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Introduction 

  

 

As Rowan University further develops programing in support of its commitment to 

globalize the campus, a necessary component of such programming will be 

providing students the opportunity to travel abroad for purposes of studying the 

cultures, histories, arts, sciences, economics, and political systems of other nations, 

hereafter referred to as study abroad programs. Indeed, such opportunities are 

indispensable if our students are to become functionally successful citizens of the 

twenty-first century. 

 

This handbook will assist Rowan faculty members in developing plans for creating, 

organizing, and conducting short-term study abroad programs. The planning 

timeline for such programs can be long, roughly about one year, and include multiple 

steps. Therefore, one purpose of this handbook is to provide faculty with a step-by-

step guide to assist in developing short-term study abroad programing for students. 

Another purpose is to standardize and codify procedures for developing and 

conducting faculty-led, short-term study abroad programing for the campus. 

 

The campus study abroad committee is comprised of representatives from each of 

the academic colleges and schools, the program coordinator of International 

Studies, a representative from International Education Committee, and the study 

abroad program advisor, and the director of the International Center. The 

committee’s role is to advise Study Abroad (SA) and to promulgate familiarization 

and greater campus interaction with the office and its programs.  

 

Sincerely, 

 

Laura Kahler, Advisor for Education Abroad 

Hawthorn Hall 310 

kahler@rowan.edu 

856-256-4105 
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Rowan University - Study Abroad: Vision Statement 
 

 

 

 

Rowan University will be a recognized leader in offering a wide variety of high-

quality, affordable off-campus educational and training programs, including 

study abroad and student exchange experiences, linking members of our 

campus community to the world and preparing skilled and principled 

professionals to thrive in a diverse world. 
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Faculty Coordinator’s Study Abroad Planning Calendar and Checklist 

  

 

 

The following Faculty Coordinator’s Study Abroad Planning Calendar and Checklist 

provides an “at-a-glance” overview of critical planning components for a faculty-led, 

study abroad tour, and guidelines for timeframe within which to accomplish these 

tasks. (Note: Faculty members who are leading study abroad tours will hereafter be 

referred to as “faculty coordinators.”) Please note that these are guidelines; they are 

not absolute. Specific circumstances may require that you reorder the sequences of 

some tasks or that you accomplish some sooner than suggested. (The only sequences 

that faculty coordinators must follow as described are the approval process and 

registering the study tour with U.S. embassies and/or consulates described in the next 

section.) 

 

Additionally, each entry on the timeline corresponds to a fuller explanation of major 

subtasks contained within each. You will find this information on the following pages. 

Faculty members are advised, however, that given the range of possible planning 

options for this type of study tour, the information should be used as a guide; it does 

not represent an exhaustive list. 

Consequently, there may be a need to include additional steps not listed or, conversely, 

one might find it necessary to omit some steps. 

 

 

IMPORTANT INFORMATION: This opportunity is only available to full-time Faculty members. 

To ensure safety for all of our students and faculty, we cannot permit spouses or children 

of faculty to participate or travel with the program. This ensures that faculty can remain 

focused on the students and the academic focus of the program.  
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Faculty Coordinator’s Study Abroad Planning Calendar and Checklist 

   

 Activity 

(not all may apply to each study abroad program) 

 

Check when 

completed 

1 Preliminary discussion with Dean/Department head  

2 Review Faculty Led Handbook and contact the approved providers to 

obtain preliminary estimates/itineraries and contracts for your 

program.  

 

3 Confirm provider for program  

4 Complete and submit Faculty Led Proposal with Budget Estimate and 

include Dean approval (FORM A) to the Education Abroad Advisor, Laura 

Kahler.  

 

 

5 Set application deadlines and review the Rowan Study Abroad Application 

requirements and meet with the Education Abroad Advisor. 
 

6 Develop student information media, marketing program, recruit 

students, & set application deadlines. Administer student self-

assessment form  

 

7 Confirm student participants on application deadline  

8 Complete International Travel Request Form (Form B) and send for 

approvals. (pg 17) 
Complete Clery Act Form (Form C) online. (pg 18)   

 

9 Conduct a Pre-departure Sessions (45–60 days prior to departure) 

with the Education Abroad Advisor. This should include arranging 

for a health travel orientation by the Wellness Center 

 

10 Enroll students in the US State Department “STEP” program. Register with 

US embassy. Submit emergency contact form. (Form D) 

 

11 Ensure that all students are paid in full by the deadline set by the 
provider.  

 

12  While On Site: Send the Education Abroad Office any     changes 

in onsite emergency contact information 
 

 

13 Upon Return: 

Submit Final Report to Study Abroad (within 30 days after return) 
 

14  Provide sample of student experiences (Testimonials, pictures, videos)  

15 Post-study abroad survey for students 

Students will receive an e-mail with the survey link after completing the 

program 
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Checklist in Detail 

 

1. Begin preliminary discussion with your Dean/Department Head 

o Engage in an exploratory discussion early in the process with your Department 

Head/Dean to assure alignment with department and college/school goals; 

o Develop linkages to existing curricular and enrichment of courses and majors; 

o Explore collaborative opportunities with departmental and university-wide colleagues; 

 

2. Review the Faculty Led Proposal (FORM A) and contact approved providers.  

o Contact any providers listed in the proposal to begin customizing your program and 

obtain estimates for your program; 

o The Faculty Led Proposal (FORM A) will help guide you as you work with the providers to 

create your program; 

  

3. After receiving an initial estimate and itinerary, choose a provider with which you’d like to run 

your program; 

 

4. Finalize the Faculty Led Proposal and Budget Estimate with Department Head/Dean approval. 

o Submit the completed Faculty Led Proposal Form (Form A) and provider’s contract to the 

Education Abroad Office 
 

5. Set Application Deadlines and Requirements & Meet with Education Abroad Advisor 

o As the faculty coordinator it is your primary responsibility to recruit students to 

participate on your program. You should ensure that they are aware of the application 

process for both Rowan University and the provider. Please be in close communication 

with the Education Abroad Office to obtain regular updates on your potential participants. 

No student will be considered a participant unless they complete the entire Rowan Study 

Abroad Application by the assigned deadline.  

 

6. Develop student information media and marketing programs and set application deadlines. 

o Begin to deploy marketing materials and advertise in the departments; 

o Identify students that would be eligible to travel; 

o Provide program application information; and 

o Share program information with academic advisors in each of the colleges if appropriate. 

This can be accomplished by providing program specifics to the Study Abroad. 
 

7. Confirm student participants 

o Once the Rowan Study Abroad Application deadline has passed the Education Abroad 

Office will confirm the students who have completed the application and ONLY those 

students will be able to participate on the program. The Education Abroad Office will then 

send that list of students to the provider so the students can continue with the application 

process for the provider.  

 

8. Collect all International Travel Request Forms (Form B) from all participants and send them 

out for approvals. Submit Cleary Act Form (Form C) online. Link provided on page 18.  
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Checklist in Detail 

 

9. Pre-departure session 

o Please inform the Education Abroad Office of the date, so we can assist in conducting the 

session. 

o These sessions should include information on language, culture, political, monetary, 

customs, etc.; Potential dangers should also be discussed; 

o Information on what to bring, how to pack, type of luggage, how to deal with important 

documents, money etc.; and 

o Additionally, begin arranging for a medical orientation through the Wellness Center, 

which can provide important information on required or recommended immunizations, 

health precautions, etc. This should be done at least six months prior to departure to 

ensure any required immunizations can be administered within prescribed timeframes. 

 

10. Complete FORM D for Emergency Contact and Ensure all students have registered with “STEP” 

Program.  

 

 11. Submit and confirm final payment to organization. 

o By 45–60 days prior to departure, the faculty director should ensure all payments to 

vendors providing services in support of the trip (airlines, hotels, tour companies, 

academic institutions to be visited, etc.) have been paid and receipt confirmed; and 

o Remember, an action passed is not necessarily an action completed—verify that vendors 

have received all necessary payments. 

 

12.  While on-site 

o As the faculty coordinator, you will be charged with the teaching, administrative, 

logistical, health, safety, and welfare of group members along with the provider staff. As 

such, it is important that you are familiar with the requisite guidelines and ensure that 

Rowan personnel, via the Study Abroad, have the ability to contact you through the 

entirety of your trip. 

o If possible, maintain a blog. 

o Please provide any changes to your original on-site contact information as soon as 

possible. You should provide Study Abroad in-country contact prior to departure. 

o In an effort to establish a line of communication, please be prepared to send a very brief 

update upon arrival, in the middle and upon departure of your program.  
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Checklist in Detail 

 
13. Upon Return: Final report 

o A final report summarizing the overall experience of the group is required. A copy should 

be filed with the Study Abroad, and if so required, with the college dean. The faulty 

member should also retain a copy for future reference should s/he decide to organize a 

similar trip in the future. At the very least, the report should include: 

o Number of students participating; 

o Dates and locations visited; 

o Learning objectives and how they were met; 

o Lessons learned, i.e., what you would do again and what you might do differently; 

o Include the course name/credit hours/number of students registered for the class, 

revenue, and 

o Identify any potential problem areas that arose during the trip, i.e., administrative, 

logistical, etc. 

 
14. Provide samples of student experiences 

o Digital photos (along with student release to use photos in future advertisements); 

o Short one or two sentence student summarizations that might also be used to advertise 

future trips; and 

o Encourage students to participate in the annual Study Abroad photo contest and other 

events. 

 

15. The Study Abroad has developed a post-study abroad survey for students to assess their 

experience. Faculty directors are actively encouraged to ensure that their students complete this 

survey in a timely fashion. The results of the survey will be sent directly to the SA. Student 

feedback will be employed to fine tune existing programs and to assist in the development of 

future ones. 
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Approval Process for Faculty-led, Short-term Study Abroad Proposals 

All faculty-led short-term, study abroad proposals and trips must be submitted to the Study 

Abroad Committee for review:* 

 

 Requisite safety factors have been given due consideration; 

 Adequate site visits have been conducted prior to planning a trip and taking students; 

 A risk assessment for the travel areas involved has been undertaken (Form B); and 

 That everyone in the faculty member’s supervisory chain and Rowan administration is 

aware of the trip. 

 

These requirements are not designed to make the process odious but rather to ensure 

maximum safety for faculty and students alike. Thus, the following serves as a guide to 

facilitate faculty efforts in getting trip proposals approved. Should you have any questions 

during the process, please feel free to direct them to the Study Abroad. 

 

Approval Process 

Once a faculty member has decided on a trip location and a general timeline (adequate planning 

usually requires planning for about 12 months in advance), the first step is to complete The 

Faculty Led Proposal Form (Form A). After the department chair and college dean have signed 

off on the form, the proposal should be submitted to the Education Abroad Office for review by 

the Study Abroad Advisory Committee. 

 

The Study Abroad Advisory Committee will consider and weigh various risks associated with the 

travel: i.e., environmental, political, economic, or other areas of potential unrest or instability. 

Consequently, it is crucial that as much information be included in the faculty member’s 

proposal as possible. The committee may also forward the proposal to Rowan Wellness Center 

for a review of potential health risks. 

 

The committee has four options once it considers a proposal: 

· Recommend the proposal as submitted; 

· Recommend with modification; 

· Request additional information before rendering a recommendation; or 

· Not recommend the proposal 

 

If the proposal is recommended and the Study Abroad agrees, the faculty coordinator may 

begin planning. (Written notification of approval will be provided.) For the proposals not 

recommended, a faculty member will receive a written explanation of the decision. S/he then 

has the option to appeal the decision to the appeal authority, which in this case is the Provost. 

To initiate such an appeal, a faculty member will need to: 

· Notify the Study Abroad of intent to appeal; and 

· Put the appeal in the form of a memorandum along with accompanying documentation 

supporting the faculty member’s position. At the very least, accompanying documentation 

should include the packet of original materials returned by the committee. 
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Upon returning from a site visit, the faculty member must complete a report of her/his findings 

(Form) and submit it to the department chair and college dean for final review. Once approved, 

the report should be forwarded to Study Abroad for review by the Study Abroad Committee. If 

approved, the faculty member can then begin planning the trip itself. (Again, written notification 

of approval will be provided.) If it is not approved, s/he can pursue the appeals process outlined 

above. 

 

Assessment of Faculty-Led, Short-Term Study Abroad Program Proposals 

The following rubric is designed to enable a committee of individuals to assess faculty-led, 

short-term study abroad program proposals in terms of potential associated risk. Faculty 

considering a study-abroad excursion should make sure to address each of the stated areas. 

Please note a score of six (6) is required in order to pass this section. While scores of zero (0) 

and two (2) should be clear, here are some examples of why a score of one (1) might be given. 

 

 Political Stability: Global unrest or extreme difference between area of trouble and 

proposed site visit. 

 Health Risks: Available care below US standard or possible health problems due to 

lack of sanitation or proper food preparation.  

 Criminal Activity: Known area of tourists being preyed upon and/or weak police or 

military forces. 

 Advance Site Visit: Limited knowledge of area, but has traveled internationally without 

students. 

 Faculty Director’s Language Proficiency: Either English is common in area or professor 

has passing knowledge of local language—can find help or assistance relatively 

easily. 

 Participants’ Language Proficiency: Similar to faculty coordinator’s capability by 33 

percent or more of students. 

 Participants’ Experience: 50 percent or more have some international travel, understand 

process of going through customs, etc. 

If a score of zero (0) or one (1) is expected in a particular category on the rubric, please 

attach an addendum that provides information regarding the ways in which the applicant 

plans to address the issues that lead to a low score. 
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Rubric for Proposal Approval: 

Global Risk Evaluation for Faculty-Led Study Abroad Program 

0 1 2 SCORE 

POLITICAL STABILITY Unknown reported, 

unclear, or high risk 

of government 

instability, negative 

USSD travel advisory 

Minor risk of 

instability, USSD 

advisories limited 

to areas distant 

from site 

Stable 

government, no 

travel advisories 

HEATLH RISKS Unknown reported, 

unclear, or high risk 

of government 

instability, negative 

USSD travel advisory 

Limited health 

risks 

Little likelihood 

of health 

concerns, high 

quality medical 

care readily 

available, 

handicapped 

accessible 

CRIMINAL ACTIVITY Unknown reported, 

unclear, or high risk 

of criminal activity  

Limited criminal 

threat 

Little threat of 

criminal activity 

SITE VIST Unknown, reported, 

unclear or limited 

experience travel 

Limited criminal 

threat 

Considerable 

experience on-

site, significant 

with international 

travel with 

students 

FACULTY COORDINATOR 

LANGUAGE PROFICIENCY 

Unknown, 

unreported, unclear 

or limited 

Some time spent 

on site, some 

travel experience 

Near fluent in 

local language(s) 

PARTICIPANT’S LANGUAGE 

PROFICIENCY 

Unknown, 

unreported, unclear, 

or limited 

Competent in 

local language(s), 

Translators 

available 

Near fluent in 

local language(s) 

TOTAL: 

Scores from this category is NOT included in the overall score for approval. This category is included as additional 

information to help the committee make an informed decision.
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Rowan University has formal agreements with the partner organizations listed below. Please 

contact an organization to begin a program design with pricing estimates to assist you when 

completing this form. Please check which partner organization with which you’ll be 

working. 

  Name: 

Department: 

Campus Address:    Campus Phone: 

Home Address: 

Home Phone:   Cell Phone:  

Email: 

ORGANIZATION WEBSITE HOW TO START 

ISA www.cp.studiesabroad.com Email: cp@studiesabroad.com 

AIFS www.aifscustomized.com Visit website and choose “Request a 

quote” or “Set up a consultation” 

EF College 

Study Tours 
www.efcollegestudytours.com Email: Katie White, 

Katie.White@ef.edu  

The Asia Institute http://www.asiainstitute.org/en/ YJ Zhai: yj.zhai@asiainstitute.org 

PARTNER ORGANIZATION INFORMATION 

FACULTY INFORMATION 

FACULTY LED PROPOSAL FORM (FORM A) 
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Please use the check boxes to indicate which program option you choose, 

Option 1 (ISA & AIFS ONLY) 
This options allows the professor to teach a 3 credit course overseas. Typically these programs will run 1-
3 weeks in the country of choice. The professor will work with one of the approved organizations (see 
below) to design and build a program etc. (Only current, matriculated Rowan students can participate) 

Option 2 (ISA, AIFS, and EF College Study Tours) 
This options allows the professor to add an international component to a spring course. The international 
component will take place overseas in the country of choice during Spring Break, or “Maymester”. (Only 
current, matriculated Rowan students can participate.) 

Option 3 (EF College Study Tours) 
This option allows the faculty member to run a non-credit program overseas. (Only current, matriculated 
Rowan students may participate.) 

For all credit-bearing programs students must be registered for the proper course 

prior to travel. Please include the information for the Rowan course.  

Rowan Course Title: 

CRN: 

Number of Credits: 

For Option 2 programs please complete the following: 

Hours of Instruction during the semester: 

Hours of instruction abroad: 

CHOOSE PROGRAM OPTION 

COURSE INFORMATION 
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Title of Program (this is not the title of the Rowan course, however the title of the program. We 

will use this title in all promotional materials)  

Destination: 

Departure Date:    Return Date: 

Description of program 

objectives:____________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

It is critical that anyone traveling is aware of the responsibilities and risks of travel.  Rowan 

University’s travel guidelines are designed to promote safe travel practices; and, where risks arise, 

a plan for communicating those risks to all necessary parties and/or a plan for safe departure from 

the country.    

View the current Travel Warnings & Restrictions Country List before making Rowan-affiliated travel 

arrangements to determine the risk level of your country of destination.   For more information 

about these warnings, go to: State Department Travel Warnings Page at: 

http://travel.state.gov/content/passports/en/alertswarnings.html    

*If your country is on Rowan’s Level 3 Risk list, Rowan affiliated travel is NOT permitted

PROGRAM INFORMATION 

TRAVEL DETAILS 

https://sites.rowan.edu/international/_docs/travel-advisories-and-notices.pdf
https://sites.rowan.edu/international/international-travel/index.html
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Please expand in as much detail as you can. 

Have you ever traveled abroad prior to this program?      Y   or   N 

If no, what experiences have you had that would prepare you for international travel with a group 

of students? 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

Have you conducted a site visit (organized through a company, or personally) to the country/(ies) 

you will be visiting?     Y   or   N       If yes, please elaborate.  

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

Have you ever led a group of students abroad?    Y   or   N 

If so, please elaborate: 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

What is your understanding of the political stability of the country to which you will be traveling? 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

Are you fluent or proficient in the language of the country/(ies) to which you will be traveling?  

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

TRAVEL DETAILS: Pertinent Questions 
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Title of Program_____________________________________________________________________________  
   

Professor:___________________________________________________________________________________  
  

  

Rowan Application Fee:  
  

Partner Organization Application Fee:  
  

  

$100.0 
  

 

 

AIFS: $95.00  

ISA: $95.00   
    EF Tours: $95.00  
  
  

 WWA: $200.00  

  

Personal Spending (Travel, personal expenses 

etc.)  

  

$  

 

Partner Organization Program Fee  $   

Accommodations  $  

Please:   Choose one: Dorm | Hotel | Homestay  

Meals (**please estimate how much students will spend 

on food outside of any meals included in the program fee)  

$  

Airfare (estimate)  
  

$  

  

Miscellaneous:  

  

Passport: $135.00  

Medical Insurance Included?   

Visa Cost: $  

Ground Transportation: $  

TOTAL ESTIMATED COST:  $  

  

        Host City & Country:___________ ______________________________   Number of Credits: ___________  

     Partner Organization:______________________________  Semester:  Summer | Spring Break |  J-term         

Program Start Date: ___________________________   Program End Date: _____________________________  

 

 

BUDGET ESTIMATE 
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The following faculty member seeks approval/has been nominated by their Department Chair/Dean 

to lead a Rowan study abroad program through their college. 

 

Faculty/staff Member’s Name  

 

Faculty Member’s Department and college 

Name of Program Abroad 

Location (City, Country) 

Program Dates 

The faculty member signing this agreement has read, understands, and will comply with the 

requirements outlined in the “Faculty-led, Short-term Study Abroad Programs Handbook,” hereafter 

referred to as the “Handbook.” The Department Chair will be responsible for vetting the background 

of this individual to determine his/her suitability to lead and run a program abroad prior to approving 

this individual to lead a program abroad and for determining any compensation for this assignment. 

The Department Chair is responsible for keeping relevant paperwork on hand in the department to 

backup this decision. Any additional tasks specific to this program and not listed in the Handbook 

needs to be signed off by the faculty member, Department Chair, and Dean, and a signed copy needs 

to be attached to this document. 

 

Once this form is signed, the faculty member becomes the official Faculty Coordinator for the program 

indicated above. 

Reviewed and Agreed to by: 

The original signed form and any attachments should to be kept in the department and a complete 

copy sent to the Department SA. 

 

        

Faculty Member’s printed Name and 

Signature  

 

   Date

   

   Dept. Chairs’ Printed Name and Signature          Date 

 

     

   Dean’s printed Name and Signature          Date

APPROVALS 
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Each faculty member will need to complete an online training and become a Campus Security 

Authority.  

 

Clery Act:  Notice Requirements for University-sponsored Student Trips  

The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act (“Clery 

Act”) requires Rowan University to report publicly on any crimes that occur on University 

premises - a requirement that includes rental properties under certain circumstances.  

University personnel who are responsible for students on University-sponsored trips (both 

domestic and international) are considered “Campus Security Authorities (“CSAs”) under the 

law who are legally obligated to report those crimes.  

  

To comply with the law, you MUST complete this ELECTRONIC FORM for ANY trip that involves 

EITHER (1) the rental of a room or facility (excluding lodging) for any length of time OR (2) 

lodging for two or more consecutive nights.     

  

If you have any questions about the Clery Act and/or what is required of you, please contact: 

Ronald Massari  

Associate Director for Clery Compliance  

Rowan University  

Department of Public Safety 

856.256.4562 Desk 

massarir@rowan.edu  

  

  

  

CLERY ACT FORM (FORM B) 

https://sites.rowan.edu/publicsafety/clery/resources/clerytravelform.php
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Any international travel that meets at least one of the following criteria is a Rowan-

affiliated travel. 

 Use of Rowan funds for all or part of trip 

 Any trip specifically related to your Rowan responsibilities 

 Any trip in which students will be traveling with you 

 Any conference/workshop or business meeting in which you are representing 

Rowan University 

 

Travel outside the US is considered international travel. That includes travel to US 

territories (such as Puerto Rico) or to neighboring countries (such as Mexico and 

Canada). International travel requires prior written approval via the International 

Travel Request Form. As the faculty, leading the program, you will have to fill out this 

form and ensure that all of your students complete this form also.  

 

Rowan University does not provide advances for individual travel. With the exception 

of those travel related expenses that can be charged to Rowan Purchasing Card, 

travelers should pay all cost of the trip and seek reimbursement after the travel has 

been completed. 

 

Click here for the International Travel Request Form 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

INTERNATIONAL TRAVEL REQUEST FORM (FORM C) 

https://sites.rowan.edu/accountspayable/forms/international_travel_request_18u.pdf


Rowan Study Abroad P a g e | 19  

 

 

Information on this page to be supplied by Faculty Coordinator: 

 

 

1.       Rowan Faculty Coordinator Name:  

Phone:  

School Phone:  

Cell Phone:  

Street Address:  

E-mail:  

 

 

2. Host Institution Contact Name: (if applicable) 

 

Phone:  

School Phone:  

Cell Phone:  

Street Address:  

E-mail:  

(See continuous sheet for additional space) 

 

3. Program Contact Name(s) Abroad: 

 

Phone:  

School Phone:  

Cell Phone:  

Street Address:  

E-mail:  

(See continuous sheet for additional space) 

 

4. 24 Hour Emergency Contact Name:  

Cell Phone:  

Abroad Cell Phone:  

Fax:  

E-mail:  

EMERGENCY INFOMRATION WORKSHEET (FORM D) 
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Nearest (check one) 

☐US Embassy or   ☐US Consulate 

(NOTE: ALL STUDENTS REQUIRED TO REGISTER WITH NEAREST EMBASSY) 

 

Street Address 

 

City State 

 

Country Zip or mailing code 

 

Phone w/City code  

 

E-mail  

 

1. Nearest Hospital to program location: 

 

Phone w/City Code:  

Fax:  

E-mail:  

 
2. Red Cross or Red Crescent or similar agency 

Phone w/City Code:  

Fax:  

E-mail:  

 

2. In the event that a student does not arrive or is delayed on arrival please list the 

address to which said student should go or phone number should be called: 

Address:  

 During normal business hours:  

Outside of normal business hours:  

 

 
  

COMPLETED BY/FACULTY MEMBER (PRINT) DATE 

 
  

SIGNATURE TITLE 

 

  

RECEIVED BY STUDY ABROAD      DATE 

EMERGENCY INFOMRATION WORKSHEET (FORM D cont’d) 
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