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WELCOME TO STUDY ABROAD!
The Institute for International Studies seeks to work closely with individuals or teams to develop quality faculty or professional staff-led international credit-bearing programs for students. Whether you have taught through consortium programs abroad or do not yet own a passport, you are invited to submit a program proposal. 
Faculty who are new to study abroad and developing program proposals are invited to make an appointment to speak with the Associate Director for Education Abroad to assist with the development of the proposal. Informational meetings are held once each semester to assist faculty who would like to obtain more detailed information and ask questions regarding programs abroad, including logistics and the development of a budget.

Contact Information: 

Melanie McCallon






Associate Director for Education Abroad

165 or 178 Woods Hall

Murray, KY 42071

Phone: (270) 809-2277

Fax: (270) 809-3237

Email: Melanie.mccallon@murraystate.edu
www.murraystate.edu/studyabroad
Deadlines for proposal submission is the third Friday of April annually. Proposal forms can be found at the Faculty & Staff Information page of the IIS website: www.murraystate.edu/international/. 

MSU MISSION 
Murray State University prepares graduates to function in a culturally diverse, technologically oriented society and increasingly interdependent world. The university is committed to international education as an integral dimension of the university experience. 

CHARACTERISTICS OF THE MURRAY STATE UNIVERSITY GRADUATE

Murray State University sets as its goal a baccalaureate experience that ensures graduates

who:

1. engage in mature, independent and creative thought and express that thought effectively in oral and written communication;

2. understand and apply the critical and scientific methodologies that academic disciplines employ to discover knowledge and ascertain its validity;

3. apply sound standards of information gathering, analysis and evaluation to reach logical decisions;

4. understand the roles and applications of science and technology in the solution of the problems of a changing world;

5. demonstrate a critical understanding of the world's historical, literary, philosophical and artistic traditions;

6. understand the dynamics of cultural diversity, of competing economic and political systems, and of complex moral and ethical issues;

7. understand the nature of and engage in ethical behavior and responsible citizenship;

8. understand the importance of the behaviors necessary to maintain a healthy lifestyle;

9. demonstrate mastery of a chosen field of study; and

10. value intellectual pursuit and continuous learning in a changing world.

Approved by Board of Regents

September 26, 2003

Murray
GLOBAL COMPETENCIES

Faculty should design study abroad programs that strive to develop the following global competencies in students enrolled in their programs. 
· Knowledge of at least one other country or region of the world seen through the scope of the academic field; 
· Understanding of the host culture, its values and norms, and the differences and similarities between the US and the host culture;  
· Self awareness and independent action; 
· Awareness and openness toward people of various cultural and linguistic backgrounds; 
· Ability to communicate effectively across cultures;
· Consciousness of and openness to new ideals and worldviews . 
Where applicable, faculty should strive to develop in students the ability to: 
· Apply the core skills, theories and principles of their profession to the unique needs of the international community; 
· Read, speak and write in a foreign language. 
PROPOSAL & APPROVAL PROCESS 
The proposal and approval process for MSU credit-bearing study abroad programs is as follows. Further steps following the approval will be discussed in the Planning, Recruitment, and Responsibilities sections. 
Step 1: Submit a complete Program Proposal Form to the Study Abroad Office
Beginning with the spring 2011 proposal season, this process will be online via the Horizons application system, which will launch in November 2010. At that time you will find detailed instructions online at www.murraystate.edu/studyabroad via the Faculty button.

Your online application will enable you to submit all required information, which, in addition to the course details, will include: 
· Required Signatures: you must have the 'recommendation' of your Chair and Dean/VP
· Curriculum Vitae
· Course Syllabus

· Tentative Budget Worksheet, if available

Courses already existing in the MSU catalog may be adapted for study abroad. However, if a new MSU course is proposed, faculty must simultaneously submit the course through Academic Council. Proposals for new courses may be conditionally accepted pending final approval from Academic Council.

Step 2: Committee Distribution

The MSU Study Abroad Program Review Committee consists of two parts.

· Academic Review.  To certify that courses have been adapted successfully to an international setting. 
· Logistical Review. To ensure that the study abroad program components are thoroughly developed: programming, logistics, and budget. 
Faculty may be asked to submit additional information or consider revisions if the committee has questions concerning any part of the proposal. Proposal approval is not guaranteed.
Step 3: Notification
The proposal process is not competitive and at this time the number of programs that are approved is not limited in number. Proposals will stand alone and be reviewed on their own merit. However, not all programs are guaranteed acceptance and faculty should put every effort into developing a sound and viable proposal.
Notifications to faculty will be made via email and timely confirmation will be required by the faculty to proceed with program planning. 

PROGRAM TIMELINE FOR FACULTY 2011-2012
For the following program periods: 

· Winter 2011-12
· Spring 2012
· Spring Break 2012
· Summer 2012
· Fall 2012
Faculty who are considering courses for a program period beyond the 2011-2012 year are welcome to submit early applications as well. 
	Task
	Deadline

	Meet to discuss program proposal ideas with & receive proposal development assistance from the Associate Director for Education Abroad
	Up to April 29, 2011

	Submit Program Proposal to IIS 
	April 29

	Committee Review of Proposals
	May 2-6

	Notification to Faculty 
	May 9-13 

	Program Development

· Continued course development as needed

· Establish enrollment criteria 
· Budget development

· Itinerary development 
· Create marketing material
	May-August
Marketing materials should be finalized by the time classes begin at MSU in August. 


	Attend Meeting for Faculty Leading MSU Signature Programs Abroad
	May 2011, TBA

	Recruit Students

Conduct Information Sessions as needed
	Continuous

	Participate in mandatory training offered by IIS: 

liability, risk management and emergency response, health and disciplinary issues, fiscal responsibility, course requirements, and more
	TBA

	Attend Mandatory Student Orientation

· Winter 2011-2012 and Spring 2012 Programs
· Spring Break 2012
· Summer & Fall 2012 Programs
Faculty who have not attended the all-program student orientation previously must attend. 
	November 2011 TBA 8:00-3:00

February 2012 TBA 4:30-7:30

April 2012 TBA 8:00-3:00


PROPOSAL REVIEW CRITERIA 
Academic 
· Does the program meet MSU academic standards? 
· Are the academic goals feasible? 
· Does the program clearly contribute to the achievement of the MSU mission? 
· Could this course be taught anywhere in the world, including domestically, or is it intricately tied to the location? 
· Does the program help students develop global competencies? 
· Are the advantages of teaching the program abroad clearly specified? 
· Are learning outcomes clearly linked to the international experience? 
· Does the program seem to take full advantage of the cultural resources of the country to enrich the courses? 
· Are the academic resources needed for successful implementation adequate (e.g. instructional space, library, computer access, Internet, etc.)? 
· Are the student academic expectations reasonable given time, location, and access to resources? 
Cultural 
· What is the nature and degree of exposure to the host culture? 
· Does the program design facilitate adequate integration with the host culture? 
· How is the course tied to the local culture? 
Logistical 
· Are the logistical arrangements adequate (e.g. housing, local transportation, etc.)? 
· Is the logistical support available onsite adequate? 
· Is there clear evidence of the reliability of the third party provider (if any)? 
· Does the third party possess adequate insurance against liabilities? 
· If there is no evidence of the use of a third party provider, does the faculty possess adequate knowledge to design the on-site portion of the program? 
General 
· Is the design of the program sound (e.g. format, destination, duration, cost, itinerary, etc.)? 
· Is the budget adequate and realistic? 
· Has the faculty led students on field experiences of any kind, domestic or international, previously? 
· Is the emergency plan adequate? 

PROGRAM PLANNING PROCESS
After your proposal has been accepted, you need to consider who will travel with you to the site abroad. MSU requires that you have one of the following in place for the program: 
· A second MSU faculty or professional staff member accompanying the program. This person should have traveled abroad or chaperoned students domestically previously or have expertise in student supervision. This could be a colleague in your department, another department, a Residential College Director, or someone from the Study Abroad Office. This person must be an employee of MSU. However, exceptions have been made for research partners at other universities. See the Associate Director if you have questions.
· A contact on-site abroad who will serve as your main organizer and/or contact for emergencies and support on-site. This is usually a university abroad, but could also be a tour provider. 

A second support person/structure is required in the unfortunate event that you become incapacitated and cannot complete the program OR have a student who requires constant care. This necessitates a second support person to manage the student so the program can continue as scheduled.

Step 1: Program Development
In order for the program to be advertised, certain details must be in place. You will establish specific prerequisites, create your program itinerary, establish a budget, and input your course into the MSU Schedule of Classes. 
Course development. Continue development of your program and course prerequisites and establish your course on the MSU Schedule of Classes. 

· Structure. Courses can be structured in multiple ways for study abroad programs. We have seen the following models at MSU in the past several years: 

· Stand alone summer course with the entire course taught on-site abroad with only orientation meetings prior to departure

· Full semester course with a spring break study abroad as part of the course

· Full semester spring or fall course with the study abroad following the semester either during winter break or summer break

· Second-half semester spring course with the study abroad following in the summer after the close of the semester

· Second-half semester fall course with the study abroad following in the winter after the close of the semester

· First-half semester spring course with the study abroad preceding the course in the winter break


It is your decision which model you will ultimately choose or if you will come up with a 
new way to offer your course. However, your course MUST meet SACS accreditation 
requirements and you will be required to submit paperwork to the Study Abroad Office 
preceding the program to indicate how the course hours will be counted as well as 
following the program abroad to confirm the course contact hours were met.

· MSU Schedule of Classes. You will be responsible for making sure your course is approved through Academic Council (if necessary) and putting it into the MSU Schedule of Classes through your department. 

· All study abroad courses should be entered as permission required for students to enroll so you do not end up with students who cannot participate in the program accidentally enrolling in your course.

· Courses should list the actual place - country - where the course takes place. 

· If you choose a text for your program, you should complete your department process for ordering texts through the MSU bookstore or contact the MSU Bookstore directly for assistance in ordering your text.

Enrollment criteria. Standard study abroad programs at MSU have a minimum admission requirement of academic good standing, a minimum 2.0 gpa, and disciplinary good standing. Beyond that, what, if any, additional requirements will be part of your admission process? 

· Does your program require a higher gpa minimum than standard study abroad? Are there specific courses or is there a level of knowledge a student should possess in the field before enrolling in your course? 

· Are there additional academic qualifications or requirements? 
· What is required of students to be enrolled in your program? 

· What are the physical standards students should consider? Will strenuous physical activity be involved - hiking, biking, walking for several miles each day? 

· Are special skills required - language, scuba licensing, etc.? 

Standard programs also require an application, essay, transcript, and reference for admission. Will you require additional admission documents? Or do you have specific questions you would like to ask of your students before admitting them to the program? 

Itinerary. If you have established contacts abroad, you will work directly with them to develop further program itinerary details. If you do not have extensive contacts abroad, the Study Abroad Office can assist in locating a provider for your site and connecting you with that provider for negotiation on program itinerary, which will lead to the budget. YOU are responsible for this negotiation and for final decisions regarding the program itinerary. 
Your itinerary should include details regarding program dates and the things that will take place on those dates, for example: 

Friday, March 14 – 
12:45 p.m. Depart Nashville on flight xxxx
Saturday, March 15 – 
9:42 a.m. Arrive London.  Have Guide meet us with coach at airport.  City coach tour with stops at Parliament, Westminster Abbey, Buckingham Palace, with views of other major tourist sites.  
1:00 p.m. Check into hotel.  Orientation to transit system.  Then free for lunch and evening.  

Sunday, March 16 – 
8:00 a.m. Have guide meet us for tour of Tower of London and Tower Bridge.   Free evening.  Use tube for transportation. 

Monday, March 17 – 
8:00 a.m. Depart by coach for Oxford.  
10:00 a.m. Have a guide meet us for a walking tour of Oxford campus and admission to Christ College.  
2:00 p.m. Depart by coach for RWE NPower in Didcot for a tour. 
4:00 p.m. Return to London. Evening free.  
It often takes weeks, if not months, to finalize a program itinerary. Don't get discouraged if you have to negotiate at length to finalize details of your itinerary or start over with a new provider if your initial plans fall through or pricing doesn't land you where you'd hoped. Patience is the key. Your itinerary can continue to shape up as you are recruiting for the program. BUT, once you have advertised a program price, you cannot change it. You cannot go back to students and request they pay more for a program once they have applied. 

In your itinerary development and marketing of the itinerary, make sure everything you provide to students says 'tentative' somewhere. This helps solidify for students (and you) that an itinerary is not final until a task is actually completed. 

Budget. Nail down the final budget. You will need details as indicated on the Budget Worksheet in order to complete a final budget. It will be impossible to recruit students if you have no price range for them to consider. The Associate Director for Education Abroad will work closely with you to help make sure your budget is feasible. Budget considerations are all of those details needed to secure the full price of the program: 
· Tuition

· Books

· Program promotional materials

· Cell phone usage on-site

· Calls or mailings made abroad in the planning stages

· Student application fee

· Classroom space & equipment

· Airfare – you may choose to advertise a price with and a price without airfare

· Visa fees if applicable

· Airport transfers

· Housing

· Meals

· Activities, entrance fees, excursion costs, lecture fees

· Local transportation

· Contingency funds, tips, miscellaneous

· Personal travel insurance

· Faculty director costs and stipend

You cannot secure a realistic budget without considering the full itinerary of activities you with to include. The Budget Worksheet goes through all of the above in detail but in your acceptance meeting with the Associate Director for Education Abroad, the budget issues will be addressed and assistance will be offered to help faculty begin to work through establishing the official budget and student price. Also at the meeting, a final deadline will be given for budgets to be approved by the Associate Director for Education Abroad. Any assistance and individual meetings you may need beyond this meeting are welcomed and can be scheduled at any time.

Once you advertise a program price, you will be expected to stick to that budget. Consider building in a slight cushion for your program to make sure you do not go over budget.

Step 2: Student Recruitment

Once you have established your program course, itinerary, and budget, you can begin to create your marketing plan. How will you recruit students? 

Each program is budgeted for a minimum number of students. Ultimately you, the faculty director, are responsible for recruiting the appropriate number of students for your program to make. To assist with recruitment, faculty members leading students abroad on any program are required to meet with Study Abroad staff to learn the following details: 

· Student application process including deadlines and guidelines for the student application
· Scholarships available to students
· Financial aid process for students

· Payment issues for students

· Recruitment tips from other faculty who’ve been successful 

These meetings are offered twice each semester to help faculty recruit and make sure your hard work in planning this program pays off by seeing the program make. Some recruitment suggestions are as follows (this is not an exhaustive list): 
· Print Materials. Can you create a brochure, poster, or flier to post or hand out across campus? 
· Course Fliers. Create a flier about your course and hang it all over campus. Be sure to have the flier approved by the Study Abroad Office first as sometimes incorrect information is listed (and you don’t know it!). If you want a color flier, we can print them in the Study Abroad Office for you. We can hang them, too!

· Posters. If you have time, money and some creativity, feel free to create a poster. We’ll be glad to hang it for you. For program directors, we have a Design Intern who can design a poster with your information. Please submit your request at least three weeks before you need the poster completed. 
· Brochures. The Study Abroad Office is happy to help you create a brochure based on our brochure template. They are quick and inexpensive ways to promote the program to a captive audience, such as courses you’ll be speaking to or the study abroad fair. 
· Colleagues. Make sure your departmental colleagues know you are teaching a course in your area and ask them to help you promote it. 

· Speak to Courses. Ask your colleagues if you can speak to their classes for 5 minutes. Pass out a sign-up sheet for those interested. Bring fliers/brochures for those who express interest. Don’t forget to speak to your own courses as well (monthly, weekly, daily – it’s never too much). If you are given more than 5-10 minutes you are welcome to ask a Study Abroad Advisor to come along and help with the questions you may receive.

· Information Sessions. With Food. Hold an information session about your course/program. Have food to lure students there. Be sure to invite an Advisor from the Study Abroad Office to help answer financial aid, scholarship, and application questions (and often program questions, too). 

· Social Media: Email, Facebook, Twitter. Using your running interest list, periodically send information to interested students. This could be to let them know about an information session coming up, an international forum on a topic related to the course or program site, or just an interesting tourist fact you’ve discovered and want to share. This keeps students in the loop and interested. 

· Country Forum. Create a forum, lecture, or interactive session on your location or current events/topics relevant to your location that would attract interest. This is an excellent way to educate attendees but also to advertise your program at the end of the session. 
· WWW. For Faculty-Led programs, the Study Abroad Office will create a program information webpage if you provide program details to enable this. See if your department is willing to create a link to this page and/or post an announcement about your program on its homepage. You are welcome to put announcements about your program on RacerNet or RoundAbout. The Study Abroad Office will also create a program application checklist for students to view all of their paperwork and deadlines in one spot. You can use this when speaking to classes or advising students one-on-one.

· Study Abroad Fair. The fair is always the 3rd Thursday of September, 11:00-2:00 in the Curris Center Dance Lounge. Approximately 800 students stroll into the fair during this time. Faculty teaching abroad should make this a priority calendar item for recruitment for their program. Food is provided.

Do's and Don'ts of Recruiting

· In recruiting, please honor the 'study' component of study abroad. This is an academic program. Remind potential recruits that they will gain credit for the course and how that course will be evaluated.
· Help students see that there is financial help for students who want to study abroad at MSU. Also help them see a cost comparison of your program with a solo 'trip' that they could complete after graduation (without credit). 

· If you aren't excited about the program, students won't be either. Talk about the connection of the course material to the program location. 
· Don't focus on housing. Advertising only the 4-star hotel will make your program seem like a vacation. Conversely, focusing on the modest accommodation will give students a sense that they aren't 'getting what they pay for.'
Step 3: Student Selection

Keep in mind throughout recruitment that just because a student applies does not mean s/he will be accepted to study abroad. Students must be in good standing both academically and disciplinarily at the university in order to study abroad. Therefore, do not guarantee students admission to the program. There could be issues you are not aware of in their MSU record.
As of November 2010, all student applications are received electronically in the Study Abroad Office. Once the deadline has passed the faculty director will receive electronic access to the student applications for his program. A staff member from the Study Abroad Office will review applications while the faculty reviews them as well. Recommendations will be made together regarding acceptance of students. In some cases interviews may be needed. The Study Abroad Office will set up these interviews and be included with you in the interview process. All interviews will take place in the Study Abroad Office. 

Step 4: Faculty & Student Orientation

Faculty will be provided with a meal and orientation to discuss what your responsibilities abroad will be, what paperwork is required upon return, financial reporting requirements, the crisis management procedure at MSU, how to deal with disciplinary and medical issues abroad, and more. This meeting will be scheduled when all new faculty leaders are available and scheduled well in advance. If you are unable to attend the faculty orientation, you can make an appointment to watch the video of orientation in the Study Abroad Office.

Student Orientation is scheduled up to a year in advance and dates are available on the MSU website. You will be made aware of the orientation date for your students well in advance at the faculty meeting. All faculty directors who are leading programs abroad for the first time will be required to attend the student orientation. Typically the orientations are as follows: 

· Winter and Spring programs: Saturday session in November

· Spring Break programs: Friday evening session in February

· Summer and Fall programs: Saturday session in April 

A sample student orientation agenda is: 
	Schedule of Events

	8:00-10:30
	All Student Orientation

Breakfast will be set up by 7:30 a.m. 
	CC Theatre

	10:30-10:45
	Coffee Break
	CC Theatre Concourse

	10:45-12:00
	All Student Culture Orientation
	CC Theatre

	11:00-12:00
	Parent Session
	CC Barkley Room

	12:00
	Lunch
	CC Theatre Concourse

	12:15-12:45
	All KIIS Programs
	CC Theatre

	12:15-2:30
	CCSA London 
	CC Cumberland Room

	12:15-2:00
	Discover China
	CC Ohio Room

	12:15-2:30
	University of Regensburg, Germany Exchange
	CC Barkley Room

	12:30-1:00
	Kansai Gaidai University, Japan Exchange
	CC Tennessee Room

	12:30-1:00
	Tampere University of Technology, Finland Exchange
	CC Mississippi Room

	1:00-3:00
	Discover Korea
	CC Theatre

	1:00-3:00
	IBS: International Business Seminar
	CC Tennessee Room

	1:00-1:30
	Tessedik Samuel Foiskola, Hungary Exchange
	CC 3rd Floor Concourse

	1:00-1:30
	All AustraLearn Programs
	CC Mississippi Room

	1:30-2:00
	All CEA: Cultural Experiences Abroad  Programs
	CC Mississippi Room

	Tuesday, April 14, 4:30 p.m.
	CCSA Scotland
	Woods Hall Conference Room, 181

	Already Met
	IPAI Germany Music Program
	----


Orientation Agenda

A. Introductions

B. Packing

C. Departing the U.S.A.

D. Arriving Overseas

E. Returning from Abroad

F. Taking Money

G. Health & Safety

H. MSU Crisis Management

I. Cultural Immersion

The afternoon meetings will be set aside for you to delve into program details and you will lead the afternoon session as the faculty director. It is important for our faculty to attend student orientation so that you understand what is expected of our students and what has been covered by MSU. Your responsibilities for orientation will be more program specific, covering at least the following topics:   

· Academic expectations

· Conduct expectations

· Specific packing items needed, including dress and weather considerations

· Any departure or arrival specifics – getting tickets, meeting at the airport, getting from the airport to accommodation

· Accommodation specifics, linens provided, etc.

· Meal specifics, which are provided

· Anticipated on-site schedule

· Course registration and grades

· Anticipated amount of money needed, currency, current exchange rates

· Insurance specifics

· Emergency contact information and crisis guidelines
More details regarding student orientation will be covered at the mandatory faculty director orientation. 
PROGRAM REPORTS 
Faculty leaders will submit two program reports upon their return. 
Program Log. The Program Log is a daily hand-written account by the faculty leader of program events. Especially desired in the log are the following components: participant disciplinary issues, participant medical issues, notes on specific cultural or programmatic events that require change or warranted specific participant complaints. 
Evaluation Report. This report should include the following: 
· Contact hours for the course, including pre-departure and post-program course activities or requirements

· An evaluation of the successes and failures of the program 
· A financial analysis report with receipts and a completed Travel Voucher form, found online at Forms Central: http://racernet.murraystate.edu/forms/ 
· A discussion of how the faculty will address any issues from student evaluations that may have surfaced in the program 
· What changes, if any, should be made to correct any failures (e.g. academic, logistical, budgetary). 
· Signature of the faculty
If significant changes are proposed for a future repeat of this program, faculty leaders may be required to seek approval from the Academic Council and / or the Study Abroad Curriculum Advisory Committee.

FACULTY RESPONSIBILITIES BREAKDOWN
Program development 
· Establish program itinerary 
· Organize and plan all group trips and events (e.g. excursions, speakers, farewell dinner, etc.) 
· Work with overseas agents and vendors (e.g. host institutions, hotels, travel agency, housing coordinator, etc.) to set up the program and pay these agents and vendors for services
· Apply for a Purchasing Card on the Study Abroad Office budget if necessary (this must be done several months in advance of your program departure in order to be of any use)
· Contact OSAC to have program itinerary approved for safety
· Establish preliminary and final program budgets in consultation with IIS Associate Director 
· Attend pre-departure faculty meetings held by IIS

· Student recruitment and preparation: 
· Promote program (e.g. class visits, e-mail, word of mouth, etc.) 
· Organize and facilitate program recruitment information meetings 
· Interview and select applicants (if required) 
· Organize at least two pre-departure orientation meetings 
· Disseminate site-specific orientation materials to students, including faculty pre-departure and on-site contact information and student housing information (with copies to IIS) 
· Be informed about student pre-departure materials provided by IIS 
· Attend student orientation provided by IIS
Academic Responsibilities 
· Submit your course to Academic Council for approval if necessary

· Submit your course to be created in the MSU Schedule of Classes on the appropriate timeline

· Ensure students are signed into your course and monitor this as students are issued acceptance for the program
· Distribute course syllabus to students 
· Teach course(s) approved on program proposal with the appropriate number of contact hours 
· Obtain any necessary approvals from MSU departments for courses taught by on-site instructors 
· Collect copies of syllabi for courses taught by on-site faculty and submit to IIS 
· Select and arrange for local guest lecturers to enrich course(s) 
· Oversee drop/add procedure where applicable 
Onsite Responsibilities 
· Check in with IIS upon arrival at program site 
· Participate in group excursions and events 
· Provide students and IIS with contact information during program free periods 
· Collect travel information from students who are traveling during weekends 
· Proactively assist students as needed with logistical challenges (e.g. how to ride public transportation, change money, use a telephone, etc.)

· Respond in a timely manner to students in crisis (e.g. accident, illness, family problems at home, etc.); contact IIS immediately about serious cases 
· Monitor group dynamics and activities as is feasible and intervene as needed 
· Promptly report to IIS and document any inappropriate student behavior 
· Monitor spending against program budget 
· Double-check return flight details 24 hours prior to schedule departure
Post-program Implementation Responsibilities 
· As required by the Accounting & Financial Services, reconcile cash advance with original receipts within 2 weeks of the end of the program 
· Submit program reports to IIS within 2 weeks of the end of the program 
· Submit grades to Registrar’s Office according to schedule posted by the Registrar’s Office
GUIDELINES FOR ACCOMPANYING FAMILY MEMBERS 
1. Employment. Family members may not be hired to perform duties on MSU study abroad programs if the duties are under the general supervision or direction of the faculty leader. “Hired” means receiving monetary compensation for services provided. 
2. Liability. Family members are responsible for their own safety and security and must also have appropriate health, repatriation, and evacuation insurance. Dependent insurance is available through the MSU plan with Cultural Insurance Services International.  
3. Accommodations. Accompanying family members may share accommodations with the faculty director, provided such sharing is allowed by the housing provider. If housing costs are based on a “per person” rate, MSU will reimburse faculty for one person only. 
4. Minor children. Children accompanying faculty directors must be adequately supervised at all times. The presence of minor children or other family members should not interfere with the implementation of the program. Faculty and faculty directors bringing children must bring an additional adult to supervise the children should an emergency or other daily logistical issues require the full attention of the faculty.

5. Family members will be required to pay the program fee if they participate in any program activity (e.g. excursions, tours, group meals, etc.). 

IIS ROLE AND RESPONSIBILITIES 
Program development 
· Initiate/assist with new program development 
· Program support and management 
· Assist faculty on budget development 
· Serve as a centralized office for collection of student applications and dissemination of study abroad information 
· Develop and maintain records for purposes of financial payments, registration, and statistical reports 
· Provide information and mandatory orientation sessions 
· Prepare faculty and student handbooks 
· Process financial transactions related to faculty and program expenses 
Marketing and communications 
· Coordinate on-campus promotion of study abroad (e.g. study abroad fair) 
· Assist faculty with program recruitment (e.g. class presentations, etc.) 
· Present study abroad information at campus events (e.g. first year student orientations) 
· Maintain program and study abroad-related information on the Web as delivered and provided by the faculty or faculty director
Advising 
· Respond to student inquiries and advise on program selection 
· Refer students to appropriate procedures (Housing, Student Financial Aid, Registrar, etc.) 
· Collect and manage all student paperwork

Assessment
· Collect, review and analyze student evaluation forms 
· Review program reports 
· Meet with faculty leaders to debrief program and discuss improvements and continuation
Safety and Security 
· Work with other units on campus to ensure the safety and security of study abroad students 
· Update safety and security procedures as needed
· Compile Emergency Management and Crisis Response materials 
Others as needed
STUDY ABROAD POLICIES & PROCEDURES 
For Students
*Once we know a program has made, each faculty must submit a letter of support from his/her Department Chair.

*Faculty requirements: when program closes, need a statement (perhaps make a form?) that tells how many contact hours were included for the course - for accreditation purposes. 

*Grades: Have faculty turn in a report with grades to SA Office for any program during which a faculty is not turning in a grade directly to MSU - what programs would this be? Do we have any? 

*Fees. Meetng with Jim, Jackie, Mike on 5-15-07. All programs with program fees established by MSU must go through board via memo from me thru Mike to Provost and on to VP Financial 

*Include the transfer credit process and policies related - include grade transfers and the _____ system 

Application to Study Abroad 
Study abroad is a privilege, not a right. Students will be accepted based on their fit for a specific program. Interviews may be required. Students may or may not be provided with specific information regarding why an application was rejected. Incomplete applications may not be considered for program acceptance. All application pieces will be opened by the Study Abroad Office for review by the staff and, if applicable, the appropriate committee. Reference Release forms will be required for each reference letter submitted.
Academic Probation. Students on academic probation at the time of application may not be considered for the program or may be issued conditional admission based on removal from academic probation. Students who are accepted to study abroad and then fall into academic probation prior to the program departure will forfeit all funds they have paid that cannot be recovered by the IIS and not be permitted to participate in the program. 

Disciplinary Probation. Students are required to submit a Disciplinary History form to be accepted to study abroad. This form is completed by Student Affairs and reveals if students are on disciplinary probation or have a disciplinary record of any kind at the university. Students whose records show a history of disciplinary action may not be permitted to study abroad. An applicant under active investigation for disciplinary action may not be permitted to study abroad. If an applicant is accepted and prior to program departure commits an actionable offense, s/he may not be permitted to study abroad.
3.      Decide who will have access to disciplinary records and who makes admissions decisions based on such records.

4.      Define the types of conduct violations that will (and will not) require review.

5.      Define the number of conduct violations acceptable (or unacceptable) to your institution.

6.      Identify conduct violations that are severe enough to warrant an automatic denial of participation.

7.      Discuss whether or not there certain types of programs or locations that require a stricter code of conduct (and how this will be applied to the review process).

8.      Decide whether a student who is on disciplinary probation due to a past violation is eligible to apply.

9.      Implement an appeal process for the decision to delay or deny participation.

10.  Determine whether or not you will require applicants to submit evidence of a background check. If so, provide instructions on how to obtain such records as well as  the average cost and time line for receipt of the documents.

11.  Have your process, including any documents or template letters, vetted by colleagues in general counsel, residence life, and/or student judicial affairs.

12.  Post your judicial records review policies and procedures on your web site (and/or your student handbook).

GPA. Some programs have a minimum gpa requirement above the standard MSU requirement of ‘good academic standing’. If a program requires above a 2.0, this information can be found in the program brochure and/or in online program information. 

Language Proficiency. Some programs require a certain standard of language proficiency, which is noted in the program brochure and/or in online program information.

Class Standing. Some programs may require a specific class standing. Unless otherwise stated, however, all programs welcome freshman through senior. Many programs welcome graduate student applicants as well. Please see specific program details for any restrictions.
Paperwork & Orientation

On checklist and/or emailed to you by study abroad office
Late fees

Late fees will appear on your MSU account 

Must attend orientation or watch video – exemption requests

Credit & Registration

Students must register for their program through the MyGate system. Faculty leading the program abroad and/or Study Abroad Office staff will permit students admission to the courses required for their program. It is then the responsibility of the student to enroll in the course through MyGate. The Study Abroad Office cannot do this for students before, during or following the completion of a program. 
Students who do not register themselves for the appropriate course(s) or fail to ensure they are enrolled in the correct course by checking MyGate to confirm will be required to contact the appropriate professors and/or the Registrar’s Office for direct assistance. 

Students understand that they must maintain full-time status on semester programs in order to make significant academic progress for the purposes of Federal Financial Aid and many MSU and outside scholarships. It is the student’s responsibility to ensure they are registered for courses full-time and maintain this status during fall and spring semester programs abroad. 

Grades

*policies on course load, drop/add, w/d, pass/fail, directed/independent study, grading policies abroad adhered to at MSU

All grades earned on a study abroad program will be awarded at MSU as they are awarded on the program. Therefore, if a course is graded A to E, the student transcript at MSU will reflect the letter grade earned on the program. If a course is graded as a Pass/Fail, the student transcript at MSU will reflect Pass or Fail. All grades will be reflected on your MSU transcript and be calculated in your gpa. 

Students on the Semester in Regensburg program will be enrolled at MSU for all course credit while abroad. Grades will be awarded and released on the regular MSU schedule. 
Students on the CCSA programs will be enrolled at MSU for all course credit while abroad. Grades will be awarded and released through CCSA and provided to the MSU Campus Representatives for CCSA. Grades will then be provided to the Registrar’s Office for placement on the MSU transcript. This means, however, that in some cases students will receive an I on their transcript if grades at MSU were due before the grades were released by CCSA. Once grades are received at MSU, the I will be erased and replaced with the grade earned and the gpa will be recalculated. 
Students on semester exchange and affiliate programs will be enrolled at MSU for INT 310, a 12 hour course that will indicate you are a full-time student at MSU though you are participating in a program abroad. This course will not carry a grade – instead students will see an R as a grade for this course. When the transcript is received from the exchange or affiliate program, the INT 310 course will be erased and replaced with actual courses taken from abroad. 

· Student Course Approval Process. Students participating in many programs will be required to complete an Anticipated Evaluation of Credit form. This form sets forth an agreement on the credit students will earn on the program abroad for those programs on which students do not earn direct MSU credit. Students must complete this form prior to program departure where required and will be given no more than one week after the receipt of the program transcript to provide any additional material for any courses that were not pre-approved.
Financial Aid & Scholarships

Responsible for making sure their aid applies to specific program


Students on semester programs accept and understand that transcripts for semester study abroad programs may not be released until up to 60 days following the last day of finals on their program abroad. Therefore transcripts may not be issued to MSU for the program abroad until after the next semester at MSU is well underway. As such, students understand that they must notify the Study Abroad Office if they are receiving any sort of financial assistance – KEES, Federal Financial Aid, or Scholarships – to ensure that these funds are not rescinded due to the lack of academic progress. Students who are on this aid will likely receive a letter from the MSU Scholarship and/or Financial Aid office letting them know they have not made significant academic progress and that they are not eligible for aid any longer. It is vital that students have notified the Study Abroad Office prior to program departure to inform of their aid. The Study Abroad Office notifies the Bursar, Financial Aid, and Scholarships of students who are abroad and asks that accounts be held harmless until transcripts arrive from abroad. This means that you will be allowed to attend class upon return to MSU even if your transcript has not been received from abroad. It also means your aid will not be given to another student, but be held for you until your transcript is received from abroad. 
Program Refunds

In case of w/d

In case of cancellation
Billing 

Conduct Code

Expulsion Procedure

Program Withdrawal 

Program Cancellation

MSU POLICIES AND PROCEDURES FOR STUDY ABROAD 
POLICY GOVERNING Travel to Other Countries by University Faculty, Staff and Students 
(Approved by the Chancellor’s Cabinet on September 17, 2002)  
Faculty, staff and students should be aware of Travel Warnings issued by the U. S. Department of State concerning countries for which travel by U.S. Citizens is considered dangerous and should be avoided.  Prior to making any travel plans, those wishing to travel abroad using MSU or external research funds should check the U.S. State Department Website for advisories 
(http://travel.state.gov/travel_warnings.html) and the Risk Management Website 
(www.saf.tcu.edu) for a current listing of restricted countries.  MSU will not permit employees to travel on University business to countries where Warnings have been issued.   
Individuals should be advised that MSU Risk Management (insurance coverage) will not cover any claims arising out of travel in areas where a Travel Warning has been issued.  Further, emergency repatriation coverage may be limited or not available in additional countries that are not on the State Department Travel Warning list.  University travel is prohibited to countries listed on the MSU Risk Management site without prior written approval by the dean or unit head. 
In cases where the State Department has issued a Public Announcement (short-term risk conditions) for dangerous areas within a country, MSU faculty/staff/student groups are not permitted to travel in the designated area without prior written approval by the dean or unit head.   
If a faculty/staff/student group has planned for travel abroad and a Travel Warning is issued prior to departure, that travel must be cancelled, even if deposits have been paid.  If an individual or group has departed prior to a Travel Warning, the individual or group must return to the U.S. as soon as possible.  In both cases, university funds will be permitted as expense reimbursement.   
Contact should be made with MSU as soon as possible to coordinate return and to establish a communication point.  MSU has an international 800 number that provides twenty-four hour emergency contact from most countries.  An information travel card is available through MSU 
Connect (ext 4357). 
Itineraries and emergency contact information should be on file with the department chair prior to travel on any MSU funded trip outside the U.S. 

PROGRAM SUSPENSION OR CANCELLATION POLICY during times of social unrest 
The decision to suspend or cancel a MSU study abroad program will be based on conversations 
with 
 MSU administrators and faculty leaders 
 In-country MSU program staff 
 Officials at the host institution (if any) 
 In-country US Embassy officials 
 Other officials from US agencies and/or NGOs 
 The appropriate US State Department Country Desk Officer (s) 
CRITERIA FOR SUSPENSION OR CANCELLATION OF PROGRAMS during times of social unrest (not in rank order) 
 Declaration of war by the US against the country or an adjacent neighbor 
 Declaration of war by a third country against the country of the programs location 
 Significant terrorist activity in the program city 
 Protracted or indefinite closure of the host University 
 Inability of the local MSU staff to organize and carry out an academic program outside of the host institution (if any) 
 Disruption of public utilities and/or services 
 Widespread civil unrest, violence and/or rioting 
 A declaration of martial law in the program city 
 Recommendation of suspension/cancellation by the MSU program staff in-country 
 Travel warning and/or specific directive by the US State Department and/or US Embassy 
PROGRAM CANCELLATION POLICY under other circumstances 
The IIS will cancel a program under any of the following circumstances 
 Registration does not meet the minimum number of students required 
 Professor does not fulfill his/her academic and administrative responsibilities, as stated in the teaching contract 
Decisions on program viability will be made by March 15, 2006.

INTERNATIONAL TRAVEL REIMBURSEMENT POLICY FOR TEACHING ABROAD 
POLICY 
 Program-related expenses cannot exceed preset budgets by more than 5% 
 The director of international education must approve expenses not anticipated in the original budget. A program fee adjustment may be necessary 
 During emergencies, faculty may incur in expenses without prior approval (e.g. renting a bus to get out of a city after a natural disaster or terrorist attack) 
 Original receipts are required for every expense item. According to the IRS, reimbursements made without proper documentation must be reported as taxable income 
 Tips are not to exceed 10 – 15% on meals, depending on the circumstances (such as the size of the group). Explanations should be provided for tips that exceed 15% 
 The reimbursement rate for business use of personal vehicles will follow IRS guidelines (currently at 40.5 cents –USD– per mile) 
PROCEDURES 
 Tape all receipts to plain paper and attach to reimbursement form 
 IIS will provide a travel log form to keep track of daily expenses 
 Transfer the records from your travel log to the reimbursement form (Excel files provided by 
IIS) 
 Convert foreign currency to US dollar amount and notate the exchange rate on the front of the reimbursement form. We recommend the following site for checking exchange rates: 
http://www.oanda.com/convert/fxhistory 
 Submit reimbursement form and receipts documenting all expenses for meals and other business related expenses within 30 days of completion of the trip 
Questions regarding the Center for International Education’s policy for travel reimbursements related to international travel/meals may be directed to the Director of the Center.

REFUND POLICY FOR MSU SUMMER PROGRAMS 
If MSU cancels a program prior to its start, MSU will refund in full all payments (program fee + tuition) made for a MSU program 
If MSU cancels a program after its start, reimbursements will be limited to unused funds 
If a student withdraws from a MSU program before the April 5 payment deadline, MSU will refund all but the $500 deposit 
If a student withdraws from a MSU program after April 5 but before the start of the program, program fee refunds will be limited to recoverable costs from contractual obligations 
If a student withdraws after the start of a MSU program, no program fee refund will be given 
MSU’s tuition refund policy for summer sessions, as specified by the Official Academic Calendar, applies to tuition refunds for education abroad programs sponsored by MSU.
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