
I. Table of Contents 

II. Introduction 

A. Introductory Statement 

Congratulations on being accepted to a UHD study abroad program. You are about to 
embark upon a life-changing experience and UHD will be there every step of the way to 
guide you on your journey. 
 
Now that you have applied for and been accepted to a program, there are a number of 
steps that you need to take. You can refer to the checklist on the last page of this 
handbook to stay on track. The first step, if you haven’t done it already, is to register for 
the UHD course you will be taking abroad or to complete an application for your study 
abroad provider program. Study abroad programs can fill up quickly, so it’s important to 
submit your application as soon as possible and be aware of all deadlines, especially 
payment deadlines. Study abroad providers will require approval by the study abroad 
office and/or the student conduct officer, so be sure to send the approval form to the 
appropriate person at least one month before the deadline. 
 

B. UHD Contacts 

Elizabeth Huskin 

Assistant Director of Study Abroad 
huskine@uhd.edu 

Academic Advising 

College of Humanities & Social Sciences: 

Main Building, Room 1001-South  
713-221-8460 
chss_advising@uhd.edu  

College of Public Service:  

1002 Commerce Street Suite 420 
Houston, TX 77002 
713-221-8906 
Fax: 713-223-7424 
esparzaa@uhd.edu 
 

mailto:chss_advising@uhd.edu
mailto:esparzaa@uhd.edu


College of Sciences & Tech:  

Main Building, Room 724-North  
713-221-5001 
cstadvising@uhd.edu 
 

College of Business: 

Shea Building, Suite B101 
320 N. Main St. 
Houston, TX 77002 
713-221-8675  
PointerL@uhd.edu 

Financial Aid 

https://www.uhd.edu/academics/international/Pages/international-financial.aspx 

Erika Harrison 

Title IX Equity and Diversity Officer 

Office of the President 

One Main Building, Suite S990 

Telephone: (713) 221-5771 

harrisone@uhd.edu 

III. Travel Information 

You must have a valid passport book if you wish to travel abroad. If you do not have a passport 
or if your passport has expired, UHD hosts a passport acceptance fair each semester – in 
November during International Education Week and in early February. By applying at UHD you 
will save $25 and will receive your passport much faster than if you apply elsewhere. You can 
also find passport offices by visiting https://travel.state.gov/content/p assports/en/passports.html 
Make sure that you allow 6-8 weeks for processing. It’s a good idea to apply for a passport as 
soon as you decide that you want to travel abroad. Travel agents will need your passport number 
to issue plane tickets and sometimes to book hotel rooms, so don’t think that you can wait until 
the time of departure to receive a new passport. Many countries require visas for travel and you 
must have a passport to apply for a visa. 
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UHD wants every student to have the opportunity to study abroad. While we cannot offer legal 
advice, UHD will produce letters of acceptance and program itineraries to assist students who 
need visas to travel.  Be aware that students who are not US citizens sometimes require visas to 
travel to countries for which US citizens do not need visas. If you are not a US passport holder 
you will need to determine whether or not the country you will travel to requires a visa, as 
the process can take several weeks. 

Academics 

A. Course Registration 
Students may apply to participate in any faculty-led program course(s) for which they 
have the necessary prerequisites. Students must register and pay for the course in addition 
to registering for and paying for the study abroad program. If students encounter 
restrictions in registering for the course, they will notify their academic advisor or faculty 
leader. All UHD study abroad courses must be taken for a grade and grades will be 
awarded in accordance with UHD guidelines to all students who have paid for and 
participated in the program. 
 
 

B. Credit transfer 
UHD students who participate in UHD faculty-led programs will receive UHD credit and 
grades for the course work associated with the study abroad course. Students who 
participate in provider or exchange programs will receive transfer credit for approved 
courses and the grades will not be calculated in the UHD GPA.  The UHD registrar will 
enroll students in a placeholder course to provide continuous enrollment at UHD.  
 
Students who participate in study abroad provider or exchange programs should get 
approval for more classes than they plan to take while abroad. Foreign universities often 
will not run classes with insufficient enrollment, so there is a chance you’re first course 
selection(s) will not be available. Scheduling conflicts and full classes can also impact 
one’s ability to enroll in certain courses.  Meet with your academic advisor to make a list 
of course selections and alternates. 
 
To obtain course approval, complete a course approval form, found on the UHD study 
abroad website. Submit the course approval form, along with course syllabi, to the 
associate dean of the college that houses the UHD course equivalent(s). See the study 
abroad office for assistance if necessary. Allow at least 4-8 weeks for this step, especially 
during busy times of year. You can visit the UHD course equivalency database to know 
what has been approved in the past, but each student needs to have the course approval 
form signed, even if courses were approved for past students.  
 



Twenty-five percent (25%) of the semester credit hours of course work toward the degree 
must be taken at UHD. Thirty semester credit hours of course work toward the degree 
must be taken at UHD. At least 18 credit hours must be in the upper division. UHD 
department-approved study abroad credit, although processed as transfer credit, will 
count toward University residency requirements.  

C. Living Arrangements 

UHD students on faculty-led programs stay in hotels or with host families. Most tour 
companies permit roommate requests. Students must room with those of the same gender 
unless they are married or in a domestic partnership and their spouse/partner is 
participating on the program.  

D. What students can do for fun 

E. Laws and Social Issues 

IV. Study Abroad Preparation 

A. Pre-departure Orientation 

All UHD students are required to attend a pre-departure orientation session. Two sessions will be 
offered at different times each semester to accommodate students’ schedules. The sessions will 
provide important information regarding UHD policies and procedures, health and safety abroad, 
practical advice, cultural differences and more. 

Study Abroad Portal 
All students must register in the UHD online study abroad portal. Registration allows faculty 
program leaders and the study abroad office to access emergency contact information and 
health and insurance details in case of emergency. Within the portal students have access to the 
UHD health insurance card, UHD Statement of Student Rights and Responsibilities, and a link to 
the US State Department Smart Traveler Program (for US citizens only).  

B. Disciplinary procedures 
Students are required to abide by the UHD Statement of Student Rights and 
Responsibilities while they are abroad. Any serious misconduct violations will be 
reported to the UHD dean of students, who will determine the best course of action.  

C. Alcohol Policy 
Students must abide by the UHD Alcohol Policy as stated in the Statement of Student 
Rights and Responsibilities. While UHD students will be permitted to drink legally in 
most foreign countries, orientation sessions will emphasize responsible behavior and 
cultural norms in the host country. Program funds may not be used for alcoholic 
beverages for students or faculty on a university-sponsored trip. Faculty should 



understand the importance of setting a good example and keeping alcohol consumption to 
a minimum. 

D. Health insurance 
The University of Houston System provides a blanket policy with AIG/Travel Guard for 
all students who travel on a university-sponsored or approved program. The policy covers 
medical and security evacuation and medical/travel assistance. Additionally, UHD 
provides its students with medical insurance that will cover up to $25,000 in medical 
costs while abroad.  This coverage is applicable during the program dates. If students 
choose to travel during a break in the program, the coverage will remain in effect; 
however, it is not valid before or after the official program dates.  

 

When students participate in programs where separate insurance is required or included 
by the program provider, the provider’s coverage will normally be used first. On-site 
program personnel have relationships with their insurance companies and are in a better 
position to serve as liaison in an emergency situation. For serious incidents (requiring 
inpatient hospitalization) UHD will contact AIG/Travel Guard to inform them of the 
situation and ensure that the student is receiving appropriate care. 

E. What is Sexual Misconduct? 
UHD is committed to maintaining and strengthening an educational and working 
environment where students, faculty, staff and visitors are free from sex discrimination of 
any kind. Sexual misconduct, a form of sex discrimination, is antithetical to the standards 
and ideals of the University. The University will take appropriate action in an effort to 
eliminate sexual misconduct from happening, prevent its recurrence and address its 
effects. Consistent with its commitment to addressing sex discrimination and harassment, 
UHD complies with Title IX of the Education Amendments of 1972 ("Title IX"), which 
prohibits discrimination on the basis of sex in educational programs or activities, and 
Title VII of the Civil Rights Act of 1964 ("Title VII"), which prohibits sex discrimination 
in employment.  Sexual misconduct constitutes a form of sex discrimination prohibited 
by Title IX and Title VII. 
 
In accordance with the University of Houston System's Sexual Misconduct Policy 
(SAM 01.D.08), Sexual Misconduct is a broad term encompassing a range of non-
consensual sexual activity or unwelcome behavior of a sexual nature.  The term includes 
sexual assault, sexual exploitation, sexual intimidation, sexual harassment, domestic 
violence, dating violence and stalking.  Sexual Misconduct can be committed by men or 
women, strangers or acquaintances and can occur between people of the same or opposite 
sex. 
 
The Sexual Misconduct Policy defines and describes prohibited sexual conduct and 
establishes a procedural mechanism for processing complaints of sexual 

http://www.uh.edu/af/universityservices/policies/sam/1GenAdmin/1D8.pdf
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misconduct.  Harassment based on sex is a violation of University policy and the 
law.  Sexual harassment by a public official may also be a criminal offense.   

F. What is Sexual Assault? 
Sexual Assault is any form of non-consensual sexual activity. Sexual assault represents a 
continuum of conduct from forcible rape to non-physical forms of pressure that compel 
individuals to engage in sexual activity against their will. To view the legal definition of 
sexual assault in Texas, please refer to the Texas Penal Code. 
 
For information or to file a sexual misconduct complaint, please contact Erika Harrison, 
Title IX Equity and Diversity Officer, at harrisone@uhd.edu or via phone at (713) 221-
5771 or Ivonne Montalbano, Title IX Deputy Coordinator at (713) 221-8667. 

G. On-site Logistics 
Students are required to participate in all course-related activities and excursions. If a 
student chooses not to participate in a cultural excursion, there will be no reimbursement 
for the cost of the excursion. Faculty will develop and implement an attendance policy 
that will be included in the course syllabus. 

H. What and what not to bring 
Bring: 

• Proof of Insurance 
• Passport or Visa 
• Shopping money 
• Clothes and basic hygienical products 
• School supplies 
• Medications if any 
• Some snacks 
 

Do NOT bring: 
• Culturally Inappropriate Clothing 
• An overabundance of shoes (4 maximum) 
• Too many electronics 
• Loads of snacks 
• Expensive items that can easily be lost or stolen 

 

V. Finances 

UHD students who participate in faculty-led programs where faculty teach a UHD course will 
pay UHD tuition in addition to the program fee. Students who are eligible for financial aid can 
apply their aid toward the UHD tuition. Payments for faculty-led programs are paid through the 
UHD online payment portal, which is part of the UHD study abroad portal. This payment 
schedule will include any optional fees such as single supplements for accommodations and 

http://www.statutes.legis.state.tx.us/Docs/PE/htm/PE.22.htm#22.011


excursions that are not required. Payments made through the portal will also include a non-
refundable 1.9% processing fee.  

Students who participate on provider or exchange programs and who plan to use financial aid 
will need to do the following: 

• Meet with the Financial Aid Office to determine whether or not your aid will be 
applicable to your study abroad program. In order for aid to transfer you will need the 
following documentation: 

• A consortium agreement completed by your program provider. In order to view and print 
this form, you will need the Adobe Acrobat Reader software. It can be downloaded from 
the Adobe website.  

•  Application for financial aid. Students who wish to study abroad in the summer will 
need a separate application. 

• Completed and signed course approval form. 
• Degree evaluation signed by advisor. 
• Upon completion of study abroad experience, you must submit a copy of your transcript 

to the Financial Aid office and to the Study Abroad office. 
 
 

Deadlines to submit financial aid materials 
Fall semester July 1 

Spring semester November 1 

Summer April 15 

 

If you plan to use financial aid for study abroad, all documentation must be submitted to the 
Office of Study Abroad no later than the deadlines above. 

 

You will pay UHD for faculty-led and exchange programs. Students who study on provider 
programs will be billed directly by the provider. 

 

Students who withdraw from programs after paying a deposit are subject to 
the program provider’s refund policies.  

https://www.uhd.edu/academics/international/Documents/consortium-agreement-form.pdf
https://get.adobe.com/reader/


Scholarships 

There are several study abroad scholarships that students can apply for on the 
https://www.uhd.edu/academics/international/Pages/international-scholarships.aspx The most 
popular scholarship is the Benjamin Gilman Scholarship (hyperlink), sponsored by the US 
Department of State. To be eligible for this scholarship, you must be a US citizen who is 
currently receiving a federal Pell Grant and you must study on a program that lasts at least one 
month.  

 
UHD Travel Award 
The UHD Study Abroad Travel Awards support academic studies that include a travel abroad 
component. The purpose of the University Study Abroad Award is to help increase the 
participation of UHD students in study abroad programs. Recipients are expected to be 
ambassadors of international understanding abroad and within the community upon their return. 
Funding for these awards is provided through the university’s international education fee. This is 
a competitive scholarship and not all students will receive the award. Students are encouraged to 
apply as early as possible. 
 

  PROGRAMS   DEADLINE 

For UHD Faculty-led Programs: May Programs: March 15 

June and July Programs: April 15 

Provider and Exchange Programs: Fall: June 1 
Spring: Nov 1 
Summer: April 1 

All application materials must be submitted by the dates above for consideration. 

STUDENTS MUST MEET ALL THE FOLLOWING MINIMUM REQUIREMENTS: 

1. Student must have a minimum 2.5 GPA at UHD (3.0 for graduate students). 
2. Students must have completed 12 hours at UHD at time of application (9 hours for 

graduate students). 
3. Undergraduate students must have completed 30 hours of college credit at time of 

application. 
4. Students must be enrolled at UHD for a minimum of three hours for the term abroad. 
5. Students must receive academic credit for the study abroad course or program. 

https://www.uhd.edu/academics/international/Pages/international-scholarships.aspx


6. Students who are traveling to a country where there is a US State Department travel 
warning are not eligible to receive the award. Regions within travel warning countries 
that are specifically noted as not subject to the warning will be considered. 

7. Students who require a visa for travel must show proof of timely visa application prior to 
the award disbursement. 

8. Students must clear holds on their student accounts prior to award disbursement. 
9. International students may not use the travel award to travel to their home country. 
10. Students must participate in a UHD-approved program. 

Travel award applications will be scored and the amount received will be determined by the 
following guidelines: 

1. UHD GPA 2.5-2.99                        10 points 
3.0-3.49                        20 points 
3.5-4.0                          30 points 

2. Financial need Not Pell-eligible            10 points 
Partial Pell                      20 points 
Full Pell                         30 points 

3. Program length 3 months +                     10 points 
6-12 weeks                      5 points 
Less than 6 weeks         0 points 

4. Prior UHD Travel Award recipient Yes                                   0 points 
No - first time recipient   10 points 

5. Required for student's UHD degree/program Yes                                   10 points 
No                                    0 points 

6. Application essay Rated on a scale from 0 to 10 points 

 

Travel award amounts will depend on the number of applications and fund availability. 

 
Travel award recipients agree to contribute to UHD's Office of Study Abroad Programs with a 
portfolio of experience upon completion of their study abroad program. These personal projects 
consist of ONE of the following: a media presentation, blog, personal testimony, or at least two 
hours of service to promote international education to UHD students. Students will consult with 



Elizabeth Huskin in the Office of Study Abroad prior to departing and prepare these projects 
within one month of the program end date. Students who fail to complete a project or service are 
ineligible for future awards. 

Students must reimburse UHD for all scholarship funds awarded for a study abroad program 
within 30 days if they do not complete the program for any reason. This includes those 
scholarship funds that are directly applied as payment for the non-refundable portion of a trip’s 
cost. 

VI. Emergencies 

VII. Arriving back home 

VIII. Appendix 

IX. Study Abroad Checklist 

 Receive Academic Advising 
 Register for courses 
 Get passport/visa 
 Complete and submit course approval form along with course syllabi 
 Register in UHD Study Abroad Portal online 
 Meet with the Financial Aid Office to see if yours is applicable 
 Have Consortium Agreement, Course Approval form, and Degree Evaluation all signed 

and approved 
 Decide on what to pack 
 Submit a copy of transcript to the Financial Aid and Study Abroad offices (upon 

returning) 
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