LEARNING Global Campus Partner (GCP) &

ABROAD

_ CENTER College/Department Affiliate
UNIVERSITY OF MINNESOTA Intake ouestionnaire

Prior to Intake Meeting

1. Enroll in the Canvas Leader Portal and review content and resources for program leaders and program contacts (ideally before
intake meeting).

a. Enroll in the associated course on Training Hub. After enrollment, you’ll be able to launch the Canvas site with the leader
resources.

b. Bookmark the Canvas site to make it easier to access later.
c. Steps to Enroll:
i Visit https://training.umn.edu

ii. Select the “Course Catalog” button
jii. Keyword: LAC100 and/or Department offering training: Learning Abroad Center

iv. Select: Education Abroad Program Leader Resources

V. Click green button: +Enroll in Course

2. Review and utilize the GCP Responsibility Matrix (linked in the leader canvas site) or the College/Department Affiliate

Responsibility Matrix (linked on web page)
3. Review, sign, and submit the GCP Letter of Understanding, or College/Department Affiliate LOU.

4. Review the information below that the Learning Abroad Center (LAC) must have prior to your program going abroad. The more

information you have to share at the start, the better. However, we will provide opportunities and reminders to continually share
information as you get it through the course of your program development.

Opening Student Applications

We need the information below to create a new Program and/or application Track+Term. Applications can go live once we have all of the
information below. Have this information ready to share during the initial intake meeting. You can complete the Program Details form in
advance. More information about each of the bulleted items is discussed within this document.

e Completed LOU

e Program name

e Program dates

e Program locations

e Program term

e Credit type (resident, transfer, or non-credit)
e Open to non-UofM students or not

e Department emergency contacts

e Program leader(s) contacts

e \Web page content (if applicable)

e Cancellation and refund policy language

Program Information

Official Program Title:

Web Page

If this is a new program that requires a website, or if you have some updates for an existing program, complete the Website Information

Form. Program web page will go live once the LAC has the requested web content, aforementioned program information, and a signeq
LOU. If you do not require a web page, tell your LAC contact this in your intake meeting.


https://canvas.umn.edu/courses/105491
https://training.umn.edu
https://training.umn.edu/courses/11802
https://umabroad.umn.edu/faculty-staff/department-affiliate/responsibility-matrix
https://umabroad.umn.edu/faculty-staff/department-affiliate/responsibility-matrix
https://umabroad.umn.edu/faculty-staff/department-affiliate/responsibility-matrix
https://learnabroad.umn.edu/register/?id=cff0e997-d7ad-4cf1-8671-38fc6064dfda
https://learnabroad.umn.edu/register/?id=4b504f62-f7e4-4721-9052-067a622f408e
https://learnabroad.umn.edu/register/?id=24d182bd-a7b4-44e2-a906-c4f2eaf11c77
https://learnabroad.umn.edu/register/?id=0673cfdf-8dcb-461d-bf77-d9bfa8e2d68e
https://learnabroad.umn.edu/register/?id=0673cfdf-8dcb-461d-bf77-d9bfa8e2d68e

Emergency Contact Information

Discuss and gain the consent of your emergency contact(s) prior to assigning them for your program. Discuss the responsibilities found
on this page with your emergency contact(s).

Departmental Emergency Contact(s):
This is someone that will be U.S. based during the program and will have 24/7 phone answering capabilities.

e First name; last name; internet ID, email address, position title; mobile phone; work phone

Materials

o GCP Letter of Understanding (LOU) or College/Dapartment Affiliate LOU: A signed LOU will be uploaded to the program in Slate.
This is necessary in order to open applications. Note: slate is the application and program management system

e Program contracts: Share signed on-site partner contract(s) and we will upload them to the program in Slate.

Program Contacts

An individual can cover more than one program contact need, as applicable. Example: program leader and application reviewer, or
emergency primary contact and dept. admin contact.

Student program application reviewer:

e Application reviewer first and last name (If different from program leader), reviewer internet ID, title, email address, phone
Note: only one program contact can be assigned as ‘Application Reviewer’

Administrative contact:
Person to questions on program logistics, contracts, budgets, etc. (if different from program leader and/or Application reviewer)

e Administrative contact first and last name, administrative contact internet ID
e Secondary administrative contact (if applicable)

Program leader

e Program leader first and last name, title, email address, office phone, mobile phone/in-country phone

Co-leader (if applicable)

Instructor-led Portal Access - who should be able to see application progress and student confirmation forms? Generally

main program contact and/or program leader.

Note: you will need to have completed Student Data Inquiry (SDI) training, and update LAC once complete, in order to access the
Instructor-led Portal.

Program Track+Term

Program Dates

LAC will only add exact program dates once they are finalized, as program dates inform insurance dates—so they must be exact. Until
dates are final, we will include a program duration.

e Term (clarify if embeded or stand alone):
e Application deadline:
e Program duration:

e Start date:
e End date

Standard Application & Confirmation ltems

Review the Standard Application & Confirmation Checklist Items, and notify contact/provide information if an additional item is
necessary. This should happen before the application track + term is made live to students.



https://global.umn.edu/travel/emergency/24_7_contact.html#/!
https://global.umn.edu/travel/emergency/24_7_contact.html#/!
https://learnabroad.umn.edu/register/?id=cff0e997-d7ad-4cf1-8671-38fc6064dfda
https://learnabroad.umn.edu/register/?id=4b504f62-f7e4-4721-9052-067a622f408e
https://canvas.umn.edu/courses/105491/pages/gcp-student-application-process?module_item_id=9012690
http://www.asr.umn.edu/training-and-support/register-training

Program Locations
Country/Countries:

City/Cities:

Region (state, province, etc.) - optional:

All the overnight stops that will be made on the program, including city arrival and departure dates are needed one month prior to
departure.

Course Information

e Program type: taught entirely abroad or embedded (combines on-campus classes and learning abroad):

o Number of credits:

e Course designator (home department):

e Course number:

e Section number (5xx number for stand alone programs, regular 001 type section for embedded programs):

e Notes:

Is this course fully approved in Coursedog?
Note: If the course is not fully approved in Coursedog, work with your department scheduler to get the course fully approved.

NOTE: state term if embedded (eg. spring semester course + May abroad)

Grade base: A/F, Pass/Fail, Non-Credit, Audit (check all that apply)

(If audit is possible, a departmental letter of support is required. Provide letter to LAC program contact.)
Note: we will create separate application tracks for credit/non-credit if both are options.

Instructor(s) of record
e |nstructor of record name and EMPL ID:

Do students have course options on this program? Or do all students take the same single class?
Provide the same information as above if there are multiple course numbers for this program.

Complete the Course Information form.

NOTE: Share this course information and UMN Instructor-Led Study Abroad Class Scheduling Process information with your department
scheduler.

Financial Information
Program fee (What to charge students)

e |s your program open to non-UofM students?
e |f so, program fee for non-UofM students - if different from UofM students fee

Complete and submit the GCP Budget worksheet. Complete one for each fee, if there are multiple fees (eg. credit/non-credit).

NOTE: The LOU asks for EFS information: fund, dept ID, program, CF2 (optional)

Reminder:
e Be sure to set up the combo code.

e Billing for application fee, program fee, and deposit cannot occur until the combo code has been set up. See Creating Combo Codes
for HRMS and Campus Solutions (Student) Transactions.

Cancellation Policy:
o What is your established cancellation policy and refund process?

o Where will the cancellation policy and refund process language be posted for students? Note: we will list on web page and
additional info tab in application

e Complete the Cancellation Policy & Refund Process form and upload your written policies via the form



https://learnabroad.umn.edu/register/?id=76d010fa-a1a9-449f-9ca1-f9157fcd9598
https://umabroad.umn.edu/professionals/faculty/uled/resources/class-scheduling
https://learnabroad.umn.edu/register/?id=9380c683-1b77-4c6c-a779-17ecf5f878b8
https://learnabroad.umn.edu/manage/form/form?id=2bd16e95-a9ba-494e-8a09-14d7ff3a0e63
https://gpsa.umn.edu/concourse/financial-info/BudJrnlComboCodeJA.pdf
https://gpsa.umn.edu/concourse/financial-info/BudJrnlComboCodeJA.pdf
https://learnabroad.umn.edu/register/?id=fa1c53a5-50db-4054-b0c9-1e5a9db7dae5

Emergency Contact Information

On-site provider: On-site provider contact information: First and last name, email, title, phone number(s), emergency contact number,
emergency services number.

This information will be listed in the Program Contacts section of the student portal, so students have this information available at any
time while abroad.

Additional To-Dos

Prior to Departure—Leader Responsibilities

e Sign Program Leader Acknowledgement (online form) and obtain CISI international insurance through the University of Minnesota
Travel Registry.

o Attend a Health and Safety Workshop. The GPS Alliance’s International Health, Safety, & Compliance team conducts at least three
each semester. As a program leader, you are required to attend one every academic year.

e Check if your program requires ITRAAC, and complete ITRAAC Petition if necessary.

e Upload your signed On-site Partner Contract so the LAC/GPS can ensure compliance with UofM Education Abroad Policies.

Emergency plan:

You should complete an emergency plan for your program and each location/with each on-site partner included in your program. Below
are suggested ideas to consider/include in your emergency plan. Upload your completed Emergency Plan via this form.

U.S. Embassy or Consulate

The U.S. Embassy or Consulate in your host country(ies) can assist you and your students in an emergency such as lost or stolen
passport or natural disaster. Look up contact information for the U.S. Embassy or Consulate near each stop on your itinerary and have
contact information available for leaders and students. The Learning Abroad Center will register your group with the local U.S.
Embassies via the Smart Traveler Enrollment Program (STEP) so you can receive security and safety updates during your trip.

Contingency Plan for Emergency Situations
Consider the following questions to frame a contingency plan.

What are the procedures for students contacting the on-site program provider?

2. How will the on-site provider contact program leaders in the event of an emergency?
3. How will students contact program leaders?
4. How will program leaders contact students and how quickly can this can be accomplished? (2 hours, 4 hours, 8 hours, based on

where students are at the time?)

5. Where are the designated meeting points within your program city(ies)? (It is advised to pick two meeting points, one likely
being student housing or school location)

How will program leaders contact the University of Minnesota in the event of an emergency?

How can the University of Minnesota contact program leaders and on-site providers?
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https://travelregistry.umn.edu/program-leaders
https://travelregistry.umn.edu/program-leaders
https://learnabroad.umn.edu/portal/leader_training
https://global.umn.edu/travel/approval/travel_advisories.php
https://global.umn.edu/travel/approval/index.html#who-tab
https://learnabroad.umn.edu/register/?id=d323d002-a634-4ad9-b832-b1b3c16858ab
https://learnabroad.umn.edu/register/?id=223f93b0-124f-4f26-b493-1177003c2e46
http://www.usembassy.gov/

