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break week. Students complete initial course assignments and activities before the Spring Break
program, and then complete additional, often culminating course activities and assignments after
returning to campus following the program. In essence, Spring Break study abroad programs are
embedded in the middle of two halves of a spring academic course which parallels the curricular
activities conducted on the program. It is crucial that coursework be presented and completed before
the Spring Break program so that students are well-prepared and focused to take full advantage of
the curricular activities on the Spring Break program. Following Spring Break, additional course
activities and culminating assignments which tie together the pre-departure coursework and the
Spring Break program activities are delivered by faculty.

Often faculty-led programs range in length between 1 – 2 weeks and all must offer sufficient contact
hours (as well as content) to merit the number of credits attached to the course. Most programs carry
3 credits.

Consideration must also be given to the question of what other faculty-led programs are being
contemplated for upcoming Spring Break or summer periods. If a faculty colleague has already
planned a program focusing on the development of medieval cities in Iberia, for example, you might
want to modify the timing or subject of your program idea for Spain and Portugal. For this reason
alone, early contact with the Center for Global Engagement is important to the development of your
faculty-led program proposal.

Program Proposal Process

The Center for Global Engagement has a proposal process for all new faculty-led programs.
Interested faculty are encouraged to attend a Study Abroad Faculty Leader Information Session
offered by the Center for Global Engagement to gain additional understanding of the proposal
process. In addition, faculty are welcome to meet with the Study Abroad Coordinator to discuss their
program ideas, general program design, best practices, potential student interest, and overall
feasibility.

All new programs must be proposed by June 1 of the year preceding the program. The program
proposal form (see Appendix A) requires faculty leaders to outline the rationale for the program,
possible program activities, recruitment strategies, and his or her experience as it relates to the
program, course, and location. In addition, the syllabus for the proposed course corresponding with
the study abroad program must be included. The proposal must be signed by the appropriate
Departmental Chair and the Dean, indicating approval for the course and support for the program.

Proposals are analyzed by the Study Abroad Approval Committee (SAAC), which is comprised of
CGE staff and faculty/staff members of the campus community. In the past this has included Deans,
Associate Deans, Chairs, faculty members, and Academic Advisors. The committee evaluates
programs on a variety of variables outlined in detail below.

Key Considerations in Program Selection

Feasibility must by necessity include a realistic assessment of success: No one wants to commit time
and resources to a program that has little chance of realizing its goals. It is very discouraging – to
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Program Development

Program Development Considerations





● requiring students to prepare a site briefing for the group before visiting a place;
● conducting  informal one-on-one or group discussions while traveling between sites;

Quizzes, tests, and papers may be just as appropriate in the non-classroom setting, but consider
ways in which you might make on-going and final assessment fit the unique situation.

Allocating time during the on-site program for  students to do exploration and reflection on their own
(or with one or two others) is also advisable. Free time at selected points in the program need not
detract from the educational experience but, instead, can dramatically enhance it by letting students
independently experience an environment.

Students – and faculty leaders, too – need a break or two from the more intense togetherness of the
group. Stimulation from new sights and sounds and even smells can be overwhelming at times. Pace
activities – including travel – in such a way that the learning is manageable and pleasurable as well
as challenging. There is a natural tendency to want participants to be exposed to all the wonders of a
new place, but with time being limited it is necessary to be selective. One option is to make some
activities optional or suggested. Then more hands-on, experience-based learners can add to their
schedule while others (possibly those who are more analytical or reflective) can take a needed break
from programmed activities.

Go/No Go Considerations

No one wants to put work into a course or program offering (whether on- or off-campus) only to see it
be canceled. Two situations, however, warrant special attention in this regard: The safety of student
and faculty participants, and the number of students enrolled.

Safety

Proposed programs to destinations where safety concerns have arisen, even if the concerns arise at
the last minute, may have to be canceled. Pandemics, political developments, weather or other
natural disasters may make it prudent to cancel a program for safety reasons. Per University Policy
1007 4A, the University does not support student participation in educational activities in locations
where a U.S. Department of State Travel Advisory Level 4 (Do Not Travel) has been issued, or to any
region within a country with an elevated, persistent or transient health, safety, or security issue (e.g.,
U.S. Department of State Travel Advisory Level 3 or Centers for Disease Control and Prevention
(CDC) Level 2 or 3, or other unique safety issue concerning to the University). The Center for Global
Engagement monitors such developments and consults with the University Travel Oversight
Committee (UTOC) and appropriate University officers (including the study abroad program faculty
leader) concerning any decision to cancel a program based on safety considerations.

Enrollment

Undersubscribed courses/programs and the decision to cancel or continue require consultation with
the Dean or Associate Dean of the college offering the course(s) that provide academic credit for the
program and with the Center for Global Engagement, which budget the programs. Lower than
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anticipated enrollments affect both the program budget (which is based on a projected number of
participants) and potentially the faculty salary (which is based on minimum course enrollment).
Consulting with the appropriate college Deans/Associate Deans, CGE will make every effort to see
that faculty-led programs are realized. Programs that have not attracted a sufficient number of ODU
students, however, are not usually financially feasible to administer. Both program faculty leaders and
already-registered students need to know with reasonable lead time whether the program is going so
that they have sufficient time to make alternative plans, if necessary. Assessment of the program
status normally begins at the priority deadline – mid-November for Spring Break programs, and
mid-February for Summer Break programs.

Per University Policy 1007 Section 8, students enrolled in degree programs at other universities may
petition the CGE to participate in ODU faculty-led programs. In order to petition they must gain
admission to the University as non-degree-seeking students and meet all the criteria for admission to
the program. Non-students who wish to participate in global education programs designed for student
participation must do the same in order to be considered for participation.
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Program Promotion and Recruitment

Importance of Recruitment

Faculty-led programs p



help you in reaching potential students. This is particularly helpful during advising periods
when students are meeting with their academic advisors to discuss future coursework.

● Student clubs, based in your department or outside it, as well as student residence hall
programs, are similar worthwhile venues to consider. Suggest to the president or programming
chairperson of the club that you will be glad to offer a brief presentation and answer questions
at one of their upcoming meetings. Consider using any visuals that can be used to interest
students in the region or academic focus of your program, including PowerPoint slides,
videotapes, films or other extras.

● Past program participants can be great promoters as well.

The Center for Global Engagement actively promotes opportunities for ODU students, including
faculty-led programs. CGE takes responsibility for the following:

● Creating a webpage on the CGE website outlining the details of your program.
● Recruiting students through targeted emails, attending your Info Sessions, and advising

students.
● Advertising general study abroad opportunities using social media.
● Offering weekly information sessions to promote study abroad, generally.
● Organizing classroom and residence hall presentations to promote study abroad, generally.
● Hosting the Study Abroad Fair each semester, which faculty-led study abroad program leaders

are required to attend. The Fair is typically held in the Webb Center each semester, normally
the first Tuesday in October and the first Tuesday in February. We invite faculty to staff one of
the fair’s tables for as much of the event as possible. (Activity Hour from 12:30 – 1:30 is the
period of heaviest traffic).

Important Student Information

When promoting your faculty-led study abroad program, it is essential that the information
passed along to students is accurate. We recommend referring students to the Center for
Global Engagement to make an advising appointment, in which complete and accurate
information is shared with the students. (All students are required to complete study abroad
advising as part of the application process.) Nevertheless, faculty leaders should have a basic
understanding of the study abroad processes that closely relate to students and recruitment.

Academic requirements:

● All students who participate in faculty-led study abroad programs must be in good academic
standing when they apply for the program AND to participate in the program. Good academic
standing requires a 2.0 GPA for undergraduate students or a 3.0 GPA for graduate students.
Our office does not specifically limit students from participating in a faculty-led program based
on class rank.

● By default, this means students will have had to complete at least one semester at ODU.
Students, unless otherwise stated, are eligible to sign up for faculty–led programs after their
first full semester at ODU.
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● Students are required to register for the course(s) corresponding with the program. The Center
for Global Engagement will work with you on the course registration process.

● As a faculty-leader of a program, you may consider having additional prerequisites to
participate in the program, be they course prerequisites or other items. If you consider different
academic and/or other prerequisites, please communicate this to the Center for Global
Engagement. This information can then be included in program materials and students can be
properly advised. Keep in mind, though, that additional requirements can limit the number of
students who are able to participate in the program.

● Non-ODU students wishing to participate in an ODU study abroad program will need to apply
for the program through the Non-ODU Login/Register portal of the online application. The
Office of Study Abroad will work with non-ODU students and you on this process. Please refer
non-ODU students to the Office of Study Abroad for assistance.

Payments:

There are two separate costs for students participating in faculty-led programs – (1) the program cost
and (2) the tuition cost. The program cost pertains to costs associated with the program, such as
transportation, accommodations, activities, health insurance, administrative fee, etc. As part of the
program application, students must pay a $300 deposit that is applied toward the total program cost.
The remaining program payment is split in half. Students make program payments online through the
Center for Global Engagement’s program application system called ODUAbroad.

Tuition is paid separately, and is due according to the deadlines and policies outlined by the Office of
Finance. Students pay tuition at their normal rate – in-state or out-of-state; undergraduate or
graduate, etc. Tuition is paid online to the Office of Finance.

Financial Aid:

Students are able to use financial aid to cover course tuition as well as the faculty-led program cost.
However, financial aid is awarded on a case-by-case basis, so not every student may be eligible or
have additional funds to use to cover the costs.

In order to be eligible for federal financial aid, students must be enrolled full-time. For undergraduate
students, this equates to 12 credit hours during the fall and spring semesters and 9 during the
summer term. At the graduate level, students must take 6 credit hours during the academic year and
3 credit hours during the summer.
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Pre-departure Considerations

Student Application and Payment Processes

Applications and necessary payments are required for all participants for any faculty-led programs.
The Center for Global Engagement facilitates this process via our online application.

Once they have created a personal account within our system they should apply online for the study
abroad program of their choosing. There are various application elements which students must
complete online, including reading and electronically signing the International Study Participation
Agreement (see Appendix C). (The International Study Participation Agreement serves as both a risk
management / behavior contract and assumption of risks document). In addition, students must
schedule and complete an advising appointment with a study abroad advisor to discuss academic,
logistical, financial, and other aspects of the program.

Once the student has an understanding of the study abroad program and wants to move forward, he
or she must pay the $300 program deposit online, which is another required element of the
pre-decision part of the application process. The program deposit is part of the overall study abroad
program cost. All aspects of the pre-decision part of the application (including paying the program
deposit) must be completed before a student’s application for the program – and potentially for a
scholarship – are considered.

The program deposit is refundable up until 120 days prior to the start of the program. Students are
expected to register online for the desired program by early November for Spring Break programs
and early February for Summer programs. The final “go / no go” decision on the program running
won’t be made until after CGE has received the first half payment from students to ensure the
program’s financial viability.

After students make the first program payment, the Center for Global Engagement begins making
purchases on the group’s behalf. Therefore, after this point, many of the fees become
non-refundable, even if a participant has to withdraw from the program.

As previously mentioned, students are often able to use financial aid to cover the cost of the program,
if they are eligible for financial aid. If a student is planning on using financial aid to cover program
costs, he or she is able to sign a billing agreement, which allows the Center for Global Engagement
to bill his or her ODU account for the cost of the study abroad program. This is only encouraged for
students who are sure they will receive the necessary amount of aid, as students will be responsible
for the entire cost of the program, even if financial aid does not cover the entire.

Please note, the CGE enrolls all participants in the Department of State’s STEP program prior to
departure.

Student Academic Matters

Faculty-led programs are, at the heart, academic courses. Therefore, academic standards are of key
importance. There are two sides to this - student academic requirements and course academic rigor.
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Local standards concerning what constitutes appropriate behavior may differ considerably from those
in the U.S. In some countries, for example, women might experience suggestive catcalls on the street
or rather aggressive advances by men in social situations. Sexual assault is illegal and unacceptable
in all countries, although the degree of aggressiveness with which local authorities pursue violations
varies greatly from country to country. In all locations, any attempt at forcible sexual advance, by
anyone, should be reported immediately.

If an ODU student is a victim of sexual assault while participating in a program off-campus, there are
services available to help. We recommend that your first and primary contacts be CISI and your
on-site program partner (if applicable). They are there to support you, especially during emergency
situations, and have an understanding of the resources available to you locally. Please also contact
the Center for Global Engagement so that we can assist the student from our end, and help
coordinate any additional actions or support the student (and you) may need.

If an ODU student is assaulted, remember it is not the student’s fault. The person who committed the
assault is responsible. Ask the student not to shower or discard any of the clothing he or she had on
during the assault. Contact CISI and the Center for Global Engagement immediately for assistance
and they will advise you on what to do next. ODU can provide crisis counseling and sexual assault
resources critical for healing and emotional support.

Many of the services available at ODU are also available to students remotely

http://www.odu.edu/life/support/womenscenter
https://www.ywca-shr.org/
http://www.odu.edu/studenthealth
/counselingservices
http://www.rainn.org/get-help/sexual-assault-and-rape-international-resources
https://www.interaction.org/wp-content/uploads/resource-library/international_centers_for_survivors_of_sexual_assault_45553.pdf
https://www.interaction.org/wp-content/uploads/resource-library/international_centers_for_survivors_of_sexual_assault_45553.pdf




this information, but it is important that the faculty leader is also informed and prepared to reinforce
appropriate cautions and warnings during the duration of the program.

Providing emergency contact information: The Center for Global Engagement prepares a card with
emergency contact information for students while away from campus (U.S. embassy phone number,
“911" equivalent number, phone number of accommodation, etc.) Two cards are given to each
participant and each faculty leader, one to keep with them during the program and one to give to a
family member or friend at home.

U.S. Embassies have an American Citizens Unit within their Consular Affairs Office charged with
assisting U.S. citizens living and traveling in the country. Responding to injury/missing
persons/arrests/stolen or lost passports, etc., is a primary concern of the unit. Within the diplomatic
constraints imposed, the Department of State policy is to assist any U.S. citizen in trouble, and
embassies routinely maintain lists of reputable attorneys, doctors, etc. in the event such services are
required.

In an emergency, your first responsibility is the safety and well-being of program participants.
Do whatever is necessary to obtain prompt medical attention, embassy intervention, or police
protection.

Contact CISI immediately: 1-603-952-2660

In a medical emergency, make sure the student is taken to the nearest medical care facility. Assure
the well-being of the remaining students before traveling to the medical facility to serve as the
injured/ill person’s advocate.

In the event an affected student is unable to re-join the group, leave the student only with another
authorized program representative. Never appoint another student to remain alone to supervise,
manage, or monitor the treatment or other emergency response.

For emergencies related to terrorist activity or natural disaster, gather at the prearranged
emergency location(s) and follow the directive of local authorities.

Remember: in some emergency situations, the safest action may be to remain in place.

When you have done all you can to reasonably assure the students’ well-being, immediately contact
the Center for Global Engagement at +1-757-683-5378 [www.odu.edu/studyabroad].

If you cannot reach anyone at the Center for Global Engagement call ODU Police at
+1-757-683-4000 [http://ww2.odu.edu/af/police/] and they will contact the Center for Global
Engagement staff and/or assist you.

ODU has explicit protocols in place to deal with various emergency situations. The CGE and Public
Safety will contact on-campus resources to assist you as you work through the emergency situation,
assembling a crisis response team as appropriate.
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● Pay the balance, in full, on their University Personal Liability Travel Credit Card. The credit
card balance must be paid in full by the due date, even if the University has not yet reimbursed
faculty for expenditures charged on the card.

Additionally, the Center for Global Engagement requests that program faculty:

● Encourage students to complete the Faculty-led Study Abroad Program evaluation through the
Center for Global Engagement. (CGE will also solicit feedback via these evaluations.)

● Stay in touch with student participants. This can help students deal with any potential reverse
culture shock and other re-entry issues. Not only will this help students readjust, but can
solidify your relationship with them. Remember, students can be an extremely effective
recruitment tool for future programs.

● Encourage other faculty members to develop programs, or participate in development
workshops for new program faculty leaders.
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Appendix A - Faculty-Led Study Abroad/Away Program Proposal Form

Proposals must be signed by both the faculty member’s Department Chair and Dean. Submit the completed proposal to
the Center for Global Engagement (Dragas Hall 2006) via email to Michael Dean, Deputy Director, Center for Global
Engagement, at mdean@odu.edu.

The deadline for proposing an ODU Spring Break or Summer faculty-led program is June 1 of the year preceding the
program.

A complete proposal packet consists of:

1. This form, signed by your Chair and Dean, including responses to the questions on page 2.
2. Course description(s) and syllabus/syllabi.
3. Sample program itinerary (see page 2, question #9 for details).

Name

Academic Title Email

Department & Campus Address

Proposal Type: ❑Spring Break Program ❑Summer Program Proposed dates:

Proposed Program Location(s)

Title and Number of Proposed Course(s) [Please list all courses to be offered as part of this program.]

Suggested departments for cross-listing course(s) (not required)

Course prerequisites (should match on-campus requirements, unless prior department permission)

For repeat programs only:  In which year(s) has this program been offered?
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Faculty-led Program Proposal Details

(Faculty proposing repeat programs should skip to #10.)

1. Please explain your



10. For repeat programs only: please describe any changes you intend to make to the structure or academic content of
the program compared to prior years, if applicable.
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Summer Break student participants make final program payments to the
Center for Global Engagement. Program coordinator finalizes flight
payments, vendor payments, etc., as needed. As needed, faculty leader
and student participants apply for passports and visas.

April: Faculty leader and program coordinator host pre-departure orientation
courses for the Summer Break programs.

May - August: Summer Break study abroad programs take place. Within 5 business days
of return, faculty leader submits all receipts for reimbursements, along with
other required documentation, to the Center for Global Engagement for
processing. Faculty leader submits program report within three weeks
days of program completion.

Program coordinator collects Summer Break student evaluation data.
Program evaluations are shared with the appropriate faculty. Plans for
program development are discussed for potential future programs.
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Program Name:

Appendix C - International Study Participation Agreement

Old Dominion University

INSTRUCTIONS: Read entire document carefully before initialing each page and signing.

As a student participant in Old Dominion University's (ODU) international study program, you are agreeing to the following
conditions established by the ODU Center for Global Engagement (CGE), which includes Program Directors, Program
Faculty, Program Coordinators, faculty, staff and administrators of ODU, generally referred to in this document as “the
official representatives of ODU”. The International Study Participation Agreement applies to international programs
developed, administered and managed by all colleges, academic departments and administrative units of Old Dominion
University including but not limited to the following: the Center for Global Engagement, the Career Management Center,
the Office of Leadership and Student Involvement, and the Recreation and Wellness Department.

University Policies: I understand the rules governing student responsibility and behavior as stated in the Old Dominion
University Honor Code, Monarch Creed, Student Disciplinary Policies and Procedures, and the Student Abroad Handbook
are in effect for the duration of the program.  I am responsible for adhering to established policies, heeding verbal and
written announcements, and exhibiting reasonable and acceptable behavior which shows genuine concern for social
patterns of the host culture as well as my personal integrity at scheduled events and on excursions.

Program Orientation: I am responsible for attending required pre-departure and on-site orientation meetings, for
submitting all forms and identification materials by the specified due date(s), for following instructions for course
registration, and for complying with requests related to my enrollment.  I understand that failure to do any of the above
may result in my removal from the program.

Payment of Fees: I accept the responsibility for coordinating timely payment for tuition and associated program fees and
for following university procedures for financial aid and scholarship(s) disbursement.  I am responsible for making
payment of all remaining account balances in accordance with the program payment schedule, and I am responsible for
all late fees and/or costs for collection of fees in accordance with standard University procedures.  Non-payment of fees
will jeopardize my continuing participation in the program and may result in withdrawal or dismissal.

Costs Related to Withdrawal, Dismissal and/or Absence: I shall be solely responsible for any and all costs arising out
of my voluntary or involuntary withdrawal or dismissal from the program prior to its completion, including withdrawal for
reasons of health, family emergency, illegal drug or alcohol use or abuse, legal detention, etc., or disciplinary action by
official representative(s) of the University.  Costs incurred on my behalf include, but are not limited to, monies advanced
on my behalf for non-refundable deposits at other institutions, legal documents, special fees, air, ground, and/or sea
transportation, tours and excursions, housing contracts, and program activities, events, and visits.  If I withdraw, depart, or
am dismissed from a program for any reason prior to its formal completion, I will not be eligible for any academic credits,
and further I understand that the fees charged for the program pay for the program as a whole, and that I cannot be
refunded for parts of it that I miss due to absence, withdrawal and/or dismissal. If I withdraw within 120 days prior to
the start date of the program, I will be responsible for the full program fee.  Cancellation or withdrawal after the
program has started will result in the forfeiture of all fees.

Scholarships: I will return any and all scholarship monies awarded or received to the CGE should I withdrawal from the
international study program prior to or following commencement.

Travel to Program Site:  Unless included by the CGE as part of the program, I am responsible for securing travel
arrangements that will allow timely arrival to the program site for on-site orientation and for notifying the CGE of my
itinerary and transportation methods, and full contact information (email, cell phone number, physical address, etc.).  I am
responsible for investigating and applying for appropriate documentation, e.g. passport, visa, health certificate, financial
statement.  If I should purchase an airline ticket without the approval of the Program Director(s) and CGE, I understand
that ODU will not be held liable for the price of the ticket or any fees associated with changing the ticket, should the
program be cancelled for any reason.

Initial

Old Dominion University Office of Study Abroad / Faculty Leader Handbook 35



Attendance: I acknowledge that attendance is mandatory at all classes and course-related outings and excursions
except in cases of illness and/or emergencies beyond my control.  Visits by family and friends are not reasons for an
excused absence.  With the exception of personal and family emergencies where the student and the official
representative(s) of ODU have made appropriate arrangements, students must remain on the program abroad for its
entire duration in order to receive credit.  There is no provision for making up missed examinations for any reason.

Free time: I am responsible for travel, lodging, and meals during designated free times within the inclusive program
dates, during periods of independent activity, and before or after the program.

Conduct and Dismissal: I understand that as a U.S. or other foreign national citizen in a foreign country, I will be subject
to the laws of that country.  I agree to conduct myself in a mant ce  o ant ce.or oth




