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ABSTRACT

DEVELOPING SHORT-TERM INTERNATIONAL
EDUCATION PROGRAMS

by
Darci Counsel!
May, 2000

Many universities are seeing the demand for short-term international
education programs on their campuses. The purpose of this project is to help the
universities in that regard. As a result of the need a hybrid model procedural manual
for developing short-term international education programs with faculty for
Washington State public and private colleges and universities was developed. To
accomplish this purpose Washington State public and private colleges and
universities were contacted to determine a need for the project, a review of literature
was conducted, existing formal procedures from other colleges and universities
across the nation were collected and reviewed for inclusion in the manual.
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CHAPTER ONE
Background of the Study
Introduction
. Over the.past decade participation in study abroad programs by U.S.
students has grown substantially. The Open Doors 1997198 Report on
International Educational Exchange (1998) indicated that the number of students

participating in study abroad programs for credit increased from 48,483 in
1985/86 to 99,448 during the academic year 1996/97. Enrollments in study
abroad programs have increased while the duration of the sojourn abroad has
decreased. Of the students surveyed in the report over 54% studied abroad for a
semester or less.
The demand for short-term programs is increasing. University campuses
recognize a need and are trying to meet the demand by developing short-term
study abroad programs. Short-term programs are a great option for students
who have specific research intentions but who are only able to commit to shorter
stints abroad. If the program is well-conceived with specific objectives it can
provide an intensive laboratory for learning and enable the incorporation of
research experiences for students and faculty alike. Elije (1998) quantitatively
studied the effects of study abroad in four knowledge categories. He used a
t-test to compare the average knowledge score of each category at the beginning
and end of the preparation period and before and after their study abroad
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program. He found that studying abroad could cause learning in organizational
abilities, cultural differences, personal effectiveness and in research skills.
On many university campuses, short-term programs provide a niche for
students looking to participate in research programs that are integral parts of
their major academic programs. Faculty-coordinated programs with research
bases provide interactive and intensive formats that allow students to study and
research abroad with their academic major faculty. The programs are enhanced
by previous faculty experience in the host countries and in most cases previous
research experience at the host institutions. Scarlett Craig, director of PreCollege Enrichment Programs at Clemson University, argues that in our
increasing global society study abroad provides the global perspective and skills
to live and work (Craig, 1999). Study abroad is based on experiential learning,
which, when qualitatively studied by Pruegger (1994) resulted in improved
intercultural sensitivity. Students return from short-term programs with practical
experiences that help prepare them for future academic training or employment
in our ever-increasing pluralistic society.
Short-term programs also provide an opportunity for the International
Programs Office to reach out to academic departments and foster
interdepartmental relationships within the university. The International Programs
Office can rely on a faculty member's experience in a host country, while the
faculty can rely on the International Programs Office's expertise in dealing with
study abroad programming issues ranging from logistical and budgetary matters
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to health and liability concerns. The International Programs Office can also
ensure the program complies with the Commission on Colleges guidelines on
study abroad programs. For example, "the Commission on Colleges urges that a
study abroad program should provide extensive information to intended
participants, honestly and specifically describing the program's opportunities and
limitations, indicating how and where instruction will be given and the relationship
to the foreign institution, describing grading practices, pointing up especially
significant differences between a home campus experience and what can be
expected abroad, including information about local Jiving conditions and the
extent of responsibility assumed by the program for housing participants
(Accreditation Handbook, 1994 p.150)." It is important that well conceived
programs are developed following the guidelines to ensure that the study abroad
experience adds a significant dimension to a participant's education
(Accreditation Handbook, 1994).
The International Programs Office or the Admissions Office, for institutions
without International Programs Offices, at all Washington State public and private
colleges and universities were contacted via e-mail. The e-mail inquired whether
or not institutions currently offer short-term programs Jed by faculty, whether or
not they feel there is a demand for short-term programs and if their institutions
have a formal procedural manual for developing short-term study abroad
programs with faculty. The e-mail questionnaire results indicated that there was
a demand for short-term study abroad programs and a need for a formal
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procedural manual for developing them that could be adapted by Washington
State institutions, including two institutions that have existing policies.

statement of the Problem
The purpose of this project is to fulfill a need in Washington State public
and private colleges and universities. The results of an e-mail questionnaire
indicated that there was a demand for short-term study abroad programs and a
need for a formal procedural manual for developing them that could be adapted
by Washington State institutions, including two institutions who have existing
policies.

Purpose of the Project
I will write a hybrid model procedural manual for developing short-term
international education programs with faculty for Washington State public and
private colleges and universities.

Limitations of the Project
The project was limited to Washington State public and private colleges
and universities. The author used national resources to develop the project;
however, the scope focused on the needs of Washington State schools.
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Definition of Terms
International Education - International education includes relations among
nations, government relation programs, promotion of mutual understanding
between nations, education assistance to underdeveloped regions, cross-cultural
education, and international communications (Scanlon, 1990 p.5). Brevard
Community College defines international education as generally referring to all
programs, projects, studies, and activities that help an individual learn and care
more about the wold beyond his or her community and to transcend his or her
culturally conditioned, ethnocentric perspectives, perceptions, and behavior.
International education should not only increase one's knowledge; it should also
enhance ones's wisdom and affinity with humanity (Fersh, 1990 p.68).

Education Abroad - Education abroad as a component of U.S. higher education,
represents a diversification of the undergraduate curriculum and a broadening of
liberal education. Education abroad's major goals -academic and/or experiential
- are largely pedagogical. These goals stem from a seasoned conviction that
students who have experienced living and learning on the social and education
terms of a foreign culture will be broadened in ways impossible to achieve on the
home campus, will benefit academically and culturally, and will be better
prepared to face the challenges of the globalized future than students who do not
have these experiences (Hoffa & Pearson p. 22).
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Study Abroad Programs - Study abroad programs trace their inception to the
name junior year abroad invented in the 1920's. The name study abroad was
coined in the late 1950's and became the more common term in the 1980's
(Bowman, 1987). The term study abroad programs has been used
synonymously with education abroad. However, study abroad programs is more
commonly referring to the actual program abroad, which could be classified by
different models.

Long-term Programs - The duration of a long-term study abroad program is
typically a semester or academic year. The program can either be a direct enroll
program where the student takes courses alongside other students from the host
country or an island program in which students take courses with other
international students. Excursions are typically built into the program and a
resident director is on-site. Depending on the program students will live in
residence halls, apartments or in homestays (Zukroff, 1997).

Exchange Programs - The duration of an exchange program is most commonly
for the entire academic year. They are reciprocal in nature, meaning a student
from the home institution will be essentially swapping places with a student from
the host institution. Students directly enroll in the host institution and typically live
on campus in residence halls. Exchange programs are aided by institutional
linkages (Zukroff, 1997).
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Independent Study Programs - Independent study programs encompass a
variety of programs. They can include field studies programs where students
combine classroom and field research under the advice of a faculty member.
They can also include work abroad or volunteer work where a student works in a
foreign country and receives cooperative education credit for their experience.
Lastly, an independent study program can also be set up by the student where
the student develops their own research project in conjunction with a faculty
member.

Short-term Programs - A short-term program is typically less than one quarter in
duration. It is often an island program where students take courses alongside
other international students. Excursions are typically built into the program and a
resident director is on-site. Students will often live with host families to maximize
their cultural learning in a shorter period abroad.

Culture - Culture is the sum total of ways of living, including values, beliefs,
esthetic standards, linguistic expression, patterns of things, behavioral norms,
and styles of communication which a group of people has develop to assure its
survival in a particular physical and human environment. Culture and the people
who are part of it interact so that culture is not static. Culture is the response of a
group of human beings to the valid and particular needs of its members. It,
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therefore, has an inherent logic and an essential balance between positive and
negative dimensions (Hoopes, 1979 p. 3).

· · lntercultural Communication - In many instances students on study abroad
programs are immersed in foreign cultures. lntercultural communication is
communication between two or more communities with different ideas and beliefs
(Harms, 1973 p. 2).

lntracultural Communication - Students on study abroad programs in some
instances are immersed in cultures they are part of. lntracultural communication
is when active members have shared ideas and beliefs as part of a shared
culture (Harms, 1973 p. 2).

Multicultural - A multicultural person is not simply the person who is sensitive to
many different cultures. Rather, he is a person who is always in the process of
becoming a part of and apart from a given cultural context (Adler, 1997 p. 26).

9
CHAPTER TWO
Review of Related Literature
Introduction
The review of research and literature summarized in Chapter II has been
organized to address:
1. International Education
2. Communication and Culture
3. Program Models
4. Short-term Programs
Various online and print resources were used to conduct research. In
addition, a national request for existing manuals and information for developing
short-term programs was administered by the author.

International Education
Institutions of higher education recognize the importance of international
education and have been fostering and developing a variety of programs to
promote it on their campuses. In order to understand the processes they are
undertaking it is important to read two international education definitions. David
G. Scanlon describes international education to include relations among nations,
government relation programs, promotion of mutual understanding between
nations, education assistance to underdeveloped regions, cross-cultural
education, and international communications (Scanlon, 1990 p. 5). Brevard
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Community College defines international education as generally referring to all
programs, projects, studies, and activities that help an individual learn and care
more about the world beyond his or her community and to transcend his or her
culturally conditioned, ethnocentric perspectives, perceptions, and behavior.
International education should not only increase one's knowledge; it should also
enhance ones's wisdom and affinity with humanity (Fersh, 1990 p.68). Brevard's
definition is more institutionally and student focused, however, when comparing
the two definitions, it is apparent that international education is a broad concept
and can be adapted on campuses in varieties of ways.
An increasingly popular avenue for the proliferation of international
education on campuses has been the development of international education
programs abroad, typically called study abroad programs. John E. Bowman
(1987) writes that the term "study abroad," from the 1950's originated from the
term "junior year abroad," used in the 1920's. However, the inception of study
abroad was not in the 1920's; the idea of studying abroad dates with the founding
universities of the United States in the late 17th century.
Study abroad began with the training of clergymen and expanded to other
academic fields where students were sent to Europe for training as part of their
education. This continued until the late 1800's when people from the United
States began to see their own universities as equal to those in Europe (Bowman,
1987). As an education in the United States became revered for its equality to
European education the trend for international studies did not cease. Students
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continued to study abroad to compliment their education, not for an education
better than what they were able to receive in the United States. Consequently,
institutional interest in international education over the next century increased.
The importance of an international experience during an undergraduate
or graduate education has become recognized as invaluable for college students.
Ambassador Ruth A. Davis, Director to The National Foreign Service Training
Institute for the United States Department of State, credits her career path in the
foreign service to her undergraduate experience as a Merril Scholar studying and
traveling in Europe and in the Middle East (Craig, 1999). Studying abroad is no
longer a privilege for wealthy elite students (Anderson, 1996). There are a
variety of study abroad program models that provide an avenue for almost all
students who want to be competitive in a global economy.

Communication and Culture
As the economy becomes global, employers are looking for personnel with
good communication skills. They are not only looking for people who
communicate effectively with individuals from their own culture, but also, they are
looking for people who can communicate effectively across cultures. "Students
who are confronted with cultural differences may increase their learning and
ability to function as managers (Keys & Bleicken, 1994 p. 7)." Business
environments are no longer solely national. Foreign trade statistics from the
United States Census Bureau (2000) show that in 1999 United States exports of
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goods and services increased to $958.5 billion and imports of goods and
services increased to $1,229.8 billion. To achieve this large international trade,
working people are faced with cross-cultural interactions. This could include
administrators traveling to foreign countries and representing their firms, to sales
personnel in clothing retail stores assisting immigrants within the United States.
It is nearly impossible to insulate yourself from cross-cultural experiences while
working in the United States.
LS. Harms describes two types of communication: intracultural
communication and intercultural communication. lntracultural communication is
when active members have shared ideas and beliefs as part of a shared culture.
lntercultural communication is communication between two or more communities
with different ideas and beliefs. These interactions result in judgements of things
being the same or different (Harms, 1973). It is possible that when individuals
from different cultures meet, they may have difficulties communicating and
understanding each other. Their communication patterns are different, including
non-verbal communication. Misunderstandings are not limited to language
barriers; many non-verbal clues can be missed in intercultural communication
even if the two groups share the same linguistic forms (Furnham & Bochner,
1986). People with cross-cultural communication skills and understanding will be
more equipped to make informed decisions without passing judgements based
on cultural differences.
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Furnham and Bochner (1986, p.205-209) explain three aspects of
interpersonal communication that differ cross-culturally. They indicate that
etiquette differs in cultures in that people are direct or indirect, how requests are
made and how they are refused. Also, non-verbal signals are important in
communicating attitudes, expressing emotions and for understanding when it is
appropriate to speak, interrupt and listen. Lastly, rules that govern interpersonal
behavior are important in understanding cross-cultural differences. A
combination of understanding social skills and culture learning could provide for
harmonizing cross-cultural relations.
In order to explore culture learning, one must first develop an
understanding of how they want to define culture. Daniel Hoopes defines culture
in the following way:

Culture is the sum total of ways of living, including values, beliefs, esthetic
standards, linguistic expression, patterns of things, behavioral norms, and
styles of communication which a group of people has develop to assure its
survival in a particular physical and human environment. Culture and the
people who are part of it interact so that culture is not static. Culture is the
response of a group of human beings to the valid and particular needs of
its members. It, therefore, has an inherent logic and an essential balance
between positive and negative dimensions (Hoopes, 1979, p. 3).
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Study abroad programs provide opportunities for college students to study
and learn in a culture different from their own. Study abroad is based on
experiential learning. Students learn in their academic classrooms as well as
from the culture they are living in. Learning about the culture that they are living
in is part of adapting to their environments. Becoming interculturally competent
is a process that requires a variety of experiences over time. Once the student
has successfully worked through the process of adjusting to the culture they are
living in they become interculturally competent and develop an integrated
worldview (Taylor, 1994).
Milton J. Bennet (1993) proposed a model for cultural adaptation. He
believes that cross-cultural learning occurs across a continuum that begins with
ethnocentrism and moves to some form of multiculturalism that Bennet names
"ethnorelativism." Within the stages defined by Bennet the sojourner abroad can
identify where they are at on the continuum.
1. Denial - A denial of difference may occur when physical or social isolation
precludes any contact at all with significant cultural differences. The
position represents the ultimate ethnocentrism, where one's own
worldview is unchallenged as central to all reality.
2. Defense - The defense against difference involves attempts to counter
perceived threat to the centrality of one's worldview.
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3. Minimization - the last ditch attempt to preserve the centrality of one's
own worldview involves an attempt to "bury" difference under the weight of
cultural similarities.
4, Acceptance - The acceptance of cultural difference represents a move
from ethnocentrism to ethnorelativism. At this stage, cultural difference is
both acknowledged and respected.
5. Adaptation - The acceptance of cultural difference as discussed above
allows the adaptation of behavior and thinking to that difference.
6. Integration - The integration of difference is the application of
ethnorelativism to one's own identity. In the language of this model, a
person who has integrated difference is one who can construe differences
as processes, who can adapt to those differences, and who can
additionally construe him or herself in various cultural ways {Bennett, 1986
p. 182-186).

As students partake in culture learning they can identify where they are
along Bennet's continuum and hopefully strive for integrating into their host
culture. During the process of integrating into the host culture, students will
typically go through an adaptation process. Steve Lysgaard {1955) and John
Taylor and Jeanne E. Gullahorn {1963) developed the theory of the U curve that
expanded to the theory of the W curve as shown in figure 1.
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Figure 1. The W-Curve represents the cross-cultural adjustment cycle (Lewis &
Jungman, xix).
The adjustment theory of the U curve is based on the shape of the U
representing the state of being or transitions. The left hand, topside of the U, is
the initial period of entry into the host culture and the beginning of the transition.
The student is excited about the host culture, then falls to a period of
dissatisfaction with the host culture and finally rises to a level of understanding
and integration into the host culture. The W curve is an extension of the U curve
demonstrating that students experience a similar kind of adjustment when they
reenter their host culture. The student studying abroad learns about themselves,
their host culture and home culture throughout the process of cross-cultural
adjustment (Gullahorn & Gullahorn, 1963). Based on a sociopsychological
theory, Linda E. Anderson (1994) argues that how a student adapts throughout
the continuum is up to that student. They help choose how they are going to
respond to the continuum. This is important to point out as the traditional models
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of the U curve demonstrate a process of recovery from the cross-cultural related
stress.
A sojourner abroad does not automatically become completely competent.
David Hoopes (1979) expresses that a person must achieve new awareness and
attitudes.

The critical element in the expansion of intercultural learning is not the
fullness with which one knows each culture, but the degree to which the
processes of cross-cultural learning, communication and human relations
have been mastered (Hoopes, 1979 p. 20).

The culture learner must recognize and understand that they play an
important role in what they will learn across cultures. It is the responsibility of the
study abroad program administrators to provide an excellent laboratory for
learning where students can best achieve intercultural learning. A carefully
administered program can provide this environment in a safe and effective way.

Models
There are a variety of study abroad program models to meet the needs of
different students. Because student needs vary, International Programs Offices
offer multiple options to its students. There is no correct model. Programs are
developed to meet the needs of individual campuses as well as the programs
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offered may be determined by the size and capacity of the International
Programs Office. The most common program models include long-term study
abroad, exchanges, independent study and short-term study abroad. The
models can fit into either of the following two categories: they are either
developed and managed by the home institution or they are managed by another
institution or consortia arrangement. Programs that are developed, and
managed by a single campus are very time intensive. Some offices choose to
participate in programs that other universities offer or join consortia programs
because they do not have the staffing or time needed to manage a quality
program.
The first study abroad model is the long-term program. The duration of a
long-term study abroad program is typically a semester or academic year. The
program can either be a direct enroll program where the student takes courses
alongside other students from the host country or an island program in which
students take courses with other international students. Excursions are typically
built into the program and a resident director is on-site. Depending on the
program students will live in residence halls, apartments or in homestays
(Zukroff, 1997).
The second model is an exchange program. The duration of an exchange
program is most commonly for the entire academic year. They are reciprocal in
nature, meaning a student from the home institution will be essentially swapping
places with a student from the host institution. Students directly enroll in the host
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institution and typically live on campus in residence halls. Exchange programs
are aided by institutional linkages (Zukroff, 1997).
The third model is an independent study program. Independent study
programs encompass a variety of programs. They can include field studies
programs where students combine classroom and field research under the
advice of a faculty member. They can also include work abroad or volunteer
work where a student works in a foreign country and receives cooperative
education credit for their experience. Lastly, an independent study program can
also be set up by the student where the student develops their own research
project in conjunction with a faculty member.
The fourth model is the short-term study abroad program model. A shortterm program is typically less than one quarter in duration. It is often an island
program where students take courses alongside other international students.
Excursions are typically built into the program and a resident director is on-site.
Students will often live with host families to maximize their cultural learning in a
shorter period abroad.
All of the models can be either developed and managed by the home
institution or students can participate on other campus's programs. The shortterm program model the author describes in chapter four is a model developed
and managed by the home institution. A benefit of developing and managing
programs is that it gives the sponsoring school maximum control over academics
and quality. The programs as explained by the author in chapter four are self-
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supporting programs. This means that the program budget is written to contain
all costs of running the program including overhead to pay the Faculty
Coordinator's costs, the replacement faculty costs incurred on campus and the
International Programs office's administrative costs. In this model, study abroad
is not covered by tuition. Students are charged a program fee in lieu of home
institution tuition. Typically a program is packaged to include all necessary
expenses while abroad excluding student airfare. The budget is provided to the
institution's financial aid office to enable students wishing to use their aid for their
program to be eligible to do so. As opposed to only offering other campus's
programs or consortia! programs, major drawbacks of developing programs
include that it is very time intensive and that the sponsoring institution assumes
additional risk.

Short-term Programs
Short-term programs led by university faculty provide excellent
opportunities for students and faculty alike. Just as students benefit from the
cross-cultural learning, faculty and universities benefit as well. Research led by
Hovde, Ellig, Krejci, Rice & Sandgreen (1997) quantitatively studies the impact of
short-term abroad experiences for faculty on the perceptions from students on
their instruction in their classrooms. The researchers were trying to identify if
faculty enrichment programs abroad helped bring global perspectives to their
classrooms. They found that interest alone in international affairs was not
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enough to produce a global classroom. Experience abroad through faculty
development programs, leading programs abroad and language instruction,
results in global classrooms.
Regardless of the reason for administering short-term programs, Bowman
(1987) points out that the college or university needs to be concerned with the
quality and development of the academic programs in which their students
participate in. The institution needs to provide adequate budgets and staffing to
supervise the development of their programs.
The Report of the National Task Force on Undergraduate Education
Abroad (1990) states the following:

For students who are older, or of minority background, employed (46% of
full-time students under 25 are employed at least part-time), disabled, or
have limited funds, study abroad is not perceived to be an option. The
more typical study abroad models and structures mostly ignore the needs
of such students (Hoffa & Pearson, 1997 p. 380).

The task force indicates one of the features to consider for new models to
meet the demands of students from the aforementioned groups are programs of
short-term stays. Concordia University comments that short-term programs will
provide the avenue for increased enrollment at their university. Concordia
comments that there are too many barriers to long-term programs and that their
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May Seminars Abroad program will be their primary study abroad program
(Krejci, Hovde, Johnson & Strutz, 1991 ).
The legitimacy of short-term programs is an issue that needs to be

addressed. Vincent A. Virgultl, chief advisor for the F'enn State University's
extensive foreign studies programs, points out that study abroad programs are
made up of academic and non-academic components. The academic
components, which can be explained as instructional materials, are easy to
evaluate.

However, since a major component of study abroad programs is

based on non-academic evaluation, they should not be ignored to maintain
academic standards. Non-academic, which is often described as experiential
learning, is invaluable for providing cultural learning (Hill, 1991). Concordia
University also claims that the strength of their May Seminar programs pivots
around their preparatory course before departure. The course exposes students
to the understanding of conceptual frameworks and prepares them for
understanding what they will see and here (Krejci, Hovde, Johnson & Struts,
1991 ).
Short-term programs are administratively time intensive for the Faculty
Coordinator as well as the International Programs office administration. Simply
because they are shorter in duration does not mean they are easier to develop.
Dawn White (1997), Director of International Exchange Programs at Portland
State University, points out that in her experience, "short-term programs demand
much more time and attention. This is not because there are more problems
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inherent in short-term programs, but, rather because they are more likely be pilot
programs, programs with a shorter institutional history, hence less established, or
programs that were not necessarily created with the intention of being regularly
offered." Institutions should not be discouraged from developing short-term
programs, rather be aware of their complexities and ensure that the offerings are
quality programs that are supported by the institution's faculty and administration.
Health, safety and liability issues are important issues in study abroad.
Institutions must be proactive concerning liability management. If institutions
neglect their responsibility in informing students of the risks associated with study
abroad they could be liable. Recently study abroad has entered litigious times.
Institutions can not ignore that several incidents in study abroad have resulted in
law suits and other incidents that could have been. A short-term faculty led
program is no exception. Typically an institution has a person or office
responsible for legal and risk management. It is very important that the
international programs office and the risk management office work closely
together to limit legal exposure.
Richard C. Kast suggests several actions that international programs
offices can do to minimize risk.

1. First, any known dangers should be disclosed.
2. Second, waivers and releases of liability should be part of any agreement.
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3. Third, a forum-selection and choice-of-law clause should be included to
ensure that, is a case is filed, it will be tried in your jurisdiction under your
laws.
4. Fourth, ensure provisions for transportation and accommodations are
explained and that unavoidable and unforeseen changes may occur.
5. Fifth, explain significant cultural differences to your students.
6. Sixth, explain the rules of your program regarding laws.
7. Seventh, make sure minors have parent or guardian signatures and
permission.
8. Eighth, identify potential risks and, in consultation with the appropriate
institutional personnel, including, minimally, your general counsel and risk
manager, to plan meaningfully for how each risk will be addressed (Kast,
1997/98).

All students participating on study abroad programs should receive an
orientation. The orientation provides a venue for informing students about risks
associated with studying abroad. Each student should be required to fill out an
application that includes a waiver form and an agreement form. In addition, the
International Programs office should have a crisis management plan. Lastly, the
International Programs office should also work closely with the office on campus
that manages university insurance. Administrators should know what the
university policy covers (Spencer, 1999).
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In May, 1997 by the Association of International Education Administrators
(AIEA), the SECUSSA section of NAFSA: Association of International Educators
and Council on International Educational Exchange formed an inter-organization
task force to address the issues associated with safety on study abroad
programs. Safety is a major concern for all that are involved with study abroad
including participants, families, advisors and sponsors. The task force admits
that guidelines can not guarantee the health and safety of participants on study
abroad programs, but they can address issues that need attention and
judgement. The Responsible Study Abroad: Health and Safety Guidelines that
were developed by the task force have been adopted by multiple universities
nationwide and should be followed when developing your own institutional
guidelines (see appendix for complete proofs).

Summary
In summary, there is an increase in the demand for short-term study
abroad programs. Institutions have recognized the importance of an international
experience and are creating avenues to meet the needs of all types of students.
The international experience can provide cultural learning and intercultural
communication skills. Institutions also recognize that all programs need to be
quality programs and that close attention is made to health, safety and liability
issues.
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CHAPTER THREE
Procedures of the Study
Introduction
The manual was developed in three separate phases. The intent of this
chapter is to provide the reader a description of the phases. The first phase
consisted of contacting Washington State public and private colleges and
universities to determine a need for a hybrid procedural manual for developing
short-term international education programs led by faculty. The second phase
consisted of reviewing related literature, a summary of which is found in Chapter
II of this project. The third phase of this project consisted of collecting formal
procedures from other colleges and universities who currently manage short-term
programs.

Washington State Public and Private Colleges and Universities
The author contacted via e-mail the International Programs Office or the
Admissions Office, for institutions without International Programs Offices, at all
Washington State Public and Private Colleges and Universities. The e-mail
inquired whether institutions currently offer short-term programs led by faculty,
whether they feel there is a demand for short-term programs and if their
institutions have a formal procedural manual for developing short-term study
abroad programs with faculty. The results of the e-mail questionnaire indicated
that there was a demand for short-term study abroad programs and that a formal
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procedural manual for developing them could be adapted by Washington State
institutions.

ReviewofNational Manuals
The author submitted a request, through two national list-serves to which
international educators subscribe, for existing formal procedures for developing
short-term international education programs. Ten universities nationwide sent
their campus information. The existing procedures provided excellent information
on how universities are developing study abroad programs.
There are many similarities among the ten formal procedure guides. The
most prevailing trend is the importance of having adequate time for planning the
program. This includes emphasizing a deadline for applications for programs
from faculty at least one year prior to implementation. There were no apparent
differences. Of the information that was presented, across universities they were
managing programs very similarly. Following is a list of the universities that sent
information and notations of the literature that the author found different or
valuable for inclusion in chapter IV.

Ithaca College
Ithaca College's Faculty Guidelines for Academic Semester and Summer
Programs Abroad (1996) includes a section on planning that describes the
Faculty Coordinator's role when considering the development of short-term study
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abroad programs. When leading a Short-term program the faculty member
should be aware of the multiple responsibilities that they assume.

North Carolina.State University
North Carolina State University's Handbook for Study Abroad Program
Faculty Directors 2000 (1999) explains that you get the best results from

recruiting if you do it early and often. They list venues for advertising study
abroad. In particular, they note that if the program is open to students from other
universities, faculty may also wish to consider advertisements in professional
journals or newsletters and mailings of brochures to colleagues at other
universities.

Southwest Missouri State University
Southwest Missouri State University emphasizes the importance of
program evaluation by the Faculty Coordinator in their Study Tour Guidelines
(1996). Faculty and student evaluations can be useful tools when advocating for
continuing programs on a university campus. Southwest Missouri State
University requires that upon completion of a short-term faculty led program a full
report must be submitted.
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Virginia Commonwealth University
Virginia Commonwealth University has a very comprehensive Shortterm!Summer Study Guide (1995). Their "Role of the Center for International

Programs" and "Policy Statement for Short-term Study Abroad Programs" are
well written and will be adapted in chapter IV.

Virginia Polytechnic Institute and State University
The Virginia Polytechnic Institute and State University's Faculty Handbook
for Planning Short-term Study Abroad (n.d.) highlights the importance of

including a component on culture in the short-term program. In addition, they
include a section explaining financial aid that Faculty Coordinators may find
useful information and some suggestions on applying for passports, visas and
foreign entry documents.

The University of Georgia
The University of Georgia has a Study Abroad Program Request for
Approval (n.d.) form that could be well adapted in chapter IV. It includes

questions that should be answered when considering the approval of a proposal.

The University of Pittsburgh
In the Guidelines for Faculty Who Want to Set up Programs (n.d.) for the
University of Pittsburgh questions regarding the rationale for a program are
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addressed. This can be important if a faculty member is meeting departmental or
university resistance for developing their program.

University of St. Thomas
Just as it is important to have the faculty evaluate their own programs, it is
important to have the student participants evaluate the program. The University
of St. Thomas Handbook for Faculty Teaching Shori-term Off-campus Programs
(1998) includes logistics and instructor evaluations.

Upper Midwest Association for lntercultural Education
The Handbook for Faculty Teaching Shari-term Study Abroad Programs
(n.d.) for the Upper Midwest Association for lntercultural Education was written
for a group of eleven universities. The handbook is very similar to the University
of St. Thomas Handbook. Worth noting from the two handbooks is a list of
additional materials that they suggest providing to participants. The items such
as a map, recommendations for eating, recommended shops for supplies and the
location of hospitals are useful information for a student that helps make them
feel comfortable while orienting themselves to a new site.

Whitworth College
The Faculty Manual for Directing Travel Study Programs (1999) for
Whitworth College included guidelines for developing a brochure. International
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Programs typically develop the program brochure with help from the faculty
coordinator. The guidelines will help ensure that the brochure is representing the
program accurately.

Summary
Reviewing related literature provided background and information needed
for writing the hybrid procedural manual. Specifically, the research provided
additional information and support regarding liability issues. Collecting and
reviewing formal procedures, sample manuals and handbooks provided an
excellent framework from which to develop the manual and for inclusion in the
manual.

32
CHAPTER FOUR
Results of the Study

As a result of this study, a hybrid model procedural manual for developing
short-term international education programs with faculty for Washington State
public and private colleges and universities was produced.
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Chapter 1 Policy Statement
POLICY STATEMENT
1) Short-term study abroad programs are self-supporting programs in which
participants study abroad in courses offered for academic credit, professional
education or personal development, for periods of one academic quarter or
less.
2) Short-term study abroad programs may be proposed by faculty, department
chairs, deans, or by International Programs (IP). A new program application
and the short-term study abroad manual are available from IP. Faculty
interested in creating short-term study abroad programs must seek approval
of the program by their respective departments, chairs and college dean. An
International Programs Advisory Committee will review proposals and the
committee's recommendations are forwarded to the Director of International
Programs. The Director of IP gives final approval of the program.
3) Faculty who have proposed and coordinated short-term study Abroad
programs in previous years may propose their program for another term. The
continuing program application and the short-term study abroad manual are
available from IP. If requested by any of the approving agents, the Faculty
Coordinator may be required to submit a new program application. Faculty
who wish to propose their previously run Short-term study abroad program
must seek approval of the program by their respective departments, chairs
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and college dean. Proposals are reviewed by an International Programs
Advisory Committee and the committee's recommendations are forwarded to
the Director of International Programs. The Director of IP gives final approval
of the program.
4) Faculty Coordinator appointments for short-term study abroad programs, and
all curricular matters related to these programs, will be made upon the
recommendation of the chair, the appropriate dean and the Provost's Office.
5) To ensure the quality of short-term study abroad programs and to allow
adequate time for program preparation, International Programs requires that
the Faculty Coordinator propose the program at a minimum of two quarters
prior to the program dates and or preliminary course.
6) The Study Abroad Advisor will assist with administrative tasks that include the
preparation of recruitment and publicity materials and the collection and
disbursement of applications and fees. IP will also conduct a comprehensive
mandatory pre-departure orientation for the student participants.
7) The Faculty Coordinator is responsible for all communication regarding
program budget, itinerary, travel and accommodation arrangements, site
arrangements for faculty and participants, assignments, and grading policies.
8) A Faculty Coordinator will be compensated for the teaching assignment and
related approved expenses incurred in running the short-term study abroad
program in adherence with Washington State and University policy on
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compensation and travel, and the University faculty code special
assignments.
9) To insure compliance with requirements for the insurance carrier, a Faculty
Coordinator, in addition to their academic responsibilities, shall be responsible
for:
a) maintaining daily contact with course participants;
b) advising participants of any and all changes in previously agreed-to
travel, accommodation, or other course-related arrangements;
c) providing participants and International Programs with a detailed
itinerary which includes emergency contact addresses and telephone
numbers for each overnight stay, and;
d) advising International Programs as soon as possible of any emergency
related to, or injury of, a course participant or third party that might be
considered to be the University's responsibility. All such reports will be
followed upon by a detailed written account from the Faculty
Coordinator, submitted to IP upon the Faculty Coordinator's return.
10)The Faculty Coordinator is responsible for complying with all government
regulations regarding travel, study and research in the host country. For
example, if a research permit is required for the field school to operate, it is
the Faculty Coordinator's responsibility to obtain the permit and include the
costs in the program budget (Short-term/Summer Study Abroad Guide, 1995).
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The policy statement was adapted by permission from Virginia
Commonwealth University's Short-term/Summer Study Abroad Guide.
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Chapter 2 Role of International Programs
ROLE OF INTERNATIONAL PROGRAMS
International Programs (IP} serves as a clearinghouse for coordinating
and facilitating all proposals and initiatives for faculty coordinated short-term
study abroad. Any faculty member with international contacts, experience or
interest is welcome and encouraged to work with the IP to develop a short-term
study abroad program. In additional to the role and responsibilities as outlined in
the Policy Statement, IP will provide the following services:
a) provide a handbook and assistance on how to develop a program;
b) supply all necessary forms for establishment of the program including
participants' applications;
c) assist with publicity and promotion of the short-term study abroad
opportunity;
d) edit and produce university wide short-term study abroad brochures and
individual program flyers to ensure a unified presentation;
e) handle all monetary transactions, including collection and disbursement of
funds and financial aid, and;
f)

assist with any and all pre-departure orientation sessions.

11}To ensure the ability to maintain a diverse and academically qualified list of
study abroad offerings, International Programs reserves the right to determine
the final cost of the program to ensure that all programs are self-supporting
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and maintain reasonable overages in order to support a full range of
programs. The financial accounting for all short-term study abroad programs
is public information (Short-term/Summer Study Abroad Guide, 1995). The

polioystatement was adapted bypetmissi611 from Virginia Commonwealth
University's Short-term/Summer Study Abroad Guide.
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Chapter 3 Role of the Faculty Coordinator
ROLE OF THE FACULTY COORDINATOR
While leading a group overseas the Faculty Coordinator may encounter
responsibilities that they do not encounter in classrooms in the United States. It
is important for the Faculty Coordinator to be aware of their role prior to
departure and while abroad. In additional to the role and responsibilities as
outlined in the Policy Statement, the Faculty Coordinator is responsible for:
a) turning in their application to develop a short-term study abroad program a
minimum of two quarters prior to the program beginning date;
b) developing a detailed program budget in cooperation with IP;
c) developing an academic course and receiving approval from their
academic department;
d) marketing the program in conjunction with IP;
e) obtaining all required permits for study and/or research in the host country;
f)

being knowledgeable about the country proposed to visit and have
adequate access to language/communication services (Faculty Guidelines
for Academic Semester and Summer Programs Abroad, 1996);

g) objectively assessing the number of students you can supervise, not only
in the classroom, but also during excursions and other group activities
(Faculty Guidelines for Academic Semester and Summer Programs
Abroad, 1996);
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h) being the responsible representative while you are abroad; you will be
responsible for ensuring that appropriate academic, medical, and
administrative resources are available for the support of the participants
{Faculty Guidelines for Academic Semester and Summer Programs
Abroad, 1996), and;
i)

serving as the emergency contact for program participants until each
participant has been released from the completed program (Faculty
Guidelines for Academic Semester and Summer Programs Abroad, 1996).
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Chapter 4 Step-by-Step Guide
A STEP-BY-STEP GUIDE TO A SHORT TERM STUDY ABROAD PROGRAM

D Determine the need for a program
Before proceeding to the planning and development of a program, a
number of preliminary questions and issues should be addressed. For instance:
a) What is the rationale for the program?
b) How does it complement course work in the department?
c) Does it fill major or minor requirements?
d) To what extent is the program designed for students majoring in the
subject of the host department vs. those who do not?
e) Is there a program already available which will meet the need?
f)

Does it offer something that cannot be accomplished on campus?

(The University of Pittsburgh, (n.d.))

D Consider if there is potential for sufficient enrollments
It is very important that there be enough students to sustain the program.
There are various budget implications if the enrollment is low. Some of the
questions the Faculty Coordinator should think about are:
a) How many majors and minors are in the appropriate department?
b} What is the enrollment figures in related courses?
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c) What is the potential for participants from other campuses to attend?
The Faculty Coordinator should find out if the faculty in their department is
supportive of the program and if they are committed to providing the necessary
staffing for an ongoing program.

D Proposal Worksheet for Short-term Study Abroad Programs
The first step for setting up a short-term study abroad program is filling out
the Proposal Worksheet for New short-term study abroad programs. The
proposal form addresses several different components for developing a program,
and it requires a course syllabus (see appendix for complete proofs).

D

The Faculty Coordinator should meet with the Director of IP

and IP staff to discuss the proposal form
International Programs will make suggestions on how to improve the
proposal and how to develop a final budget. The final proposal form is then
reviewed by the sponsoring department's chair, the dean of the school, and the
International Programs Advisory Committee. Final acceptance of the proposal
will be based on each of their recommendations. Salary and compensation
varies for each program. (This matter will also be discussed on a per case basis
with the Director of the International Programs.)

47

D Establish the program course
Once the proposal has been approved the Faculty Coordinator must
obtain approval for the course content through their department chair or dean.
The course may be set up as a "Special Topics" course or duplicate an already
existing course. Special Topics forms can be obtained through the Provost's
Office, and if the course duplicates an existing course the sponsoring
department's chair must approve the substitution through a memo to the dean of
the school and to the Registrar's Office.

D Meet with IP staff to discuss logistical matters, program
promotion, application procedures, payment procedures and
orientation
International Programs staff can provide the Faculty Coordinator with
logistical support for promoting and administering the program. They help the
Faculty Coordinator do:
a) Promotion and Recruitment: Brochures, flyers, posters and other written
materials can be produced. In conjunction with the Faculty Coordinator
there can be several student information meetings, tables in the Student
Union Building, class visits, etc. Classroom visits by the Faculty
Coordinator or returned participants are generally a cooperative effort
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between the academic department and IP. It should be directed
specifically toward students known to have an interest in the particular
topic of the program.
b) Application Review and Processing: Participants must apply for all
programs. Applications are processed through IP, and reviewed by the
Faculty Coordinator and, if desired, a faculty representative from the
academic department. This review process may involve interviews of
prospective participants.
c) Acceptance, Invoicing and Collection of Fees: All participants accepted
are notified and charged/invoiced for program fees. This process involves
distribution of initial information informing students of items that must be
taken care of early on. Charging participants' accounts makes it
convenient, yet imperative, for participants to pay their fees in a timely
manner. IP will also facilitate financial aid consultations for students
planning to use financial aid to subsidize their program.
d) Orientation and Registration: A rather elaborate program specific
orientation should be held prior to departure to prepare the participants for
the myriad of details that face them. This involves both a cultural and
academic preparation.
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D Discuss remuneration with IP
IP staff will discuss travel authorization, remuneration and other payment
procedures with the Faculty Coordinator. For example:
a) Policy on expenditures: Please be advised that all expenditures must be
approved by IP before departure. Overages cannot be expended without
pre-departure approval and will not be reimbursed.
b) Payment to the host institution: The Faculty Coordinator cannot assume
that this will be done. It is imperative to communicate clearly with the IP if
there are payments due overseas in advance of departure.
c) Fee collection: All program fees must be paid to the Cashier's Office in an
account set by IP. The payment schedule usually consists of a deposit
and two more payments per participant plus an initial application fee. IP
will provide updates on the enrollment numbers and status of payments.

D Inquire about travel arrangements to and from the site for the
Faculty Coordinator and the participants
The Faculty Coordinator must use the authorized State travel agencies
unless they have located a significantly lower airfare than is offered through the
authorized agencies.
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Chapter 5 Budgeting
BUDGETING
A program budget will need to be included in the proposal worksheet for

the development of short-term study abroad programs. The budget should
identify all costs to participants and the university, develop a program price that
allows for an affordable high quality program. This budget should be presented
in spreadsheet format. Both the University and the participants must be able to
afford the costs. The Faculty Coordinator should design the budget so that it is
an all-inclusive package for the participants.

COSTS FOR PARTICIPANTS
Participants should pay the costs of transportation, housing and meals,
books and supplies and incidentals -

the same kinds of costs that resident

students pay. In addition, participants in a short-term study abroad program may
be assessed for some necessary extra items that should be identified and
explained, such as entrance fees to museums and cultural events, local
transportation costs, etc. Following are items that are typically included in the
budget to cover the costs for participants.
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International Transportation
We recommend that participants arrange their own travel. However, it is
still a budget consideration.
• airfare
• airport taxes
Transportation in the Country
• airport transfers
• ground transportation
• local bus passes
• rail passes
Housing and Meals
• students may be required to pay for some or all of their meals on their
own
Cultural Events and Excursions
• field trips
• admission fees
• transportation to cultural events or excursions
• guides
Books and Instructional Materials
• book costs
• other materials needed for instruction
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INSTITUTIONAL FIXED COSTS
A guiding principle is that it is the obligation of the program to provide the

same level of instruction and supervision for study abroad programs as it does
for academic programs on the campus. Students are paying comprehensive
program fees, and, therefore, should be entitled to the same degree of
institutional support for their academic programs.
To provide the same degree of institutional support for Short-term study
abroad programs, the fixed costs associated with the Faculty Coordinator and the
fixed costs associated with program planning and the program functioning are
included in the budget.

International Transportation

Faculty Coordinator's
• airfare
• airport taxes
Transportation in the Country

Faculty Coordinator's
• airport transfers
• ground transportation
• local bus passes
• rail passes
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Housing
Faculty Coordinator's

Instructional Costs
Faculty Coordinator's
• per diem
• salaries
• benefits

Cultural Events and Excursions
Faculty Coordinator's
• field trips
• admission fees
• transportation to cultural event or excursion
• guides

Program Planning
• site visits by faculty or other study abroad staff
• publicity and promotion (advertising, information meetings, etc.)
• printing and photocopying (brochures, flyers, application/acceptance
forms, orientation)
• communications (telephone, fax, postage)

Program Events
• welcome reception
• group dinner
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Institutional Fees
• classroom, laboratory, studio rental
• library use
• office space and equipment use

Money and Banking
• bank charges
• exchange fees
• currency fluctuations

Insurance
• the University has a blanket liability policy that will cover the Faculty
Coordinator
• participants are informed of the risks involved with study abroad
programs
• participants are informed about individual health insurance policies

Contingency Fund
• this is maintained by IP for miscellaneous unexpected and emergency
costs
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SHORT-TERM PROGRAM SAMPLE BUDGET
(Based on 10 Student Participants and 1 Faculty Coordinator)

Participant Costs Per Student

Airfare

$1,000.00

Airport Tax

12.00

Ground Transportation

100.00

Housing

200.00

Meals

100.00

Cultural Events/Excursions

50.00
$1,462.00

Fixed Institutional Costs

Airfare (Faculty Coordinator)

1,000.00

Airport Tax (Faculty Coordinator)

12.00

Ground Transportation (Faculty Coordinator)

100.00

Housing (Faculty Coordinator)

200.00

Per Diem (Faculty Coordinator)

1,500.00

Salary (Faculty Coordinator)

2000.00

Honorariums for Guest Speakers

200.00

International Programs Overhead

2,000.00
$7,012.00

Cost Per Student Budgeted@ 10 Students

Student Costs

$1,462.00

Fixed Institutional Costs (total/1 O students)

701.20

Application Fee

100.00

Total Program Fee Per Student

$2263.20

Total Program Cost

Total Program Cost

$22,632.00
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Chapter 6 Financial Responsibilities and Travel
FINANCIAL PROCEDURES FOR STUDY ABROAD PROGRAMS
Participant Payments and Application
International Programs will provide a sample copy of an application form
to the Faculty Coordinator. The Faculty Coordinator can modify this sample
application, but all applications will be distributed from IP. The application
explains the payment policies and dates. International Programs must receive
completed applications from all participants. It is important to note that all fees
are payable to the University and should be paid at the Cashier's Office to the
appropriate budget. Faculty Coordinators can not collect fees. Participants must
make requests for special circumstantial refunds in writing to IP. All fees are
non-refundable.

Travel Authorizations and Reimbursement
At least two months prior to the scheduled date of departure, the Faculty
Coordinator must request from IP Travel Authorization forms. The Travel
Authorization form and the Travel Advance form are used to authorize travel for
the university and forward funds to the Faculty Coordinator based upon the
agreed budget. International Programs will fill out the Travel Authorization forms
based upon the agreed budget. The Faculty Coordinator will need to obtain
signatures from their Department Chair and Dean. The Travel Authorization
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forms will then need to be forwarded to the IP for the Director's approval and final
approval by the Provost. Signed and authorized copies of both forms will be
placed in their file.
The Faculty Coordinator is responsible for all travel arrangements and
must keep IP informed of any and all changes to the travel itinerary. The Faculty
Coordinator should use of one of the travel agencies under contract with the
State of Washington. Travel agents will not purchase tickets without having first
received a copy of the signed Travel Authorization form.
The travel advances as outlined in the agreed upon budget are included in
the Travel Authorization forms and are paid in American dollars. The advances
are disbursed to the Faculty Coordinators ten days prior to departure. The
advance will be reconciled against expenses upon the Faculty Coordinator's
return. It is recommended that the money is carried in Traveler's Checks or
deposited in an U.S. bank account the Faculty Coordinator has access to in the
host country. Exchange transactions are the responsibility of the Faculty
Coordinator.
The Faculty Coordinator must keep a detailed log of expenses previously
agreed upon with International Programs. Only expenses in compliance with
University regulations and State guidelines can be reimbursed. All transactions
require a receipt for reimbursement. Each day's expenses must be shown
separately by date, and the location at which they were incurred. Miscellaneous
items such as tips, tolls, telephone, postage, registration fees, entrance fees, etc.
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should be itemized. If the Faculty Coordinator has questions regarding university
policy towards allowable and non-allowable expenses they should contact the
travel office for official policy. The Faculty Coordinator must abide by the same
policy that they would follow for domestic travel.
The Faculty Coordinator must present to the IP, an accounting of
expenses. Please provide all information in the currency the transaction was
performed. This detailed account should be in spreadsheet format. Participant
expenses and Faculty Coordinator expenses must be reported on separate
spreadsheets and must be accompanied by a separate detailed log of expenses
and separated receipts.

Carrying funds abroad
The Faculty Coordinator will be responsible for large amounts of money,
which should be carried in Traveler's Checks or use ATM/Debit Cards when
available. The Faculty Coordinator should explore the option of pre-paying some
expenses so that the Faculty Coordinator need only carry money for incidentals.

Direct Payments
An invoice can be sent to IP to pay program fees in advance. This means
the recipient will receive payment in dollars, which might or might not be
acceptable. The Faculty Coordinator should determine the required method of
payment and/or alert the recipient that payment will be in U.S. dollars. Programs

60
requiring direct advance payments to a vendor require an official vendor invoice
or billing statement with the following information: vendor name, address, phone,
amount and items. Some common direct payments include payments to the
acadE'lmlc Institution for facility rental

or to pay housing abroad.

It is also

necessary to present the name, address and telephone number of the overseas
contact, i.e., university, and international office or site director.

ARRANGING TRAVEL
Using a Contract Travel Agency
When using one of the state contracted travel agencies, the Faculty
Coordinator must tell the travel agent that the fare is for a program coordinated
through International Programs. IP will fax a copy of their signed Travel
Authorization form to the travel agency. The reservation will not be made until a
copy of the Travel Authorization is received. Remember that it takes time to
obtain all of the appropriate signatures for a Travel Authorization before IP can
fax it to the agency.

Using a Non-Contract Travel Agency
When using a non-contract travel agency, the Faculty Coordinator must
discuss with IP proper procedures for reimbursements. It is not impossible to do
this, but the Faculty Coordinator should expect more complications and longer
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delays in reimbursement. All fares booked through a non-contracted agency
must be cleared with the IP prior to purchase.

Automobile Rentals and Insurance
International Programs should contact accounts payable regarding
automobile rentals in the country where transportation will be needed by faculty
members or group transportation. In some instances a contracted automobile
agency must be used. If the University does not have coverage at the program
site, the Faculty Coordinator must secure insurance on-site and include an
estimate for this expense in their budget.
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Chapter 7 Academic Credit
ACADEMIC CREDIT FOR SHORT-TERM STUDY ABROAD
Approval for an existing course in the Catalog

If a program course approximates a course that currently appears in the
University catalog the Faculty Coordinator does not need to till out any special
forms, but the equivalent course must be indicated on the proposal form.
Likewise, students can register for Individual Study in the department if they will
be conducting separate research. The same procedures for proposing an
individualized study should be followed.

Special Topics courses

A Special Topics course allows the Faculty Coordinator the flexibility to
design a very specific program of study that can take advantage of the
uniqueness of the site. Special Topics courses can be approved for up to three
years at a level and credit amount designated (up to 6 credits). The Faculty
Coordinator and the department must till out a Special Topics form, and it must
be submitted for approval from the Special Topics committee. Special Topics
forms can be obtained from the Provost's Office. Students will still be registered
as described previously.
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Grades
International Programs will provide the faculty coordinator with a roster of
the students participating in the program and the courses they will be registered
for. Following the completion of the program the Faculty Coordinator should
submit the grades to International Programs for submission to the Registrar's
Office. This is a different process than for normal grade posting.
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Chapter 8 Applications, Publications
and Recruitment
APPLICATIONS AND PUBLICATIONS
International Programs will develop, distribute and collect all application
materials. Together with the Faculty Coordinator, they will decide what the
eligibility qualifications for the program are, and also determine application and
payment deadlines. In addition, IP will edit and produce university wide shortterm study abroad brochures and individual program flyers to ensure an overall
unified presentation

BROCHURE AND PROGRAM INFORMATION
International Programs will develop an informative brochure with
assistance from the Faculty Coordinator. The brochure should include:
a) the university sponsorship and the university logo;
b) the Faculty Coordinator's academic credentials;
c) course content and purpose;
d) the amount of credit and requirements;
e) photos and Hlustrations should represent actual places students will see;

f) cost inclusions and exclusions;
g) application procedures;
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h) explain the deposit policy, deadlines and state that all funds should be
paid to the university cashier, and;
i)

include the disclosure that all funds are non-refundable and prices and the
program are subjectt6 change (Off-Campus Programs Faculty Manual,

1999).

MARKETING AND PROMOTION
In conjunction with the Study Abroad Advisor, the Faculty Coordinator is
responsible for the marketing and promotion of the individual program. IP will
coordinate the creation and production of promotional materials. This includes
an application and program brochure. If additional advertising materials are
requested that will incur additional costs to IP, a line item may need to be
included in the program budget to cover marketing and promotion.

RECRUITING
A Faculty Coordinator should recognize that not all students should study
abroad for various reasons (i.e. financial, health, academic). A Faculty
Coordinator, when recruiting, should also recognize that a student cannot be
required to participate, especially if students feel that their participation will affect
their success in their academics and major. Study abroad is voluntary. Ethical
standards for recruiting require that there should be no implied obligation for
students to participate.
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In many cases, preliminary student interest creates the impression that
meeting enrollment targets will be easy to do. However, when faced with the
financial reality of the program, many students might not apply. Therefore, it may
take some extra effort to meet student enrollment numbers. Recruiting takes
time. It should be done early and often.

Recruiting Methods

Following are some recruiting methods available on the campus.
•

program brochure

•

International Programs website

•

classroom visits

•

announcements at student organization meetings

•

posters and flyers

•

information sessions

•

departmental newsletters

If the program will be open to students from other universities, faculty may
also wish to consider the following.
•

advertisements in professional journals or newsletters

•

mailings of brochures to colleagues at other universities

(Handbook for Study Abroad Program Faculty Directors 2000, 1999)
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Classroom Visits and Information Sessions
Classroom visits and information sessions are effective ways of informing
students about study abroad opportunities. Both the Faculty Coordinator and a
representative from IP can conduct classroom visits and information sessions
and give first-hand information about Short-term program opportunities. Both
venues put the students in direct contact with people who can answer their
questions.
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Chapter 9 General Information
ORIENTATION
International Programs will provide a comprehensive student orientation
session. The Faculty Coordinator is highly encouraged to attend and also
provide their own program specific orientation(s). Following are topics that will
be covered during the IP orientation:
•

Why study abroad?: The personal and academic importance.

•

Preparations for Departure: Logistical information students need to know
before going abroad.

•

Managing Your Money: Planning budgets, banking, currencies and more.

•

Important Academic Matters: Transferring credit to grades and the P's &
Q's of academics.

•

Healthcare Issues Abroad: How to prevent sickness and stay healthy
abroad.

•

Safety and Legal Matters: The realities of security and legalities while
living abroad.

•

What it means to be "American": Why it is important to recognize one's
own culture/customs.

•

Cultural Adjustment: How to cope with living in a new cultural
environment.

•

Re-Entry: Logistics and dealing with the realities of returning home.
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In addition, encouraging students to conduct additional research about
their study abroad site and providing additional material to participants is helpful.
The additional specific information can help orient the participants to the site as
well as relieve stress and frustrations of the unknown. Some information might
include a map of the area around the locations where the courses take place,
names and addresses of places to eat and buy food nearby, recommended
shops to buy supplies, pharmacies, hospitals, banks, post offices, bus and taxi
stations. Complementing this information with a group tour on arrival is helpful
(Handbook for Faculty Teaching Short-term Off-campus Programs, 1998).

FINANCIAL AID
Participants must be registered officially while on a Short-term study
abroad program. The primary reason for this policy is that this makes it possible
for students to use financial aid for which they would be eligible for the program.
In order to facilitate this, IP will register the students for study abroad credits.
This enables participants to receive financial aid while abroad. Upon the
completion of the program, the students are then re-registered for the courses
taken abroad with the appropriate earned grades and credit.
Participants are eligible for financial aid based on several criteria.
Following is a list of information that IP sends to financial aid for accepted
participants.
•

full costs of the program (including personal expenses and airfare)
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•

number of credits for which the student is registered

•

student status of undergraduate or graduate

•

term of short-term study abroad program

(Faculty Haf1db66k for Planning Short-term Study Abroad, (n.d.))
After acceptance to a short-term study abroad program, students are
advised in their acceptance letter to make an appointment with International
Programs. International Programs will send a form including all of the
aforementioned information to financial aid. Financial aid will then package the
participants based on the provided information. It is important that participants
are advised of all the information that is sent to financial aid. Once the
information has been sent, it is the participants' responsibility to ensure that the
appropriate financial aid forms are signed and processed with the financial aid
office.
Students registered for short-term study abroad programs during winter or
spring break are eligible for financial aid through standard term financial aid
process if registered for the courses as part of the following term. Because the
student's educational costs for that term are higher, they may be eligible for more
aid that term. Please remember that financial aid disbursements can not be
made until the beginning of the academic term of study (Faculty Handbook for
Planning Short-term Study Abroad, (n.d.)).
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PASSPORTS AND FOREIGN ENTRY REQUIREMENTS

It is important that participants apply for passports early. The application
and processing take time. In addition, you can not assume that all participants
are United States citizens. This is particularly important when Visas are required
or other foreign entry requirements. Faculty Coordinators should insist that
students apply for foreign entry requirements early. Having a student ineligible
based on foreign entry requirements could adversely affect the program budget.
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Chapter 10 Liability, Health and Safety
LIABILITY, HEALTH AND SAFETY
Health, safety and liability issues are important issues in study abroad.
Institutions must be proactive concerning liability management. If institutions
neglect their responsibility in informing students of the risks associated with study
abroad they could be liable. Recently study abroad has entered litigious times.
Institutions can not ignore that several incidents in study abroad have resulted in
law suits and other incidents that could be. A short-term faculty led program is
no exception. It is very important that International Programs and the risk
management office work closely together to limit legal exposure.
All students participating on short-term study abroad programs should
receive an orientation. In addition to counseling during study abroad advising,
the orientation provides a venue for informing students about risks associated
with study abroad. Each student should be required to fill out an application that
includes a waiver form and an agreement form (see appendix for complete
proofs). In addition, the International Programs office should have a crisis
management plan. Lastly, the International Programs office should also work
closely with the office on campus that manages university insurance (Spencer,
1999).
In May, 1997 by the Association of International Education Administrators
(AIEA), the SECUSSA section of NAFSA: Association of International Educators
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and Council on International Educational Exchange formed an inter-organization
task force to address the issues associated with safety on study abroad
programs. Safety is a major concern for all that are involved with study abroad
including participants, families; advlsorifand sponsors. The task force admits
that guidelines can not guarantee the health and safety of participants on study
abroad programs, but they can address issues that need attention and
judgement (see appendix for complete proofs).

LIABILITY ISSUES
International Programs has had the program documents that are
contractual in nature, for validity, duration, enforceability, exceptions and/or
conflicts and release and waiver forms reviewed and updates as appropriate with
the assistance of the contracts office. The promotional materials are reviewed
carefully to ensure that the program is accurately represented. Disclaimers to
publicity and promotion materials are added to protect the Faculty Coordinator,
the program sponsor, and the University against unforeseen changes in program
arrangements, including such things as currency fluctuations or increased
airfares. All participants will be informed by IP and the Faculty Coordinator of the
potential risks associated with study abroad and ensures the publicity and
promotion reflects them. Please remember that there is health and safety risks
associated with all study abroad programs but all participants have voluntarily
applied and are voluntary participants.
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International Programs has checked with the attorney general and the
insurance office on campus to ensure that Faculty Coordinator's are covered
under the University's Liability policy. For each program IP submits the
appropriate paperwork for enrollment. If an eve,'it occurs that concerns the
liability of the Faculty Coordinator or the University, it has been explained to IP

that participants' actions under the Faculty Coordinator's supervision are covered
by the University's policy.
It is explained to all students during the IP orientation that they are
representatives and ambassadors of the University. Their actions in the host
country reflect on the University and the continuation of the program. All
participants sign a participant statement form that enables the Faculty
Coordinator to dismiss a student from a program if they do not comply (see
appendix for complete proofs). The Faculty Coordinator should outline and
makes it clear to the participants their role on the program and their expectations
regarding academics and appropriate behavior.

INSURANCE
International Programs and the Faculty Coordinator will inform all
participants about the risks associated with study abroad programs. They will
also inform participants that complications of arranging and paying for doctors
and hospitals can be much more difficult for the uninsured individual. State law
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prohibits that IP require participants to have health insurance. However,
participants are strongly encouraged to obtain health insurance.
It should be explained to participants that in the event of a medical
emergency the Faculty nor the institution can forward funds on behalf of a
participant. It is the responsibility of each participant to inquire about their
insurance coverage overseas. Typically, the student will have to pay for the
expenses incurred abroad, obtain a receipt and submit the receipt for
reimbursement upon return to the United States.

IMMUNIZATIONS
All participants should check with their local County Health Department to
find out the recommended travel immunizations and health information. The
Center for Disease Control (CDC) has an International Traveler's Hotline (404)
332-4559 where, by punching in the country code of the host country, anyone
can get recorded information on vaccinations, food and water and current health
problems. Their homepage is http://www.cdc.gov/travel/travel.html.
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Appendices
THE CENTER FOR DISEASE CONTROL (CDC)
The Center for Disease Control (CDC) can answer health related questions.
Their homepage on the Internet is http:/!www.cdc.gov/travel/travel.html. They
have an International Traveler's Hotline (409) 332-4559 where, by punching in
the country code, anyone can get recorded information on vaccinations, food,
water and current health problems.

U.S. STATE DEPARTMENT TRAVEL WARNINGS AND CONSULAR
INFORMATION SHEETS
http:/!www.state.gov/index.html

Travel warnings
Travel warnings are issued when the State Department decides, based on
addressing all relevant information, to recommend that Americans avoid travel to
a certain country.

Consular information sheets
Consular information sheets are available on every country in the world and
include information such as the location of the U.S. embassy or consulate,
unusual immigration practices, health conditions, minor political disturbances,

77
unusual currency, entry regulations, crime and security information, and drug
penalties. If an unstable condition exists in a country that is not severe enough
to warrant a warning, a description of the condition(s) may be included under an
optional section entitled "Areas of Instability."

FOREIGN EMBASSY WEB SITE
www.embassy.org/

CURRENCY CONVERTER
www.oanda.com

LITERATURE RESOURCE
The lntercultural Press lists many publications for pre-departure; re-entry and
international programs related issues.
www.bookmasters.com/interclt.htm
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SHORT-TERM STUDY ABROAD PROGRAM PROPOSAL
I.

INFORMATION

Name

Department

Mail stop

Telephone

E-mail

Department Chair

Signature

Date

Academic Dean

Signature

Date

II.

BRIEF DESCRIPTION OF PROGRAM PLANNED
Please attach a full program description.

Ill

ITINERARY
Please attach detailed travel and program itineraries. Please resubmit
prior to departure the most current travel and program itineraries.
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IV.

AFFILIATION
Will there be an affiliation (e.g. foreign university, language institute)?

V.

PROGRAM DATES

VI.

DESCRIPTION OF THE ACADEMIC COMPONENT
Please submit syllabi for the course(s) you plan on teaching on your
program and any preliminary courses to be taught prior to departure. It
will be reviewed by the appropriate department Chair, Dean, International
Programs Advisory Committee and the Director of International Programs.
a) What type of academic course will be offered?
D Existing Course
D Special Topics Course
b) Will the course satisfy manor/minor requirements? If yes, please list
what requirements
D Yes
D No
c) Will there be a preliminary course for academic credit?
o Yes
D No

VII.

INSTRUCTION ON-SITE
Instruction on-site will be provided by:
D Institution Faculty
D Native Instructors
D Other (please describe)

VIII.

LOGISTICS
a) Faculty housing and meal arrangements:

b) Participant housing and meal arrangements:
What type of housing is provided?
Who makes the arrangements?
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Who provides the participant's meals?
How many meals will be provided?
How will the meal be paid for?

IX.

PARTICIPATION
a) Number of participants anticipated:
b) Academic prerequisites:
c) Other eligibility requirements

X.

ON-SITE EXCURSIONS
What are your planned destinations for excursions and local cultural and
social activities?

XI.

TRANSPORTATION
a) Will the program include airfare?
b) Who will handle the airfare arrangements?
c) Are airport transfers included and if not what will they cost?
d) What local transportation will be provided and what is the cost?

XII.

BUDGET
Please attach a detailed program budget. An example can be found in
chapter five of the manual.
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FACULTY COORDINATOR REPORT GUIDELINES
Upon completions of a Short-term study abroad program, a full report
must be submitted to International Programs. Following are recommendations of
items to be covered in the report.
1) Title of program, location, name of Faculty Coordinator, and dates of
program.
2) Purpose of the program: Note relation of the program to department,
college and University mission.
3) Description of the tour: Write a brief description of the tour, noting
significant events and including such information as transportation and
lodging arrangements, cost, brief description of daily routine and sites
visited, etc. In what ways did the program depart from your original
proposal?
4) Results of the program: Discuss the distinctive features that contributed to
your success in reaching program objectives. Discuss also any
shortcomings of the tour as well ·as the participants' perceptions,
impressions and misgivings.
5) Success of the tour: In the academic component of the program, did you
accomplish what you outlined in your proposal?
6) Faculty evaluation of program: Write your personal evaluation of the
overall success of the program. Include unexpected problems and how
they were handled, whether or not participant expectations were fulfilled,
etc.
7) Conclusions and Recommendations: Note strengths of the program that
might be repeated in future programs. Note chief weaknesses that could
impact on future programs (International Study Tour Format and
Guidelines, 1996).
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COURSE AND INSTRUCTOR EVALUATION

Short-term Study Abroad P r o g r a m - - - - - - - - - - - - - - - -

To assist us in improving the Short-term study abroad courses, it is
extremely important that we receive your evaluation. All answers will be
confidential.
The staff of International Programs will read the evaluations. After grades
are recorded, they will be available to your instructor.

DIRECTIONS
Read each statement carefully. Using the following code, indicate your
response to each statement by writing the corresponding letter in the space
provided.
CODE

A
B
C
D
E

if you strongly agree
if you agree
if you neither agree nor disagree
if you disagree
if you strongly disagree

COURSE
1. Course had strong, challenging academic content.
2. Course content was well organized.
3. Course expectations were made clear and appropriately early.
4. Course gave me significant insights into its subject matter.
5. Course inspired me to pursue further studies of its subject matter.
6. Amount of required work was appropriate.
7. Course taught me as much as possible for its scheduled length.
8. Course didn't try to teach too much in too short a time.
9. Course used the resources of the countries visited well.
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INSTRUCTOR
1. Instructor was prepared for group meetings and site visits.
2. Instructor set clear standards for grading.
3. Instructor was flexible in responding to student needs and interest.
4. Instructor increased my appreciation for the subject.
5. Instructor was helpful in interpreting the culture.
____ 6. Instructor provided suggestions for profitable use of free time.
_ _ _ 7. Instructor did a good job of helping me interpret what I experienced
outside the classroom.

COMMENTS
What was the most important thing you learned from this course? What were the
course's most meaningful components?

Was there anything you hoped to learn that wasn't covered?

What changes would you make in the course (e.g. focus of subject matter,
itinerary and/or class meeting arrangements)?

What did you appreciate most/least about the Faculty Coordinator?

Other comments:
(Handbook for Faculty Teaching Short-term Study Abroad Programs, Upper
Midwest Association for lntercultural Education, (n.d.))
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CONDITIONS OF PARTICIPATION
Rights and Responsibilities: Participants in study abroad and exchange
programs are private citizens who retain the rights of personal and intellectual
freedom generally accepted by the educational community. However, such
participants also represent the university and are responsible for exercising
discretion and judgement of their actions and utterances, both public and private,
to avoid actions incompatible with the objectives of the exchange program and/or
violation of Washington State laws and regulations and the policies and
procedures of the university.
Participation on a study abroad or exchange program is not intended to
limit the rights of participants to express their views as individuals on political,
social, religious or other subjects. However, participants shall realize that
improper representation of the university as personal opinion must be avoided.
The following list is not intended to limit participants' rights abroad, but
rather to indicate types of inappropriate behavior that will result in dismissal from
a program. Should a participant be asked to leave a program, it becomes his/her
responsibility to make financial and logistical arrangements to return home.
Recognized reasons for dismissal from a program include:
• violation of the host countries laws,
• violation of the host institution's policies,
• violation of United States law,
• violation of University policies and procedures as stipulates in the
undergraduate and graduate catalog.
By my signature I certify that, to the best of my knowledge, the information
provided in my application is accurate and complete, and that I understand my
rights and responsibilities as outlined above and as provided in the Overseas
Study Handbook.

Print Student Name

Signature

Date

Parent or Guardian signature required if applicant is under 21 years of age.

Signature

Date

Printed Parent or Guardian Name

Relationship to Student

(Study Abroad and Exchange Programs Policies Manual, 1998)
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ACKNOWLEDGEMENT OF RISK & RELEASE FORM
I hereby acknowledge that I have voluntarily applied and chosen to
participate in the study abroad or exchange program and have voluntarily chosen
to engage in activities of the program conducted by the Office of International
Studies and Programs and those conducted by any host institution or host
individual(s),
I am aware that participating in the international studies program and its
activities may involve the risk of injury to my person and property. I voluntarily
accept all risks of personal injury and/or damage arising from my participation in
the program, including traveling in the country and to and from.
I understand that the university's role in the program is limited to
facilitating placement opportunities and providing academic credits or transfer
credit, and that the university does not supervise or insure the actual placement
and/or the activities of the agency, the host institutions, or host families.
I further understand that the institution does not provide any medical
insurance or life insurance to cover accidental injuries, illness or loss of life, nor
coverage for personal property damage; and I acknowledge that I am completely
responsible for my own medical and hospital care, expenses, and (worldwide)
insurance coverage.
Being fully aware of the possible risks and consequences of my voluntary
participation in the international studies program, I hereby agree to forever hold
harmless the institution from any and all responsibility or liability for any injuries
or damages not directly caused by the negligence of the University, its officers,
agents and employees.

Print Student Name

Signature

Date

Parent or Guardian signature required if applicant is under 21 years of age.

Signature

Date

Printed Parent or Guardian Name

Relationship to Student

(Study Abroad and Exchange Programs Policies Manual, 1998)
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STATEMENT OF FINANCIAL RESPONSIBILITY
Please read the following sections carefully and sign as an indication that you understand
your obligations and responsibilities.
Please note: Program fees include international tuition, miscellaneous fees and in some cases,
room and/or board. You will be responsible for all costs related to international airfare, travel
passes, textbooks, passport, visa fees, insurance and miscellaneous.
I understand and agree to abide by the conditions stated on this document, concerning
my enrollment and participation in the international program. This agreement covers the period of
study that I may be accepted for and any extension of stay I may arrange through International
Programs.
I have been informed about the financial arrangements for the study abroad program,
and agree to make payments as arranged with International Programs and/or the agent involved
in the program, on or before the due dates for the program.
I understand that, should I not make these payments as agreed, my student account will
be subject to standard collection procedures, including placement with a commercial collection
agency. Failure to make payments as agreed will result in a hold on my academic records and
subsequent registration.
Should I decide to cancel my enrollment for the period that I have applied, I must
immediately notify the International Programs, in writing.
Please note: I further understand that if I have applied for or have been awarded any form of
financial aid, I will abide by the following conditions:
I authorize the Financial Aid Office to release information regarding my financial aid
status and award to International Programs and the Student Receivables Office;
I hereby authorize the University to credit the proceeds of my financial aid directly to any
outstanding bills I may have for program fees. If I anticipate receiving a student loan, I
understand that it is my responsibility to make all arrangements regarding my financial aid and
disbursement of award, prior to departure with International Programs, the Financial Aid Office
and Student Receivables Office;
I understand my obligation to contact the Financial Aid Office in the event that: a) my
award includes any type of Work Study or a tuition waiver; b) I wish to apply for a revision in my
financial aid award; or c) I cancel my enrollment in the study abroad/exchange program at any
time;
I read the financial aid satisfactory progress policy and understand the necessity of
maintaining my academic status as defined by that document.
I accept the financial conditions of participation in the program as explained in this document (if
you are under twenty-one at the time of signing it is necessary to have a parent/guardian sign
below).

Student signature

Date

Parent or guardian signature

Date

(Study Abroad and Exchange Programs Policies Manual, 1998)
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RESPONSIBLE STUDY ABROAD: HEALTH AND SAFETY GUIDELINES
STATEMENT OF PURPOSE
Because the health and safety of study abroad participants are primary concerns, these
guidelines have been developed to provide useful practical guidance to institutions, participants,
and parents/guardians/families. The guidelines are intended to be aspirational in nature. Although
no set of guidelines can guarantee the health and safety needs of each individual involved in a
study abroad program, these guidelines address issues that merit attention and thoughtful
judgment. Although they address general considerations, they cannot possibly account for all the
inevitable variations in actual cases that arise. Therefore, as specific situations arise, those
involved must also rely upon their collective experience and judgment while considering the
unique circumstances of each situation.

A. Guidelines for Program Sponsors
To the extent reasonably possible, all program sponsors should endeavor to implement
these guidelines as applicable. At the same time, it must be noted that the structure of study
abroad programs varies widely and that study abroad is usually a cooperative venture that can
involve multiple sponsors. The term "sponsors" refers to all the entities that together develop,
offer, and administer study abroad programs. Sponsors include sending institutions, host
institutions, program administrators, and placement organizations. The role of an organization in
a study abroad program varies considerably from case to case, and it is not possible to specify a
division of efforts that will be applicable to all cases. All entities should apply the guidelines in
ways consistent with their respective roles.
In general, guidelines that relate to obtaining information and assessing circumstances
apply to all parties involved. Much of/he information called for by these guidelines is readily
available and can be conveyed to participants by distributing it and referring them to, or utilizing
materials from recognized central sources. Guidelines that refer to the provision of information
and the preparation of participants refer to parties that advise, refer, nominate, admit, enroll, or
place students. Guidelines that suggest operating procedures on site apply to the entities that are
directly involved in the operation of the overseas program.
In addition, program sponsors that rely heavily on the collaboration of overseas
institutions may exercise less direct control over specific program components. In such cases,
sponsors are urged to work with their overseas partners to develop plans and procedures for
operating consistently with these guidelines.

Program sponsors should:
1) Conduct periodic assessments of health and safety conditions for the program, and develop
and maintain emergency preparedness processes and a crisis response plan.
2) Provide health and safety information for prospective participants so that they and their
parents/guardians/families can make informed decisions concerning preparation, participation
and behavior while on the program.
3) Provide clear information concerning aspects of home campus services and conditions that
cannot be replicated at overseas locations.
4) Provide orientation to participants prior to the program and as needed on site, which includes
information on safety, health, legal, environmental, political, cultural, and religious conditions
in the host country, dealing with health and safety issues, potential health and safety risks,
and appropriate emergency response measures.
5) Consider health and safety issues in evaluating the appropriateness of an individual's
participation in a study abroad program.
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6)

Either provides appropriate health and travel accident (emergency evacuation, repatriation)
insurance to participants, or provide information about how to obtain appropriate coverage.
Require participants to show evidence of appropriate coverage.
7) Conduct appropriate inquiry regarding the potential health and safety risks of the local
environment of the program, including program-sponsored accommodation, events,
excursions and other activities, on an ongoing basis and provide information and assistance
to participants and their parents/ guardians/ families as needed.
8) Conduct appropriate inquiry regarding available medical and professional services, provide
information for participants and their parents /guardians/ families, and help paFlieipants
obtain the services they may need.
9) Provide appropriate and ongoing health and safety training for program directors and staff,
including guidelines with respect to intervention and referral, and working within the
limitations of their own competencies.
10) Communicate applicable codes of conduct and the consequences of noncompliance to
participants. Take appropriate action when aware that participants are in violation.
11) Obtain current and reliable information concerning heath and safety risks, and provide that
information to program administrators and participants.
12) In cases of serious health problems, injury, or other significant health and safety
circumstances, maintains good communication among all program sponsors and others who
need to know.
13) In the participant screening process, consider factors, such as disciplinary history, that may
impact on the safety of the individual or the group.
14) Provide information for participants and their parents/ guardians/ families regarding when
and where the sponsor's responsibility ends, and the range of aspects of participants'
overseas experiences that are beyond the sponsor's control. In particular, program sponsors
generally:
Cannot guarantee or assure the safety of participants or eliminate all risks from the study
abroad environments.
Cannot monitor or control all of the daily personal decisions, choices, and activities of
individual participants.
Cannot prevent participants from engaging in illegal, dangerous or unwise activities.
Cannot assure that U.S. standards of due process apply in overseas legal proceedings or
provide or pay for legal representation for participants.
Cannot assume responsibility for the actions of persons not employed or otherwise
engaged by the program sponsor, for events that are not part of the program, or that are
beyond the control of the sponsor and its subcontractors, or for situations that may arise
due to the failure of a participant to disclose pertinent information.
Cannot assure that home-country cultural values and norms will apply in the host country.

B. Responsibilities of Participants
In Study Abroad, as in other settings, participants can have a major impact on their own
health and safety abroad through the decisions they make before and during the program and by
their day-to-day choices and behaviors.
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Participants should:
1) Read and carefully consider all materials issued by the sponsor that relate to safety, health,
legal, environmental, political, cultural, and religious conditions in host countries.
2) Consider their health and other personal circumstances when applying for or accepting a
place in a program.
3) Make available to the sponsor accurate and complete physical and mental health information
and any other personal data that is necessary in planning for a safe and healthy study abroad
experience.
4) Assume responsibility for all the elements necessary for their personal preparation for the
program and participate fully in orientations.
5) Obtain and maintain appropriate insurance coverage and abide by any conditions imposed by
the carriers.
6) Inform parents/guardians/families, and any others who may need to know, about their
participation in the study abroad program, provide them with emergency contact information,
and keep them informed on an ongoing basis.
7) Understand and comply with the terms of participation, codes of conduct, and emergency
procedures of the program, and obey host-country laws.
8) Be aware of local conditions and customs that may present health or safety risks when
making daily choices and decisions. Promptly express any health or safety concerns to the
program staff or other appropriate individuals.
9) Behave in a manner that is respectful of the rights and well being of others, and encourage
others to behave in a similar manner.
10) Accept responsibility for their own decisions and actions.
11) Become familiar with the procedures for obtaining emergency health and law enforcement
services in the host country.
12) Follow the program policies for keeping program staff informed of their whereabouts and well
being.
C. Recommendations to Parents/Guardians/Families.

In Study Abroad as in other settings, parents, guardians, and families can play an
important role in the health and safety of participants by helping them make decisions and by
influencing their behavior overseas.
When appropriate, parents/guardians/families should:
1) Obtain and carefully evaluate health and safety information related to the program, as
provided by the sponsor and other sources.
2) Be involved in the decision of the participant to enroll in a particular program.
3) Engage the participant in a thorough discussion of safety and behavior issues, insurance
needs, and emergency procedures related to living abroad.
4) Be responsive to requests from the program sponsor for information regarding the participant.
5) Keep in touch with the participant.
6) Be aware that some information may most appropriately be provided by the participant rather
than the program.

(Responsible Study Abroad: Health and Safety Guidelines, June 5, 1998)
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CHAPTER FIVE
Summary, Conclusions, and Recommendations
Summary
The purpose of this project was to develop a hybrid model procedural
manual for developing short-term international education programs with faculty
for Washington State public and private colleges and universities. To accomplish
this purpose Washington State public and private colleges and universities were
contacted to determine a need for the project, a review of literature was
conducted, existing formal procedures from other colleges and universities were
collected and the manual was reviewed by faculty members.

Conclusions
Conclusions reached as a result of the project were:
1. Institutions of higher education recognize the importance of international
education and are developing a variety of programs on their campuses to
meet the demands of students, including short-term programs.
2. Study abroad programs provide students the opportunity to learn to
communicate effectively across cultures and learn about other cultures.
3. A procedural manual can comprehensively explain the process for developing
short-term international education programs with faculty.
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4. Institutions must be proactive concerning liability management. The
international programs office and the risk management office need to work
closely together to limit legal exposure.

Recommendations

1. It is imperative that any institution that chooses to adapt in part or whole this
manual read it carefully and complies with the enclosed information.
Assumptions have been made that the university will do or has taken action
on their campus regarding liability, health and safety.

2. All forms and application materials should be reviewed by each campus's
Attorney General.

3. The key to a successful procedural manual is that the guidelines be adhered
to.
4. An annual review of the manual is essential to ensure that it maintains its
compliance with state and university policies and procedures.
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APPENDICES
RESPONSIBLE STUDY ABROAD: HEALTH AND SAFETY GUIDELINES
STATEMENT OF PURPOSE
Because the health and safety of study abroad participants are primary concerns, these
guidelines have been developed to provide useful practical guidance to institutions, participants,
and parfm!Rlguardianslfamilies, The guidelines are intended to be aspirational in natLlfe. Although
no set of guidelines can guarantee the health and safety needs of each individual involved in a
study abroad program, these guidelines address issues that merit attention and thoughtful
judgment. Although they address general considerations, they cannot possibly account for all the
inevitable variations in actual cases that arise. Therefore, as specific situations arise, those
involved must also rely upon their collective experience and judgment while considering the
unique circumstances of each situation.

D. Guidelines for Program Sponsors
To the extent reasonably possible, all program sponsors should endeavor to implement
these guidelines as applicable. At the same time, it must be noted that the structure of study
abroad programs varies widely and that study abroad is usually a cooperative venture that can
involve multiple sponsors. The term "sponsors" refers to all the entities that together develop,
offer, and administer study abroad programs. Sponsors include sending institutions, host
institutions, program administrators, and placement organizations. The role of an organization in
a study abroad program varies considerably from case to case, and it is not possible to specify a
division of efforts that will be applicable to all cases. All entities should apply the guidelines in
ways consistent with their respective roles.
In general, guidelines that relate to obtaining information and assessing circumstances
apply to all parties involved. Much of the information called for by these guidelines is readily
available and can be conveyed to participants by distributing it and referring them to, or utilizing
materials from recognized central sources. Guidelines that refer to the provision of information
and the preparation of participants refer to parties that advise, refer, nominate, admit, enroll, or
place students. Guidelines that suggest operating procedures on site apply to the entities that are
directly involved in the operation of the overseas program.
In addition, program sponsors that rely heavily on the collaboration of overseas
institutions may exercise less direct control over specific program components. In such cases,
sponsors are urged to work with their overseas partners to develop plans and procedures for
operating consistently with these guidelines.

Program sponsors should:
15) Conduct periodic assessments of health and safety conditions for the program, and develop
and maintain emergency preparedness processes and a crisis response plan.
16) Provide health and safety information for prospective participants so that they and their
parents/guardians/families can make informed decisions concerning preparation, participation
and behavior while on the program.
17) Provide clear information concerning aspects of home campus services and conditions that
cannot be replicated at overseas locations.
18) Provide orientation to participants prior to the program and as needed on site, which includes
information on safety, health, legal, environmental, political, cultural, and religious conditions
in the host country, dealing with health and safety issues, potential health and safety risks,
and appropriate emergency response measures.
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19) Consider health and safety issues in evaluating the appropriateness of an individual's
participation in a study abroad program.
20) Either provides appropriate health and travel accident (emergency evacuation, repatriation)
insurance to participants, or provide information about how to obtain appropriate coverage.
Require participants to show evidence of appropriate coverage.
21) Conduct appropriate inquiry regarding the potential health and safety risks of the local
environment of the program, including program-sponsored accommodation, events,
excursions and other activities, on an ongoing basis and provide information and assistance
to participants and their peirents / guardi,ms / families <1s needed.
22) Conduct appropriate inquiry regarding available medical and professional services, provide
information for participants and their parents /guardians/ families, and help participants
obtain the services they may need.
23) Provide appropriate and ongoing health and safety training for program directors and staff,
including guidelines with respect to intervention and referral, and working within the
limitations of their own competencies.
24) Communicate applicable codes of conduct and the consequences of noncompliance to
participants. Take appropriate action when aware that participants are in violation.
25) Obtain current and reliable information concerning heath and safety risks, and provide that
information to program administrators and participants.
26) In cases of serious health problems, injury, or other significant health and safety
circumstances, maintains good communication among all program sponsors and others who
need to know.
27) In the participant screening process, consider factors, such as disciplinary history, that may
impact on the safety of the individual or the group.
28) Provide information for participants and their parents/ guardians/ families regarding when
and where the sponsor's responsibility ends, and the range of aspects of participants'
overseas experiences that are beyond the sponsor's control. In particular, program sponsors
generally:

Cannot guarantee or assure the safety of participants or eliminate all risks from the study
abroad environments.
Cannot monitor or control all of the daily personal decisions, choices, and activities of
individual participants.
Cannot prevent participants from engaging in illegal, dangerous or unwise activities.
Cannot assure that U.S. standards of due process apply in overseas legal proceedings or
provide or pay for legal representation for participants.
Cannot assume responsibility for the actions of persons not employed or otherwise
engaged by the program sponsor, for events that are not part of the program, or that are
beyond the control of the sponsor and its subcontractors, or for situations that may arise
due to the failure of a participant to disclose pertinent information.
Cannot assure that home-country cultural values and norms will apply in the host country.

E. Responsibilities of Participants
In Study Abroad, as in other settings, participants can have a major impact on their own
health and safety abroad through the decisions they make before and during the program and by
their day-to-day choices and behaviors.
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Participants should:
13) Read and carefully consider all materials issued by the sponsor that relate to safety, health,
legal, environmental, political, cultural, and religious conditions in host countries.
14) Consider their health and other personal circumstances when applying for or accepting a
place in a program.
15) Make available to the sponsor accurate and complete physical and mental health information
and any other personal data that is necessary in planning far a safe and healthy .study abroad
experience.
16) Assume responsibility for all the elements necessary for their personal preparation for the
program and participate fully in orientations.
17) Obtain and maintain appropriate insurance coverage and abide by any conditions imposed by
the carriers.
18) Inform parents/guardians/families, and any others who may need to know, about their
participation in the study abroad program, provide them with emergency contact information,
and keep them informed on an ongoing basis.
19) Understand and comply with the terms of participation, codes of conduct, and emergency
procedures of the program, and obey host-country laws.
20) Be aware of local conditions and customs that may present health or safety risks when
making daily choices and decisions. Promptly express any health or safety concerns to the
program staff or other appropriate individuals.
21) Behave in a manner that is respectful of the rights and well being of others, and encourage
others to behave in a similar manner.
22) Accept responsibility for their own decisions and actions.
23) Become familiar with the procedures for obtaining emergency health and law enforcement
services in the host country.
24) Follow the program policies for keeping program staff informed of their whereabouts and well
being.
F.

Recommendations to Parents/Guardians/Families.

In Study Abroad as in other settings, parents, guardians, and families can play an
important role in the health and safety of participants by helping them make decisions and by
influencing their behavior overseas.

When appropriate, parents/guardians/families should:
7) Obtain and carefully evaluate health and safety information related to the program, as
provided by the sponsor and other sources.
8) Be involved in the decision of the participant to enroll in a particular program.
9) Engage the participant in a thorough discussion of safety and behavior issues, insurance
needs, and emergency procedures related to living abroad.
10) Be responsive to requests from the program sponsor for information regarding the participant.
11) Keep in touch with the participant.
12) Be aware that some information may most appropriately be provided by the participant rather
than the program.
(Responsible Study Abroad: Health and Safety Guidelines, June 5, 1998)

