GUIDE TO DEVELOPING SHORT-TERM EDUCATION ABROAD PROGRAMS

Field schools, field trips and overseas practicum placements take place outside the traditional classroom and supplement the students’ academic program with experiential learning in another culture or environment.  Education abroad activities may be confined to one discipline or be multi-disciplinary. There may be an on-site partner or the group may travel extensively. They may be non-credit or have academic credit attached to them.  In all cases, the learning extends beyond academic study to many aspects of group dynamics and learning about other cultures and countries.

Establishing a new program is complex, time-consuming, and rewarding. As the faculty member proposing a program, you are responsible for the overseas arrangements and for complying with all regulations regarding travel, study, and research in the host country.  Faculty are entitled to be compensated for the overseas teaching assignment (if applicable) travel and other costs incurred in running the program.  These costs are recovered through the student program fees.

The Education Abroad Office
The Education Abroad office can:
· Offer guidance as you develop a study abroad program.
· Work with you to develop a budget.
· Set up a cost centre, or cost recovery courses.
· Provide you with all forms – application, waiver, refund, and student stipend forms.
· Provide assistance with some aspects of program promotion (website, brochures), travel arrangements, pre-departure orientations.
· Handle money including the collection of program fees and disbursement of funds.

Contact Information
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Audrey Hansen, Manager of Education Abroad, B255 R264, Local 6312, Audrey.Hansen@viu.ca
Mackenzie Sillem, Education Abroad Coordinator, B255 R201, local 2463, Mackenzie.Sillem@viu.ca  


STEPS TO FOLLOW

Secure Departmental Support (APPROVAL FORM)
· Determine if other members of your department are supportive and what, if any, assistance people may be prepared to offer (planning and developing the program and courses, accompanying the group overseas, promoting it in classes, etc).  
· Consider working with faculty from other departments to offer a multi-disciplinary program.  
· An Approval Form must be filled out and signed by your Chair and Dean.  Some departments, e.g. Business, may have additional requirements for approval.

Staff  the Program
· In most cases, two VIU faculty/staff will accompany a group overseas.  A large group (budget) may be able to support two faculty and one support staff.  Consider the following:
· Will your group move frequently, or will the program be delivered in one location? Is there someone in your host country, perhaps at an associated institution, that will help with logistics and provide support to you and the group?  
· If there is no associated institution, are faculty members willing to look after the personal issues that will arise with group members?
· What if you get ill or injured ? Who will take over the program and instruct the courses? How will the students get credit for their work?  What about the security/safety of the group members, some who may not have travelled before?



Define Potential Participants
· Consider the potential for enrolment:
· Will your student numbers sustain a program every year?  Every second year?
· Will it attract interest from outside of the major/minor?
· What potential is there for participants from other Canadian colleges/universities to attend? For those who want to attend and not receive credit?

Set up Academic Course(s)
· Courses may need to be set up for your study abroad program:  
· If the course(s) being offered is new and has not been approved by VIU, you will need to fill out a New Course Proposal Form and submit it to the Curriculum Committee.  
· If the course currently appears in the calendar, then the Education Abroad office will set up a cost recovery section of this course for the purpose of the study abroad program.
· Field school courses are not part of regular work-load and are paid at the sessional rate or as a directed studies stipend.  

Promote the Program
· The most common reason that study abroad programs are cancelled is low enrolment. 
· The two most effective marketing tools are:
· You talking to students.
· Word of mouth – students who have been on an education abroad experience talking to possible recruits.   
· Start promotions as early as possible - the cost of a typical field school is between $2500 and $6500, so students will need time to save money.  

Note:  Not all students are able to study abroad, so study abroad must be voluntary;  do not imply obligation to participate.

Develop a Selection Process
· Being “selected” makes students realize that participation is a privilege. Develop selection criteria before accepting applications. The process needs to be fair and transparent.  
· Selection can be based on: 
· Date of application (first-come, first-served). 
· Completion of course pre-requisites.
· Good academic standing with positive faculty recommendations.
· An interview.
· VIU students may be given priority registration (until a specified date) over visiting students or participants attending for interest rather than program credit.  

Set up the Application Procedure  
· Education Abroad will provide an application package and discuss application/payment deadlines for your program. The package includes an application form, refund/cancellation policy, self-assessment form, IE Stipend application, and the responsibility/waiver form.  You may add program-specific information.  
· Applications and payments are submitted to the Education Abroad office, but student selection rests with the faculty.  

Establish the Payment Schedule
· Students must submit a non-refundable deposit of (generally) $500 at the time of application. This payment (cheque or cash) is deposited after the student is accepted into the study abroad program and is generally only refunded if the program is cancelled. 
· Fees must be collected from the students before payments to service providers can be made.
· Consider whether students will be applying for financial aid to pay their study abroad fees.  Financial aid is generally not available to students before late February.
Make Travel Arrangements
· The Education Abroad office can provide travel assistance: price quotes, booking flights and pre-paying certain overseas expenses. The study abroad program fees will pay for faculty travel; students will be responsible for purchasing their own tickets.
· Participants must personally budget for any travel outside the study abroad dates or route.
· Arranging in-country travel and accommodation will generally be your responsibility but there may be times the travel agent can help with these bookings. Please check with the Education Abroad office.
· As you make your arrangements you may be asked to sign contracts for accommodation, travel, instruction, or tours.  You are not authorized to sign on behalf of the institution.  All contracts under $10,000 must be signed by the Dean of International Education; contracts over $10,000 by the Dean of International Education and the VP of Administration.  
· All participants are required to have emergency medical insurance for the duration of their program abroad.  Faculty and staff are covered if they have extended health coverage through VIU; students are covered if they are covered by the VIU Student Union extended medical plan. Flight cancellation insurance is optional but strongly recommended.

Plan for Health and Safety 
· The health and safety of the participants must be a priority. The Education Abroad office will work with you to deliver a pre-departure orientation program for your group. You will be responsible for informing participants of any unusual hazards that they may encounter. 
· Consider some of the following situations when planning your program:
· If a student becomes ill, how will credit be earned if he or she misses a significant amount of time?  Who will stay with an ill student if the program travels?
· What local health care is available?  How do you access it?
· Have you warned the participants of anything that may carry a higher risk of illness or injury?
· How will you evacuate the group in the event of a natural disaster or political uprising?

Develop a Budget
· Education abroad programs must be self-supporting. Student fees must cover the cost of the institutional commitment to the program – faculty salary and travel costs. When putting together your budget, consider these items:

	Education Abroad – Budget Items*

	· Faculty salary and fringe benefits – currently $5810 per course or $379 for each directed studies student plus up to 20% for fringe (less for regular faculty).
· Faculty and student travel  to and from airport  
· Faculty and student airfare and airport taxes
· Faculty and student ground transportation abroad
· Faculty and student visas
· Faculty and student immunizations and medicines 
· Housing 
· Faculty and student per diems 
· Honoraria for guest speakers, facility rentals
· Supplies and Misc.
· Contingency fee
	· Emergency medical and cancellation insurance
· Faculty and student accommodations
· Faculty and student meals or groceries
· Faculty and student admission fees
· Student Society fee
· Books, supplies
· Meals and accommodation in transit, for faculty and students
· Gifts for hosts
· Costs of involving students or faculty in the host country – for example admission or transportation fees.

*  The Education Abroad office will help you determine which costs must be paid by students either as part of their program fees or as personal expenses. 



