UW Bothell Global Initiatives


UW BOTHELL FACULTY-LED 
STUDY ABROAD PROGRAM PROPOSAL
General Instructions:
This application
 should be used to propose a new or recurring UW Bothell faculty-led study abroad program that will be administered from the Bothell campus, instead of the UW Study Abroad Office (International Programs and Exchanges) on the Seattle campus. This proposal should be used for short-term programs designed exclusively for UW Bothell students, such as the MBA study tours, as well as quarter-long and short courses that combine class time at UW Bothell with an experience abroad. This application should be completed and submitted by the Program Directors. Faculty should discuss their intent to submit a proposal with their home department chair before beginning a proposal. 

When the form is complete, please print, sign, have it signed by the Dean or Director of the sponsoring department and then submit it to Natalia Dyba, Director of Global Initiatives, Box 358555. Please also send an electronic copy as a back-up to studyabroad@uwb.edu. 
Once submitted with signatures, Global Initiatives will assume that the proposal has been reviewed and approved by the Program Directors and Chairs of the affected departments. If multiple departments are involved in this program, the sponsoring department will be considered to have primary ownership of the program. Program Directors whose appointment lives within a different department than the sponsoring department should also discuss their intent to submit a proposal with their home department chair before beginning a proposal. 
The information provided in this proposal will be used to evaluate the program. Proposals reviewed and nominated by Global Initiatives will be forwarded to the Vice Chancellor for Academic Affairs and the Vice Chancellor for Administration and Planning for final approval. If approved, information in this proposal will be used for marketing and outreach. Please be as thorough as possible. 
Strong proposals include: 
· Clear and thoroughly laid out academic goals that are enhanced by the program site(s).

· Program Directors have strong ties to and familiarity with the program site.  At least one of the Program Directors speaks the language of the country visited. 
· A well-thought out assessment of the risks involved in and associated with the program.

· A detailed program budget that covers the estimated costs of the program and maps thoroughly to the program itinerary; solidly identified housing, classroom spaces and field trips.

· Courses that generally mirror courses taught on campus in terms of academic rigor; elements of tourism are inevitable in study abroad programs, but the UW is passionate about facilitating academic study abroad programs and works to avoid running student tours.

· Unique and specific study abroad opportunities not available elsewhere at UW. Preference may be given to programs that meet the needs of non-traditional students who work and have families.
· A clear relationship to the Sponsoring Department: Program Directors have connection to department, program goals fit with departmental goals/priorities and coursework has been vetted and approved. 
· A thorough and comprehensive pre-departure orientation plan.
UW BOTHELL FACULTY-LED 
STUDY ABROAD PROGRAM PROPOSAL


	Is this a:

                     New Program          or a              Program Renewal  

                                                For renewals, how many times has this program been offered in the past?      

	Term of Proposed Program         
	Year         

	Start Date         
	End Date       


	Program Title

      

	Sponsoring Department


Administrative Unit (Global Initiatives or other)


Sponsoring School (if applicable)


	Program Location (CITY, COUNTRY)

     


	Projected Number of Students        
	Total Number of Credits        



Why should the program be administered from the Bothell campus, instead of UW Study Abroad on the Seattle campus? 

	


In order for a program to be financial aid eligible for students, the dates of instruction must conform to the dates of the UW academic calendar.  When planning the dates of your program, consult the UW academic calendar, online at http://www.washington.edu/students/reg/calendar.html.  
· Programs offered during Fall, Winter, Spring and Summer quarters must be at least 12 credits.
· Programs offered during Summer A or Summer B term must be at least 28 days and 6 credits.
· Exploration Seminars offered during Early Fall, must be at least 21 days and 5 credits. 
1. PROGRAM LEADERSHIP
All UW Faculty-led Study Abroad Programs with ten or more participants must have at least two responsible leaders, both of whom must be UW employees. The Program Director is the primary lead and contact for the program and must be UW faculty. The second leader can be UW faculty, staff or graduate student with a UW appointment. Where there are two UW faculty leaders, roles should clearly be defined as either Co-Directors or primary and secondary leads. For more information about the role and expectations of Program Directors, please refer to the Faculty Leading Programs section of the study abroad website.
Program Director
	Faculty Name       


	Current UW Appointment       

	Home Department       

	Office Phone       

	Cell Phone      
	Email      

	Box       

	Will this person be on site for the duration of the program?       Yes      No

	If not, please explain:       
Dates that the Program Director will be on-site        to       


	Should this person have access to online student applications through the study abroad site?       

	If yes, what is this person’s UW Net ID?       

	Department Administrator & email address       


Second UW Program Leader
	Name       

	Role with Program       

	Current UW Appointment       

	Home Department       

	Office Phone       

	Cell Phone      
	Email      

	Box       

	Will this person be on site for the duration of the program?       Yes      No

	If not, please explain:       
Dates that the Program Director will be on-site        to       


	Should this person have access to online student applications through the study abroad site?       

	If yes, what is this person’s UW Net ID?       


	Department Administrator & email address       


Other Program Staff (including administrative on-campus support)
	Name       

	Role with Program       

	Current UW Appointment       

	Home Department       

	Office Phone       

	Cell Phone      
	Email      

	Box       

	Will this person be on site for the duration of the program?       Yes      No

	If not, please explain:       
Dates that this person will be on-site          to       


	Should this person have access to online student applications through the study abroad site?       

	If yes, what is this person’s UW Net ID?       


	Department Administrator & email address       


2.  ENVISIONING YOUR PROGRAM

Please answer all questions as thoroughly as possible to provide details about the proposed program. 
This is an opportunity for you to describe your program, how you envision the program’s contribution to your department and the University of Washington.  Highlight any unique aspects that will help us better understand your proposal.
Program overview
Please provide an overview of the program, specifying the learning goals, academic and co-curricular activities, and division of time between program activities at UW Bothell and the international site.  

This description will be used for marketing and application purposes.  

	


2.  ENVISIONING YOUR PROGRAM (cont’d)
International site description

Please describe the site of the international portion of the program.  How does this location in particular provide the best environment for the academic content of the program?  How will activities, accommodations and other interactions with the host culture impact the students’ learning experience? 

This description will be used for marketing and application purposes.  

	


Usage of UW Bothell facilities and resources
Please describe the domestic portion of the program.  What UW Bothell facilities and resources do you plan to utilize? What types of classroom space will you need and when? Are there any local excursions that you’re planning as part of the program? 

	


2.  ENVISIONING YOUR PROGRAM (cont’d)
Intercultural Experience

Please explain what kind of experience the Program Directors have with the site, including any partnerships or other connections.  Does anyone on your team speak the language used at the site?
	     


Please explain what kind of experience the Program Directors have working with students in an international context.
	     


Orientation

Please provide a summary of how you will orient and prepare students for the program prior to departure. UW Study Abroad encourages Program Directors to plan a thorough, robust orientation schedule in order to prepare students. A minimum of three in-person pre-departure orientations is required. If the Program Director will not be on campus the quarter prior to departure (Spring quarter for Early Fall/Fall programs), please detail how orientations will be managed in his/her absence. 
	     


3. COURSE INFORMATION 
Please describe the academic content of the proposed program in order to highlight how students will receive credit for their participation.  In the table below, please list all courses that will be offered in the program.  All courses should be approved through normal routes within the department offering the credit. Please note that the academic rigor and workload of courses should be comparable to courses taught on campus.  If you would like to share your syllabus for the study abroad program in addition to the information below, please feel free to attach it.

Did you receive approval from the department(s) offering credit to include these courses in this program?       
	Name of Course        

	Course Prefix & No.       
	Joint Listing (if any)       
	No. of Credits       

	Instructor        
	Contact Hours       

	Course Description (this text will be used on the program page of the study abroad site to describe course content to prospective students)
     



	Name of Course        

	Course Prefix & No.       
	Joint Listing (if any)       
	No. of Credits       

	Instructor        
	Contact Hours       

	Course Description (this text will be used on the program page of the study abroad site to describe course content to prospective students)
     



	Name of Course        

	Course Prefix & No.       
	Joint Listing (if any)       
	No. of Credits       

	Instructor        
	Contact Hours       

	Course Description (this text will be used on the program page of the study abroad site to describe course content to prospective students)
     



	Name of Course        

	Course Prefix & No.       
	Joint Listing (if any)       
	No. of Credits       

	Instructor        
	Contact Hours       

	Course Description (this text will be used on the program page of the study abroad site to describe course content to prospective students)
     



4. 
STUDENTS

This section tells us who will be able to participate in the program and the skills they will need to succeed in the program.  Keep in mind that prerequisites may limit the pool of students that you can recruit, which should be factored into the anticipated number of students projected for the program. 
Who is the program designed for and what types of students do you hope to recruit?  Describe an ideal student that would be a good match for this program (undergraduate, graduate, professional, specific majors or varied disciplines, students with specific interests and/or experience in specific areas, students who are up for rustic living conditions, non-matriculated, etc.) 

.  This information will be included on the program page of the Global Initiatives site.  
	     


Please describe any prerequisites, language requirements and/or selection criteria.  Are there any physical requirements for this program?  For example, does this program require excessive amounts of walking or trekking?  This information will be included on the program page of the study abroad site.
	     



5. VISAS

Is any type of visa (study, tourist, work, etc.) required for program leaders or students to enter this country? If so, how will the visa application process be facilitated?  Please note that if you have any students participating in your program who are not US citizens, they may have different visa requirements than students who are US citizens. VisaHQ is a helpful online resource. Please consult the Consulate of the country(ies) you will be visiting with questions about visa requirements. 
	


6. PROGRAM BUDGET & FINANCES
(Attach preliminary program budget.)
This section gives us an idea of the size and budgetary parameters of your program.  You will need to complete a preliminary budget before completing this section. The program budget should outline all of the operational costs of the program and will help determine the program fee and the number of students needed for the program to run.  Please see the Budget Worksheet for more information, or contact Global Initiatives with any questions about developing your program budget.  
Number of students needed to run program (from program budget):      Minimum      

Maximum      
Anticipated Student Program Fee:  $      
How will the Program Directors salaries be paid (check all that apply)?

 Student Program Fees

 Grants (please list):       

 Departmental Support (please explain):      
 Other (please explain):       

What funding sources will be used for this program (check all that apply)? 


 Student Program Fees

 Grants (please list):       

 Departmental Support (please explain):      
 Other (please explain):       
Accessing Program Funds
	     



Do you anticipate any challenges accessing money at this site?  
Will you need large amounts of cash to pay for daily program activities or can you pay with a debit/credit card?  
If you will need to make regular or large payments in cash will you be able to access enough money on a daily basis to make these payments? 
7. HOUSING AND TRANSPORTATION
Please indicate the primary type of accommodation where students and program staff will be staying on-site.  In general, the Program Directors should stay in residences comparable in comfort and quality to those of the students and near enough to the students that contact is easy and reliable at all times.  In rural areas, the Program Director must stay within easy walking distance of the students.  


Is your site       Rural 

or  
 Urban?


Student Housing (check all that apply):


Host university dorms



   Home stays


Private Apartments



   Commercial hotels


Youth hostels




   NGO/Research Facility


Other (please explain):      
Please describe the students’ primary housing and how it was selected. 

	     


If Program Director housing will be different from student accommodation, please indicate where you will be staying and how far it is from student accommodation.  
	     


How will you and your students get to/from daily program activities?  What reliable means of transportation are available at the proposed site?
	     


8. FIELD TRIPS/EXCURSIONS AWAY FROM SITE

Please include all trips related to the program that involve the students leaving the main program site (city, town, area) for a day or more.  Day trips to museums and other cultural events at the program site do not need to be listed here, unless students will be staying away from regular housing overnight. Please include as much information as you can. For programs with a higher level of mobility, please list all of the locations that you plan to use as program sites.
	Destination
	Activities/Purpose of Trip
	Proposed Dates
	Transportation

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


9. COOPERATING AGENCIES & VENDORS ABROAD
These agencies/vendors can include housing providers, host universities, NGOs, travel agencies, internship/practicum sites and any other organization that agrees to partner in the delivery of the program.  This information is necessary to evaluate whether a contractual agreement should be made with these agencies.
	Name of Agency/Vendor
	Description of Services
	Selection Criteria

	     
	     
	     

	     
	     
	     

	     
	     
	     


Have you worked with the above agencies/vendors before?  If yes, do you currently have or have you had a signed agreement with this organization?  When does the agreement expire?  If possible, please attach a copy of the agreement to this proposal.
	     


10. HEALTH AND SAFETY

The Program Directors should be familiar with the proposed site and should have a good idea of any risks or health/safety concerns that may be faced by participants in this location.  Please use this space to describe any known health/safety risks or concerns associated with the location, travel and daily activities of this program.   You can refer to http://travel.state.gov and/or http://www.cdc.gov/ and/or http://internationalsos.com for specific information about the proposed site.  
Does this program include any of the following?  Check all that apply:

 Travel to high altitudes (over 10,000 ft.)


 Diving or swimming
 Healthcare






 Unusual physical exertion or activities

 Students as research subjects 



 Environmental hazards 

 Animal research 





 General research or collection of samples

What kinds of emergency transportation services are available? How would you access these services in case of an emergency?
	     


For programs in rural sites, please summarize the healthcare and emergency services available at your site and estimate how far you will be from the nearest:

· Hospital / Healthcare facility

· Police Station

· US Embassy / Consulate
	     


Will you be traveling to a country on the Department of State Travel Warning list? 
 No
 Yes


If yes, have you reviewed the travel warning?





 No
 Yes


Please explain why the risks outlined in the respective Travel Warning do not impact the program or how those risks will be mitigated.   Program proposals that include travel to a country with a Travel Warning will need to go through an additional review with the International Travel Risk Advisory Committee (ITRAC).  The ITRAC Waiver Petition is available in the Proposing a Program section of the study abroad site.
	     


LETTER OF AGREEMENT FOR PROGRAM DIRECTORS
Please read this agreement outlining the responsibilities, terms, conditions and expectations of your involvement with this program. The University of Washington requires that all study abroad program directors agree to and comply with the following guidelines by signing the document below.

GENERAL UNIVERSITY AND STUDY ABROAD POLICIES: I agree to review and follow the University's policies and procedures related to UW study abroad programs. 

JOB DUTIES: I have reviewed and agree to be responsible for and to reasonably fulfill the job duties outlined in the Program Director Job Description. Please review this carefully before signing. 

PROGRAM DEVELOPMENT: I agree to participate in all mandatory program director workshops prior to my program. I understand that the design and in-country logistics (research, contact, reservations, negotiations) of my program are my responsibility and agree to make the necessary on-site arrangements for my program. 

FISCAL MANAGEMENT: I acknowledge that UW Faculty-led Study Abroad Programs are mostly student-funded and should be self-sustaining. With the assistance and guidance of Global Initiatives and my department, it is my responsibility to develop and manage a program and budget that are financially sustainable according to the policies and practices of the UW. I acknowledge that as the custodian of University of Washington funds, I will be responsible for spending and accounting for those funds according to the policies and procedures of the University. I acknowledge that I may be held responsible for unapproved or in appropriate expenses or use of funds. 

WITHDRAWAL: I acknowledge that if at any point I am unable to continue in my capacity as program director, I will promptly inform the University and, as appropriate and where possible, make reasonable effort to find a replacement director. I further acknowledge that my appointment as program director is at the will and discretion of my home department, as well as the University of Washington.  I understand that in the event that I withdraw from leading this program, I will not be eligible to receive the budgeted salary amount. 

CANCELLATION: I understand that the University of Washington reserves the right to cancel programs at any time due to factors within or beyond the control of the University of Washington. I understand that in the event of program cancellation, I will not be eligible to receive the budgeted salary amount. 

COMPENSATION: I acknowledge that payment of my salary will only be made during or following the period of service designated by the official dates of my program. I understand that the salary for my work on behalf of this program must be approved and processed by my home department, and that I am responsible for coordinating payment of my salary with my home department payroll coordinator. 

STUDENT PREPARATION AND EVALUATION: I agree to organize and lead a minimum of two in-person pre-departure orientations as well as any necessary on-site orientations, and agree to cover the information outlined in the Orientation Guide.  I agree to have my program evaluated by Global Initiatives and to the release of student evaluations of my program to my Home Department Chair, the Chair of the Sponsoring Department and to Global Initiatives. 

OTHER: I acknowledge that in my capacity as program director and as a representative/agent of the UW, my first responsibility at all times is to the participants and activities of the program. I agree to make every reasonable effort to ensure the health, safety, and well-being of program participants, and to promptly inform the University of any threats to, or concerns about, the health, safety, or security of the program and/or its participants.
Program Director
________________________________________________________________________________________

                          Signature                                                         Printed Name                                                      Date

Co-Director/Secondary Lead
________________________________________________________________________________________

                          Signature                                                         Printed Name                                                      Date

Letter of Approval from Sponsoring Department 

Program Content
I have reviewed the Study Abroad Proposal and supporting documents submitted by the Program Directors. I agree that the proposed program reflects the goals and objectives of our department and is eligible for departmental credit. I affirm that I have reviewed the course descriptions and/or course syllabi and approve of the number of credits and courses as outlined in this proposal.

Participation and Compensation
I have read the Program Director Job Description and I agree that the proposed Program Directors are appropriate choices to lead this program, given the criteria outlined in the job description. I agree to the Program Directors’ absence from campus for the duration of the program. 
I approve of the Program Directors’ salaries as outlined in the program budget or confirm that the faculty/staff will be kept on salary by his/her home department for the duration of the program.

Cancellation/Modification of Program
The University of Washington reserves the right to modify or cancel this program at any time before or after departure.  Among the possible reasons for modification or cancellation of a program are:
If the program does not reach minimum enrollment as defined by the program budget, the program may be cancelled due to financial insolvency. The decision to cancel a program due to low enrollment will be made in consultation with the Study Abroad Office, the Program Directors and the Sponsoring Department. 

Travel warnings and advisories from the US Department of State, Center for Disease Control or situations in which the health, security or safety of the students might be at risk. This decision will be made in consultation with the Sponsoring Department/College, Global Initiatives, UW Office of Global Affairs and UW Management Team as needed.

By signing this letter I acknowledge that I have reviewed the attached Study Abroad Proposal and approve of the Program Content, Faculty Participation and terms of Cancellation/Modification of Program outlined above.

Chair of Sponsoring Department
________________________________________________________________________________________

                          Signature                                                         Printed Name                                                      Date

PLEASE RETURN PROPOSAL TO GLOBAL INITIATIVES WITH THE SIGNATURE OF YOUR DEAN OR DIRECTOR.

AFTER VETTING, THE PROPOSAL WILL BE FORWARDED TO THE VICE CHANCELLOR FOR ACADEMIC AFFAIRS AND THE VICE CHANCELLORS FOR ADMINISTRATION AND PLANNING FOR FINAL APPROVAL.
Vice Chancellor for Academic Affairs
________________________________________________________________________________________

                          Signature                                                         Printed Name                                                      Date

Vice Chancellor for Administration and Planning
________________________________________________________________________________________

                          Signature                                                         Printed Name                                                      Date

SECONDARY APPROVAL
A secondary approval will be required if either of the Program Director's Home Department is different than the Sponsoring Department. If this situation applies to the proposed program, please complete this form and include it with your completed proposal.

Approval from Program Director’s Home Department Chair
If either of the Program Director’s Home Department is different than the Sponsoring Department, the faculty/staff's Home Department Chair should approve his/her absence from campus and proposed salary to participate in this program.
Participation and Compensation

I have read the Program Director Job Description and I agree that the proposed Program Director is an appropriate choice to lead this program, given the criteria outlined in the job description.  I agree to the faculty/staff’s absence from campus for the duration of the program

I approve of the Program Director’s salary as outlined in the program budget or confirm that the Program Director will be kept on salary by the Department for the duration of the program.
Program Director's Home Department Chair
________________________________________________________________________________________

                          Signature                                                         Printed Name                                                      Date

________________________________________________________________________________________
                          Department



       
Deadlines:


Summer/ Early Fall 	     October 31


Quarter-long Programs 	Rolling, 12 months in advance of program start date	








� This application is modeled on the application used by UW Study Abroad (International Programs and Exchanges) and follows the policies and best practices established to guide study abroad activity at the University of Washington. 
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