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ADMINISTRATIVE REGULATIONS ON STUDY ABROAD
RESIDENCY COURSES

Proposal Approval

Any indructor who meets the minimum qudifications for the discipline and is
employed by the Didrict may submit to the gppropriate department head a
proposa to offer a curriculum committee gpproved course in the study abroad
mode.

Upon acceptance by the department head, the proposa shdl be submitted to the
appropriate Instructional Dean for approvad. The Ingructiond Dean shdl send a
copy of the approved proposal to the Ingructiond Dean, PCC Ingructional
Programs and Extended Indruction, the Dean of Indruction, and the Vice
President, Academic Affairs.

Travel Contractor Sdection

Upon receipt of an approved proposd, the Instructiona Dean, PCC Ingtructional
Programs and Extended Instruction, will solicit at least two bids for each proposed
study abroad class. In cases where aprogram is repeated in subsequent years and
the travel contractor has performed satisfactorily, the instructor may recommend
that the travel contractor be awarded the contract without the need for a second
bid.

A. All traved arangements including, but not limited to, trangportation, lodging,
and medls are the respongbility of the designated travel contractor.

B. Travd contractors may be recommended by any employee of the Didtrict.
Travel contractors desiring to provide sarvices to the college shdl sgn the
appropriate Didtrict contract prior to bidding on any proposed study abroad
Ccourse.

C. After receiving a minimum of two bids, the sdection of the specific travel
contractor for a study abroad course shal be made by the course instructor
with the approva of the department head, and the Instructional Dean, PCC
Ingtructiona Programs and Extended Ingtruction.

D. The depatment has the option of permitting participants to make their own
travel arangements to and from the location where the class is to be
conducted.
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E. Inrdationship to any study abroad class offered by the Didtrict, no employee
of the Didtrict is to operate in any capacity as a "travel promoter” as defined
by the Business and Professional Code, Sections 17540-17540.16.

Inter-ingitutiond Agreements

In cases where Digtrict employees prefer to establish an agreement or contract
with another academic ingtitution, the department head and Instructional Dean shdll
approve dl arrangements that will be provided directly by the foreign academic
ingitution. The Ingructiond Dean shdl keep al gppropriate offices informed on a
timely bass. In such cases, the Instructional Dean shal be responsible for ensuring
that a written budget information sheet be gpproved by the Dean of Ingtruction and
the Vice Presdent of Academic Affairs, with copies to the Adminigrative Dean,
Human Resources, and the Ingtructional Dean, PCC Ingtructiond Programs and
Extended Ingtruction.

Caollection and Disbursement of Money

All money collected for study abroad classes shal be handled by the travel
contractor.

Student Insurance

All participants must purchase medica, accident, and medica evacuation insurance
to cover the duration of the study abroad program, including travel time. The
Ingtructional Dean, PCC Ingtructionad Programs and Extended Ingtruction, shall
provide a competitively priced package to the students.

Hold Harmless Waiver

All participants shdl sign a waver to hold harmless the Long Beach Community
College Digrict, whose sole purpose is to provide ingruction, from any
responsibility connected with travel, trangportation, accommodations, and/or al
items outsde of ingtruction.

Students who choose to make their own travel arrangements shdl sign a Digtrict
specid waiver holding the Didrict harmless.

Minimum Class Sze

The minimum dass sze for study abroad classes shdl be ether the same as amilar
classes scheduled on campus or large enough to cover the Didrict's cost of
offering the class.
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4014.8 Publicity

All publicity and announcements reaing to the indructiond portion of a credit
course shal have the prior gpprova of the appropriate department head and
Ingructiond Dean, and be reviewed by the Office of Externa Rdations.
Information copies of such materia shdl be sent by the Indructional Dean to the
Ingtructional Dean, PCC Ingtructiona Programs and Extended Ingtruction.

All publicity and announcements relating to the tour/travel/resdency portions of the
class must have the prior agpprova of the appropriate department head,
Ingtructional Dean, and Ingructional Dean, PCC Ingructiond Programs and
Extended Ingtruction.

4014.9 Predeparture Orientation

Predeparture orientation is required for al study abroad classes. The indructor, in
consultation with the department head, Ingtructional Dean, and Ingtructional Dean,
PCC Ingructional Programs and Extended Ingtruction, will arrange and conduct
this orientation. Participants will be given information relevant to the dass including
class syllabus, travel, housing, and other logigtical arrangements.

4014.10 Instructor Pay and Compensation

A. Indructors shdl be paid for a sudy abroad class at the same rate and in the
same manner asif they taught the same course on campus.

B. Any other compensation received by any employee directly from the travel
contractor shal be disclosed in the Didrict "request for bid" and in the bid
from the travel contractor. Compensation from the travel contractor shall be
limited to a per diem or expense dlowance for travel, lodging, meds,
baggage handling, and admissons. All other incentives (e.g., additiond free
arline tickets) shal be used for the benefit of the sudents. Didtribution of
said extratickets shal be mutualy agreed upon by the ingtructor, department
head, and Indructiond Dean, in conaultation with the Ingtructiond Deen,
PCC Indructiona Programs and Extended Instruction.

C. If the number of students making their own travel arrangements causes the
travel contractor to eliminate free transportation or ground services for the
ingructor, either the department(from existing departmenta funds) or the
ingructor shal pay these costs of the ingtructor.
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4014.11 Course Standards

Credit courses taught through the study abroad program shdl be organized, taught,
graded, and evaduated in compliance with gpproved Digdtrict procedures and
standards.

4014.12 Travel Contractor Performance

The travel contractor's performance shdl be evduated by the indructor,
department head, and Indructiond Dean, PCC Ingructional Programs and
Extended Ingtruction.
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