s Student Conduct Agreement and it’s 
Waiver of Liaility and Hold Harmless Agreement and the Refund Policy form before they are 
allowed to participate in the program. 
The Center will send forms to the Faculty leader to be completed by the students.  
 
 
Student Payment Procedures and Deadlines 
 
**NOTE: Faculty leaders have the discretion to require interested students to pay earlier 
than the than the Universty’s deadlines indicated below:  
 
 
Winter Intersession     Final Payment   December 1 
 
Spring Break     Final Payment  January 5 
 
Mini-Mester/Summer Sessions   Final Payment  April 1 
 
 
STUDENTS MUST SUBMIT PAYMENT TO THE BURSARS OFFICE NOT TO THE FACULTY LEADER.
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Registration 
 
Upon submission of final payment the student will be registered for the program by SCGIP. 
 
 
Airfare 
 
The Program fee does NOT include airfare.  
 
Faculty Leaders are responsable for booking the group flight and students must pay the travel 
provider/agent directly. The Spiegel Center will pay for the faculty-leader(s) airfare and charge 
towards their program. 
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VIII. PRE-DEPARTURE PREPARATION 
 

 
Materials and Information 

 
Develop and send the following program materials to the Spiegel Center (hard copy and digital 
version in Word; Word is easier to translate into PDF format for the web): 

1. Program Itinerary  
2. Emergency Contact Sheet - list of contacts (people and places) for each location 

overseas; 
3. List of all host country travel, accommodations and excursion providers 

 
Student Orientation 
 
Emergency contact Information – Provide students with a list of your program’s itinerary with 
contact information for each destination throughout the duration of the program 
  
Safety and Security Issues – Address the students regarding culturally specific information about 
the dos and don’ts for the country/ies where the program will be traveling.  Provide a list with 
anything that will impact the student’s safety in that culture (e.g., clothing, behavior, alcohol, 
drugs, laws, specific areas to avoid, etc.); anything that will help students “fit in” as much as 
possible, or at least not commit a major cultural faux pas, which may impact their safety. 
 
Students Rights and Responsibilities - Students must be informed of their responsibilities as a 
representative of the Program, Roger Williams University and as a citizen of the United States. 
When they are abroad they are subject to the local and national laws of the host country. 
 
Removal from the program - Students should be informed that the Faculty leader and/or the 
University reserves the right to remove a student from a program if they consider a student has 
violated any standards of conduct that the Faculty leader has outlined or otherwise governing 
student behavior. All costs associated removal from a program will be the student’s 
responsibility. 

 
Student Health Care - All RWU and Non-RWU student participants must have medical insurance to 
participate in any RWU study abroad program.They will be required to identify their insurance 
when completing the Roger Williams University Waiver of Liabilty ang Hold Harmless Agreement.  
 
Students who do not have insurance will be required to purchase the University’s student insurance 
plan for the duration of the program.  Under this plan – Frontier/MEDEX - students are eligible for 
global emergency medical assistance services when traveling 100 miles or more from his/her 
permanent home or campus address or abroad.  Services are accessible 24 hours a day, 365 days a 
year and are provided by MEDEX Assistance Corporation. Students are issued a Medex card which 
provides access numbers for assistance. 

 
Outside of the United States students need to keep in mind that doctors, hospitals and clinics like 
to be paid in cash when their services are rendered due to the fact that the service is considered 
“out of network”. 
Expect to pay in full when leaving the hospital or doctor’s office.  Most foreign physicians and 
hospitals are familiar with health insurance forms and should be willing to complete these so that 
the student can be reimbursed later. 

 
Students should be reminded to save the receipts from their doctor visits and prescriptions. Have 
all bills itemized in legible English, detailing all diagnostic and therapeutic procedures performed 
as well as the discharge diagnosis.  Normally, there is no problem if it is treatment for an 
emergency, but certain elective procedures, such as cosmetic surgery, will not be covered. 
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Cell Phones - It is required that the Faculty leader/s will have a cell phone at all times during 
the program. 
 
Student cell phone usage is optional. Information can be provided on options for student cell 
phone usage. Depending on the location and duration of the program Faculty are expected to 
maintain a list of student cell phone numbers in case of an emergency. 

• Students can either use their current cell phone – advise checking with provider regarding 
potiential fees and service coverage/limitations. 

• Rent or buy a phone upon arrival. Though information can be provided the University does 
not recommend any particular service provider or company. 

 
 

  



 17 

IX. ILLEGAL DRUGS AND ALCOHOLIC BEVERAGES GUIDANCE AS IT 
APPLIES TO STUDY ABROAD PROGRAMS 

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

 
Safety and Security Steps: 
 

1. Prior to departure or upon arrival in the program country a complete manifest of all 
participants, as well as a detailed description of the faculty-led program can be sent to 
the Embassy or Consulate in the country in question thru the STEP Program. 
U.S. Embassy registration for U.S. travelers:  https://travelregistration.state.gov/ibrs.  

 
2. It is expected that the Faculty leaders check in with SCGIP upon arrival in the country and 

upon return home.  
 

3. The SCGIP monitors the US State Department web site on a frequent basis and is on the list 
serve to receive new travel warnings and public announcements.  Every country has a 
consular information sheet with basic information about that country; this level of 
information does not indicate a heightened level of concern for safety and security. A 
public announcement is the next level of information produced for a country, and this 
indicates a need for heightened awareness because of specific existing (and usually short-
term) conditions that impact safety (e.g., elections, volcanoes, increased crime, potential 
for protests, etc.).  Finally, a travel warning is the most significant declaration and 
indicates that there are real dangers present in the country for Americans traveling there.  
In most cases, the State Department will close embassies and consulates in countries with 
travel warnings.  If a study abroad program is held in a country with a travel warning, we 
will cancel (or evacuate the program, if it has already started).  If there is a public 
announcement, we will need the faculty leader to work with us to communicate with 
embassy and consulate officials on the ground in the host country to discuss specifics 
of the travel itinerary and whether or not changes should be made in the program in 
light of new security information. 

 
4. All study abroad participants are provided a mandatory pre-departure discussion 

highlighting information about cultural differences, health and safety issues, do’s and 
don’ts.  In addition, the travel information and advisories are reiterated as necessary. 

 
5. Regarding safety and study abroad, the SCGIP agrees to abide by NAFSA’s Responsible 

Study Abroad:  Health and Safety Guidelines.  
 

6. If any information becomes available from any source, which is unclear, undetermined, or 
otherwise difficult to interpret in terms of making a safety decision, the SCGIP or faculty 
director/s shall call directly to the US Embassy or Consulate in the country in question to 
arrive at a clarification and assessment of our concerns.   
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XI. CRISIS MANAGEMENT PLAN 
 

The SCGIP has developed a plan to assist faculty in times of crisis.  This plan provides specific steps 
to help faculty through student crisis situations in the midst of very difficult and trying times.  This 
plan also helps with record-keeping not only to aid a student through a crisis event but to protect 
the faculty member and the university against possible legal repercussions.  The crisis 
management plan is important for all faculty leaders regardless of the administering unit (The 
Spiegel Center or otherwise).  Familiarize yourself with the crisis management plan listed below.  
In addition to this generic plan, the Spiegel Center (SCGIP) staff will ask you to participate in a 
discussion and planning session to outline specific crisis and evacuation plans for your particular 
program well before departure and to insure that there is time to implement any necessary 
precautionary measures. 
 
Conditions Requiring Crisis Management 
 
The following conditions require the Program Director/Faculty member to contact the Spiegel 
Center for Global and International Programs (SCGIP).  These conditions are not all inclusive: 

• Serious illness, injury, or death; 
• Emotional or psychological stress that requires intervention or medical attention; 
• A participant is the victim of a crime(e.g., theft, assault, rape, harassment) or is accused 

of committing a crime; 
• An in-country security situation arises (e.g., political uprising, terrorist threat or activity, 

natural disaster); 
• Conduct issues that the Faculty Director deems serious; 
• Any other security situation that could warrant concern. 

 
Response Procedures 
 
After consulting with SCGIP, crisis response protocols should be adhered to by the Faculty Director.  
This would be done in conjunction with on-site personnel and host country partners.  
 
Immediate Action in a Crisis Event 
 

1. Separate individuals from the accident if the possibility exists of further injury. 
2. Assign someone to call for emergency personnel to attend to the scene (either local 

personnel or travel assistance policy provider in cases of remote locations.) 
3. Work with travel assistance provider and local medical professionals to arrange for full 

medical examinations as soon as possible to determine head or internal injuries. 
4. Begin following procedures based on the type of crisis event and the result (i.e., sexual 

assault, arrest, death). 
 
Arrest of an RWU Faculty-Led Study Abroad Program Participant 
 
RWU administrators and program leaders play a limited role when a participant is alleged to have 
committed a crime.  It is important to remember that the laws of each country apply, NOT U.S. 
laws.  Therefore, the response by RWU can only be limited.  RWU requests that the faculty leaders 
be responsible for the following: 
 

1. Take the steps necessary to get as much information as possible concerning the arrest 
including: 

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

2. Notify the US Embassy consular officer immediately and travel assistance policy provider. 
3. Notify the SCGIP with details of the situation thus far. 
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4. RWU cannot recommend or provide an attorney; however, the program participants can 
request the assistance of the State Department in this area. 

5. DO NOT call any family members or next of kin unless a) you have confirmed the arrest and 
either b) the individual – if 18 or over --  has given you his/her written consent or c) the 
individual is under 18 years old. 

6. Pending consent, notify the next of kin listed on the participant’s emergency information 
sheet.  Provide the family member with the name, title, telephone number, fax number 
and address of the US Embassy or consulate who you have notified regarding the arrest.  
Be careful that you indicate only that the person has been accused, and do not indicate 
whether you believe the individual is guilty. 

7. If the group must leave the location of the detained student, be sure to pack an 
appropriate amount of clothing items, money and other necessities, to provide to the US 
representative in the host country so that they can be given to the detained participant(s) 
when possible. 

8. If possible and if it does not jeopardise the rest of the group visit the arrested student 
wherever he/she is being detained.  Do your best to calm the arrested person so that 
he/she understands the process he/she will be facing.   

9. In some countries, an arrested individual may be released upon payment of a “fine” or 
other fee.  Before proceeding with this option you MUST consider the seriousness of the 
allegation and whether it warrants any intervention (e.g., if someone is jailed for not 
paying a bill at a restaurant and you gain the individual’s release by payment you should 
do so.  On the other hand, if the individual has committed a serious crime you should let 
the US officials determine the best course of action).  

10. If there is a language barrier get a local contact or contact the travel assistance policy 
provider to provide a translation when you visit the individual being detained. 

11.  Provide a written report to the SCGIP as soon as possible after the incident has occurred, 
summarizing what has occurred and the action taken.  Provide periodic updates to the 
director of the Spiegel Center. 

12. Detail the outcome or action related to the arrest in a report to the Spiegel Center.  
Include the following:  Charges dismissed?  Agreement reached?  Found guilty/not guilty?  
Deportation? What was the sentence handed down?  Where will the sentence be served? 

 
Sexual Assault Crisis Management 
 
Sexual assault is a violation of RWU behavior standards and can result in dismissal from the RWU 
Study Abroad program if the perpetrator is enrolled in the program.  Sexual assaults can take place 
not only where the victim is assaulted physically, but also emotionally and psychologically as well.  
Extra sensitivity is needed when handling a report of sexual assault.  It is very important to involve 
mental health professionals when a sexual assault is reported.  A physician should evaluate the 
individual for medical treatment as well. 
 
The first priority is to meet the immediate needs of the individual from a medical and 
psychological standpoint.  When appropriate, the matter should be reported to local authorities.  
Many sexual assault victims have feelings of shame, guilt and anger because of their experience.  It 
is critical that you provide medical, emotional and psychological support to the individual.  
However, due to the sensitive nature of the event, all of those involved in this crisis must accept 
their responsibility to maintain strict confidentiality on the matter. 
 
The following information should be obtained when a sexual assault is reported: 

a. Name of person reporting the incident 
b. Name of the victim 
c. Status of the victim 
d. If not the victim reporting, how does the person know of the assault? 
e. Date, time and place of the assault and what occurred 
f. The assailant (if unknown, ask for a description) 
g. Location of victim 

 
The following immediate actions should take place: 



 21 

a. If you are first on the scene or the first contacted, the victim may be in shock, 
physically hurt and very emotional.  In many cultures, society will blame the victim in 
the case of sexual assault.  Assure the victim that she/he is not at fault and did not 
cause the assault to occur, and that the responsibility for the assault is placed on the 
perpetrator alone.  Your first objective is to care for the victim’s medical/emotional 
needs. 

b. If the victim has chosen not to contact local authorities, encourage him/her to let you 
report the incident to the local authorities (seek help from the US State 
Department/Embassy if necessary). Be advised that the laws concerning sexual assaults 
as well as the punishments, vary greatly from country to country and the victim should 
be made aware of this once the faculty leader has been able to establish what local 
laws and procedures apply. 

c. Determine if the individual wishes to contact a relative in the US.  Facilitate 
communication between the student and the parent. 

 
Follow up actions: 

a. If possible, a mental health professional should discuss with the student, the options 
available including medical evacuation or a return home to deal with the trauma. 

b. If the student decides to return home, assist in the coordination of all return 
arrangements, including the notification of parents (as discussed with the student). 

c. If the student decides to remain in the program, discuss the possible need to provide 
different academic arrangements should this incident impact the student’s ability to 
function in his/her classes. 

d. Keep a detailed log of all events related to the situation.   Complete a report to the 
director of the Spiegel Center, who will include it in a follow-up report to RWU’s general 
counsel.   
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XII. POLICIES AND PROCEDURES IN THE EVENT OF CANCELLATION OR SUSPENSION OF THE 
PROGRAM 

 
It is imperative to all who read these procedures to remember that these initiatives are listed here 
as general guidelines. In times of great duress, these guidelines will aid the faculty, staff and 
directors of both the on-site and US institutions. The descriptions of the decisions and 
communication procedures may include but are not limited to those outlined below. 
 

I. Criteria 
 

The decision to suspend or cancel the Study Abroad Program, both short term and 
semester long, will be determined by Roger Williams University based on conversations 
and communications with the following:  
1. The US Embassy officials in the affected country;  
2. The US State Department officials assigned to affected countries; 
3. The American Association of College and University Programs in Italy 

(AACUPI)/Britain, Overseas Security Advisory Council (OSAC) and any other 
advisory group that may offer relevant counsel. 

 
In addition, decisions will be based on assessment of the following events (not in rank 
order):  
1. Travel warnings and/or specific directives by the US State Department and/or US 

Embassies; 
2. Significant terrorist activity, or threats thereof, in host country; 
3. Wide-spread civil unrest, violence and/or rioting; 
4. Natural disaster that has caused widespread disruption of public  utilities or 

services; 
5. Declaration of war by or against the host country.  
 

II. Communication Procedures for Cancellation and Evacuation 
 

Upon decision and approval to cancel or suspend the program, Emergency Procedures 
(including re-entry procedures) will be in effect. Under Emergency procedure, the first 
step is communication.  
 
In the event that the US Embassy officials and/or the US State Department 
communicate that the students must be evacuated, and thus the program cancelled, 
then the Program Director, after contacting the Spiegel Center for Global and 
International Programs, will call an immediate meeting to communicate directly to the 
students the procedure for their re-entry into the US.   

 
Students will be required to inform parents or relatives immediately in the event that 
the Program Director decides to move the students and/or cancel or suspend the 
program.   
 
Communication with students will be through direct dialogue with the Program 
Directors, and also via phone, email and written correspondence as the situation may 
dictate with copies to the Spiegel Center for Global and International Programs.   
The Spiegel Center for Global and International Programs will be regularly updated on 
developments to help dispel unfounded rumors and disseminate useful information to 
parents and relatives of students in the program.  

 
III. Emergency Evacuation Procedures 

 
 Under a cancellation decision, Emergency Evacuation Procedures will be in effect.  
 

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

 
IV. Suspension of Program   

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

V. Procedures for Both Suspension and Cancellation 
 

A. If students are on an organized excursion outside of the program city, 
the Program Director in charge of the excursion shall take the group to a 
secure hotel and contact the Spiegel Center for Global and International 
Programs for instructions.   

B. If students are traveling independently, an effort will be made to 
contact them according to the contact information and itineraries they 
have left with the program staff. Students will be advised as to the 
proper course of action.  

 
VI. Withdrawal Policy 

 
As stated in the Waiver Form signed at Roger Williams University before the student 
departure, students are fully aware of the risks of acts of terrorism, knowing that 
these conditions may be hazardous to their personal property and their own self. In the 
case of program cancellation and/or students’ early withdrawal from the Program, 
Roger Williams University is not liable for any financial remuneration to the student 
and/or academic credit to the students’ transcript. 
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XIII. RE-ENTRY PROCEDDURES 
 
PROGRAM ASSESSMENT 
 
It is suggested that the students complete an academic assessment provided by the Faculty 
leader(s)’ department as well as the Program Assessment Questionaire provided by the Spiegel 
Center on the final day of the program before returning to the U.S. 
Have all program assessments submitted to the Spiegel Center upon returning to the University. 
 
FINANCE - RECONCILING YOUR PROGRAM’S ACCOUNT 
  
Make an appointment with the Finance Office for a De-Brief to reconcile your travel advances and 
discuss the program’s profitability.  
Please check Appendix D “Budgeting and Reimbursement Procedures for Faculty-led Study 
Abroad Programs” or check the Spiegel Center website: 
 
Complete the travel advance worksheet provided by the Finance Office with all of your receipts 
attached – include exchange rate calculation. The form must be signed by the traveler and the 
Spiegel Center. 
* http://www.rwu.edu/depository/cgip/budgeting%20_reimbursemt_proceedures.pdf 
 
A PAF will be completed and submitted to HR by the Spiegel Centerforms for faculty course 
stipend and director’s fee.  
 
SPIEGEL CENTER DE-BRIEF 
 
Contact the Spiegel Center to make an appointment for a program de-brief. This is especially 
helpful for both the faculty leader(s) and the Center to discuss the relative success of the program 
and share concerns, problems that were encountered that may be rectified if the program is to be 
offered again.  

 
REENTRY SEMINARS/EVENTS 
 
While still in the field, students should be encouraged to recognize and reflect on the personal 
growth they have undergone as a result of the program and prepare for the potential of “reverse 
culture shock”. 
 
A key to insuring a positive experience for the student upon reentry is a structured series of 
interactions after returning to the home campus. This can be in the form of seminars or events 
(e.g., dinner or a pizza party etc.) 
 
These events are probably the most important phase in a study abroad program for sustained 
learning to be established yet it is also the phase that is most often neglected. After the intense 
togetherness of their short term program it is an excellent opportunity for faculty and students 
to reconnect and collaboratively reflect on the experiences they have shared. 
 
Students can also be given the opportunity to talk to other students about their experience both 
for future recruitment and pre-departure orientation seminars as well as activities sponsored by 
the Spiegel Center for Global & International Programs. 
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  Appendix A  
 

Timelines – Submission of Faculty-led Program Proposals 
 

NEW PROGRAMS - Proposal Deadlines 
 
All new program proposals must be submitted at least 12 months prior to the start of the 
proposed program to allow sufficient time for academic and logistical vetting by the University, 
recruitment of students and to meet the University fiscal year budget deadlines.  
 

• Winter Intersession: December 20th 
• Summer Session: April 15th 
• Spring Break:  March 15th    

RENEWED PROGRAMS – Proposal Deadlines 
 

• Summer program proposal: September 1st  
• Winter Intersession:  May 1st  
• Spring Break:    June 1st  
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APPENDEX B 
 

STUDENT APPLICATION & PAYMENT DEADLINES 
 
 
Student Applications - Deadlines 
 
Students apply online at the Spiegel Center Abroad office website.  
http://rwu.abroadoffice.net/welcome.html    
 
 

• Winter Intersession   October 1 

• Spring Break   November 15 

• Summer Session  February 15 

 

 
“Bridging the World” Study Abroad Scholarship - Deadlines  

 
Information and application forms are available at the Spiegel Center or can be downloaded from 
the Center’s website http://www.rwu.edu/academics/centers/cgip/resources/ 

 
• Winter Intersession,  October 1st 

• Spring Break   December 1st 

• Summer Session  March 1st 

 
 
Student Payments - Deadlines 
 
**NOTE: Faculty leaders have the discretion to require interested students to pay EARLIER 
than the than the Universty’s deadlines indicated below:  
 
 

• Winter Intersession    Final Payment   December 1 

• Spring Break    Final Payment  January 5 

• Summer Sessions   Final Payment  April 1 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix C 
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Budgeting & Reimbursement Procedures for Faculty-led Study Abroad Programs 

Preparing the budget 

• Complete a request for program template found on the Spiegel Center web site. The 

template describes the academic program and also contains an excel budget template. 

• The budget is calculated based on your best estimate of number of students attending. 

• Once approved, the budget will be returned to you with GL numbers. Please make sure you 

charge expenses to the appropriate budget lines. 

• It is understood that a change in student headcount will result in some budgeted items being 
under or over. 

• The correlation between revenue and expenses should stay substantially the same. 

• The approved program fee will not be modified. 

Payment for expenses 
• A final student roster must be approved by the Bursar and, through the Spiegel Center, 

Judicial affairs before Finance can make any payments related to the program. 

• RWU prefers to pay as many expenses as possible directly to the vendors. Prepare requests 

for hotel, airfare, and any other items that can be paid this way. Faculty leaders must give 

the University at minimum 72 hours notice to process check/credit card requests or 

wire transfers. Invoices and pertinent supporting documents must be submitted with 

request. 

• If you do not have a Faculty-led program credit card you must request one through the 

Spiegel Center. 

• Upon receiving your card actívate it and assign  yourself a PIN. This must be done in 

the US prior to departure. 

• Based on final roster and expense paid to vendors prior to departure Finance will 

determine a value to be put on the card. This will be funded a few days prior to departure. 

Cash for expenses that must be paid on site can be loaded onto the credit card 

• Meet with Finance to discuss use of credit card at least 3 weeks before departure. 

• Keep receipts for all transactions. 

Reconciling  Your Program Upon Return 

• Upon your return (within 10 days) submit your completed travel advance worksheet with all 

receipts attached. The form must be signed by the traveler and the Spiegel Center. 

• Meet with the Finance Office to review travel advance reconciliation and your travel 

advance. 

• If the advance is less than the total expenses, you will receive a check for the difference 

• The Budget review will be conducted with the Finance Office & the Spiegel Center to 
determine program profitability and accuracy in recording expenses.  
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Appendix D 
 

Important Information for Students Studying or Traveling Abroad* 
 

The following is a list of do’s and don’ts for all students studying or traveling abroad: 
 

1. Keep a low profile.  Try not to draw attention to yourself through your dress, speech or 
behavior. 

2. Avoid crowds, protest groups, or other potentially volatile situations, as well as any 
establishments or places where Americans are known to gather. 

3. Be aware of the news.  Read any local newspapers and speak with local officials to learn 
about any potential disturbances.  Do not get involved with any disturbances or protest 
groups. 

4. Report any unexpected packages or unattended packages, luggage or parcels especially in 
airports, train stations and other areas of public access. 

5. Report to authorities any suspicious persons loitering around residence or instructional 
facilities, or if they are following you.  Keep your residence locked and use common sense 
in divulging information to strangers about your program or about fellow students. 

6. If you travel to countries beyond your program site or off your program’s itinerary and 
expect to be there for more than one week, register upon arrival at the US Consulate or 
Embassy having jurisdiction over your location. 

7. Make sure the resident director (if applicable), host family, foreign university or program 
director who is assigned responsibility for your welfare always knows where and how to 
contact you in case of an emergency.  If traveling, even if for only overnight, leave an 
itinerary. 

8. Know the local laws.  DO NOT assume that because something is legal in the US that it is 
legal elsewhere.  Not all laws and systems of justice are universal. 

9. Always use a bank to exchange money.  Do not exchange any money on the street.  Do not 
carry more money on you than you need for the day and carry your credit cards in a safe 
place. 

10. Do not excessively consume alcohol or be under the influence of drugs that impair your 
judgment. 

11. Buddy up – do not go out alone. 
12. Female travelers should always dress conservatively.  Do not encourage any unwanted 

attention.  Be aware that some men from other countries, because of cultural differences, 
may mistake the friendliness of American women as romantic interest.  Everyone should 
avoid walking late at night in a questionable neighborhood.  Do not agree to meet anyone 
in a secluded place. 

13. All students should prepare a family communications plan for regular contact with their 
parents, guardians, families or those who may need to know their whereabouts. 

 
 
 _______________________ 
*Information in this document is based on Promoting Safety Abroad by William Hoffa The Parent’s 
Guide to Study Abroad and NAFSA’s Guide to Education Abroad for Advisors and Administrators 
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Appendix E 

   U.S. State Department Tips for Traveling Abroad* 

 

For detailed information about steps you can take to ensure a safe trip, see How to Have a 
Safe Trip.  Meanwhile, here are some quick tips to make your travel easier and safer:    

• Register so the State Department can better assist you in an emergency:  Register your 
travel plans  with the State Department through a free online service at 
https://travelregistration.state.gov.  This will help us contact you if there is a family 
emergency in the U.S., or if there is a crisis where you are traveling.  In accordance with the 
Privacy Act, information on your welfare and whereabouts will not be released to others 
without your express authorization. 

• Sign passport, and fill in the emergency information: Make sure you have a signed, valid 
passport, and a visa, if required, and fill in the emergency information page of your passport. 

• Leave copies of itinerary and passport data page: Leave copies of your itinerary, passport 
data page and visas with family or friends, so you can be contacted in case of an emergency. 

• Check your overseas medical insurance coverage: Ask your medical insurance company if 
your policy applies overseas, and if it covers emergency expenses such as medical 
evacuation.  If it does not, consider supplemental insurance. 

• Familiarize yourself with local conditions and laws:   While in a foreign country, you are 
subject to its laws.  The State Department web site at 
http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html has useful safety and other 
information about the countries you will visit.  

• Take precautions to avoid being a target of crime: To avoid being a target of crime, do not 
wear conspicuous clothing or jewelry and do not carry excessive amounts of money.  Also, do 
not leave unattended luggage in public areas and do not accept packages from strangers. 

• Contact us in an emergency: Consular personnel at U.S. Embassies and Consulates abroad 
and in the U.S. are available 24 hours a day, 7 days a week, to provide emergency assistance 
to U.S. citizens.  Contact information for U.S. Embassies and Consulates appears on the 
Bureau of Consular Affairs website at http://travel.state.gov.  Also note that the Office of 
Overseas Citizen Services in the State Department’s Bureau of Consular Affairs may be 
reached for assistance with emergencies at 1-888-407-4747, if calling from the U.S. or 
Canada, or 202-501-4444, if calling from overseas.  

 

 

* From U.S.Department of State website:  
http://travel.state.gov/travel/tips/tips_1232.html#student_travel 
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APPENDIX F 
 

USEFUL WEBSITES 
 
 

• The Spiegel Center – Faculty-led Study Abroad Programs - Faculty Information & Forms:  
 

http://www.rwu.edu/academics/centers/cgip/faculty/ 
 

• Embassy Registration for US travelers: https://travelregistration.state.gov/ibrs. 
 

 
• Safety Tips from the U.S. State Department 

 
http://travel.state.gov/travel/tips/tips_1232.html#student_travel 
 
 

• Please check the Center for Disease Control’s website for the blue sheet (Summary of 
Health Information for International Travel)  

 
http://www.cdc.gov/travel/  This website updates on a regular basis to give travelers 
the most current country information. 
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APPENDIX  G 
 

RWU EMERGENCY CONTACT INFORMATION 
 
 

Roger Williams University Public Safety    (401) 254-3611 
(24 hour Emergency Line) 

 
Spiegel Center 24 Hour Emergency Contacts 
 
  
Marcy Farrell  (401) 835-8359   mfarrell@rwu.edu  
 
Kevin Hayden   (401) 339-4145   khayden@rwu.edu 
 
 
Spiegel Center  - Office hours: 8:30am - 4:30 pm  401- 254-3899        
    
 


