NON-TRADITIONAL PROGRAMS
FREQUENTLY ASKED QUESTIONS
When does a faculty member need approval in order to send a student or accompany a student abroad? 

Please always confer with the Director of Study Abroad (706-425-3275) before sending or accompanying students abroad.
Are there locations that will not receive OIE approval?

Yes, approval will not be granted for any program taking students to a country or area within a country for which there is a current State Department warning. Please consult the State Department web site http://travel.state.gov/travel_warnings.html.  Additionally, the study abroad approval committee may look at the location as well as other factors in determining the program’s overall fit within the UGA curriculum and strategic plan.
What is the difference between a traditional and a non-traditional program?

Most traditional programs involve groups of students who go abroad accompanied by faculty and pay a program fee to cover the expenses of their trip. Non-traditional programs may involve very small numbers of (typically graduate) students, may not involve the payment of program fees (such as grant-funded research trips), may not involve the issuance of academic credit, and/or may involve high school teachers or other practicing professionals pursuing continuing education as opposed to enrolled students.
How does a potential program director get started?

Individual faculty members initiate new study abroad programs by conferring with their department head and dean.  The faculty member should then contact the Office of International Education and meet with the Director of Study Abroad as early as possible; the Director and OIE staff will provide faculty with guidelines, checklists, and other resources to assist them in program development.  Please note that OIE has limited funds for program development and can fund initial site visits only very rarely; please check with your academic unit or other grants or funding sources.
How will I know that my program is approved?

After review and approval by the Associate Provost for International Affairs, the Office of International Education will be responsible for notifying the program director, department head, academic dean, and the Bursar’s Office that the program has received final approval. Directors will receive a post-approval packet and a copy of the program proposal.  The original signed program proposal will be filed in the OIE.  OIE will also register all appropriate documentation with the Board of Regents Office of International Education in Atlanta. 

Deadlines for Approval of Non-traditional Programs

For non-traditional programs in which fees are collected from students, OIE needs to review an initial budget before any cost information is shared with students. Therefore, approval should take place six or more months before departure. For programs that do not involve the collection of fees, approval of the program itself or of new locations should take place a minimum of 10 weeks prior to departure.
There may be additional deadlines imposed by the academic department; if a program will be offering academic credit, the prospective program director must secure all necessary approvals of the academic unit and must attach the document known as the Academic Unit Checklist (URL follows) to this proposal; the Checklist is signed by the head and dean after a full review of relevant syllabi.

http://www.uga.edu/oie/docs/resources/forms/academic_unit_checklist.doc
UGA STUDY ABROAD REQUEST FOR APPROVAL:

NON-TRADITIONAL PROGRAMS
Faculty should work with the Director of Study Abroad in OIE in completing these forms, then submit completed forms in both hardcopy (signed) and electronic format (unsigned e-mail attachments to klaster@uga.edu are fine) to the Director, Office of International Education, Bank of America, third floor.  Please type all answers, and enclose any of the following documents which are applicable to your program structure (each listed document is explained further within the information below): 
· any affiliation correspondence with commercial or non-profit providers, host/partner institutions or organizations where interns will be placed, or community partner organizations in the case of service-learning (see IVa below), 

· Consular Information Sheets and other relevant State Department documents for each country to be visited (see Ve below), 

· Agreement and Waiver (please consult with OIE to have a customized waiver prepared for your program and see also VIa below), 

· An outline (Word, Powerpoint, or your preferred format) of the risk management part of your planned student orientation (see Vd below), 

· If the program is for credit, the Academic Unit Checklist (see Id below)
· If the program is for credit, syllabi (see IIb below),
· If you are collecting tuition and/or program fees, your budget in Excel (use template at http://www.uga.edu/oie/docs/resources/forms/SampleBudget.xls and see IIIe below),

· If you are sending three or more students to the same location, rough draft information for Destination Details (see VIb below)

· If you wish to advertise the program on the OIE website, rough draft information for your website entry (see VIc below), and

· If your program has a service-learning component, answers to the additional questions found at:  

http://www.uga.edu/oie/docs/resources/forms/service%20learning%20questions.doc
╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  ╨  

PART I:  GENERAL INFORMATION & ACADEMICS


Resources for completing this section include your department head and dean, Faculty Affairs, and Kasee Laster (425-3275  or klaster@uga.edu).  The University strategic plan may be found at http://www.uga.edu/effectiveness/sp.html 

Ia.  Program Name:

Names should be descriptive and specific but also remember that brevity will assist you in your marketing efforts.  Due to account-naming rules, official program names must include the name of the college (abbreviated, such CAES or FACS) and be no more than 30 characters and spaces.  However, if necessary, a program can have both an official and a “marketing” name as long as OIE knows which names are synonymous.    

Ib.  Program director’s name, campus address, phone, fax, and e-mail:
Ic.  Department name, web address, and three-digit department accounting code:

Id.  Nature and purpose:

Please provide in narrative form on a separate sheet a brief discussion of the program’s goals and educational objectives, as well as how the program supports the mission of the University of Georgia, the curriculum of the major/degree program, and the international objectives of the strategic plan.  Include a detailed description of the target audience, particularly if your program will include individuals other than degree-seeking UGA students.
Ie.  Academic information:

· Will the student(s) be receiving academic credit for the program?  If no, you may skip to question (f).  If yes, please answer the additional questions listed here.
· Will the courses be entered as REGT curriculum courses (so as to be identified as study abroad on student’s transcript and for Curriculum Management purposes)?

Remember that if your program will require the design and curricular approval of new courses, please begin that process simultaneously with the program approval process and note herein.  
In your program planning, please consider students’ access to libraries, labs, and other materials and resources needed for completing coursework.  

· Course numbers and names you plan to offer and number of hours of credit:

If.  Schedule and location:

· Term and estimated dates of the first offering of the program:

· Will this program take place every year?  If not, please describe the planned rotation/frequency.
Please note for proposals that take place during the academic year (such as short conferences, performances, or competitions that involve participants being gone a few days during the academic term), OIE approval of the program in no way requires faculty to excuse absences from students who want to participate.  The Director of Study Abroad can confirm student participation information for an instructor, but OIE does not lobby on behalf of the director or students for faculty to excuse someone from class as that is entirely an academic matter.

· Countries and cities to be visited:

· How your program will differ from existing UGA offerings in this country/region or topical area?
· Targeted student group:
· Anticipated Enrollment (Directors of UGA study abroad programs should be aware that if faculty are teaching in a program, and the courses taught count towards the faculty member's regular UGA course load, then those course must meet minimum enrollment targets for an on-campus course.  This includes both 9- and 12-month faculty and includes program directors themselves.  Please give an anticipated enrollment for the first and third years of the program):
· Your position at UGA:

Program directors and back-up people must have relevant experience with the country in question.   
Ig.  Internships and service-learning:
· Will this activity include an internship component for credit?  If so, please indicate and describe the internship (OIE tracks these separately for national statistical reporting).  Has the internship been structured so as to meet your own academic unit’s requirements for an internship, which vary considerably across the University?  
· Will this activity include individual or group service-learning?  If so, please address the additional questions found at:  
http://www.uga.edu/oie/docs/resources/forms/service%20learning%20questions.doc
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PART II:  FINANCIAL INFORMATION
Resources for completing this section include OIE Business Manager Kasha Puskarz (425-3151 or kpuskarz@uga.edu), Procurement Officer Annette Evans (amevans@Uga.edu), and Kasee Laster (425-3275  or klaster@uga.edu).

Tuition return is available for some non-traditional (unaccompanied) programs on a case-by-case basis.  In order to qualify, programs must offer academic credit hours, undergo full academic and risk management approval, plan to or currently send out at least three students a year (may be to multiple locations), and submit budgets, itineraries, and enrollment lists annually, just as do traditional (group) programs.  Please note that graduate students on assistantship do not pay tuition, so tuition return is not available from these participants for either traditional or non-traditional programs.  Please see Kasee Laster or Kasha Puskarz for more information and to see if your program may qualify.
IIa.  Tuition and student fees:
· Will you be collecting money directly from the student(s)?  If not, please skip to section IIb.  If so, please answer the additional questions below.

· If you are collecting money, how much will you be collecting and will it be in the form of tuition, fees, or both?
If collecting tuition and/or fees, please attach a completed, detailed, budget in Excel.  Meet with Kasha Puskarz (425-3151, kpuskarz@uga.edu) for assistance in preparing your budget. 

An electronic template in Excel is downloadable from:
 http://www.uga.edu/oie/docs/resources/forms/SampleBudget.xls
Please also read the budget instruction page
http://www.uga.edu/oie/docs/resources/forms/Instructions_for_Completing_Budget.doc 
carefully before completing the budget.

Program directors will be required to attend financial training before departure.  For more information, contact Kasha Puskarz (kpuskarz@uga.edu).  Dates are announced on the faculty study abroad listserve, FACSA-L.
· What expenses will be included in the program fee students pay?  Please be as specific as possible.  
· Please describe your refund policies and refund schedule in the event of student cancellation or program cancellation.  You may wish to make use of the sample cancellation and refund policy available from http://www.uga.edu/oie/docs/resources/forms/Sample_Refund_Schedule.doc
IIb.  Other financial matters:
· Will the student(s) be on an assistantship or grant support, or otherwise have any part of their costs covered by you, your department, or outside funding sources? If so, please describe these arrangements. 
· What expenses (other than tuition and fees paid to your program) will be incurred by the student beyond the program fee? How much can a student expect to spend on a weekly basis?  
Please estimate carefully in this regard and address this issue fully in orientation to make sure students take sufficient funds.  Please make sure your estimates are reflective of the relative cost of living (higher or lower than Athens, Georgia) in the area where you will be staying and for exchange rate factors.
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PART IV:  LOGISTICS

Resources for completing this section include Annette Evans (amevans@Uga.edu) in Procurement, OIE Business Manager Kasha Puskarz (425-3151 or kpuskarz@uga.edu), Kasee Laster (425-3275 or klaster@uga.edu), and Jane Gatewood (janegat@Uga.edu), who handles international cooperative agreements.
IVa.  Affiliations:

· Please list the names of any foreign host institutions, study abroad organizations, commercial providers, other U.S. institutions, community partners, etc. that are affiliated with this program. Submit copies of any affiliation agreements to OIE and of any contracts to Procurement before signing (service-learning and practicum-oriented programs, please also see section VII).

Faculty and staff: do NOT sign contracts or otherwise financially bind or commit the University without having these approved in advance by Annette Evans (amevans@uga.edu, 706-542-7066) or Chad Cox (chadcox@uga.edu, 706-542-7107) in Procurement.  Failure to have contracts approved before signing may result in your creating a personal financial obligation.
Prior contracts are sometimes required by Accounts Payable in order to process payments of large amounts; if the provider or vendor does not have a sample contract, Annette Evans can provide a template.  Whichever side drafts the contract, again, Procurement must approve the contract before it is signed!

· If there are no formal agreements, please provide any letters or e-mail correspondence from educational or logistical partners overseas who will be providing services or facilities to your program, supervising interns, etc. outlining their agreed upon services, costs, dates and other relevant details. Please provide the contact information for these organizations.  

Such correspondence should be as specific and detailed as possible, so that everyone is clear on who is responsible for what.

IVb.  Lodging, meals, and travel arrangements:
· How many students will participate in this program? 
· Will you or other faculty members be accompanying the student(s) abroad? Please give full contact information for all faculty or staff members accompanying students abroad. 
· If no UGA faculty or staff member will be accompanying the student(s) abroad, please provide the name and full contact information for a primary contact for each program location.  This person should be a responsible person accessible to the student(s), perhaps associated with their residence while abroad or with their academic, research, or internship placement location.  This person is someone to whom students can go for assistance and also someone who can assist UGA in getting in touch with the student(s) if necessary.
· Is the program making local housing and/or meal arrangements, or any ground transportation arrangements?  If so, please describe as specifically as possible, and also see sections IIIc and IIId above for a discussion of cost.   
· If there are homestays, how and by whom are hosts selected and screened?  What consideration is given to gender in making homestay placements?  If using homestays, please plan to address related safety, homestay etiquette, and other matters in detail in your orientation (see section Vd below).
· Please make sure you and your students are familiar and compliant with visa/entry requirements for the country to which are you are traveling; these requirements may differ significantly for any international (non-US) students in the group. 

· Please remember to include an appropriate disability access statement in your recruitment and application materials.  Samples are available at:

http://drc.uga.edu/faculty/sampleaccess.php 

Be clear and upfront regarding any vigorous physical demands of your program.  However, as Disability Resource Center Director Karen Kalivoda notes, "Although it is important to explain to the students the physical requirements of the program, we do also need to ensure the program knows they have to provide reasonable accommodations.”  Before making accommodation for a student, even extra time on tests and the like, make sure to see an official clearance for accommodation from the Disability Resource Center; remember that only the DRC, not the individual faculty member or the student, can determine appropriate accommodations for each individual case.  This is also true of classes on campus.


DRC contact information:  phone 706-542-8719

homepage: http://drc.uga.edu/ 

faculty resource page: http://drc.uga.edu/faculty/faculty.php
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PART V:  HEALTH AND SAFETY

Resources for completing this section include Kasee Laster (425-3275 or klaster@uga.edu) and Colleen Larson (425-3274 or clarson@Uga.edu).
Va.  Healthcare:
· If you will be sending three or more students to the same location, please see and complete the Destination Details section at VIb below, including the name, address and phone number of an English-speaking physician for your primary program location (or locations for traveling programs). Include the address and phone of the nearest hospital to all of the locations that your program will visit overnight and emergency numbers for police, fire and ambulance in all locations.
Vb.  Selection:

· What is the basis of selection for participants (particularly for independent/unaccompanied programs)? How will you be screening students for their suitability and preparation for this international experience? 

Vc.  Risk management training: no questions to answer in this section; please read the information below carefully.

Program directors are required to attend risk management training before taking or sending students abroad.  Risk management training is offered once each semester and includes expert speakers from many units on campus who address academic dishonesty, health and safety, crime and security, legal matters, insurance, student behavior, and other vital topics.  Dates are announced on the faculty study abroad listserve, FACSA-L.  For more information, contact Kasee Laster (klaster@uga.edu) or Colleen Larson (clarson@uga.edu).  

Training is also highly recommended for other faculty accompanying the group, staff (including U.S.-based staff), and TA’s.  A CD-ROM is available when directors and others absolutely cannot attend live training before departure (they should then arrange to attend the very next live session).  Individuals involved with study abroad should plan on attending training again for a refresher and updates periodically.

Vd.  Orientation

Questions?  Colleen Larson (425-3274, clarson@uga.edu), Julie Escobedo (425-3274, Escobedo@uga.edu)

· Program directors are required to conduct a pre-departure orientation with students. What is your proposed date for this orientation (or dates if multiple sessions will be held)?  

Orientation earlier in the semester increases the chances that students will visit the Travel Clinic in a timely manner (2 months minimum; 6 months preferred) to receive necessary vaccinations and advice.  

· Please provide a copy of the written materials you will provide at orientation detailing the major cultural, health, safety, and personal security information,  and the expectations for student behavior.  Legal Affairs strongly recommends that all orientation materials be provided in written as well as oral form.

In addition to your own experience of the country, consult the relevant Consular Information sheet(s) (see http://travel.state.gov/travel/travel_1744.html) and the orientation Powerpoint template:

http://www.uga.edu/oie/docs/resources/forms/Pre-departure%20orientation%20template.ppt
Issues to consider include (but are certainly not limited to) student clothing, food and water hygiene, gender and race relations issues, urban versus rural situations, homestay etiquette, weather and climate, traffic and pedestrian issues, legal environment, prescriptions, “blending in,” alcohol impairment, anti-Americanism, cultural differences generally, and crime.  The orientation booklet used by OIE staff to conduct orientation for outgoing exchange students is updated annually and covers many of these topics.  If you wish to refer to it or adapt it for your program, it may be found at: 

http://www.uga.edu/oie/docs/sa/students/UGA%20study%20abroad%20passport%202008.pdf
Note the importance of preparing diverse student populations for the possibility of encountering racism abroad.

Please also considering directing your students to www.tripprep.com (please note that the information on that site is a proprietary product and should not be photocopied and distributed at orientation; rather, please ask students to look at the site individually).  

Ve.  Consular Information Sheet

Please include the most recent Department of State Consular Information Sheet for every country you will be visiting (http://travel.state.gov/travel/travel_1744.html) and any State Department Public Announcements.  
Please plan on directing your students to register with the US Embassy in their countr(ies) of destination and confirm to you that they have done so (for group travel to a single location, you can register your group directly).  See http://travel.state.gov/travel/tips/registration/registration_1186.html
Vf.  Insurance: there are no questions to answer in this section; please read the information below carefully.

Students must purchase study abroad insurance (secondary health insurance, medical evacuation, and repatriation of remains).  For students enrolled for credit, there is a mandatory policy, $1/day per student (this amount should be factored into the program budget and the fee charged to students).  Faculty may also purchase the policy at that price if traveling abroad with a student group.  
For non-credit participants and for faculty and staff going abroad for other purposes (such as conferences and research), many such plans and pricing options exist; these are optional to faculty and staff, but students and guests (i.e., high school teachers getting continuing education credit and the like) must purchase one such policy or another.  

Enrollment forms may be obtained from Study Abroad, Bank of America, third floor if students will be enrolling individually; you will be sending a list of students to the OIE if enrolling the students as a group (this is required for for-credit program).  Additional information is available in the post-approval director’s packet, at risk management training, or from Kasee Laster, klaster@uga.edu or 425-3275.

Vg.  Medical Care: there are no questions to answer in this section; please read the information below carefully.
Factor in the need to access appropriate health care when planning your study abroad program.  It is important that it be fully disclosed to students if medical care will not always be in place in your host location, either because of the level of the health care system in the country or due to remoteness from where you will be with your students.
 If at all possible, try to schedule your program within two hours' travel time of Western-quality health care; if this is not possible based on the objectives of your program, it is important to inform OIE.
The director should have location-specific contingency plans to cover possible medical emergencies.  First, directors should have plans in place to call for medical care, or get the student to medical care.  Other necessary preparations may include having first responder training, having appropriately stocked first-aid kits and, communications equipment available and/or other preparations as necessary.
As a minimum, programs need to consider the possibility of trauma and accidents, including broken bones, head trauma, etc.; animal or insect bites; food-borne illnesses; allergic reactions; and flare-ups of pre-existing physical or mental health conditions.  Depending on the location, appropriate preparations may need to include first-responder or wilderness training for the director and/or other faculty, staff, and TA's and/or a satellite phone connection.  The important point is to think about injuries and illness that may be reasonably anticipated based on the location, the nature of the planned activities, self-disclosed information about conditions by the members of your group, the distance to medical care, and to plan accordingly. 
Please also make a pre-departure Travel Clinic visit to assure your own healthy travel and to receive assistance in assembling a first-aid kit.
Many forms of first aid and wilderness training are offered each year through GORP (Georgia Outdoor Recreation Program).  Please see their website 
http://www.recsports.uga.edu/out_gorp.php
for dates, costs, and registration information.
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PART VI:  DOCUMENTS

Questions?  Kasee Laster (425-3275 or klaster@uga.edu), Mandi Work (425-3274, awork@uga.edu) 

VIa.  Student forms: Please work with OIE staff to obtain the following documents, which you will be distributing to your program participants.  These need not be attached to this application except for the agreement and waiver.

· Student application to program – available at this URL, and you may customize it:
http://www.uga.edu/oie/docs/resources/forms/SAprogramapp.doc
· Payment and refund schedule – available at this URL, and you will need to customize it with your dates:

http://www.uga.edu/oie/docs/resources/forms/Sample_Refund_Schedule.doc
· Health/disability form – available at this URL; please use this form as is:
http://www.uga.edu/oie/docs/resources/forms/HealthRecord.doc
Do not customize or alter the health form, and never give it to students before they are admitted to the program.
· Student Agreement and Waiver of Liability - please work with Ms. Mandi Work, 425-3274 or awork@uga.edu, and attach your customized version to this proposal.
· Program evaluation – available at this URL, and you may add additional questions at the end of the evaluation; please do not change the order of the questions listed, however, to assist in continuity when summarizing your evaluations at the end of the term: 
http://www.uga.edu/oie/docs/resources/forms/Study_Abroad_Program_Evaluation.doc
VIb.  Destination Details:

Questions?  Kasee Laster, 425-3275 or klaster@Uga.edu, or Jonathan Evans, 425-3274 or jpevans@uga.edu 

· If your program involves three or more students traveling to the same location, OIE will prepare Destination Details (a detailed on-line itinerary and emergency contact information, password protected).  Please provide a draft of this information – as complete as possible at this stage – and submit both in hardcopy and electronically (we can send a template upon request).  You will be contacted by OIE as departure approaches to confirm and finalize the information.    

Destination Details are a detailed itinerary, along with emergency contact information, made available to your participants via the web, on a password-protected basis.  Most programs also print out the pages and distribute them in hardcopy at orientation.  Participants are free to give the password to their parents and others; OIE will not normally give out the password over the phone to parents or others.
Destination details include the name, full office address, and phone number of an English-speaking physician at your primary location; the street address and phone of the nearest hospital for all locations where the group will spend the night; the local emergency numbers for police, fire and ambulance; full contact information for the director and the group at each location (including exact dialing sequences from both the US and within the host country); and OIE and Embassy contact information.  

Please provide as much information now as is available;  physician and hospital information are required for initial approval and full Destination Details before your orientation.  Information should be updated yearly several weeks prior to orientation.  

For examples of complete Destination Details, contact Kasee Laster (klaster@uga.edu) for the URL and password.

VIc.  Marketing portion of OIE website (https://www.oie.uga.edu/ProgramSearch):

Questions?  Kasee Laster 425-3275, klaster@Uga.edu
If you would like OIE to assist in marketing your program via our website, please provide full recruiting information in hardcopy and electronically following the examples at the URL below.  

https://www.oie.uga.edu/ProgramSearch
We also welcome one or two photographs (image files) if available.  You will be reminded yearly to update the dates and other variable information; please respond promptly so that OIE staff may better advise prospective students and market your program.     

After program approval, you will also be given the opportunity to register your program with the University System of Georgia statewide on-line catalog and to participate in the annual UGA study abroad fair.
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VII. SERVICE-LEARNING:

Only if your program has a significant service-learning component, please also complete and attach the document found at:

http://www.uga.edu/oie/docs/resources/forms/service%20learning%20questions.doc
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SIGNATURES:

Program Director (print name and sign)





Date

Department/Division Head
(print name and sign)



Date

Dean
(print name and sign)






Date
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