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Adelphi University Faculty-led Study Abroad Program Proposal 
Intersession & Spring Break Proposal Deadline: February 15
Summer Program Proposal Deadline:  September 15
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Thank you for your interest in submitting a faculty-led study abroad program proposal.  The Adelphi University Faculty-led Study Abroad Program Proposal that follows consists of five main sections:
· Part I: General Information Form

· Part II: Syllabus and Short Answer Questions

· Part III: Budget

· Part IV: Faculty Agreement

· Part V: Department Approval

Before submitting a proposal, please review the Faculty-led Study Abroad Program Guidelines and FAQs available in the Faculty Resources Section on the Center for International Education website.  Please submit all completed documents electronically to Shannon Harrison, Director, Center for International Education at sharrison@adelphi.edu by the deadline.
Application Checklist for New Programs

All new programs must submit all five components of the Faculty-led Study Abroad Program Proposal electronically to cie@adelphi.edu by the deadline.  
· Part I: General Information Form

· Part II: Syllabus and Short Answer Questions

· Part III: Budget

· Part IV: Faculty Agreement

· Part V: Department Approval
Application Checklist for Existing Programs
All existing programs must submit the following components of the Faculty-led Study Abroad Program Proposal electronically to cie@adelphi.edu by the deadline.  
· Part I: General Information Form

· Part III: Budget (please request the most current version from CIE)
· Part IV: Faculty Agreement

· Part V: Department Approval

· Updated Itinerary

· Updated Syllabus

The Center of International Education will provide the committee with the most recent faculty program reports and student evaluations.
With questions, please contact Shannon Harrison, Director, Center for International Education, at sharrison@adelphi.edu.
Part I:  General Information Form
A. Faculty Information
	Name of Faculty Leader #1
	

	Rank
	

	Department
	

	Cell phone and social media handles
	

	Designated number of teaching credits for this course  
	


	Name of Faculty Leader #2
	

	Rank
	

	Department
	

	Cell phone and social media handles
	

	Designated number of teaching credits for this course  
	


B. Course Information

	Is this a new program?  For repeat programs, indicate the last time it ran.
	

	Course Title
	

	Course Number
	

	Number of credits
	

	If cross listed, indicate course number(s)
	

	Does the course fulfill major requirements?
	

	List General Education Requirements the course fulfills (area distributions and learning goals)
	

	Target student group
	

	Student Prerequisites 

(e.g. course, language, skills)
	

	Course structure (e.g. will students complete course work before or after travel)
	

	
	


C. Travel Information
	Proposed destination(s), include city name(s)
	

	Proposed travel dates  
	

	Proposed tour operator/host Institution

(include contact name, email  and phone)
	

	Names of other agencies vetted
	

	Proposed Lodging (name, address, website)
	

	Other local resources/connections
	


Part II: Syllabus & Short Answer Questions 
· Please attach a course syllabus
· Please attach a draft itinerary using the Adelphi Faculty-Led Itinerary Template posted in the Faculty Resources Section on the Center for International Education website.  Please specify contact hours per day.  
· Please attach responses to the following questions:

A.  Internationalization Strategy: 

· How does the program fit into the international goals of the department?

· How will this program enhance students’ global competencies (e.g., skills, knowledge, attitudes)
· Why is it important to teach this course in the proposed international destination, rather than on-campus?
· What differentiates your program from existing study abroad programs?  (Find a list of existing AU faculty-led programs here.)
B. Course Leader Qualifications: 

· Describe how each faculty leader’s experience and knowledge will contribute to this program (e.g., subject and regional expertise, experience leading student group travel, local contacts, skills including language of the destination country).
C.     Feasibility: 
· What considerations have you given to the overall success of the program (e.g. cost, destination appeal, recruiting strategy, target audience)?
· The Center for International Education is interested in supporting long-lasting programs that become an integral part of the Adelphi Experience.  What is your long-term strategy for this program?

· What is your timeline to formalize the course? 

· What are the health and safety risks of the proposed travel destination?  Describe relevant recommendations and protocol to ensure the safety of Adelphi students.
Faculty-led Program Study Abroad Proposal:  Part III

Budget 

Please use the Adelphi Faculty-led Study Abroad Budget Template posted in the Faculty Resources Section on the Center for International Education website to complete a budget for your program.  If necessary, submit a budget narrative to clarify non-traditional expenditures.  
Note: For courses that take place during intersession and spring break, faculty expenses, including teaching credits, a $75/day stipend per faculty member, meals ($50/day per diem per the Adelphi FARG policy) and visa fees are the responsibility of the department of prime. These expenses total approximately $10,000 for two faculty members leading a 3-credit, two-week course or $5,000 for a 1-credit course.  Chairs/Deans must request funds in a specific budget line (usually 4141) during budget preparation to cover these expenses. Faculty expenses for summer programs are funded directly by student tuition.  
Part IV: Faculty Agreement
Program Name:
Department(s) of Origin:

This agreement outlines faculty responsibilities with regard to the development, marketing, administration and instruction of faculty-led programs sponsored by the Center for International Education (CIE) at Adelphi University. 
A. Academic Content:  Faculty leaders are exclusively responsible for syllabus preparation, textbook identification and orders, course materials, lectures and participant assessment, and itinerary. Faculty leaders are also responsible for facilitating academic and intercultural learning pre- and post-departure.
B. Collaboration with the Center for International Education:  Faculty leaders agree to communicate regularly with CIE to discuss marketing, enrollment, program design, and budget.
C. Travel Arrangements:  Faculty leaders agree to book international airfare through Adelphi University’s American Express Travel Services.  At least one faculty leader must travel on a flight that corresponds with the program’s start and end dates. If needed, CIE will arrange a group flight for all participants through a travel agent; however, in most cases, CIE recommends that students purchase their own airfare as this is the most economical model.  
D. Program Provider:  If needed, CIE will work with faculty leaders to identify a program provider or on-site coordinator to arrange logistics such as housing, in-country transportation, excursions, meals, guest lectures, etc.  Faculty leaders are responsible for working directly with the program provider to coordinate the program and itinerary.
E. Marketing and Recruitment:  Faculty leaders agree to promote the program and recruit students, presenting to classes, scheduling information sessions, and sending promotional emails, as well as marketing to colleagues and groups outside of Adelphi University.  CIE will create a program web page and flyer to help recruitment efforts. 
F. Student Orientation:  Faculty leaders agree to schedule at least one pre-departure meeting in coordination with CIE (additional pre-departure meetings are encouraged).  CIE will provide a pre-departure packet to each student and present at a pre-departure meeting.
G. General Student Supervision: Faculty leaders should clearly communicate the expectation that students must be compliant with Adelphi University policies, including the Adelphi University Code of Conduct, and explain local culture, program rules and safety measures to the best of their ability.  
H. Final Report and Evaluation:  Faculty leaders are required to submit the AU Faculty-led Study Abroad Program Report to CIE within three weeks of the program’s return.  
I. Health, Safety and Communication:  Faculty are required to confirm the group’s arrival with CIE via email or a phone call within 24 hours of arriving at the program site, and are expected to communicate with CIE as needed during the program. Should a health, safety or disciplinary incident occur during the program, faculty are required to complete and submit an incident report to CIE upon return.  This serves as the official record for the institution.
J. Accompanying Persons on Faculty-Led Programs:  CIE strongly discourages accompanying persons on international programs.  Should a faculty member go against this recommendation, he or she must ensure that any individuals under 18-years old are accompanied by an adult (distinct from the faculty member).  In addition, any accompanying persons cannot participate in day-to-day program activities, including group dinners, transport, site visits, excursions, etc., as they are not enrolled in the course. All expenses and travel arrangements of accompanying persons are the sole responsibility of the faculty member. 
K. Financial Reporting:  Faculty leaders are required to submit receipts for all expenses incurred during travel to the department of prime/CIE within two weeks of the program’s return.  All expenses should be converted to U.S. dollars and entered into a spreadsheet in chronological order and with a description of the charge.  
L. Grade Submission: Faculty leaders will submit final grades by the appropriate Adelphi University deadline. 
M. Program Cancellation: Adelphi University and the Center for International Education reserves the right to cancel the program at any time before or after departure. CIE closely monitors safety information available from the U.S. Department of State and other sources and will provide timely information should concern arise. A program may also be canceled if it does not reach the minimum target enrollment by the final application deadline. If a program is cancelled, faculty leaders do not receive monetary compensation. 

N. Withdrawal: By submitting a proposal, faculty leaders agree to lead the international program and will not withdraw from this responsibility except in case of an emergency.  If there is only one faculty director, CIE requests that an alternate faculty member be identified to lead the group in the event the original faculty director cannot perform their duties.  
I have read, understand and agree to the above described expectations and responsibilities of an Adelphi University short-term study abroad faculty director.  I have reviewed the Faculty-led Study Abroad Program FAQs.  I understand that my role as a faculty director is critical to the success of the proposed program.

Faculty 1



Signature




Date


Faculty 2



Signature




Date

Part V: Department Approval
This form is to demonstrate administrative support for this program and to ensure that administrators understand the financial implications of faculty-led study abroad programs. If faculty leaders are from different departments, this form must be completed by both sets of administration. Note that the Faculty-led Study Abroad Committee with representatives from faculty, Center for International Education, Office of the Treasurer and the Office of Academic Affairs review all programs.
	
	Please Initial: Chair
	Please Initial: Dean

	I have reviewed the attached study abroad proposal, including syllabus and itinerary. 
	
	

	The proposed program meets all Department and University standards.
	
	

	The faculty members are well-equipped to teach the proposed course(s) and lead this program.
	
	

	The Department/College supports this faculty member in his/her endeavor to lead this program abroad.
	
	

	I understand and agree to the financial obligations of the Department/College (see Budget Note below).
	
	


Budget Note: 

For faculty-led courses that take place during intersession and spring break, faculty expenses, including teaching credits, a $75/day stipend per faculty member, meals ($50/day per diem per the Adelphi FARG policy) and visa fees are the responsibility of the department of prime. These expenses total approximately $10,000 for two faculty members leading a 3-credit, two-week course or $5,000 for a 1-credit course.  Chairs must allocate a specific budget line (usually 4141) for the faculty-related costs associated with the program during budget preparation to cover expenses. Faculty airfare and lodging are generally covered by student fees.  Faculty expenses for summer programs are funded directly by student tuition. Use the Budget Template to calculate the below expenses
	Total Cost of Program for Students
	

	Note the number of teaching credits for each faculty member.
	

	Total Cost of Program for Department that has been allocated (indicate budget line)
	

	Net Revenue of Program for Adelphi
	


Chair



Signature




Date


Dean



Signature




Date

Please contact Shannon Harrison, Director of the Center for International Education, with concerns.
2017 Faculty-Led Selection Committee





For Intersession & Spring Break Programs


Lester Baltimore, Senior Associate Provost for Academic Affairs 


Megan Borsuk, Assistant Director, Center for International Education


Beth Christensen, Associate Professor and Director of Environmental Studies Program 


Shannon Harrison, Director, Center for International Education (Chair)


Michael McLeod, Associate Treasurer, Budget Director (Budget Review)


Russell Palmer, Director, Office of Business Affairs (Risk and Safety Review)
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