	UWSP Study/Travel Abroad Planning Guide – DRAFT

Responsibilities for Coordination/Administration

	                  I. Academic/Educational Credit-Bearing Travel Experiences
	II. Recreational, Non-Academic, Non-Credit Bearing, Adventure/Pleasure Travel 

    Experiences 

	Credit-bearing experiences for traditional students:

International Programs
	Credit-optional experiences primarily for non-traditional and/or out-of-school audiences:
UWSP Extension
	Travel sponsored by a UWSP college, school, or department such as HPHD Adventure Tours: Dean of the College. For travel sponsored by the Alumni Association: Director of University Advancement.
	Travel not sponsored by the university, a college, a school, a department, or equivalent campus units, but involves faculty and/or UWSP students:



	These guidelines will be followed:

1. The program must be run through Fund 128 on a cost recovery basis.

· Work with the Director of International Programs

2. The fee must be established according to UW System policy FPPP 45 (F45).

· Tuition will be exempt from the tuition plateau; students will not be counted toward enrollment target.

· Tuition will differentiate between Wisconsin resident and nonresident status.

· Fees shall include, but not be limited to:  salaries and fringe benefits for instructors, supplies & expenses, travel, food, admission costs, housing, etc.  A refund policy must be established & printed on all promotional materials.

3. The program must be in accordance with UW System policy guidelines for international travel (ACIS 7.1-7.4)

4. All students must sign and return the UW System Uniform Statement of Responsibility, and they must be informed of the Code of Conduct & consequences for violation of the code.

5. CISI insurance, an evacuation plan, and pre-departure orientation are required. 

6. Emergency contact information must be provided.

7. Medex cards will be provided for all

       faculty/staff.
	These guidelines will be followed: 

1. The program must be run through Fund 128 on a cost recovery basis.

2. The fee must be established according to UW System policy FPPP 45 (F45).

· Tuition will differentiate between Wisconsin resident and nonresident status for credit.

· Other fees will be the same for all participants regardless of residency status for non-credit.

· Fees shall include, but not be limited to:  salaries and fringe benefits for tour escorts, coordinators, supplies & expenses, travel, food, admission costs, housing, etc.  A refund policy must be established & printed on all promotional materials.

3. All participants must sign and return the UW System Uniform Statement of Responsibility, and they must be informed of the Code of Conduct & consequences for violation of the code.

4. CISI insurance, an evacuation plan, and pre-departure orientation are required.  

5. Emergency contact information must be provided.

6. Individual health insurance is required. Purchase of travel insurance by each participant is strongly encouraged.

7.    Medex cards will be provided for all 

       faculty/staff.
	These guidelines will be followed: 

1. The program must be run through Fund 128 on a cost recovery basis.

2. The fee must be established according to UW System policy FPPP 45 (F45).

· Fees will be the same for all participants regardless of residency status.

· Fees shall include, but not be limited to:  salaries and fringe benefits for tour escorts, coordinators, supplies & expenses, travel, food, admission costs, housing, etc.  A refund policy must be established & printed on all promotional materials.

3. All participants must sign and return the UW System Uniform Statement of Responsibility, and they must be informed of the Code of Conduct & consequences for violation of the code.

4. An evacuation plan and pre-departure orientation are required.  

5. Emergency contact information must be provided.

6. Individual health insurance is required. Purchase of travel insurance by each participant is strongly encouraged.

7. Medex cards will be provided for all 

       faculty/staff.


	All other travel not covered by this policy by any UWSP employee, agent, or student is considered personal and the sole responsibility of the individual(s). No UWSP resources (e.g. letterhead, labor, funds, mail, email, facilities, phone, etc.) are to be utilized to manage or arrange individual’s personal travel. The university provides no insurance protection.  
All travel within the scope of UWSP’s mission must adhere to UWSP Study/Travel Abroad policy.

For assistance in determining travel requirements, contact the Office of Safety and Loss Control.
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