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OVERVIEW

International field courses are an important component of Dalhousie University's international strategy related to
international student mobility. International student mobility includes any credit-based opportunity for students to work
or study abroad while undertaking their degree program — whether undergraduate, graduate or postgraduate.
International student mobility for Dalhousie students includes student exchange, study abroad, internships or co-op
placements, research projects, and field courses, if delivered outside of Canada.

Dalhousie’s international field courses are structured, for-credit group learning experiences which take place outside
Canada in a location which acts as a ‘home base’ for studies. Teaching focuses on topics which are enhanced by the
academic, cultural, or environmental resources of the field course location.

The purpose of this handbook is to provide a comprehensive source of information for Department, Course Directors
and Administrators, and other units responsible for supporting the delivery of international field courses. It outlines
the elements required to plan, execute, and assess an international field course. It is intended to guide both first-time
and more experienced Course Directors and Administrators through the process.

The handbook will:
e Provide information and support to the academic units running international field courses
o  Clarify roles and responsibilities
e Provide samples of documents used in the process

KEY PLAYERS SUPPORTING INTERNATIONAL FIELD COURSES
This handbook discusses the roles and responsibilities of a number of units and stakeholders in supporting
international field courses.

Department / Faculty Leadership

Each Department and Faculty has its own culture, goals and character; the international field courses offered should
enhance these. International field courses are an important aspect of many Department / Faculty’s international
strategies related to student mobility.

Course Director

The Course Director is the Dalhousie faculty or staff member with primary responsibility for the international field
course. This person is the key to the success of a program. The Course Director will organize and implement the
majority of the program’s elements and will interact the most with the program’s students. Ideally, the Course Director
will have particular expertise in the host country and its language. He or she should also have a strong track record of
teaching undergraduate students.

Administrative Coordinator

This person provides support for the Course Director and students participating in the international field course. They
are able to represent the Course Director while the course is abroad should anything arise that requires the support
or resources of Dalhousie. If the Administrative Coordinator also travels with the course, another administrative
contact within the Department is required to be assigned to be a key point of contact during the course.

International Centre

A key support unit situated in Dalhousie Student Affairs, the International Centre collaborates with faculty, staff and
students to enhance the international student experience for both visiting students from other countries and
Dalhousie students studying abroad. The International Centre can advise Course Directors and Administrative
Coordinators on developing orientation programs for students and is also a comprehensive resource for travelling
students. The International Centre administers the online orientation sessions required for all travelling students. The
International Centre has primary responsibility for tracking student mobility through the university’s central database.
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Office of International Relations

In collaboration with Dalhousie academic and administrative units, the Office of International Relations provides
leadership to the university in the development and deployment of Dalhousie's International Strategy, including a key
focus on increasing outbound international student mobility.

Local Coordinator Abroad
Some courses have identified a Local Coordinator Abroad at the field course site. This person can provide logistical
assistance in the host country before and/or during the international field course.

Students

Students who participate in international field courses remain responsible to act in accordance with Dalhousie’s Code
of Student Conduct and the University's Policies. Students are responsible to attend pre-departure orientation(s) and
maintain compliance with other eligibility criteria associated with the particular field course in which they plan to
participate. Students travelling internationally on a field course are ambassadors of Dalhousie University and are
responsible to hold this responsibility in high regard. All students participating in an international field course are
required to sign a Student Commitment to Studying Abroad (Appendix A).

COURSE DEVELOPMENT
Department Leadership Responsibilities

Gauge Student Interest

International field courses will require a certain amount of student participation to warrant the considerable
investment of financial and human resources. Thought should be given at very early stages as to the level of student
participation required to run a successful course. The Department should determine ways to gauge student interest
to ensure that a program will run successfully and determine the frequency of offering the course (i.e. annually, bi-
annually). As a program is developed and its focus is sharpened, students’ interest will have to be assessed in an
ongoing manner.

Recruit a Course Director

Selection of a Course Director is of the utmost importance in ensuring a successful international field course.
Department leadership is responsible to assess potential international field Course Directors’ suitability to organize a
course and lead a group of students internationally.

The Course Director will ideally have particular expertise in the host country and its language. They should also have
a strong track record of teaching undergraduate students. Departments are also responsible to alert prospective
Course Directors of the unique requirements of the position prior to either side making a commitment.

Assign an Administrative Coordinator and Determine Other Support Needs

All international field courses will require a great deal of administrative coordination and support at all stages of the
implementation. It is critical for a Department to assign sufficient administrative resources to the coordination of
international field courses.

The Administrative Coordinator typically manages student applications and, in the case that Course Directors change
from year to year, provide program continuity. The Administrative Coordinator is a faculty or staff member
responsible to be the main home contact for the Course Director while the Course Director is leading the course. If
the Administrative Coordinator also travels with the course, another administrative contact within the Department is
required to be assigned to be a key point of contact during the course. The Administrative Coordinator may also
assist the Course Director with various tasks related to the planning, implementation, and assessment of an
international field course.
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Identify Funding

Funding is critical to consider at the earliest stages of program development for international field courses. While field
courses may include a fee paid by students to offset program costs, additional funds may be required. Departments
may wish to use funds to enhance the experiences of the program participants. Departments should be willing to
create or solicit funding for their international programs. Solicitations could be to internal Dalhousie funding sources
or to external sources such as alumni, foundations or businesses.

Create International Partnerships

In some cases, an international field course would benefit from the creation of an institutional partnership between
Dalhousie and another academic institution. The Department is responsible to work with the Office of International
Relations to establish necessary partnership agreements.

A Note about Courses Offered through the University of King’s College...

While Dalhousie and King's share a special relationship allowing interchange of students in courses offered at
each institution, each institution has its own authority to decide on its own policies and procedures surrounding its
courses. Thus, the guidelines laid out in this handbook apply to Dalhousie courses; the guidelines do not
automatically apply to King's courses. Further questions about this can be directed to the Dalhousie Office of
International Relations.

Course Director and Administrative Coordinator Responsibilities

Develop the Course and Curriculum Integration

The Department must determine the course level and where an international field course fits into the degree-seeking
programs it offers. Ideally, the Department will integrate ‘international program streams’ into its offerings, making the
choice to participate in international field courses and other international learning opportunities easy for students. The
Course Director will need to consider the design of the course and determine how students will be evaluated.

International Centre Responsibilities

Provide Advice

The International Centre has significant expertise in assessing and advising on issues of student interest, safety, and
risk management. The International Centre can advise Course Directors and Administrative Coordinators on
developing orientation programs for students and is also a comprehensive resource for travelling students. They
should be contacted early to discuss various issues that should be taken into account in the development of an
international field course. Contacting the International Centre early will make developing a course easier!

Report Mobility

The International Centre has primary responsibility for tracking student mobility through the university's central
database for international relations and can therefore provide advice on aspects of participant screening.
International Centre staff are a resource for Administrative Coordinators when setting up online applications and
managing applicants.

Office of International Relations

Liaise with the Legal Counsel Office and Human Rights and Equity Services

The Office of International Relations will be the key liaison between any parties working on international field courses
and the Dalhousie Legal Counsel Office as well as Human Rights and Equity Services. Legal advice should be
sought on issues related to risk management and liability while Human Rights and Equity Services can assist with
matters pertaining to equity, diversity and inclusion.
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Standardize Resource Development

The Office of International Relations coordinates a campus-wide interest group for Course Directors and
Administrative Coordinators of international field courses and facilitates the development of standardized resources
to support international field courses.

Create International Partnerships

Should a Department determine that and international field course would benefit from the creation of an institutional
partnership agreement between Dalhousie and another academic institution, the Office of International Relations will
assist in the establishment of the necessary agreement.

PLANNING, PROMOTION AND RECRUITMENT
Department Leadership Responsibilities

Promote International Programs

The Department can promote international programs through advocacy, advising, class contact with students, and
other mechanisms. A Department's international programs need to be promoted to faculty, student advisors and
students, particularly those not actively involved in the delivery of international programs. Students look to faculty and
advisors to guide them in optimizing their academic experience; well-informed faculty and advisors are critical to
recruiting students to international field courses.

Course Director and Administrative Coordinator Responsibilities

Develop Timeline

The Course Director and Administrative Coordinator will need to begin the planning process and to develop a realistic
timeline at least 12 months in advance. This timeline should map out all of the tasks that need to be completed in
order to create a successful program — from the development of the program idea to last minute pre-departure
details. The timeline requires careful consideration and should be followed closely. It would be helpful to consult the
International Centre who can provide advice on timeline development and help to ensure that steps are not missed.

Develop Program Focus

The development of the program focus is a major part of the planning process; the program focus will define the
program content and the type of students who will want to participate. The Course Director will outline the program
focus as well as the necessary linguistic or academic backgrounds required of participating students. While efforts
should have been made by the Department early in the program development phase to gauge general student
interest, this will need to be an ongoing process as the program focus is developed. The Course Director may wish to
survey students on potential program focus as well as program location, timing and cost.

The university requires the development of a standardized program description which would include an assessment
of the risks associated with the course (i.e. proximity to health services, environmental factors, accessibility, etc).
Program descriptions should be submitted to the Department Chair and Office of International Relations when a new
field course is proposed. The Office of International Relations can consult with university legal counsel as necessary.
The Office of International Relations will maintain a copy of all program descriptions. Program descriptions should be
available to students before they apply so that they understand the specific expectations of the course. The program
description should be reviewed again with enrolled students during the pre-departure orientation. The Program
Description template is attached as Appendix B.

Determine Volunteer Role(s) — Local and Abroad
Given the complexity of delivering an unconventional course in a foreign country and overseeing a diverse student
group in an intense experience, Course Directors should consider including volunteer support for the course. If any
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volunteer is to be recruited, the Course Director should clearly outline, in writing, the role and expectations of the
volunteer during the course.

A volunteer who travels with the course can be an invaluable resource for supporting students as well as coordinating
day-to-day logistics; their presence can allow the Course Director to focus more efforts toward the academic
elements of course delivery. Volunteers travelling with the course could be Residence Assistants, Teaching
Assistants, graduate students, or other individuals (whether associated or not with Dalhousie). It is highly
recommended to consider offering this type of volunteer position to a student who has been trained as a Residence
Assistant. Residence Assistants have considerable training and experience in maintaining student community
standards and crisis management. Residence Assistants also have training in peer counselling, though they are not
counsellors.

A Local Coordinator Abroad at the host site can also be helpful to a successful program. The Course Director should
consider whether there are key university officials, faculty members, facility operators, travel agents or others that
could provide logistical expertise to run a smooth program.

Volunteers, including those travelling with the course and Local Coordinators Abroad, can be offered honoraria.
There is no specific guideline for the amount of an honorarium, however it should be reasonable based on the role
identified and other program costs. Typically students will be paying for this through the auxiliary fees and it is
important to use student funds appropriately. All Canadian volunteers will be issued a T4A for the amount of the
honorarium and are subject to the associated tax implications. Volunteers from other countries will not be issued tax
forms. The Course Administrator should make arrangements with the Financial Administrator for their Faculty to
requisition a cheque or complete the forms to facilitate a wire transfer as necessary.

In lieu of, or in addition to, a volunteer honorarium, the volunteer’s travel expenses could be covered through the
course budget. If no compensation is given to a volunteer other than reimbursement of expenses, there would not be
a T4A issued to the volunteer.

If considering recruiting a volunteer or Local Coordinator Abroad, Course Directors and/or Course Administrators
must discuss honoraria (including reimbursement for travel expenses) and insurance coverage with the Office of
International Relations. The OIR will work with the Legal Counsel Office to ensure proper documentation is prepared.
Documentation should be in place prior to making commitments to prospective volunteers.

Establish Budget
The Course Director and Administrative Coordinator should determine a budget for the program that clearly outlines
the cost of key program activities. Typical international field course budgets may include some or all of the following
key program activities:
o Instructional costs (teaching space, guest lectures, supplies)
Faculty housing, airfare, and per diem
Student housing
Teaching assistant / volunteer support
Excursions and entrance fees
Site administration / local coordination
Administration costs (recruitment brochures, cell service abroad)
Student insurance
Student travel to and from the program site (if built into program fee)
Student per diem (unusual, but in particular circumstances it may be appropriate)
Program reserve (approx. 10% to cover currency fluctuations and emergencies)
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In almost every case, students participating in an international field course will be required to pay an auxiliary fee to
cover the additional costs associated with the course. The amount of the auxiliary fee will be determined by the
program costs and the number of students anticipated to participate in the course. There is a formal process through
Financial Services, and with eventual approval of the Board of Governors, that is required to establish the auxiliary
fee for new courses and courses in which the curriculum has changed significantly. Course Directors should seek
specific guidance from their Faculty's Financial Administrator on this process early in the previous academic year.

Make Financial Arrangements

The Course Director and Administrative Coordinator should determine the schedule for student fees as well as what
fund advance the Course Director will require before departure. It is important to consider currency fluctuations and
determine whether expenses will be incurred in local or foreign currency so that the required flexibility can be built
into the budget and planning.

Students must make payments through the Student Accounts Office. Departments cannot accept deposits directly
from students and under no circumstances is student credit card information to be requested or recorded. Through
Financial Services and the Faculty Financial Officer, the Administrative Coordinator can make arrangements for the
fees to be transferred into the appropriate operating account. Financial Services will provide regular updates as to
which students have paid fees (the timing of these updates can be determined with them in advance). Itis
appropriate to determine and communicate a non-refundable deposit. There is no specific guideline for the timing or
amount of this deposit, rather it depends on the upfront costs associated with the course.

Make Housing and Classroom Arrangements

Faculty and Student Housing. Living accommodations for international field courses vary widely from program to
program. It is the responsibility of the Course Director to determine the most suitable form of housing (host families,
apartments, dormitories, hotels, tents) and to confirm housing before participants are recruited. The nature of the
living arrangements will affect whether students may need accommodations or otherwise decide whether the course
is a good fit for them. The Local Coordinator Abroad can provide support in securing faculty and student housing with
the guidance of the Course Director.

Classrooms. Some programs rely more heavily on classroom facilities than others, but in most cases having a ‘home
base’ for the program is important. The Local Coordinator Abroad should be able to advise the Course Director on
the location, cost and suitability of possible classrooms.

Recruit Students

Recruitment of students should take place at least eight months before program departure. Key tools for recruitment
include program brochures, websites, information sessions, and word of mouth. Of course, if an international field
course is built into an ‘international stream'’ in the Department’s curriculum, recruitment of students will be much
easier as there will be a cohort expecting to participate in the program.

Brochure. A brochure advertising an international field course should contain as much information as possible about
the program while being easy to read and understand. A typical brochure would include: program focus, credits,
faculty, dates, location, fees and payment schedule, application and selection deadlines, refund policy, contact
information for the Course Director and/or Administrative Coordinator.

Website. It is highly recommended that a website be developed for each international field course and should include
the same information as the brochure with more detail about the location and course as well as links to application
forms and other resources. The Course Director and/or Administrative Coordinator should oversee the development
and maintenance of the site.

Information Sessions. Each program can host an information session for prospective applicants or a Department or
Faculty could arrange an information session to highlight all international field courses and other international
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opportunities for students. Participating in recruitment fairs such as the International Centre’s annual “Go Global”
event should also be considered.

Word of Mouth. Students will value the advice of faculty and peers with regard to participation in international field
courses. Consider hosting an event where potential students can hear from former students. Request that faculty
make announcements about upcoming international field course opportunities in the classrooms and in advising
appointments.

Determine Application and Selection Processes

Clear deadlines for applications must be identified and well communicated. Students should apply at least three
months in advance of the course to allow enough time for planning, pre-departure orientation, and accommodations;
ideally the application deadline would be six months or more before the start of the course.

There are academic standards and behavioural standards related to student participation in international field
courses.

Academic Standards.

Students must be enrolled in an undergraduate or graduate program at Dalhousie and must be in good academic
standing with a Cumulative GPA of at least 2.5 for undergraduate and a Cumulative GPA of at least 3.0 for graduate
programs. Some field courses may have a higher GPA requirement; this is at the discretion of the Department and
Course Director and should be noted on the Course Description.

Behavioural Standards.

Students’ behaviour on international field courses has a significant impact on the learning environment for other
students. Students who have been suspended as a result of a breach of the Code of Student Conduct or the
Sexualized Violence Policy are not eligible to participate in international field courses. As well, Students who (1) have
complaints pending against them under the Code of Student Conduct or the Sexualized Violence Policy or (2) have
been found to have breached the Code of Student Conduct or the Sexualized Violence Policy (without suspension)
and have not fulfilled the terms of any disciplinary or educational outcomes imposed as a result of that breach may
not be permitted to participate in international field courses.

Working with the Department, the Course Directors should determine if any further selection criteria are required
given the specifics of the field course being offered. Consider whether students will be accepted on a first come, first
served basis; whether candidates in a certain major will be given priority; whether there are course pre-requisites;
whether students need to be in a senior year of study; whether students outside the Department or Faculty will be
eligible to apply; and whether a student’s specific motivation to participate will have a bearing on selection.

Promote Bursary Programs

Access to financial support addresses a major perceived barrier for many students’ participation in international
programs. The Course Director and Administrative Coordinator, with the support of the International Centre, should
make sure to encourage students to pursue bursary support if they are eligible. Some information on bursaries to
support international student mobility at Dalhousie is available here: https://www.dal.ca/campus_life/international-
centre/current-students/working-finances/scholarships-bursaries.html

Consider Evaluation

There is a standard window of time following a course whereby student evaluations must be submitted. This is
determined at the faculty level. If the Course Director determines that, because of the timing of the course or other
factors, there will be insufficient time for students to complete the evaluation following the course, they should make
necessary arrangements with their Faculty's Associate Dean Academic to extend the course evaluation time or
provide another means for students to complete the course evaluation.
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Engage Alumni

Dalhousie has alumni all over the world. In organizing an international field course, you may consider engaging local
alumni in some form. Alumni may like to host a dinner for the group or join an excursion. They may also be a
valuable in-country resource for planning. To determine whether there are Dalhousie alumni in the host country,
contact the Dalhousie Office of Advancement.

Complete Appropriate Training

There is no required training for Course Directors, however a Course Director may wish to pursue certain training in
advance of leading a group of students abroad. For example, it is recommended that Course Directors take a first aid
or mental health first aid course to support emergency preparedness.

Course Directors and Administrative Coordinators should consider participating in the International Field Course
Interest Group. This group meetings approximately quarterly to share resources and insight on the successful
delivery of international field courses across Dalhousie. The group is an excellent resource for new and longstanding
Course Directors and Administrative Coordinators.

International Centre Responsibilities

Promote the Course

The International Centre can support student recruitment through its own website and social media presence. The
Course Director and/or Administrative Coordinator should liaise with the International Centre on promoting
international field courses to the broad student community.

Student Responsibilities

Apply for the Course
Students are responsible to meet all application requirements for international field courses by the stated deadlines.

SELECTION AND PRE-DEPARTURE
Course Director and Administrative Coordinator Responsibilities

Select Students

When the full selection criteria is established, the application process should be set up to measure the required
selection criteria. There is a standard application form for study abroad (including international field courses) set up
online and managed by the International Centre (Appendix C). If additional application criteria are required for a
specific field course, the Department should determine how that information will be collected from students. The
Administrative Coordinator will have access to student applications for the field course.

The process for review of applications will vary by course, department and faculty. Some may include a review
committee.

Students’ behaviour on international field courses has a significant impact on the learning environment for other
students. Students who have been suspended as a result of a breach of the Code of Student Conduct or the
Sexualized Violence Policy are not eligible to participate in international field courses. As well, Students who (1) have
complaints pending against them under the Code of Student Conduct or the Sexualized Violence Policy or (2) have
been found to have breached the Code of Student Conduct or the Sexualized Violence Policy (without suspension)
and have not fulfilled the terms of any disciplinary or educational outcomes imposed as a result of that breach may
not be permitted to participate in international field courses.
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The Course Director or Administrative Coordinator must ensure that applicants meet the above criteria before
confirming their acceptance. To determine students who have been suspended or who have breached the Code of
Student Conduct and not fulfilled the terms of any disciplinary or educational outcomes imposed as a result of the
breach, a student advisor within the Department / Faculty should check the Dalhousie Online student record. Details
regarding suspension pursuant to the Code of Student Conduct can be found in the sections on “comments” and
“pending grades”.

To determine if a student has allegations pending under the Code of Student Conduct or the Sexualized Violence
Policy or has not fulfilled the terms of any disciplinary or educational outcomes imposed as a result of a breach of the
Code of Student Conduct or Sexualized Violence Policy, the Course Director or Administrative Coordinator must
contact the office of the Vice-Provost Student Affairs. The Vice-Provost Student Affairs will then determine if the
student should be permitted to participate in a specific international field course, with or without conditions. For
example, one condition could be that all outstanding disciplinary or educational outcomes be completed prior to the
start of the course, in which case the student could be conditionally admitted to the course. In order to respect the
confidentiality of student discipline processes, in all communications with the Course Director or Administrative
Coordinator, the Vice-Provost Student Affairs will only disclose that information which is reasonably required.

It is important to notify all applicants, selected or rejected, of the decision in writing. The Course Director or
Administrative Coordinator may or may not decide to maintain a waiting list for qualified students who are not
selected and/or give them first option to take a spot the following year. The process for handling applicants not
selected will vary by course.

Carry Out Pre-Departure Orientation & Expectation Setting

Prior to departure, the Course Director should meet in person with the students at least once, but often several times.
The pre-departure orientation should include a general program overview, review of practical details, discussion of
risk and security, and clear expectation setting (including the Student Commitment to Study Abroad).

General Program Overview. The Course Director should share with the group some of his or her own experiences in
the host country and explain the rationale for hosting the international field course there. The group should review the
Program Description and discuss the learning objectives for the course.

Practical Details. These include discussion should include the culture and environmental factors that will impact the
course as well as logistics such as living arrangements, food, what to pack, travel arrangements, visa and insurance
requirements, and general schedule of the course.

Risk and Security. Every international setting will have its own considerations related to risk and security. These will
have been identified in the Program Description. In reflecting on risk and security, consider the host country’s
government, human rights and diversity, as well as access to and the quality of health services. The risk assessment
should also include an evacuation plan.

Expectation Setting. The Course Director should begin to set behavioural expectations for the students before
departure. This should involve reviewing and discussing the Student Commitment to Study Abroad (which should be
signed by all students during the application process) as well as the pre-course student responsibilities outlined in
this guide. Dalhousie students must adhere to the Code of Student Conduct and University Palicies, including the
Sexual Violence Policy, throughout their studies, whether at home or abroad and this should be reiterated during the
pre-departure orientation. There may also be specific rules developed for a particular field course. These should be
discussed pre-departure as well. The Course Director should make sure that students understand the consequences
for not adhering to the Course Rules or Code of Conduct (up to and including being sent home early).

Meeting together will help the group develop an esprit de corps; building strong relationships between participants
early may help support stable group dynamics during the course delivery. The International Centre will support
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Departments in the development of their site specific pre-departure information sessions as needed and is
responsible for administrating the online pre-departure orientation sessions required for all travelling students.

Students are also required to complete an online pre-departure session hosted by the International Centre before
departure. Information on this session can be found in the next section.

Engage in Student Accommodation Process

In accordance with Dalhousie’s Student Accommodation Policy, Dalhousie will make reasonable efforts to provide
accommodations, up to the point of undue hardship, for students experiencing a barrier due to a characteristic
protected by human rights legislation. Students are encouraged to seek accommodation where they believe that they
are experiencing such a barrier to participation in a University activity which may be reduced or eliminated through
accommodation. All requests for accommodation must be made by students in accordance with the Student
Accommodation Policy. Given the additional complexities involved in accommaodating students enrolled in
international field courses, students should be encouraged to make accommodation requests as early as possible.

If an accommodation request is sought by a student enrolled in an international field course, the Student Accessibility
Centre will contact the Course Director. They will be involved in thorough consultation about if and how
accommaodations can be made given the particular nature of the field course. Accommodation requests will be
considered on a case-by-case basis.

It is important to note that accommodations are not always possible. Students should be informed that paying a
deposit on course fees does not guarantee that a requested accommodation will be available to support their
participation in a field course. If a student has paid a deposit and cannot attend a field course because no reasonable
accommodation is possible within the timeframe available, they may not receive a refund (dates whereby refunds can
be issued are determined in the planning of each course). Course Directors and Course Administrators must ensure
that the program description appropriately describes the conditions of the course so that students can make informed
decisions about whether a field course will be appropriate for them.

Should a Course Director have a concern that a registered student is not equipped to participate in an international
field course or would be a risk to other participants, he or she should contact the Director of the Student Accessibility
Centre to discuss. The Course Director cannot unilaterally decide to pull a student out of a course or that a student
cannot participate in a course because of the accommodations they require. Course Directors should expect to hear
from the Student Accessibility Centre within seven days. The discussion of potential issues should be discussed as
soon as possible.

Make Travel Arrangements

Course Directors must make their own travel arrangements. Consider whether you need to arrive in advance of
students to manage any in-country course logistics. Faculty travelling abroad are required to adhere to the Faculty
and Staff Travel Policy (to be updated in 2018).

In some cases, travel arrangements for all participants are made by the Course Director or Administrative
Coordinator. In other cases, students are required to make their own travel arrangements. This needs to be clearly
communicated to students well in advance. If students are booking their own travel, give clear instructions about
when and where to arrive and what will happen. Let students know how they will get from the airport to the host site.

Dalhousie has preferred vendor contracts with Maritime Travel (travel agent) and Enterprise (car rental). When
possible, these vendors should be used for travel bookings. If students are travelling as a group, be prepared that
some students will want to make alternate arrangements. Such accommodations can be made at the discretion of the
Course Director.
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Obtain Travel Insurance

Faculty are responsible for obtaining travel insurance for themselves for the period of their international field course
and will be responsible for the cost of this insurance. Faculty are also responsible for communicating to students that
travel insurance is a mandatory component of international field studies and verifying that all students who are
participating in the international field course have travel insurance.

Remind Students to Register with Global Affairs Canada

Before departure, students must register with Global Affairs Canada through the Registration of Canadians Abroad
(ROCA,) system. Registration can be done online. The Canadian embassy can contact Canadian travellers to offer
assistance during a natural disaster or civil unrest, or to inform you of a family emergency at home.
https://travel.gc.caltravelling/registration

Be Aware of Travel Advisories

Course Directors and Administrative Coordinators should maintain up-to-date information on any Canadian
Government travel advisories for the host country. Within the six months leading up to the course delivery, any travel
warnings associated with the host country should be discussed with the International Centre. Legal Counsel may be
consulted by the International Centre as appropriate.

International Centre Responsibilities

Advise Students

Students can consult a Study Abroad and Exchange Advisor (SAEA) for support as they prepare for their time
abroad. They may have an issue they want to discuss confidentially, they may like another source of logistical
support, or they may be looking for support finding various funding opportunities.

Deliver General Pre-Departure Orientation

All Dalhousie students planning to study abroad must complete an online pre-departure course at least two months
prior to departure. The International Centre administers this course through Brightspace. The course covers a range
of considerations that students must engage with prior to departure. These include applying for funding, staying
healthy and safe while abroad and while traveling, what to do about money while abroad, securing insurance for trip,
applying for travel documents, what to do if there is an emergency, and cultural adjustment. The course is general in
nature and is designed to be supplemented by site-specific information provided by the Course Director.
https://www.dal.ca/predeparture.

Obtain Participant Information

To gain access to the online pre-departure orientation, students must register emergency contact information and
travel details. The International Centre collects and stores participants’ travel and emergency contact information for
the duration of the course in order to be prepared to support participants in the event of an emergency.
http:/projects.ises.dal.ca/emergencycontactform.php

Be Aware of Travel Advisories

The International Centre will maintain up-to-date information on any Canadian Government travel advisories for the
host country and respond as appropriate. Response may include discussion with Course Directors and Course
Administrators, keeping the Emergency Response Committee informed of changes that should be brought to their
attention, and advising on cancelling the course if advisories warrant. https://travel.gc.ca/travelling/advisories

Administer Student Bursary Programs

The International Centre administers several bursary programs to support Dalhousie students’ participation in
international programs. There is one application for all student bursaries and scholarships. Eligibility will depend on
the length of the program, financial need of the student, and other factors. In all cases, the placement must be a
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component of a student’s degree. https://www.dal.ca/campus _life/international-centre/outbound exchange/financial-
support.html.

Student Responsibilities

Apply for Bursaries
Students are responsible to review available bursary options and eligibility criteria. It is the students’ responsibility to
complete all steps to apply for bursaries supporting their participants in an international field course.

Make Accommodation Request (if required)
Students are responsible for making accommodation requests in accordance with Dalhousie’s Student
Accommodation Policy.

Coordinating accommodations, particularly for an international field course, can take time. As such, student requests
for accommodations should be made by the beginning of the academic term preceding the international field course
when possible. It is important to note that accommodations are not always possible. Paying a deposit on course fees
does not guarantee that a requested accommodation will be available to support a student’s participation in a field
course. If a student has paid a deposit and cannot attend a field course because no reasonable accommodation is
possible within the timeframe available, they may not receive a refund (dates whereby refunds can be issued are
determined in the planning of each course). Students are responsible for carefully reviewing the program description,
asking questions of the Course Director and Course Administrator in order to make informed decisions about whether
a field course will be appropriate for them, and making any accommodation requests in a timely fashion.

Make Travel Arrangements

In some cases, travel arrangements for all participants are made by the Course Director or Administrative
Coordinator. In other cases, students are required to make their own travel arrangements. Students should verify
how travel arrangements are to be made and confirm how they will be transported from the airport to the host site.
Students are responsible for acquiring the necessary visa documents and for the payment of passport fees.

Be Aware of Travel Advisories

The student should maintain up-to-date information on any Canadian Government travel advisories for the host
country. Students’ first point of contact for concerns related to travel advisories is the Course Director and/or
Administrative Coordinator.

Complete and Submit Waivers, Contracts, and Declaration Forms

All students participating in an international field course are required to sign a Student Commitment to Studying
Abroad (Appendix A). Depending on the international field course, students may be required to sign additional
waivers or declaration in advance of participating in the course. The student is responsible to read, understand, and
agree to the contents of any required forms.

Complete General Pre-Departure Orientation

All Dalhousie students planning to study abroad must complete an online pre-departure course at least two months
prior to departure. Pre-departure is hosted on Brightspace by the International Centre. To gain access to the course,
students must register. www.dal.ca/predeparture.

Participate in Site-Specific Pre-Departure Orientation
The Course Director will meet with students at least once before the international field course. Students must attend
all pre-departure orientation sessions.
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Obtain Travel Insurance

Students are responsible for obtaining travel insurance for the period of their international field course and will be
responsible for the cost of this insurance. Advice on adequate coverage can be sought through the Dalhousie
Student Union Health Plan office. Students will have to show proof of insurance to the Course Director and/or Course
Administrator.

Register with Global Affairs Canada

Before departure, students must register with Global Affairs Canada through the Registration of Canadians Abroad
(ROCA) system. Registration can be done online. The Canadian embassy can contact Canadian travellers to offer
assistance during a natural disaster or civil unrest, or to inform you of a family emergency at home.
https://travel.gc.caltravelling/registration

DURING THE COURSE
Department Leadership Responsibilities

Maintain Communication with Course Director

Before and during the program, the Administrative Coordinator within the Department should arrange mechanisms
for regular communication with the Course Director via email, telephone or other means. The Administrative
Coordinator should function as the Course Director's home departmental contact and should be ready to offer
assistance and advice as needed.

Course Director Responsibilities

Teach

The Course Director’s duties are varied, but they are first and foremost academic. It is important to remember that all
Dalhousie international field courses are academic programs. Because their delivery is novel, students can
sometimes lose sight of this. Successful Course Directors have been able to meld site and course materials in ways
that make the programs unique educational experiences. Course Directors are encouraged to bring in local experts,
design excursions, and empower students to investigate the environment.

Maintain Communication with Department and International Centre

Course Directors are not responsible for the behaviour of students (students are accountable for their own
behaviour). Course Directors are, however, responsible for putting processes in place to remind students of
expectations.

The Course Director should maintain communication with the Administrative Coordinator within the Department.
Mechanisms for regular communication via email, telephone or other means should be established in advance. The
Course Director should also keep the Department and International Centre advised of any development in the host
country that could affect the welfare of students and/or the program. The Course Director should inform the
Department and International Centre of major issues in the host country. Issues may include external factors such as
civil unrest, dangerous weather conditions, or changes in the structure or function of the living or learning conditions
as well as issues with the student group such as alcohol abuse, disruptive behaviour, or a change in the medical
condition of a participant. The Course Director must contact the International Centre and Department in the event of
an emergency in accordance with Dalhousie’s Emergency Concerns and Response Protocol (Appendix E).

Handle Group Program Costs

With support as possible from the Administrative Coordinator, the Course Director will be responsible to handle all
group program costs. Such costs may include student or faculty accommodation, local coordination, guest
instruction, excursions, educational resources, group dinners, etc. The Course Director may need an advance of
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funds from the Department to bring on the field course to cover such expenses. Accounting for the use of advance
funds is the responsibility of the Course Director; receipts should be kept for all transactions.

Many program budgets include a modest per diem allocation for Course Directors. This amount is designed to offset
some of the costs of daily life during the program. The per diem funds are the only portion of an advance that would
not require receipts.

Lead On-Site Orientation and Expectation Setting
Although students will have taken part in general and site-specific pre-departure orientation, a further orientation
takes place in the host country. Student exposure to the realities of study in a foreign context begins with the on-site
orientation. The success of this orientation will require careful planning by the Course Director in terms of timing,
content, and relevance to the various situations in which students may find themselves during the course. Some
suggested orientation topics are:
e Introduction to local personnel or others who are willing to support the group in some way
Introduction to the community and its surroundings
Discussion of available food / dining
Discussion of availability and use of local transportation
Discussion of available internet resources
Discussion of available banking or money changing facilities
Review of medical and health facilities including what to do in a medical emergency
Distribution of housing information and regulations
Explanation of local regulations concerning drug and alcohol use, political activism by foreigners, etc.
Explanation of the role of the Course Director, teaching staff, volunteers, and local coordinator
Discussion of the Student Commitment to Study Abroad and the importance of being an international
ambassador for Dalhousie and Canada
Discussion of the program rules and policy concerning student academic obligations during the course
e Presentation of measures that should be taken to ensure everyday safety and well-being. In addition,
depending on the country, a general discussion of emergency evacuation procedures may be necessary
o Distribution of emergency contact information to students

Student Welfare and Emergency Response

The Course Director plays an important role in assuring the welfare of students on the international field course. The
Course Director oversees the academic program but also orients students to the culture of the host country and
counsels them on a range of social and practical issues. Therefore, the Course Director should be sensitive to
problems that may impeded students’ acculturation while abroad.

Housing. Students’ degree of satisfaction with the living situations abroad can often make or break their opinions of
the program. It is important to make sure that housing adequate and to provide assistance if problems arise.

Volunteer Assistance. As stated in the section outlining pre-course responsibilities, it can be invaluable to include a
volunteer to support logistics and student welfare during an international field course. With a volunteer, the Course
Director should discuss sharing onsite responsibilities.

Emergency Response. In the event of an emergency that affects the group or a single individual, the Course Director
will be in contact with the Administrative Coordinator and/or the International Centre. Both will be involved in the
coordination of response and support from Dalhousie in accordance with the Emergency Concerns & Response
Protocol.

Student Behaviour. If a student violates the Code of Student Conduct or other University policy, the Course Director
must contact the Vice-Provost Student Affairs so that steps can be taken to address the situation. In cases where
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violations require immediate action, the Course Director should initiate the Emergency Concerns & Response
protocol. Steps may include immediate removal from the course. Any additional expenses incurred as a result of
early removal from the course will be the responsibility of the student and may be added to their student account.

Alcohol. Students’ use of alcohol on an international field course is raised as a concern for many Course Directors.
Alcohol and its impact on student life is addressed through the Code of Student Conduct and the university’s Alcohol
Policy. https://lwww.dal.ca/dept/university secretariat/policies/student-life/code-of-student-conduct.html
https://www.dal.ca/dept/university secretariat/policies/health-and-safety/alcohol-policy-.html

It is also important to note that many insurance policies will have an exclusion clause for any injury that occurs while
under the influence of alcohol. This means that in the event that a student’s insurer excludes coverage because of
alcohol consumption, then the student would be responsible for covering the expenses related to treatment of an
injury. This should be clearly discussed in the pre-departure orientation and the responsibility rests with the students
to ensure they know the details of their insurance policy.

International Centre Responsibilities

Administer the Emergency Concerns & Response Protocol
In the event of an issue abroad, the International Centre will initiate Dalhousie’'s Emergency Concerns & Response
Protocol in collaboration with the AVP Student Affairs.

Support Course Director in Dealing with Disruptive Students

The International Centre will support the Course Director in situations where students are disrupting the program
and/or the learning experience for the group. This will involve engaging support from necessary offices at Dalhousie
to ensure the appropriate response is executed (i.e. legal counsel, counselling and psychological services, etc.)

Use of Participants’ Information

The International Centre will follow appropriate procedures regarding use, privacy and destruction of student
information should it be needed to follow through with an emergency response.

Student Responsibilities

Abide by Student Commitment to Study Abroad & Program Rules

Students are responsible to understand and adhere to the Student Commitment to Study Abroad and the specific
program rules laid out by the Course Director. Failure adhere to the rules could result is dismissal from the program.

AFTER THE COURSE

Department Leadership Responsibilities

Course Review

Department and/or Faculty leadership should review the final report on each international field course to inform
decisions about future course offerings. A summary of the results of these reviews should be shared with the
International Centre and Office of International Relations.
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Course Director and Administrative Coordinator Responsibilities

Reporting
Student Grades. As with all academic courses, the Course Director is required to record and submit student grades
in a timely manner.

Program Report. The Course Director should submit a final report following the delivery of an international field
course. This report should note the number of participants, briefly describe the course offered, note any particular
concerns or issues that arose in the planning or implementation of the course, include a final accounting of course
expenses, and recommend next steps. This report should be submitted to Department and/or Faculty leadership and
should be copied to the International Centre and Office of International Relations.

Personal Information
The Course Director and/or Administrative Coordinator is responsible to securely dispose of personal information
records in accordance with privacy obligations.

International Centre Responsibilities

Personal Information
The International Centre is responsible to securely dispose of personal information records in accordance with
privacy obligations.

Reporting
The International Centre is responsible to provide annual (or more frequent) reports on mobility statistics, including
international field course participation, to the Office of International Relations.

Student Responsibilities

Bursary Reports
Student who received financial assistance may be required to complete reports following the course.

Evaluation
Students are expected to complete the course evaluation.

Office of International Relations

Mobility Reports

The Office of International Relations maintains overall responsibility for tracking and reporting on international
mobility numbers, including international field course participation.

Program Review

The Office of International Relations will review all program reports and consult with relevant parties in the
development of policies and/or resources to support the ongoing delivery of international field courses.
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International Field Course
Student Commitment to Studying Abroad

DALHOUSIE
UNIVERSITY

COURSE CODE: [insert]
Course Name: [insert]

I, the undersigned acknowledge the following:

1.

Dalhousie University (“Dalhousie”) is offering [course name] in [City], [Country], from [Dates] (the
“Program”). | wish to participate in the Program.

I understand that my participation in the Program involves risks not found in study on Dalhousie’s campus.
These include, but are not limited to, risks inherent in traveling to, and returning from, foreign countries;
foreign political, legal, social, cultural, and economic conditions; and more limited access to health services.
| have made my own investigation. | am willing to accept these risks.

[If responsible for own transportation and edit as needed] | will be responsible for my transportation to and
from [City, Country]. | will be also responsible for all costs during the Program, including tuition and
associated fees, room and board, books and supplies, local transportation (except transportation from
[insert], which will be provided by Dalhousie), fees for additional activities (such as the cost of tickets to
[insert]), and all personal expenses. | will provide my own travel and property insurance.

Dalhousie will provide me with ground transportation from the airport to the final destination so long as | am
at the [Airport Name] on the date and time to be confirmed by Dalhousie. Dalhousie will also provide me
with ground transportation from final destination to the airport so long as | am at the designated departure
location in [City] on the date and time to be confirmed by Dalhousie. If | am not at the departure location at
the designated time, I will be responsible for my own ground transportation.

| will obtain all necessary visa documents and a passport, and pay all passport, visa and other travel fees. |
acknowledge that my passport must be valid for at least six (6) months beyond my date of return to Canada.

I have completed Dalhousie’s Pre-Departure Orientation Course session, on-line. Information on the course
is available at; https://www.dal.ca/campus_life/international-centre/outbound_exchange/preparing-to-leave-canada.html.

| have submitted a copy of my certificate of completion to the Course Director.

| have reviewed and understand the Program Description. | have sought clarification on course
requirements as necessary.

| am aware of Dalhousie’s Student Accommodation Policy at:
https://cdn.dal.ca/content/dam/dalhousie/pdf/dept/university secretariat/policy-repository/StudentAccomPolicy Nov252014-
V3(2017Sept).pdf.

| acknowledge that it is my responsibility to make an accommodation request under that Policy if | believe
there is a barrier to my participation in the Program that is due to a characteristic protected by human rights
legislation. | further understand that the assessment of accommodation requests in relation to international
field courses can be more complex and therefore that | should make any necessary accommodation
requests as early as possible.
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10.

11.

12.

13.

14.

15.

16.

The academic aspects of the Program are such that my participation for the entire duration of the Program
is necessary to achieve the objectives of the Program. | agree to attend all elements, including all
orientations, meetings, classes, excursions, and exams on Dalhousie’s campus and abroad. | agree to
complete all requirements/assignments associated with the Program.

I have reviewed and agree to be bound by Dalhousie’s Code of Student Conduct. | will, at all times, act
responsibly and comply with the policies, rules, standards, and instructions for student conduct, including

Dalhousie's Code of Student Conduct. A copy is available online at:
https://www.dal.ca/content/dam/dalhousie/pdf/dept/university secretariat/policy-repository/CodeofStudentConduct.pdf).

In addition to the requirements under Dalhousie’s Code of Student Conduct, Dalhousie will not tolerate
alcohol or drug abuse. | understand that if | am impaired and cannot attend and fully participate in Program
activities and/or my conduct is disruptive or incompatible with the Program purpose or objectives, Dalhousie
may immediately terminate my participation in the Program and | will return to Canada.

[If applicable and edit as needed] | understand that the living accommodations provided to me as a
participant of the Program are for my use only. | will not share those living accommodations with any other
person, including a spouse or significant other, family member, or friend.

Dalhousie will enforce appropriate standards of conduct and may terminate my participation in the Program
for failure to maintain these standards or for any actions or conduct which Dalhousie considers incompatible
with the interest, harmony, comfort, or welfare of other Program participants or Dalhousie employees.
Unacceptable conduct includes, but is not limited to, unauthorized absence from the Program, harassment,
assault, vandalism, public disturbance, and any illegal activity.

If my participation in the Program is terminated or if | withdraw from the Program, Dalhousie shall have the
right to require me to leave the Program and the living accommodations provided to participants of the
Program and return to Canada without refunding my tuition or fees and without academic credit. If Dalhousie
directs me to return to Canada, | agree to cooperate and abide by such direction and cover all associated
COSts.

| am required to have health insurance coverage (DSU International Health Plan or equivalent as
determined by the DSU plan administrator) and travel insurance for the duration of the Program, and the
costs of such health insurance, inoculations, and additional medical costs associated with it are my
responsibility.

Dalhousie assumes no liability for any loss, damage, injury or additional expenses which | incur and suffer
as a result of my participation in the Program, including any cancellation of the Program, my withdrawal from
the Program at any time, and the termination of my participation in the Program by Dalhousie. | agree to
indemnify and save harmless Dalhousie from any loss, damage, injury or other expenses caused by me to
any third party.

Student’s Name B0O

Student’s Signature Date

For Dalhousie’s internal purposes only -

Date received by Department:
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International Field Course DALHOUSIE
Program Description UNIVERSITY

Course Title

Instructor(s)

Dates

Location

Program fee

Costs not covered
in program fee

Prerequisites

Admission
requirements

Enrollment
(max/min)

Application
deadline(s)

Course description

Evaluation

Environment of Include statement of accessibility, living conditions, learning

course delivery environment, proximity to health services, notes on climate, political
environment, etc.

Types of activities Include statement of physical fitness required

Evacuation plan Include group evacuation plan and plan to evacuate individual

participants
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International Field Course DALHOUSIE
Application Form UNIVERSITY

Personal Information

Last name: First name:

Dalhousie student number (B0O):

Contact Information

Current Mailing Address:

Phone: Email:

Permanent address:

Academic Information

Degree program: Faculty:

Major(s): Minor(s):

Current year of study: Cumulative GPA: Expected graduation:

Field Course

Course Name: Course Code:

Ul | have reviewed and understand the Program Description for this field course.

Ul | am aware of Dalhousie's Student Accommodation Policy and acknowledge that it is my responsibility to
make an accommodation request under that Policy if | believe there is a barrier to my participation in the
Program that is due to a characteristic protected by human rights legislation. | further understand that the
assessment of accommodation requests in relation to international field courses can be more complex and
therefore that | should make any necessary accommodation requests as early as possible.
https://cdn.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/policy-repository/StudentAccomPolicy Nov252014-
V3(2017Sept).pdf

Consent

U Students’ behaviour on international field courses has a significant impact on the learning environment for

other students. Students who have been suspended as a result of a breach of the Code of Student Conduct
or the Sexualized Violence Policy are not eligible to participate in international field courses. As well,
Students who (1) have complaints pending against them under the Code of Student Conduct or the
Sexualized Violence Policy or (2) have been found to have breached the Code of Student Conduct or the
Sexualized Violence Policy (without suspension) and have not fulfilled the terms of any disciplinary or
educational outcomes imposed as a result of that breach may not be permitted to participate in international
field courses. | consent to allow the Course Director and/or Administrative Coordinator of the international
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field course to consult with the Registrar's Office (re: Student Code of Conduct) and the Vice-Provost
Student Affairs (Sexualized Violence Policy) to confirm that | am eligible to participate in the international
field course.

] Dalhousie University is committed to protecting the personal information of our program participants. The
information collected on this form, together with any attachments, will be used solely for the processing of
applications, selection and placement processes. | understand and consent that information provided will be
accessible only to the International Centre, the applicable Program Coordinator(s); the registrar's office,
financial services, and my Dalhousie academic advisor.

Sighature
| certify that all of the above information provided in this application is complete and correct and | authorize the
Program Coordinator to verify any information provided as part of this application.

Student’s Name B0O

Student’s Signature Date

For Dalhousie’s internal purposes only -

Date received by Department:
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International Field Course % DALHOUSIE
Emergency Concerns & Response Protocol UNIVERSITY

Involving Study/Work Abroad Students
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- réceive acall fromia student who is dlearly distressed =~
. but may notbe expenencmg anemergericyas defined:.~ o
above, the individual who receives the call should S

- obtain information from the person calhng using the o

: 'Emergency Przmary Contact Informatzon Form RO
: '_Dependlng on'the nature of the emetgency, the_.'-’iﬁ o
- appropriate response; willbe determined. TheStudent = = =
‘Exchange Coordinator, in con}unctlon with the Vice- AL
~ President {Student Services), will deal 1nlt1aliy with “

-~ the call as outlined in the Early Warning section o of the =

_ Emergency Protocol Gutdehnes (see “B” page 7)

determme thecourse of aet:on Whereappropnage an-' ST

/r“



e Emergency Contaet from Abroad

C v The primary” “contact fof all: out- of—country '4
B -_emergenaes is Dathousre Secunty Ser\nces _ :
e Al Dalhousie students presently parttapatmg in’ L
s ,'studylwork abroad programs will-be'issued a‘card” .
S .‘f___hstmg the Dalhousie Security Services Ofﬁce contact' 3
© . number to be used in case'of emergency :

_ : i'.{' officeto service Dalhoume students abroad
.+ The number is: 902:494. 1888 Students may
oy call t}us number collect '

. :.'}A phone has been mstalled in the Secunty _ :

.52 VP Academic— Sam Scully. DR
o T e Chief of Securtty—SandyMacDonald
If an ofﬁce or department at Dalhousre recelves a calI
B dlrectly frorn a student parent an overseas ‘partner;.
o the medxa or other: person/source regardmg an- ool
- emergency;. the departmient should obtain as'much™. - o
°. information as p0551b1e from the caller as per- the "=
_Emergency Primary Contact Iﬂformatwﬂ Formand. .
- “then‘contact Dalhou51e Seciirity- Services, the Student
S ._Exchange Coordmawr or the VP: Student Servrces g
EER 1mmedtately in ercier to mlttate this protocol :

' -_Emergency ln!ormatlon Repor! st
“. This is a report to be tsed by-the Student Exchange
Coordinatof, Da!h0u51e Securrty Services and/for the: ~ "~
" PEC following any emergency rélated 1nc1dent froma- .
";""_--'studentor contactabroad This report once completed_ SRR
. willbe miade avaﬂable to the Emergenqr Management' R

The foHowmg isa core hst of prlmary contacts for- RS

. 'thrs protacol. Contact should be riade | in the order inc '
"7 which the names are listed. Emergency management

training wﬂl be requn'ed forall parttes mvolved in th s+ _.

protocol A AL
Bt 'StudentExchange Coordrnator——""-'. O

_"SharonBlanchard R

o 2::_?D1rector, ISES — Suzanne Ko[mer e
. 3 VP Student Serv1ces-—ErthcKee

" L4 Legal Counsel — Brian Crocker ;

5

6

7

_;;'Drrector Public Relations — Ann Janega,

RN ' e "-_'ﬁ'_f'-Cnmmtttee

'._'__'--Emergenqv Contactat T il
.- Dalhousie linwersﬂy _ R
B TheStudentExchangeCoardmatormcon]uncttonwtth A

. the Vice-President {Student Services), will act as the s
S central campuscoora’znatorformformat‘ton pertammg
S o foany emergency ; related to students involved in study i
L _:abroad/exchange programs.In manycases jtheStudent
" Exchange Coordinator may be- the first: person--'- S
'__'contactedat Dalhousre and thus together the Student"f' SR S
e Exchange’ Coerdrnator and the VP Student Serv1ces LT
- owill initiate the protocoi if approprlate/necessary Ef sl :
S SECU.I'HY Serv1ces is contacted, the officer on call will S e
RR 'tmmed1atelyphone theStudentExchange Coordmator T : S e
' or the staff member who is available on the hst of U L PR S I
R aiternatecontacts at Dalhou31e i B S

& Medxa Relatrons Manager— Stacey Lewzs;_r_'{ S

L .Emétgericythcems&VHe'sguhée'Prdl'uc_qliitvultingStuﬁylﬂotk_thrm;dSt_ud_en_ts'_



Sect:onQ—-?f’?.fl-'.-- L e
Emcrgcncy Protocol Guldclmes

g 'A' Imtlal response

When Security Sérvices is ‘contacted, the Securlty L
- -Officer receiving the call shall complete hisfher -,
‘Emergency Information’ report and comprle a’ s
“General Investrgatlon Report as-pet the. usual -
'practlce Should any university represeritative or.
department receive a ¢all from a student whois'
clearly distressed but may not'be experlencmg an -
emergency; the’ individual who receives the call ~ -
- should ‘obtain information from the person calhng S
L usmg the Przmary Contact Informatton Form.
.. This person- will contact: Security Services to R
S mltlate thrsprotocol Security Services personnei will
e immediately contact the Student’ Exchange '
R Coordmator Dependmg on the nature of the ..~
" emergency, the- appropriate tesponse- wrll be S
. determined: The Student Exchange Coordmator e
'conJunctlon with the Vige- Presrdent (Student. 7
- Services), will deal 1n1t1ally with: the call as outlined ~ ©
-in the Early Warning section of the Emergencyf;
- T "--updated onthe status of the student(s); .

= Protocal Guzdelmes (see“B” page 7).

[

- ‘Where appropnate,the Student Exchange
' Coordmator will do the followmg o
Conﬁrm the 1dent1ty of the student(s) mvoived in. et

the é emergency through the Emergency Contact

s _.""-Database B
-+ Where approprsate, verlfy the 1dent1ty of the L

student throtigh a call-to the sité of the- -

- ‘emergency and the- contact narme and number-_. IR
- recorded'by Securlty Services on thelr own a

emergency mformatron report

+* Determine the type of emergency and initiatéthe: =

necessary.protocol according to the guidelines;” .

. Ensure that the desrgnated contact person at the IR

. host institution isnotified; - o

' '-_Ensure that the Canadian Embassy or Consulate R

“in‘the host country is notified; - C

-+ Where appropriate, contact the Emergency

- Management Comnimnittee to call aninitial -
“mecting and to make a‘décision to contact the

. family of the student and initiate the protocol

- Obtain the name(s) of the emergency contact: . -

* - "and health insurance.company submitted by: the _" R

E student(s) durmg the pre—departure orrentatlon

- osessiom; o
. Where' appropnate once the nnmedlate family/ _

‘ emergency contact of the student(s) affected by

the emergency has beeni contacted; ensure'the

- immediate famriyf ernergency contacts of other o

students on the same program or actmty are

-« Obtain current school and/or employment statusr“. PR
for the student(s); :
'Comp}ete the Emergency Infnrmatton Report
.and provrde acopy to the Emergency
Managernent Comrmttee atits first meetmg

.'Em'er'genc_y Ednternsﬁﬁéspsn&e Prau_scql Invovirg StudyWrk Abmud'_Studems: i

e




o *B Early warnmg call

- initiated by a student

’_Whenastudent uses the emergency number to contact_ - A
7 Security Services regardrng @ personal srtuatlon that =0
. the student considers to be an emergency butis oo

L actually an early warning sign that an- emergency.is . IR
' __In the case of the deathof astudent, serious rllness or.

injury or in the case of & traumiatic event or natural'_
* disaster that involves a student or group of students,;"‘-_ .
- the ‘EMC will iniclude the Student Exchange

"_'pendmg, Securtty Services will treat the-call as an:
“emergency and 1rntiate the protocol The Student'_r'--_ -
' .'--'Exchange Coordinator, in conjunction with the Vicg- -

. President (Student Servrces) wﬂl talk wrth the student' TR :
S - Coordmator Vice- Presrdent (Student Serv1ces)

. Director of Public Rélations and thie Chief of Securrty
o ."—These individuals will be contacted inthe first round'. o
of calls by the Student Exchange Coordtnator
" The Emergency Information Reporr will conﬁrm
":the location of the incident, location of the students -

o and determmine: - :
“1: What the student percetves o be the problem

the situation;-

- —l:'3'55_‘1f the'student is. wrlhng to be referred to a local e

,advrsor for assrstance, :

L ;24 hours for a follow up telephone call

L If after talkrngw;th the Student the Student Exchange' '
Coord;nator determrnes that thrs is an. emergency

situation; the appropriate protocol will’be initiated. :

o " committee mémber tnakrng the follow—up callto the - s
- student will also make the referral call to the host or .-
i locai 1nst1tutron where one 1s avallable :

: Whataction the student wrshes in order to rect1fy .

w0 e all other “cases; the - Student Exchange .
. Coordinator will generate a report and contact the .~ ¥ Determine the wishes of other program
g S EMC o, deterrrnne which member of the. commrttee:_ S

7 will make the follow -up| telephone call. If the'student -

.77 has agreed to a réferral to'a local- advrsor, the =+ ° .
5. Make any: decrsrons regardtng the need to release

: Unrverstty Tesources or fundrng to deal w:th the _.: o
-1 situation;” ST L o
“+ - 6 Inform Pubhc Relanns and make any decrsrons

e :'.ffProtocoI in the case °f

. the death, serious
_illness or injury of a
student, or. other
o traumatlc events

R Where the student can bé reached et the next ' :_,'l ~“or'thelocation of the student’s remarns and who the -
i L contact person is in the host, country

S The EMCwill:. =~ : L

AR R Ensure that all 1nformatron 18 correct before the
- farnllylemergency contact is contacted; -

2 Determine whowill contact and support the B 5

- family/families/ ‘emetgency contact;

* participants regardmg their repatrlatron

4 Determine the wishes of the famﬂy regardrng

' _:repatrlatlon of the’ student

3-"'regard1ng the Umversrtys pnbhc response to

.-+ the event; : o -:
~7: Inform the' Presrdents Ofﬁce of the event in the 3

- occurrence of the death of a student;

"+~ 8: Determineif emergency evacuation is requrred

":-and 1f $0, make approprtate arrangements

S Emergehcytuncetus' & Response Prtacal Involing Sty Mork Abroed Students




D~ Student Emcrgency

- Guideline — for studehts

. to use for m-country
& :emergenc:es

For m—eountry emergenc1es

- 1: If there is‘an emergency or percerved dangerous h

8 k srtuanon, students are encouraged to comtact the :
. host institution representatrve or local authorltles .
’and/or : - '

2: Hithe satuatlon can. not be rectiﬁed whlle 1n the G

" host country, or the student feels Dalliousie "~
- - support is required all students should contact ™ -
~Security Services. dsrecﬂy and may call collect ar

R 7 494, 1888

i EmergEnCY Contact Cards w;II be prov1ded o

o students pamcrpatmg in Dalhousie sponsored study . o

o “and work:abroad programs The: card w;ﬂ contam the - e &
L 'fcliomng information:. o o ; :
F L Department of Forlegn Affazrs and Internatronai SRR

- Trade (DPAIT) emergency toll free number —
" canbedialed from anywhere in the world
2. Canada. Direct information ;

3 Dalhousie Secunty Services nurnber .

T 902 494 1888 (co[lect calls wzll be accepted)

8| " Emexgency Cancerrs & Respanse Protecal Invlving Sudy/Wark Krogd Students  ©

o



Pre-departure Support-‘;.-.

hlS sectron outlrnes Dalhousres approach to
_ provrdrng pre-departure support to the unrversrty'
"'--"cornmunrty Pre-departure - sessions  provide.
_-mformatron on cross-cultural adjustment, health - =
~“insurance, hedlth and- safe_ty and othet related issues.

" - and ate-open’ to all Dalhousie students traveling ~
“ " overseas. Currently, International Student and .~
: --Exchange Services offers pre-departure mformatrong

R -support and service to the Dalhousre cornrnumty

: Daihousle pre-departure oﬂcntatlon

o ‘_':'__'_,"For Dalhousie. sponsored programs, students are L
. _strongly encouraged to participatein a pre- departure

“orientation offered through International Student and

-~ Exchange Services at Dalhousie. This involves the__ L
_completron of the student waiver-and emergency - -

- contact sheet: Students who do not participate inapre- -~

= departure otientation, and have not provided this . -

- information, must apprecrate that Dathousie may not -
be abIe to. respond as. qurckly as possrble to an" o - A
T 'DFAIT services may mclude but not be

'S_I.Iumtedto. R : ‘ .
= Transfer to operatrons officer. If necessary, a ﬁle _
o will be opened. Depending on ' the nature of the

. emergency srtuatron EPR

Sect|on 3 —

Dcparlment of I-‘oreign Aﬁalrs and

_International Trade (Dl-‘AIT) Emergency
Support SGWI¢¢S‘ S

+ Atravel advrsory update whrch can be found on-

~ - its website: -
\ http Hvoyage dfart -maeci. gc cafdestrnatronsi: :

‘menu_e htm""

« DFAIT also prov1des hterature and resources L
o used by, the Internatronal Student Exchange '
L 'Servrces ‘when adv1srng students ;

24 hours Support Servrces

. DEAIT Toll free-nuriiber — 1. 800 387. 3124
‘Emergency Number (that students or anyone can call o
3callect) — 613 996 8885 ' :

S A hstmg of toll free nurnbers in host countrres is. -

available on the web at:

http://voyage: dfalt maecr gc ca/destrnatrons/ B
-menu_e:htm : o

:emergency, in- country assrstance may be =

B provided, , -
e Up-to-date mformatron related to 1n country

EMErgericy,-

" e Accessto Embassy regrstratmn 1nformat10n/

database, BN

T Emergency passport may be rssued through the
o] 'DFAIT number _ _ .

, Enérge'ncy Concerns § Res.pnjnse Protacel Invatving Studyl¥ork i_rbrqnd_SIUd_'enls :



':::*5'"-f"-’f-Appendlx |-

Defmltlons

" Program Emergency Contact (PEC) ‘
-~ Actitle tsed to denote the emergency contact person '
;'.demgnated by a Facnlty, Department QT group at-: .
. Dalhousié-for each program in Wthh a study/work_ L

o abroad student may be mvolved

S Emergency Management Commtttee (EMC)

. A'cominittee made up of the Vlce—Pre31dent (Student'
T Senuces) of l'llS de31gnate the Vice: Presrclent
7 F (Academic), Un1ver51ty Legal Counsel, the Director of
. Public Relations, the Student Exchange Coordinator - - .
.-+ and the PEC for the program that is mvolved inthe -
©Cemergency. The comm1ttee Is! responmbie for

R addressing the on-going dnnensmns of the emergency
- These mayinclude: " - e
e Coorchnat}ng commumcatton w1th Department

“ - of Forergn Affairs and International Trade

: '_,'(DFAIT) forelgn consulates, the Red Cross, the B
. —pohce or other groups in the country where the -
" - emergency is occurring; ERERIE S

o . -:Appomtmga unwersny spokesperson ot

. spokespersons to'deal directly with parentsi

' j_-spouses!famllylfnendslfellow students/faculty S

- affected by the ernergency,_ o

= e 'Coordlnatrng communlcatlon w1th Pubhc L
- Relations to speak on.the universitysbehalft6. .

Sl Ensurmg support services, mcludtng counsellng, -

~are in place for those affected;

" which Dalhousie cred1t has been apphed for

o StudylWOrkAbroadPrograms

- include:

“. « Al Dalhousie. Study Abroad!Exchange programs;. -
. '-:Alldrrect enrolment in institutions abroad for S S
-~ which the student has apphed for Dalhou51e S
o _,credlt before departnre (for exarnple as athrrd

e year language student); R L
~ = The Internatlonal Study Centre at Herstmonceux
< Castle; L

"« Spring/ Summer courses or: spec1a1 short term

ihohday programs sponsored by:Dalhousie or for

- before departure; -

e Research!mternatmnal placement for graduate
.L;-students Lo L S £
e 'Dalhousne sponsored 1nternshtp prograrns,co op Ll

L programs chmcal placements and work

- Emergency Contact Database L Sl e

S . This'is database that: Tists Informauon on all study-"_" LT
:"abroad program part1c1pants and host unwers1ty i
““contacts. The student Informatlon includes T

w .'emergency contacts health insurance mformatton,."'

g ~and access to lnformatron forms collected frorn alb =

e study/work abroad’ students before they depart for:':':_ : S

A ‘the1r programs abroad ' . S

-the media: The media relations manager will be:. S
. ..responsﬂ:)le for dealingwith'all media requests =~ -1 o
‘andfor, evaluanng the: need for news conferences,_-__'; SR e

" news releases andi mterv1ews,.

"o+ Ensuring that; pon their return, students who

“" have been caught inan emergency abroad recewe

~ “support services they may need 1nclud1ng
“counseling; - -

e Ensuring d debrleﬁng 0CCurs so that changes can.

"~ be madé to the emergency response procedures,

S 7_ g:as approprmte e

e

Erergency Canceins & Respense ?miucollnvu!u_ing StucyfHork lhrﬂud'Studen{s e




"““’el'SItY Ser\m:es & Materlals inplace

Appendlx II

to support Students in StudyWork
Abroad Programs .

e The foIlowmg matcrtals and services. support thls o
L -protocol and arein place forall students who contact o
L Internatlo_nal Student& Exchange Services. * '

Emergency Contact Database o :
All students will have up-to-date emergency contact e "
. release ‘of information, and health insurance " -

Ny ,'.documentatmn recorded macomprehenswc database R
T Mforuse durmg emergency situations. L
. ~Allhost  partner uruvers;ty work!study contacts wﬂl - _
he documented and up-to= datc in the cmergency.‘.

contact database

: 'I’re-departure preparatlon sessmnsl
“re-entry workshops '

he ' Internatwnai Student and Exchange Serv1ces will'
© ", supervise the ﬁlhng out,.and filing of; the Student - -
" ~Waiver, Emergency Contact Form and Release of -

N "-Informatton for: studya’work abroad parttc1pants

Dlstributwn of emergency contact cards
" to'students” - - S
. '_EmergencyContact Cards wﬂlbe prov1dedtostudents= e
participating inDalhousie sponsorcdstudy and work <
~ .abroad programs. The Emergcncy card wxﬂ contain’ s

the following information:
"DFAIT emcrgency toll free number
1:800:387.3124 — can be dlaied from anywhcre
intheworld . -

. Canada. Dlrect mformatlon

Dalhousie Securlty Services number: -
902 494 1888 — coHect calls w111 be acccpted

- Emerger_lﬁ:y ftm_c'er_n's 3 Response Protacol tntoiting Studytttbrk Rbiood Sttdénts’

T



'-';.j-:-'ﬁli-"'-{Appendlx e

. Pre- departure Planmng' -; &5 i

Steps to take .

hrs Pre departure plan is” for Dalhousw, :
7 Stidents undertakmg ari-international study:'-
S placement and is to be used with the Pre- departure o
" Guide. The guide is available. from International
" Student and Exchange Services, It-is. strongly .
L recommended that students read the gurde in its
o ':-entrrety S

- Apphcatlon to Host Umversrty

T - Studerits studymg in one of the unrversrty s exchange' T
.- programs, may be required to complete an applicatlon s

o the host umverszty

e Dalhousw Letter of Permlssmn through the

Reglstrars Office . .- o . b

_-'If studyrng abroad and wrsh tor recelve Daihousw{l"

eredit for courses taken: abroad students must.r

i '.: e complete aLetter of Permrssron and return 1t to the
B .Reg1strars Ofﬁce : e ‘ :

e _-_‘Meet wrth a departrnent advisor'to obt_ain-'; R
L '_."departmental course approval :
“In‘order to participate in‘a’ study abroad!exchange

R program, students need to Teceive departmental
“approval in writing. Students must meet with'an -

- academic advisor in their department to obtain

i _.'_departmental approval for courses they wish.to take U
_;‘at the host 1nst1tutmn L

Y fHealth Insurance and Medlcal Coverage

- Students must ensure that they have:; appropriate and' 2

adequate healthi insurance and medlcal goverage. All

stidents mustshow proof of proper health insurance -
coverage to Dalhousie before. leavrng for thelr

1nternat10nal placement

B _Apply for visa upon receipt of acceptance to ‘ 3

: ',_host mstttutton PR

- .:-_"Qr'Applyforpassport PR AR

' Apphcatlons for Canadlan passports are avarlable frorn L

* - “any passportoffice or local travel agencies and -

o ,_"currently require a. money ordér or certified chequie: v e e
L _f0r$60 Two passportphotographs mustbe submatted' O BN

i StudnyorklInternatwnal Fund (SWIF) IR
- If applicable, students should’ appiy to Dalhousres SR
SO Study/\/\forkffntemattonalPund (SWIF). for financial S
'support Applications are reviewed-on'a rolhng basis .
‘asneeded. Studeritsshould also check with the Awards. . .
,-Ofﬁce atthe Regrstrars Ofﬁce to see 1f they are el1g1ble"_\ St
co '-for abursary x o . Sl

-wrth the applrcataon Itisa good 1dea t6 leave a
',:photocopy of your passportw;thafamﬂy member or e
a-friend. Por more: mformatlon about passports,g S

_contact : T

The Passport Ofﬁce , S
_Department of Porergn Affarrs S
- and International Trade® '

: '*—-'Ottawa Ontarlo, Canada KlA OGS

" 1.800.567.6868

B '--"::http Hordrw. dfalt maec1 gc ca.’passporti o
"'passporthtm o : v el

R "-Immumzatlons Sl
sl Refer to the Pre departure Guuje

: Arrange the payment of tmtmn fees at Dalhou51e S

‘Tuition fees mustbe paidin  full before a'student leaves R
- forhis orherlnternatronal placement To drscussafee"-“j_’"
: payment schedule, students. should ‘make an - . B
e appointment to’'meet wrth a representatwe m the:",'- R
--.fStudentAccounts Ofﬁce R Wl

_'ﬁApply for an Internatmnal Student Identtty Card R . TR
Applicatrons may be. plcked upat International - - 7 _

= Student and Exchange Servrces orat the Travel Cuts L

- 'ofﬁce located in the SUB i SR

Pre—departure Grlentatton‘: - ; LR
Itis strongly recomniended that all students abaut- R
.7 to- embark on' an lnternatmnal placement{', R
Fe 'partrapate ina pre—departure orieptation oﬁered’ R L

“ througk International Student and Exchange RO
Services, PIeaseconsuItwzthInternatzonaIStudent" B _'f §

' _and Exchange Services fordates and ttmes A TR

| 12 Emergency Enneerns&Respnnse?:umcul lnvulvmgSludyl!turklbmndStudems e




T e
*

~_ THIS IS A GENERAL GUIDELINE FOR THE TYPES -
. OF INFORMATION THAT MAY BE NEEDED IN AN .. -
EMERGENCY o e et o

o Identlty and Location of Student
: Identlty of the student(s) mvolved

Name of Study Abrgad Program;

. Precise location and teiephene numbers of

- student(s);

‘Name and contact number for the ofﬁCIahn C

B charge of the situation and whether the host

Lo 'ernergen'cy, and the preciee nature éf'rnedicai o '_
-~ treatment the student(s) have recewed!are Lo
. receiving;: ; -
If a student is m1ss1ng, for how Ieng, and Whether _
--'search and rescue operanons are avaﬂable or-

' Snstifution contact persen 18 1n close contact w1th - e
: student(s) - : ' '

. Nature' of'the emer'ge'ncy = student related o
o ‘Physical and psychoioglcal condstion of the

- student(s);: - . .
“Imminent risk to student( ) if they remam __Where'-_ :
“they.are; - - SERE :
Ifa student has been Hl}lll’Ed oris 111 detaﬂs of .

" the ﬂiness, accident or attack, and the on: 51te N

response and subseqnent‘ folt ow- up 1o the . i

already being used;

Ifa student has been arrested whether the :
Canadian Embassy has been notlﬁed and what
charges have been filed; :

- If a-student hasbeen taken hostage what
“negotiation supportis available; -

Name of- any. famnily, friends, host institution”

) "contacts or others who have-already been :
- contacted about the émergency, and a descrxptlon'_ .
- of what infortatior wag’ conveyed to them re:
. _c1rcumstances of the emergency, e e

Appendlx IV 5
Emergcncy Verlﬂcatlonji
Informatlon Guldlme*}f&

~ Nature of emergency— in-country situation

What type of emergency,l € poht[cal natural

o disaster; L
-Pr(nnmlty to student( ) - :
~'Whether food, water and adequate medtcal

attention is avallable,

" Whether adequate. and secure housmg is e

available; -

If the erergency 1srpoht1cai orif a dlsaster has ._: _. g

" occurred; whether the Canadian Embassy has

. advised students to take appropriate action;
“Whether there is a curfew, or if travel i 15 inafy -

~way being restricted in the-country; -

- Whatkind of military or other security -

personnel are present and how they are ' i e

behavmg

| Emergency Eunt_erﬁng &sﬁaspun'sje Pmtecqi__lnﬁu!_ving Stuﬁjms'rk Abroog Students
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T Internatlonal Student and Exchange Serwces—Studley Campus AR

' e " 1321 Edward Street - ' : T

Telephone 902 494 1735
Fax 902 494 1569

Student Servn:e Centre : ST T
Mam Entrance,B Buﬂdmg — Sexton Campus R
' 1360 Barrmgton Street . L
Telephone 9(}2 494 6047

Emall mternatwnai studentservxces_@D_al Ca g -: ' iR
' Websm: wwwdalmhss e D
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