
GUIDE TO DEVELOPING AN EXCHANGE PROGRAM



Exchange agreements between institutions are based on the idea of reciprocity whereby they consent to exchange an equal number of students over a given period of time, typically five years.  The student visits the host institution for a set period; a semester or an academic year.  Students pay their tuition and student fees to their home institution and are integrated into the regular programs of the host institution.

During the exchange period, students have the opportunity to learn about another culture, develop international perspectives, and gain skills such as – resiliency, flexibility, a second language, greater confidence, and an open and more tolerant attitude.  

Participating campuses benefit through the enrichment an exchange student brings to their classes and campus activities.  These international students obtain worthwhile educational experiences in addition to becoming life-long ambassadors for VIU.

Types of Exchange Agreements

These are the most common models of exchange agreements:

Departmental (program-specific) agreements:  Students enrolled in a particular department participate in a direct exchange with students in the same or similar department internationally.

Faculty-based agreements: Similar to departmental exchanges, but broader in scope and include all departments falling under a specific faculty.

Institution-wide agreements:  These agreements allow students from the majority of programs at an institution to participate in the agreement.

The Education Abroad Office

The Ed Abroad office will assist with administrative tasks such as:

· Preparation of the exchange agreement.

· Providing all necessary forms including applications, waivers, and student award forms.

· Primary contact for the incoming and outgoing exchange students.

· Providing advice to outgoing and incoming students on pre-departure administration as well as travel-related and academic tasks they must undertake.

Contact Information



Manager of Education Abroad – Audrey Hansen, B255 R264, Local 6312, Audrey.Hansen@viu.ca 
Steps to Follow

Secure Departmental Support.  Faculty should determine if other members of their department are supportive of a new exchange partnership.  

· Does the proposed exchange support the goals and objectives of the department?

· Does the exchange fill a curricular need that is not being met by any of our current partners?  Will it enhance current course offerings?  Offer something that cannot be accomplished on campus?

· What are the key faculties/departments/programs that would be suitable for this exchange?

· Is there sufficient interest among your students to study at the partner institution?
Select the Right Exchange Partner.  Criteria to consider when selecting a partner institution: 

· Are course descriptions available to determine whether students will get credit for the courses they take abroad?

· Is the quality of curriculum and teaching at the partner institution compatible with VIU?

· What is the language of instruction?  What level of competence will be required for exchange students?

· Are the academic terms compatible?

· Does the locale offer a reasonable cost of living and suitable living arrangements?  

Weigh potential problems against the benefits:

· Is the mode of instruction compatible with the expectations of VIU students?

· Are there threats to the safety and security of students? Are the health risks manageable? What about political stability?  
· Are your students interested and able to go abroad for a semester or year?
Visit the Partner Institution.  Answering these questions may involve some research and may require a visit to the potential partner institution.  Funding may be available through a VIU Travel Grant  http://www.viu.ca/internationalization/travelgrants.asp 
Prepare for the visit.  Have relevant statistical information, program descriptions, and course outlines available.  Include general information on campus life, accommodation, and the cost of living.  Obtain the same information from the partner.  If it becomes apparent that the other institution will not make a suitable partner, it is best to indicate this clearly and diplomatically to the interested parties. 

Develop an Exchange Agreement.  The exchange agreement between the institutions should be complete, but not impose undue restrictions.  The Education Abroad will work with you to develop an agreement. 
All agreements are developed by the Education Abroad office and signed by the Dean of International Education. You are not authorized to sign on behalf of the institution.  

Determine Academic Transfer Credit.  Academic transfer credit is central to an exchange agreement.  Obtain as much information as possible about the courses at the partner institution, and have them reviewed by the appropriate department(s) at VIU.  It is unlikely there will be one-to-one correspondence between courses.  A system for determining course credit eligibility towards a degree will need to be established.

Most courses taken abroad will transfer back as unassigned credit.  If the course is similar to one offered at VIU, the student may be granted an exception from that course without further credit. 

Promote the Program.  It is the responsibility of the department and instructors to promote the exchange program.  Promotion should start as early as possible in the fall semester in order that students have time to prepare and plan for the program.  Clearly convey the purpose of the exchange and criteria for participation and deadlines.

Note:  Not all students are able to study abroad for various reasons; therefore, study abroad must be considered voluntary, and there should be no implied obligation for students to participate.

Personal contact.  Most students sign up for an exchange program because their instructor gets them excited about the program and location.  Talk it up in your classes, and have the other faculty members in your department talk to their classes as well. 

Website.  The Education Abroad office will post information on its website http://www.viu.ca/educationabroad/index.asp .  The site contains general information on the program, application deadlines, selection criteria, etc.  You are encouraged to develop your own web page with detailed program information, photos, and so on.  The Education Abroad website should be linked to your site.  

Information sessions.  Consider holding one or two preliminary information sessions to gauge student interest and start the recruitment process.

Advising Students (Pre-Departure)

Pre-departure course approval.  Since every diploma or degree program has requirements that must be met before a credential is granted, it is important that courses taken abroad are carefully reviewed for their equivalence.  The student should have a signed Letter of Permission that approves what courses they can take and what transfer credit they will receive at VIU.  The faculty member responsible for the exchange program or program Chair is responsible for working out the details of the approval process for courses in that department.  Students should make an appointment with the Admissions Manager for approval of courses outside of their major.  

In some cases it may be impossible to determine transfer equivalents before the student departs.  In this case the student should be clearly advised to collect detailed course outlines while on exchange for credit evaluation upon return to VIU. 

Transfer of credits.  After an exchange student has completed the overseas program, the host institution will forward a copy of the academic transcript to the Education Abroad office at VIU.  The transcript and a copy of the Letter of Permission will be sent to the Admissions Manager, who will formally grant the transfer credits.  Transfer grades are not converted (pass/fail).

Other tasks.  The Education Abroad Manager will assist students in preparing for their exchange abroad by communicating with them about the administrative, travel-related and academic tasks they must undertake.  The Manager will also:

· Notify the host institution of the list of nominees.

· Provide students with a package of information including forms required by VIU and the host institution, information on the host institution, and dates for pre-departure meetings.

· Assist students in completing forms from the host institution.

· Send any required documents to the host institution.

· Help prepare any financial and immigration paperwork the students may require.

· Hold pre-departure orientation and cultural workshops.

· Register students into the exchange course and ensure that they have a signed Letter of Permission form.

· Communicate with the student while abroad and send reminders as required.

Incoming Exchange Students

Students will also come to VIU from the partner institution as part of the exchange agreement.  Faculty will be responsible for communicating with faculty at the partner institution on issues of courses and programs.  The Education Abroad office will liaise with the equivalent office overseas to address the admission, registration, and housing needs of individual incoming students.  

