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Mission Statement 
Office of International and Off-Campus Studies  

 
Our office seeks to support faculty and students in the service of integrating quality 

academic experiences with the excitement of encountering places, peoples, and 
cultures which broaden the liberal arts education Cornell College provides.  
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Planning your course 
 
Courses in many disciplines take advantage of One-Course-At-A-Time (OCAAT) to take 
students to sites where they can apply what they have learned in the classroom to the field. 
 
Basics 
Study abroad faculty leaders have identified the following elements as those that make for the 
most rewarding and successful study abroad program: 
 

• Avoid duplicating courses taught on campus at Cornell College.  Clearly relate subject matter to 
the destination. 

• Work with the Office of International and Off-Campus Studies and your department to promote 
your course early and often. 

• Utilize personnel, facilities, and cultural resources of the destination as much as possible, with the 
aim of providing students with opportunities for a unique intercultural experience. 

• Provide greater student-faculty contact and interaction. 
• Prepare in advance for potential difficulties through the discussion of possible problem scenarios 

and emergency responses. 
• Communicate regularly with students through pre-departure meetings, informal gatherings, and e-

mail to provide information and build group cohesiveness. 
• Be proactive in addressing your expectations and the group expectations for the program during 

pre-departure activities. 
• Become familiar with handling on-site logistics and finances, and be prepared to respond to 

behavioral problems and emergencies.  
• Provide feedback.   

 
Logistics 
There are many things to consider during the early planning stages of an off-campus course; 
therefore, making arrangements in advance is the key to avoiding roadblocks and dilemmas.  The 
Office of International and Off-Campus Studies is a valuable resource during this planning 
phase.  The Office can assist you from the beginning stages through your return.  Many faculty 
members are quite skilled in the area of off-campus and international trips; in those cases the 
Office will provide support as needed and act as a repository of the required trip documentation. 
 
Dreaming and planning is best done in a two-year window of when you want to actually teach 
the course.  Departmental discussions are extremely important at all levels, but especially as you 
identify a topic, a destination, and, of course, a term, that would work within your departmental 
course planning.  Department chairs are required to submit the appropriate paperwork for every 
off-campus course at the first call for departmental course schedules (typically in November). 
This policy applies to all courses, regardless of whether the course has been previously offered, 
and to courses listed in the Catalogue.  It is important to note that faculty offering off-campus 
courses must have completed one year of successful teaching at Cornell prior to submitting a 
formal proposal to teach Cornell students in an off-campus location. This means that faculty new 
to the college could submit a proposal in their second year and possibly offer their course in the 
third year of employment.  Additionally, faculty members are limited to teaching one off-campus 
course each academic year. 
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The Office of International and Off-Campus Studies will assist in locating funding for your 
exploratory work, as well as possible funding for the trip itself.  Faculty development grants, 
Dimensions, the Berry Center, and Faculty Career Enhancement (FaCE) grants through ACM are 
all possible sources of support.  Courses can be planned as OCAAT courses through the ‘normal’ 
Cornell College cycle or you may want to work with other providers such as the Center for 
Global Education at Augsburg College and Central College. For example The Center at 
Augsburg has faculty development seminars and both short- and long-term study programs, 
which offer opportunities for faculty to explore new regions by using Augsburg’s in-country 
contacts.  
 
The type of course you plan may have implications for other aspects of student life (such as 
housing, athletics, the student’s ability to serve as a Resident Assistant, etc.).  Please refer 
students to the appropriate offices regarding these issues to limit confusion and 
misinformation. 
 
Be aware that you, as the professor, have complete authority over your course and the students 
who enroll in the course.  You may set prerequisites; you may require that students meet with 
you prior to accepting their enrollment.. Furthermore, you may dismiss a student for cause 
from the class during the trip. Your course can begin at any location, requiring students to be 
responsible for getting to the departure point or you can depart as a group from campus. If you 
leave from campus and expect to use rental vans, you must add this cost to the cost of your 
course. 
 
Publicity 
While some students are aware that off-campus courses exist at Cornell, advertising your course 
in advance allows all students to consider all of the opportunities. Early publicity may allow 
students time to fulfill essential prerequisites for the course, to apply for external and internal 
scholarships, and obtain appropriate medical attention and/or medical release forms. 
 
Some tips for generating interest in your course: 

• Advertise your course in February, before the spring registration interval begins. 
• Develop a website which includes photos and comments from previous years. 
• Hold a pre-registration informational meeting about the course. If you have a general 

itinerary and know the expected cost, this will help students gauge their interest and 
ability to participate. 

• Ask the Office to assist you with publicity for your course. 
 
Guidelines regarding advertising and promotion of Cornell Off-Campus Courses 
 
The Office of International & Off-Campus Studies will promote off-campus courses by: 

• Listing all offerings on the Off-Campus Studies website 
• Creating flyers for campus-wide distribution (by request) 
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• Requesting one article promoting all courses in the Cornellian prior to Spring registration 
• Scheduling and promoting off-campus course informational sessions 

o Informational Sessions will be promoted by the Office of International & Off-
Campus Studies by: 

§ Submitting the event to the Off-Campus Studies Calendar and the Master 
Calendar 

§ Requesting the event be considered for Today@Cornell 
§ Creating flyers for campus-wide distribution (by request) 

• Other, as determined by the Office of International & Off-Campus Studies 
 

Faculty may: 
• Create their own flyers for campus-wide distribution 
• Provide all creative content (descriptions, images, layouts) to be included on all 

promotional materials created by the Office of International & Off-Campus Studies 
• Determine the time, date and location of all off-campus course informational sessions 
• Request the Office of International & Off-Campus Studies not promote their course in 

any of the aforementioned way 
 
Faculty members offering off campus courses are not expected to: 

• Use the Cornellian to promote an off-campus course 
• Use the Student Gateway to promote an off-campus course 
• Use the Cornell Report to  promote an off-campus course 
• Request official college social media (Facebook, Twitter, etc.) to promote an off-campus 

course 
• Submit information which promotes an off-campus course to Today@Cornell/This 

Weekend@Cornell/Block Break@Cornell, the Campus E-Newsletter, or the Cornell 
Monthly Events email 

 
In the event that an off-campus course is cancelled due to low enrollment, the faculty member 
involved and the Dean must negotiate the additional administrative or teaching responsibilities 
needed to give the faculty member a full load (see Faculty Handbook, Section V, “Class Size”).  
Decisions on whether the course should be cancelled due to low registration will be made no 
later than four months in advance of the scheduled off-campus course. To be considered enrolled 
in the course students must have registered for the course and paid the non-refundable deposit.  
All deposits and payments will be refunded to the students if the off-campus course is canceled 
by the Dean. 
 
Funding 
Careful attention to detail and collaboration with the Cornell College Business Office will 
simplify the process for faculty traveling off campus with a course.  The following suggestions 
will help to ensure that fewer difficulties are encountered in terms of finances for your course. 

 
Develop your budget! Work closely with the Office of International and Off-Campus Studies 
when creating your budget. Plan for all transportation (not only to and from Cornell but also at 
the trip’s location), hotel/hostel stays, sight seeing and museum tickets, meals, etc.  The type of  
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student meal plan and length of time away from campus determine the amount of reimbursement 
each student may receive from the college’s food service provider. 
 
Arrange a payment plan, set exact deadlines for payments, and enforce them. If you have a 
payment plan in place and follow it, students are more likely to make payments on time. Students 
know whether they need to borrow money or not and should plan accordingly. The Office of 
International and Off-Campus Studies will monitor the course trip account and provide up-to-
date listings of delinquent payments.  The Office can, in cooperation with the Business Office, 
contact students and/or discuss alternative means of making the necessary payments.  Knowing 
which students have committed to the course allows you to purchase tickets, make plans, and 
budget accordingly. Please keep in mind that the course price should be the same for every 
student/participant, including family members of faculty. Children under the age of 18 are 
not permitted to participate in off-campus trips unless accompanied by a guardian (other than the 
course instructor). 
 
Students are required to submit a non-refundable deposit of at least10% of the total cost of a 
Cornell course to be taught off-campus. The payment is due by the close of the spring 
registration interval in which the course is offered. The deposit will be applied to course 
expenses but will not be refunded if the student decides not to participate in the course or is 
declared ineligible to participate. Refunds of the deposit will only be given if the course is 
canceled or changes in a substantive manner that may affect the student’s choice to enroll (Ex: 
Changing the course location from Tibet to Mongolia)  
 
Should a student add an off-campus course after the regular registration period, he/she must 
immediately pay the deposit AND all other monies required for the course as established by the 
payment schedule. If restricted from the course because of academic or disciplinary performance, 
the student is responsible for all lost fees. The College will only consider reimbursement of 
course fees that have not already been committed.  
 
In developing your budget and payment plan, keep in mind that adequate funds must be in a 
course account in order to purchase tickets, make reservations, etc. 
 
Direct deposit is the preferred method for disbursement of funds to faculty and staff.  The Office 
of Business Services can help you to set up direct deposit for all cash advances and 
reimbursements you receive from the college. Travel loan requests are processed twice/week. 
Funds requested by noon on Tuesday will be deposited into a faculty member’s bank account by 
the following Thursday. Funds requested by noon on Friday will deposit the following Tuesday.  
 
Refunds and reimbursements for students are processed through the Office of Business Services 
and are generally applied to the student accounts.  
 
Flights and Airfare 
All group air travel related to off-campus courses is arranged by the Office of International and 
Off-Campus Studies through special arrangement with the college’s travel agent. Flight 
arrangements must be made in advance. This is especially important for large groups, as securing 
multiple seats on one flight can be difficult.   
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The Office of International & Off-Campus Studies will in consultation with the course instructor, 
book one group itinerary for each off-campus course.  A faculty or staff member that is 
actively engaged in the off-campus course is required to travel with student participants. 
Students traveling on Cornell off-campus courses are required to participate in the group travel 
arranged by the Office of International and Off-Campus Studies. Under certain circumstances, 
the Office of International & Off-Campus Studies will arrange travel to accommodate a student 
wishing to extend their stay in the destination city/country – see the college catalogue for 
details.   
 
The college requests that flights depart from the Eastern Iowa Airport (Cedar Rapids) whenever 
possible. Though this local departure may result in higher fare costs, it is often a more affordable 
option than arranging for ground transportation to the Chicago, Moline or Des Moines airports. 
 
In the event that local flights are not available or too costly, several options remain to transport 
students to another airport.  Some faculty members are comfortable requiring that students find 
their own transportation to the departure location. For reasons related to the college’s liability, 
faculty members should not organize student groups travelling in student cars. If group 
transportation is required, a charter bus may be a more cost effective option than van rental.  The 
use of rented vehicles should be considered as a last resort, as there are multiple associated costs 
such as drivers’ fees, tolls, parking and gas.  Please note that all of these costs occur per vehicle 
and per trip (for transportation to and from the departure airport and upon your return). 
   
Contact the Office of International and Off-Campus Studies for flight arrangement assistance 
with travel dates, as well as airport information.  If you have any flexibility regarding dates and 
airports, please let OIOCS know.  Sometimes we are able to save several hundred dollars per 
ticket by simply moving a day or time. We will not book flights without your approval; please 
remain in close contact with us as we research options.  When a reasonable price is found, 
immediate purchase of tickets may be necessary. 
 
Itinerary and course syllabus 
Having an itinerary for your trip is essential for students, the Office of International and Off-
Campus Studies, and you. Make sure that students know what is included in the course fee 
regarding food and excursions. If there are optional excursions with extra costs, please note these 
on the itinerary. For insurance purposes, the Office requires an itinerary of the trip prior to 
departure. Furthermore, having a schedule in place allows you to thoroughly plan your time and 
address any potential complications in advance. 

 
The Office of International and Off-Campus Studies is often the first contact for a family 
member with an emergency or problem.  We need to be able to appropriately address the concern 
by having both an itinerary and course syllabus from which to work.  Please submit your 
itinerary and course syllabus a minimum of two weeks prior to departure. 
 
A sample itinerary and course syllabus are located in the appendices for your reference. 
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Financial Reports 
The Office of International and Off-Campus Studies will help course instructors with basic 
assistance with the course budget. Prior to departure, the professor/group leader will be provided 
with an Expense Reporting Form that may serve as a guideline for reporting expenses, as well as 
an explanation of what expenses must be reported. Course instructors should also check the 
reimbursement policies established by the Office of Business Services. 
 
The Office requests meal refunds for students participating in off-campus courses prior to the 
course departure date. Students receive reimbursement checks directly from the Office of 
Business Services. 
 
Pre-Departure Course Meetings 
At least one mandatory course meeting prior to leaving campus is required for all off-campus 
courses. This will allow students to know the course expectations, help to enforce the payment 
plan schedule, as well as allow ample time for distributing and completing necessary paperwork. 
 
Students participating in Cornell College off-campus courses are required to attend all pre-
departure meetings held by professors. Failure to attend these meetings can result in removal 
from the course and loss of financial payments already made. 
 
Before the meeting(s), the Office of International and Off-Campus Studies will provide you with 
a packet of information including the following:  

• Insurance cards (if course is traveling abroad) 
• Student Liability and Consent Waivers 
• Faculty Medical Information Form 
• Emergency Procedure Information cards 

 
Topics that must be covered BEFORE leaving campus: 

• Safety: travel, current political climate in country of destination 
• Health: risks in country, opportunity for disclosure of special medical needs 
• Contingency Plan: Who will be contacted in case of emergency?  Can you contact all 

students?  How will this be accomplished? 
• Insurance (student form) 
• Legal Liability (student form) 
• Program termination: circumstances for termination at discretion of faculty, how refunds 

will be handled 
• Travel arrangements 
• Culture 
• Housing arrangements:  Home-stay expectations; hotel expectations 
• Independent Travel: What is your policy regarding student independent travel? 

Disclosure of risks, identification of high-crime areas are important topics for discussion. 
• Academic considerations 
• Disciplinary Assessment: what may happen to a student who is disciplined on the 

program or terminated from the program once that student returns to Cornell College 



 12 

• Strongly urge students to read the Cornell College Student Study Abroad Handbook 
(located on the International and Off-Campus Studies website) 

 
Faculty members should provide the Office with completed waivers and medical information 
forms prior to departure. The Office should also be provided with a finalized itinerary, including 
exact departure/arrival dates, as well as all transportation information.  
 
Passports and Visas 
A U.S. issued passport is required for all international destinations. The current processing time 
for a U.S. passport can vary from a few weeks to four months.  It is very important that passport 
applications be submitted far in advance of the trip’s departure date. The U. S. Department of 
State recommends submitting an application a minimum 4-6 weeks in advance. More passport 
and country-specific travel information can be found at http://travel.state.gov.  
 
Passport forms, information on processing centers, costs and passport photos are available in the 
Office of International and Off-Campus Studies.  Assistance with acquiring visas will be handled 
on a case-by-case basis, as visa acquisition is a more difficult and individualized process. More 
information on visa requirements for specific countries can be found at 
http://traveldocs.com/visas.htm. 
 
Health and Insurance  
The safety and security of students and faculty is a priority of Cornell College, especially when 
students travel off-campus for courses. A nurse from Student Heatlh Services will meet with 
each class travelling abroad prior to departure to discuss health risks specific to the course 
destination(s). This meeting is mandatory for participating students. Failure to attend the meeting 
is grounds for dismissal from the course. 
 
EIIA and Liability 
Cornell College has purchased a supplemental insurance policy through EIIA (Educational & 
Institutional Insurance Administrators) which offers basic emergency coverage administered by 
Frontier MEDEX. Services include medical evacuation, repatriation of remains and other 
important features.  This policy is offered at no cost to students and faculty members 
participating in off-campus trips.  Additional travelers (family members, staff, chaperones) are 
covered IF the Office of International and Off-Campus Study has them listed as participating in 
the trip. A basic informational flier will be provided at the course pre-departure meeting to 
outline the details of this policy. 
 
Cornell College, in an effort to bring liability procedures to the level of many comparable 
institutions, is now requiring the completion of an informational and liability form prior to 
departure.  Students will be required to complete a “Student Acknowledgement of Risk and 
Release and Expectations” form.  This form will release Cornell College and its faculty from 
responsibility in the event that a student’s behavior should cause harm to him/herself.  Students 
also are required to complete a health to provide information about medications, pre-existing 
medical conditions and insurance. 
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Faculty and staff also are required to complete a form which includes emergency contact and 
insurance information.  Additional guests traveling on the trip (spouses, children, chaperones, 
etc.) must also complete a similar form. It is important that these details be available for faculty, 
staff and guests alike in the event of an emergency.  Keep in mind that medical treatment can be 
difficult to obtain without pre-approval from the insurance company.  A credit card or cash is 
often the only way to receive medical care in a foreign country. 
 
Immunizations 
If, after meeting with Student Health Services, you remain unsure about immunization 
requirements, check the Center for Disease Control website (http://www.cdc.gov) for 
comprehensive information about your destination.   
 
Medicine 
Students and faculty traveling with pre-existing medical conditions that require the person to 
take medications during the trip may need a letter from a physician describing the condition and 
the medication necessary.  Depending on the country to which you are traveling, this list might 
include the generic names of the drugs. All medication should be kept in the original prescription 
bottles. Never pack essential medications in your checked baggage. 
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Emergency Cards 
Faculty/group leaders will be given an emergency procedure card prior to leaving Cornell.  
Following the guidelines/procedures on this card will ensure good communication between the 
group and the College.  You should keep an emergency procedure card with you at all times.  
 
Responding to an emergency 

• In an emergency, your first responsibility is to safeguard and secure the well-being of 
program participants.  Obtain a clear description of what has happened and take all 
necessary steps to ensure that no further element of risk remains. 

• When you have secured the safety of the students and staff and have the basic facts of the 
situation, notify Cornell College immediately (see Emergency Contacts). 

• Call Frontier MEDEX and quote our policy number (352191) to receive a claim number 
and instructions (the number is on the insurance cards/passport stickers) and contact a 
healthcare provider if one is needed. 

• Notify the U.S. Embassy or Consulate in the event of a crisis involving life-threatening 
situations, political issues, or criminal activity. 

• Consult with the Dean of Students before dismissing any students from the program or 
course. 

• Refrain from making statements to the media. College Communications will handle all 
contact with the media from the campus. 

• In the event of an ongoing crisis or natural disaster, be prepared to provide very accurate 
and detailed information. The U.S. Embassy or Consulate can be helpful when gathering 
this information. In order to assess the real danger to you and your students, consider the 
following: 
 What is the event’s proximity to you? 
What impact does the event have on the availability of food, water and medical supplies? 
The target of the political unrest. 
The presence of military, hostile or emergency personnel. 
The feasibility of continuing class. 
The safety of students traveling in the country. 
 

A decision to cancel or suspend a course should involve a conversation with the Office of 
Academic Affairs and the Dean of Students. If that decision is made, the Office of International 
and Off-Campus Studies will assist with arrangements. 
 
Incident/Emergency Reporting at the McLennan Center 
Faculty and other college personnel using the McLennan Center should report any of the 
following incidents that occur at the Center: 

• Assault 
• Sexual assault 
• Robbery/burglary 
• Hate crime 
• Murder 

More information about crime definitions can be found on the Campus Safety website. 
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Reports can be filed at https://cornellcollege-
advocate.symplicity.com/public_report/index.php/pid455419? 
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Emergency Contacts 
 
In case of emergency, contact these individuals in the following order until you have 
successfully reached someone. This contact information is also provided on the emergency 
procedures cards. 
 
Program Coordinator, Office of International and Off-Campus Studies 
(319) 895-4385 
 
Ben Greenstein Associate Dean of College 
(319) 895-4307 
(319) 389-6726 (cell) 
 
Office of Academic Affairs  
(319) 895-4210 
(319) 895-5237 (fax) 
 
Anissa Wolfe Assistant Dean 
(319) 895-4212 
(319) 455-2847 (home)  
 
Joe Dieker, Vice, President of Academic Affairs, Dean of the College 
(319) 895-4210 
 
Office of Student Affairs 
(319) 895-4234 
(319) 895-5267 (fax) 
 
Gwen Schimek, Interim Dean of Students 
(319) 895-4234 
 
John Harp, VP for Student Affairs 
(319) 895-4234 
(319) 895-0661 (home) 
 
If you cannot reach someone quickly at his or her office/cell/home telephone number, call 
Campus Safety at (319) 895-4299 and ask for Security to page the administrator on 24-hour 
emergency duty call. 
 
Frontier MEDEX 
EIIA offers travel assistance services through Frontier MEDEX. This service is available 24 
hours a day, 7 days a week, 365 days a year and provides a number of travel services including 
assistance both before and during travel. These services include assistance with the following: 
weather conditions, currency rates, replacing lost documents, emergency travel services, 
emergency cash, legal referrals, language interpretation, medical transport, and security 
evacuation.  
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Contacting Frontier MEDEX:  
Inside the US and Canada: 1 800 527 0218 
Outside the US and Canada: Call collect worldwide at +1 410 453 6330. 

 
When you call Frontier MEDEX, inform them that you are insured by EIIA and be prepared to 
provide your policy number (352191) and the nature of your call.  
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Money 
Professors are responsible for all college funds related to their off-campus courses.  In order 
to avoid loss or theft, do not carry large amounts of money with you. You should also bear in 
mind that it is illegal to enter most countries with $10,000 or the equivalent in ‘financial 
instruments,’ without declaring the money and declaring the money in some countries may incur 
difficult or even unpleasant consequences. 
 
The best way to pay for things abroad is either to use a credit card or withdraw funds in local 
currency from an ATM using a debit card. Credit cards usually offer the most favorable 
exchange rates, while ATMs are readily available in most locations.  Traveler’s checks are 
inconvenient and no longer widely accepted.  It is advisable to carry your funds in a variety of 
ways (ATM, credit cards, and local currency).   
 
Should money be stolen, the only way the college will credit the professor for such funds is 
if documentation (police report, tour agency report, hotel complaint, etc.) is received 
regarding the incident. This documentation should be turned in with your expense account.  
Remember to keep accurate expenditure records and receipts to submit as documentation of your 
expenses. Receipts are required within 30 days of your return. 
 
Discipline Issues 
Discipline issues can arise at any time during an off-campus course and faculty should be 
prepared to deal with such issues. Faculty and students should be aware that students are subject 
to the judicial process upon return to Cornell. The decision to remove a student from a course 
should not be made without consulting both the student and Student Affairs Office. 
 
Alcohol policy  
According to the Compass, Cornell students are expected to use alcohol responsibly. The 
responsible use of alcohol means: 
 

• complying with state statutes regarding alcohol use, possession, and distribution 
• making an informed decision about whether and/or when to use alcohol 
• knowing your alcohol tolerance limits and not exceeding them 
• behaving in a way that is not disruptive or otherwise harmful to you or others when you 

are consuming alcohol 
• assuming accountability for your actions while under the influence of alcohol 
• not engaging in binge drinking. The Harvard School of Public Health has established a 

nationally accepted definition of binge drinking as: 
a) for women, drinking 4 or more alcoholic beverages per drinking occasion, 
b) for men, drinking 5 or more alcoholic beverages per drinking occasion. 

• not coercing or forcing anyone of any age to consume alcohol 
• not coercing or forcing anyone to engage in sexual activity when either party has been 

consuming alcohol 
• refraining from engaging or participating in drinking games 
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The following advice for students is provided by CIEE, a council on international exchange with 
programs in countries around the world: 

In most countries, drinking age laws are more permissive and drinks are more widely available 
than in the U.S.—meaning young people abroad are exposed to alcohol at an earlier age. Of 
course, there are also places in the world—such as the Middle East—where alcohol is limited or 
outlawed because of official or predominant religions. Use of alcohol in those places is illegal, 
punished harshly, and definitely not worth the risk. Always obey the drinking laws of your host 
country if any exist.  

Of course, if you don't want to drink alcohol, don't. Either way, sense and moderation play the 
same part in drinking abroad that they do at home. Because of the role alcohol plays in their 
cultures, most local students handle it with care and respect; drinking to get drunk, binge 
drinking, and alcohol abuse are largely U.S. phenomena. Don't forget that while you're abroad, 
you're a sort of American diplomat and people will see your behavior as typical of American 
behavior. Beyond that, drunken antics will not win you friends abroad—and can make you a 
target for situations that threaten your safety.1 
 
 
Sexual Harassment/Misconduct 
The Compass clearly outlines a policy for defining, reporting and accounting for sexual 
harassment cases. While this policy is written for the Cornell campus, when students are 
studying off-campus on a Cornell course, they are still part of the Cornell community and as 
such have the same rights and responsibilities that they would on campus. Please refer to the 
Declaration of Cornell Community Expectations for further information.  

Obtaining Support 
There are people available to help you if you have been affected by an incident of sexual 
misconduct within or outside of the Cornell community. Cornell College counselors provide free 
counseling for survivors of sexual misconduct. Additional resources in the area are also available 
to you.  

Talking with someone who understands can help you sort out the emotional aftermath of sexual 
misconduct. Because the reactions to these offenses are complex and often confusing, it is 
important to remember that your feelings are normal and you are not alone.  

You can call or approach any of the people on the list below confidentially and off the record 
and tell them what happened. They will listen and explain your options. They will maintain 
confidentiality consistent with professional standards and practices. Talking to any of these 
people does not constitute reporting the incident.  

Current On Campus Confidential Resources: 
• Director of Counseling, Dr. Brenda Lovstuen (x4292)  

                                                
1 http://www.ciee.org/program_resources/knowledge/food.aspx  
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• Director of Student Health Services, Nancy Reasland (x4292) 
• Chaplain of the College, Catherine Quehl-Engel (x4402) 

Violations of this policy should be reported promptly. As long as the individual being accused is 
a member of the Cornell College community, the College may investigate and take necessary 
action if warranted. However, the College’s ability to pursue the complaint to conclusion may be 
hindered by the passage of time. Prompt reporting is crucial to help ensure full investigation of 
complaints. A delay in reporting can adversely affect both the informal and formal adjudication 
procedures. Victims of, and witnesses to, sexual misconduct are strongly encouraged to report 
the misconduct immediately.  

Individuals currently authorized to receive reports are:  
• Dean of Students, Heidi Levine (x4234)  
• Vice President for Student Affairs, John Harp (x4234)  
• Dean of the College, Joe Dieker (x4210) 
• Human Resources Staff (x4243 or x4244)  

Students studying off-campus have the right to a harassment-free environment. Any student who 
feels she/he is being sexually harassed should report the incident to the professor leading the 
course and to one of the aforementioned individuals in Student Affairs. 
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Paperwork 
Have students fill out return surveys and send them to Institutional Research (Box 2229). 
Encourage students to submit photos and thoughts about the trip for the OIOCS website and 
future publications. 
 
Submit expenditure reports and receipts to OIOCS within 30 days to ensure accurate and 
efficient reporting and refunds. 
 
Update your course website with photos/stories from students. Encourage students to continue 
meeting and reflecting on their experience off-campus. 
 
The Office of International and Off Campus Study would appreciate receiving photos of you and 
your students for our website and publications. 
 
Goals for using off-campus images 
The college’s larger goals are to effectively market future courses to current students, and to 
effectively market the college to prospective students through the Cornell Report, newsletters, 
the Cornell website, social media, and other outlets.  As a step toward these goals, we would like 
to acquire quality images for each off-campus course offered by Cornell. In general, the college 
seeks photographs of students engaged with the people, places and projects associated with the 
course trip (see below).  
 
For certain courses, we may also want to try to acquire video. The Digital News Director can 
assist with general guidelines for video shooting. 

Pre-course Arrangements 
1. The Coordinator of International & Off-Campus Studies will inform each course leader 

of the college’s desire to receive images at the end of the course. 
2. In order to insure higher quality photos, faculty members will ideally identify a student(s) 

to serve as "official" photographer, and give this student some basic instructions: 
a. In all photos, it's important to show the cultural context so that's it's clearly 
 off-campus. 
b. Photos of professors and students in action are most useful.   
c. Posed group photos are sometimes useful, but it is important to be able to 
 see an interesting backdrop in a horizontal format. Tall buildings do not
 make a good backdrop, nor do the steps leading up to tall buildings. 
 Smaller groups are generally preferable. 
d. Scenery photos without Cornellians are the least useful, but strong scenic 
 images are okay for use as supplementary images in photo galleries.   

3. Include the Digital News Director in pre-course meetings and/or meet with the student 
photographer before the trip to help ensure that we receive quality photos.   

 
Thank you for the time, energy, and commitment you have given the program and 

our students. Your role has helped to transform lives. We hope you will continue to 
be involved with off-campus study at Cornell College 
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Appendix: Samples of off-campus course-related materials 

 

 
 
 

 s 
 

Designing Short-Term Courses: Shaping Through Learning Objectives  

      
It has been my experience both as a teacher and as a faculty developer that defining teaching and 
learning objectives is the most important factor in course development. When these objectives are 
clearly and explicitly defined by the instructor, they can help immensely to structure effective 
assignments and shape the course. Everything is driven by the learning objectives, so the course has a 
clear focus. This way of approaching course design means that you really need to think deeply about 
what you want your students to learn in your course. 

It may be helpful to think of specific knowledge, skills, and attitudes you would like your students to 
have by the end of your course. The brief duration of most short-term courses is not much time to 
accomplish your objectives, so you may have to think in terms of introducing and reinforcing them. 
Or you may find that you have to throw out some of your objectives as being too ambitious for the 
length of your course. Ideally, you will want to find a way to integrate texts, performances, 
presentations by guest speakers, visits to local sites and museums, the students' experiences in the 
locale, field trips, discussions, and written work to help your students wrestle with specific concepts 
and skills. 

I find it easiest to think of three components of a short-term course: the locale, the content area, and 
the learning objectives. Thinking of the first two, I start developing my teaching/learning objectives. 
Which objectives should I focus on, given the duration of the course? 

It helps to keep in mind that there are factors particular to these courses that challenge the students' 
focus. Travel may make them tired or lacking in concentration; accommodations and the local 
population may provide daily challenges; students may get on each other's nerves (and yours) with the 
24-hour a day contact; class on top of a mountain may sound intriguing until you realize that the goats 
won't leave you alone. 

So it is all the more important to keep focused on your objectives. The cardinal rule is reinforcement. 
Make your objectives clear and explicit in 

- the orientation, 
- the syllabus, 
- class lectures or discussions, 
- reflective assignments, and 
- when giving feedback (either verbally or in writing). 

Reinforcement is the key to maintaining focus. 
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SAMPLE COURSE INFORMATION 
ENG 240 

 
Item 1: Background Readings and Films. We recommend that you read about England's 

culture, history, and people before you get there.  Good guides include the Lonely 
Planet's Britain and Let's Go: Britain and Ireland.  You should also visit 
http://www.lonelyplanet.com/.  To get in the right frame of mind, see our Anglophone 
film list: all films listed are available at Cole. We'll distribute the syllabus and required 
course reading list at our December meeting, which will include English History made 
Brief, Irreverent, and Pleasurable by Lacey Baldwin Smith, and some literary works 
related to the sites we'll visit.  

 
Item 2: Passport Security.  You should submit a copy of your passport to the Program 

Coordinator by Friday, November 30th at the latest. Your passport is absolutely 
necessary for international travel, and is no fun to replace en route.  To facilitate your 
obtaining a new passport if it is lost or stolen, we also recommend that you travel with 
an extra passport photo and a photocopy of your passport, kept in a different place 
from the original. For more information on passports, visit http://travel.state.gov/.  

 
Item 3: Things to Bring.  It is important to check the website for Virgin Atlantic just prior to 

our departure, for information on baggage allowance, including size and weight 
limitations. This information can be found at http://www.virgin-
atlantic.com/en/us/passengerinformation/index.jsp. Remember: you'll need to lug 
around whatever you pack.  Consolidate essentials and aim for versatility.  You'll want 
comfortable, water-proof walking shoes, as you'll be walking everywhere.  A warm coat 
or jacket for outdoors and sweaters for the cool indoor temperatures.  (A raincoat with 
a zip in lining, or a water-resistant jacket to put over sweaters would be really practical.  
It rains in England.)  Bring jeans, nice pants, and one formal, wrinkle-resistant outfit for 
big nights out. A coin-operated Laundromat will be available in Keswick, mid-way 
through our trip. Laundromats are also available in London, though they’re quite 
expensive. You can pack a small container of detergent for washing clothes in a pinch 
in your hotel room. But plan to wear the same outfits over and over—the English do 
that anyway. Bring an umbrella and gloves.  Europe uses different voltage so any 
electric appliances you feel you need will require voltage and outlet adapters, which are 
available at travel stores like Brookstone. Be warned that these cannot be used with hair 
dryers and other high-voltage appliances; most of our hotels will provide hair dryers. 
(Computer equipment typically does not need a voltage adapter.) If you have a digital 
camera, be sure to bring extra memory cards or a flash drive and connector to store 
you photographs; these can also be downloaded at internet café to your Flickr account 
or other photo storage pages. For traditional camera film, we recommend that you 
purchase and develop it in the US where film and development is less expensive. The 
airline recommends that you carry on film rather than checking it. Travel stores sell 
film protective envelopes to protect from possible x-ray damage.  

 
Item 4: Climate.  London averages about 35 to 40 degrees during January, but those 

temperatures are deceptive.  It's wet biting weather which requires slightly more 
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clothing than the temperature would seem to indicate.  Water-resistant clothing is best, 
as you will get wet.  Again, it is important to remember not to bring more than you can 
yourself carry through airports, onto busses, and up and down numerous flights of 
stairs.  

 
Item 5:  Airport Security and Customs. As everywhere, airport security will be tight. To make it 

easier on yourself, wear shoes that can be easily slipped off and on, keep the metal 
jewelry to a minimum, and pack nail clippers, scissors, knitting needles, etc. in checked 
luggage only. Don't get overly nervous if you're pulled out of line and searched--it's 
standard procedure. Plan to be at the Chicago airport at least four hours prior to our 
flight, where we'll meet at the designated terminal. Upon arrival in England, you'll be 
quizzed by a customs agent. Be ready to give them the name of your school, the 
itinerary, your London address, and the dates of your stay. Overall, be cooperative and 
polite, even if the agent is gruff, as they have the ability to send you straight home for 
any reason. 

 
Item 6: Cash.  Major credit cards and most US ATM cards do work in England, but you 

should verify from your bank that your ATM network is available there. Bring 30-40 
pounds in cash for the first day or two.  

 
Item 7: Health.  Carry your health insurance card. If you have any special prescription needs, 

be sure to bring the pharmaceutical (not brand name) prescription with you, and ask 
your physician to type it in Latin.  If you have eyeglasses or contacts, bring an extra pair 
or the prescription with you. 

 
Item 8: Telecommunications. You should determine whether your cell phone will work abroad 

before bringing it along. It’s a good idea to obtain an international calling card from 
your phone service provider (ATT, MCI, Sprint, etc.) before you leave home, and 
know the rates. Once in England, you can also purchase pre-pay international calling 
cards from newsstands and bookstores, and they might be cheaper than your calling 
card rate. Be wary of dial ing direct and paying with a credit  card from pay 
phones or hotel rooms, as they might have exorbitant surcharges. 

 
Item 9: Flights.  

1/6/2008 
VS # 40  Depart Chicago 7:00pm.   Arrive London-Heathrow 9:00am (arriving 
on 1/7/08) 
 1/27/2008 
VS# 39     Depart London 12:00pm.   Arrive Chicago 3:05pm (arriving on 
1/27/2008) 

 
Important Dates 

Nov. 30, 4:00 pm Due: Copy of your passport, and student information form, to the Program 
Coordinator The airline must have your name exactly as it appears on your 
passport, or you cannot be ticketed.  

 
Nov. 16, 4:00 pm Due: Final Payment of $1700 to Cashier.  
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Dec. 10, noon Mandatory meeting for all participants; South Hall 100.   We'll finalize 

plans, discuss the syllabus, go over assignments, and distribute Marriott 
refunds if applicable. 
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SAMPLE COURSE REQUIREMENTS 
 

 
1. Required Readings 
Get the newest editions. Except for the Coursepack, these can be purchased at Barnes & Noble, 
Amazon.com, Powells.com, or Barnesandnoble.com. 
The Mini Rough Guide to London 
Let's Go Britain and Ireland or Lonely Planet Britain 
Lonely Plant British Phrasebook 
Christopher Hibbert's The Story of England 
Shakespeare's All’s' Well That Ends Well (any lightweight edition) 
Securely-bound, ample, soft-covered journal (see below) 
Coursepack (Bookstore, Dec. 12) 
 
2. Attendance/Participation (30%) 
In every venue, energetic listening and culturally sensitive-behavior are assumed. In addition, 
you will be expected to attend every event and class meeting; honor the needs of the group; 
arrive at destinations on time; treat with politeness and unselfishness all peers and people 
involved in helping you on the trip; pay active attention to the events and tours scheduled; 
respect the guidelines and codes of Cornell College and of those we encounter on our way. This 
part of your final grade is pass/fail. 
 
3. History, Play, and Coursepack Quiz (10%) 
Readings must be completed prior to departure on January 4th. On the plane going over, you will 
be tested on your readings of Hibbert's The Story of England , All's Well that Ends Well, and 
course pack items.  The examination will be "open-book." You are expected to write clearly, 
demonstrate excellent comprehension of the material; identify items of particular interest to you; 
and ask pertinent and insightful questions about the literature. 
 
4. Theatre Production Review (15%) 
Subject: “All’s Well That Ends Well” or "Beauty and the Beast" 
Length: 750-1000 words 
Audience: Theatre-goers in Stratford or London 
Due: January 24 or earlier 
Structure: Your review should include 
 

• a thesis about the production. This is not an evaluation of the production as “good,” “hopeless,” 
“wonderful” or whatever.  Rather, the thesis should reflect on the main conflict of the play 
(generational, ethnic, social, gender, individual vs. social convention, etc.) and the means 
through which this conflict is communicated or miscommunicated to the audience; 

• a short section on the play itself. Explain its genre (comedy, musical, tragedy, farce, 
tragicomedy); whether it’s a revival of a classical play, adapted from a novel, or an original new 
play, what are some of its themes, and their relevance to a contemporary theatre-goer; 

• a longer section on the performance aspects, describing and analyzing at least four elements of 
the production, e.g. directing (what is the director’s concept, i.e. the main idea about the play 
s/he is trying to communicate to the audience, how consistent is this interpretation), acting 
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(watch the minor and non-speaking parts, not just the main roles; pay attention to how well the 
company is working as an ensemble), costuming (era, outstanding costume choices, function), 
set design (permanent or changing, in tune with the director’s concept of the play or distracting, 
functional and symbolic significance), lighting and music (era/locale, supportive to the director’s 
concept of distracting). This section should include several paragraphs, at least one per 
production aspect. 

• Finish by a comment on how entertaining, intellectually stimulating, surprising, etc. the 
performance was, and whether you would recommend it to a larger audience or not. This 
recommendation should follow logically from the description you've provided. 
Helpful hints:  

• At the theatre, obtain and keep a copy of the program, so that in writing the review, you can 
easily refer to the names of the characters, cast, and crew. The program would also help you with 
notes on the director, the play, the playwright, etc. Use it the way you would use a credible 
secondary source—give credit when credit is due. 

• Do not recount the plot of the play. Focus on main themes and conflicts instead. Your reader has 
either seen the play or is about to see it—giving away plot development would not be helpful in 
either case. 

• Jot down notes or key words either during the performance or (in case you are sitting in the first 
two rows or the light is too weak) during the intermission and right after the performance. 

• Indicate clearly whether you are writing about a character (use the character’s name) or an actor 
(use the actor’s name), the play’s action (refer to the author’s choices) or the production of the 
play (refer to the director’s, set/costume designers, etc. choices). 

• Make sure that your organization is solid and your “voice”—engaging, lively, and consistent. 
• Use effective and mechanically correct prose. Proofread your review carefully. 

 
5. Journal (40%) 
Prior to the trip, please purchase a securely-bound, soft-cover journal (no notebooks), substantial 
enough (8x11) to accommodate numerous and extensive entries for 3 ½ weeks, but lightweight. 
Some of you will want to write more than others, but all should follow these guidelines while 
producing a well-written, absorbing, and detailed cultural narrative of your time in England: 

• Create an entry for each date of our trip that both describes and analyzes the events of the day. 
These events will range from walking tours to special meals to performances of plays. Your aim 
is to record your observations about all that you do, see, and think. Make interesting claims, 
connections, and interpretations and elaborate upon them. 

• Include detailed and vivid information that you absorb from tours, brochures, guidebooks. 
• Draw frequent connections between your preparatory readings in history and literature to what 

you learn on tours. 
• Include programs, photos, ticket stubs, tube passes, and other "memorabilia" designed to 

illustrate and/or evoke your experience (pack tape!). 
• Create a section in your journal that is essentially a long list: book, music, film, and play titles 

that you encounter; historical and cultural events you want to read more about and pursue when 
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you return to the U.S.; restaurants you want to return to; poems you discover; addresses of places 
you visit, etc. 

• Make sure that each entry is written in pen and is legible and mechanically-correct. 
• Hint: carry loose paper, or a small notebook, on walking tours and to events, so that you can take 

short-hand notes to yourself about what you'd like to remember, then transfer this information in 
greater detail—and with your analysis—in your journal at the end of each day. (Suggested by 
students on previous trips.) 
 
The completed journal is due Tuesday, December 27th, 1:00. We will also read and evaluate your 
journal once during the trip. In addition to this cultural, academic journal, you may wish to keep 
a more personal account of your time in England for your own use. Or, if you include only a 
couple of personal items that you wish us not to read, you may fold a page over and mark it 
"private." See the attached example of an excellent journal entry—observant, detailed, engaging. 
This is what we are looking for. 
 
6. Website (5%) 
Upon coming back to campus, you will revise for web publication your journal entry for one day 
of the England trip, to be determined by a drawing on the flight to England. Think carefully 
about the visual layout of the entry and about your targeted audience: Anglophones who may 
have visited the site and will be interested in comparing their impressions and interpretations 
with yours, as well as, future England-goers from Cornell and elsewhere. Your web site should 
include at least four hyperlinks to images of art objects, hotel or museum sites, author’s or 
artist’s sites, etc. to illustrate the objects you describe in your site. Please note that this 
assignment is written for publication: somewhere—preferably at the bottom of your page—make 
sure you include your name (you can also include a link to your e-mail address, if you would like 
to hear from readers), and the date of launching the web site. Use lively and engaging prose, 
proofread your text and double-check all hyperlinks. Submit your web project on disc or CD-R. 
Web-writing experts will be available for instruction and consultation when we return to campus. 
 
Schedule: 
January 4-January 14  Countryside by Coach 
January 14-January 26 London 
January 27, 1:00-3:00,  Class Meeting at Cornell (location to be announced) 
January 28, 9:00-12:00 Class Meeting  at Cornell (location to be announced) 
 
Important Note: 

 Unfortunately, the current exchange rate is not in our favor (1.73 pounds to 1 dollar). This will 
impact the number of theatre performances we are able to attend as a group (we are trying for 8), 
though those we do attend will be spectacular. The exchange rate will also affect your spending 
money in London. Previously, we recommended having at least $500 to spend on your food and 
transportation in London. With the current exchange rate, we think it safer to have $700 (or 400 
pounds). That will give you about 30 pounds per day in London to spend on food, transportation, 
souvenirs, extra theatre tickets for yourself, as well as 100 pounds for any souvenirs or snacks 
and beverages you may wish to purchase prior to London. Even with this, you'll need to budget 
carefully. 
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SAMPLE COURSE ITINERARY 
 
ENG 5-240 2006: UK Tour Itinerary 
(Notes: Breakfasts and suppers are included. Events are subject to change.) 
 
Saturday 7 January – TO CANTERBURY.  
Dover Castle. Overnight at the County Hotel, High Street, Canterbury, Kent (01227 766266). 
 
Sunday 8 January – Morning tour of Canterbury Cathedral.  Afternoon visit to Leeds Castle. 
Overnight as before. 
 
Monday 9 January –TO SALISBURY. 
Morning visit to Stonehenge. Afternoon visit to Winchester Cathedral. 
Overnight at the Grasmere House Hotel, Harnham Road, Salisbury (01722 338 388). 
 
Tuesday 10 January – Morning visit to Salisbury Cathedral. 
Afternoon visit to Avebury stone circle. 
Overnight dinner bed and breakfast as before. 
 
Wednesday 11 January – TO BATH 
Morning walking tour of Bath. Afternoon visit to Roman Baths and Costume Museum. 
Overnight dinner bed and breakfast at Pratt’s Hotel, South Parade, Bath (01225 460441) 
 
Thursday 12 January – TO STRATFORD UPON AVON 
Morning in Bath. Afternoon walking tour of Oxford to include Christ Church College.  Meet guides at 
Martyr’s Memorial. 
Overnight dinner bed and breakfast at the Falcon Hotel, Chapel Street, Stratford (01789 279953). 
Evening performance of GREAT EXPECTATIONS in the Royal Shakespeare Theatre, Waterside.  
Curtain 7.15 p.m. 
 
Friday 13 January   
10.00 a.m. – speaker TBA. 
12.00 visit by coach to Mary Arden’s House and Anne Hathaway’s Cottage. Other Shakespeare 
Properties. 
Evening performance of CANTERBURY TALES in the Swan Theatre, Waterside.  Curtain 7.30. 
Overnight as before. 
 
Saturday 14 January – TO KESWICK 
Morning visit to Warwick Castle. 
Overnight, dinner bed and breakfast at the Keswick Country Hotel, Station Road, Keswick-on-
Derwentwater. (017687 72020)  
 
Sunday 15 January  
Take coach to Grasmere churchyard. Walking trails. (There is a walking trail which was an old railway line 
by the side of the hotel.  This is a four mile walk to Threlkeld.) 
Overnight dinner bed and breakfast as before. 
 
Monday 16 January – TO YORK 
Visit Hayworth. Visit Riveaux Abbey. 
Overnight, dinner, bed and breakfast at the Alhambra Court Hotel, 31 St. Mary’s, York (01904 647427) 
 
Tuesday 17 January – TO LONDON 
10.00 a.m. guided tour of York Minster. Free time in York. 
Afternoon departure to London. 
Overnight in the Tavistock Hotel, Tavistock Square, London (020 7636 8383) 
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LONDON EVENTS INCLUDE: 
Tours of Parliament, Westminster Abbey, Tate Museum (Modern), Globe Theatre, Backstage at National 
Theatre, and the following plays: 
 
Wednesday 18 January – Aladdin, Old Vic 
Thursday 19 January—Coram Boy, National Theatre, Olivier 
Friday 20 January—Comedy of Errors, Novello Theatre 
Saturday 21 January—O Go My Man, Royal Court, Jerwood Theatre (matinee), Free Night 
Sunday 22 January—Free Day 
Monday 23 January—History Boys, National Theatre 
Tuesday 24 January—Sejanus, Trafalgar Studios 1, Whitehall Theatre 
Wednesday 25 January—Once in a Lifetime, National Theatre, Olivier (matinee), Group Dinner 
Thursday 26 January—depart Heathrow for O’Hare 
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SAMPLE CONTACT INFORMATION FORM 
 

Name:  _________________ Student ID Number:   _________________ 
Age:  _________________            Passport  Number                        

_________________       
 
1.  Will you be on campus Block 4? Yes       No 
 If  not, where can we contact you? 
 

________________________ ________________________ 
address    phone 
 
________________________  ________________________ 
    email 

2. In case of snow-ins or other emergencies, where can we contact you during the Holidays? 
 

________________________ ________________________ 
address    phone 
 
________________________  ________________________ 
    email 

 
3.  We'll need to know when and how you will arrive in Chicago in case of flight delays or cancellations. If 

flying to Chicago, please provide your airline, flight number, and arrival time. 
 

Arrival date and time:  _________________ 
Means of Transportation  _________________ 
Flight Information (if applicable): _________________ 
 

4. We strongly recommend that those of you flying into Chicago arrive a day early. If you live in 
Chicago, would you be willing to accommodate guests overnight? If you do not live in Chicago, 
will you need a place to stay the night before our flight? 

 
__________________________________ 

 
5.  For our stay in England, we'll do our best to pair you with room- and suite-mates of your choice.  If you 

have no preference, we'll gladly assign rooms at random.  

First choice  _________________ 
Alternate   _________________ 
Alternate   _________________ 

7. Do you have any medical conditions that could inhibit your full participation in this course? 

 Yes                No If yes, explain: _________________ 

 

Complete and return this  Student Information Sheet ,  Consent Form, and a copy of your 
passport  ( i f  you have not handed i t  in a lready) to the Program Coordinator by 4:00 pm 
on Nov. 30.  
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SAMPLE LETTER TO STUDENTS 

Dear Greek Travelers, 
Chairete, 

I am happy to report that we have made arrangements to charter a bus from Cornell to O'Hare 
and back.  Bradley Jo Charter is the bus company. Therefore, all our travel arrangements are 
complete. 

Second, in order to secure free entrance to sites and museums in Greece, we need a passport 
photo with your name written on the reverse.  Since the deadline for obtaining the entrance pass 
is rapidly approaching, we will need you to submit the passport photo when you return from 
spring break on Monday, April 9, to the Coordinator of International Studies, 2nd Floor Old Sem 
(tel. 4385), either in person or in an envelope on her office door. 

Third, I have posted what report topics have been claimed on the Report Topics webpage 
(http://cornellcollege.edu/classical_studies/arch/greecereports.shtml). If you haven't chosen a 
topic, please let me know what you would like to do. As I mentioned, if there is a topic not listed 
that you would like to research, let me know. This block, it is important that you begin working 
on your report topic.  

1. get an overview of your topic by reading about it in the books on reserve listed at the top 
of the page on the Bibliography page (Places to Start). 

2. read through the Guidelines for Written and Oral Reports.  
3. search through the sources listed on the Bibliography page, search Cole library, search 

on-line resources at Cole (e.g. EBSCO and FirstSearch), search the websites listed on the 
homepage for the trip to Italy, and find as many articles, chapters of books, reliable 
websites, etc. as possible and draft a preliminary bibliography. Feel free to ask a librarian 
to help. Jen Rouse is the consulting Librarian for the Humanities and Greg Cotton is the 
consulting Librarian for Art, but others may be able to help you as well.  

4. submit this bibliography to the relevant professor by email no later than the third 
Monday of Term 8 so that you can receive feedback on which sources are best and 
which ones are less helpful. Then come by the office so that we can discuss your 
bibliography.  

5. Finally, by the first Monday of term 9, submit in class a draft of your written report.  

AIR SCHEDULE 
May 11 Flight 435 Chicago/Munich 2:10P-5:55A  
May 12 Flight 3388 Munich/Athens 7:15A-10:40A  

May 29 Flight 3381 Athens/Frankfurt 2:05P-4:15P  
May 29 Flight 432 Frankfurt/Chicago 5:00P-7:15P  



 36 

SAMPLE LETTER TO STUDENTS 

 
BAGGAGE LIMITS 

As best as I can tell, Lufthansa Airlines allows two checked bags up to 23 kg. each and the 
maximum overall size (h x w x l) must not be larger 158 cm. Each piece of hand baggage may 
not be larger than 55 x 40 x 20 cm and may not weigh more than 8 kg.  In addition, since 6 
November 2006, only limited amounts of liquids may be taken on board flights that depart from 
EU countries and on connecting flights from Europe 
(http://www.lufthansa.com/online/portal/lh/us/info_and_services/baggage?l=en&nodeid=176962
0). International flights are frequently crowded. 

Although Lufthansa allows two checked bags up to 70 lbs., I would recommend no more than 
one checked bag up to 40 lbs. and one carry-on up to 15 lbs. Believe me, you will not want to 
carry more than that. The less, the better. As you examine the itinerary, you will notice that we 
will be staying in many hotels, which means that you will have to move your bags each time. 

OTHER INFORMATION 

Hotels will probably not supply hairdryers or irons. As a rule of thumb, 1) don't bring appliances 
if you can do without; 2) pack everything in a carry-on bag.  

Smoking is probably permitted in hotel rooms. Make sure you are paired up with another smoker 
for your roommate. 

For more information, including our updated itinerary and a suggested packing list, see 
http://cornellcollege.edu/classical_studies/arch/greecetrip.shtml. 

Best wishes, 

John Gruber-Miller 
College Hall 312 
Telephone: x4326  
mailto:jgruber-miller@cornellcollege.edu 
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SAMPLE PACKING LIST 

CLOTHING 
( ) 2 or 3 short-sleeved or sleeveless blouses or tops (preferably cotton, as synthetics are 
uncomfortable in hot weather), which may be worn in a variety of combinations with 2 or 3 of 
the following: 
( ) (women) skirts 
( ) slacks or shorts (DO NOT take short shorts.) (women) You must have at least one skirt or 
dress for churches and monasteries. 
( ) sandals or comfortable, sturdy walking shoes or tennis shoes (2 well-broken-in pairs) 
( ) stockings or socks.  
( ) A light wrap or jacket for cool evenings, ships, mountains, etc. 
( ) 4 or 5 days’ supply of underwear. Plan to launder when necessary. 
( ) nightgown or pajamas 
( ) swim wear and towel (one- or two-piece suits are acceptable) 
( ) SUN HAT or HEAD SCARF. A head cover is mandatory in the Mediterranean sun. 

TOILETRIES 
Bring small quantities, just what you need while travelling. 
( ) toothbrush and toothpaste  
( ) deodorant 
( ) shampoo/conditioner 
( ) wash cloth and hand soap (Non-antiperspirant brands are best in the hot climate.) 
( ) (women) feminine hygiene products 
( ) sun block or tanning oil. Caution: take a product which you have used before. In particular, 
many people are allergic to sun screens, and nothing is more miserable than a sunburn combined 
with a rash. 
( ) Moisturizing cream or after-sun lotion 
( ) head and/or pain remedy 
( ) any medications you use regularly (in original containers with prescription) 
( ) Kleenex 
( ) comb and/or brush 

INCIDENTALS  
( ) liquid detergent (small bottle, 2 to 4 oz.) 
( ) a short clothesline and a few snap clothes pins 
( ) razor (Non-electric unless you have an electrical adaptor) 
( ) plastic bags for shoes, dirty clothes, damp laundry, etc.  
( ) camera and enough film to last 
( ) address booklet or list 
( ) travel clock 
( ) safety pins and perhaps a small travel sewing kit 
( ) SUNGLASSES, A MUST. Glasses, if needed, and a copy of prescription 
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SAMPLE PACKING LIST 

DOCUMENTS 
( ) PASSPORT, plus one extra copy of your passport 
( ) AIRLINE TICKETS 
( ) International Student ID 
( ) Enough money to last. Many shops do not accept credit cards. Visa and Master Card are the 
best to have. 

WHAT TO LEAVE AT HOME 
Anything not wash and wear. UNCOMFORTABLE SHOES. Hot clothing, non-essential make-
up, hair-curlers (esp. electric ones, as they usually do not work and take up valuable space), 
jewelry or anything too valuable to risk losing. ILLEGAL DRUGS (penalty for possession can 
be life). 
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Learn about your own cultural practices, values, and "common sense." In so doing, you are 
also encouraged to think about how your society and cultural background have prepared you 
to communicate and live in another cultural environment (i.e., how do you deal with stress and 
ambiguity). 

SAMPLE JOURNAL ASSIGNMENT 
Source: Adapted from DePaul University  

 
Study Abroad Program Journal Assignment 
As you prepare for this experience (one that many returning students claim has changed their lives) 
you have been asked to maintain a personal journal in which you will record your thoughts, feelings, 
and observations about yourself and the place to which you are planning to travel. During this 
process of preparation you should use your journal to reflect on three areas of learning, which are 
explained in more detail in the three "Learning Threads" below. Briefly, your journal should help 
you to accomplish the following: 

Learn about your program and your expectations for the program. What do you hope to 
accomplish during your study abroad experience? What role(s) do you expect to take on as a 
participant in this program? What precisely do you plan to do in order to achieve those goals and 
objectives? Do you think your role(s) will inhibit or further those goals? 

Where are you going? You should be reading as much as you can about the place you're going. Talk 
to others who have been there; check the Web for interesting details about the city; read, read, 
read!!! 

This journal will be the primary tool through you will learn about your study abroad experience as a 
whole, and in turn share with me your reflections on this learning. You should reflect on your 
personal experiences in your journal on a regular, ongoing basis, writing in it no less than three 
times per week. 

I will also ask you to bring your journals to orientation meetings so that you can include 
spontaneous thoughts and observations evoked through these meetings in your ongoing reflections. I 
will never ask you to surrender your journal to me, nor will I ever ask you to share specific pages 
with me. I will ask you to summarize your observations at periodic moments during the next 6 
months, and I may also ask you to share those observations with your fellow students. Please be 
prepared with examples of what you've written for our first orientation meeting. 

In the end, this journal is for you. You should consider your journal as essential to the success of 
your program as finding a place to live or getting the airplane ticket. Your journal, along with your 
photos, will constitute your memory of your experience abroad. You owe it to yourself to make a 
sincere effort at maintaining this dialogue with yourself. At the end of your program I will collect 
a 4 to 5 page summary from each of you as a condition of my submitting your grades to the 
registrar's office. In other words, you will not be graded for your journal or summary, but you will 
receive your grades in exchange for the summary. I wish you luck in your preparation, and success 
as you explore and engage the emerging world of the transnational! 

Three Learning Threads 

I. Who are you? 

Throughout your preparation you should be learning about yourself and your cultural values, 
"worldviews," and how those values inform your identity. Who are you and what makes you you? 
To get you going on this task, I have included a "value statements exercise" that you should read 
and reflect on in your journal. Please complete and bring this exercise with you to your first 
orientation meeting. 
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During the cross-cultural workshops you will also be asked to reflect on common stereotypes of 
Americans that are often held by foreigners. How do you think encountering these potentially 
conflicting attitudes and stereotypes will affect your experience abroad? What strategies can you 
come up with that will help you deal with the stress of encountering these attitudes? This stress is 
often associated with a phenomenon known as "culture shock." Have you ever experienced culture 
shock? If so, write about some of your feelings about those experiences. If not, what do you imagine 
culture shock to be like? Please note that I did NOT ask you if you think you will encounter culture 
shock- you will. My intention here is to get you to come up with strategies for dealing with culture 
shock in a healthy, productive way. . 

II. What are your goals and objectives for participating in this program? 

Your decision to participate in this challenging cross-cultural experience is a significant 
commitment. What do you hope to get out of the program? You should come up with at least one 
objective each month of preparation, and in your journal think about how you plan to accomplish 
these objectives through specific goals. Do you anticipate any difficulties in accomplishing your 
goals? What specifically do you think you will need from those of us administering the program 
in order to succeed? For example, one objective you might set is to become more fluent in the 
target language. A goal that will help you meet this objective would be regular attendance at your 
language classes. Can you think of any other goals that would help you achieve your objective of 
fluency? 

What does it mean to "immerse" oneself in a culture? What is culture? What do you know about 
the program that you feel will help you gain greater insight into the lives and practices of the 
people you will be meeting? 

III. Where are you going? 

During your interviews I asked each of you to try to imagine (or remember) what your destination 
city smells and tastes like. Hopefully you have been indulging yourself in dreaming about your 
destination. 

In asking you to maintain this ongoing dialogue with yourself, I hope that you will begin to create 
the program in your head (and your journal). Include in your journal your excitement, anticipations, 
hopes, dreams, fears, and anxieties about going abroad. In other words, I am asking you, in a 
focused manner, to seriously think about what you are getting yourself into. In the end this is your 
program, and the degree of success you achieve is ultimately your own. Good luck with your task. 

 



 

Faculty Checklist  
 
Pre-Departure 
___ Read the Handbook for Faculty and familiarize yourself with the information  
___ Make all appropriate travel/accommodation arrangements 
___ If necessary, submit funding request to the Business Office 
___ Set up a payment schedule with the Business Office and OIOCS 
___ Remind students to attend pre-departure course meetings and fill out pre-course surveys, if 
applicable. 
___ Submit an itinerary to the Office of International and Off-Campus Studies (OIOCS)  
___ Provide OIOCS with student contact information/waivers and faculty medical                                  
 information form 
___ Go over Emergency Procedures 
___ Remember to take: 

___ Emergency Procedures card 
            ___ EIIA Insurance cards and passport stickers (if abroad) 
 
Upon Arrival 
___ Inform the Office immediately if a student does not arrive or if there are any problems 
 during travel 
___ Go over Emergency Procedures 
___ Share cell phone number(s) with students 
___ Obtain student cell phone numbers (if applicable) 
___ In some cases you should notify the American Embassy that you are in the country 
 
In Case of Emergency 
___ Secure a safe location 
___ Contact or respond to directions of local authorities 
___ Notify Cornell as soon as possible (see Emergency Contacts) 
___ Refer to Emergency Procedures section for response steps 
 
After Returning to Cornell 
___ Give account expenditure form and receipts to the OIOCS/Business Office  
___ Encourage students to complete evaluation surveys 
 
 
 


