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Office of International Education

To:

Potential Study Abroad Program Directors

From:

Kavita Pandit, Associate Provost, International Affairs

Subject: 
Study Abroad Program Development Process, Revised August 2011
Thank you for your interest in leading a University of Georgia (UGA) study abroad program.  We consider Study Abroad to be one of the most important experiences that UGA can offer its students.  To assist you in gaining formal approval and in planning for your program, the Office of International Education (OIE) has an approval process modeled on the recommendations of NAFSA: Association of International Educators, the premier national organization in study abroad.  These procedures, once successfully completed, will not only enable your program to be approved, but will also serve as tools in the on-going management of your program. 

Below is a summary of the process.  Please begin this process at least 18 months prior to the first term you wish to offer your program.  Otherwise, we cannot guarantee that your program will be approved by your intended departure date.
Initial proposal:

1).  Complete the brief initial study abroad proposal included in this document.  Submit this questionnaire through departmental and college channels, securing the approval and signatures of your department head and  of your dean, associate dean, or chair of the international committee, as appropriate in your academic unit. Their signatures at this stage indicate that your academic unit supports the idea and need for the program, your qualifications to direct it, and its general fit within the curriculum. 

Suggestions for evaluating the viability of a program prior to preparing an initial proposal may be found at http://www.uga.edu/oie/rs_saprog_trad_viability.htm
2).  If approved by your unit, submit your proposal both electronically and in signed hard copy to Dr. Kasee Laster, klaster@uga.edu, Director of Education Abroad. 
Deadlines for the brief initial proposal to be submitted to the Director:
Maymester or summer programs:

Jan 31st of prior year (Jan 11 for May 2012)
Fall semester or academic year program:
Jan 31st of prior year
Spring semester programs:


Sept 30th of prior academic year (Sept 10 for Jan 2012) 
3).  The program approval committee will evaluate your proposal in terms of academic rigor, market for the offering among students, and strategic need at UGA, including a consideration of how the program relates to existing offerings.  The committee will make a recommendation to the Associate Provost regarding whether the proposal should move forward as is, should not move forward, or whether amendments should be made such as joining with existing programs in that country or region of the world.  
Detailed proposal:

1).  If your initial proposal is approved by both your academic unit and the Associate Provost  to proceed through the process, please prepare the detailed program proposal.  The detailed proposal addresses academic matters, such as courses, instructors, and educational excursions; logistics, such as housing, meals, and ground transportation; risk management issues, such as safety, security, and the health and behaviorial information that will be provided to students at orientation; affiliation arrangements if you are using private travel providers and/or host institutions; and fiscal viability as demonstrated by a detailed budget.

http://www.uga.edu/oie/docs/resources/forms/study_abroad_approval_packet.doc
The detailed proposal should be submitted to Kasee Laster within two months of approval of the initial proposal.

2).  The complete proposal should be reviewed by your academic unit, as with the initial proposal, but this time more fully and with the complete syllabi attached.  An Academic Unit Checklist, covering academic issues for deans and department heads to review, is found at 
http://www.uga.edu/oie/docs/resources/forms/academic_unit_checklist.doc
Please attach a copy of the signed Academic Unit Checklist to the full proposal, verifying that your unit has conducted such a review.
3).  Upon receipt in OIE, the full proposal will be reviewed by the Director of Education Abroad, the chair of the Risk Management Board, and the OIE Business Manager.  The Risk Management Board consists of campus experts from Student Affairs, Health Services, Legal Affairs, and other offices, and is chaired by an experienced faculty study abroad program director.  These reviewers will contact you if they have questions or concerns or need additional information.  They will then make recommendations to the Associate Provost for International Education.  To expedite the process, please respond promptly to any questions, concerns, or requests for further information from the reviewers.

4).  You will normally hear from OIE within two months of submitting the full proposal (i.e., about a year before your planned first program term).  If you receive  official approval from the Associate Provost, with copies to your head and dean and the Board of Regents, you may begin marketing the program, open accounts with assistance from the OIE Business Manager in order to receive student fees, and load courses on OASIS.
You will also hear from Kasee Laster if the program is not approved; Dr. Laster will be available to discuss the denial of approval with you.  

More information:  
http://www.uga.edu/oie/rs_saprog.htm 



Dr. Kasee Clifton Laster: 706-542-5544, klaster@uga.edu
UGA STUDY ABROAD REQUEST FOR APPROVAL:

INITIAL BRIEF PROPOSAL

1).  Proposed Program Name:                                                                                                     
2).  Director name & contact information:  
3).  Countr(ies):

a).  Please list the countr(ies) you plan to visit; also list individual cities if these have been identified; please note that it is not possible to approve travel to countries for which a State Department travel warning exists:

b).  Please list other UGA study abroad offerings in this country (listed at http://www.uga.edu/oie/sa_prog.htm ) and indicate in detail how your program will differ from these existing offerings:
c).  Please describe is the value to the student in taking this class in the study abroad setting instead of on one of the UGA domestic campuses.

4).  Courses:
a).  Anticipated courses you plan to offer (prefix and number, course name, a short description of the course, and the number of hours credit).  Please attach a schedule detailing how you will meet the required contact hours for the number of credits you plan to offer (see box).
Instructions:

A minimum of 750 minutes of instruction is required for each semester credit hour, or 2250 minutes for a three-credit course.   Lecture and discussion count 1:1.  Lab and field count 2:1 (i.e., two hours of lab or field time are required to equal one contact hour).  These are not study abroad policies, per se, but BOR policies for all courses taught in the University System of Georgia.

Example:

The 3 credit hours of instruction will be met as follows: 

a) 120 minutes of classroom instruction Mon-Thursday for 3 weeks (for a total of 1440 minutes); 

b) three 5.5-hour site visits to a field site, one visit each Friday for 3 weeks (for a total of 990 field minutes or 495 contact minutes); and 

c) 50 minutes of lab time 5 days per week for three weeks (for a total of 750 lab minutes, or 325 contact minutes.  

1440+495+325 = 2260 contact minutes 

Please note: if your program will require the design and curricular approval of new courses, please begin that process simultaneously with the program approval process.
b).  Please list other UGA study abroad offerings in these and closely related disciplines (the Director of Education Abroad can assist you in identifying all such programs) and indicate in detail how your program will differ from these existing offerings:
Please note: in the case of potential geographic and/or disciplinary overlap with existing offerings, the Strategic Planning Committee reserves the right to require potential directors to describe their consultations with directors of existing programs.
c).  In the case of split-level courses, please outline the distinction in content and assignments

between the undergraduate and graduate versions.

5).  Service Learning: ONLY if your program has a significant service learning component, complete the section below.  IF NOT the please continue with section 6.

Please note: While the Office of Service Learning is not an official part of the study abroad approval process, all proposals with a significant service-learning component should address these questions either in the main proposal or in the accompanying syllabi; failure to do so may present a flag in the Risk Management review.  Additionally, given that OSL is such an invaluable resource, proposals with a significant service-learning component will be copied to them for their feedback and suggestions.

Professors planning to have service-learning components in their international programs (or in their on-campus classes) are strongly encouraged to seek the new “S” designation for the course.  There are four levels of S designation, reflecting varying levels of service-learning within the course from a single discreet project to the overall pedagogical design principle of the course.  For more information, see: http://www.servicelearning.uga.edu/blog/?page_id=323
a). Projects (Please describe briefly the nature of service/type of projects that students will perform and how these are connected to the academic content of the course(s).  Please also indicate whether project assignments are individual, group, or a combination.):

b). Partners (Please describe the roles of your community partners and the community needs or issue that the project will address):

6).  Term and estimated dates for first offering of the program:
7).  Students:

a).  Target group (major, graduate or undergraduate, etc.; please be as detailed as possible about the students to whom you plan to market the program):

b).  Anticipated enrollment (please give an anticipated enrollment for the first and third years of the program).  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.
8).  Director:

a).  Director’s position (Study abroad directors must be teaching faculty qualified to be instructor of record for the courses they will teach abroad and should have a full-time, permanent position, as per UGA regulations.  Graduate students and those with temporary positions will not normally be approved as program directors.  Your college or department may have additional requirements concerning tenure status, etc.):

b).  Experience with the country:  Please describe your personal history and familiarity with the countr(ies) and culture(s) your program will visit, and your level of capability in the host language(s):
9).  Signatures:
Please note: signatures of the head and dean at this stage indicate that your academic unit supports the general idea and need for the program, the proposed director’s qualifications to direct it, and its general fit within the curriculum.  Heads and deans will be asked to conduct a more detailed academic review at a later stage when syllabi are complete.

Department & college staff – please note: this form requires original signatures.

Program director 
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Head or other appropriate departmental official (chair of international committee, etc.)
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Dean or associate dean
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