[image: image1.png]


`           International Center
Short-Term Study Abroad Program Contract
The Study Abroad Program Contract will assist you in bringing together your syllabus and itinerary, as well as to aid you with planning your budget, marketing plan and recruiting schedule. 

If you would like assistance with any of the materials necessary for the contract, please contact Sarah Reuter at x5101 or reuter@hartford.edu
Syllabus
If you will be using an existing University of Hartford course, please attach the syllabus for each course that will be offered as a part of this program.  Please include any changes that have been made to accommodate this study abroad course, including text books, intercultural learning objectives and assessment.
If you are developing a new course, please follow departmental procedures for developing a new course. Most times this will include a review by the appropriate curriculum committee which can take time. Once the course has been approved, please forward the syllabus to the International Center (IC).
Itinerary
Include the program itinerary which should describe the daily expectations of the group as well as portray to students what they can expect from the program. Include details regarding site visits, lectures and excursions, as well as information regarding accommodation and meals. 
Budget 
Develop a program budget, estimating costs for each aspect of your program.  
A budget template has been included in the contract.

The budget must include:

University of Hartford tuition (50% of normal cost)
Faculty salaries and expenses (airfare, per diem)
Contingency fee of 10% per student for unexpected occurrences (emergencies, opportunities that arise after you depart) 
MEDEX (Emergency Medical Assistance) fee of $25 for a program less than 10 days and $45 for a program over 10 days 

The budget may also include:

Airport transfer to the hotel, train tickets, guest lectures, accommodation, entrance fees, excursions, meals etc.
Please also include a list of estimated expenses not included in the UH program fee 
A suggestion to keep the cost down- Faculty in the past, have opted to take a half-salary rate, split one salary amongst two faculty or have only expenses covered and not receive a salary.
Marketing

In order to have a successful program, faculty directors must develop a clear and proactive recruitment plan. These programs offer academic courses for credit and faculty directors need to emphasize to students that they are enrolling to study and learn not to sightsee. In fact, directors should refrain from referring to the program as a "tour", “trip” or "study tour." 
The IC will contribute to your marketing efforts by creating a program flyer for you to distribute and by posting it on the study abroad website. The IC will need the following information in order to do so:

· 2-3 sentence description of the program 

· 3-7 program highlights, including all cities/towns and site visits 
· Specific information about what is and is not included in the program cost

· Contact information of the faculty member including phone and email

· Dates and times of information sessions

· Photograph(s) or photograph suggestions that you would like included in the flyer and on the website; the IC will add these when necessary
Flyers 
Flyers are simple ways to reach potential program participants. These can be distributed in locations throughout campus or targeted toward specific groups. The IC will post flyers on boards in GSU, faculty directors are encouraged to post flyers throughout campus on "general" bulletin boards and to give flyers to colleagues and offices around campus. 

Information meetings and word of mouth 
Information meetings about your program are an excellent means for telling groups of students about your program, showing slides or video of the area to be visited, answering questions, gauging student interest in your program and obtaining names of interested students for later follow-up. Flyers should include meeting dates, times and locations to encourage student attendance. 

Classroom visits 
Students in your own classes are potential participants. Contact colleagues and request a few minutes of their class time to briefly promote your program. Faculty directors may also target colleagues who share their vision and interests to help promote their programs. Keep a list of names and e-mail addresses of potential applicants and send periodic reminders about application deadlines, information meetings, etc. 
Program Web site 
Several faculty directors have created websites for their programs, and these range from simple to quite elaborate. Consider adding a page or section to your department website as a way of promoting your program. Information on all approved programs will be posted on the study abroad website. 
Study Abroad Fairs 
Each Fall (typically late September) and Spring (typically early March) semester, the IC holds a Study Abroad Fair that brings together several study abroad providers from all over the world. This is an excellent opportunity for University of Hartford students to learn about study abroad options. Having a table at the Fair will enable you to reach students over the course of the event. A table is typically reserved for faculty to promote UH short-term programs.
Final thoughts on recruiting

The main recruiting efforts fall on the faculty directors. The programs that have been the most successful are those where faculty recruit students from their own classes as well as conduct classroom visits to encourage student interest he program. Remember that minimum enrollment is required to make a course run.
Information Sessions
Information Sessions are the best way for you to get students excited about your program. It is a chance for them to meet the faculty as well as other potential participants. It is highly encouraged that you incorporate a Power Point presentation with the academic information, cost details, photographs and maps to show students where they will be going and what they should expect from your program. It is important to set expectations early and to be available to answer questions they might have. You should bring copies of the syllabi as well as copies of the daily itinerary to each session. In general, a representative from the IC will be available for the information session to answer policy and procedure questions. It is highly recommended that you host 1 info session two semesters before your program begins if possible, and 1-2 info sessions one semester before your program.
Application Process

The Study Abroad Application Form and Admission and Cancellation Policy are available at the study abroad website.
Application & full payment deadlines 

February 15th & April 15th for summer programs 
October 1st & November 15th for winter programs
Students must submit their applications to the IC along with the application fee (typically $1,000). The IC will make sure that all portions of the application have been completed and verify that each participant is in good financial, academic and social standing. The IC will send you copies of all eligible applications for your program immediately after the application deadline for your review. 

Participant selection criteria As a general rule, the University of Hartford requires students to have at least a 2.5 GPA. You are free to set your own requirements in this regard; however, they should not be lower than the minimum 2.5 GPA. You may also determine whether to limit admission to a certain group: i.e. honors students, students in a particular major, only students from UH, etc. You may wish to require letters of reference and/or an interview to ensure participants will interact well with you and the rest of the group. 
International students participating in study abroad programs often have additional concerns regarding passport and visa requirements for travel to a third country. Refer them to the IC. They need to take care of necessary paperwork for visas as soon as possible after deciding to participate in the program. 
After you have completed your selection process, inform all students of their status in writing. Please note that once officially accepted into a program, students become subject to the standard cancellation policy.
I hereby acknowledge that I have read and understand my responsibilities concerning the development and recruitment of this study abroad program and that I have included all of the necessary materials with this Short-term Study Abroad Contract.
1) Faculty Director   _________________________ Signature: ____________________________________


Telephone: ____________    E-Mail:_____________________    UH Address: _______________________ 

2) Faculty Director   _________________________ Signature: ____________________________________


Telephone: ____________    E-Mail:_____________________    UH Address: _______________________ 

Title of the Program: _________________________ Location(s):____________________________
Duration (in days):______________________

Dates: from _________ to ____________
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