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Madison College
Center for International Education
Mission Statement
Vision: Madison College provides opportunities, experiences, and curriculum
that prepare our students and community for life and work in a globally
connected world.
Mission: The Center for International Education facilitates comprehensive
internationalization of the college and cultivates global competencies within our
students and community.
Implementation of internationalization encompasses:
• Study Abroad opportunities that transform student lives through meaningful
cross-cultural experiences.
• International Student integration that contributes global perspectives to the
campus and community.
• Curriculum that integrates global competency into student learning.
• Coordination of a college-wide Interdisciplinary Global Studies Certificate.
• Faculty and staff development that fosters global understanding and
expertise.
• Intercultural programming that enriches our diverse campus community.
• Partnerships and outreach with international and community organizations,
institutions, businesses, and other stakeholders.
• Engagement with professional organizations that promote international
education locally, regionally, nationally, and internationally.
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Holistic Internationalization: The Center for International Education strives to
integrate comprehensive internationalization in a holistic approach. Each pillar of
international activity supports and adds synergy to provide a dynamic program of
cultural learning and global competency development.
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Global Competencies
The following learning outcomes have been identified for the Global Studies
Certificate:
1. Cultural Awareness
Demonstrate awareness of and sensitivity to other cultures’ norms,
practices, and actions while at the same time recognizing,
acknowledging, and appreciating individual difference.
2. Intercultural Communications
Communicate effectively and respectfully with diverse peoples in
intercultural teams and work groups.
3. World Languages
Speak and write in another language while recognizing and respecting
the importance of language diversity (all languages) in global
communication.
4. International Travel
Exhibit preparedness/readiness for international travel including the
abilities to assess and respond to health and safety risks and the ability
to adapt to unpredictable situations.
5. Global Citizenship
Recognize self as a part of global culture by demonstrating awareness of
the interdependence of global systems; by understanding how the U.S.
may be perceived world-wide; by solving problems with multiple
perspectives and variables; and by making globally responsible
decisions.
6. Global Work Skills
Apply global perspectives to the work place through the use of
appropriate technology for international communication, the ability to
collaborate with diverse co-workers, the ability to adapt to variances
between cultures in occupational processes, procedures and practices,
and through recognizing the impact of the global economy on various
occupations and professions.
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Conceptual Planning for Travel With Students Abroad
The first step in the process of developing an international education
program is to clearly identify the nature of the experience you would like to
create for students.
This will help you refine your own thinking about the program before taking it
to the next stage of proposal development. Having solid answers before
seeking program approval will help avoid having your proposal rejected
prematurely, and may lead to reconceptualization of your program to better
improve overall outcomes and student learning.
The following questions are meant to serve as tools for refining your program
concept. Project feasibility will generally depend on having well-researched
and considered responses to these questions. If particular questions appear to
be not applicable to the specific program you have in mind, be sure that you
can articulate the relevance or irrelevance of the issues raised by the question.
Thorough and thoughtful answers to these questions will help you significantly
in the development of your formal program proposal and as a guide to the
development of a high-quality program in general.
Initial Program Design:
1. What is the length of the program envisioned (one-week, two-weeks,
five-week summer program, full semester, other)?
2. Will the program be a stand-alone experience, or will it be part of a longer
course or other pre/post work context?
3. What is the nature of the site(s) of the experience?
4. Does the college or academic department have an agreement or other
existing partnership with an educational institution at the site of the
proposed program? If so, what is the nature of that relationship and how
would this program relate?
5. Will you handle program logistics and design yourself, or will you work
with an educational travel company or travel agent?
Program Development:
1. What are the learning objectives of the program?
2. How will those learning objectives be articulated to participants?
3. How will these objectives be measured and assessed?

4. How will the overall program be assessed for quality improvement and
success?
5. Who can participate in the program? Are there any admission
requirements in addition to the Center for International Education
application requirements? Are there any prerequisites?
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Curricular Connections:
1. How does this program address the learning needs of the sponsoring academic
program or school?
2. What kind of academic course credit will be offered as part of participation in this
program? How many credit hours? Will the course meet specific program
requirements or will it be elective credit? Will credits be associate degree or
college transfer? Will there be a variable credit option?
3. Is there a syllabus or reading list developed in conjunction with this program?
4. What methods of instruction will be utilized?
5. How will student performance be assessed/evaluated?
6. How will academic rigor and integrity be ensured?
Design for Learning:
1. What can students learn by participating in this program that they could not learn
at their Madison College home campus?
2. To what extent will students experience a cross-cultural immersion? How will that
experience be developed as part of the program?
3. What learning resources will be provided for students to allow them to take full
advantage of contextual learning in their international environment?
4. How will experiential learning be integrated into the academic structure of the
program?
5. What follow-up activities will be conducted after students return?
Language:
1. What is the (primary) language spoken at the site or sites of program travel?
2. Will the program be taught in English or in combination with a foreign language?
3. If second language ability is required, how will sufficient language proficiency be
evaluated, and is there a sufficient base of students with language proficiency to
make this program feasible?
4. If language instruction is part of the program, what methods of language
instruction will be used? Will foreign language credit be offered? If so, how will
proficiency and course equivalency be established and measured?
5. If taught in English in a non-English environment, who will serve as translators
for the group, and in what contexts? Will English-speaking participants have the
ability to communicate and make their way in the local community on their own
during non-instructional time without getting lost or endangering their safety?
6. Are their slang expressions or local dialects of the language of the program site
that participants will need to understand?
Culture:
1. What efforts will be utilized to help students understand the local culture of the
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2.
3.

4.

5.
6.

7.

program site?
Are there particular cultural, religious, sexual orientation, or gender issues that
students might need specific orientation about before program participation?
Are there any particular laws or cultural norms of the host country that would
require students to behave differently than on their home campus? If so, what
would the consequences be if students did not follow the laws or norms?
Are there particular norms of appropriate clothing, personal space, or forms
of address and interaction that students might need specific orientation about
before program participation?
How will the program help to address students’ reactions to culture shock,
stereotypes, and understanding of their own identity as Americans?
Will the program entail any specific efforts to avoid the replication of
traditional stereotypes of the “ugly American” abroad? Will the students
receive any orientation regarding their role as “cultural ambassadors” or
representatives of the college during the program?
Are there any anticipated issues related to “reverse culture shock” that
students might need to be prepared for upon program completion and reentry?

Students and Participants:
1. What is the intended student population that this program is intended to
reach?
2. Are the targeted students adequately prepared to participate in such a program?
3. Is the program restricted to students enrolled in a particular program (or other
selection criteria), or open to all interested?
4. How many students will be included in the program? What is the minimum and
maximum number of participants that can participate?
5. Will participation be open to non-students (spouses, companions, community
members, etc.)? If so, how will you balance the needs or interests of non-student
participants with the need to maintain educational objectives? What type of credit
will non-students receive? (Please see the Center for International Education
policies on non-student travelers)
Timeline:
1. When will the program begin and end?
2. Is there sufficient time to properly prepare the travel and study portions of the
program?
3. Is there sufficient time to walk your proposal through each of the stages of
program authorization? The Center for International Education requires
proposals be submitted one (1) year in advance and no fewer than two
(2) academic terms in advance. Please see policies related to Institutional
Approval.
4. What is your timeline to begin recruitment of students for the program?
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5. What will be the application deadline? Will it vary from the Center for International
Education typical deadline dates for the time period?
Quality of Life at the Program Site:
1. What is the nature of lodging accommodations available for program
participants?
2. Do you have contacts on-site who will assist in securing housing?
3. What is the nature of instructional space available for the program?
4. Are housing and instructional spaces adequate, affordable and safe? How do
you know?
5. What administrative infrastructure is needed on-site? What supports will you
have on-site?
6. Will students have opportunities to interact with the local population? In what
ways? How will you make that interaction meaningful?
Health and Safety Issues:
1. Are there particular risks associated with the selected site that need to be
addressed?
2. What resources exist local to the program site for medical assistance, and
emergency services?
3. Are there immunizations required for travel to the site location?
4. Are there political or social issues the group is likely to encounter as a
recognizable group of Americans abroad?
5. Are there physical requirements of the field experience that might make
the trip difficult for individuals with health conditions or disabilities?
6. What provisions need to be made for student safety?
Costs/ Program Fees:
1. What are the estimated costs for housing, transportation, meals, and other
program expenses? Please contact CIE for a program budget template.
2. Is the estimated cost reasonable to market and sell the program? Is your budget
realistic?
3. What are the financial obligations of the college?
4. Are there adequate provisions for fluctuations in exchange rates or other
contingencies?
5. If you are working with an outside travel company, what contracts will be needed
and how will those be negotiated? Please note that faculty and staff are not able
to sign contracts. All contracts must go through CIE and be signed by a
Madison College Vice President.
6. What deposits will be needed for program fees and how will that effect the
timeline by which participant fees are collected?
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Institutional Approval of International Travel Programs
Approval for international travel requires formal program approval through
the International Program Application form and steps on the following
pages. The first and primary approval for any academically related
international travel lies with a faculty member’s academic dean. The dean
is responsible for determining the appropriate use of faculty time, academic
standards of the educational experience, program area course
equivalencies, and relevance to program and divisional long term goals.
PSRP or administrative staff seeking to lead international travel programs
should consult their immediate supervisor.
The Center for International Education can assist faculty and program deans in
this first stage by providing models of study, discussing options and issues
related to travel, and other aspects of planning and development of new
international programs.
The approval process also requires formal Center for International Education
and Madison College International Education Committee approval of all travel
that involves student (or community) participants. Prior to the International
Education Committee review, programs must meet the following criteria:
1.
Faculty have received and read this handbook.
2.
Faculty program leaders have participated in the half-day
faculty development training program for faculty leading students abroad (or will
have had such training prior to departure).
3.
The program has received prior approval by the faculty
member’s academic dean, and/or other appropriate supervisor(s).
The International Education Committee reviews programs based on the
following criteria:
1. Educational Value – Will provide significant contribution to learning at
program, institutional, or community levels.
2. Program Leadership – Adequate number of program leads, sufficient
content expertise, and adequate program preparation
3. Appropriateness of Site/Location – Appropriate for learning needs,
diversity of program offerings, and program safety.
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4. Adequate Planning – Appropriate budget, itinerary, logistics, and other
program details.
5. Risk Management – Adequate attention to health and safety of program
participants.
6. Strategic/Institutional Value – Promotes/Strengthens institutional goals or
strategic partnerships.
7. Assessment of Learning Outcomes and Institutional Goals – Adequate
plan to assess, record, and share program outcomes.
Subsequent approvals are also required by the Provost and President and
programs are reported to the District Board of Trustees. Prior planning to
ensure sufficient time for all stages of authorization is critical. District
board agendas and meetings are established based on a fixed calendar.
The Center for International Education requires proposals be submitted
one (1) year in advance and no fewer than two (2) academic terms in
advance.
An example of the Faculty Lead Program Guidelines, Policies, and
Application are included in the following pages for reference. Please see CIE
for the most up-to-date copy.
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Education Abroad Program Development
Guidelines

Introduction
Madison College is committed to providing quality learning experiences that recognize a diversity of
learners’ needs and interests in order to transform people and the community through continuous
learning. To that end, the college supports the development of a variety of different models and
locations for education abroad. Madison College defines Education Abroad/International Travel as:
Long term or short term travel outside the US for an individual or group directly linked to Madison
College whose goal is to benefit the development and growth of learners in a specific and measurable
way.
Education Abroad/International Travel Categories:
The programs offered through the Center for International Education reflect a variety of opportunities
for travel and learning abroad including:
• Partner, Provider, or Consortium Programs: Programs not administered directly by Madison
College, provided through college-related consortia (e.g. ICISP), partner institutions (e.g. sister
colleges), or Third Party Providers;
• Exchange Programs: A relationship with a partner college or university abroad that offers
reciprocal exchange opportunities for students or faculty to work or study at their respective
institutions;
• Faculty-Lead Programs: Credit-bearing education abroad experiences linked with a Madison
College course or courses which meets the minimum number of students enrolled and other
course requirements;
• Internships and Work Abroad Programs: Educational experiences that are primarily based in
work or field placements. Supervision is primarily conducted by a work or field supervisor,
rather than Madison College, although credit-bearing experiences may have a faculty member
of record and additional assessment activities;
• Educational Travel Programs: Although the College’s main focus is to offer credit bearing
education abroad experiences, occasionally, non-credit, short-term learning experiences may
be considered for certain programs and under certain circumstances;
•
•
•

Professional Meeting/Development*: Trips intended for staff development purposes including,
though not limited to, professional conferences, sabbaticals and other staff enhancement
experiences;
Curriculum/Learning Development*: Trips for exploration and development of curriculum/course
related opportunities, contract negotiations, exchanges, and/or other college related business;
Site Visits: Trips to review a program site location. The review may be of an existing program or
of a site location being considered as a program location.

*The last three categories will follow the approval process outlined by the Financial Services
International Travel Guidelines and Approval, rather than the program proposal process
outlined below.
It is intended that Madison College-sponsored programs and those offered through associated
consortia or third party providers complement one another and benefit the development and growth of
learners in specific and measurable ways. If it appears that proposed programs will likely be in
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competition or conflict, the International Education Committee will encourage cooperative efforts to
combine the programs or arrange for the programs to be sponsored in successive years.
General Guidelines
• Madison College will sponsor education abroad and international education experiences for
students, college faculty and staff, and members of the community.
• Madison College faculty and staff members may submit education abroad proposals
(submission outline below) to the International Education Committee with appropriate Dean
signature/approval. All proposals will be reviewed by the International Education Committee,
who will make recommendations for approval to the College. Final approval is determined by
the President and District Board.
• Madison College class enrollees and general student body will be given first preference to
participate in programs.
• Submissions shall be filed one (1) year in advance and no fewer than two (2) academic terms in
advance. The review committee may ask for clarification or additional information before
responding.
• The International Education Committee will review all submissions to determine the appropriate
number of program leads. All study abroad programs will have a minimum of two program
leaders to ensure backup and ability to respond to emergencies that may arise. Exceptions can
be made if working with a partner college that agrees to assume all responsibilities of program
management in the event that college lead is incapacitated or occupied responding to
emergency issues.
• Program lead(s) shall abide by Madison College Policy #103 related to conflict of interest and
personal gain for self or immediate family.
• Following notification of proposal approval, program leads will need to follow required college
policies (including policy #204) and procedures related to travel and travel expenses.
• Students may request participation in non-Madison College sponsored education abroad
experiences (Partner, Provider, or Consortium Programs) through the Education Abroad
Coordinator.
• Madison College will maintain a historical record of all education abroad experiences in the
Center for International Education.
Education Abroad Proposals
1. Proposal Development/Submission
The following criteria should guide proposal development and will be used by Madison College to
evaluate educational abroad experiences. All submissions must include a completed Education
Abroad Proposal Application, which will include:
Program Application Form
This form will provide the reviewers with a quick summary/overview of the proposal and
program details.
Learning Outcomes/Institutional Goals
The applicant(s) are asked to provide a description of how the experience will enhance the
growth and development of the learner, how the experience is related to the college goals and
objectives. They should also outline an assessment plan to measure the participants’ learning.
Program Description
Applicants will provide additional information on the program that can be used for marketing
purposes and to give the reviewers a better idea of the actual program.
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Budget/Funding Plan
This section shall include details of how the program will be funded, list cost to the college, and
provide an estimated budget to conduct the trip.
Travel Itinerary
Applicants will provide the anticipated itinerary/schedule of activities for the program.
Emergency Response Plan
This section will provide contact information for local partners, the nearest US Embassy, and
health care facilities. Additional Emergency Response Plans may be required for specific
program types and activities.
2. Proposal Approval Process
The review and approval process for education abroad experiences begins with a completed
application, which is submitted to the Center for International Education and forwarded on to the
International Education Committee for consideration. The committee will review the applications
using a standard rubric that verifies that it has met the proposal standards and guidelines. Then
the committee will provide a score that determines the ranking of all submissions.
The International Education Committee reviews programs based on the following
criteria:
1. Educational Value – Will provide significant contribution to learning at program,
institutional, or community levels.
2. Program Leadership – Adequate number of program leads, sufficient content expertise,
and adequate program preparation
3. Appropriateness of Site/Location – Appropriate for learning needs, diversity of program
offerings, and program safety.
4. Adequate Planning – Appropriate budget, itinerary, logistics, and other program details.
5. Risk Management – Adequate attention to health and safety of program participants.
6. Strategic/ Institutional Value – Promotes/Strengthens institutional goals or strategic
partnerships.
7. Assessment of Learning Outcomes and Institutional Goals – Adequate plan to assess,
record, and share program outcomes.
3. Education Abroad Experience Follow-Up
Post-program assessment and re-entry orientation shall be an integral part of each education
abroad program, and upon returning, all program leads will be responsible for:
• Completing academic/class responsibilities including, conducting follow up with students on
any associated class projects, and submitting grades (after confirming completion of the
Return Student Survey);
• Reminding students to complete the Return Student Survey in the Terra Dotta application
system. Grades should not be submitted for students until the survey has been completed.
• Submitting to the Center for International Education and their Dean an electronic written
abstract of the experience, including how it enhanced the growth and development of the
learner;
• Participating in an annual event (e.g.: Study Abroad fair) that will showcase the experience;
• As requested, making presentation(s) of program experience to community groups,
students, faculty, or assisting with other cultural or International Education events.
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Responsibilities of Faculty/Staff Program Leads
The duties and responsibilities for faculty and staff leads are outlined in detail in the Handbook for
Education Abroad Leaders. The handbook is provided to program leads when they complete the
mandatory Faculty Development Workshop for program leaders. The workshops are presented at
least once a year and faculty/staff are required to attend the workshop once every two years. Faculty
and staff are also required to attend the Faculty Lead Final Preparation Meeting prior to departure. It is
not recommended that probationary faculty lead programs.
Once an education abroad program has been recommended for approval by the International
Education Committee and the program lead(s) have attended the Faculty Development workshop, the
program leads will need to follow required college policies (including policy #204) and procedures
related to travel and travel expenses, including proper Workday submissions, budget development and
compliance, insurance, communication, and incident management and reporting. Any employee
traveling internationally is required to complete this approval process if traveling in an official capacity
for the district and/or any of the following apply:
• You are receiving wage compensation, (vacation is not being used)
• You are receiving discounted or free travel.
Responsibilities of the Center for International Education and/or the International Education
Committee
The Center for International Education and/or the International Education Committee shall be
responsible for:
• Assisting in the development of the proposal and/or program as needed.
• Evaluating all proposals presented for review in a timely fashion and providing feedback to
applicant(s).
• Assisting the faculty member in working with travel agents, tour operators and overseas
contacts.
• Assisting with program marketing. See Marketing and Recruitment section for more information.
• Managing all study abroad applications and pre-departure data collection (passport copies,
health information, liability waivers, etc) and any necessary follow-up for all programs.
• Collecting all student payments and providing oversight and management of study abroad
budgets.
• Enrolling all international travelers in a specialized study abroad health insurance policy.
• Working with risk management and legal counsel as needed to assess and vet proposed
locations based on safety and liability.
• Providing 24-hour emergency response during all study abroad programs, providing faculty and
students with emergency contact information while abroad, and providing first aid kits to faculty
for use abroad.
• Coordinating communications plan including international cell phone rental, satellite phone or
other communication forms as appropriate to site locations.
• Planning, organizing, and conducting orientation sessions.
• Working with Financial Aid on cost of attendance or aid possibilities for individual programs and
students.
• Consulting the Disciplinary Review Team to see if there is a history of disciplinary action on
campus for each study abroad applicant.
•
Operating programs using industry ethical and operations standards such as those
published by the Forum on Education:
http://www.forumea.org/resources/standards-of-good-practice/
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Madison College
Education Abroad Program Proposal Application
Please review the Education Abroad Program Development Guidelines and Education Abroad Program
Development and Approval Steps below prior to completing an application.
Please send the Application electronically to studyabroad@madisoncollege.edu for approval.

Submissions shall be filed one (1) year in advance and no fewer than two (2) academic terms in
advance.

Final Approval of International Travel is required before any formal travel
arrangements/agreements are completed. If all information is not available, as much
detail as possible should be given for each area.
Education Abroad Program Title:________________________________________________
Anticipated Travel Dates:_______________________________________________________
Travel Location(s):____________________________________________________________
(All countries must be listed, even those just passing through)

Purpose of Travel: Partner, Provider or Consortium
Internships and Work Abroad

Educational Travel

Exchange Programs
Faculty Lead
Other: _______________

Rationale (at least one paragraph, should identify relationship to college strategic initiatives, drivers and
departmental goals and the impact the program will have on student learning).

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________________________________
Program Lead(s):_____________________________________________________________
(At least one lead must be a District employee)

Phone Number: ______________________________________________________________
Email:_______________________________________________________________________
Indicate if program lead(s) are receiving discounted or free travel:____________________
Anticipated minimum/ maximum number of participants:____________________________
Approximate cost to participants:
____________________________________________________________________________
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Is the program a one-time or on-going experience?
__________________________________________________________________
If on-going (defined as a program that will occur annually or bi-annually), how often do you
anticipate offering the experience?___________________________________________

Transportation to be used: _____________________________________________________
____________________________________________________________________________
(List all forms of transportation to used – If approved, participating vendors will need to be submitted)

How are program arrangements and logistics arranged? Please list any outside agency and
their contact information. (self, provider, travel agent, etc.)
__________________________________________________________________________________
__________________________________________________________________________________
________________________________________________________________
Signature of Program Lead(s):
Signature indicates the desire to lead the proposed study abroad program and indicates that the faculty or staff
agree to the policies and procedures of Madison College study abroad programs and that the faculty or staff have
read and understand the Education Abroad Program Development Guidelines, the Education Abroad Program
Development and Approval Steps, and the faculty handbook.

________________________________________________Date_____________
________________________________________________Date_____________

Signature Immediate Supervisor/Division Dean:
Signature indicates support by division for the submission of this study abroad program and that agreement has
been reached with regard to division support in the funding for instructor costs and costs associated with class
coverage as appropriate. By signing, it is understood that the faculty or staff member is an appropriate choice to
lead the program and indicates approval and support of that person for this role. Please note that preference
should be given to full-time, non-probationary faculty. Part-time faculty will be considered if full-time staff are not
available or in conjunction with full-time faculty, if out of probationary status.

________________________________________________Date_____________
________________________________________________Date_____________
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Madison College
Education Abroad Program Proposal Application
Description
Program Description
The following will be used to market the program via the Center for International website and in other
formats. Please be as specific as possible and write the responses for a student audience. For
examples, please visit our website at madisoncollege.edu/educationabroad
If the program has been offered in the past and already has a website, instead please review the
website and send any changes, additions, or updates to studyabroad@madisoncollege.edu.
Program potential dates:
Overview of the program:

Course Information:

Accommodation and Meals:

Excursions:

Additional Information:

Cost for students: (include a list of included costs and a list of additional costs)
Application Deadline date: (usually 5/15 for Fall, 10/15 for Spring, 11/1 for Winter, and 2/1 or earlier for
summer; other dates as needed)
Include 3-5 photos to be included on website and other marketing materials
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Madison College
Education Abroad Program Proposal Application
Budget and Funding Plan
Budget
The Center for International Education Budget Template must also be attached. Please contact the
Education Abroad Coordinator (studyabroad@madisoncollege.edu) for the Budget Template. Only
budgets in the CIE Budget Template format will be considered. Please be as thorough as possible and
include all potential program expenses. Student costs may not be advertised to students until the
budget and price has been approved by CIE.
Funding Plan
Funding plan for travel program describing:
• arrangements for all travel, lodging and program expenses;
• explanation of any college funds being requested for any portion of the program;
• pay and/or stipend for program leads;
• classroom coverage/arrangements when faculty lead is gone;
• list of anticipated outside agencies being used for the planning and development of the program
(if applicable).
Budget and Funding Notes:
Faculty may be eligible to use CETL Professional Development Funds to offset their cost to the
program. Faculty should work directly with CETL to see if they are eligible to use these funds. If CETL
Professional Development Funds are taken into account when making the program budget, program
leads are responsible for applying for and completing necessary paperwork to receive the funds to
cover the budget line. If they fail to do so, they may be held accountable for those funds.
Program costs can be paid for with a Purchasing Card, via invoice and/ or purchase order. Invoices
and purchase orders can be paid via check or wire transfer. Wire transfers may incur additional feesplease see CIE for details. The preferred method is via Purchasing Card. Please contact the Center for
International Education on how to make payments.
In the program Budget Template, the Administrative fee refers to Terra Dotta application fees, health
insurance fees, and cell phone usage and fees. The contingency fee refers to a fee required by the
college to create and maintain a contingency fund for the use in Study Abroad emergencies or for
expense overages on programs.
If programs are open to individuals other than students such as community members, program fees
may be determined at varying levels. Please contact CIE for guidelines.
All expenses of program travel should be reconciled with receipts and documentation within 30 days of
travel.
Faculty should apply to receive a Purchasing or Travel Card for emergency use and program
expenses. Leads are responsible for all necessary paperwork to apply for and reconcile the Purchasing
or Travel Card. Please allow at least 30 days for the application process.
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Madison College
Education Abroad Program Proposal Application
Travel Itinerary
Travel Itinerary
Please include a detailed itinerary for the program. If a detailed itinerary is not yet available, a general
travel agenda with locations, potential activities, and any other details should be included. Include
international contact(s) if appropriate, transportation logistics, housing arrangements, and other
relevant information regarding the structure of the planned program. Please note that all participants
must have their own bed (except in the case where requested for an existing couple). Please plan
accordingly.
If working with an outside vendor, travel agent, or partner abroad, a formal contract between the
college and that organization will need to be signed and approved by a Madison College Vice
President. Therefore, please include the contact information for any outside vendor or travel agent and
please contact the Center for International Education for details on how to proceed with completing the
contract component.
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Madison College
Education Abroad Program Proposal Application
Emergency Response Plans
Emergency Response Plans
1) Provide any contact information for all partners, providers, or contacts abroad that could be
contacted in the event of an emergency. Include the following:
Organization Name:
Organization Address:
Organization Phone:
Contact Name:
Contact Phone:
Contact Email:
Faculty will also be provided a cell phone for program use while abroad which will be included on all
Emergency Response Plans.
2) Provide the address, phone number, and emergency number for the nearest US Embassy or
Consulate to the program.
3) Provide a list of hospital and clinic locations, phone numbers, driving routes or evacuation plan (for
remote locations), and applicable details for each location in which the program will travel.
4) Madison College has a strict rule that no alcohol can be paid for with District funds. There are very
few exceptions to this rule. Where a clear and proven educational or cultural benefit may result from
the inclusion of alcohol (such as a wine tasting to enhance a Culinary Program), a formal request must
be submitted to senior administration. Please work with CIE to draft this request, where applicable.
For these instances, please submit the following with the Education Abroad Application:
- A description of why the inclusion of alcohol is culturally or academically appropriate and the benefit
of its inclusion.
- A safety plan that will ensure the appropriate use of alcohol by students and will ensure that students
are not over-served at any point.
5) Additional Program Emergency Response Plans may be required due to program location, program
activities, or based on other criteria.
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Education Abroad Program Development and Policies
Contact CIE
Contact CIE to indicate interest and to begin program development.
Dean Approval
Prior to completing a proposal, and at approximately the same time as discussions begin with
CIE, faculty should receive approval from their Dean both for the program and for any
associated academic courses.
Proposal:
Due 1 year in advance and no fewer than 2 semesters in advance.
- Program Application Form
- Learning Outcomes/ Institutional Goals
- Program Description
- Budget/ Funding Plan (must use CIE Budget Template)
- Travel Itinerary
- Emergency Response Plan
Review
The International Education Committee reviews all proposals. Approved proposals are then
sent to the Madison College President and Board for final approval. Approval by the
International Education Committee and the Madison College Board are required before a
program can be marketed to students.
Faculty Development
Faculty are responsible for the following Faculty Development activities prior to leading an
Education Abroad program.
- Read Handbook for Education Abroad Leaders
- Attend Faculty Development Workshop (must attend once every two years)
- Attend Faculty Lead Final Preparation Meeting with CIE shortly before departure
Contracts
If working with an outside vendor, travel agent, or partner abroad, a formal contract between the
college and that organization will need to be signed and approved by a Madison College Vice
President. Contract negotiations should begin early in the program planning and development
process. All contracts must be submitted to CIE for review. CIE will coordinate Legal Council
review and approval by Madison College Vice President. Contracts must be approved and
signed before funds can be collected on behalf of the program.
All program providers (eg. lodging and/or travel support) should be reviewed for reputation and quality.
Marketing and Recruitment (2 Semesters in advance until deadline date)
Faculty involvement in promoting programs is crucial for program numbers and success.
Marketing is a collaborative effort between CIE and faculty leads. Faculty should work with CIE
staff to coordinate all marketing materials and efforts. Before a program price is promoted on
any marketing materials, CIE must first approve the budget and final price.
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CIE is responsible for the following:
- Creating and maintaining the program web site.
- Creating and distributing general Study Abroad marketing flyers.
- Planning and arranging the annual Study Abroad Fair, where programs are promoted (if
program is approved prior to the fair).
- Update and maintain the Study Abroad Facebook page.
Faculty Leads are encouraged to promote programs in the following ways:
- Provide CIE with your photos from the program or the location and suggested text for the Web
site and flyers (part of the application process for first time programs).
- Attend the Study Abroad Fair to promote your program.
- Work with CIE to create a program flyer.
- Hang the approved program flyer on office doors, department bulletin boards, in classrooms,
and give to colleagues to display.
- Go into appropriate classes to promote your program. Ask colleagues to give program
information in their classes, if you cannot attend.
- Host information sessions to discuss your programs. CIE staff will be happy to join to discuss
the application process and other details.
- Send out information on the program in department newsletters, Facebook pages, or other
social media accounts.
- Use past participants to help you recruit and get the word out!
- Post photos, quotes, and information on the CIE Facebook page while abroad to keep
students on campus updated on what is happening on the program and help generate interest
for the following year.
Terra Dotta Application
Students will apply online through the CIE Terra Dotta Application. This is an online system that
manages paperwork, communication, pre-departure information, and program evaluations. All
program paperwork should be issued through Studio Abroad. Evaluations and other materials
can be individualized per program. Please send any additional application materials,
paperwork, or other requirements to CIE to be added to the program requirements. All
information given to and collected from students should be done using this application system.
All deposits and fees are collected by CIE directly and checked off in Terra Dotta. Faculty can
access student applications in Terra Dotta, if desired.
Please note that students must complete an online application and be accepted for Study
Abroad before enrolling in associated courses.
Application Review
The faculty lead can choose to review applications in conjunction with CIE and, when required,
conduct interviews. For some programs, a committee of other faculty and staff share in the
application review and/or interview process. CIE can also make acceptance decisions, if the
faculty lead does not wish to make those decisions. Students must have completed at least 12
credits of college credits and currently have a 2.75 GPA or higher to participate on a Study
Abroad program. Semester students are also required to have completed a basic writing
course. Individual cases may be considered outside of these requirements.
Flights
CIE recommends that faculty work with a travel agent to book flights. Faculty should determine
the best flight option, have the travel agent reserve the flights, and then have students
individually pay for the flights. Airlines will not refund tickets unless they are in an individual
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student’s name, therefore, students should pay for the tickets themselves after a flight option
has been determined. This also allows students to pay via credit card, if needed. CIE has a
recommended travel agent and can assist with the process. In rare instances, faculty may pick
a flight and have students book it themselves, although this does run the risk that there will not
be enough seats on the recommended flight. For short-term programs, we do prefer that
students and faculty arrive in country together. Please note that the lowest travel grade should
be used for all transportation; this usually means second-class travel. Please contact CIE for
any questions.
Emergency Cards
CIE provides all students with a business card sized Emergency Card. This card contains
contact information for the faculty, onsite staff, and the college in the event of an emergency.
Faculty are responsible for providing CIE the necessary information for these cards via the
template included in the application.
Health Insurance Coverage
All individuals traveling abroad on college business (including college staff) must be enrolled in
international insurance for all dates of travel. Insurance is arranged by CIE and includes:
a. Hospitalization abroad
b. Clinic/ out-patient coverage abroad
c. Mental health coverage abroad
d. Emergency medical evacuation
e. Emergency evacuation of group in event of political or natural disaster
f. Repatriation of remains in the event of a death abroad
g. Faculty should review the policy and be aware (and beware) of exclusions and
limitations for pre-existing conditions, student drug or alcohol use, and/or specified high
risk activities (sports, diving, etc).
Cell Phones and First Aid Kits
CIE will provide each program with a cell phone and a first aid kit. For remote programs, a
satellite phone and additional first aid supplies may be provided. Faculty should use the cell
phone to either call or text CIE upon arrival to indicate that the group has arrived safely in
country as well as upon return to Madison. Faculty should check in with CIE either via phone or
email at least once each week of the program. During the program, the cell phone should only
be used for program support purposes, in emergencies, or to take care of a student or program
related issue. Cell phones should not be used by faculty or students for personal use.
In the event of an incident or emergency during the program, the home campus should be notified as
soon as reasonably possible after securing safety of participants (within 24 hours if not much sooner).
On Call Lead
At all times during the program there must be a designated “on-call” leader of the program who
can respond to program emergencies.
h. The “on-call” leader will carry the cell phone that program participants, the college, and
other designated stakeholders can use to call at any time. If cell coverage is not reliable
for a given location a satellite phone will be provided or a other appropriate
communication and response plan will be developed for the location.
i. The “on-call” leader will refrain from consuming any alcohol or other drugs that could
impair their ability to respond during the period that they are on call.
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j.

Program leaders will rotate responsibility for serving as the “on-call” responder.
Whoever is responsible for the on-call phone should be understood as the current
individual responsible for responding to on call emergencies.

Orientation
Prior to departure, students must attend an in-person orientation session covering crosscultural, academic and financial issues. Orientation will be divided into two components- a
general component for all study abroad participants followed by a program specific component.
Faculty leads will be asked to facilitate the program specific portion of the orientation with CIE.
CIE also tries to have past participants available at this orientation session. Before this meeting
you will receive guidelines for the topics to be covered during the session from CIE, some of
which may include:
- Learning objectives for the program
- Academic preparation before departure and the on-site academic program
- Students‘ travel arrangements to the site
- Students‘ housing
- Passport and visa matters
- Health and safety concerns
- Daily life at the program site
- Cross-cultural issues
Pre-departure orientation and materials should be reiterated upon arrival with an on-site orientation
including instructions to mitigate risk and address participant needs and expectations.
Attend Faculty Lead Final Preparation Meeting
CIE will hold a Faculty Lead Final Preparation Meeting with faculty leads to discuss final details,
provide any final materials or supplies, and to discuss case studies. Other faculty leads will be
at this meeting, when possible, so faculty can discuss strategies and share knowledge.
Family Members
Family members of trip leads should not travel with the program unless they are enrolled as
paying participants and participate as a full program participant of the program.
Minors
Madison College does not allow minors (under age 18) to travel with the program as
participants or in any other capacity.
On Site
Program leaders should monitor student health, participation, and behavior during the program to
ensure compliance with code of conduct, assist with student support, and intervene as appropriate to
support student safety and health. Suggestions include group breakfast check-in/discussions, periodic
checks on student living areas, and regular communication with any other educators or providers who
are also working to implement the program.
Any incidents or emergencies occurring on the program should be documented using processes that
comply with college incident reporting and that allow for compliance with state and federal laws for
study abroad incident reporting.
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Traveling and Educating Abroad
Leading students abroad is quite different than facilitating classroom
instruction. The logistics of travel, management of student dynamics, and
responsibilities for on-the- spot decision-making all entail significant
responsibilities not involved in traditional teaching environments. In turn,
traveling with students and facilitating learning abroad also requires a
significant shift in the role of the instructor and his or her relationship to their
students. NAFSA, The Association of International Educators has the following
to say about faculty who make the decision to lead a group of students abroad
(NAFSA’s Guide to Education Abroad for Advisors and Administrators,
William Hoffa and John Pearson, NAFSA Press, Washington, DC, 1997):
The most successful faculty leaders are those with the physical stamina
to endure long hours and a high level of interaction with students and
local contacts; the patience and good humor to deal with frequent
frustrations; and the knowledge and independence to function well in a
culture that is not their own.
If they have pedagogical duties, they need to be eager and committed
teachers who know how what they are teaching relates both to the
home campus and to the culture of the host country.
They also need to be true leaders, skilled in diplomacy, logistics, and
group dynamics. They will invariably be asked to be cultural interpreters
and analysts, helping students understand what is going on and how it
relates to things back home (or doesn’t!). Unless there is someone else
on the local scene who really knows its social, cultural, and academic
fabric, faculty must be prepared to take on the role of explaining it to
them.
Above all, faculty must be prepared to be cheerful and supportive
friends-in-need to their students, not simply authority figures.
With all of these roles and responsibilities, one may ask why anyone would
willingly assume the task for leading students abroad; wouldn’t it be easier to
stick to classroom learning? The answer, of course, is that yes, it would be
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easier to provide traditional classroom instruction, but as anyone who has
experienced international travel knows, there are some lessons that cannot be
taught without student’s experience and immersion in external environments.
That said, one of the most important steps in making the decision to lead
students abroad lies in adjusting to the context of international learning and
adopting new practices and techniques for fulfilling the new responsibilities
and roles.
Program Leadership:
Quality program leadership entails careful attention to logistical details, academic
instruction, and the health and well-being of all program participants. Subsequent
sections of this handbook will provide specific policies, procedures, and
recommendations which are designed to help education abroad leaders fulfill these
roles. Above all, however, quality program leadership begins with the education abroad
leader modeling leadership attributes for all program participants. The college values
of integrity, excellence, and respect, should guide one’s conduct and shape the image
one projects to students regarding how to engage learning, relate to others during the
program, and uphold college codes of conduct and other policies and procedures.
Among the greatest difficulties education abroad leaders report, is in creating the
appropriate balance between personal and professional connections with students
while abroad. The experience of travel together, and the sharing of new and potentially
even life-transforming experiences abroad, can often lead to the development of
powerful bonding among program participants including program leaders. The nature
of travel itself means that the teaching environment is outside the formal confines of
the classroom and much of the time spent with students will be in hotels, restaurants,
and other spaces in which people would ordinarily interact socially. In turn, the
emotional and physical demands of travel away from home may mean that students
or participants may need to rely on program leaders for types of support ordinarily
not requested of classroom faculty.
In all of these situations, however, it is important that the education abroad leader
remember that at all times during the program of travel abroad they are educators
affiliated with the college and all of the rules and expectations regarding faculty
student interactions that apply on their home campus apply to study abroad settings
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as well. Hence, throughout the program, the education abroad leader should think of
themselves as an educator first. This may mean refraining from activities or
behaviors one would ordinarily engage in after-hours for the duration of travel, and
may necessitate discussions with students or participants about respecting personal
and professional boundaries during the program.
Alcohol Usage:
Subsequent sections of this handbook specify specific codes of conduct for students
and faculty with regard to alcohol use. It is the education abroad leader’s responsibility
to understand these rules and fully comply with them. At least one faculty or staff
member must remain “on duty” at any given time during the program and
abstain from alcohol consumption in case emergency decision making is
needed. While the education abroad leader cannot control the behavior of students or
participants during free times during the program, it is imperative the program leaders
discuss the risks of alcohol use and abuse related to a given situation and if a student
or participant’s alcohol use becomes an impediment to the program or otherwise
violates codes of conduct, appropriate intervention and/or disciplinary action is the
responsibility of the education abroad leader.
Assessing Student Emotional and Physical States:
Part of being a good program leader is getting to know program participants and
gauging their ongoing well-being and engagement with the program. It is important to
recognize that the tolls of jet-lag, unfamiliar diet, sleeping conditions, altitude, or other
circumstances and conditions can all effect the well-being of the group and
adjustments to the program schedule or activities may need to be made to avoid overtaxing yourself and program participants. In turn, if an individual student or participant’s
emotional or physical health deteriorates significantly, intervention may be necessary.
Later sections of the handbook will discuss appropriate actions to take in the case of
emotional or physical health problems, however, in planning student or community
travel it is important that the education abroad leader have strategies for observing and
recognizing such issues during the program. One useful way to do this is to provide
formal or informal “check-in/check-out” periods at the beginning and/or end of each
day where participants share not only something significant about what they have
learned that day, but also express their relative energy level, and emotional or physical
health with the group. This information can be used to help pace the activities for the
upcoming day, provide opportunities to observe individual student/participants’ changes
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in behavior, and can also provide a useful forum through which program participants
can process their learning from the travel experience and their reactions to it. This can
be especially needed if traveling in areas where cultural differences, poverty, or other
conditions of travel are particularly foreign to most participants and may cause them to
challenge or question their own cultural practices, beliefs, or expectations.
Assigning roles:
Given all of the responsibilities of leading travel abroad, and depending on the nature
of the program and its participants, it may be appropriate to delegate a student or other
program participant to serve a particular program role during travel. For example
during travel to multiple locations, one participant might be given the responsibility to
help wake other students in time to catch the bus to the next location, or reminding
students to pack or bring particular items needed for a given field excursion. Similarly,
students can be assigned roles to help facilitate group discussions, ask questions at a
given tour site, or otherwise help the learning process. Such delegation of roles can
help students and participants recognize the need for the group as a whole to take
responsibility for program success. However, assigning or delegating a student or
participant leader for a given role or responsibility does not absolve the program leader
from their overall leadership responsibilities. The education abroad leader should
always work closely with student or participant leaders to make sure they understand
their roles and are fulfilling them to expectation. Where needed, the education abroad
leader, may need to step in to ensure that everything needed for program success is
completed.
Compliance With Rules and Expectations:
Leading travel abroad experiences at the college is a privilege and not a right of faculty
and staff. Madison College takes compliance with the rules and expectations expressed
in this handbook as well as existing college policies and procedures very seriously.
Failure to comply with these rules and expectations can not only result in revocation of
permission to lead future programs, but depending on the nature of the problems, can
also result in formal disciplinary action with the college. Violations of U.S. or foreign
law are subject to legal penalties. While college policy protects employees from liability
encountered as part of activities undertaken as part of their work responsibilities
(including leading study abroad programs), it does not protect individuals who are found
to have been negligent in their duties or for actions undertaken outside of their work
duties. In cases of individual misconduct or criminal action, the college can not provide
legal counsel or provide financial assistance.
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Sharing of Success:
Despite the need for dire warnings and detailed policy proscriptions, most education
abroad experiences are rich and rewarding opportunities for both leaders and
participants. Education abroad leaders are strongly encouraged to organize
opportunities to share the successes of travel abroad programs with the larger campus
community. Consult with the Center for International Education about arranging a
presentations or other events during which you and returned students can share
photographs, stories and insights from your education abroad experience. Photos or
other materials can also be incorporated into international education publicity materials
or future recruitment materials for education abroad programs at the same site.
Lastly, remember that there are many other faculty and staff who may be interested
in developing or leading a program abroad who can learn much from your information
and encouragement.
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Planning Logistics and Arrangements
In addition to the general conceptual planning involved in developing an
international travel program, not only does careful attention need to be given to
health and safety, but also basic program logistics. As with any major event
planning, “the devil is in the details.” Having carefully planned and researched
logistical details in advance can make the difference between a harried, hectic
program abroad and a rewarding educational experience for yourself and program
participants.
For those without considerable experience with the site location and/or a strong
background in planning international travel, it may be more appropriate to work
with an externally contracted educational travel company to assist in purchasing
block tickets, hotel reservations, ground transportation etc. This is especially true
if the planned travel experience involves multiple locations or even multiple
countries. Often educational travel contractors can provide services ranging from
assistance in planning a program and basic ticketing, to offering a full program incountry including tour guides, transportation, and lodging. Some companies
specializing in long-term education abroad have fully developed educational
centers in given countries or regions with on-site staff to assist program
development and implementation. If the program of travel is affiliated with an onsite educational institution or other partner with significant experience or familiarity
with the area of travel, education abroad leaders are encouraged to work with
these partner organizations to develop program logistics.
Even when working with a partner organization or a contracted educational travel
company, it is important to think carefully about all of the issues below, ask thorough
questions, and reject plans or offers that do not fit the educational mission of the
program or pose health and safety risks.
Factors in Working with an Educational Travel Company:
Working with an outside vendor or consultant will add to the cost of the program.
Often vendors will steer clients toward more expensive program options such as
higher priced hotels or fully guided travel programs. Bear in mind that many
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Madison College students are already studying on tightly stretched budgets and
more expensive travel programs will limit the accessibility of the program to many
of these students.
As with all businesses, some vendors are more reputable than others. Before
placing the responsibility of the travel and well-being of yourself and program
participants in the hands of a travel consultant, be sure to check their reputation,
history, and experience working in the field and working in the country or countries
of planned travel. Faculty should discuss all vendor and third party provider choices
with the Center for International Education. In the case of travel programs the lowest
priced competitor is not always the best choice. Faculty and the Center for
International Education will discuss clear criteria for vendor selection including
health and safety record, experience in the area, language fluency (if relevant), etc.
The Center for International Education can assist you in identifying and selecting
travel companies and offer suggestions and questions to ask of any prospective
vendor.
All contracts for the college must be signed by a college Vice President.
Faculty and staff cannot sign contracts on behalf of the college. No deposits
or formal agreements should be made without Vice President approval
through the Center for International Education.
Adequate timing and planning is important to allow for Center for
International Education, legal counsel (if needed), and Vice President review
and signing of contracts. The Center for International Education will work
with faculty and vendors to create a contract based on legal counsel
templates and recommendations.
When working with an educational travel vendor, some important questions to keep
in mind include:
• What deposits are due in advance of program travel?
• When are final payments needed?
• What are refund policies in the event of individual or entire group cancellation?
• Clearly define in writing all responsibilities and expectations of a given
contract agreement.
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• Ask to see evidence of insurance for vendors and subcontracted
vendors where appropriate.
• If a vendor is making hotel and airfare arrangements, be sure you are
kept informed of any last minute flight or lodging changes.
• Work with the vendor to appropriately place participants in shared rooms
or airline seating when needed.
Developing a Program Itinerary:
The following are questions to consider on any education abroad program, but
are especially relevant for short-term multi-site travel programs.
Timing and Pace of Travel:
• Can you reasonably cover the territory as outlined in your itinerary and
schedule? Have you planned for delays caused by late busses/trains,
poor roads, traffic, border crossings or other checkpoints, etc.?
• Is the planned itinerary too taxing on yourself or program participants?
• Is there an appropriate balance between planned time and free time?
What needs or expectations will participants have related to shopping, time
for photography, personal interests, or individualized exploration?
• Is there adequate time planned for rest and lunch breaks? What are
the needs of program participants (elderly, pregnant, smokers, etc.)?
• Should the pace of travel be slowed (or accelerated) based on
such considerations?
• Are there appropriate options given for free time and/or check ins
afterwards to ensure the health and safety of participants?
Mode of Ground Transportation:
• What mode of ground transportation is available and preferred?
- Motor coaches allow comfortable large group travel but are
expensive, conspicuous, and not always available.
- Vans or cars allow flexibility of travel by roads, but allow limited space
for passengers and luggage. Multiple van convoys can become
separated and require multiple drivers.
- Trains provide safe, efficient travel in many locations, but travel only
to fixed destinations and follow a fixed timetable.
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- Boats and ferries can sometimes be a good option and can
provide a scenic aspect to a travel program.
- Subway systems such as the Paris Metro or London Underground
can provide urban transportation to multiple sightseeing locations,
but require the group to travel together and can sometimes be
havens for pickpockets.
- Depending on the location, there may be other options or you may
be limited to few choices.
• Be sure to investigate the heath and safety of all ground transportation options.
- What are the road safety conditions of the area of travel?
- What licensing, screening, or insurance is there for drivers
or transportation companies used?
- Has the U.S. Consulate issued any travel warnings for a given
road, train line, or area of travel?
Selection of Hotels or Other Lodging:
• What type of lodging is most appropriate for this program?
- Host family placement can provide cultural immersion opportunities
but require careful selection and screening (see below).
- Retreat centers, churches, and schools can sometimes provide group
lodging opportunities where low cost and close group interaction is to
be encouraged.
- Residence halls on partner campuses can often provide low-cost
lodging (sometimes with cafeteria service), especially during travel
during the partner institution’s break periods.
- Hostels, Bed and Breakfast Inns, and Zimmers (private room rental in
a family home) can often offer low cost lodging but may only
accommodate small numbers, and may offer minimal facilities.
- Hotels provide flexibility and comfort, especially during multi-site
travel, but are usually the most expensive lodging option.
• Is the location of lodging conducive to the needs of the program?
- Hotels located centrally will offer options for restaurants, theaters or
other entertainment or planned excursions, but often are more
expensive than more remote sites (sometimes a more remote location
allows for more program-related study and less distraction from local
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entertainment options, especially in higher-risk environments).
•
How long will the group be staying at the given location?
Depending on whether lodging is for a single night or an extended stay
will effect the pros and cons of any given lodging selection.
•
What is the target price for program lodging?
Hotels can range from zero to five star accommodations with price tags
to match. Hostels or home stays can often lower the overall price of the program
considerably.
•
Will participants be sharing rooms? If a participant wants or requires a single
room, will they be charged a single room supplement fee?
All participants must have their own bed. Exceptions may be made for
existing couples that request shared accommodations.
Use of Host Family Lodging:
Host families can provide an opportunity for immersion in the local culture and language
as well as a low-cost lodging option. However it is important to consider the following
issues in any host family lodging:
•
How will host families be selected and screened?
•
What protections will be in place against sexual harassment or assault in a
home placement?
•
Will background checks be conducted?
•
Will home inspections be used to certify cleanliness and safety of home
placements?
•
Will neighborhoods and location of home stays be evaluated?
•
How will host families be compensated?
•
If a student or participant is injured or damages items in a host family’s home,
how will that situation be addressed?
•
Will students/participants’ preferences regarding smoking, diet, or other
needs be part of the placement process?
•
How will personality clashes or other problems relative to placement with host
families be resolved?
•
How will allergies, existing health problems or other special needs of students/
participants be communicated with home stay providers?
Meals:
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•
What meals will be included as part of the program (and program price)?
•
Breakfast daily is often a good way to ensure group check-in and ensure a
healthy start to a full day in new environments.
•
Cultural meals can be a way to immerse people in local traditions, as can meals
shared with host families.
•
Keep in mind the differences in expectations of students/participants -- are
some content with a simple sandwich, while others expect opportunities to sample
fine cuisine?
•
How will you accommodate any dietary restrictions?
Variety in Program Itinerary:
•
Are tours and excursions timed so that participants can provide their full
attention and interest? For example - will participants retain their interest to visit
more than one museum in a given day?
•
Is the time provided at each excursion or location adequate to provide a
valuable learning experience, without being so long as to lose participant’s interest?
•
Does the program provide the depth and breadth expected of the
educational experience without overwhelming participants (bear in mind
participants’ background knowledge, pre-departure preparation, and expressed
goals of the program)?
Program Pricing:
When calculating the cost of a travel program it is important to bear in mind some of
the following questions: (see budget section for more details)
•
What will be included in the overall program price?
Consider what are necessities (air, hotel, transportation, etc.) and what
are “niceties” that could be added or dropped from the program to adjust program price
(entrance fees, theater tickets, etc.)
•
What will be provided as optional opportunities for students at additional
charge (e.g. additional excursions, dinners, theater performances)?
•
How many meals will be included? Where? At what cost?
•
Are there “break points” at which the cost of airfare, hotels, tickets, etc,
change based on the number of participants?
•
Are there times of the year that will effect the cost of programs?
•
If hiring tour conductors, how many will be used (usually one for every 10-15
people) and for how long?
•
What additional costs and charges might be added to quoted costs (taxes,
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service charges, baggage handling, gratuities)?
•
What (if any) promotional costs (brochures, advertising, etc.) will be built into
the cost of the program?
•
How will the faculty lead travel be financed? If funded by program fees, what
is needed to cover those costs?
•
What planning has been made to factor exchange rates between countries
and possible fluctuations, wire transfer costs, money exchange costs, etc?
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Health, Safety, and Liability Concerns
As a classroom or campus educator one’s greatest responsibility is to the educational
process. However, when charged with leading groups of people abroad, many for
their first times, one’s greatest responsibility has to be to the health and safety of all
participants.
While traveling, whether by van, train, or air, there are always inevitable risks of
accidental injury or even death. Where it is impossible to prevent many of these risks,
it is critical that everyone involved has carefully considered reasonably anticipated risk
situations, and developed plans of how to deal with them in advance. In a later section,
this handbook provides a crisis plan for emergency situations and critical thinking in
times of crisis.
More often than not, the greatest problems facing the health and safety of an education
abroad group are not the result of a single unavoidable crisis, but rather a function of
traveling with a group. Individual physical health problems, emotional problems, and
even mental illnesses, can often be exacerbated by new and unfamiliar conditions. The
potential for poor decisions by student (or staff) with regard to alcohol use, sex, or other
behavior, exists any time groups travel together, and especially when lodging
overnight. In new and anonymous settings, some students may ignore warnings and
take greater chances as part of the “adventure” of international travel.
The faculty member leading a group abroad cannot control the decisions or behaviors
of each travel participant. They do have a fundamental responsibility, however,
to provide students or other travel participants with adequate information to make
responsible decisions. Liability waivers or other documents do not absolve faculty or
the college from responsibility, rather they should be seen as tools to talk to students
about risks and establish a relationship of “informed consent.” In turn, students (or
other program participants) must be encouraged to take responsibility for their own
decisions and behaviors during the program, and understand how those decisions can
effect the group as a whole.
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Roles and Responsibilities:
From the outset, it is critical to clearly define the roles, responsibilities, and
expectations of everyone involved in an international travel program, including
administrators, faculty, and participants. This is largely a matter of clear communication
with all parties, often both in written and verbal forms. While everyone is responsible for
sharing information and notifying the appropriate individuals if problems arise, the list
that follows are the expectations for any Madison College study abroad program
(adapted from Crisis Management in a Cross Cultural Setting, 2001, Burak & Hoffa,
NAFSA Publications, Washington, DC).
Responsibilities of Education Abroad Leaders: (see also, Education Abroad Program
Development and Policies).
1. Serve as a representative of Madison College, including ethical and
responsible behavior consistent with expectations as a college
representative.
2. Abide by all college policies and practices including those spelled out this
Handbook.
3. Provide a clear budget for all program expenses and operate the program
consistent with budget and fiscal responsibility.
4. Carefully research health and safety conditions of the program site (including
local environment, accommodations, instructional environments, and
program-related events and excursions) and develop local emergency
response plan (see section on Dealing with Crises and Emergencies Abroad
for additional information).
5. Provide health and safety information to prospective participants so that they
and others can make informed decisions concerning preparation,
participation and behavior while in the program.
6. Provide clear information concerning aspects of Madison College
services and conditions, which cannot be replicated at overseas
locations.
7. Attend and assist with the on-campus orientation for all participants prior to
the program and re-visit orientation information as needed on site, which
includes information on safety, health, legal, environmental, political,
cultural, and religious conditions of the host country, dealing with health and
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safety issues, potential health and safety risks, and appropriate emergency
response measures.
8. Consider health and safety issues in evaluating the appropriateness of an
individual’s participation in a study abroad program (See section on PreDeparture Data Collection and mandatory forms for health and emergency
contact information Not every individual will be prepared or able to
participate in every education abroad opportunity, nor is every education
abroad program suitable for all prospective participants.).
9. Communicate applicable codes of conduct (including student involvement
alcohol statement, and other relevant college policies) and the consequences
of noncompliance to participants. Take appropriate action when aware that
participants are in violation.
10. Communicate and report any incidents, emergencies, or problems to
appropriate Madison College staff in a timely and appropriate manner and
within 24 hours (See section on Dealing With Crises and Emergencies for
appropriate response protocol).
11. Provide ongoing responsible leadership for the duration of the program,
including appropriate behavior, compliance with all college policies and
procedures, and fulfill all leadership obligations for the duration of the travel
program. If during a travel program you have planned specific absences, it is
critical that you establish an appropriate alternate or designated leader in
your absence.
12. Provide students/participants and all others affiliated with the program
with a means to contact you (or an alternate lead) at all times during the
program, and be readily available to respond to program members’ needs.
At all times during the program there must be a designated “on-call” leader of
the program who can respond to program emergencies.
a. The “on-call” leader will carry the cell phone that program participants, the
college, and other designated stakeholders can use to call at any time. If
cell coverage is not reliable for a given location a satellite phone will be
provided or a other appropriate communication and response plan will be
developed for the location.
b. The “on-call” leader will refrain from consuming any alcohol or other drugs
that could impair their ability to respond during the period that they are on
call.
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c. Program leaders will rotate responsibility for serving as the “on-call”
responder. Whoever is responsible for the on-call phone should be
understood as the current individual responsible for responding to on call
emergencies.
13.

Provide information for participants and significant others regarding when
and where the education abroad leader’s responsibility ends, and the range
of aspects of participants international experiences that are beyond the
college’s control.

In particular, the college or education abroad leader generally:
• Cannot guarantee or assure the safety of participants or eliminate all
risks from study abroad environments;
• Cannot monitor or control all of the daily personal decisions, choices, and
activities of individual participants;
• Cannot prevent participants from engaging in illegal, dangerous, or
unwise activities;
• Cannot assure that U.S. standards of due process apply in foreign legal
proceedings or provide or pay for legal representation for participants;
• Cannot assume responsibility for the actions of persons not employed or
otherwise engaged by the college, for events that are not part of
the program, or that are beyond the control of the college and its
subcontractors, or for situations that may arise due to the failure of a
participant to disclose pertinent information;
• Cannot assure that home-country cultural values and norms will apply in
the host country.
Responsibilities of Students and Participants:
1. Read and carefully consider all materials issued by the college or education
abroad leader that relate to safety, health, legal, environmental, political,
cultural, and religious conditions in host countries.
2. Consider their own health or other personal circumstances when applying for
or accepting a place in a program.
3. Make available to the college accurate and complete physical and mental
health information and any other personal data that is necessary in planning
for a safe and healthy study abroad experience.
4. Assume responsibility for all the elements necessary for the personal
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preparation for the program, and participate fully in orientations and predeparture learning activities.
5. Read and understand insurance coverage and abide by any
conditions imposed by the carriers.
6. Inform parents/guardians/spouses/partners and any others who may need
to know, about their participation in the study abroad program, provide them
with emergency contact information, and keep them informed on an ongoing
basis.
7. Understand and comply with the terms of participation, codes of conduct,
student involvement alcohol statement, and emergency procedures of the
program, and obey host-country laws.
8. Be aware of local conditions and customs that may present health or safety
risks when making daily choices and decisions.
9. Promptly express any health or safety concerns to the program staff or
appropriate individuals.
10. Behave in a manner that is respectful of the rights and well-being of others
and encourage others to behave in a similar manner.
11. Accept responsibility for their own decisions and actions.
12. Become familiar with the procedures for obtaining emergency health and
law enforcement services in the host country.
13. Follow the program policies for keeping the program staff informed of their
whereabouts and well being.
Responsibilities of College International Education Support Staff:
1. Oversee Education abroad program approval process.
2. Oversee program budget and fiscal responsibility of education abroad
programs.
3. Advise faculty and administrators in the development and implementation of
programs, especially with regard to health and safety considerations.
4. Provide college crisis plan outlining adequate pre-departure
preparation and immediate steps for response in the event of an
emergency.
5. Provide appropriate ongoing health and safety training and information for
education abroad leaders, including guidelines with respect to intervention
and referral and working within the limits of their competencies.
6. Arrange and lead on-campus orientation for all participants prior to the
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program, which includes information on safety, health, legal, environmental,
political, cultural, and religious conditions of the host country, dealing with
health and safety issues, potential health and safety risks, and appropriate
emergency response measures.
7. Meet with education abroad leaders prior to orientation to review forms and
needed data collection and dissemination.
8. Maintain records of program participants’ emergency contacts, medical
information, and passport copies, as well as program itinerary and
program contact information.
9. Provide education abroad leaders with updates regarding health and
safety conditions of prospective or ongoing study abroad locations.
10. Facilitate communication in times of crisis.
Release of Liability Waivers:
All Madison College international programs require that participants sign the
college’s standardized Education Abroad Programs Agreement, Code Of Conduct,
and Release & Waiver Of Liability Form (see the Center for International Education
for latest forms; an example is available on the following pages). Liability waivers
should never be used as cursory documents that students quickly sign without
reading.
Rather their very purpose is a tool for communicating with students about potential
risks and for students to knowing accept responsibility for their own participation.
Signing the waiver does not absolve the college of liability; it does, however, provide
documentation that students were informed of issues and provided their willing
consent to participate knowing those risks existed.
Participants should be encouraged to read the waiver document carefully and given
adequate time to do so. The Madison College form is part of the application
process in the online Terra Dotta system, which allows students the opportunity to
read the document on their own time and sign electronically once they have done
so. In addition, there are several sections of the waiver that lend themselves to
further discussion and explanation. The following are suggested talking points to
raise with students in conjunction with the dissemination of the liability waiver form.
Please refer to the example of the waiver form when reading these suggestions.
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Travel Insurance:
Some insurance providers provide travel insurance which provides reimbursement
coverage for airline tickets in the event that an individual cannot participate in a
program as well as various coverage for lost and stolen luggage or other travel
problems. Such travel insurance is not required as part of Madison College programs,
but may be applicable to some program situations or may be offered as an option for
students to consider individually. The required Health Insurance coverage provided by
Madison College may have limited travel insurance coverage for certain instances.
Exact coverage should be reviewed to determine if additional coverage may be
required.
Right to Alter the Program:
Emergency situations (for example, a regional health epidemic or natural disaster)
can arise which will result in changes to program dates, itinerary, or even
cancellation. While the language of the waiver indicates that the college reserves
the right to change the program, “at any time and for any reason, with or without
notice,” it is important to clarify for yourself and for participants what aspects of the
program require non-refundable deposits, establish clear rules and expectations for
student refunds etc., and provide timely notification to all parties of any changes to
the program.
Personal and Academic Conduct:
As discussed above, the most common problems that endanger the health and
safety of program participants are the result of behaviors and decisions of
individuals. Hence, a thorough discussion of expectations and standards of behavior
and conduct by participants is important both before departure and during travel.
Participants in college-related travel are bound by the same student code of conduct
applicable to students taking classes at any Madison College campus. Non-student
participants, as well as many Madison College students, may not be aware of this
code; therefore a copy of the student rights and responsibilities should be discussed
with them during orientation (a copy follows the liability waiver in this section of the
handbook).
In addition, the waiver outlines several travel-specific rules for program participation.
First and foremost, it states that students must not engage in disruptive behavior, or
any conduct that might bring the program into disrepute or its participants into legal
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or physical jeopardy. In short, if at any time a participant is placing themselves
or others in danger, they may be removed from the program, sent back home
at their own expense, and/or face additional consequences.
Students should also understand that they are acting as representatives of the
college and as “cultural ambassadors” for their country and community by
participating in this program. The ability of the college to continue programs in a
particular location will depend, in part, on the maturity and responsibility of program
participants.
Hence, the waiver calls on students to strive to understand and respect the cultures
that they encounter, and observe the laws and regulations of the host country and,
where applicable, any host institutions.
It should be made clear to all participants by signing this waiver, they are
agreeing to comply with both the college’s statement of student rights and
responsibilities as well as the code of conduct provisions specifically stipulated
in the waiver itself. Failure to comply could result in a college disciplinary action,
ejectment from the program, or even legal penalties. It is particularly important that
any non-student participants understand this message -- where student participants
can have their grades withheld, face college disciplinary sanctions, or other internal
consequences, for community participants, this code of conduct agreement may be the
only formal relationship they have with the college.
Faculty Authority, Ejectment from Country or Separation from Program:
When you are in the field with a group of students, the education abroad leader
in charge of the program is responsible for oversight and implementation of any
disciplinary action, including possible ejectment from the program or separation
from the program. A process for disciplinary action abroad is included in this section
following student rights and responsibilities information (as well as part of the section
on Dealing with Crises and Emergencies Abroad).
As indicated in the faculty roles and responsibilities above, it is essential that the
education abroad leader follow through in implementation of disciplinary action
if they become aware of a code of conduct violation. Not only does ignoring even
minor violations set a tone by which all faculty authority is questioned, but it may set the
precedent for negligence and liability should a more serious problem arise.
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In many cases a verbal or written warning may be a sufficient intervention (although
even these steps should be documented and reported). In cases where a student is
endangering themselves or others, or causing a significant disruption of the program,
it may be necessary to remove them from the program. When such a situation is
necessary it is important to follow the protocol for ejectment from the program stipulated
in the crisis plan.
In more extreme situations student/participant behavior may be such that it exceeds the
capacity of the education abroad leader to adequately intervene alone. In situations
where a student/participant is acting out violently, has a weapon, or is engaging in
criminal behavior, it may be necessary to involve local police. In the case of severe
illness or accident, emergency response services or hospital resources should be
utilized. In cases of severe mental illness, or threats of suicide, it may be necessary to
engage local mental health professionals. In each of these situations, it is important
to have identified local emergency support facilities and contacts at the program
site(s) abroad before departure so that such information is readily available in a crisis
situation.
Release of Liability:
The last section of the college’s Education Abroad Programs Agreement, Code Of
Conduct, and Release & Waiver Of Liability Form is a release of liability clause. This
clause addresses a number of specific risks and states that participants will assume
personal responsibility for these risks as part of their travel. Again, no such waiver will
exempt the college or a faculty member in the case of negligence, but in explaining this
section to students it is, yet again, an important opportunity to stress to students the
importance of their taking responsibility for their own actions, decisions, and safety
throughout the program.
Alcohol and Drug Abuse:
The most common source of problems relating to code of conduct and safety problems
during college-led international travel programs stem from alcohol and/or drug abuse
problems. For students under age 21, travel abroad may afford their first opportunity
to legally purchase and consume alcohol. For others, travel abroad may reduce their
normal inhibitions and lead to more reckless drinking or drug consumption. Some
students may have pre-existing drug abuse or alcoholism problems that they bring with
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them abroad. In almost all cases, alcohol or drug use will lead to impaired judgments
that can place students at greater risk or lead them to make poor decisions.
Madison College has developed a specific statement regarding alcohol use
related to school related events (see Student Involvement Alcohol Statement below).
For the purposes of an education abroad program, all participants are required to
comply with this statement. All participants should be made aware of this alcohol
statement at orientation and provided with cautions regarding legal and other risks of
drug use abroad. For students (or staff) with pre-existing alcohol or drug abuse
problems, they may wish to identify Alcoholics Anonymous chapters in the local region
of travel or define other plans for themselves prior to departure to responsibly manage
their own addictions. The policy statement stipulates that on-campus programs are to
be alcohol-free; this includes official aspects of international travel programs.

College faculty and staff should never purchase alcohol for students or
participants regardless of their age. No college dollars can be used to
purchase alcohol. Exceptions to this policy, in compliance existing procedures
regarding alcohol use at the college, must be requested in writing from the college Risk
Management/Chief Financial Officer or as part of the international approval process in
advance of program departure.
Equally important is that faculty and staff affiliated with the program abroad model
appropriate behaviors with students. If faculty chose to consume alcohol during noninstructional times, they should always do so in moderation, and never encourage or
promote inebriating alcohol consumption through their statements or own behavior. At
all times, at least one faculty or staff member affiliated with the program must
abstain from consuming alcohol and remain responsible for the well-being of the

entire group. At no time, do you want a situation to arise where an accident or other
emergency arises and program leaders are found to be negligent because they were
not able to make clear and rapid decisions on behalf of the group. It is required that if
education abroad leaders chose to consume alcohol that they have a clearly defined
schedule of responsibility where at least one faculty or staff member is “on call” with the
provided emergency phone and will refrain from alcohol consumption.
Federal drug free schools and campuses legislation also stipulates that students be
informed of the consequences of illegal drug use, including educational sites offcampus. Before departure, students should be informed regarding some of the legal
penalties for illegal drug use in the country or countries of travel. Students are provided
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the Consular Information Sheet in the Terra Dotta online system for their program
location, which often clarifies laws regarding drug use. This should also be discussed
during orientation. Students should also understand that the college is not responsible
for, and in most cases will not provide, legal counsel for a student accused of a crime
abroad.
Traffic and Road Safety:
After alcohol abuse, the second most frequent problem encountered by U.S. colleges
who take students abroad are accidents related to traffic and road safety. Students
should be informed of differences in traffic patterns that can pose dangers. For
example left-driving traffic in the UK means that students need to look to their right
rather than to their left before stepping out to cross a busy street -- every year
Americans are seriously injured or killed crossing the streets in the UK because of such
habitual behaviors.
When traveling by van or bus, education abroad leaders must also take responsibility
for investigating the safety of roads to be traveled as well as ensuring that local ground
transportation providers are properly licensed, insured, and proper screening of drivers
takes place. There have been several high-profile incidents in recent years where
colleges have been found negligent for traveling on roads with known traffic problems
(especially when traveling at night), or roads known to have problems with carjackings
or insurgent roadblocks. Information on local country road safety can be found by
researching official Department of State consular information reports (see www.travel.
state.gov), the Association for Safe International Road Travel (www.asirt.org), and by
clearly communicating concerns and expectations with local ground transportation
providers and other in-country contacts prior to departure.
Title IX & Sexual Misconduct:
Madison College is committed to fostering a healthy campus climate that is free from
harassment. It is important that every Madison College employee be aware of Madison
College’s obligation under Title IX to keep the college environment free from unlawful
sexual discrimination as well as their own responsibilities under Title IX as a responsible
employee.
Co-educational travel abroad always has the potential for issues of inappropriate
behavior to arise. As with alcohol abuse, it is important that faculty clearly communicate
expectations of respectful behavior with regard to all students and intervene promptly
when inappropriate behavior is witnessed or comes to their attention. Similarly, faculty
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should model appropriate behavior, and be cautious about jokes, comments, or physical
space issues that could be misinterpreted or be construed as creating or contributing to
a hostile environment or unwelcome advances. Any incidents that might arise must be
clearly documented and whenever possible a second faculty or staff member should be
present when discussing incidents or undertaking a disciplinary intervention.
In order to avoid allegations of misconduct faculty should avoid situations where they
are alone with any individual student or program participant. Do not meet with students
in your hotel rooms or other potentially compromising spaces. If there is a need to
speak with an individual participant confidentially, try to do so in a public area where
you can be seen but not easily overheard, or have another individual (preferably your
co-leader of the program) with you during the meeting.
Madison College Sexual Misconduct Policy and Procedures
The College’s Sexual Misconduct policy and procedures apply to all students,
employees, visitors, and independent contractors, regardless of sexual orientation or
gender identity; and it applies both to on-campus as well as off-campus conduct that
would impact the learning environment. The policy and procedures can be accessed
online at https://madisoncollege.edu/title-ix-sexual-misconduct
Responsible Employee
Under Title IX, a responsible employee includes any employee:
• who has the authority to take action to redress sexual violence;
• who has been given the duty of reporting incidents of sexual violence or any
other misconduct by students to the Title IX coordinator or other appropriate
college designee;
• or whom a student could reasonably believe has this authority or duty.
Reporting Allegations of Sexual Misconduct
to the Title IX coordinator, or
other appropriate college designee. (Exceptions: counseling staff, student health center
employees, and off campus counseling services.)
All college employees must report incidences of alleged sexual misconduct

All reports of sexual misconduct are collected by the Dean of Students Office and
referred to the appropriate Title IX Coordinator.

Students with Existing Medical Conditions or Disabilities:
It is the policy of Madison College not to discriminate on the basis of disability in
access to or participation in its programs or activities. Madison College provides
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reasonable accommodations to assist persons with disabilities which effect their ability
to access or participate in its programs and/or activities, including travel abroad.
Although it is the intention of Madison College to provide accessible travel
opportunities to all students, legal mandates to provide reasonable accommodations
in the United States are not consistent worldwide. That means in some cases a
particular study abroad program may not be suitable for all individuals. Students or
other program participants who wish to request reasonable accommodations
for an international travel program should contact the college’s Disability
Resource Services office at least 12 weeks in advance of international travel.
Students with pre-existing medical conditions may or may not qualify or consider
themselves as having a disability. However, some education abroad programs may
entail conditions (high altitudes for example) or physical stamina (hiking, physical labor
related to service learning abroad, or simply physical effort related to hauling ones own
luggage) that may not be appropriate for all individuals. Elderly participants should
especially consider their own physical health and the demands of a given program. All
prospective participants should be provided adequate information to assess the nature
of the travel experience, its physical demands, and make appropriate decisions for
themselves regarding participation in the program.
Students with medical conditions, allergies, or other dietary restrictions need to
understand the nature of the programs, environment, and foods available, such that
they can take responsibility for their own health and well being during their participation
in a program abroad. Students requiring ongoing medications, should be informed
to bring adequate supplies for the duration of their visit in clearly marked prescription
containers, and should understand that some countries may have restrictions on certain
drugs or may not provide many medications readily available in U.S. pharmacies and
clinics.
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MADISON COLLEGE EDUCATION ABROAD PROGRAM AGREEMENT,
CODE OF CONDUCT,
RELEASE & WAIVER OF LIABILITY
Agreement
I acknowledge that I am agreeing to participate in a Madison Area Technical College (Madison College)
education abroad program ("the Program"). In consideration for being allowed to participate in the Program, I
hereby agree and represent that:
1.

Madison College's Right to Alter Program: I understand that, although Madison College will attempt to
maintain the Program as described in its publications and brochures, it reserves the right to change the
Program, including duration, curriculum, itinerary, travel arrangements, vendor or accommodations, at
any time and for any reason, with our without notice, and that neither the Board nor Madison College,
or the employees and agents of either, shall be responsible or liable for any expenses or losses that I
may incur because of these changes.

2. Choice of Law and Venue: I agree that, should there be any dispute concerning my participation in the
Program that would require the adjudication of a court of law, such adjudication will occur in the Dane
County Wisconsin Circuit Court and be determined by the laws of the State of Wisconsin.
3. Complete Agreement: This agreement represents my complete understanding with Madison College
concerning Madison College's responsibility and liability for my participation in the Program, supersedes
any previous or contemporaneous understanding I may have had with Madison College regarding the
Program, whether written or oral, and cannot be changed or amended in any way without my written
concurrence.
4. Capacity: I represent that I am at least 18 years of age or, if not, that I have also secured the signature
of my parent or guardian as well as my own. I further represent that my agreement to the provisions
herein is wholly voluntary, and further understand that, prior to signing this agreement, I have the right
to consult with any advisers, counselors, or attorneys of my choice.

Code of Conduct
1. Personal and Academic Conduct: The policies and procedures of Madison College, including but not
limited to the Madison College Student Code of Conduct, shall govern my participation in the Program. I
agree to obey such policies and procedures at all times. Should the Faculty or any other official
representative of Madison College decide that I must be separated from the Program because of a
violation of stated rules, for disruptive behavior, or for any conduct that might bring the Program into
disrepute or its participants into legal or physical jeopardy, I recognize that this decision will be final. I
accept that separation from the Program will result in the loss of all academic credits. If I am separated
from the Program, I remain responsible for all Program costs incurred on my behalf. I acknowledge that
it is Madison College's expectation that my conduct will be appropriate to the culture and country I am
visiting.
o

I will strive to understand and respect the cultures that I encounter.

o

I will observe the laws of the country or countries in which the Program is located and all
academic and disciplinary regulations in effect at the host institution.
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o

As a student at Madison College or participant in a Madison College program, I will also
continue to adhere to Madison College's Student Code of Conduct.

o

I will maintain attendance at all program activities and classes or make specific alternate
arrangements with on-site program directors. I recognize that unauthorized absences are
grounds for disciplinary action and possible dismissal from the program.

2. Host Country and Institution Laws: I understand that I will be subject to and I agree to obey the laws,
regulations and policies of the host countries and institutions where the Program is located.
3. Ejectment from Country and/or Separation from Program: I acknowledge that violation of any policy,
law, or regulation of the host or home country, countries or institutions may subject me to penalties,
including ejectment from the country, Program, institution, or such other disciplinary action as may be
applicable. I understand that Madison College reserves the right to separate me from the Program at
any time should my actions or general behavior, in the sole discretion of Madison College, be
determined to impede or obstruct the progress of the Program in any way, or in any fashion undermine
the credibility and reputation of the Program or Madison College.
4. Faculty Authority: I hereby agree that I shall be subject to the authority of the Madison College faculty
and staff in charge of the Program. I further acknowledge that Madison College faculty and staff have
the sole authority to make decisions regarding the continued participation of any individual in the
Program whose conduct may necessitate disciplinary action, including, but not limited to, separation
from the Program.
5. Severability: I agree that, should any provision or aspect of this agreement be found to be
unenforceable, that all provisions of the agreement will remain in full force and effect.

Release & Waiver of Liability
1. Release of Liability: I understand that, although Madison College has made every reasonable effort to
assure my safety while participating in the Program, there are unavoidable risks in international travel.
For and in consideration of the opportunity to participate in the Program involving travel and study
outside the United States of America, I, being of lawful age and under no legal disability, on my own
behalf, as well as on the behalf of my heirs, executors, administrators and assigns, do hereby release
Madison College, the Board, and their employees, officers and agents, from any liability, cause of
action, demand for damages, expenses, compensation and claim on account of or in any way growing
out of personal injuries, death or property damage which may result from my participation in the
Program. I further expressly waive my right to bring a legal action of any kind for any of the claims
released.
I realize that travel and study outside the United States of America involves risk of personal injury,
death, or property damage. Some of the risks which I specifically acknowledge are the risk of travel
mishaps, such as motor vehicle collisions and plane crashes; natural disasters, such as earthquakes and
floods; contagious disease; animal attack; insect and animal bites; acts of civil disobedience or
terrorism; criminal acts, such as assault, kidnapping and theft; observation of and participation in sports
and recreational activities. I assume personal responsibility for the consequences of the exemplar risks
and all other potential hazards which may arise in connection with my travel or study abroad, which
may result in injury, death or damage to property.
2. Medical Agreement and Release: If an emergency develops which requires immediate medical care, I
authorize representatives of the program to secure any necessary treatment, including hospitalization
and/or the administration of the anesthetic and surgery.
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3. Use of Photos and Testimonials: I agree that Madison College may use photographs taken during the
education abroad experience and statements made in written program evaluations in study abroad
promotional literature, websites or posters. Madison College reserves the right to copyright all photos
and promotional literature used by the college.
4. Independent Travel: I agree to exempt Madison College from any responsibility should I engage in any
independent travel during the program (including, but not limited to, alternate airfare to/from the
program site, recreational travel before, during, or after the program, or other activities not directly
related to program participation). I assume responsibility for my own health, safety and responsibility
for all of my luggage and valuables when undertaking independent travel. I furthermore agree to inform
the Madison College program lead, or other representatives of the program, of overnight absences
during the program, and provide an itinerary of anticipated travel so that in case of emergency I may be
contacted.
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Student Rights and Responsibilities
(From Madison College Student Resources
Web Page)
1. Students have the right to experience a high quality learning environment, free from disruptions
and distractions.
2. Students have the right to be treated with respect and dignity, free from harassment and/or
discrimination.
3. Students have the right to request reasonable and appropriate support and assistance from the
other campus community members, including students, staff, and faculty in maintaining a
climate conducive to thinking and learning.
4. Students have the right to protection against improper academic evaluation.
5. Students have the right to a safe, tobacco-free, drug-free, weapons-free and alcohol-free
learning environment.
6. Students have the right to express their ideas in writing, in speech, or by use of other media,
within the guarantees of the law.
7. Students have the right to participate in the formulation and application of college policy
affecting student life and services through clearly defined means, to form clubs and
organizations within the guidelines established by the Student Activities Board and to
allocate appropriate student activity and incidental fees.
8. Students have the right to bring formal charges against other campus community members for
violating the Student Code of Conduct or other college policies, procedures and/or
practices.
9. Students have the right to due process if accused of violating the Madison Area Technical
College Student Code of Conduct. This includes a right to be heard, a right to decision
and review by impartial persons or bodies, and a right to adequate notice.
10.

Students have the right to protection against identity theft and fraud and to have
personally identifiable information from the college records not be disclosed by the
College without each student’s prior written consent; to request to withhold student record
information; to inspect, review and challenge the contents of their educational records;
and to request corrections to inaccurate or misleading data contained in their records.
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Code of Conduct
Student Responsibilities
The following responsibilities represent the Student Code of Conduct for the Madison Area
Technical College (Madison College).
1. Students are responsible to comply with all local, state, and federal policies, statutes, laws
and ordinances.
2. Students are responsible to comply with all college policies and procedures.
3. Students are responsible to interact in ways that will not interfere with the educational
process and/or any Madison College sponsored activity. Class disruptions are considered
an interference with the educational process. See Classroom Disruptions procedures.
4. Students are responsible to treat others with respect and dignity.
5. Students are responsible to take no action that improperly utilizes or is damaging or
disabling to safety equipment or systems such as alarms, exit signs, fire extinguishers,
window screens, sprinklers, elevators, or escalators.
6. Students are responsible to make no threat, nor take any action, which could potentially
cause physical harm to themselves or others including but not limited to physical or sexual
assault, suicidal and/or homicidal ideation, self-mutilation, or conduct which intentionally or
recklessly threatens the health or safety of themselves or any person.
7. Students are responsible to take no action that improperly utilizes, alters, damages, or
disables property, systems or equipment owned or leased by the College or other
Madison College community members. This includes theft or unauthorized possession of
another person's property.
8. Students are responsible to refrain from unauthorized entry or use of Madison
College property, facilities, or systems. This includes the unauthorized possession and/or
use of keys and electronic access cards or codes or occupation of College facilities that
are locked, closed to student activities or otherwise restricted as to use.
9. Students are responsible to refrain from the unauthorized or illegal use, possession, or
distribution of controlled substances, associated paraphernalia and/or alcohol on property
owned or leased by Madison College or at a Madison College sponsored activity. This
includes presence under the influence of alcohol or other drugs.
10. Students are responsible to refrain from the unauthorized use, possession or distribution
of weapons, dangerous firearms (or their facsimiles), explosives and/or hazardous objects
or substances on Madison College property or at Madison College sponsored activities.
Students that are licensed under Wisconsin law to carry concealed weapons may carry
such weapons only in places not prohibited by the College.
11. Students are responsible to be honest and furnish accurate information to all members of
the Madison College community. Honesty includes the absence of all forms of academic
dishonesty. Academic dishonesty is defined as: any behavior which results in a student
giving or receiving unauthorized assistance or receiving credit for work that is NOT his/her
own. See Academic Integrity. Honesty also includes the absence of all forms of forgery,
fraud, alteration, or misuse of any Madison College document, record, or instrument of
identification.
12. Students are responsible for the behavior of any guest they escort onto the Madison
College campus or have accompanying them at a Madison College sponsored activity.
55

13. Students are responsible to ensure that gambling does not occur on Madison College
property or at Madison College sponsored activities.
14. Students are responsible to comply with all reasonable verbal and written instructions
and/or directives from authorized Madison College personnel.
15. Students are responsible to take no action, which could be defined as discrimination.
Discrimination is defined as: an unfairness or prejudice based on a person’s age, race,
creed/religion, color, disability, marital status, sex, national origin, ancestry, sexual
orientation, gender identity/expression, conviction record, parental status or pregnancy, or
protected veteran status in its educational programs, admissions, activities or employment
practices. See our Harassment and Discrimination Policy.
16. Students are responsible to take no action, which could be defined as harassment.
Harassment is defined as: unwanted, deliberate, or repeated unsolicited comments, slurs,
demeaning references, gestures, graphic materials, physical contacts, solicitation of
favors, advances or other adverse treatment. See our Harassment and Discrimination
Policy.
17. Students who are members of formally recognized college clubs and organizations, which
receive segregated funds through the Student Activities Board, are responsible to conduct
themselves within the charters, constitutions, and guidelines of those organizations and of
the Student Activities Board.
18. Students are responsible to be appropriately clothed and to wear shoes/sandals and shirts
in/on Madison College facilities for safety and health reasons.
19. Students are responsible to ensure that smoking or the use of tobacco products or
electronic tobacco product substitutes does not occur within any Madison College facility,
or designated campus tobacco-free areas. Note all district facilities are designated as
tobacco-free areas.
20. Students who wish to circulate petitions are responsible to obtain a facility permit from the
Department of Facilities.
21. Students are responsible to refrain from using bicycles, skateboards, rollerblades, and
hoverboards within Madison College facilities, or as posted on the grounds of district
owned or leased property.
22. Students are responsible to conduct themselves appropriately when utilizing collegeowned computer equipment and to follow the Student Computer Systems Acceptable Use
Guidelines.
Students are responsible to comply with copyright law, which protects written works, recorded
works, computer programs and other forms of expression. Copyright law generally prohibits the
duplication of copyrighted works without the permission of the copyright owner, but there are
important exceptions that permit copying for some educational purposes.
Certain academic programs, such as the Criminal Justice-Law Enforcement Program and some
Health Sciences programs, require students to comply with additional standards. Copies of these
policies are available from instructors and from the dean/chairperson upon request. Students
failing to recognize these standards may be withdrawn from one or more classes in the program
at any time and/or be subject to other disciplinary action.
Any misconduct or violation of the Student Code of Conduct may serve as a basis for formal
disciplinary review and action.
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Madison College Student Involvement Alcohol Statement
Madison College recognizes the serious threats that alcohol and other substance
abuse present to individuals, the college, and society. The college also realizes
that drug and alcohol dependency or abuses are major health problems, as well
as safety and security problems. The college is committed to addressing this and
related issues through activities, programs and educational efforts.
Alcohol Use at On-Campus Functions
Alcohol use at on-campus student sponsored activities, events and functions is
prohibited. Exceptions to this practice can be made by the College President or their
college council designee in accordance with the institution’s policy on alcohol.
Alcohol Use by Students at Off Campus Functions
While attending college funded functions and activities such as retreats,
conferences, meetings, and trips off campus, students are responsible to refrain
from the unauthorized or illegal use, possession, or distribution of illegal drugs
and/or alcohol. These functions include lodging and travel to and from events
and anytime one is representing Madison College. Any student, regardless of
age that is found to be distributing illegal drugs and/or alcohol is subject to
college disciplinary procedures as well as prosecution by local authorities.
Alcoholic beverage consumption by those of legal drinking age shall not
interfere with any scheduled program, nor shall it negatively impact other
delegates.
Students have a right to a smoke-free, drug-free, and alcohol-free learning
environment. Any off campus events sponsored by the college shall be alcohol free.
Any use of alcohol at the events is strictly prohibited. Also, students are responsible
to interact in ways which will not interfere with the educational process and/or any
Madison College sponsored activity.
Madison College faculty and staff are prohibited from buying any alcohol
for students regardless of their age.
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Pre-Departure Orientations and Information:
As indicated in the above roles and responsibilities, providing adequate and accurate
information to participants so that they can make educated and informed decisions with
regard to program participation is key. Written materials should be developed for each
study
abroad program which clearly address processes and expectations of the program. By
providing clear information regarding the application process, pre-requisites or criteria for
participation, and costs and deadlines, one can avoid confusion and allow students more time
to reflect on larger questions of why or whether they should participate in a program, and
what preparation and efforts might they need to ensure their own health and happiness
during their travel abroad.
Written Information:
In addition to application and other program-specific information students should be provided
with written handouts or online forms for addressing the following issues (See the Center for
International Education International for assistance in gathering this information. Much of the
information will already be provided via the online application system, but additional
materials may be needed for specific programs.):
1.

2.

3.
4.
5.

Cautions about alcohol and drug abuse, including distribution of college student
involvement alcohol statement, and emphasizing that customs and laws
regarding alcohol and drug use are often different in other countries and that
penalties for abuse may be severe.
Descriptions of locally relevant persistent or epidemic diseases such as
dysentery, hepatitis, malaria, other mosquito borne illnesses, and AIDS,
with information on their transmission, prevention, and treatment.
Information about the physiological and psychological consequences of jet lag,
culture shock, homesickness, loneliness, changes in diet, lack of exercise, etc.
General instructions for emergency medical situations -- how to contact police,
ambulance or other emergency services in the country or regions of travel.
Emergency contact information for the education abroad leader, hotel or place or
residence, Madison College staff, or other emergency contacts ( The Center for
International Education will provide participants with this information on a walletsized card so they can carry it with them at all times).
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6.
7.
8.
9.

General advice on nutrition, including ways to supplement diet deficiencies.
Special advice for individuals with disabilities.
Tips on how to minimize the possibility of being victimized by a crime.
Tips on how to keep a low profile during political emergencies.

Informational Meetings and Orientations:
Probably the most important opportunities to disseminate information to prospective
participants is at informational meetings and pre-departure orientations held on-campus at
Madison College. Informational meetings allow an opportunity to answer prospective
participants’ questions prior to application. Although faculty are often also in the role of
recruiting and marketing a program abroad, it is important to provide adequate
information during the application process so that students can make the responsible
decision not to participate depending on their own health condition, personal
circumstances, or financial situation.
Orientations allow more focused distribution of information to students who plan to participate
in a study abroad experience. This is a time to provide a thorough overview of all
expectations and provide adequate time for student questions, discussion, or clarification.
Orientations should not be limited to simple logistical issues, but should provide an overview
of cultural and social issues, critical health and safety information, and expectations of
participants. The Center for International Education will assist faculty in hosting and
conducting program orientations.
The template which begins on the following page should be used in developing program
orientations. Depending on the travel location, duration, and nature of the education abroad
experience, some sections will need more emphasis that others, however, effort should be
made to address all of these issues with students prior to departure. The Center for
International Education will work with faculty to create an appropriate orientation agenda.
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Pre-Departure Orientation Template
Adapted from NAFSA’s Guide to Education Abroad for
Advisers and Administrators, Hoffman & Pearson, 1997

I.

Logistics
• passports, visas, & essential documents
• international travel arrangements
• housing, host families, & meals
• packing, luggage, & shipping regulations
• phone, mail, email, & other communications
• foreign currency, transferring money abroad, credit cards, & money
exchange
• post-arrival travel information

II.

Academic Information
• educational philosophy overseas, role of faculty, styles of learning
• credit articulation, transferability, etc.
• institutional policies and procedures
• faculty contact information

III.

Legal Considerations and Responsibilities
• waiver forms
• code of conduct agreements
• cancellation policies

IV.

Health and Safety
• medical and dental check-ups
• inoculations
• prescription and over the counter medicines
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• emergency medical needs (diabetes, epilepsy, allergies etc.) and
availability of medical care
• jetlag and post-arrival sickness
• Mental health concerns
• Eating disorders
• AIDS/sexually transmitted diseases/contraceptives
• alcohol and drug abuse or use
• provided health insurance coverage
• emergency contact information
V.

Gender/Diversity Issues
• male and female roles and relationships abroad
• norms for personal space abroad
• appropriate clothing/body language
• independence, group or individual norms
• LGBTQ concerns
• minority students abroad

VI.

Country or Regional Context
current national or international concerns
political and economic systems
human rights
population distribution
health and welfare
the state of technology
relations with the United States
the role of the military
political unrest or terrorism
crime patterns
law enforcement

•
•
•
•
•
•
•
•
•
•
•

VII. Cross-Cultural Issues
• forms of address, etiquette
• privacy vs. togetherness
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• gender roles
• concepts of family
• casualness vs. formalness
VIII.
•
•
•
•
•
•
•
•

Culture-Specific Issues
urge students to take own initiative in understanding local culture
immigration/multiculturalism abroad
advance reading, films, presentations
historical context
religion/worldview
day to day common practices
non-verbal communication
slang, expressions, local terminology (or language)

IX.

“Culture-General Issues”
broad cross-cultural perspective
understanding limits of our own culture and worldview
practice self-reflection/journaling
coping with difference
culture shock, homesickness, frustration
role playing

•
•
•
•
•
•
X.

Being an American Abroad: Know Thyself
• role of cultural ambassador, representing USA to the world
• developing curiosity and questioning assumptions
• understanding dynamics of interacting with other Americans abroad

XI.

Global Citizenship
• intercultural interdependence
• responsibilities to self, others and future generations

XII. Re-Entry Programming
• readjustment to American culture
• readjustment to American educational system
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•
•
•
•

alienation from family or friends
need to reflect upon and communicate their experiences to others
assimilate experience into their future studies
consider how experience can serve as a foundation for graduate studies or
careers
• create opportunities for travel cohorts to regroup and share experiences
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Pre-Departure Data Collection
Essential to safe travel abroad is to have critical information already collected and
readily available throughout travel. In turn, such information should be available to
home college administrators and staff as well as all program participants (where
appropriate). To assist in this process, the college has developed standardized
data collection through the online Terra Dotta application system. Some forms are
collected during the application process and some after students have been
accepted. While this list is not a definitive list of all information needed for a
successful program, it provides a minimum set of information needed with clear
expectations regarding where information is kept and why.
Below is a description of needed pre-departure information and associated forms.
Refer to the checklist and examples of forms at the end of this handbook section
for clarification. The requested information will be gathered via the Terra Dotta
online application system. The Center for International Education will collect,
compile, and distribute required information to faculty leaders and college
administrators prior to the program for reference if needed. Faculty should have
access to the documentation electronically (where possible and applicable) and in
paper form throughout the entire program for quick reference.
Participant List:
An alphabetized list including the names of all participants in the travel experience
(including staff and non-student participants) will be provided before program
departure. In the event of an emergency, this list can be used to quickly identify all
individuals participating in the program. For larger groups this list should be used to
call role to ensure all participants are present, have boarded busses or flights, or
other critical points of travel.
Itinerary:
A detailed itinerary of all locations of travel including contact information (travel leaders’
cell phone numbers, hotels, transportation providers, and other on-site partners and
contracted providers) must be turned in to the Center for International Education before
program departure. Please work with the Center for International Education regarding
specific deadlines to provide this information well in advance of departure. This
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information will allow Madison College to reach program leaders and participants in the
event of an emergency. Education abroad leaders should utilize the provided Madison
College on call/ emergency cell phone to allow program participants and/or Madison
College home college staff to reach leaders directly (see information on cell phone
usage). This itinerary and contact information should be distributed to students so that
they can share with their emergency contacts or other relevant people.
Emergency Resource List:
A list of researched contact information for hospitals, clinics (including mental health
resources), consulates, embassies, and other emergency centers (e.g.. Red Cross,
affiliated colleges or universities etc.) for all regions of travel must be turned in to the
Center for International Education with the program proposal. A second copy should be
kept with the program leader while abroad. (Please note this information is collected in
the Education Abroad Proposal Process) As indicated earlier in the section on health
and safety, having such information at your fingertips in a time of crisis is essential to
safe travel planning; it can literally mean the difference between life and death. When
working with tour providers, partner educational institutions or others with experience
with the local site of travel, use their information or references to help in gathering this
data. Internet research can be a quick and easy way to collect preliminary data, but
always verify such information, as published lists may be out of date or newer more
local services may have become available. Similarly for repeat programs, old
information should be verified before use.
Waiver of Liability:
The college Education Abroad Programs Agreement, Code Of Conduct, and Release
& Waiver Of Liability Form (see section above on Health, Safety, and Liability
Concerns for Group Travel Abroad) must be signed by all participants of the program
(including non-students) during the application process. Participants are able to
electronically sign the document in the Terra Dotta application system or submit a hard
copy to the Center for International Education.
No participant should be allowed to participate in the program without signing
this form. As explained earlier in this handbook, the form should be used as a tool to
discuss and clarify risks and responsibilities, not merely a formality to be signed and
filed before departure.
Emergency Contact Information:
Emergency Contact Information will be gathered from all participants in the
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Terra Dotta application system. The Center for International Education will
collect, compile, and distribute this information to faculty and college
leadership prior to program departure. Faculty should have access to the
documentation electronically (where possible and applicable) and in paper
form throughout the entire program for quick reference.
Faculty and staff participants musrt also complete these forms and submit them to the
Center for International Education in case of accident or emergency involving staff.
Information on this form is confidential (subject to FERPA and other privacy laws) and
should not be shared with individuals for whom the information is not essential to the
coordination of the travel experience.
This form collects essential information about the student/participant including student
ID numbers, telephone numbers, home address, and email that can be used to confirm
identities in event of a crisis or need to contact a participant before or after travel. It
also collects primary and alternate contact information should a family member or other
individual need to be appraised of the participant’s condition or situation. Contacts
provided should be for individuals who can be reached in the U.S. while the participant
is traveling abroad (if their partner or spouse is also participating in the trip, for
example, they should provide a different name on the form).
Medical Information Form:
This online form collects information regarding any medical or mental health
conditions of participants, including any medications they will need to take while
traveling, any allergies they may have, and any dietary restrictions. It is important
that education abroad leaders stress to students the need to fill this information
out completely and declare any conditions that they may have. This information is
requested for their own safety; should a problem arise, staff will be
better prepared to help them (or even save their life) if all conditions are declared and
accurate information is provided on these forms. It is equally important that education
abroad leaders read the information provided by students closely and familiarize
themselves with students’ health conditions.
If students/participants express significant health conditions, education abroad leaders
may want to meet with them prior program departure to discuss strategies or methods
that the student/participant will use to manage their health condition while abroad.
66

Please consult with the Center for International Education staff regarding the best way
to address these concerns. In some cases it may be necessary to develop a specific
behavioral contract with a participant, stating that they recognize the risks of traveling
with their particular condition and will take the following steps to manage their health
and behavior during the program, and that failure to do so will constitute a breech of
their participation in the program. Consult with the Center for International Education
if information gathered from a given student/participant might indicate a need to
implement such a strategy. The Center for International Education reviews these
forms and contacts students requiring follow-up or additional questions or support,
when necessary.
There may also be cases where a participant’s health condition may not be adequate
for a given travel experience, even with a behavioral contact or other assurances
on their part. If in reading the information on these forms you are concerned with a
student’s health status, contact the Center for International Education to assist you
in working with that student. Where applicable, the Center for International
Education will work with Disability Resource Services or Counseling Services to
develop an appropriate course of action.
Students who request specific disability accommodation are asked to do so through
Disability Resource Services at least 12 weeks prior to participation in a program.
Services requested with less lead time may not be able to be provided.
Passport Information:
All participants engaged in international travel must have a valid passport.
Students/participants are responsible for initiating the passport application process,
and should do so at least 8 weeks prior to program departure. U.S. citizens can apply
for a passport at the Madison U.S. Postal Service Office on Milwaukee Street (among
other locations). Passports are valid for 10 years upon issuance (students/participants
traveling on existing passports should check their expiration dates -- many countries
require at least 30 days of valid time remaining on a passport beyond the planned date
of return). Additional information on passport applications can be found online at
www.travel.state. gov/passport.
Photocopies or a scan of each participant’s photo page from their passport must be
collected prior to departure in the online application system. The Center for
International Education will provide the passport number information to faculty
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leaders and will be able to provide the actual copies in the case they are needed, or
if requested.
Some countries of travel also require immunization records, visas, or other travel
documentation. Where possible, copies of all of these documents should be collected
before departure. Documents issued at a country’s port of entry should be stored
carefully during travel.
In the event of a lost passport or other travel documentation abroad, photocopied
information on file will help to expedite replacement (it can also be used in the event of
emergency to identify an individual when dealing with the U.S. Consulate). Even with
such documentation, the process of lost passport replacement can be timeconsuming, costly, and difficult. Students should be warned to keep close track of
their passport and other travel documents during travel. If available, they may wish to
lock their passport in a safety deposit box in a hotel or the education abroad leader
may wish to collect
all passports and lock them in such a box together. Some countries, however,
require individuals to carry such documentation with them at all times and produce it
to police or other officials upon request. Be sure to check all entry and identification
requirements for countries of travel before program departure.
Students or participants who are not U.S. citizens, or will be traveling on a
passport from another country, should seek clarification of their visa status prior
to participation in the travel experience. Failure to do so may result in their being
barred re-entry to the U.S. or they may be subject to additional visa requirements to
enter countries of travel scheduled as part of the program.
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Sample Emergency Information Form
(See International Education Director for Latest Version)
Madison College
International Travel
Emergency Information Form
Your name: ___________________________________________ Age:_________________
Date of Birth:_______________________________________________________________
Address:___________________________________________________________________
__________________________________________________________________________
Home Phone: ______________________________________________________________
Alternate Phone: ____________________________________________________________
E-mail address: _____________________________________________________________
In Case of Emergency Please Notify:
Name: ____________________________________________________________________
Relationship to you: __________________________________________________________
Address:____________________________________________________________________
_________________________________________________________________________
Home Phone: ______________________________________________________________
Alternate Phone: ____________________________________________________________
E-mail address: _____________________________________________________________
If first person listed is not available, please contact:
Name: ____________________________________________________________________
Relationship to you: __________________________________________________________
Address:____________________________________________________________________
_________________________________________________________________________
Home Phone: ______________________________________________________________
Alternate Phone: ____________________________________________________________
E-mail address: _____________________________________________________________
The following information is voluntary on your part, but can help staff in the case of an emergency. Please be as
detailed as possible. This information is strictly confidential and will not be shared with any individual or
organization not directly affiliated with the health and safety of program participants. Attach additional pages or
information if necessary.

1. Have you been or are you currently being treated for a physical health condition? If yes, please
explain.
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2. Have you ever been or are you currently being treated for a mental health condition
(psychological or emotional)? If yes, please provide details on the condition and treatment.

3. Have you had any major injuries, diseases, surgeries, or ailments in the past five years? If yes,
please explain what type, any prior or current treatment, and any impacts on your current health.

4. Do you have allergies? If yes, list any allergies you have, including foods and medications.
Please also indicate what type of reaction you have and how it is treated.

5. Are you taking any medications or expect to while abroad? If yes, please list any medications that
you are currently taking or expect to take during the time of travel (include brand or generic name
if possible as well as dosage).
Note: Bring an original copy of the prescription, in the event the medication needs to be
replaced while abroad. Different countries may have legal restrictions on medications that are
available in the U.S. All medication should be packed in your carry-on luggage in its original
container. Consult your physician if you have questions or concerns.

6. Do you follow a special diet (vegan, diabetic, vegetarian, etc)? If yes, please explain your
limitations.

7. Please list any additional information that would be helpful for the program to be aware of during
your study abroad experience.
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Madison College Travel Abroad Crisis Management Plan
When traveling with students on college sponsored or organized programs
faculty legally and morally take on the responsibility of ensuring that the health
and safety of students and participants is given tantamount priority. In turn,
parents, family, and other loved ones separated from students traveling abroad
need to know that adequate policies and procedures are in place to provide the
safest possible environments for our student participants. Despite every
precaution, however, accidents and catastrophic events can happen anywhere.
The guidelines in this plan are designed to provide a solid foundation of safety
measures to foster a safe and secure learning environment and to provide a
standardized protocol for communication and action should emergency
situations arise.
I.

Preparation

Prior to departure all faculty or staff responsible for leading student programs
abroad should take the following measures:
1. After obtaining travel authorization, provide the Madison College
Center for International Education and appropriate divisional office
with detailed information regarding dates of travel, hotel/lodging and
other contact information for the duration of the program.
2. Identify telephone and fax numbers for local consulate offices,
embassies, police offices, hospitals, health clinics, and other relevant
resources local to the area(s) of travel. Provide this information to all
students participating in the program during the pre-departure
orientation, and provide copies to the Center for International
Education along with dates and itinerary information.
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3. Confirm with Center for International Education that all preacceptance and post-acceptance paperwork has been completed in
the online Terra Dotta application system. The Center for
International Education will collect, compile, and distribute relevant
information to faculty and staff traveling abroad with participants, as
well as to relevant staff on campus for use in the event of an
emergency. Faculty and staff traveling with students should have
access to this documentation electronically (when possible given the
program location) and in hard copy at all times.
4. Education abroad leaders must create an emergency evacuation plan including
a meeting point and communication plans should an emergency arise while
students are separated from themselves or the tour organizer. Backup plans
should be developed prior to departure detailing steps to be taken including
alternate leadership assignments should the faculty or staff member themselves
become unable to implement emergency measures. Provide key information
from this plan to all students, home stay families, and other individuals who
might need to assist in an emergency.
5. Education abroad leaders should retain a file on-site with copies of all critical
information including student data, emergency contacts, and this Crisis
Management Plan.
6. In the event of an emergency, it is the immediate responsibility of the
responsible faculty or staff to locate all students and inform Madison College
staff about their welfare. Follow the contact protocol outlined below regarding
“Decision- Making in a Time of Crisis.” Students/participants will be instructed
not to travel independently and to remain at a location where they can be
reached.
7. The Center for International Education will either instruct students in how
to register with the STEP (Smart Traveler Enrollment Program) program
through the US Department of State or will register all participants. CIE
will also check for Consular’s warnings and bulletins for travel
destinations and monitor these throughout the program.
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8. The Center for International Education will provide students with an emergency
card including telephone numbers and key safety information. Student may also
be provided maps that include locations of police stations, hospitals, and other
important services abroad and at home. Home services include Madison College
Counseling Services at (608) 246-6076, Dane County’s 24- hour mental Health
Hotline at (608) 280-2600, and the Center for International Education at (608)
246-6201.
9. Provide students with a thorough orientation that covers emergency
information as well as cultural and situational awareness to avoid dangerous
behavior.
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II.

Decision-Making in a Time of Crisis
1. In the case of an emergency the education abroad leader should contact
the Center for International Education. The Center for International
Education will contact appropriate Madison College staff and
administration as needed. If the Center for International Education is not
available, see the alternate contacts information in the “Crisis
Communications Plan” in this document. Should the situation warrant
further action, the college will implement the Madison College Rapid
Response Team.
2. In the event of an emergency all public communications should be
coordinated through the Madison College Communications Office and/or
the Rapid Response Team. Without centralized communication conflicting
or sensationalistic reports to family or media could lead to unnecessarily
alarming family or others or open the college to litigation or
embarrassment.
3. In the case of wide spread unrest or catastrophic incident, responsible
faculty or staff should contact the nearest U.S. Consulate to assess the
need for evacuation and any measures that the U.S. is taking with regard to
its
citizens. A member of the Madison College Rapid Response Team will
contact the State Department for reports on similar information.
4. In the case of emotional health problems, serious injury, sexual assault,
missing student/participant, student/participant arrest, student/participant
victimization of a crime, or lost/stolen passports, see the specific protocols
on the following pages.
5. Chronological logs should be kept of any crisis situation, documenting what
happened, what steps were taken, when they were taken, who was
contacted, and what follow up actions were necessary. Log records should
document both the time that events or actions occurred as well as when log
notations were entered. Depending on the nature of the crisis, either a
Madison College Incident Report Form or a Behavioral Intervention Team BIT
Referral Form should be completed and filed with the college. Copies should
74

be provided to the Center for International Education.
6. After a crisis, the college will conduct an investigation including review
of incident logs and reports, interviews with eye-witnesses and
students/ staff involved or effected. Investigations should provide an
evaluation of how effectively the situation was handled and what steps
could be taken to improve staff/college responses in the future.
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Crisis Communications Plan
1. For critical emergency situations, contact needed police, medical, or other
assistance needed to protect the health and safety of yourself and program
participants first. Once all participants are safe, to the extent possible, then
contact Madison College staff as indicated below. See specific crisis
management protocols for other communication steps as indicated.
2. If contact is during work hours at Madison College (bear in mind differences
in time zones), contact the Center for International Education. Additional
numbers will also be provided in the Study Abroad Emergency Response
Document provided by the Center for International Education for each
program prior to departure.
Center for International Education Director:
Geoff Bradshaw (608) 246-6165
Center for International Education Study
Abroad Coordinator:
Tammy Gibbs (608) 258-2496
3. If assistance is needed immediately and contact is during non-work hours or you
are unable to reach anyone at the above number (or ones provided on the Study
Abroad Emergency Response Document provided by the Center for
International Education), contact the security office number below and provide
them with basic information and a telephone number of way that you can be
reached. The International Education Director or Study Abroad Coordinator or
other Madison College staff will contact you in a few minutes.
Madison College Security Hotline (24-hour service) (608) 243-4357
(608) 245-2222
4. If contacted by the media, do NOT give out the name(s) of any students or
participants involved, or speak on behalf of the college without contacting
the International Education Director or appropriate member of the Rapid
Response Team before you respond.
76

5. If phone service or email is unavailable, seek access to the U.S. Consulate’s
Office or other emergency facilities such as Red Cross Emergency Centers, or
local emergency response services, to assist with communication to the
college.

77

Addressing Student Code of Conduct Violations
During Travel Abroad
1.

Notify the Madison College Center for International Education of the incident
and the recommended actions to address the violation. The Center for
International Education will consult with the Dean of Students Office prior to any
plan being implemented. If the education abroad leader is unable to reach the
Center for International Education or the Dean of Students Office, the education
abroad leader should refer to the following items as a guide.
2. If a Student Code of Conduct violation is reported or observed, meet with the
student to inform them of the alleged violations and hear the student’s response
to the allegations. This constitutes due process. [It is advisable, but not
required, to have another responsible staff member present and to allow the
student to have one person of their choosing who was not directly involved in
the incident/situation present for support.] If more than one student is involved
in the incident/situation, an interview should take place with each
student separately.
3. Interview any other parties who may be witnesses to the code violation(s).
This would include those named by the student in question.
4. Make sure all interviews and actions taken are documented thoroughly. Use
the Behavioral Intervention Team BIT Referral Form for this purpose.
5. Make a determination as to whether or not the student is responsible for the
code violation. The standard for this is preponderance of information.
6. If the student is found not to be responsible, the matter is concluded.
The reporting person(s) should be informed.
7. If the student is found to be responsible, a sanction or consequence
should be determined, communicated to the student and reporting parties,
and implemented. If the sanction requires removing the student from the
travel abroad program, the responsible staff member should assist the
student to make arrangements to return home. If the student is unable to
pay, the responsible staff member will make the necessary payments, and
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inform the college so that the student will be subsequently billed.
Depending upon the seriousness of the violation, warnings may be
adequate. If the violation is repeated, more serious action may need to be
taken. It is important to consult with the Madison College Center for
International Education and Dean of Students Office prior to imposing a
sanction.

8.
Serious code violations may require follow-up upon returning to the college. The
Behavioral Intervention Team BIT Referral Form should completed online for further
review. If you believe a formal judiciary hearing should take place, please indicate that
on the form. If you do not wish to have further action taken by the Behavioral
Intervention Team, indicate on the form that you are reporting only. Include all
documentation with the form. The form can be found below via the link provided.
Behavior Intervention Team (BIT) Referral Form
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Ejectment or Removal From Program

1. Be sure to adhere to the appropriate due process provisions as outlined in the
disciplinary process.
2. Notify the Madison College Center for International Education of the incident
and the disciplinary action being taken and discuss with CIE staff before
informing students of removal from program. CIE staff and other Madison
College Administration may provide additional steps and instructions.
3. If ejectment from the program is necessary after other disciplinary steps have
been taken, every effort should be made to send the student home. The student
should be presented with an official written separation from the program
statement (see CIE staff for such documentation). Where possible, a Madison
College faculty or staff member affiliated with the program should escort the
student to the airport or other transportation hub. If the student does not have
funds to pay for the return ticket, the education abroad leader should purchase
one (most likely using an Madison College Purchasing Card), and notify the
student that they will be billed for that cost.
4. If the situation arises where a student refuses to return home, do not attempt to
force them to do so. In such situations, the student should be notified that they
have been separated from the program, and that their decision to remain in the
country is their own. In such cases the college will notify the student/participant’s
emergency contacts with regard to the situation. The Center for International
Education will work with faculty to create a document for the student to sign
indicating they understand that they are being removed from the program.
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Dealing with Emotional Health Problems
(Severe Depression, Mental Health Concerns,
Disruptive Behavior, Threats of Harm to Self or Others)
1.
The Education abroad leader should talk to the participant and identify as
many key people in the situation as possible. Contact should be made with the
home campus as soon as the situation is identified as serious. Madison College
Counseling Services can be reached at (608) 246-6076, Dane County’s 24-hour
mental Health Hotline at (608)
280-2600, and the Center for International Education should also be notified at (608)
246- 6201. Where applicable, the college may invoke an Emergency Response Team
to respond in the case of a severe situation.
2.
Information about the actual behavior exhibited, the history of the problem, and
any actions taken to intervene should be carefully documented in a written log.
Include both the timeline of when behaviors occurred, as well as a time/date of
when events are being recorded in the log.
3.
Assess the extent of the problem. Who has been effected? What support
network exists for the student/participant in question (family, friends, roommates,
etc.)? Will the student agree to seek help? What professional counsel is
immediately available? Has the student disclosed any information in their Medical
Information Form regarding preexisting medical or mental health conditions that can
aid in assessing the situation?
4.
If help is available and the student is willing to utilize it, arrange for the student
to be seen by a counseling professional immediately. Have the student escorted
to the
designated location of the appointment. If possible, it may be useful to have a member
of the student/participant’s support network assist in escorting the student to the
appointment.
• If necessary, arrange and carry out hospitalization
• Where possible, arrange consultation between on-site and Madison College
counseling staff and/or the student/participant’s existing medical or mental
health professional.
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• Contact the student/participant’s emergency contacts from their application.
Where applicable, it may be appropriate to ask those contacted for additional
information that can assist in managing the student/participant’s emotional
health.
• In some cases it may be necessary to bring the student/participant home
to receive appropriate treatment. Consult with the Center for International
Education regarding how best to do so.
• Where the student/participant’s behavior has effected other individuals in
the program, assess what assistance and support is needed for all involved
persons using available resources.
• Assess whether the student/participant’s behavior has created or remains
a threat to safety or is an impediment to the educational process. If so, work
with the Center for International Education and/or Madison College counseling
staff to determine whether other measures are necessary.
5.
If the student/participant will not voluntarily seek help and appears to be
dangerous to himself/herself or others, the education abroad leader should:
• In all cases, keep a detailed log of all events concerning the situation.
• Assess who can be contacted to persuade the student to seek help (e.g. friend,
family member, or therapist). Work with those identified to persuade the
individual to seek treatment or to effectively manage the behavior (e.g. through
medication, etc.).
• Continue to encourage the student/participant to seek treatment or take
other appropriate steps to address the situation.
• Maintain contact with Madison College Center for International Education or
Emergency Response Team to provide an informed and coordinated
response and whatever counseling is feasible for the student/participant’s
condition.
• If appropriate, and if such procedures exist in the country of travel, it may be
necessary to consider steps to have the student/participant involuntarily
committed to a hospital. In most circumstances, however, arrangements
should be made to have the student/participant sent back to the U.S. for
hospitalization. Consult with the Madison College Center for International
Education or Emergency Response Team regarding appropriate intervention
at this stage.
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6.
If the student/participant will not voluntarily seek help BUT does not appear to
be dangerous to self or others, the education abroad leader should:
• Assess who can be contacted to persuade the student to seek help (e.g. friend,
family member, or therapist). Work with those identified to persuade the
individual to seek treatment or to effectively manage the behavior (e.g. through
medication, etc.).
• Continue to encourage the student/participant to seek treatment or take
other appropriate steps to address the situation.
• As soon as the student/participant is stable, contact the Madison College
Center for International Education regarding details of the situation and
seek whatever counsel is advised by the college crisis management team.
• Assess whether it is appropriate for the student/participant to remain a part
of the program. If not, see procedures for ejectment from the program. If
allowed to continue, establish behavioral limits with the student/participant
regarding their continuation and enforce them to the extent that the student/
participant agrees to cooperate and is able to comply with the expectations
identified.
• If disruptive behavior continues, education abroad leaders should consult with
the Center for International Education to determine the need for other
emergency measures as appropriate including possible ejectment from the
program.
7.
Complete a college Incident Report Form and or Behavioral Intervention Team
BIT Referral Form and send to the Center for International Education. Upon return,
complete a full report of the incident and work with appropriate Madison College staff
to answer any remaining questions related to the incident.
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Dealing with Serious Injury
In the event of a serious injury of an individual affiliated with the program, the
education abroad leader should:
1.
Assist the student/participant in finding appropriate medical care in a hospital
or clinic that can provide the best possible care available. Assess the extent or
severity of the accident/illness/injury in communication with the physician treating
the student/ participant. Keep a log that will include notes regarding the
circumstances leading up to the accident/illness/injury, the outcome of any
discussions with the attending physician, notes from conversations with home
campus personnel, and the course of medical treatment as it progresses.
2. Contact the Center for International Education and brief them regarding the
student/ participant’s condition. The International Education Director will notify the
provost’s office and discuss the involvement of the college emergency response
team. Where applicable, the International Education Director will contact the
student/participant’s emergency contacts as listed on the Emergency Contact
Form and appraise them of the situation. The Center for International Education
will also contact CISI (Cultural Insurance Services International), the college
International Health Care provider to create a case and seek any
recommendations for services.
3.
In consultation with any attending physicians, monitor the emergency situation
as it develops and provide updates to the Center for International Education or
appropriate college contact.
4. In some cases, the student may need to be evacuated in order to receive
appropriate medical treatment. Consult with the Center for International
Education regarding how best to do so.
5.
Whenever possible without impeding urgent life-sustaining or critical response
care, a second opinion should be obtained regarding any necessary medical
treatment administered to the student/participant. In some cases, especially in the
case of pre- existing medical conditions, it may be important to arrange contact
between the host country physician treating the student/participant and his or her
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home physician.
6.
Assess the need for support services, counseling, and information updates to
other program participants who may be emotionally effected and implement as
needed.
7. Complete a college Incident Report Form and send to the Center for International
Education at earliest convenience. Upon return, complete a full report of the incident
and work with appropriate Madison College staff to answer any remaining questions
related to the incident.
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Dealing with Incidents of Sexual Misconduct
In the event of an incident of sexual misconduct, the education abroad leader should
NEVER ignore or dismiss any complaints. All complaints should be documented,
quickly investigated, and the following actions taken:
1.
Talk to the person reporting the allegation and determine the identity and
location of the victim. If necessary, separate the accused individual from the victim.
2.
Clarify with the student/participant the degree to which he/she wishes to
involve police in the local country or region of travel.
3. Discern any obvious physical injury and/or emotional distress.
4.
If there is obvious physical injury or the student/participant reports a rape, make
sure they are taken to a hospital or clinic that can provide safe, adequate care.
5.
If there are signs of obvious emotional distress, consult a psychologist or
psychiatrist (see list of pre-identified local resources or consult local hospitals or
clinics) and provide immediate support for the victim. Long-distance telephone
assistance can also be reached by calling the Dane County Rape Crisis Center 24hour hotline at 608-251- 7273.
6.
Inform the student of the laws and procedures for dealing with sexual assault in
the host country, which may vary from those in the U.S.
7.
If there is no sign of obvious physical injury, have the victim consent to
being transported to the hospital or clinic of choice.
8.
Contact the Center for International Education who will inform the emergency
response team, counseling services or other offices. Where appropriate and with the
victim’s consent, the International Education Director will contact the
student/participant’s designated emergency contacts.
9.
Document the incident, all involved, and actions taken in an incident log and
complete and Incident Report Form and/or Behavioral Intervention Team BIT
Referral Form.
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10. Provide regular briefings to the Center for International Education.
11. If the education abroad leader or others affiliated with the program are contacted by
a representative of the media, do NOT release student/participant’s names or
speak on behalf of the institution until a coordinated media response is approved by
the college.
12. If the accused individual is a student or participant of the program, proceed with
protocol for behavioral code of conduct violations or if arrested, protocol for
student/ participant arrest.
13. Complete the college’s Harassment/Discrimination Complaint form and send to
the Center for International Education. All college employees are required to
report incidents of sexual misconduct to the Title IX Coordinators. Upon return,
complete a full report of the incident and work with appropriate Madison College
staff to answer any remaining questions related to the incident.
If the victim DECLINES assistance, the education abroad leader should:
1.
Escort or transport the victim to their place of lodging or a designated location.
2.
Inform the victim that they will be contacted later to see if he/she requires
assistance. With the victim’s permission, assist in activating any support network of
fellow participants or other individuals the victim might identify for support.
3.
Provide the victim with contact numbers of a hospital or clinic, psychologist or
psychiatrist, and any other rape crisis resources that may exist, as well as contacts
for local law enforcement.
4.
Inform the victim that all college employees are required to report incidents of
sexual misconduct to the college’s Title IX Coordinators. Complete the college’s
Harassment/Discrimination Complaint form and send to the Center for International
Education.
5.
Contact a local psychologist or psychiatrist, brief him/her of the situation, inform
him/ her that the victim has refused assistance, but that the victim may be contacting
him/ her. However, unless the victim has given you permission to do so, do not
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release their name as part of this briefing.
6. Contact the Center for International Education to obtain advice for dealing with the
crisis. With the victim’s permission, the International Education Director can assist
by contacting the victim’s emergency contacts or other designated individuals.
7.
Document the circumstances surrounding the offer of assistance and the
student’s refusal to accept such assistance, and update log information as
needed.
8. Provide regular briefings to the home campus.
9. Upon return, complete a full report of the incident and work with appropriate
Madison College staff to answer any remaining questions related to the incident.

88

Sexual Misconduct: Guide for Faculty and Staff
Step-by-step guide of what to do if a student discloses to you an incident of:

All College employees are required
to report incidents of sexual misconduct
to the Title IX Coordination Team.
(For exceptions; see page 2 of this guide)

sexual harassment
sexual assault
domestic violence
dating violence
stalking
or other sexual misconduct

Prior to a Disclosure: If you believe a student is about to tell you about an incident of sexual misconduct, explain
your reporting duties before they make the disclosure. If the student wants to talk to someone WITHOUT any
information being reported, refer them to Madison College Counseling Services, the Student Health Center or an
off-campus support service provider.
Following a Disclosure: Take these 3 important steps.

Step 1:

Care for the Student
Provide the student with non-judgmental support AND ensure the student is safe.
If there is immediate danger, call 911, or Public Safety at 608-245-2222.

Step 2:

Connect the Student with Resources
Explain your reporting duties AND provide the student with resources.
An ideal source for resources can be found at http://madisoncollege.edu/title-IX-resources

Step 3:

Contact the Title IX Coordination Team

Contact a Title IX Coordinator or Deputy Title IX Coordinator at the earliest possible time
(no later than 24 hours) after the disclosure.

Additional information and guidance about these requirements and steps are provided on the next page.
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Responding to Lost or Missing Persons
1.
Gather all of the important information regarding when and where the student/
participant was last seen, information regarding their behavior patterns and recent
emotional state. Based on this information it may be necessary to assess whether
the student/participant is likely to be ignoring curfews or timelines or whether there
is a history of substance abuse, depression, or dangerous risk-taking, or unusual
behavior that necessitates more immediate action.
2.
Contact clinic and hospital admissions, city records, and/or local police
officials to see if the missing individual has been admitted or incarcerated.
3.
Begin keeping a log of information and actions taken, and update as the
situation progresses.
4.
Contact the Center for International Education to inform them that the
student/ participant is missing.
5.
Maintain contact with roommates, friends, hotels/host families/landlords,
close friends, and other relevant individuals seeking and relaying on pertinent
information that might help in locating the individual. Ask them to contact you
immediately if the student/participant returns.
6.
If the student has not been located in 24 hours of the first report of
disappearance, file a report with the local police.
7.
Re-contact the Center for International Education to suggest convening the
college Rapid Response Team to coordinate appropriate actions. Actions will
include contacting the participant’s designated emergency contact(s). Appropriate
follow up plans should be developed.
8. Provide appropriate information and assurances to other program participants.
9.
Once the person has been located, inform appropriate persons on-site and at
Madison College. If necessary, activate other protocol for serious accident, injury or
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death.
10. If contacted by the media, do NOT give the name of the student or speak on
behalf of the college without contacting the Center for International Education or
appropriate member of the Rapid Response Team before you respond.
11. Complete a college Incident Reporting Form and/or Behavioral Intervention
Team BIT Referral Form and send to the Center for International Education. Upon
return, complete a full report of the incident and work with appropriate Madison
College staff to answer any remaining questions related to the incident.
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Responding to Student/Participant Arrest
1.
Quickly assess the situation by obtaining as many details as possible.
Determine who, what, when, where, how, and why. Begin logging details of the
crisis situation, and maintain this log with updates as the crisis develops.
2.
Immediately contact the U.S. Embassy Consular Office. Ask the officer for
referrals to lawyers, and provide this information to the student. The Consular Office
will also work to ensure that the student/participant’s human rights are not violated.
[See notes below regarding limits of Consular Office Support.]
3.
As soon as possible, contact the Center for International Education and brief
them regarding the situation, and discuss the need to convene the college’s Rapid
Response Team, including legal counsel, to initiate contact with the U.S. Embassy
Consular Officer. Where appropriate the Rapid Response Team will serve as a
resources and provide recommendations for appropriate and continuing action.
4.
The education abroad leader should visit the student/participant wherever they
are being held, and to the extent possible, reassure the student, and to the best of
their ability explain the legal procedures of the host country.
5. Maintain on-going contact with the U.S. Consular Official assigned to the student/
participant.
6.
Provide regular updates (at least on a daily basis) to the Center for
International Education and/or Rapid Response Team until the crisis has been
resolved.
7.
If contacted by the media, do NOT give the name of the student or speak on
behalf of the college without contacting the Center for International Education or
appropriate member of the Rapid Response Team before you respond.
8.
Complete a college Incident
Reporting Form and/or Behavioral Intervention Team BIT Referral Form and send
to the Center for International Education. Upon return, complete a full report of the
incident and work with appropriate Madison College staff to answer any remaining
questions related to the incident.
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Limits of U.S. Consular Office Support
Typically in the event of a U.S. student or participant’s incarceration, a U.S. consular
Official can:
• Visit the individual in jail after notification of their arrest.
• Give the individual or education abroad leaders a list of local attorneys, but the
U.S. Government cannot assume responsibility for the professional ability or
integrity of these individuals.
• Notify family and friends and relay requests for money or other aid if authorized
by the incarcerated individual.
• Intercede with local authorities to ensure that U.S. citizens’ rights under local
law are fully observed and that one is treated humanely, according to
internationally accepted standards.
• Protest mistreatment or abuse to the appropriate authorities.
The U.S. Consular Official CANNOT:
• Demand immediate release from jail, or get anyone out of jail or the country.
• Represent anyone at trial or give legal counsel.
• Pay legal fees and/or fines with U.S. Government funds.
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Responding to the Death of a Student or Participant
1.
The education abroad leader must verify the identity of the
student/participant. Gather as much information as possible about the
circumstances surrounding the student/participant’s death as possible. Begin
logging all information.
2.
Contact the Center for International Education with news of the confirmed death
and as much other information that is available at the time. The home campus will
convene the Rapid Response Team.
3.
The home campus Rapid Response Team will notify the student/participant’s
designated emergency contact in person, if possible, and offer other appropriate
support. The home campus will work with the education abroad leader in assisting
the family with the details of transportation arrangements, accommodations, and
arranging for meetings with physicians and/or local police.
4. The education abroad leader must inform the U.S. Embassy or Consulate.
5.
The education abroad leader will work with the Rapid Response Team to
coordinate a plan for dealing with the situation. That plan should include steps to
activate an emergency network to offer appropriate support to all involved parties,
such as close friends, roommates, the host family, other program participants, and
in some cases, the individual who discovered the body. Once the network is in
place, the education abroad leader can begin to inform individuals affiliated with the
program of the crisis. Consult with the home campus Rapid Response Team on
timing to avoid email or other communication of the tragedy reaching the
student/participant’s friends or family back home prior to notification from the
college. See protocols for emotional health for responses of severe depression or
other responses by affected program participants.
6. If contacted by the media, do NOT give the name of the student or speak on behalf
of the college without contacting the Center for International Education or
appropriate member of the Rapid Response Team before you respond.
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7.
The Rapid Response Team should notify all appropriate offices and personnel
and make sure that all appropriate persons have been contacted and paperwork
completed. A letter to the larger campus community and/or developed media plan
should be implemented.
8.
Complete a college Incident Reporting Form and/or Behavioral Intervention
Team BIT Referral Form and send to the Center for International Education. Upon
return, complete a full report of the incident and work with appropriate Madison
College staff to answer any remaining questions related to the incident.
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Sample MADISON COLLEGE Incident Reporting Form

Incident #

INSTRUCTIONS: All incidents occurring on college property, or during college sponsored activities shall be reported within 24-hours to the Risk/EHS Manager.
Furthermore, this form shall be completed and submitted to the Risk/EHS Manager within 5 days of an incident. Sections I, II, and III shall be completed by a
manager/supervisor/instructor when a college employee, or student in a class room environment, is involved. For all other incidents, only sections I and II need be
completed by the individual(s) involved.
NOTE: Send to Madison College, Att. Risk/EHS Manager, 1701 Wright Street, Madison WI 53704 (fax 608-246-6331)

Name:
Home Address:

Number/Street/Apartment #

City

Date of Birth:

Home Telephone#:
TYPE of INCIDENT
Injury
Illness
Near Miss

Z
i
p
C
o
d
e

Safety Concern
Theft/Damage
Other

Age:

Date of Incident:
CAMPUS INCIDENT OCCURRED AT:
Truax Campus
Downtown Education Center
Commercial Ave.
T.E.C

St
at
e

Time of Incident:
South Madison
Fire Service Education Center
West Madison
Fort Atkinson

:

AM

PM

Portage
Reedsburg
Watertown
Other

Specific Location of Incident:
(Building/Room/Lab/Department)

Brief Description of Incident: (if an injury, (1) explain activities occurring when injury or illness occurred and what hazards, equipment, chemicals, etc.
were involved, (2) what happened to cause this injury or illness (3) what was the injury or illness (i.e., state the part of body affected and how it was
affected)

Madison College

1

rev 1

07/22/09

97

Sample Madison College Incident Reporting Form
(continued)
Incident #
WHAT ACTION WAS TAKEN: CHECK ALL ACTIONS TAKEN. MARK ALL THAT APPLY
Continued Activity (no action taken):
Sent to Hospital/Emergency Room:
First Aid Administered:
Sent Home:
Name of Witness (if applicable):

Phone Number:

Name of Witness (if applicable):

Phone Number:

What were the root causes of the incident and what action(s) can/has been taken to prevent such an incident from recurring? Include specific details on
how the incident occurred and how the incident can be avoided in the future. (Note that photos are highly recommended immediately following an incident, if at
all possible.)

I REPRESENT THAT THE INFORMATION PROVIDED IN THIS DOCUMENT IS TRUTHFUL AND TO THE BEST OF
MY KNOWLEDGE. (Individual involved in the incident please print your name and sign and date)

Print Name:

Signature:

Madison College

Date:

2

rev
1

07/22/09
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Sample Behavioral Intervention Team BIT Referral Form
(Current form can be found at: Behavior Intervention Team (BIT) Referral Form)
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Assessment and Quality Improvement
There are two types of assessment that should be done with all education abroad
programs. The first is ongoing quality improvement research. Quality improvement
questions regarding pre-departure orientations and information, lodging, educational
experiences, meals, and other aspects of the program are an essential part of
continuous improvement of our offerings.
The second, and more difficult, form of assessment that is needed in education
abroad programs is to assess and document the learning of students and
participants in the program. It is the assumption of everyone involved in education
abroad programming that the experiential learning of travel adds significantly to
the learning and development of students in ways that cannot be replicated in the
classroom. But how do we know?
There are several means by which experiential learning can be documented and
measured including journaling assignments, portfolio development, and capstone
integrative experiences. Not all of these methods, however, lend themselves to all
forms of travel, and many can be time-consuming to assess or evaluate. Hence,
one relatively simple alternative, the pre/post test assessment instrument is
provided as an example here. The questions asked should reflect the stated
learning outcomes of the education abroad experience and not all questions
provided here may be applicable to all contexts (see especially questions related to
language acquisition). In turn, this model offers a mid-experience assessment, that
may not fit the timetable of a short- term program. In cases of short term travel an
adapted pre and post assessment may be more relevant.
Information from such assessments should be provided to the Center for
International Education and academic deans for review. See the example on the
following pages for assessment instruments or contact the Center for International
Education for additional assessment suggestions. The Center for International
Education uses the online application system to collect program data and
feedback related to logistics, safety, and program development, but faculty should
consider other ways, such as below to assess learning.
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Name:
Student ID #

Study Abroad
Learning Assessment
(pre-departure)
The purpose of assigning these questions is multifold. First and foremost
is a chance for you to reflect on your study abroad experience (before,
during, and after) and think about areas of growth as part of your study
abroad experience. Second, it is a means for the college to gauge the
importance of study abroad opportunities in individual student
development. Lastly, feedback from these assessments will be used to
improve future study abroad programs at Madison College. Please answer
all questions fully and honestly, and use this opportunity for reflection to
help guide your own learning during this program.
Please rank yourself regarding the traits below (1 = not at all/lowest
ranking, 5 = very/highest ranking):
1. Able to communicate orally in a
language other than English:

1

2

3

4

5

2. Comfortable interacting with people from different
cultural backgrounds:

1

2

3

4

5

3. Able to adjust to unfamiliar living conditions:

1

2

3

4

5

4.

Knowledgeabl
1
2
3

4

5

1

4

5

e of global politics and current events:

5. Feel connected to a “world community” larger than
Wisconsin or the United States:

2

3

6. List the three most important reasons that you decided to participate in
this program abroad:
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7. What do you expect to learn during your study abroad experience?

8. What are you most looking forward to?

9. What are you most nervous or concerned about?

10. List your three most important goals for this study abroad experience. Below each one write
the steps or actions you will take to meet that goal.
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Study
Abroad
Learning
Assessment (mid-experience)
The purpose of assigning these questions is multifold. First and foremost is a
chance for you to reflect on your study abroad experience (before, during, and
after) and think about areas of growth as part of your study abroad experience.
Second, it is a means for the college to gauge the importance of study abroad
opportunities in individual student development. Lastly, feedback from these
assessments will be used to improve future study abroad programs at Madison
College. Please answer them fully and honestly, and use this opportunity for
reflection to help guide your own learning during this program.
1. Now that you have been living abroad for a few weeks, what are the most

striking differences that you notice between this country and the United States?
What are the greatest similarities?

2.What have been your greatest challenges in adjusting to your new
environment?

3. What have your experiences taught you about your own beliefs, things you

value, and experiences you take for granted?
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4. How does it feel to be an American in this country, and why does it feel that way? What do you
recognize about yourself or other Americans that you hadn’t noticed before?

5. Think about the goals for a successful study abroad experience that you set for yourself in your first
assessment. What progress have you made in meeting those goals? What changes do you need to make
in your studies or leisure time to better realize those goals?
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Study Abroad Learning
Assessment (postexperience)
The purpose of assigning these questions is multifold. First and foremost is a
chance for you to reflect on your study abroad experience (before, during, and
after) and think about areas of growth as part of your study abroad experience.
Second, it is a means for the college to gauge the importance of study abroad
opportunities in individual student development. Lastly, feedback from these
assessments will be used to improve future study abroad programs at Madison
College. Please answer them fully and honestly, and use this opportunity for
reflection to help guide your own learning during this program.
Please rank yourself regarding the traits below (1 = not at all/lowest ranking, 5
= very/highest ranking):
1. Able to communicate orally in a
language other than English:

1

2

3

4

5

2. Comfortable interacting with people from different
cultural backgrounds:

1

2

3

4

5

3. Able to adjust to unfamiliar living conditions:

1

2

3

4

5

4.

Knowledgeable of
1
2
3

4

5

1

4

5

global politics and current events:

5. Feel connected to a “world community” larger than
Wisconsin or the United States:

2

3

6. List the three or four most important things you learned during your study
abroad program:

7. Why were the experiences you listed above so significant for
you? How might you incorporate these lessons into your life or
studies back in the U.S.? (Write a paragraph that answers these
questions.)
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8. List three things you accomplished or experienced as a result of this program that you did not expect.
Why did they surprise you? (Write at least three sentences about each.)

9. How have your rankings in numbers 1-5 changed since your first self-assessment? Why have
they changed? If your rankings have stayed the same, why has there been no change? (Write a
paragraph that answers these questions.)

10. Think back to the goals for a successful study abroad experience that you set for yourself at
the beginning of this program. For those goals that you achieved, what did you gain? For those
that you were unable to achieve, what did you learn? How can you continue your personal or
academic
development in the areas suggested by your goals? (Write a paragraph that answers these questions.)
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Additional Resources
Books:
Burak, Patricia, A. and William W. Hoffa. Crisis Management in a Cross Cultural
Setting. NAFSA Publications, Washington, DC. 2001.
Hernandez, Magnolia, Wiedenhoeft, Margaret, and Wick, David. NAFSA’s Guide
to Education Abroad for Advisers and Administrators. NAFSA Publications,
Washington, DC. 2014
Websites:
Bureau of Consular Affairs, US Department of State
www.travel.state.gov
USA Study Abroad
https://studyabroad.state.gov/
Centers for Disease Control and Prevention
www.cdc.gov
Forum on Education Abroad Standards of Good Practice (The Center for International
Education can also provide access to the Forum on Education Abroad Guide to
Successful Short-term Programs Abroad)
https://forumea.org/resources/standards-of-good-practice/
National Association for International Educators (NAFSA)
www.nafsa.org
NAFSA Best Practices in Addressing Mental Health Issues Affecting Education Abroad
Participants
http://www.nafsa.org/Professional_Resources/Browse_by_Interest/Education_Abr
oad/Network_Resources/Education_Abroad/Best_Practices_in_Addressing_Mental_He
alth_Issues_Affecting_Education_Abroad_Participants/
Mobility International
http://www.miusa.org/
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ASIRT- Association for Safe International Road Travel
http://asirt.org/
University of the Pacific, School of International Studies -- “What’s Up With Culture”
Interactive On-line Pre-Departure and Re-Entry Training Module
http://www2.pacific.edu/sis/culture/
World Citizen Guide – Practical advice for US students to understand and mitigate
potential anti-American sentiment abroad.
www.worldcitizenguide.com
Glimpse Study Abroad Acclimation Guides
Developing Countrieshttp://www.gvsu.edu/cms4/asset/EC113DA5-BC43-01359E8DAE1003FAFFF2/glimpse_traveling_to_developing_countries_guide.pdf
Racehttp://www.gvsu.edu/cms4/asset/EC113DA5-BC43-01359E8DAE1003FAFFF2/glimpse_race_abroad_guide.pdf
Institute of International Education- Expanding Education Abroad at U.S. Community
Colleges
http://www.iie.org/en/Research-and-Publications/Publications-and-Reports/IIEBookstore/Expanding-Education-Abroad-at-US-Community-Colleges#.V4_meXshtcg
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