[image: image1.jpg]Division for
Student Success
P A1

AL
UNIVERSITY

Work toward greatness.





Travel Course Guidelines for Students

2010-2011
· What is a travel course?

A travel course is a traditional or internet course that offers an international experience thru travel.  The travel portion is similar to a lab or field experience and is typically between 1 – 4 weeks and may take place during January, Spring Break or May/June/July.  If you are registered for a course that has a travel component, the travel expenses are in addition to the cost of tuition.  Payments for the travel portion of a course are not made at the OSA Office but at the Study Abroad Office.

· Travel Course Website

Please visit the travel course website for complete information including policies and procedures and travel documents.  Go to T in the A-Z index at www.pace.edu and click on Travel Courses.  

· Registration
You must follow the registration procedures to officially register for all courses.  If a course has a travel component, it will be noted in the class schedule and you will receive additional information form the professor at the 1st class meeting.

· Travel Course Fees
Your tuition for the course is included in your registration however the full direct costs of the travel portion, that is all expenses not included in tuition, must be covered by a travel course fee that is charged.    Travel course fees will usually include r/t airfare, accommodations, ground transportation while traveling, most admission fees for museums or special events, medical and accident insurance and possibly a group meal.   Travel course fees are non-refundable.  
· Deposits & Payments
Your professor will inform you of the travel course fee at your first class meeting.

Deposits are required for all travel courses and are non-refundable.  Generally, all deposits and final payments are due according to the following schedule:

For January travel courses – $1000 deposit due by October 1, Balance due December 1

For March travel courses – $1000 deposit due by December 1, Balance due February 1

For May/June travel courses – $1000 deposit due by February 1, Balance due April 1

· How to make a payment

For each payment, students must complete the Travel Course-Student Payment Form.    Payment can be made by debit or credit card (American Express, Mastercard, Visa, Discover), personal check or money order. (Checks returned unpaid will be subject to a $20 returned check fee).  Checks & money orders should be made payable to Pace University.  When using a debit card, be mindfull of daily spending limits.

· Where to make your payments

Study Abroad Office.

In NYC 1 PP, Rm. 2nd floor, Room W207, phone 212-346-1947, fax 212-346-1948
In PLV the Study Abroad Office is located at Kessel phone 914-773-3425, fax 914-773-3399

· Withdrawing from a travel course

To withdraw or cancel your registration for a travel course, first you will follow the procedures to officially withdraw from a course.  You must then notify the faculty leader and the International Office, in writing, of your travel cancellation.  Please keep in mind that deposits are non-refundable.  Determination will be made about refunds of final payments based on the specific travel program and the time of cancellation. 

· Cancelled Courses

Travel courses may be cancelled due to lack of enrollment.  This is the only instance in which a deposit will be refunded.  

· Required travel documents and waivers

All students are required to submit the following documents to the Study Abroad Office with their initial deposit or at least one month prior to trip departure:

· Passport (2 clear copies) Note that passports will need to have an expiration date that is at least 6 months beyond your travel return date.  The name on your airline ticket MUST MATCH the name on your passport!
· Visa (Especially relevant for non-US citizens) – Depending on your destination, a visa may be required.  Please check with your professor or visit the website http://www.visahq.com/visas.php 
· Travel Course Waiver and Release form – A waiver is a statement of your responsibility, release and authorization to participate in a faculty led travel course.  It is a mandatory document you read, sign and return to your professor the first day of classes.
· Medical Information Form

Students are responsible for obtaining the proper documents required for international travel.  This includes passports and visas.  To find out what documents are necessary for your travel, U.S. citizens should contact the Department of State www.travel.state.gov and international students should contact their local embassy.  

· Medical Insurance & Accident Coverage
All enrolled students, faculty and alumni participating in Pace sponsored travel courses are covered by the university group policy.  The fee for travel insurance coverage is $20 per participant per trip and is included in the travel course fee.   
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Travel Deviations

The travel course is designed for group travel only and all participants are expected to travel with the group at all times.  At this time, no travel deviations are allowed.
· Personal and Professional Conduct
All students must abide by the Pace University Student Code of Conduct during and in connection with the program.  All students are required to sign the Waiver and Release for Pace University Faculty Led Travel Courses Abroad.

· Safety & Security
Your safety is of the utmost importance.  You are strongly encouraged to read thoroughly and to take seriously the risk and safety information of current events in the countries in which you will be visiting and to visit the state department travel website   http://www.travel.state.gov.    You are also encouraged to register with the U.S. Department of State at http://www.travelregistration.state.gov.

· Itinerary Information

Final itineraries will be available at your last class meeting.   Be sure to leave a copy of your itinerary, passport/visa with a family member or friend.   You should also leave the number of the Office of International Programs and Services (212) 346-1948 in case someone needs assistance in contacting you.
· Travel Course Student Opinion Survey
It is the policy of Pace to survey students’ opinions about the quality of travel courses.  Upon your return, you will receive an email with a link to your travel course survey.    All evaluations are anonymous and your feedback is important to enhance future trips.    
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