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SHORT-TERM 

STUDY ABROAD 

PROGRAM 

PROPOSAL 

Summer 

2019 
The purpose of this proposal is to help program directors 

conceptualize the different components that make up a summer 

short-term program and to help directors plan their program from 

start to finish. The faculty director must submit this proposal each 

year; if the program has run previously and no changes are 

made, the director need only complete the renewal form 

(Appendix A) and submit an updated budget. 

 

Deadline:  

March 15, 2018 
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Timeline 

This timeline is intended to help directors plan the various components of their short-term abroad program. 

CGE encourages directors to submit this proposal as soon as possible, in anticipation of questions from CGE, 

Academic Curriculum Committee, and Common Curriculum Committee.  

 

March 15, 2018 Deadline for program proposal submission 

May 1, 2018 Notification of acceptance/non-acceptance of program proposal  

August 15, 2018 Deadline for program fee estimation; website materials; marketing materials 

August 27, 2018 Short-Term Application opens 

Early October, 2018 Study Abroad Fair  

November 5, 2018 

(at noon) 

First round application deadline 

November 7, 2018 Second round applications open 

November 19, 2018  Notification to Short-Term Program Manager regarding acceptance/non-acceptance 

of first round applicants 

November 20, 2018 

 

Notification to students of acceptance/non-acceptance. Programs with under 8 

students will be discussed; applications for programs that still have available 

spaces will reopen.  

November 27, 2018  Second round application deadline 

December 3, 2018  Notification to Short-Term Program Manager regarding acceptance/non-acceptance 

December 4, 2018 Notification to students of acceptance/non-acceptance. Final determination if 

program is running.  

Early February Mandatory Pre-Departure Orientation for all short-term programs 

Mid-March Registrar's Office will enroll students for the course 

April 1, 2019 Deadline for students to complete post-decision health/safety and waiver forms 

Mid-April Pre-departure budget meeting with Short-Term Program Manager and CSB 

Business Office 

Early May Students will be billed for tuition and program fees with summer term billing 

Mid-June Deadline for payment of summer charges 

Within 30 days of 

return 

Submit program receipts for reconciliation and director’s report 

August 1 Submission of grades 
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Commitment Expectations 

Developing, promoting, and implementing a short-term study abroad program is a significant time commitment. 

The Center for Global Education encourages faculty to start developing the program as early as possible, with 

the understanding that it generally takes about 12-14 months to develop, promote, and implement the program. 

This is essentially the equivalent of an overload with an AB mod course for spring 2018, fall 2018, and spring 

2019. CGE recommends that faculty take this into consideration when thinking about their workload and other 

commitments on and off campus.  

 

CGE does not recommend leading a short-term study abroad program if the director will not be in campus, 

directing a semester program during fall 2018, spring 2019, or fall 2019. Additionally CGE does not recommend 

leading a program if the director will be on sabbatical fall 2018 or spring 2019. The commitments for a short-term 

program, including marketing and faculty training, are integral parts of developing a short-term program and are 

not easily accomplished when a director is not on campus.  

 

The Center for Global Education, in conjunction with Academic Affairs, will be looking at the overall number of 

summer programs based on diversity of location and curriculum as well as feasibility and sustainability of the 

programs. CGE is looking for a wide breadth of locations and areas of coursework and takes into consideration 

if two programs will compete with each other, having too similar areas of coursework or being in the same 

location.  

 

Course Information 

A short-term study abroad program is foremost an academic experience. Students will always “find the fun” and 

so directors are encouraged to integrate academic components into the itinerary and provide free time 

throughout the program to allow students the opportunity to experience those sights and activities that have most 

meaning for them.  

 

Faculty directors must submit the following materials as part of this proposal: 

1. Course description (academic description for course catalog)  

2. Rationale for the course and the program location(s)  

3. Learning goals  

a. What are the academic learning goals for the course? How are the learning objectives and 

student learning enhanced by the location?  

b. How will they be assessed? 

c. If experiential learning or intercultural designations are sought for this program, indicate how 

the course integrates intercultural learning or experiential learning with the academic content 

and how this learning will be assessed.  

4. General overview of the itinerary and intentional engagement with the culture (please submit a sample 

itinerary for 3-5 days; if more than 1 location will be visited, please provide itinerary information for 

each location) 

 

Submitting Online Forms 

By the March 15 deadline, faculty directors will also need to submit information directly to either the Academic 

Curriculum Committee or Common Curriculum Committee through the appropriate online forms 

(http://www.csbsju.edu/common-curriculum/online-forms). If a different faculty member has led the course in the 

past or if the same director is significantly changing the content or the location, the director will need to submit 

the online form “Modify Short-term Off-site course or program” as well as the appropriate designation proposal. 

http://www.csbsju.edu/common-curriculum/online-forms
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If this is a brand new course, the director will need to submit the online form “New short-term off-site course or 

program.”  

 

Applying for a Designation 

Additionally, if faculty directors are applying for a designation, they must submit the online form for the chosen 

designation. The three most common designations are Intercultural, Gender, and Experiential Learning, although 

Fine Arts, Upper Theology, and Humanities designations have also been offered. In order to achieve the 

Experiential Learning designation, the course must be at least 1 credit. In order to achieve Intercultural or 

Gender, the course must be at least 2 credits. In order to achieve the other designations or a combination of 

Gender and Intercultural, the course must be at least 4 credits.  

 

Teaching the Course 

Faculty directors are expected to teach the academic components of all short-term study abroad programs. Most 

programs are typically 1, 2 or 4 credits; variable credits will no longer be accepted. Each credit equates 42 hours 

of student learning (both in-classroom time and time spent preparing for class). There must be a clear outline in 

the course description and itinerary of how and when the learning will be achieved. Directors may include pre-

departure sessions in the overall hours.  Students cannot elect to pursue an ILP instead of the assigned course 

and all students must be enrolled in the academic course for credit.  

 

Faculty directors must also indicate where their course is to be housed, either within a department or as a Course 

of the College. If directors are proposing a Course of the College, they must make the case for why their course 

does not fit within the learning goals or academic objectives of a specific department.  

 

Course Information 

Directors should indicate the information, as it is known, below.  

 

CSB/SJU Course Name: ___________________ CSB/SJU Course Number: ____________________ 

 

Program Location(s):____________________________________________________ 

 

Program Dates: ______________________ to _________________________ 

 

Number of CSB/SJU credits: ____________Designation(s) (if applicable): ___________________ 

 

CSB/SJU Education Abroad Learning Goals 

When developing a short-term program, faculty directors are encouraged to think about the CSB/SJU sponsored 

Education Abroad Program Learning Goals:  

1. Knowledge of the host society;  

2. Recognition of cultural values and culturally appropriate behaviors; 

3. Willingness to independently seek out and learn from new intercultural situations; 

4. Deepen awareness of their own culture and its role in shaping the themselves; and 

5. Integration of their education abroad experience with their CSB/SJU liberal arts experience, with their 

future vocation, and into lifelong patterns of learning 
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Budget Development  

All program directors must submit a budget to the Center for Global Education for review. This budget will also 

be given to the CSB Business Office and the budget analyst in Academic Affairs to help determine the final 

program fee which students will be charged. The Short-Term Program Manager will provide you with an updated 

template that must be used.   

 

It is important to keep the following items in mind when developing a budget:  

1. There is no magical program fee to aim for; the budget should reflect is a good estimation of 

everything included in the itinerary.  

2. Only the director and assistant director salary can come from tuition revenue. The director and 

assistant director non-compensation costs are covered by the student program fee. The director 

salary is based on credits, at $1,300 per credit. The assistant director is also based on credits, at 

$500 per credit.   

3. An assistant director is required when there are 16 or more students participating in the program. The 

assistant director will have their expenses covered by the student program fee and will receive a 

salary. Assistant directors are optional when there are 12-15 students; the assistant director will only 

have their expenses covered (there will be no salary given).  

4. The director can only have their expenses covered if the same expenses are covered for the students 

(with the exception of airfare). For example, if students are only covered for 3 group meals throughout 

the program and all other meals are out-of-pocket, only those 3 group meals will be covered for the 

director (all other meals would be out-of-pocket).  

5. Additionally, the director should use their discretion when making their own arrangements (i.e. the 

students cannot stay in an inexpensive hostel while the director are in a 5-star hotel). 

6. If there are components which will not be included in the budget (i.e. lunch and dinner or airfare), 

directors should still have an idea of what those components will cost for an overall cost estimate to 

provide to the students.  

7. Programs can no longer include airfare in the program fee; students need to purchase airfare 

independently.  

 

 

Dates 

Short-term study abroad programs at CSB/SJU occur in the summer. They are independent of spring or fall 

semester classes, allowing faculty to operate outside of their normal teaching schedules. As CSB/SJU no longer 

incorporates a J-term into its calendar, running programs during winter break for credit is not a possibility.  

 

Programs cannot begin before finals end in May; CGE recommends that programs leave just after graduation, 

allowing both students and directors a short break between the end of the spring semester and the beginning of 

the program. Programs must return as close to August 1 as possible (or before).    

 

Marketing and Recruiting 

Marketing the program and recruiting students is vital to the success of the program. The Short-Term Program 

Manager is available to offer suggestions, help with the development of marketing materials, and make other 

similar arrangements, but faculty directors are the best marketers of the program. Directors should develop 

a recruiting plan to help determine the preferred student applicants (i.e. major, minor, area of interest, academic 

year) and to understand how to reach these students (i.e. information sessions, classroom presentations, flyers, 

etc.).  
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One major recruiting event is the Study Abroad Fair, which will be held in October. This is an opportunity to talk 

with interested students; faculty directors should plan on attending the fair.  

 

Additionally, CGE will promote the program on the Short-Term Program section of the website. Each program 

will be listed according to the location(s) of the program, the name of the course, and the dates of the program. 

CGE will also develop individual pages for each program. The Short-Term Program Manager will provide 

directors with the website template at a later date.  

 

Please briefly list the recruitment and marketing methods that will be used.  

 

Application Requirements 

All summer study abroad programs must use the Short-Term Study Abroad Common Application. This is to allow 

applications to open at the same time and to prevent any double applications from one student. CGE will provide 

faculty directors access to the Short-Term Application Database to allow for review of applications and 

acceptance (or non-acceptance) into the program. The application will require 3 short essays, detailing personal, 

professional, and academic goals. Additionally, each student will be required to submit a resume and one 

academic recommendation. The GPA requirement is 2.5, but directors are able to accept students with lower 

GPAs if they believe the student will be successful on the program. CGE will also provide conduct records for 

each applicant.  

 

Directors will be required to interview each student as part of the student development process.  

 

If your program has specific requirements (i.e. HISP 111), please include that below.  
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If selected as a Study Abroad Short-Term Faculty Director, I agree to: 

1. Partner with CGE to actively recruit for and advise students about short-term programs. 

2. Attend all program management workshops and individual program meetings sponsored by CGE prior 

to departure.  These will typically include: 

a. 3 Faculty Director Workshops (mid-October 2018, mid-January 2019 and late February 2019) 

b. Study Abroad Fair (October 2018) 

c. Individual meetings with Short-Term Program Manager & CSB Business Office 

3. Collaborate with CGE on the student selection process including a review of all student application 

materials and conducting individual interviews. (Application deadline November 5, 2018, with interviews 

mid-November) 

4. Work with CGE to plan and implement pre-departure and re-entry workshops for students including: 

a. Saturday pre-departure orientation hosted by CGE (February 2019)  

b. 2-3 program specific orientations (semester prior to departure) 

c. Welcome Back Dinner event (September 2019) 

5. Stay in timely contact – before, during, and after the program – with student members of the program 

and CGE on all issues related to travel deadlines, course requirements, behavior standards, excursion 

plans, program rules, etc.   

6. Work with Academic Curriculum Committee and Common Curriculum Committee to ensure approval of 

course and any designations.  

7. Submit program reports, self-assessment, and financial accounting receipts within 30 days of the 

program end date. 

8. Submit all grades by August 1 (an extension until August 15 is given to those programs which may end 

after August 1) 

9. Complete all required paperwork for the institutionally mandated background check and successfully 

pass the background check.  

 

I have read and understand the expectations and understand that failure meet these expectations may impact 

future directorships. 

 

________________________________   _____________________________________     

Applicant Signature       Date    
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Appendix A: Renewal Form 

 

Please complete this form ONLY if the program was previously approved by the Center for Global Education, 

Academic Affairs, the Academic Curriculum Committee, and/or the Common Curriculum Committee (if holding 

any designations) and you would like to offer it again in its same form. Completion of this form does not 

guarantee that your program will be approved again. This form is due on March 15, 2018. 

 

CSB/SJU Course Name: ___________________ CSB/SJU Course Number: ____________________ 

 

Program Location(s):____________________________________________________ 

 

Program Dates: ______________________ to _________________________ 

 

Number of CSB/SJU credits: ____________Designation(s) (if applicable): ___________________ 

 

If selected as a Study Abroad Short-Term Faculty Director, I agree to: 

1. Partner with CGE to actively recruit for and advise students about short-term programs. 

2. Attend all program management workshops and individual program meetings sponsored by CGE prior 

to departure.  These will typically include: 

a. 3 Faculty Director Workshops (mid-October 2018, mid-January 2019 and late February 2019) 

b. Study Abroad Fair (October 2018) 

c. Individual meetings with Short-Term Program Manager & CSB Business Office 

3. Collaborate with CGE on the student selection process including a review of all student application 

materials and conducting individual interviews. (Application deadline November 5, 2018, with interviews 

mid-November) 

4. Work with CGE to plan and implement pre-departure and re-entry workshops for students including: 

a. Saturday pre-departure orientation hosted by CGE (February 2019)  

b. 2-3 program specific orientations (semester prior to departure) 

c. Welcome Back Dinner event (September 2019) 

5. Stay in timely contact – before, during, and after the program – with student members of the program 

and CGE on all issues related to travel deadlines, course requirements, behavior standards, excursion 

plans, program rules, etc.   

6. Work with Academic Curriculum Committee and Common Curriculum Committee to ensure approval of 

course and any designations.  

7. Submit program reports, self-assessment, and financial accounting receipts within 30 days of the 

program end date. 

8. Submit all grades by August 1 (an extension until August 15 is given to those programs which may end 

after August 1) 

9. Complete all required paperwork for the institutionally mandated background check and successfully 

pass the background check.  

 

I have read and understand the expectations and understand that failure meet these expectations may impact 

future directorships. 

 

________________________________   _____________________________________     

Applicant Signature       Date       
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Appendix B: Renewal Form for Valladolid Directors 

 

Please complete this form ONLY if you have been selected to director the Valladolid program through the 

Hispanic Studies Department.  

 

Commitment Expectations 

Developing, promoting, and implementing a short-term study abroad program is a significant time commitment. 

The Center for Global Education encourages faculty to start developing the program as early as possible, with 

the understanding that it generally takes about 12-14 months to develop, promote, and implement the program. 

This is essentially the equivalent of an overload with an AB mod course for spring 2018, fall 2018, and spring 

2019. CGE recommends that faculty take this into consideration when thinking about their workload and other 

commitments on and off campus.  

 

CGE does not recommend leading a short-term study abroad program if the director will not be in campus, 

either for a sabbatical or directing a semester program, fall 2018, spring 2019, or fall 2019. The commitments 

for a short-term program, including marketing and faculty training, are integral parts of developing a short-term 

program and are not easily accomplished when a director is not on campus.  

 

The Center for Global Education and Academic Affairs will approve the directors selected by the Hispanic 

Studies Department for the two sessions of the Valladolid summer program. In conjunction with the Short-Term 

Program Manager, these directors will develop a budget for the summer program and provide updated 

information for the website.  

 

Salary Information 

Academic Affairs is ultimately responsible for the salary for the Valladolid directors. The salary will be 

determined by the number of students participating in both sessions (a minimum of 5 students is required for 

the second session to run) and the average number of credits in which the students enroll. The baseline of the 

salary will be $1,300, which is the per credit cost a short-term director earns.  

 

If selected as a Study Abroad Short-Term Faculty Director, I agree to: 

1. Partner with CGE to actively recruit for and advise students about short-term programs. 

2. Attend all program management workshops and individual program meetings sponsored by CGE prior 

to departure.  These will typically include: 

a. 3 Faculty Director Workshops (mid-October 2018, mid-January 2019 and late February 2019) 

b. Study Abroad Fair (October 2018) 

c. Individual meetings with Short-Term Program Manager & CSB Business Office 

3. Collaborate with CGE on the student selection process including a review of all student application 

materials and conducting individual interviews. (Application deadline November 5, 2018, with interviews 

mid-November) 

4. Work with CGE to plan and implement pre-departure and re-entry workshops for students including: 

a. Saturday pre-departure orientation hosted by CGE (February 2019)  

b. 2-3 program specific orientations (semester prior to departure) 

c. Welcome Back Dinner event (September 2019) 

5. Stay in timely contact – before, during, and after the program – with student members of the program 

and CGE on all issues related to travel deadlines, course requirements, behavior standards, excursion 

plans, program rules, etc.   
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6. Submit program reports, self-assessment, and financial accounting receipts within 30 days of the 

program end date. 

7. Submit all grades by August 1 (an extension until August 15 is given to those programs which may end 

after August 1) 

8. Complete all required paperwork for the institutionally mandated background check and successfully 

pass the background check.  

 

I have read and understand the expectations and understand that failure meet these expectations may impact 

future directorships. 

 

________________________________   _____________________________________     

Applicant Signature       Date    


