Faculty-Led Study Abroad Program Proposal for submission to the Global Education Approval Committee (GEAC)

[bookmark: PROPOSAL_FORM]PROPOSAL FORM
[bookmark: Program_leader(s):]Program leader(s):

	Name:
	

	Department/College:
	

	Email:
	

	Phone:
	

	Relevant experience:
	







	Name:
	

	Department/College:
	

	Email:
	

	Phone:
	

	Relevant experience:
	






[continue for every program leader/assistant]

College’s Global Education Liaison

	Name:
	

	Email:
	



Department Chair/Unit Director

	Name:
	

	Email:
	



Program Support Contacts & Providers
Provide details on individuals and entities supporting the program’s administration and logistics (administrative support contacts at VT, travel agency, program provider, etc.).


List any individuals/entities who will provide in-country support and indicate what support they will provide.


Program’s fiscal officer:

	Name:
	

	Email:
	

	Phone:
	




What is the Organization Code of your college/department?


What was the local fund number used when this program was last offered (if applicable)?


Are you requesting a study abroad local fund number for this program (in order to collect a study abroad program fee?



[bookmark: PROGRAM_DESCRIPTION]PROGRAM DESCRIPTION
Provide a complete, succinct program description. This description should include the following information:

1. Programmatic purpose and content—

a. What is the core educational purpose of the program?
b. What student populations are served?
c. To what majors/degrees and minors is program content is applicable? What Pathways or Destination Area requirements will it fulfill?
d. If there are similar programs available on campus or abroad, how is this program distinct and what is its added value?
e. How does/do the selected site(s) add relevance or value to the programmatic objectives and targeted skills?
f. What advising resources are available to students to help them determine if the program will serve their educational goals?
g. Outline the program’s recruitment strategy to reach the students who could benefit from it, including efforts to attract diverse populations.

2. Student preparation and experience—

a. Outline how students will be prepared prior to departure. (It is recommended that this information be included in the syllabus.)
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b. What introduction and orientation to the new environment will students receive once on site? (It is recommended that this information be included in the syllabus.)
c. Describe the students’ engagement with the host culture as it aligns with the program’s goals. What intentional activities will students be encouraged to engage in with the host culture?
d. If applicable, describe the co-curricular global skills that students are expected to develop (e.g., ungraded language skills, intercultural competencies) and how these will be evaluated.

3. Eligibility, application, and selection—

a. What are the eligibility requirements for this program and what is the rationale behind them?
b. Outline the application requirements of the program [e.g., statement of purpose, (un)official transcript, letter(s) of recommendation, resume or CV, portfolio, interview, special such as SCUBA cert., other].
c. Describe the selection process: indicate who will select participants and whether any applicant qualifications will be prioritized over others.
d. How will eligibility requirements, application process, and selection criteria be communicated to students?

4. Practical matters—

a. What are the plans for student lodging?
b. What are the student meal arrangements for the program?
c. Are all meals included in the program fee? If not, are economical nutritious meal options available to students? (Estimated costs of meals not covered by the program fee should be shown on the tentative budget.)
d. What are the in-country transportation arrangements for the program?
e. Are there any extraordinary health, safety, or security risks of concern in the program’s location(s)? If so, what measures will be taken to eliminate or mitigate these risks?
f. Is a visa required for the program’s leader(s) or participants? If visas are required, what is the time frame for applying for and receiving them?
g. What is the minimum number of participants for the program to run, based on the budget and the projected tuition revenue/faculty compensation by the department? If applicable, what is the maximum number of participants that the program can accommodate?


[bookmark: COURSE_SYLLABI]COURSE SYLLABI
In addition to the standard required elements of a Virginia Tech syllabus, each faculty-led program syllabus should include the following*:
· The number of contact hours and number of credits for the course
· A description of how the student workload and activities translate into the number of credits earned
· Specific learning objectives, including those for experiential learning components
· The course assessment mechanisms and grading system, as they relate to both academic and experiential learning outcomes
· A description of global skills that students are expected to develop (e.g., language, intercultural competence skills) and how these will be assessed
· If there are any post-program requirements that support students in culminating learning and synthesizing their study abroad experience, a description of these requirements and how these will be assessed
· The provision on site over the duration of the program of multiple and various opportunities to facilitate students’ reflection on their experience of the host culture
· A statement of student behavior expectations, both personal and academic, including a clear, fair, and ethical policy regarding consequences of conduct violations (See below for example text.)

[bookmark: _GoBack]*If your syllabus is not in English, please clarify for the committee where this information is included.

Services for Students with Disabilities Syllabus Statement
Students feel more comfortable approaching faculty for accommodations or help if they perceive that there is an accepting environment. A prime location for this message is through the syllabus given at the beginning of the semester. Examples of the statements that help establish this type of environment might include:
· "If you are a student with special needs or circumstances, if you have emergency medical information to share with me, or if you need special arrangements, please make an appointment with me as soon as possible during my office hours"
· "Any student with special needs or circumstances should feel free to meet with me during office hours."
· "Any student who feels that he or she may need an accommodation because of a disability (learning disability, attention deficit disorder, psychological, physical, etc.), please make an appointment to see me during office hours."
· "If you need adaptations or accommodations because of a disability (learning disability, attention deficit disorder, psychological, physical, etc.), if you have emergency medical information to share with me, or if you need special arrangements, please make an appointment with me as soon as possible. Reasonable accommodations are available for students with disabilities. However, to be eligible for such accommodations, students should contact Services for Students with Disabilities (SSD, 310 Lavery Hall, www.ssd.vt.edu), via telephone 540.231.3788 (voice) or 540.213.1740 (TTY). My office location and hours are..."
Undergraduate Honor Code Syllabus Statement
The Honor Code pledge that each member of the university agrees to abide by states:
"As a Hokie, I will conduct myself with honor and integrity at all times. I will not lie, cheat, or steal, nor will I accept the actions of those who do".
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Students enrolled in this course are responsible for abiding by the Honor Code. A student who has doubts about how the Honor Code applies to any assignment is responsible for obtaining specific guidance from the course instructor before submitting the assignment for evaluation. Ignorance of the rules does not exclude any member of the University community from the requirements and expectations of the Honor Code.
For additional information about the Honor Code of Virginia Tech, please visit: (www.honorsystem.vt.edu)
Personal, Behavioral and Academic Responsibilities Abroad Syllabus Statement
Whether traveling with a group or independently, you are considered a Hokie wherever you are in the world, and will still be held accountable to the student code of conduct (and judicial
system). Therefore, you should conduct yourself in a manner that reflects positively upon Virginia Tech and upon yourself embodying Virginia Tech's Principles of Community as well as
the Statement of Student Rights and Responsibilities. In committing to study abroad, you are agreeing to abide by the rules and regulations of the Hokie Handbook, Student Code of 
Conduct, Constitution set forth by the Undergraduate Honor System or the Constitution set forth by the Graduate Honor System, your program's leadership and/or the Global Education Office.
As a visiting student in a foreign country, you are subject to the laws of that country as well as the academic and disciplinary rules of your host institution/provider. You should strive to always conduct yourself in a manner that is respectful to your host country.
In the event that you do not comply with the outlined expectations, the university reserves the right to take disciplinary action, including dismissing a student from a program for reasons of unacceptable behavior. Financially, a student who is dismissed from the program will be treated in the same way as a student who withdraws from the program. If this happens, the dismissal will be without a refund, and all return expenses incurred will be the responsibility of the student. This may also result in academic or financial consequences, which are solely the responsibility of the student.


[Insert syllabi here.]


[bookmark: TENTATIVE_ITINERARY]TENTATIVE ITINERARY
Provide a tentative program itinerary indicating locations and, to the extent known, course and co- curricular activities for each day in the program’s date range.

[Insert tentative itinerary here.]



[bookmark: PRELIMINARY_BUDGET]PRELIMINARY BUDGET
Complete the following table representing full student program costs. Add additional line items as necessary. Note whether key expenses are included or not included in the program fee and make adjustments accordingly.

	(Term, Year)
	Students Costs
	

	Costs
	In-state
	Out of state

	Program Fee
	$
	$

	Tuition & Fees
	$
	$

	Books/Materials/Supplies
	included
	included

	Estimated Meals (not included)
	
	

	Lodging
	included
	included

	Airfare
	$
	$

	New Passport Fee
	$145
	$145

	Visa
	$
	$

	Immunizations
	$
	$

	Personal & Other Expenses
	$
	$

	Total Costs
	$
	$




Provide a preliminary budget with cost estimates that cover all program elements (including estimates of any out-of-pocket student expenses such as air travel, meals not provided, immunizations, etc.). Also include applicable VT Bursar tuition and fee rates as well as faculty compensation.

[See attached file.]

[bookmark: PROGRAM_LEADER_ACKNOWLEDGMENTS]PROGRAM LEADER ACKNOWLEDGMENTS

· I acknowledge and accept that attendance at GEO Faculty Leader Training every two years is required per University Travel Policy 1070.
· I acknowledge and accept that student program applications must be administered through GEO’s enrollment management software (Terra Dotta) per University Travel Policy 1070.
· I understand that a minimum ratio of one responsible adult per 15 student participants is required on all VT programs per University Travel Policy 1070.
· I understand that for undergraduate applicants, the Undergraduate Honors and Student Conduct Records Release Waiver is a required application material. I will review the results of the records release before making program acceptance decisions.
· I acknowledge that a contract approved by Virginia Tech’s Office of Legal Counsel is required when using a service provider or vendor for program services.
· I agree to facilitate completion of the GEO survey at the close of the program. I agree to submit a final program report to the GEO.






Program Leader	Date


[bookmark: COLLEGE_VERIFICATION_AND_APPROVAL]COLLEGE VERIFICATION AND APPROVAL
As part of the College approval process, the GEAC requests that the department or college provide or verify the following*:

· The program has met department head/unit director approval.
· The program eligibility requirements are consistent with the program objectives and activities.
· The level of academic rigor in the program courses is consistent with the College curriculum.
· The number of credits awarded for student effort and activity is consistent with College standards.
· The academic and experiential learning assessment mechanisms align with College standards.
· Requirements for post-program student work are clearly represented on the syllabus and assessment of these assignments aligns with College standards.
· Any global skills development objectives (e.g. language learning, intercultural competence skills) whose outcomes will factor in students’ grades are clearly stated on the syllabus and assessment of these skills aligns with College standards.
· In order for this program to support faculty compensation by the department, a minimum of  	 participants must enroll.

Provide any additional optional comments below.




College Representative	Date
