Table of Contents

Before Leaving
A. Communicate with Program Directors and the Office of Learning Abroad
B. Submit all requested documentation
i. Passport
ii. Enroll with STEP
C. Enroll in courses (as needed)
D. Attend information sessions
E. Budget for the study abroad
F. Make flight arrangements
G. Pack
i. Lost Luggage
ii. Packing Tips

2
2
2
3
3
3
3
4
4
4
4
5

While Abroad
A. Attend mandatory group orientation upon arrival
B. Be aware of the possible effects of jet lag and culture shock
C. Travel Smart
D. Follow Program Director guidance and act responsibly
E. Participate in program activities and coursework
i. Early Return/Withdrawal from Program

5
5
5
6
6
6
6

III. After the Program
A. Finish any necessary coursework
B. Fill out an evaluation form
C. Share photos and videos with the Office of Learning Abroad

6
6
6
6

IV. Appendix A: Emergencies
A. Emergency Action Plan
B. Emergency Preparation and Prevention
C. Emergency Response
i. General Emergency Procedures
ii. In-Country Travel Precautions
iii. Host Country Law Infraction
iv. Faculty Misconduct
D. Insurance Information

7
7
7
7
7
7
8
8
8

VII. Appendix B: Helpful Links

9

1

A. Americans with Disabilities Act (ADA)
B. Data Governance and Protection Policy
C. Faculty Professional Responsibility Policy
D. FERPA
E. Passports
F. Sexual Misconduct Policy
G. Smart Traveler Enrollment Program (U.S. Dept. of State)
H. International Travel Code of Conduct
I. SUU Travel Policy
J. SUU International Travel Policy
K. U.S. Centers for Disease Control
L. U.S. Department of State
M. World Health Organization

9
10
10
10
10
10
10
10
10
10
10
10
10

I. Before Leaving
A.

Communicate with Program Directors and the Office of Learning Abroad
Program Directors will reach out to notify students once they have been accepted into a
short-term study abroad program. Program Directors will send out trip information, arrange
pre-trip meetings, etc. The Office of Learning Abroad (OLA) will reach out to students regarding
program billing, required travel documents, course registration, and other SUU-specific logistics.
Questions about the program can be directed to Program Directors, OLA
(learningabroad@suu.edu or tayahnelson@suu.edu), or the Frequently Asked Questions page
on the OLA website.

B.

Submit all requested documentation
Students should submit the required International Travel Registration that is available on
the Office of Learning Abroad website. This registration will include a request for:
- Travel information
- Copy of the information/photo page of passport
- Medical Information Form
- Etc.
Students should also consider familiarizing themselves with SUU’s travel policies and the
“Student Code of Conduct”.
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i.

Passport
If students don’t have a passport, obtaining one can take approximately 8 weeks, so a
passport application should be started as soon as possible. Detailed information about getting a
passport can be found here. Students may also need a visa to enter their host country. Details
on how to check passport and visa requirements are available on the FAQ page of the OLA
website and also through this link.

ii.

Enroll with STEP
All SUU students who are American citizens are required by policy to register their travel
with the Smart Traveler Enrollment Program (STEP). Those enrolled with STEP will receive
updates from the local U.S. Embassy or Consulate. These updates could include safety
precautions or emergency response information. In addition to providing these situational
updates, U.S. Embassies can also provide American citizens assistance with lost passports and
other individual emergencies and circumstances. Students can register for STEP here. SUU
students who are not U.S. citizens are recommended to register their travel with a similar
government program in the home country, if available, and to know the location of their country’s
embassy.
C. Enroll in courses (as needed)
The Office of Learning Abroad will send students instructions on how to enroll in their
study abroad courses. This will include a list of the program-specific course CRNs. Students are
then responsible for registering themselves in the available classes. Failure to enroll will result in
the student not receiving course credit. Students may take a maximum of 7 credits per
short-term program. Students are not required to take courses while abroad. Those who decide
not to enroll in classes will not receive a discounted program fee.
Credits earned through short-term studies abroad may not be used to help students
achieve part-time or full-time student status. Short-term programs are not eligible for
tuition-based financial aid, including SUU-tuition scholarships and FAFSA.
Register for courses:
- Log into their mySUU portal
- Select “Registration” from the Dashboard
- Select “Permission to Add Course” once it appears (note: it may take a few
seconds for the “Permission to Add” option to load)
- Fill in the requested information
- Under “CRN”, enter the study abroad-specific CRN provided by OLA
- Under “Reason”, select “Other”
- Under “Explanation”, type the program name
- Submit the form
D. Attend information sessions
Each study abroad program will have at least two group meetings prior to departure.
During these meetings, students will have the opportunity to get to know their Program
Director(s) and the other program participants. They will also receive information regarding the
program itinerary, course work, and other important travel and program information.

3

E.

Budget for the study abroad
Some expenses associated with travel may not be included in the program fee. These
often include airfare, some local travel costs, meal expenses, souvenir purchases, etc. The
Program Director(s) will likely provide a list of expenses students may have. If they do not,
students are encouraged to ask. Students who prepare a budget in advance of travel are
typically less likely to overspend while abroad. Students should understand that tuition-based
scholarships, including FAFSA, can not be used toward short-term studies abroad.
When formulating a budget, it is important to understand that the conversion rate
between the U.S. dollar and foreign currencies can fluctuate. Carrying a note card that shows
the conversion rate between 10, 20, and 100 dollars may be useful. Foreign currencies can be
obtained at banks such as Wells Fargo and Zions Bank prior to departure or at ATMs while
abroad (although ATM fees may be withdrawn as well). Students should consider taking out
money at several different times while abroad. It can be dangerous to carry too much money at
once. “Secret Pockets” or money belts may be a good idea to help keep both money and any
important documents safe.
Students should research in advance whether major debit or credit cards are accepted
forms of payment in the host country. Students should also let their banks and/or credit card
companies know in advance that they will be going abroad so that the international purchases
will not be flagged and the account blocked. It is wise to bring more than one card in case one is
shut off or stolen. Having the credit cards’ customer service numbers written down may also
prove to be useful.

F.

Make flight arrangements
Students are typically responsible for arranging their own travel to the program location
with Program Directors providing a time frame in which to arrive. Some Program Directors may
try to help students coordinate flights together. Students should ask Program Directors for
guidance before purchasing a flight ticket.
If a student’s arrival is delayed or if they face challenges at the airport, they should
contact the Program Director as soon as possible. If the Program Director cannot be reached,
students are invited to reach out to the Office of Learning Abroad (for contact info, see Appendix
A).

G.

Pack
Airline tickets typically include one free checked bag and one free carry-on. However,
each airline is different. The student should determine what baggage allowances and weight
restrictions are included with their ticket. Students are recommended to pack as lightly as
possible as they will be responsible for transporting all of their luggage by themselves,
sometimes in places without sidewalks, elevators, or escalators.

i.

Lost Luggage
Students should not pack anything that they cannot replace. While baggage loss is not
common, it does happen. It is also possible for luggage to be delayed. It is recommended that
students pack enough essentials for one or two days in their carry-on bag in case their checked
bag is delayed or lost.
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ii.

Packing Tips
Students should follow the advice of their Program Directors when packing for their
program. A tentative packing list is available on the OLA FAQ webpage.
Some things to consider:
● Not all medicine that is legal in the U.S. is legal in other countries; it is up to the
student to research this prior to departure. If a needed medication is not legal
overseas, the student should consult with their physician or pharmacy to
determine if the prescription can be changed. Medication should be packed in its
clearly labeled original container. Students should bring a copy of their
prescription (or a doctor’s note) and enough medication for the duration of their
trip.
● The voltage of the electricity abroad, as well as the configuration of outlets (size
and location of prongs) may be different than in the U.S. Because of this,
students should bring an electrical converter (to convert to the proper voltage) or
adapter (to adapt to the proper plug size). Even with a converter or adapter,
some sensitive items, such as curling irons and blow-dryers, may short out.

II.

While Abroad

A.

Attend mandatory group orientation upon arrival
The Program Director will hold an orientation shortly after arrival in the host country to
explain culturally appropriate behavior, health and safety precautions, emergency information,
lodging rules, program expectations, etc.
B. Be aware of the possible effects of jet lag and culture shock
Jet lag, which results from the time difference between the U.S. and the host country,
may cause the traveler to feel disoriented and/or to have trouble sleeping for the first few nights.
Travelers can minimize jet lag by drinking plenty of liquids, being outside and active in the
daytime upon arrival, and adapting sleeping and eating schedules as soon as they arrive
abroad.
Culture shock is a relatively common reaction to experiencing a different culture. Some
travelers find it difficult to navigate unfamiliar customs in unfamiliar settings without the usual
support system of friends and family. After the initial excitement, students begin to notice more
differences from home and may become irritated, frustrated, angry, or depressed. Some ways to
cope with culture shock may include:
- Keeping occupied and active
- Chronicling the experience through photos, blogs, etc.
- Making an effort to learn the local language
- Remaining open-minded
- Not imposing personal values and norms on others
Students should also be aware of “Reverse Culture Shock”, which refers to feeling depressed or
bored or easily annoyed after returning home from an extended stay abroad. To work through
reverse culture shock, it sometimes helps to connect with others who have recently traveled
abroad.
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C. Travel

Smart
Students should avoid driving in a foreign country when possible as traffic laws may be
different and confusing. When traveling away from the program site, it’s important for students to
practice good judgment and caution. Students should avoid traveling alone and should let their
Program Directors know where they are going. Students should enter all of the emergency
phone numbers of the host country and those found in Appendix A into their phones or keep a
hard copy with them at all times.
SUU is not liable for the theft or loss of personal property or any other personal
expenses that may arise.
D. Follow Program Director guidance and act responsibly
Students are expected to adhere to the rules and regulations of SUU and should strive
to be positive representatives of the University while abroad. Students should be respectful of
cultural differences and those they meet abroad. Students should also treat those they are
traveling with with respect and follow the Program Director’s instructions at all times.
E. Participate in program activities and coursework
Students are required to participate in all group activities while abroad, unless
extenuating circumstances prevent them from doing so. Students cannot be refunded money for
any excursions they do not participate in. Failure to take part may result in lower grades or
disciplinary action.

i.

Early Return/Withdrawal from Program
Students considering withdrawing from the program early should discuss their situation
with the Program Director. Before returning, students should contact the Office of Learning
Abroad, as withdrawing may impact course credit and financial aid. Generally, all program fees
are non-refundable. All travel expenses back to the United States will be the responsibility of the
student.

III. After the Program
A.

Finish any necessary coursework
Some homework may be required to receive course credit after returning to the U.S.
after the study abroad program ends. Students should complete and submit all assignments by
the provided due dates. Failure to submit work on time might result in a failing grade and the
student not receiving course credit.

B.

Fill out an evaluation form
The Office of Learning Abroad will send out a study abroad program evaluation form
shortly after the program ends. The results of these evaluations will be used by the Office of
Learning Abroad to improve future study abroad programs. All submissions will be anonymous.
C. Share photos and videos with the Office of Learning Abroad
Students are encouraged to share photos and videos from their trip with the Office of
Learning Abroad. These will help SUU celebrate the wonderful educational experiences SUU
students have abroad and will help promote study abroad to future students. Photos and videos
can be sent to either Tayah Nelson (tayahnelson@suu.edu) or learningabroad@suu.edu.
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IV. Appendix A: Emergencies
A.

Emergency Action Plan
All Program Directors will provide an Emergency Action Plan to students prior to
departure. Students should keep this document with them at all times. It is recommended that
they keep a photo or scan of the Emergency Plan in their cell phone for quick reference. The
Emergency Plan provides instructions for what to do in an emergency, emergency contact
numbers, and the address and phone number of the nearest U.S. Embassy or Consulate.
Families inquiring about emergencies abroad should also contact the Office of
International Affairs. If calling after hours about something that does not require immediate
attention, the caller may leave a message with information about the situation and their personal
contact information.
- SUU’s 24/7 Emergency Hotline / 435-586-1911
- Office of International Affairs (Office of Learning Abroad) / 435-586-1995

B.

Emergency Preparation and Prevention
Before students leave, they should check the U.S. Centers for Disease Control website
(www.cdc.gov/travel) and the World Health Organization website (www.who.int) to find out if
there are any health regulations or risks in the host country. If students have previously existing
health conditions, they should take what health precautions they can before departure. If the
condition is serious, students should consider wearing a medical alert bracelet.

C.

Emergency Response

i.

General Emergency Procedures
- Contact the Program Director
- If the Program Director cannot be reached, call either SUU’s 24/7 emergency line
or one of the other emergency numbers listed in the Emergency Action Plan. If
help is not immediately needed, and voicemail is available, leave a message
detailing full name, time, nature of emergency, and contact information
- Contact local emergency numbers as needed
- Follow instructions from the U.S. Embassy, Program Directors, and officials
on-site
- If no emergency numbers can be contacted and the Program Director is not
on-site, proceed to the nearest police station or return to lodging.

ii.

In-Country Travel Precautions
Program participants should learn to distinguish between official and unofficial taxis.
Official taxis are more likely to be insured and have seasoned drivers. Unofficial cabs may be
less expensive, but they present more of a risk of both accident and robbery. Verify that the
meter is running or predetermine what the cost of the trip will be. Students should also be
cautious when ordering an Uber or Lyft. If a student ever feels unsafe, they should consider
texting the Program Director or another student the name and ID number (if available) of the
driver.
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iii.

Host Country Law Infraction
Students are responsible for their own actions while abroad. SUU can assume no
responsibility for any student violating laws. Students should be aware of the legal differences
between the U.S. and their host country. Not knowing the law is not protection from prosecution,
neither is being a U.S. citizen. If a student is arrested, they should notify the Program Director
as soon as possible.
If a student is the victim of a crime, they should notify the Program Director as soon as
possible. If necessary, they should also contact the local emergency phone numbers and U.S.
Embassy or Consulate.

iv.

Faculty Misconduct
Students concerned about misconduct on the part of a Program Director (including
sexual harassment, discrimination, or other concerns) should speak to the Director about these
concerns directly, if they are comfortable doing so. When speaking with Program Directors
about such misconduct, students may ask another Program Director or student to sit in and
mediate the conversation. If students do not feel safe or comfortable discussing the matter
directly with the Program Director, they may follow the procedures outlined by SUU at
https://www.suu.edu/safety/report.html, or reach out to the Office of Learning Abroad for
guidance. All reports will be taken seriously. Student safety is a priority of both the Office of
Learning Abroad and SUU.

D.

Insurance Information
The Office of Learning Abroad will purchase international insurance through CISI for all
program participants and Program Directors. Once their insurance has been purchased, each
person will receive an email with their insurance card and other insurance information. If a
planned program activity is not covered by the provided CISI insurance, Directors must either
arrange for special coverage or cancel the activity.
Insurance Quick Facts:
- This insurance does not restrict coverage to a provider network. Those insured can
obtain treatment anywhere. However, for user convenience, a list of recommended
providers (who speak English) is available.
Medical facilities may bill the insurance directly. If the medical facility insists that the
insured pay out-of-pocket, the insured may file a claim and be reimbursed.
CISI has their own emergency response team called Team Assist. Team Assist can be
contacted to help find resources and advise next steps in emergency situations. Team
Assist may also contact travelers if a country or city-wide emergency arises.
In case of emergencies, travelers can check-in using their CISI account so that the
Office of Learning Abroad can confirm that they are safe.
- Information about the travel destination (cultural, safety, etc.) can be found in the CISI
portal (Personal Security Assistance - policy number - Trip Planner).
- Using the CISI app, travelers can download Insurance documents directly to their
phones to be accessed offline if needed.
If a traveler forgets or loses their medication, CISI can help ship it to them.
The Trip Interruption clause of the insurance only covers things like a death or sickness
in the family. For Trip Cancellation insurance, travelers should purchase this, or a related
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-

service, separately from their Insurance.
CISI does not cover injuries sustained while: mountaineering with ropes or guides, hang
gliding, parachuting, bungee jumping, racing, parasailing, etc.

Insurance Contact Information:
U.S. Provider Search
(For Participant’s Studying Inside the U.S.)
The participant portal “US Provider Search” page allows you to search physicians (based upon
their specialty), U.S. hospitals and clinics within Aetna’s network providers.
If you need assistance locating a provider, please contact us by:
Phone (Toll-free): (800) 303-8120 ext. 5130
Phone: (203) 399-5130
E-mail: Claimhelp@mycisi.com
International Provider Search
(For Participant’s Studying Outside of the U.S.)
The participant portal “International Provider Search” page allows you to
search physicians (based upon their specialty), hospitals and clinics
worldwide.
If you need assistance locating a provider, please contact our
Assistance Team by:
Toll-free in the U.S.: (855) 327-1411
Outside the U.S. (collect call accepted): (312) 935-1703
E-mail: medassist-usa@axa-assistance.us
CISI Contact Information (Claim Help)
Email: claimhelp@mycisi.com
Toll-free in the U.S. : 800-303-8129, ext. 5130
Outside the U.S. (collect calls accepted): 203-399-5130
Mail: Cultural Insurance Services International (CISI), 1 High Ridge Park, Stamford, CT 06905
Team Assist Contact Information
Email: medassist-usa@axa-assistance.us
Toll-free in the U.S. : 855-327-1411
Outside the U.S. (collect calls accepted): 312-935-1703

VII. Appendix B: Helpful Links
A. Americans with Disabilities Act (ADA)
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Students with medical, psychological, learning, or other disabilities desiring academic
adjustments, accommodations, or auxiliary aids must contact the SUU Coordinator of Services
for Students with Disabilities. After the SSD determines eligibility for and authorizes the
provision of services, the student must present the SSD”s letter outlining those services to the
Program Director. These accommodations must be equivalent to the types of accommodations
that would be provided on campus, but note that not all accommodations will be available in all
countries. Students desiring accommodations overseas must notify the Office of Learning
Abroad well in advance of the program’s start date.
B. Data Governance and Protection Policy
C. Faculty Professional Responsibility Policy
D. FERPA

E. Passports
F. Sexual Misconduct Policy
G. Smart Traveler Enrollment Program (U.S. Dept. of State)
H. International Travel Code of Conduct
I. SUU Travel Policy
J. SUU International Travel Policy
K.

U.S. Centers for Disease Control

L.

U.S. Department of State

M.

World Health Organization
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