INTERIM COURSE TIMELINE-January Interims

Important Dates and Deadlines

Task

Spring semester

Proposals for Interim are due by mid-February. (Applications
become available in mid-December).

For information on instructions and timeline for proposals see
Interim Term Committee website.

Submit Group Travel Request Form to S. Wanner if air travel is
part of your course. See Travel section.

Advertise and promote program.

Because of the early application deadline (October 2),
instructors may hold informational meetings and proceed with
the application process, although the course offerings are not
official until ratified by the Faculty Senate in May. Some
programs can begin accepting applications in the Spring.

Summer Break

Preliminary group airline reservations should be made with the
minimum deposit required.

Account numbers will be assigned from the Financial Services
Office.

SEPTEMBER

8 e Scholarship and grant apps available online and in Financial Aid
Office.

e These will be awarded on a rolling basis.

15 e Travel Health’s Preliminary Health Questionnaire due in their
office.

Any time e Informational meeting(s) and application process. Submit
applications to the Registrar’s Office as they come in; don’t hold
all of them until the end of the application period. The
applications will be vetted by Student Life and the Registrar. If a
student is not allowed to participate in an off-campus interim
because of a low GPA or a Student Life violation, the student
may appeal.

OCTOBER

2 e End of application period. (Instructors may set earlier
application due date.) Submit any remaining applications to the
Registrar’s Office for processing.

e Scholarship apps due in Financial Aid Office. (Grant apps due
10/30)
14 e Deadline for Deposits.

Submit any remaining deposits to Financial Services Office.
Finalize rosters and e-mail students.




16

Rosters due to Off-Campus Programs, with all necessary
information. See OCP Roster form.

The Registrar’s Office will pre-register your students when your
roster is received.

Health forms and complete list of all participants (including
Calvin ID numbers) submitted to Health Services for groups
traveling outside of North America, Western Europe, or
Australia.

30 Student grant applications due to Financial Aid for January
Interims.

NOVEMBER

3 Compare the registrations and admission list for your course.
Students cannot be billed (or be part of the course) if they are
not registered for it.

14 Check your revenue account to verify the funds available for
your course following the deduction of fees (evacuation ins.,
administration) and Health Service charges.

DECEMBER

1 Emergency contact list and program itinerary due in Off-

Campus Programs office. Please use standard form provided.
Be sure to include ALL requested information.

Final date for refunds for students who have dropped your
course

JANUARY - MARCH

NEW FOR 2010: Submit Interim Report (using provided
template) to Interim Committee and Off-Campus Programs
Director. REPORT DUE: MARCH 1.

Reconcile and balance Interim account, compile all receipts and
forward to Becky Brinks in Financial Services. (link)

DEADLINE FOR RECONCILIATION: MARCH 31.




INTERIM COURSE TIMELINE: May/June Interims

Important Dates and Deadlines

Task

Spring semester

Proposals for Interim are due by mid- February. (Applications
become available in mid-December).

For information on instructions and timeline for proposals see
Interim Term Committee website:

Submit Group Travel Request Form to S. Wanner if air travel is
part of your course. See Travel section.

Advertise and promote program.

Because of the early application deadline (October 2),
instructors may hold informational meetings and proceed with
the application process, although the course offerings are not
official until ratified by the Faculty Senate in May. Some
programs can begin accepting applications in the Spring.

Summer Break

Preliminary group airline reservations should be made with the
minimum deposit required.

Account numbers will be assigned from the Financial Services
Office.

SEPTEMBER

8

Scholarship and grant apps available online and in Financial Aid
Office.
These will be awarded on a rolling basis.

15

Travel Health’s Preliminary Health Questionnaire due in their
office.

Any time

Informational meeting(s) and application process. Submit
applications to the Registrar’s Office as they come in; don’t hold
all of them until the end of the application period. The
applications will be vetted by Student Life and the Registrar. If a
student is not allowed to participate in an off-campus interim
because of a low GPA or a Student Life violation, the student
may appeal.

OCTOBER

2

End of application period. (Instructors may set earlier
application due date.) Submit any remaining applications to the
Registrar’s Office for processing. You may continue to add
students until February 26, 2010, but the minimum enroliment
must be achieved by October 2.

16

Health forms and complete list of all participants (including
Calvin ID numbers) submitted to Health Services for groups
traveling outside of North America, Western Europe, Australia
and Japan.

Finalize rosters and e-mail students.




JANUARY

Submit deposits to Financial Services. (Earlier submission may
result in credit to the student’s semester charges, rather than
your May/June interim course.)

MARCH

Final day for refunds to students who dropped your course.

GRANT APPLICATIONS DUE

19

Final rosters due to Off-Campus Programs, with all necessary
information (see OCP Roster form under Instructor Resources
on website) Be sure to include ALL requested information.
The Registrar’s Office will register your students after your
roster is received by OCP office.

Final date for refunds for students who have dropped your
course.

APRIL

Health Services orientation if required for your destination.
(date TBA)

Check your revenue account to verify the funds available for
your course following the deduction of fees (evacuation ins.,
administration) and Health Service charges.

Emergency contact list and program itinerary due in Off-
Campus Programs office by April 30. Please use standard form
provided. (link) Be sure to include ALL requested information.

MAY - JULY

NEW FOR 2010: Submit Interim Report (using provided
template) to Interim Committee and Off-Campus Programs
Director. (link) REPORT DUE BY JUNE 30.

Reconcile and balance Interim account, compile all receipts and
forward to Becky Brinks in Financial Services.

DEADLINE FOR RECONCILIATION: JULY 30.




PLEASE NOTE ...

e The APPLICATION DUE DATE is October 2 so that instructors and deans know whether
there is a sufficient number of students for the course to take place.

e A PACKET OF INSTRUCTOR FORMS is available on the Off-Campus Programs website,
under Instructor Resources. (They are no longer printed in this Handbook.) IMPORTANT:
Please use only the updated forms from the website; these forms are updated yearly. Do
not use old forms!

If you have difficulty downloading any of the forms, please notify the OCP office (x6382).
The packet contains the following forms:

AApplication* Alndependent travel AHealth information
(incl. guidelines, etc.) ARecommendation (please print on blue paper)
ATravel Request Form A ltinerary AHealth Services checklist
AReceipt for funds A Vehicle driving release AHS prelim. questionnaire
ARoster A Verification of insurance AHealth Service roster
Altinerary

* (Suggestion: download the application file from the website and insert the information concerning your course

and make it available at your office. This eliminates student error in course name, etc.)

As in the past, other materials are also available on the web for you (travel tips, FAQs, etc.).
OTHER ESSENTIALS

Financial signatures: Your department chair (not the Director of Off-Campus Programs) is your
budget officer and provides the second signature on check requests, vouchers, etc. If you are the
department chair, you should you request the second signature from your dean.

Sunday travel: Departure from GR for your Interim site and/or your return to GR should NOT be
scheduled for a Sunday. Travel on Sunday during the course should be kept to a minimum and not
interfere with church attendance or group worship time.

On-campus housing is not available prior to the re-opening of the dorms following Christmas
break. Students needing to be in GR prior to that time must make their own housing
arrangements.

Interim rosters should list the TOTAL cost of the course, not total-minus-deposit. Your students
will be charged the total you specify, and the deposit will then be deducted from that total.

Students with a behavior violation: You are the decision-maker in such cases, once you have
reviewed the student’s record with Jay Wise. You may ask for advice from him or others, but the
decision on the student’s admissibility is yours. Once you have decided to admit or deny
admission to that student, please send an e-mail to Jay Wise and Dave Ellens to inform them of
your decision, so that their records can be updated.

Students with less than 2.0 GPA: If an applicant has less than the required minimum GPA of 2.0,
that student may appeal to the Director of Off-Campus Programs for permission to participate in
the off-campus interim.



Insurance: The Calvin MEDEX insurance policy is for EVACUATION only, not for other medical costs
such as hospitalization, outpatient treatment, etc. Read the brochure carefully to know what is
covered (many “services” are provided but at a cost).

Itinerary: A complete Itinerary Form (found in Instructor Resources) with contact information is
required providing emergency contact numbers for each day of the program. The only substitute
for this form is an itinerary from Witte Travel with contact phone numbers attached. Deadline:
Forward this form to OCP office (Evelyn Kloostra) by December 1.

Looking for something? This handbook is now available as a pdf document in the Instructor
Resourcesn the Off-Campus Programs website. By searching within the document, you can
locate all mentions of a given topic such as insurance, rosters, or recruitment.

TRAVEL ARRANGEMENTS
GETTING STARTED

¢ Fill out a Travel Request Form and either e-mail or ICM it to the Director of Financial Services
at swanner@calvin.edu. The form is found on the Off Campus site under Interim 2010
Instructor Resources. The Director of Financial Services and his staff will determine, based on
past travel history and contractual agreements, which travel agency, Witte or Carlson
Wagonlit, will work with you. If you have a preference in travel agencies, check the relevant
box on the Travel Request Form. Inclusive tours (those that, in addition to air arrangements,
include accommodations, local transportation, and/or tour guides) will usually be sent to Witte
Travel.

The Financial Services Department will send you an e-mail confirmation that your Travel
Request Form was received and that your request was sent on to the travel agent. The travel
agency will then contact you regarding your interim arrangements. If you have any special
travel needs not provided by the two travel agencies provided, or have contract agreements
which need signature for travel arrangements, contact the Director of Financial Services for
review and approval.

If you wish to have a travel agent present at the airport to handle any last-minute travel
problems, be sure to check the “Meet and Greet” box on the travel form.

o Check the State Department travel warnings and announcements to make sure the country
you are traveling to is not under a travel warning. This also applies if you have a layover in a
country that is under travel warning. It is the responsibility of the instructor(s) to regularly
check the Department of State Travel warnings and announcements posted at
http://travel.state.gov. Do not make any down payments for airline tickets or pay other large
sums until you have checked the warning status of the destination(s) because airlines and
other travel entities are under no obligation to give refunds if the country was under travel
warning at the time tickets and other services were purchased.

If the country or countries you plan to visit are under a State Department Travel Warning, you
must request permission to travel there from the Travel Safety Sub-Committee. Send your
request for review to the Committee Chair, Michelle Loyd-Paige. Your request should include:
your travel itinerary, the travel warnings, a map showing the area of the country the travel
warning affects and the area your class will visit, your plans to address the concerns
contained in the travel warning, and your plans to address these concerns with students and
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parents. The Travel Safety Committee will then review your submitted materials along with
the DOS warning and other reliable sources of safety information. If travel is approved by the
Travel Safety Committee, faculty members, students and their parents will be required to sign
a special Travel Release and Waiver Form specifically for travel in a warning area. These Travel
Release and Waiver Forms can be obtained from Jane Prins in Financial Services

e The Transportation Security Administration has an informational web page regarding air travel.
You may want to look at it as you consider your travel arrangements. Go to
http://www.tsa.gov/public and click on “Travelers and Consumers”.

e The Vice President for Administration, Finance, and Information Services and the Director of
Financial Services have access to off-hours telephone numbers of the travel agencies with
which we contract services. If a crisis arises related to group travel, they will determine if the
situation merits calling the travel agency outside of normal business hours.

PASSPORT REQUIREMENTS

Effective February 1, 2008, U.S. citizens can apply for a traditional Passport, (now called the
Passport Book) or the NEW Passport Card. The Passport Card costs less than the Passport Book,
but it is not acceptable for air travel. The Passport Card is only good for land and sea crossings
between the U.S. and Canada, Mexico, Bermuda and the Caribbean region.

The Department of Homeland Security will be requiring passports from US citizens crossing
Mexican and Canadian borders by land or sea as of June 1, 2009.

The application form for applying for a new passport has been amended so that applicants can
check whether they are applying for a Passport Book, a Passport Card or both. The new application
must be used for all persons applying after February 1, 2008. The passport card has the same
validity as the passport book: 10 years for adults and 5 years for minors under 16. Also, effective
February 1, 2008, there are new forms that must be used for passport renewals, adding pages to a
passport book, name changes and parental consent for a minor under 16 to apply for a passport.
Students whose passports were issued prior to age 16 should pay special attention to the
expiration date, since such passports are valid only for five years, rather than the usual 10.

Keep in mind that many countries require that the passport be valid for three to six months
AFTER departure from that country. If a student’s passport expires during this six month time
period the airlines may refuse to allow the student’s departure from the US. Be sure you know the
regulations related to the country/countries where your course takes place.

The Financial Services Department holds an annual “Passport Application Event” at the Campus
Store in early September. It’s a convenient, easy way to apply for a passport. Please watch for the
date advertised in the Calvin News/Student News and encourage your students to take advantage
of this on-campus opportunity.

IMMIGRATION REGULATIONS (These apply only to interims that travel outside the U.S.)

If there are any international students (those with F-1 student status) planning to take your
interim/semester program, please be aware of the following:

1. These students must have a passport that will not expire for at least 6 months after
travel dates.

2. These students must have their I-20 (signed on page 3).
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3. These students should hand in their current 1-94 to the airline or customs officials as
they depart the U.S. A new one will be issued upon re-entry to the U.S.

4. |If the student’s U.S. visa in his/her passport is current and will not expire during the
interim, there are no concerns about travel abroad in regard to the visa.

5. If the student’s current visa is expired or will expire while abroad, the student will have
to apply for a new visa in the country where the interim takes place. The student must
immediately take his/her passport and 1-20, an official transcript from Calvin, and
financial documentation to the U.S. embassy upon arrival. This is to make certain the
process can be completed by the time the interim is finished and the student must
return to the U.S.

6. If the student is abroad for the semester preceding your interim course, he/she may be
in danger of overstaying the 5-month limit for absence from the U.S. Check with Jo
Cooper, Admissions Immigration Coordinator, jcooper@calvin.edu for advice regarding
SEVIS regulations.

NOTE: Please monitor the visa regulations of the countries that you will be visiting during your
interim. Visa requirements are often different for U.S. nationals and residents of other countries,
including Canada. Please be sure that all of your student participants will have the necessary visa
status to visit all countries on your travel itinerary. Also, please continue to monitor this regularly
prior to departure, as the visa requirements can change at any time.

For any additional questions regarding F-1 students or visa issues, please contact Jo Cooper in
Admissions at 66897 or e-mail her at jcooper@calvin.edu

TRAVEL PLANNING
Making Flight Reservations

e Please note that Witte Travel includes the ticketing fee in its price quotes, whereas Carlson
Wagonlit does not charge any fees for group travel reservations.

e You may reserve a block of seats (10 or more) as much as 11 months prior to departure
(early spring for January interim groups) and we recommend you do this. Reserving a
block of seats locks in the price. However, taxes and fuel surcharges may change. January
is a popular travel month, so book your flights early! A deposit per person, varying in
amount, and depending on whether you are booking domestic or international flights, will
be necessary to hold group inventory. This amount is applied to the cost of the trip and is
refunded to the credit card on the day of the group’s departure. You do not lose your
deposit unless you break your contract--fall below minimum number, cancel outside of
deadlines, etc. If one or more of these situations occur, you will lose the deposit made for
the entire group.

e Pay close attention to airline deposit deadlines. After the deposit is paid, any reduction in
the number of seats reserved may mean the loss of the deposit for those seats. With some
airlines the penalties will start immediately while for others the penalties will not start until
120 or 90 or 60 days prior to departure.
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Groups are defined as 10 people or more traveling together (same date/time) from the
same place to the same destination and all returning to the same departure city. Allowing
students to leave from another city and join the group en route may put your group rate in
jeopardy. Also, such students will pay a fee for deviating from the group itinerary and may
find that the ticket is significantly more expensive. If you believe you’ll have a lot of
deviations, make this known right away when you discuss your group with Witte or Carlson
Wagonlit.

If you have students in your group making alternate travel arrangements, an Alternate
Travel Arrangements Release Form must be signed by the student and his/her parents.

With most airlines, you do not need to know exactly how many will be in your group until
approximately 90 days before departure. Names are needed 45 — 60 days prior, depending
on the airline. As early as possible, check out the best options for your group based on
schedule, price, rules and restrictions.

You must travel with your group for departure and return, and you must accompany your
group at all transition points (airport, train station, etc.). Any exception must be approved
by the Director of Off-Campus Programs.

Please avoid departing from or returning to the US on a Sunday (out of respect for Sabbath
observance). Avoid Sunday travel if possible when planning your interim itinerary. Mid-
week flights are often cheaper.

Plan for a semester break (at least two working days after your return) so that you and
your students can prepare for second semester.

Check your airlines regulations regarding check-in time, luggage weight allowance, or any
extra charges for checking in more than one piece of luggage, etc. Some airlines now
charge for the first piece of luggage. It is also a good idea to check your reservations a few
days prior to departure, to be sure there are no changes in departure times (your travel
agent should alert you of any, but the holidays sometimes interfere with timely
communication).

Making Hotel and Hostel Reservations

Plan whether your group will stay in hostels or hotels (or both) during your interim trip.
Travel agencies normally do not book lodging in hostels, but many can be reserved via the
internet.

If you opt for hotels, be clear with the travel agent on the level you want (simple,
moderate, 3-star), and talk to the travel agent about what each level means.

If you end up with an uneven gender split, there will be one or more “single supplements”
for students who end up without a roommate. Be sure these charges are included in your
trip estimate. You may not choose students based on gender balance.

Package Travel Planning and Itineraries

Discuss with your travel agent other arrangements needed such as airport/hotel transfers,
buses between cities, guides, meals, etc.

If you include time for independent student travel lasting more than one day, please print
off the Independent Student Travel Form in your Instructor Packet or on OCP website and
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have the student complete it. Try to keep such times to a minimum because it disrupts
group unity and can cause breaches of the Discipline Code.

Plan activities and assignments to fill each day, including worship services on Sunday.

Travel Agency Charges

Carlson Wagonlit will charge to a Calvin credit card only charges that have been approved
by the sponsoring Calvin faculty or staff member. An itemized record of all transactions
charged to the Calvin credit card will be provided.

Witte will bill Calvin and payment will be processed through Accounts Payable (with the
appropriate interim account charged). The ticketing fee is included in the price quote
Witte provides.

Contingency Funds

All interim budgets must include at least $100 per student for a “contingency fund”. These
funds are meant to be available to you to meet unexpected expenses such as a higher
entrance fee to a museum, an unexpected transit strike that leads to a need for taxi
transportation, or being snowed in at the Detroit airport and needing a block of rooms for
yourself and your students. You may not give your students these “excess funds” and you
should be careful to not rely on them for anticipated expenses.

AT THE AIRPORT

Meet and Greet Services

If you arranged with the travel agency for “meet and greet” services, a representative will
be at the airport at least two hours before departure time in the case of international
travel and one and a half hours before departure time for domestic flights. Should it
appear that bad weather or other conditions could delay the departure of a group, an
agent will remain available to the group until such time as it is clear that the matter has
been completely resolved. You must request this service at the time you book your
arrangements and reconfirm it at least two weeks prior to departure.

A Calvin representative must be present at least two hours before time of group departure.
Normally, with interim groups, this representative will be the instructor of the interim
course. In those rare instances where the leader cannot be present, arrangements must
be made for someone to be there in his/her place and the Off-Campus Programs director
must be notified of the arrangements.

VEHICLES

Defensive Driving Training Course Required

Calvin College requires all operators of any (including your own) motor vehicles used for
Calvin business/activities to complete a defensive drivers training course. Every driver
(faculty, staff and students) must submit a completed Motor Vehicle Driving Release form
to the Physical Plant office in order to be registered for the online training course. The
release form is included in the Instructor’s Packet on the website. Please print out a new
Driver’s Release form for each interim. Changes are made to the form from time to time.
Do not print out one and continue to make copies of it year after year — the one you
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printed before may be out-of-date. Additional online courses are required if you need
authorization to drive a large passenger van. Please mark the driver’s release form
accordingly.

Once you enroll, you will receive an e-mail from a company called AlertDriving.com. They
will give you a user name and password to use at their website to take the courses and
pass the tests. The Physical Plant office will be notified of your successful completion of
the course(s) and will send you an endorsement sticker to put on the back of your Calvin ID
card authorizing you to drive for Calvin College. The College’s Transportation Policy and
Transportation Procedures may be found on the Physical Plant web page under Vehicle
Requests.

Renting Vehicles for Use in the U.S.

All instructors driving rented vehicles in the U.S. need to have a copy of Calvin’s
insurance and accident report form with them when traveling. Copies are available from
the Physical Plant Office. Please contact Nola Nielsen, Services Manager, at x6-7154.

Arrangements for renting vehicles for groups departing from Grand Rapids must be made
via the Physical Plant and vehicle requests can be made on the Physical Plant website. Bus
requests can be made on-line through Vehicle Requests as well.

Arrangements for “non-local” rentals (vehicles to be available at your destination — not in
Grand Rapids) should be made by contacting the Calvin Travel Services Office. As a
reminder, you must still become a Calvin Authorized Driver prior to driving any personal or
rental vehicle for Calvin business.

In Canada or U.S. territories or possessions, do not pay additional fees for any type of
insurance coverage. Be sure to book the rental/lease in the name of Calvin College, not
your own name, and carry the insurance and accident report forms with you while
traveling. The insurance forms and accident report forms are available from Physical
Plant.

Renting Vehicles and Insurance for Use outside the U.S.

In countries other than the U.S., primary liability coverage must be purchased from the
rental agency. Collision damage insurance is triggered by the use of Calvin’s American
Express card (for a fee of $4.00). Be sure to book the rental/lease in the name of Calvin
College (not your own name) and pay for it with your College American Express Card. If
you have questions regarding this policy, please contact Ada Castle.

Use the American Express Card to pay the rental fees for all international rentals.

Rental companies are increasingly asking for the names and license numbers of those who
will be driving the vehicle(s).

STUDENT RECRUITMENT AND APPLICATION
Eligibility Requirements

Students must have at least sophomore standing and a 2.0 GPA to participate in an off-campus
course. (For May interims, first-year students may apply, provided that they will have
accumulated sufficient credits to have sophomore standing at the end of second semester.)
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Students placed on personal probation will be denied participation in off-campus pro-grams for 12
months from the date of their sanctioning. Students placed on disciplinary probation will be
ineligible for off-campus programs for 18 months from the date of the sanctioning. The course
instructor may make exceptions only after reviewing the student’s file with Jay Wise. Once the
review has been made, the decision rests with the instructor, not Student Life or Off-Campus
Programs. However, instructors should inform both those offices of their decision(s).

Students with less than 2.0 GPA: If an applicant has less than the required minimum GPA of 2.0,
that student may appeal to the Director of Off-Campus Programs for permission to participate in
the off-campus interim. The OCP Director will take into account the student’s overall academic
record, the relevance of your interim’s topic to the student’s course of study, the frequency of
offering of the interim curse and any special considerations the student wishes to provide in
addition to the above.

Number of students

According to the Provost, a minimum of 9 eligible students per instructor is ordinarily required for
an off-campus course to be taught. Permission to teach a course with fewer than 9 students must
be obtained from the academic deans.

Advertising your course

To ensure that students are adequately informed about the availability of off-campus Interim
courses, instructors must announce their course’s informational/recruitment meetings and their
application deadlines two days before the event/deadline in the Student Senate e-mail news
(student-news@calvin.edu). The e-mail Student News comes out daily.

Information for potential applicants

Before instructors begin the application process, they should identify as specifically as possible the
type of student for whom the course is designed. The criteria which will be used in the selection of
participants in the course should be explained to applicants, preferably in writing. Criteria may
include:

e class level status

e minimum cumulative grade point average

e academic prerequisites

e appropriate preparation (e.g., physical fitness)

e willingness to abide by other appropriate conditions set by the instructor(s) including
stipulations regarding alcohol use, smoking, dress, etc.

e minimum physical and mental health standards

Also, students should be informed if admission decisions will be made on a “rolling admissions”
basis, and reminded of the instructors’ right to select the participants, based on the established
criteria.
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APPLICANT ELIGIBILITY

Procedure For Instructors

Step One

Direct students to the OCP website to get the application materials (application, recommendation
and medical forms) in the Student Resources section of the Interim 2010 webpage, or provide the
forms yourself after downloading them from the Instructor’s Packet in the Instructor Resources
portion of the website.

Step Two

a. Students bring the completed forms to you Verify that students have submitted all the forms
and have responded to ALL the questions on each. Keep the recommendation forms on hand for
use in your admission decisions.

b. If traveling in North America, Western Europe, Australia or Japan, retain the health forms. If
traveling outside these areas, the Travel Health office will need to review and sign the health
forms and will return them to you when completed.

c. Submit the Interim Application forms to the Registrar’s Office periodically. (All applications
should be submitted by October 2.) The Registrar and Student Life office will complete their
portions of the application and the Director of Off-Campus Programs will approve or disapprove
each applicant. The applications will then be returned to you for completion of the selection
process. If the applications arrive at the Registrar’s Office in a steady stream rather than all at
once on October 2, the process will be quicker for all.

Note: You may require that deposits are due at the time of application. This is advisable for
interims whose enrollment must be determined in the spring or early summer in order to reserve
scarce space at the course site(s). Of course, you should reassure students that the deposits of
those not accepted will be returned.

SELECTION OF PARTICIPANTS BY THE INSTRUCTOR(S)

Step One

The admission process:

Prior to admitting an applicant, you must:

e determine whether the applicant meets the stated criteria specific to the course,
e seek and receive one or two recommendations (forms available online in Instructor Packet),
e interview the student.

When deciding whether or not to admit the student into the course, you should be prepared to
provide a rationale if denying admission.

Note: In order to ensure their trust and reputation in the student community as a center that
provides confidential counseling, the Broene Counseling Center staff does not review off-campus
program applicants. However, if an instructor has concerns about an applicant and would like
some assistance with an assessment, the Broene staff will be happy to consult with and/or assist
that instructor within its established policies.
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Step Two

Inform students of status: admitted, on the waiting list, or not admitted. If they have been
admitted, please inform them that they do not need to register for the course; Off-Campus
Programs will send your roster to the Registrar for registration of your students. The deposits of
those not admitted to the course should be refunded (see Financial Services if those deposits have
already been placed in your Interim’s deposit account).

Step Three -Visitors

Only after you have completed the above may you add non-students to your group. Before
including non-students, you must receive the approval of the Director of Off-Campus Programs.

In the request to include non-students, indicate your rationale for including non-students and your
plan for advertising. Visitors will be charged an instructional fee of $350, in addition to the course
fee. Visitors are required to complete an interim application, which should be forwarded directly
to OCP, instead of the Registrar’s Office, for approval. Visitors are also required to put down the
same deposit as students. OCP will obtain a student number for the visitor and provide that
number to the interim instructor. That number must be included in any transactions with the
Financial Services Office. (See Finances section for more information on deposits.)

Spouse participation in an Interim Course: Arrangements for the participation of the
instructor’s spouse must be approved by the Director of Off-Campus Programs and in
accordance with the College policy on spousal travel. The policy is available at
http://www.calvin.edu/admin/registrar/ interim/committee/spouse.htm

MAY INTERIMS

(See also timeline for May/June interims at the beginning of this handbook.)
Recruiting/Applications

May interims have the same recruiting process timeline as January interims. Students are not
allowed to take more than 4 semester hours for interim. Any student that chooses to take both a
January interim course and a May interim course will be charged for the additional course credits
at the summer school tuition rate.

Students complete the same application materials for May interims and are responsible to hand in
applications and deposit® tinstructors by the fall deadlines

Decisions regarding cancellations due to insufficient enrollment for May/June interims will be
made at the same time as those for the January interims. If a course has enough enrollment by
October 2, additional participants can be added later, provided travel arrangements can be
adjusted and the prospective additional student has not taken a January Interim or is willing to pay
summer school tuition.

Travel Health fall deadlines for paperwork should be followed (see Health Section). Travel Health
will contact you concerning an orientation meeting. Orientation meetings will be held during the
spring semester, since it is closer to the group travel dates.
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Rosters/Billing

Final rosters of student and non-student participants are due to the OCP office by March 19th.
Please make sure that the roster you send to Off-Campus Programs (via e-mail) is in Excel format
and contains separate columns for the following: last name, student ID number, and amount to
be charged to the student (form available in Instructor packet). May interim program fees will be
charged to student accounts in mid-April and are due in full on May 1st. Course fees are charged
to the Statement of Miscellaneous Charges, NOT the Tuition, Room and Board Statement. An
account number for the interim course should be set up in the fall with the Controller in FSO, just
as for January interims.

Deposits for May interims should be held until early January. If deposited earlier, deposits can
be mistaken for a January interim course or second semester fees and incorrectly credited to the
student before the proper May interim billing procedure.

See Finances section for more information on student deposits and interim accounts.

INTERIM COURSE FINANCES

All financial activity for each interim must be recorded on the books of Calvin College through the
Financial Services Office. All account numbers for interim courses are established by the Financial
Services Office and are communicated to the instructors during the first part of July. To get your
account number, contact Geoff Bremer, Controller, at ext. 66130. Each interim course is given a
revenue account number (1-1-#####-40000) and an expense account number (1-1-#####-50000).
Only the revenue generated when the students are billed for the course should appear in the
revenue account number. All expenses, including all on-campus expenses, should be charged to
the one expense account number.

Student Financial Responsibility

By signing the interim application, students agree to the “Acknowledgement of Financial
Responsibility for Interim Courses”. Please make sure you are familiar with its terms and remind
students of it.

A student will not be permitted to register for the interim program if he/she has a significant past
due balance on their account with the Financial Services Office.

Student Deposits

Deposit checks (made out to Calvin College) must be brought to Financial Services with the
student ID number and “Interim Deposit” clearly written on the memo line. The interim deposits
are not deposited into your interim account. At the time that the students’ accounts are billed for
the interim, the deposits will be taken from the “holding account” and placed on the student
accounts, and the corresponding revenue will be included in your interim’s revenue account.
Students are billed for January interims in mid-December and billed for May interims in mid-April.
(The charge will appear on their MISCELLANEOUS account.)

Each professor determines what their interim deposit amount must be. The deposits are typically
$500. Please make it clear to your students that the deposit is potentially non-refundable.

The deposit of a student who drops out of an interim course after his/her application has been
approved maybe retained by Calvin in its entirety All expenses related to the student’s
cancellation (airline ticket change fees, hotel deposits, etc.) will be calculated and if the student’s
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deposit is insufficient to cover the costs incurred by the college, he/she will be charged the

additional costs. Each student who drops out of an interim after a deposit is made will be charged

a $45 processing fee. No refunds of any kind will be issued after December 1 for January interims
and March 1 for May interims.

Student Roster

Your course roster is the basis for billing your students. It is due to Off-Campus Programs on
October 16, sent in electronic format (See Instructor Packet for roster form.)

Please make sure that the roster you send to Off-Campus Programs (to off-campus@calvin.edu) is
in Excel format and contains separate columns for the following: last name, first name, student ID
number, and amount to be charged to the student. (See special notes on non-student participants
below.) Since your roster is used to assemble several different documents, it is necessary that all
rosters be in the same format. If you aren’t sure about doing an Excel spreadsheet, your
department assistant can probably assist you.

Please note that students cannot be billed for the interim until they have been registered for the
program. The Registrar’s Office will register your students upon receipt of your roster from Off-
Campus Programs. Take note to compare the roster on KnightVision with your own to be sure
that all of your students (and only your students) have registered; in the past some students have
attempted to register directly with Academic Services without going through the application
process.

Non-Student Participants
For non-student participants, please note the following:

e Include the billing address on your roster. Financial Services receives a copy of the roster
and uses it to bill each participant for his/her off campus interim. Since visitors are not
taking the course for credit, they do not register, but their names and student numbers
must appear on the course roster in order to charge them.

e In addition to the program fee, visitors are charged a $350 instructional fee. Note that this
fee is not revenue to your interim.

e In limited cases, the instructional fee is waived. See the Interim section of the Off-Campus
Programs website for details of the policy.

e Visitors should not be charged the insurance fee, since they are not eligible for coverage by
Calvin for emergency evacuatiorPlease be sure to advise them of this and encourage
them to obtain evacuation insurance of their own if they do not already have it.

Student Billing
In determining the amount to charge students, please keep the following items in mind:

e Because the interim deposits are held in a “holding account” and are not revenue to your
interim, the deposit amount is not to be deducted from the amount you choose to charge
your students.

e At the time that the students are billed, the following will be deducted from the amount of
the student fee that hits your revenue account, and therefore are not to be considered
revenue
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S45 Administration Fee
$18 Insurance Fee (abroad only)
A cost of required immunizations, if any

A
A

It is necessary to build these amounts into the amount that you bill students to make sure you
have enough to cover your course expenses.

You will see the revenue hit your interim revenue account at the time that the students are billed.
Students are billed for January interims in mid-December and billed for May interims in mid-April.
(The charge will appear on their MISCELLANEOUS account.)

Check your revenue account in early December or mid-April to verify the amount of money you
have available for your off-campus activities (including your contingency fund) once the above
fees and charges have been deducted.

The full balance for January interims is due by the January billing due date. For this reason,
participants should have the program fee paid prior to departure. The full balance for May
interims is due on May 1.

A student will not be permitted to register for the interim program if he/she has a significant
past due balance on their account with the Financial Services Office.

Note: Any changes to student billing, such as flight credits, need to be communicated to the
college bursar, Rana Huisman (rsh4@calvin.edu).

Student Refunds After Interim

After the interim is over and your accounts have been reconciled with Financial Services, any
leftover funds will be refunded to the students’ miscellaneous account. Instructors are not to
refund money to the students on their own at any point during or after the interim. Refunds will
be posted in May for January interims. That allows time for all expenses and American Express
statements to be accounted for.

If the balance of your interim is a deficit, the students will be billed for the difference unless
other arrangements are made.

Interim Expenses

Some expenditures for your interim can be made before any revenue is received from student
billings. However, large pre-payments or deposits (such as for airline tickets) and other large
purchases should not be made without consultation...

A before you are confident that your interim will not be cancelled, or
A if your destination is under a State Department travel warning.

In the case of possible cancellation (e.g., due to low enrollment), you should consult the Director
of Financial Services and the Director of Off-Campus about the advisability of advancing any
college funds to a vendor.

If your destination is under a State Department warning, do not make any financial commitments
prior to approval by the Travel Safety Committee of travel to that destination.

Payment for interim expenses should be made in a manner consistent with the college’s
purchasing and travel policies (see URL below):

http://www.calvin.edu/admin/fsrv/faculty&staff/
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Methods Of Payment

Checks — Financial Services can issue a check for any interim expenses so long as the proper
documentation is attached to the check request. An example of proper documentation would be
an invoice from a vendor. To request a check, please use the Internal Check Request/Claim for
Reimbursement form. The form must be filled out completely including the payee information,
description of the payment, interim expense account number, and two signatures (interim
instructor and department chair).

Honoraria Checks — Due to IRS record-keeping and reporting requirements, honoraria payments
need to be processed through Accounts Payable. To request a payment for services, please use
the Honoraria Check Request Form. The form must be filled out completely, including the payee
name, address, and social security number. The form also requires the description of the type of
service rendered, the interim expense account number, and two signatures (interim instructor and
department chair). Occasionally, when traveling overseas, paying honoraria with a Calvin check is
not possible. In this circumstance, a cash advance can be used for the honorarium as long as the
person receiving the payment signs a note stating that he/she received the money in exchange for
services and the services were not performed in the U.S.

Cash Advances — Cash advances can be taken out at the Financial Services Office and used for
miscellaneous expenses while traveling. All expenses paid for with the cash advance must be
accounted for with receipts/documentation.

Some instructors choose to use the cash advance to give small amounts of money to their
students on a daily basis. Signatures and a note stating the amount received must be obtained
from the persons receiving the cash. These signatures are used to account for the expenditures in
lieu of receipts. For a sample of a cash disbursement sheet, see the last page of this section.

It is also permissible you as an instructor to take all or part of a cash advance and deposit it into
your personal bank account for ATM withdrawal later. If you choose this option, be sure to check
with your bank on what your daily maximum withdrawal amount is as well as what types of fees
you will incur for withdrawals (some banks are now charging a “foreign transaction fee” of 3-4%).
Also, please notify your bank that you will be traveling abroad so they do not block your account
when they notice unusual activity in your account. Note that ATMs are not always available or
operational, so be prepared with other options.

Traveler’s Checks — Calvin has an agreement with Huntington Bank to receive traveler’s checks for
our instructors free of charge. Please notify Becky Brinks (rb26) in Financial Services if you wish to
obtain traveler’s checks and she can advise you as to the steps to take. All expenses paid for with

traveler’s checks will need to be accounted for with receipts/documentation in the same manner

as a cash advance.

College Credit Card — Calvin makes available American Express credit cards to all instructors as well
as MasterCards on a limited basis. Your college credit card should be used as much as possible. It
is an easy way to pay for airfares, lodging, vehicle rentals and food. While using your college
credit card is a preferred method of spending from the college’s standpoint, many instructors have
experienced difficulty using their cards while in foreign countries. If you need a college credit
card, please contact Jane Prins (jmp26) in the Financial Services Office for an application. Please
allow two to three weeks for delivery.
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Wire Transfers — Funds can be wired in U.S. currency as well as many foreign currencies. There is a
$10 additional fee that will be charged to your interim account for US currency wires. Currently,
there is not an additional fee for foreign currency wires. That is built into the exchange rate. A
Wire Transfer Request form (found on the Financial Services web site) should be filled out with
proper documentation and sent to FSO. Funds wired to foreign countries may not be available
immediately. You should plan on 3-7 days for the funds to hit the beneficiary’s account.

Foreign Currency — Some instructors choose to purchase foreign currency in advance of leaving.
Some, but not all, local banks will sell foreign currency. Instructors are responsible for finding a
bank that has a supply of the currency or can order the currency that they need. Please note that
Financial Services is unable to accept unused foreign currency when you return from your trip.
You are responsible for exchanging the funds back to US Dollars before submitting the unused
funds to Calvin. For Witte Tours, check to see if the Witte representative in place can provide local
currency.

RECONCILING YOUR INTERIM ACCOUNT

Upon completion of your trip, your interim accounts must to be reconciled with Becky Brinks,
Accountant, at x67582 in the Financial Services Office. As mentioned above,
receipts/documentation must be obtained for all expenses, regardless of payment method. A
detailed list of expenditures must be included with all cash advance reconciliations. Please note
that instructors who keep up with listing and tracking their expenses while on their trip, as
opposed to waiting until they return, are much more successful in coming up with a complete
accounting for their expenses. For tips and examples on how to keep your interim accounting
organized, please see Becky Brinks (rb26) in the Financial Services Office.

Financial Services prefers to have all interim accounts closed by late March. Deadline for
Reconciliation is March 31. This allows plenty of time for any additional invoices to be paid, credit
card statements to be submitted, and cash advances to be reconciled.

Financial reconciliation of your interim’s account is YOUR responsibility, not FSO’s. Any financial
submissions not in good order will be returned to the instructors.

After all of the revenue and expenses have been verified, Financial Services will issue refunds of
any leftover funds to the students on their student accounts. Instructors are not to refund money
to the students on their own at any point during or after the interim.

Final Note

By early December at the latest, you should be in contact with the Financial Services about your
plans for your interim trip. Financial Services is here to assist you and will work with you to
determine the best payment and accounting methods for your individual trip.
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SAMPLE CASH DISBURSEMENT SHEET
Receipt for Calvin College Funds

| received $ on (date) from Prof.

for

Signature Signature
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PRE-TRAVEL MEETINGS

In addition to one or two public informational meetings, you must hold at least one required
orientation session for your students, before the end of the fall semester, in which you will:

1. Review the academic components (reading list, writing assignments, etc.) of the course. (See
the Provost’s Guidelines on the following page.)

2. Review the behavioral expectations of the course, including a review of (a) the waiver and
release (see especially paragraphs 1, 2 and 4) and (b) relevant portions of the Discipline Code.

3. If desired, show the video prepared by OCP and Student Life for students traveling off-campus
and guide discussion on the most relevant issues for your group. (The video will be mailed to
you by OCP upon request.)

4. Provide itineraries to each student, with a copy for parents.

5. Download the “Keeping Safe Off-Campus” guidelines from the Instructor Resources section of
the Interim section of the OCP website. Revise and/or add to these guidelines as needed for
your destination, then distribute and review them with your students.

6. A resource, entitled “Theft Thwarters” is also available on-line in the Instructors’ Resources
section of the website. It is a compilation of advice from a noted anti-theft expert. Use any
parts you find applicable to your location off-campus.

7. Collect students’ documents that you will take with you on the trip (see next page for
checklist).

8. If going outside the U.S., be sure to verify that each student’s passport is valid for the length
of time required by the country/countries you are visiting. Many countries require passport
validity for 3-6 months after the person leaves the country in question.

9. Advise your students that the college does NOT provide trip cancellation insurance.
Information on trip cancellation insurance is available through the booking travel agency or
airlines.

While pre-travel meetings can create excitement and anticipation for the course, the meetings
should be kept to a minimum and held at times convenient to all, in order not to infringe upon the
students' responsibilities for classes and preparation for exams during the semester. In a pre-
travel meeting, the instructor should also discuss behavioral expectations of participants in the
course pertinent to the particular culture of the course site (see below).

Travel and study in lesser-developed countries may also require additional meetings to orient the
students to special precautions and considerations, such as appropriate health measures,
including inoculations (see section on Health and Safety Concerns).

The Curriculum Center has two helpful 30-minute videotapes entitled "Bridging the Culture Gap"
(call number E184.2.B75) and "Going International-Safely" (call number G156.5.52.G65) The
videos could be used in pre-travel meetings or by students individually.

Instructor’s Document Checklist

You need to keep these in the most secure, but accessible, place imaginable!

¢ your students’ health information forms (contains critical emergency information)
¢ a copy of the legal waiver (this gives you authority to make medical decisions if necessary)
Students agree they have read the waiver when they sign the interim application.
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¢ a copy of each student’s passport and credit card, if they plan to take one (if originals are
lost or stolen, this is very important).

(It has been suggested that students scan their passport identification page --scanners are
available at CIT-- and e-mail the scan to themselves and their instructors. This can in most
cases replace the paper copy, but is not advisable for those for whom e-mail access will be
problematic.)

ACADEMIC REQUIREMENTS OF THE COURSE

By Provost Claudia Beversluis

What is the difference between an off campus course and a tour? Both can be valuable learning
experiences, and both make extensive use of “experiential learning.” But an off-campus course
instructor should make intentional use of the pedagogy of experiential learning. Experiential
learning theory stresses the importance of:

e Specific learning goals

e Careful orientation to the experience
e Well-designed questions

e Guided experience

o Guided reflection on the experience
e Evaluation by students and faculty

The Interim Term Committee has changed some of the off-campus course titles to reflect the fact
that students are not just spendingthe interim in another country, but are studying specific topics
and theoriesn that country. So, for example “Interim in Country X” became “TOPIC A in Country
X.” Again, we want to make it very clear to students that the country is both a classroom and a
topic.

The Calvin Off-Campus Programs Office has a small collection of resources to help you use
experiential pedagogy in your off-campus course. These materials are available for short term
loan for off-campus instructors.

Cross-cultural engagement (CCE) is a learning goal for many off-campus courses. This means that
cross-cultural competency should be a specific learning goal for the course, and appropriate
experiences, reflection, and evaluation should be a part of the course pedagogy. The CCE
committee and director have good pedagogical resources for faculty members who are teaching a
CCE course.

Reading lists: Although the primary “text” is often the experience itself, well chosen reading
materials can provide helpful orientation, background, theory, analysis, etc.

A common student complaint is that faculty fail to take the reading seriously. A solution is to

construct writing assignments or discussion/presentation assignments that integrate both the

experience and the reading assignment: For example: “Describe how (what we heard or saw
G2RIF&0 AffdzZaONI GS& 2N NBFdziSa GKS GKS2NE RSao

Do not expect students to do extensive interim reading while they are completing their first
semester, or even over the Christmas break. Schedule time for reading during the interim (and
you might even suggest scenic library locations in which to do that reading.) You can and should
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expect academic work during interim — we don’t want students to be stuck inside reading and
writing the whole time, but we also want them to read and write in close relationship to their
other experiences.

Writing assignments: “Journals” are the most frequent assignments for off-campus courses. But
you should be clear about your learning goals for these journals. Well-focused questions, specific
requirements that integrate the readings and experiences, three-column assignments (e.g., “What
did you experience? How did this fit the theory /idea of the course? What are the implications?)
are all useful kinds of journal guidance. Spot check student work during the trip, to show that you
are serious about this kind of learning.

An excellent article about journal writing for cross-cultural purposes by Richard Slimbach, an
expert on the topic, is available at the end of this section of the handbook.

Group: Group interaction and cooperative learning can be a significant part of many interim
courses. Accountability to the group in a variety of life and learning situations enhances the
educational value of the experience and promotes Christian fellowship. Students could be
assigned to lead a discussion and/or make a presentation on a topic about which they have read
and developed some expertise, such as a play, a type of architecture, a piece of literature, or
another aspect of the culture. Also, some instructors have been very pleased with student-led
worship activities on Sundays and during the week; this activity can promote spiritual growth and
provide experience of Christian community.

Evaluation: Some formal or informal examination or assessment of student performance is
required. Assessment may include a pre-test, post-test structure; the pre-test can give students
clues about places and events deemed most important for retention. For those courses with some
on-campus time, a formal paper may be appropriate.

Since flexibility and experimentation are encouraged in the interim term, variety in modes of
examination is encouraged. Some experienced instructors have conducted an oral exam of each
student for one-half hour, exploring the student's critical reflection on and the meaning of the
experience as well as the student's responses to specific questions. The more explicitly and
precisely an instructor articulates academic expectations, the less difficult it becomes to
discriminate among Honors, Satisfactory, or Unsatisfactory performances.

Course evaluation: Students will be sent an e-mail concerning an on-line evaluation. You will have
no responsibilities related to distribution or collection of the evaluations.

Matters of Social Behavior

Instructors should insist on demeanor consistent with the Christian nature of Calvin College, and
with the law of the state, province, or country in which the interim course will be taught.

In promoting a course in a location where the "law of the land" or social mores are more or less
lenient than in Michigan, an instructor should be very explicit during informational meetings and
interviews concerning the behavioral expectations and sanctions which will be in effect for the
duration of the course. Students' option for "responsible freedom" may be exercised in their
choice of an Interim course, not in whether they will choose to abide by the expectations imposed
and explicitly articulated by the instructor. The instructor should take into account the health and
welfare of the students, concern for Christian witness, and behavior which defers to the people
and the culture in which the off-campus course will take place.

In signing the application for an Interim off-campus course, students attest that they have read
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and accept the legal waiver. That document includes the following statement:

| understand that this is a supervised program and agree to uphold individual and
group standards set forth by the college. If my actions, overt or covert, are
deemed incompatible with the interest of the group and if my participation is
terminated, no funds can be refunded, and returning to any point in the United
States is at my own expense.

Some specifics:

1. Instructors who report few or no difficulties with student behavior are usually those who
spell out expectations and limits clearly and in detail at the time of the public meeting(s)
and in their interviews with individual applicants. They also plan group activities for all
times of the days and early evenings, seven days a week, including attendance at worship
services. Independent weekends are not re-commended during the course, since this has
become a significant cause for instructor anxiety and sometimes has threatened group
unity. If independent travel is to be permitted, it can be done after the conclusion of the
course.

2. The marked increase of Calvin students for whom abstinence from alcohol and tobacco is a
religious commitment should be considered by the instructor in articulating the position
taken on these matters for the off-campus course.

3. If an instructor schedules independent travel days after the conclusion of the academic
program, students should be informed clearly, well in advance of the Interim course, that
they, not the instructor or the college, assume full responsibility for their health and
welfare.

You should have a supply of the “Student Independent Travel” forms (see Instructor
Packet on-line) with you, and be sure that each student completes a copy prior to leaving
on any independent travel.

Worship

You have an ideal opportunity to introduce students to Christians and churches in other places.
You also have the opportunity to help students take responsibility for group devotions and
worship. Do what you can to foster these opportunities. Perhaps there is a theme that is fitting
for your particular country or academic experience. Students appreciate this chance to grow both
closer together and more connected to the global church, and they comment when these
opportunities are missed.

Devotional Resources

The Office of the Chapel often has resources available for instructors to use for devotions during
their interim course. These may sometimes be found on the "Faith" website:
http://www.calvin.edu/faith/worship/. In recent years the Coordinator of Worship, Cindy deJong,
has created booklets for groups to take along; you may contact her for more information.

The Calvin Institute for Christian Worship has produced a Worship Abroad Handbook as a
participant-observer exercise for students attending a worship service in another culture. This is
available from the CICW. Also, check their website for additional resources that may be of interest
(and accessible from anywhere that has internet access).
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Reminder Concerning Student Health Coverage in Foreign Countries

Please remind all students traveling overseas that their personal health insurance is their
responsibility. Calvin requires students to carry their own insurance for on-campus coverage; this
requirement pertains as well to travel off-campus under the auspices of Calvin College. All
students should check with their individual carriers to determine whether additional coverage is
necessary for their travels. KnightCare students are covered.

See the Health and Safety section for details on
insurance coverage requirements and advice.

Important financial information for students follows. Please see that your students are aware of
this information—it may save them money!
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STUDENT FINANCES

Financial Aid

Students may apply for Interim SCHOLARSHH?E Interim GRANT SThe applications for the
Interim SCHOLARSHIPS and Interim GRANTS will be available on Tuesday, September 8, 2009.
Scholarship applications (for both January and May interims)e due Friday, October 2. Grant
applications for January 2010 interirare due Friday, October 30 and grant applications for May
2010 interimare due Friday, March 5. Applications for both are available in the Financial Aid
Office or their website at: http://www.calvin.edu/academic/off-campus/interim (not Off-
Campus Programs).

Interim Grant Eligibility:

A student is eligible for approximately 20% of the next cost of the interim (interim cost minus
room and board adjustment). Students must submit the Interim Grant Application and also qualify
for need based financial aid. Financial need is determined by filing the FAFSA (Free Application for
Federal Student Aid) or the Calvin Canadian Financial Aid Form. (A student with financial need
would typically have qualified for a Federal Direct Subsidized Loan and/or a Calvin Grant.)
International students are also eligible to apply for this grant.

Important Dates:

e October 2,2009 — Interim Scholarship Application DUE
e October 30, 2009 — January 2010 Interim Grant Application DUE
e March5,2010 - May 2010 Interim Grant Application DUE

Room And Board Charges

A portion of the cost of each off-campus interim course covers room and board expenses for the
students in that course. In an attempt to make these program costs feasible, on-campus students
enrolled in an off-campus interim are credited an amount proportional to the amount of time their
course is away from campu#n January 2010, the housing allowance for a student living in the
residence halls with a 21-meal plan who is gone for the entire interim is $780, a 15-meal plan is
$760 and a 10 meal plan is $720. Students living in Knollcrest East will receive a housing allowance
in the amount of $320.) Housing allowances for absence for a part of the Interim are calculated
on the basis of day rates: housing allowances for residence halls with a meal plan average$34 per
day; Knollcrest East’s rate is $14 per day. For room and board figures not listed here or other
housing-related information, contact the Housing Office.

Students should be aware of the following policies and procedures (also printed on the reverse

side of the Interim application form):

e Students living on-campus who are going on an off-campus Interim must inform the Housing
Office of their intent by completing the November Survey card, available at their residence hall
desk. If a survey card is received, full credit for room and board will be issued if the student is
away from campus for academic reasons for the entire Interim term. If the student is not off-
campus for the entire Interim, a proportional credit will be issued.
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e The student must vacate his/her room at the conclusion of his/her final exams for the fall
semester.

e Students may move back into their rooms after 2 p.m. of the day following the conclusion of the
Interim term. Please note that meal plans do not become activated for second semester until the
first day of second semester classes.

e Housing allowance credits should appear on a student’s first billing statement following the
conclusion of the Interim. If they haven’t appeared in that statement, the student should contact
the Housing Office.

Following the payment of the deposit by the deadline, the remaining payment must be made by
January 4th. Please be sure students know that they will be charged for the interim course on the
“Statement of Miscellaneous Charges”-- NOT on their “Tuition, Room and Board Statement.”

Students are responsible for getting themselves to Grand Rapids on time for the group’s
departure. Remind students that January weather can cause serious delays and they need to “play
it safe” in scheduling travel time for their return to Grand Rapids after the Christmas break. The
financial consequences of a missed departure are the student’s responsibility, not the college’s. (If
the 3 NP dizipKptare is delayed, the travel agency will assist instructors in making new
arrangements.

Health and Safety

This is an area of increasing concern and instructors must take precautionary steps to ensure the
health and welfare of all students in off-campus studies.

Insurance

1. Witte Travel automatically insures “tour” groups. Insurance is normally not included for
“air-only” groups by any travel agency.

2. Calvin College has workers compensation coverage for professors working on foreign soil.

3. Instructors should remind students (as often as possible!) that their signature on the
interim application indicates their acknowledgement that they have read and accept the
terms of the waiver and release. That document includes the requirement that they be
insured for emergency and urgent care while on an off-campus interim course. Please
make your students aware of travel cancellation insurance. While it is rare, students
sometimes find they must cancel their participation after the no-refund date due to a
medical situation. The Off-Campus Programs Office or your travel agent can provide
information on such insurance.

4, Calvin College has a blanket policy for its faculty, their spouses, and students for medical or
political/security evacuation, should that become necessary. If you are traveling outside
the U.S., you will receive MEDEX insurance cards and brochures for yourself and your
students. This policy does not provide hospitalization, etc. It is only for removal to a
medical facility in another location.
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5. Students traveling before or after the official dates of the Interim course are not covered
by Calvin’s MEDEX evacuation policy. They should consider purchasing the International
Student ID Card, which includes medical evacuation coverage.

6. Visitors in your course (i.e., non-student participants) ARE NOT COVERED by Calvin’s
MEDEX policy. Be sure they are aware of this and plan accordingly for coverage. The Off-
Campus Programs Office has information on several alternative policies, and your travel
agent does, as well.

7. Students should be informed that most U.S. insurance companies require that the insured
pay medical expenses and retain receipts for later reimbursement if medical attention is
needed outside the U.S. Those students off-campus in the U.S. should check with their
insurance company as to the procedure for approval of treatment (if required) while away
from campus and for payment of those expenses.

8. If a student becomes ill during the Interim, the instructor will see that he/she gets
appropriate care and one person should remain with the ill or injured student at all times.
Never leave a student alone. If necessary, the Calvin instructor will pay expenses with the
understanding that the student will reimburse Calvin. Calvin is not responsible for medical
expenses.

Types of Insurance Coverage
Please note the following concerning student insurance, so that you can give correct advice to
students concerning insurance:

° Students covered by KnightCare, the student health insurance plan, have health coverage
while traveling abroad. Please note, however, that coverage is defined as out-of-network, and
students are responsible for 40% of any medical bills obtained while studying abroad. A student
with the KnightCare plan should consider purchasing the ISIC card (see below) which would help
cover the extra costs.

° The International Student ID Card (ISIC) includes insurance coverage. However, the levels
of coverage for hospital stays, etc., are inadequate (as determined by the College’s insurance
agent), so it should NOT be the primary coverage for students. It is a worthwhile purchase to
complement the KnightCare coverage and if students need evacuationinsurance for travel outside
the dates of the Calvin course.

Another benefit of the ISIC card is that it is a bargain for the special deals it offers to students (it is
valid for one year from the date of purchase). These cards may be purchased for $22 from Renee
Van Keulen in Calvin's German/French Department (NOT at the Off-Campus Programs Office).
Encourage students planning to purchase ISIC cards to do so early in fall semester, so the
French/German Department does not run out of cards in mid-December.

° Students without KnightCare or other adequate coverage should consider HTH Worldwide.
The cost for a student aged19-23 is approximately $8.50 per week. It is the policy recommended
by Calvin's insurance agent. Brochures are available in the Off-Campus Programs Office. Students
can enroll on-line at www.hthstudents.com.
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Working with Calvin’s Travel Health Department

Travel Health's role is explained in the remaining paragraphs of this section. It is essential that
instructors have a record of health information about each student including current medications.
A checklist and the forms to be returned to Travel Health by instructors are found online in
“Instructor Resources.”

Health Information Forms

The healthinformation form is available online in Student Resources and in the Instructor Packet
in Instructor Resources. Students should submit the completed form to the instructor with the
interim application.

Once admission decisions have been made, the instructor should review each participant’s health
form and discuss with the student any health concerns generated by his/her responses on the
form. (It is unlawful to refuse admission to a student because of a medical condition unless you
have specified a health requirement in your pre-requisites for the course. However, if you have
concerns about the advisability of that student’s participation, you may counsel the student about
the demands of the course and recommend that he/she withdraw. If he/she is adamant about
participating, have the student sign a statement to that effect, to avoid any later claims of
ignorance about the difficulties you have warned of.)

If you have a concern about a student’s physical disability, please consult the Student Academic
Services Office (Karen Broekstra kbroekst@calvin.edu, June DeBoer jed4@calvin.edu, or Renee
Morris rvberg72@calvin.edu). They are helpful in advising students with disabilities, and in
determining appropriate accommodations.

The Travel Health nurses will also monitor student responses on the health forms for the groups
that they follow and provide additional counseling if necessary.

If traveling outside of North America, Western Europe, Australia or Japan, the Travel Health
office will need to review the student health forms. Please send the health forms and a complete
list of all participants (including their Calvin ID number) to Travel Health by October 9. Travel
Health staff will review the health and immunization history with individual participants. The
completed health forms will be returned to instructors and should remain in the instructor’s
possession for the duration of the off-campus course (in case emergency care is needed while
traveling).

Instructors will be asked to sign a confidentiality statement upon receipt of health forms.

Vaccinations

a. A Travel Health preliminary questionnaire about overseas travel is online. It should be sent to
Travel Health by Sept. 15. Travel Health staff will contact instructors to discuss travel locations,
living conditions, activities planned, and the duration of the course. This will help determine which
vaccines will be required for a particular trip. Calvin’s travel health policy is to require those
vaccinations recommended by the Centers for Disease Control (in conjunction with the World
Health Organization). All vaccination requirements are reviewed and approved by Health Services
Medical Director, M. Vander Linde, MD.

Recommendations and requirements frequently change—do not rely on past vaccine experiences
or statements of previous groups, instructors, or missionaries.
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b. Attendance at a group instructional meeting and an individual health appointment is
mandatory for students and instructors. Required vaccinations must be received for course
participation. Other vaccinations may be recommended for travel, but not required. Forms and
travel health information will be given to participants at the mandatory group meeting.

c. Paying for student immunizations: Financial Services will transfer the budgeted funds for both
students’ and instructor(s)’ immunizations and other required medications from your Interim
course’s account to the Travel Health account. Travel Health will refund any unused portion of the
required vaccine charge directly to each student’s financial services account. Insurance receipts
will be given to each participant. Students should check with their own insurance on vaccination
and medication coverage.

Other medical matters

1. Travel Health will evaluate the needs of participants requiring ongoing medications or injections
and assist them in their travel plans.

2. If medical care is necessary for any traveler, contact an embassy for a list of approved medical
care providers.

3. Instructors who offer courses in countries abroad must warn their students of the severe
penalties for drug possession. All medications (prescription or over the counter) should be kept in
their original containers, clearly labeled, and carried on the person to minimize problems with
customs officials.

4. If malaria medication is prescribed for a group, reinforce that it be taken as directed, either
daily or weekly; otherwise, there is an increased risk for contracting the disease.
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