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This memo details some key guidelines and recommendations for developing a domestic,
experiential learning course in CLAS. The guidelines are based on my experiences in
establishing a course (1 credit hour) on Native American Politics taught over Spring Break 2017
in Wyoming, Montana, and South Dakota. I, a graduate assistant, and eight undergraduate
students flew to Denver, CO, rented a 15-passenger van, and visited the Wind River Reservation
in Wyoming (home to the Eastern Shoshone and Northern Arapaho), the Crow Tribal
Reservation near Little Bighorn Battlefield in Montana, and the Pine Ridge Tribal Reservation in
South Dakota, home to the Oglala Lakota (Sioux). The course included visits to cultural and
historical sites, including Fort Laramie, WY, Badlands National Park, SD, and Mount Rushmore,
SD, as well as to tribal counci! offices and to the offices of the superintendents of the Bureau of
Indian Affairs (Department of Interior) on Wind River and Pine Ridge. We were assisted by
tribal guides on the Crow and Pine Ridge Reservations. We also engaged in a small service
learning opportunity by providing elderly tribal members with fresh fruit, vegetables, and meat at
the Kyle, SD Elderly Center on the Pine Ridge Reservation where we met with senior citizens
for lunch.

‘The modalities described in this memo, which-are as comprehensive as possible, are
aimed at facilitating faculty development of domestic programs that involve travel, speakers’
fees, faculty and graduate student salaries, and budgeting. Unlike international programs that are
administered by the University of Florida International Center (UFIC), there is no central
“clearinghouse” for establishing domestic, off-site and ‘off book’ programs at UF.

In this endeavor, 1 gratefully acknowledge the remarkable assistance and support of many
colleagues, including my department chair, Ido Oren, program assistant Garrett Mullee (Political
Science), Associate Dean of CLAS Mary Watt, Associate Dean of CLAS Brian Harfe, Elizabeth
Lynch and Gena Valadez of CLAS Shared Services, Todd Morrone of UF Environmental
Health, Safety and Protection, and Brian Marchman, Charles Koenig, and Chris Newsome of
Distance and Continuing Education (DCE).

Course Set-Up

A. Credit Hours/Course Designation. Obtain department chair approval for the course. If
the course is less than 3 credit hours, insure that a course code with the proper number of
credit hours is “on the books™ as early as possible (e.g., special topics). The Registrar
cannot alter the credit hours of any course unless it was originally set up as variable
credit. Ideally, courses to be taught on a regular basis should go through the University
Curriculum Committee and receive a specific course code designation; provide 4-6
months for that process. Make sure adequate time is provided in advance to insure the
course is listed on the Registrar’s site for the term in which it is taught.

B. Student Registration. Insure that when the course is listed with the Registrar, the section
1s “DEPX,” which requires departmental administrative approval and manual registration.
Thus is critical to insure that students cannot sign up for the course en masse without
knowing the nature of the program, additional program fees, etc.

*



C. Develop a Course Enrollment Form. (See attached). A course enrollment form to obtain
student information is critical to register and keep track of students.

D. Off-Book Programs/Self-Funding Proposal. While the Registrar assesses the standard
per-credit-hour fee from students, any domestic program that involves travel must be
self-funding (i.c., “off book™; students must pay for ail travel-related expenses). The
program must be self-sustaining. The faculty member is responsible for any expenses
beyond the fees that are collected from students in the total travel budget.

a. Submit a Self-Funding Proposal through Distance and Continuing Education
(DCE) [see attached]. The form requires departmental, CLAS, DCE, and Provost
approval. Once approved, DCE will coordinate with the Bursar to collect the per-
student fees and assign a chartfield number that is critical to the processing of
travel authorizations for faculty/graduate assistants and receipts by CLAS Shared
Services (or departmental staff). Coordinate with DCE for the student fee
payment deadline and withdrawal deadline.

b. Develop a line-item budget for DCE. (See attached example). Use Excel or
another spreadsheet program to document hotel feels, rental car fees, and any
other anticipated expenses as closely as possible. Additional fees cannot be
collected after students pay the Bursar. Contact hotels well in advance and
negotiate room rates and possible discounts (I paired students 2 per room by
gender; in some cascs, I was able to have 3 students per room in larger and unique
facilities).

¢. Obtain a hard copy of UF’s sales tax exemption certification. For states with
reciprocity, this can save significant amounts of money on hotel fees. While a UF
P-Card has the tax exemption number on it, make sure to point it out to vendors
(hotels, car rental, etc.) to insure that taxes are not collected where appropriate.
The certificate is available at
http://www.purchasing.ufl.edu/forms/Consumer's%20Certificate%200f%20Exem
ption.pdf

Rental Vehicles

A. Obtain a UF Purchasing Card. Before reserving and renting any rental vehicle in which
students will be transported, insure that a UF Purchasing Card is used to reserve the
vehicle and when the contract is signed at the rental vehicle facility and the vehicle is
picked up. 7his is critical in order for University liability protections to attach to the
rental under the Enterprise state contract. Under no circumstances should either a
personal credit card or personal automobile insurance coverage be used for the rental
vehicle used for student transport.

B. 15-Passenger Vans. If renting this class of vehicle, while a CDL is not required, UF
mandates that drivers of the van complete iraining. The costis $15. Details arc at
http://www.ehs.ufl.edu/programs/hazard_ergo/vanpol/




Salary

A. Budget Considerations. Salary for faculty and graduate assistants is subject to fringe
benefits. Check with DCE on the percentages when considering budgeting for salary and
adjust accordingly, as appropriate.

B. Overload. (See attached). If the course is considered an overload for the faculty and/or
graduate assistant, obtain form HR 600 from Shared Services/departmental staff. HR 600
requires departmental approval.

C. Payment. (See attached). Upon completion of the trip, contact Shared
Services/departmental staff to request that a Self-Funded Program Payment Request
(SFP) be processed. The SFP requires departmental approval and will be sent to DCE for
processing.

Travel Guides/Speakers/Honoraria

A. UF Vendor Requirement. (See attached). Payments to any travel guides, speakers, etc.,
must be processed as University vendors through Shared Services/departmental staff.
Insure that ample time is provided to have the vendor fill out the form in advance for the
check to be processed prior to the trip.

Cash Purchases
A. Group Meals/Food. Meals and food are not eligible for P-Card purchases.

B. Cash Advance. Contact Shared Services/departmental staff to obtain a cash advance in
anticipation of any food/meal purchases during the trip. Any unused funds from the cash
advance must be reconciled and returned promptly.

Travel Authorization

A. Obtain a Travel Authorization. At least a week prior to the trip, insure that you obtain a
travel authorization, noting the appropriate chartfield for the program, from CLAS
Shared Services/departmental staff. Separate travel authorizations are required for the
faculty member and the graduate assistant (if applicable).

Student Liability Waiver

A. Insure Students Complete Waiver Form. (See attached). The Student Liability Waiver
for domestic programs was developed using the UFIC waiver as a template. The form
must be completed by all students, and the originals stored in a safe place.

B. Student Acknowledgment. Tt was my preference to have students complete an additional
form (sec attached) in which they acknowledged the UF Student Code of Conduct and
Student Honor Code, in addition to particulars to the trip in terms of cultural sensitivity



and decorum related to interactions with Native Americans, sexual harassment policy,
and the prohibition of alcohol on Native reservations. Of particular note was our arrival
in Colorado (Denver), where recreational marijuana was recently legalized at the state
level. I made it clear to students that marijuana use violated UF policy. Moreover, |
elucidated that the transportation of marijuana to adjacent states where it is illegal
constitutes both state and fedcral crimes and could jeopardize the trip.

Travel Insurance

A. Group Insurance. (see attached). Irecommend purchasing group travel insurance for
faculty, graduate assistants, and students and building the cost into the budget. See
attached policy, which was $41 per person and covered flight delays, delayed baggage,
lost baggage, and return to Florida due to medically-documented illness as well as
additional medical insurance.

Receipts/Reconciliation
A. Keep All Receipts. Keep all receipts from P-Card and cash purchases during the trip.

B. Facilitating Reconciliation. Upon return, it is helpful to itemize the receipts alongside a
copy of the budget spreadsheet when providing them to Shared Services/departmental
staff as soon as possible.

Miscellaneous

A. Course Marketing. 1 developed a tri-fold brochure (see attached) that was made available
in our departmental office, on my office door, and electronically on my departmental
website. 1 also visited large lecture courses taught be other faculty to pitch the course.
Our undergraduate coordinator sent several emails to the undergraduate list-serv to
advertise the course. Finally, if the course appeal is multi-disciplinary, consider
contacting the chairs of other departments to distribute course information to those list-
servs. I had two of eight students who were from majors other than Political Science ~ +
enroll in the course.

B. Pre-Departure Meeting. Have a meeting with all students prior to departure to go over
the itinerary and any other details. Some students are seasoned travelers, while others
have anxiety about traveling. Obtain the students’ cell phone numbers for emergency
contact once they arrive on site. If you are not picking up the students at the location
airport, provide details on how they are to arrive at the hotel or other site.

C. Hiring a Graduate Assistant. The hiring of a graduate assistant can facilitate trip
planning and coordination to a great degree. During the Spring Break trip, my graduate
assistant was instrumental in texting/emailing/calling students about logistics and
ensuring that they were ready to leave on time from the hotels for our site visits.
Moreover, it can be especially helpful to consider an opposite gender graduate assistant to
ensure balance for student concerns that may develop.



I encourage any faculty member considering the development of a domestic experiential learning
program to contact me if I may be of further assistance. My email is rconley@ufl.edu, office
phone is (352) 273-2385, and cell phone is (352) 317-1860. 1 look forward to providing
whatever additional insight I can.

Key Contacts:

Brian Marchman, DCE: marchman@ufl.edu
Mary Watt, Associate Dean, CLAS: marywatt@ufl.edu
Elizabeth Lynch, CLAS Shared Services: ealynch@ufl.edu

Associate Provost-Teaching and Technology: http:/tnt.aa.ufl.edu
Distance and Continuing Education: http://dce.ufl.edw/




Native American Politics (POS 4931)
Spring Break 2017
Department of Political Science
University of Florida

ENROLLMENT APPLICATION

NAME

(please print legibly)

UFID

EMAIL: @ufl.edu

(please print legibly)

LOCAL/CELL PHONE # ( )

MAJOR

YEAR IN STUDY AT UF (freshman, sophomore, junior, senior)

CURRENT GRADE POINT AVERAGE

/4.0

Briefly explain reasons for your interest in the Spring Break program:

Return form to Professor Richard Conley, Department of Political Science, 309 Anderson Hall

reonley@ufl.edu



Proposal for
Self-Funded Program
Status

(title of the program)

Distance Learning
 UNIVERSITY of FLORIDA-




Application for Approval of Self-Funded Status for the
(title of the program)

College:
Department:
Title of Degree Program:
Major:
Concentration:
Specialization:
Degree or Certificate:
Undergraduate or Graduate:
If graduate, has the program been approved by the Graduate School? Yes or No.
Total credit hours:
Length of Program:
Cost per credit hour (tuition only, not including fees):
Cost per year:
CIP Code:
Online Program? Yes or No?
Percent Online:
(If less than 100% online, list of the activities that prevent the program from being

offered exclusively online):

SACS Accreditation Required:
If yes, expected date of approval:

Requires Physical Presence? Yes or No. If Yes, where will the program be located?
Requires Internship? Yes or No.

Proposed Launch Term:

2|Page
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Background:

Part Ax The Market: -

o

. What is the nature and size of the market?

2. Who are the students?

3. What are the marketing plans?

4. Why is the demand not met already?

5. What is the competition and Who is in the peer competitive group?

6. What will be the program’s competitive advantages?

7. Will the program infringe on any others served by the College/University?
8. Will the program have any impact on current or future SCH production?

9. What is the total expected cost to the student (tuition and fees) and how does it compare
with the peer group competition?

10. What is the basis for the cost? Cost recovery or Market Rate? Explain

3L L, -
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Part B: The:Academics:: i -0 i oo

1. How does this program support/enhance the mission of the College; the strategic plan
of the University?

2. Who will be the faculty? Will their participation be in-load or out-of-load?

3. What is the faculty compensation plan? Explain the compensation model for
instruction.

4. Are the courses in the program already in the curriculum? If not what are the
development plans?

5. Has the proposed program been approved by the Graduate Council or University
Curriculum Committee?

6. SACS implications?

[ No remote, off-campus physical instruction

[J Less than 25% remote, off-campus physical instruction
L] Between 25-49% remote, off-campus physical instruction
] 50% or more remote, off-campus physical instruction

7. What is the nature of the platform that will be used to deliver the program?
8. What are the student learning outcomes associated with the program?
9. How will testing or student assessment be accomplished?

10.-What is the program’s plan to authenticate students and ensure academic integrity
through proctoring?

11. At what location(s) will the courses be offered? (Main UF Campus, Off Campus, Online
Off Campus, others)

12. Who will be the director, departmental contact/coordinator responsible for actually
doing the work of setting up the course sections, and contact for daily interface with
students? (include name, phone, and email)

4|Page




Part C: ' Studentsi 7o

Student fees: There are fees state mandated and one local fee that ALL students must pay
per credit hour.

» Capital Improvement Trust Fund Fee

e Student Financial Aid Fee

o Technology Fee

Student services and entitlements:

The student services that the distance student is entitled to are comparable to those of the
resident student and should include:

Eligibility for financial aid and financial aid advising

Student complaints and concerns

Student counseling and advising

Student organizations

Technology assistance

Every degree program must have specific and readily available information about the
fee obligations and service entitlements.

The entitlement information and how to exercise the entitlements will be included with the
syllabi made available to each student,

Part D Financials:

(Please see attached budget)

1.

2‘

What is the proposed tuition per credit hour?
Will the program request start-up funds? :
What is the break even number of students?

Wiil the tuition be collected on calendar?

Budget Narrative




Approval Signatures:

Department Chair

Signature Printed Name Date
Dean of College

Signature Printed Name Date
Associate Provost

Signature Printed Name Date
Provost and
Senior Vice-President

Signature Printed Name Date

To be completed by the Office of the Associate Provost

Special Program Code:

ChartField: DeptID Fund Program FlexID

6|Page
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Request for Approval of

Office of Human
UF Resource Services Additional University Compensat!on
UNIVERSITY of FLORIDA
Contact Person: PO Box: Phone: Fax:
Employee Name: UFID Number:
REQUEST (check one)

[[] Employment of UF employee at greater that 1.00 FTE
[T Employment of UF employee simultaneously from OPS and salaries

PRIMARY EMPLOYMENT SECONDARY EMPLOYMENT
Department/Unit; »

Depariment ID:

Class Title:

Position Namber

Rate of Pay (Hourly or Biweekly):

Work Schedule:| Daily: Weekly: Daiiyﬁ _ Weekly -
a.m. p.m. a.1m. p.n.

Full Time Equivalency (FTE):

Period of Employment:

Appropriation Paid From: [ ] salaries [ Joprs | | salaries | 1ops

THE SECONDARY EMPLOYER MUST COMPLETE THIS SECTION
{The secondary employer is responsible for insuring that the form is completed and approved)

DUTIES TO BE PERFORMED IN SECONDARY EMPLOYMENT and EXPLAN ATIOW/JUSTIF]CATION
(Attach addmona[ sheets if necessary) )

SECONDARY EMPLOYER NAME (Pleasc Print) ‘ SIGNATURE DATE PHONE

THE PRIMARY EMPLOYER MUST COMPLETE THIS SECTION (If for any reason this statement is not applicable, a separate
statement of cxplanation from the primary employer must be attached): This employee has my approval to perform the additional duties indicated
above for the secondary employer. These additional duties will not be performed during the employee’s regular working hours with this university

and will not involve a condlict of interest with the employee’s regularly assigned duties.

PRIMARY EMPLOYER SUPERVISOR (Typed) SIGNATURE DATE
PRIMARY EMPLOYER CHAIR or DIRECTOR (Typed) SIGNATURE DATE
EMPLOYEE SIGNATURE DATE

AUTHORIZATION OF HUMAN RESOURCE SERVICES (Required for USPS and TEAMS).
[T APPROVED [} APPROVED AS MODIFIED [C] DISAPPROVED [0 FLSA OVERTIME REQUIRED

REMARKS:

HUMAN RESOURCE SERVICES SIGNATURE DATE

HR 660 1712




University of Florida — Vendor Tax Information Form

Use this form ONLY if you are a U.S. person or entity {including U.S. Collection and Use af Sacial Security Number - The request for your SSN ar

resident alien). other Taxpayer Identification Number by University Disbursement Services is
mandated by 26 U.S.C. 8041 and related IRS reguiations. If you have

If you are a foreign person or entity, complete Form W-8BEN. questions about the collection and use of Social Security numbers at UF,
please visit: http:/iprivagy ufl.edwSSNPrivacy. himl

Part 1 — General Information:

Name Taxpayer 1D Nurnber (SSN or EIN)

Business Name (DBA)

Address

City State Zip
Expenditure Type: v _ v

oo - For these expenditure typss, skip Pat 5of thisform,. . -~~~ | e

O Guest Speaker ] [0 Research Participant O Exam Proctor 0O Other:

Part 2 - Tax Status:

O individual = If the vendor is a current UF employee, provide UFID, cument job title and a brief description of the current UF job duties:
UFID: Title:
Duties {describe or attach a copy of the current job description):

O solke Proprietor {or an LLC with one owner) — The Taxpayer ID Number listed above must match the name given on the “Name” line to avaid backup withholding.
O Partnership (or an LLC with muitiple owners)
O Corporation or tax exempt entity

Part 3 ~ Exemption: (If you are exempt from Form 1099 reporting, check your qualifying exemption reason below.}

3 Ceorporation ] Tax Exempt Entity 0 The United States or O A state, the District of [] A foreign government or
Note that there is no under 501{a) {includes any of its agencies or Columbia, a possession any of its political subdivisions
carporate exemption 501 {c) (3). or IRAY instrumentalities of the United States, or or an intamational
for medical and any of their potitical arganization in which the
healthcare payments subdivisions or agencies United States participates
or payments for legal under a traaty or Act of
services Congress

Part 4 — Minority Status:

[T Non-minority [ INon-certified minority [ Centified minority  Certified by:
[__]Afican-American [__JHispanic  [__]Asian/Mawaiian [ | Native-American

[_Jwoman-owned  [_] Non-certified [ certified Certified by:

Part 5§ — Employeefindependent Contractor Determination for services provided: (Attach any supporting documentation toghe form)

t.  Briefly describe the work/service to be provided:

2. Are you a former UF employee? J:[_No ﬂY% If yes, will the proposed work/service be the same or similar to the work you performed while
a UF employee? _]:]_No [ Yes

3. Does the workiservice involve teaching? ] No _[J Yes (If yes, the course is _[] forcredit L[] not for credit.)

4. When will the work/service be performed (start/end dates, frequency, duration)?

5. Where will the work/service be provided (from home, UF-provided workspace/office, etc.)?

6. What training, instruction. and supervision will be pravided by UF regarding the propased work/service? {Please describe.)

FA-UDS-VTIF 9/2012




Division of Continuing Education
SELF FUNDED PROGRAM PAYMENT REQUEST

Today’s Date:
Dept. Contact: Name: Phone: Fax: E-mail:
PAYEE'S NAME UFID TITLE
COLLEGE DEPARTMENT ADDRESS
Dates of Service: to Number of Hours:
New hire to UF (paperwork attached) Current UF Employee
Retiree (ottached Rehire Retiree Exception Form) Terminate appointment after payment
Extra State Comp OR LSP
Services associated with: Credit Course Non-Credit Course
DEPTID FLEXFIELD EARNINGS AMOUNT GOAL AMOUNT
Supervisors’ Name: UFID:
SERVICES PROVIDED:
DO NOT WRITE IN THIS SPACE
HRAC:
HR600 on file
LSA onfile i
/ » /
Department Chair Signature Date DCE Signature Date
Charles Koenig
Printed Name Printed Name

Revised 01/04/2017




7. Will UF provide supplies, equipment, materiais, or tools to accomplish the work/service? _D_No _D_Yes {Please describe.)

8. Do you perform similar work/service for others? _D_No _D_Yes

9. Will you be reimbursed for any expenses that you incur white performing the proposed wark/service? J:I_No _E]_Yes (Please describe.)

Part § ~ Certification:
Under penalties of perjury, | certify that:

1. The taxpayer identification number provided on this fomm is correct {or | am waiting for a TIN to be issued to me), and

2. | am not subject to backup withholding because (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue Service
(IRS) that | am subject to backup withholding as a result of failure to report alf interest or dividends, or (¢) the IRS has notified me that | am no longer
subject to backup withholding.

3. 1am g U.8. Person (including a U.S. resident alien).

As a vendor performing service for the University of Florida, | understand that | am not covered under the State of Florida Worker's Compensation Law
(F.S. 440) and it is my responsibility to obtain personal liability insurance. | am also aware that all taxes aitributable to any service that | render ta the
University of Florida are my responsibility.

Signature of U.S. Person (Payee) Phone Date

ANY TAXES, INTEREST OR PENALTIES ASSESSED AGAINST THE UNIVERSITY OF FLORIDA BY THE IRS DUE TO MISCLASSIFICATION OF AN
INDIVIDUAL AS AN INDEPENDENT CONTRAGTOR WILL BE PAID BY THE DEPARTMENT AUTHORIZING THE CONTRAGTUAL RELATIONSHIP.

Univ. of FL. Department

Univ. of FL Dean, Director, Chairperson Name or Designee Signature Date

Once completed, please return to the UF department you are currently working with. The department will be responsible for obtaining the appropriate signature
of their department chair, dean, or director and submitting the form to Vendor Maintenance at:

Mail: Vendor Maintenance
PO Box 115350
Gainesville, FL, 32611-5350
Fax: 352-392-0081 eMail: addvendor@ufl.edu

FA-UDS-VTIF 9/2012



Release, Indemnification, Waiver, and Hold Harmiess Agreement
Native American Politics Spring Break 2017
Plains Indian Tribes Experience
(Colorado, Wyoming, Montana, South Dakota, Nebraska)

In consideration for being allowed to participate in Academic Work/Research in the above named
location (the “Program”), I hereby RELEASE and DISCHARGE The University of Florida Board of
Trustees, The State of Florida, their employees, agents and assigns (collectively, the RELEASEES)
from any and all liability, arising out of any loss, damage, or injury, including death that may be
sustained by me, or to any property belonging fo me, or both including but not limited to any claims,
demands, actions causes of action, judgments, damages, expenses and costs, including attorneys’
fees, which arise out of, result from, occur during or are connected in any manner with my
participation in the Program or any related travel or activities, including such loss, damage, injury or
death that may result from RELEASEES' own negligence, and | further WAIVE any right | might
otherwise have and COVENANT NOT TO SUE said RELEASEES in connection with any such
liabitity.

I am fully aware of risks and hazards connected with participation in the Program, and related
activities, including but not limited to exposure to infection and infectious diseases, rebellion, potitical
unrest, internal turmoil, traffic accidents, and crime, which could result in serious or mortal itiness,
injuries and property damags, and am fully aware that there may be risks and hazards unknown to
me connected with such participation, and | hereby voluntarily elect to participate in the Program,
and related activities, knowing that conditions may be hazardous or dangerous to me and my
property. | understand that | will be subject to tribal laws and regulations on Native American
reservations, in addition to state and local laws and regulations during the Program.

t am fuily aware that work associated with the Program can be physically and mentally rigorous, and
the possibility of illness, accident or death is always a concern. Furthermore, | am aware that the
University of Florida strongly recommends that | receive assurances from a physician regarding the
rigors of travel as they relate to any special conditions and/or needs | may have.

I further hereby AGREE TO INDEMNIFY, DEFEND AND SAVE AND HOLD HARMELESS the
RELEASEES and each of them, from any loss liability, damage or costs including court costs and
attorneys’ fees they may incur as a result of any claims, demands, actions, causes of action,
damages or judgments, which arise out of, occur during, or are in any way connected with my
pariicipation in the program or any related travel or activities.




In signing the release | ACKNOWLEDGE and REPRESENT that:

I have read the foregoing release, understand it and sign it voluntarily as my own free act and
deed; no oral representations, statements or inducements, apart from the foregoing written
agreement, have been made;

I 'am at least eighteen (18) years of age and fully competent;

| execute this release for full, adequate and complete consideration fully intending to be bound
by the same and intending to bind my heirs, successors, assigns, personal representative and
gstate;

I agree that this Release, Indemnification, Waiver and Hold Harmless Agreement is to be
construed under the laws of the State of Florida, U.S.A. and that venue shall be in Alachua
County, Florida. If any portion hereof is held invalid, the balance hereof shall continue in full
force and effect.

Student Name (printed)

Signature

UFID#




Native American Politics
Spring Break 2017
Department of Political Science
University of Florida
Student Code of Conduct

Students enrolled in the Native American Politics Spring Break (1 credit hour) trip to Colorado,
Wyoming, Montana, Nebraska, and South Dakota are bound by the University of Florida Student
Honor Code and Student Conduct Code (appended below).

Students must comply not only with University of Florida regulations, but also all federal, state,
and tribal laws, regulations and ordinances.

The U.S. Constitution provides that Native nations are sovereign entities on reservation lands.
Alcohol is prohibited on the Wind River (Wyoming) and Pine Ridge (South Dakota)
reservations per tribal laws. Under-age drinking outside of tribal reservations is illegal per the
laws of Colorado, Wyoming, Montana, Nebraska, and South Dakota. Under-age drinking,
excessive alcohol consumption, drug use, and/or indecent or disorderly conduct will not be
tolerated.

Students are expected to exercise cultural sensitivity and decorum in interactions with guest
speakers, tribal leaders, representatives, and residents, as well as with one another and with
faculty and teaching assistants. Sexual harassment of any kind will not be tolerated.

Violations of the Student Honor Code and Conduct Code, or violations of federal, state, or tribal
laws, regulations, and ordinances may result in immediate dismissal from the program.



Native American Politics
Spring Break 2017
Department of Political Science
University of Florida
Student Code of Conduct

ACKNOWLEDGMENT

L , UFID

(print full legal name)

acknowledge that [ have read and understand the University of Florida Student Honor Code and
Code of Conduct. Further, I acknowledge my responsibilities to follow all federal, state, and
tribal laws, regulations and ordinances during the Spring Break course (4 March — 12 March
2017). Tunderstand that violations of the University of Florida Student Honor Code, Code of
Conduct, and/or federal, state, or tribal laws, regulations and ordinances may result in my
immediate dismissal from the program and potential academic and legal sanctions by governing
authorities.

(signature) ‘ (date)
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TRAVEL} INSUREDz

Group Number: 71756

Underwriter: United States Fire Insurance Company

Plan: Student Deluxe (SD15)

Group Name: Native American Politics - University of Florida
Tour Name: Native American Politics - University of Florida
Dates: 3/4/2017 — 3/12/2017

Group Size: 10

Policy Number- S Traveler®

170221801502 03/04/2017 - 03/12/2017
170221SD1503 03/04/2017 - 03/12/2017
170221SD1504 03/04/2017 - 03/12/2017
170221SD1505 03/04/2017 - 03/12/2017
170221SD1506 03/04/2017 - 03/12/2017
170221SD1507 03/04/2017 - 03/12/2017
1702218D1508 03/04/2017 - 03/12/2017
170221SD1509 03/04/2017 - 03/12/2017
1702218D1501Q 03/04/2017 - 03/12/2017
1702218015011 Conley, Richard 03/02/2017 - 03/13/2017
Customer Care Non-Insurance Travel Assistance Services Where to Report Claims
1-866-684-0218 1-888-268-2824 (Toll-Free US/Canada) Travel insured Intemational

1-603-328-1725 (Collect Outside US/Canada) £.0. Box 6503
Glastonbury, CT 06033
1-800-243-2440 (Weekdays 7:45 AM-5:30 PM ET)
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Off-Book Experiential Learning Course Check List

Obtain department chair approval for course (and insure appropriate course designation/credit hours)
Consider the hire of a graduate assistant

If course is considered an overioad for faculty and/or graduate assistant, complete form HR 600 and return
to Shared Services or departmental staff

Complete process through University Curriculum Committee for a specific course
designation {if course will be taught on regular basis)

List course with Registrar; insure section number is “DEPX” for manual enrollment

Develop course enrollment form

Develop course brochure/website information

Market course as appropriate

Develop line-item budget.

Complete Self-Funding Proposal through Distance and Continuing Education

Obtain UF Purchasing card

If renting a 15-passenger van, complete training at http://www.chs.ufl.edu/programs/hazard ergo/vanpol
Complete Vendor Tax Form to process payments to travel guides, speakers, etc. in advance of trip
Obtam cash advance (if necessary) in advance of irip from Shared Services or departmental staff
Obtain travel authorization prior to trip from Shared Services or departmental staff

Hold “pre-departure meeting” with enrolled students .

Insure students complete liability and other required forms prior to trip

Obtain group travel insurance, if desired

Ttermize receipts from tnip (P-Card, cash) alongside budget spreadsheet and provide fo Shared Services or
departmental staff

Complete Self-Funded Program Payment Request (SFP) for faculty/graduate assistant salary and return to
Shared Services or departmental staff




Off-Book Experiential Learning Course Planning Timeline

— 12-15 months prior to trip

1. Develop syllabus, consult with department chair to obtain course approval

2. Develop preliminary budget

2. Complete Self-Funding Proposal through Distance and Continuing Education (DCE)

3. Complete process through University Curriculum Committee for specific course designation

— 6-9 months prior to trip

Fine-tune course line-item budget (hotels, van rentals, speakers, entry fees, etc.)
Develop course brochure/website information/begin course marketing

Develop course enrollment form

Obtain UF purchasing card

Complete training for 15-passenger van rental (1f applicable)

Hire graduate student assistant, if desired

S Sl e

— 3-6 months prior to trip

1. List course with Registrar with section as “DEPX” for manual enrollment of students in
following semester

2. Complete vendor tax forms to process payments in advance, as applicable

3. In consultation with DCE, determine cutoff date for student payment of program fees to
Bursar

— Two weeks — 3 months prior to trip

. Obtain cash advance (within 14 days of trip)

. Obtain travel authorization (within 14 days of trip)

. Hold pre-departure meeting with students

. Insure students complete liability and other required forms

. Obtain group travel insurance, if desired, once students are enrolled

W N —

— After the trip (within 10 days)

1. Ttemize receipts and return to Shared Services / departmental staff
2. Complete Self-Funded Program Payment Request (SFP) for faculty/grad student salary
payment approval



