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[bookmark: _Toc910450455]Overview and Timeline

Overseas academic programs at Buffalo State are facilitated and administered by the Office of Global Engagement.  Proposals for study and service learning abroad should originate with faculty/staff and carry the endorsement of the appropriate department chair and dean.  The Office of Global Engagement welcomes early, informal consultation by faculty/staff and units for program planning and encourages coordinated programming among departments.

The addition of new programs abroad is dependent upon an analysis of  several factors, including:
· how the program will add to existing overseas programs (academically, geographically, etc.)
· degree to which the geographic location is appropriate to student learning objectives
· feasibility of logistical arrangements
· clear evidence of student interest in the country / academic program offered
· provisions for the health, welfare and safety of program participants and faculty/staff
· program cost per student
· likelihood that program will be financially viable (i.e. self-sustaining)
· effectiveness as an internationalizing and cross-cultural experience for participants

Buffalo State currently offers many study programs on a regular basis.  These programs include study abroad and exchange programs that are at the undergraduate and/or graduate level, and those that are discipline-specific as well as those open to students in any department.  (Please see the website for descriptions https://studyabroad.buffalostate.edu/ )

There are hundreds of overseas academic programs offered throughout the SUNY system in which Buffalo State students can participate.  The SUNY Offices of International Education work together as a consortium to bring the widest variety of offerings to SUNY students; therefore, no new program proposals which would be in direct competition with existing programs offered by any SUNY campus will be approved (per SUNY Global policy).  

In order for a program to run, there must be financial equity for the students. The students must not bear a greater cost than what is typically expected for a faculty-led program. In order to maintain financial integrity the recommended number of students is a minimum of 10 with a maximum of 20. There should be a 5:1 student to faculty ratio, with a STRONG recommendation for a minimum of 2 leaders on the trip. Independent factors like location and partner capabilities will be considered by the OIE for ensuring financial equity is met while retaining strong student support and risk averse policies. 

In addition to ensuring that the program proposed is not directly in competition with existing programs, it is very important to do some informal research to determine the level of student interest in both the geographic region and the academic program planned.  The basis of any successful overseas academic program is a large base of qualified and interested potential participants.

To propose a short-term study or service-learning program overseas, please complete the online application https://buffalostate.globalcampus.app/programs/6bf74f57-af09-4bb3-b938-87536a3648ee/ .  

Additional development of the course and syllabus is not listed in this timeline. That is to be discussed and agreed upon with the Program Director's dean but should ideally be done at the very initial stages.

Programs operating outside the scope of the Center for Global Engagement are prohibited and do not reflect the risk management or legal standards set by SUNY. Failure to comply with these requirements can lead to severe consequences, including but not limited to termination.





The timeline below should be used as a guide for faculty/staff members interested in developing a new program abroad.  While it is not a strict timeline, failure to meet these deadlines may delay the intended dates of travel and impact the viability of a program's intended departure dates. It is HIGHLY encouraged to be proactive with your trip and working ahead of the suggested schedule.



	Timeline for New Program Proposals

	
	Academic Program
	Non-Academic
Program

	Study/Service-Learning Program Abroad Proposal Form is submitted to Director of International Education
	18  months from intended start of program
	12 months from intended start of program

	Program review and approval
	45 days after submission; 16.5 months prior to start of program
	30 days; 11 months prior to start of program

	Publicity and recruitment plan created
	15 days; 15 months prior to start of program
	15 days; 10 months prior to start of program

	Final budget figures due and program fee set
	30 days; 14 months prior to start of program
	30 days; 9 months prior to start of program

	Program application is created on website and made public
	12 months prior to start of program
	8 months prior to start of program


	Publicity and recruitment plan     implemented; participant guide created
	12 months prior to start of program

	12 months prior to start of program


	Program viability assessment (enough participants to run program?). Students are “locked-in” when they submit their program deposit
	On application deadline (Ideally 6 months prior to departure)
	On application deadline (Ideally 6 months prior to departure)


	Purchasing of international flights
	4-6 months prior to start of program
	4-6 months prior to start of program


	U.S. orientation held (pending viability approval)
	4-6 weeks before start of program
	4-6 weeks before start of program

	Program Director’s Report is filled and grade change forms are submitted to OIE
	WITHIN 30 days after program ends
	WITHIN 30 days after program ends




[bookmark: _Toc879373016]Program Director Responsibilities

The Program Director's responsibilities vary according to the specific design and location of the program.  Typically, however, the responsibilities of the Program Director for any study abroad program include the following:

· be a current employee of SUNY Buffalo State University, in good-standing
· mutually collaborate and communicate with your Co-Leader(s) (if there is one)
· assist with recruitment and promotional activities for the program
· assist with review of participant applications 
· assist with pre-departure student orientation in Buffalo
· transparent communications with students about cost and encouragement for their application to scholarships
· conduct on-site orientation abroad
· conduct group check-ins
· administration of the program while abroad
· 24-hour / day accessibility to participants while abroad *
· correspondence with home campus while abroad
· teaching and/or guiding the overseas experience
· submission of detailed course syllabus (after departmental approval and with inclusion of travel and SDG language)
· submission of grades or ensuring that grade change forms are submitted by the professor of record once program has fully concluded (meaning all travel has occurred)
· Program Director’s report, filed upon conclusion of program
· administer evaluation consistent with home department guidelines (see appendix B)

***Alcohol and Substance Abuse policy:
All program leaders are expected to be available to perform duties related to the study abroad program and students attending the program at all times from the date of the departure from the USA until the return to the USA. In the event of an emergency, program leaders are expected to respond. Therefore, at no time during a study abroad program may a program leader be impaired by drugs or alcohol. Impairment while serving as program leader is strictly prohibited. 
Additionally, program leaders who choose to consume alcohol in the presence of students enrolled in the course during times when they are not on-the-job, increase their risk including but not limited to accusations of inappropriate behavior or impairment. Program leaders are encouraged to mitigate risk by consuming alcohol responsibly and must never consume until impairment. 

***Tattoo and Piercing Policy:
While program leaders are allowed to do what they want in their free time, they cannot encourage or set up an appointment for students for tattoos or piercings. Any and all activities involving needles carries a high risk of transmission of diseases that are outside of the leader’s control. In order to minimize the  risk to our students, it is prohibited for leaders to promote or be seen as promoting tattooing or piercing on a trip, including accompanying or recommending a parlor/shop. 
 
While Program Directors are not expected to act in loco parentis, there is a heightened level of responsibility for the program participants when conducting an overseas program.  Program Directors are on call for emergencies 24 hours a day during the program and are there to provide support and assistance for non-academic needs of the students. Typical non-academic problems that may occur are homesickness, loss of passport, difficulty interacting with host nationals, etc. Program Directors MUST ensure best practices are followed including ethical self-care and care for travel with students. All programming must be student and safety – centered. Please review the "Ethical Self and Student Care" guide in your welcome packet for further tools. There must be 1 group check-in prior to the trip (not including the orientation held by OIE staff) and 1 per week during travel. Similar to office hours, students need to know when they can reach you and where so that they may share individual concerns. This individualized time slot must be scheduled for at least an hour during “free time” once per week, if the schedule permits. If you notice a student struggling (being reclusive, not engaging with the group, being overtly aggressive in engagement, being disruptive, etc.), it is your obligation to check in with them and offer support/access to resources. Faculty are expected to know what resources are available to the student through training from OIE and on-boarding protocol with Buffalo State.

The very nature of the Program Director’s role often leads to a much closer (and often more rewarding) relationship between faculty/staff and students than normally occurs during home campus courses.

Program Directors are held to very high standards regarding all aspects of professionalism and responsibility to the students. Given that international travel with students requires the upmost care and attention, it is the Program Director’s responsibility to ensure that they are model representatives not only of SUNY Buffalo State policies, but also of the United States of America and must champion ALL aspects of such stewardship. Program Directors are also expected to have a heightened level of cultural humility and awareness. Development opportunities for this skillset are listed below and include the Program Director to reach out to the OIE for additional country/culture-specific opportunities.

SUNY employees who wish to travel with students must first obtain permission from their campus’ leadership. Such permission will be contingent on the employee meeting a minimum level of training and preparedness required by their individual campuses.  Training and preparedness is facilitated by reading and understanding this handbook along with an in-person orientation, and other mandatory meetings deemed necessary by the Center for Global Engagement. These items include:
· SUNY Clery and Title IX Procedure for International Programs (staff and faculty are still mandated reporters while abroad)
· Communications to readily communicate with the students and campus leadership 
· Health insurance coverage and procedures 
· Review of the campus emergency action plan 
· Review of health and safety information for the country of travel. 
· Support for reliable in-country language assistance, if necessary.
· Budgeting and adequate financial resources to accomplish the goals of the trip safely. 
· Mental Health Training with a REQUIRED COURSE in BizLibrary:
· https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/1e1afe13-eb26-463b-b7aa-8ce1aeda1bce 
· If this link is not working, the title of the training is “Mental Health First Aid”
· Duration: 8 mins
· OPTIONAL: Biannual training in QPR Suicide Prevention organized by OIE and Weigel Health Center. QPR training can also be completed online via information from Weigel.
· The following training opportunities are optional but have been deemed to be beneficial for building the skillsets that program leads should have in order to effectively lead their group. While many discuss the situation as manager/employee, the OIE believes that the leader/student relationship has a similar dynamic and these conversations are transferrable to a close degree.
· OPTIONAL (highly recommended): Cultural Humility Training
· https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/cd50e25c-eebd-4b94-ae63-39465404bba2 
· If this link is not working, the title of the training is “Global Communication Skills: Developing Global Cultural Awareness”
· Duration: 3 mins
· Note: Although this course is optional, it is still the Program Leaders’ duty and responsibility to be a steward of cultural humility for the group.
· OPTIONAL: 4 Essential Counseling Skills For Managers
· https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/c99f610f-378c-4dfe-a0fd-566fc15e4591 
· Duration: ~18-20 mins
· OPTIONAL: 4 Keys to Successful Co-Leadership
· https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/32df1c55-6ff7-4aec-b017-416ab6cfc3e2 
· Duration: ~18-20 mins
· OPTIONAL: Situational Leadership:
·  https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/790f4cb9-5d7b-4902-913a-09d5a1c7b50a 
· Duration: 8.5 mins
· OPTIONAL: Psychological Safety:
·  https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/159e2050-62c8-41bd-8f58-6bff8ed03346 
· Duration: 8.5 mins
· OPTIONAL: From Bud to Boss: Effective Conflict Resolution
· https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/ec208b22-d784-4d94-81e3-43a46717eae1
· Duration: 6 mins
· OPTIONAL: Conflict Management: Resolving Conflict Productively
·  https://buffalostate.bizlibrary.com/Relay/?RelayState=https://lms.bizlibrary.com/learner/library/content/f67753ff-112f-4d74-bd9c-11a8ab6e99b6 
· Duration: 5.5 mins
[bookmark: _Toc1269475092]Program Director Non-Responsibilities

The following points outline some of the many things that are not considered part of the Program Director's responsibilities:
· entertaining participants beyond class time and scheduled program activities
· escorting students through the city or country in question beyond program activities (unless safety considerations dictate a need to do so) 
· providing replacements for items and/or money students have lost or stolen
(the Program Director is, however, responsible for assisting students with
            completing a police report or similar procedure to attempt to reclaim their property)
· students’ legal and/or personal problems which occur as the result of their violation of program rules as stated in the participant guide, including but not limited to the use of controlled substances and sexually transmitted diseases.

These items should serve as a guideline for Program Directors to help them determine the extent of their responsibilities while abroad.  When in doubt, Program Directors are strongly encouraged to contact the Director of Global Engagement for assistance with issues concerning responsibility and/or appropriate involvement.

[bookmark: _Toc733370254]Program Leaders

These people are identified as secondary contact or primary contact for certain items. All responsibilities and expectations of standards listed for Program Directors are the same for Program Leaders. The distinguishment between a Program Director and Program Leader is whether they are the main contact for the OIE or not. A Program Director is the main contact, a Program Leader is not, however both are expected to maintain open communication with the OIE specifically in regard to any emergency scenario.

It is expected that Program Leaders and Program Directors will maintain a cordial, open-communication, respectful, and supportive relationship. Both parties should come to an agreement in relation to an emergency response plan and identifying the primary responder, the main communicator to the group and to the OIE, and any and all supplementary division of labor pertaining to all aspects of the travel. It is highly recommended that there IS a division of labor as there is usually a lot of work involved with these trips. All parties, however, should be kept up to date on the status of work, the program, participants of the program, etc. Please see Appendix G for an example.

[bookmark: _Toc1208880588]Accompanying Family/Friends

Program Directors occasionally inquire about taking family/friends with them during a program.  The decision to do so rests entirely with the Program Director and approval of the Director of Global Engagement.  If the Program Director decides that a family member/friend will accompany them, the follow guidelines apply:

· The program will not incur any expenses on behalf of the family member/friend.
· Family/friends can participate in program events and field trips only if space is available and if they pay for all related costs.
· Program Directors are required to travel with the group on all planned excursions, regardless of whether space is available for family members/friends.

[bookmark: _Toc839573990]Third Party Providers
It is necessary to use a third-party international provider for a new faculty-led program to be created. SUNY guidance requires that Global Engagement serves as the conduit through which contracts and finances with third party providers flow.  Faculty will be encouraged to give their input regarding the provider and itinerary; however, the provider must meet the financial, risk management, and programmatic requirements at the standards of the OIE. The OIE will not engage with faculty/staff that are unwilling to follow standard procurement protocols for these contracts, which can be lengthy and require extensive communication and collaboration. Formal re-evaluation of these contracts and potential bidders will occur every three iterations of the trip. More information is listed in the Re-evaluation section of this document. Programs that have individually planned their trips will be grandfathered into this policy.

[bookmark: _Toc330247702]Academics

The academic content of programs abroad should be similar to that of home campus courses but should also utilize the resources unique to the program site as much as possible.

When creating a course proposal for a study abroad program, consider the following:

· Will the program be open to students of a particular major or open to all?
· What type of work will the students undertake?
· If both undergraduate and graduate students may take the same course, how will each be assessed (i.e., graduate students must write an additional research paper)?
· How will you incorporate aspects of the host culture and environment?
· Is this course equivalent to a course already offered at Buffalo State?
· To what audience is this experience directed?
· Are there language / academic background requirements participants must meet?
[bookmark: _Toc463962413][bookmark: _Toc1538414618]Contact hours.
Buffalo State requires the following for credit-bearing lectures/seminars:  "A semester credit hour is an academic unit earned for fifteen 50-minute sessions of classroom instruction with a normal expectation of two hours of outside study for each class session.  Typically, a three-semester credit hour course meets three 50-minute sessions per week for fifteen weeks for a total of 45 sessions."  Studio, laboratory, and other hands-on experiences require double the contact hours. Pre-departure academic work and work done upon return may complement the overseas experience to yield the necessary credits.

Study abroad does not always exactly conform to this rule because field trips and excursions may be part of the curriculum, but these requirements should provide the framework for development of study abroad.
[bookmark: _Toc1028700286]Approval
Program proposals will be reviewed by Global Engagement and will require approval from the department chair and the Dean. Once these approvals have been obtained the Senior International Officer (SIO) is the final approval for program proposals. Approved programs will be submitted to SUNY Office of Global Affairs (OGA).

Study abroad experiences, for which Buffalo State credit will be awarded, as well as all international travel with students must be run through Global Engagement. Doing so in any other manner puts the faculty member leading the experience and Buffalo State at great risk.   

[bookmark: _Toc454614316]Syllabus
The syllabus must include travel as a necessary component of the student's grade. This is to the leader's discretion as to whether it will count towards a percentage of their grade or as a non-negotiable component of the course. Grades are NOT to be assigned until travel has been complete and all students are back in home country. Use language in the syllabus as outlined in Appendix F.

“I” Grades are to be given in the case that travel does not end before the grading period closes. If students are still traveling or are expected to travel, they are to be given “I” grades. These grades can be changed via Appendix C. Please include language in the syllabus as outlined in Appendix F.

 Syllabi have to be approved by your Department and should be developed at the very beginning of your trip conceptualization.

The course must relate to the UN Sustainable Development Goals. Ideally, there should be coursework, a project, aspects of travel, readings, and/or discussions involving the general concept of the SDGs, their importance, and their relevance to what the students are learning, doing, and implementing. Use language in the syllabus as outlined in Appendix F to help formulate the discussion surrounding SDGs.

[bookmark: _Toc554848767]CRN’s and Reporting Requirements
Courses will require a special CRN that will be created by Global Engagement. The CRN will indicate who the instructor of record is, whether students can assign credit for their work via an academic advising form or by being attached to a specific course. 

Brightspace has a function in which rosters from multiple sections can be merged into one course site. If you find yourself posting the same materials to different course sections of the same course during a semester, you can request that your course sections be combined into a single Brightspace course site. (Courses that are cross-listed in Banner will automatically be merged in the system. These cross-listed courses are coordinated between the department and the Registrar's Office. You do not need to fill out a request with IT/IDDL for this process.)
This Knowledge Base article, Merged and Cross-Listed Rosters in Brightspace, gives an overview of the features and steps to take for merged courses.
For cross-listed courses and merged courses, the lowest CRN is the parent course. The parent course is the course you should develop content for and make active when ready. While waiting for the merger, you can develop immediately in the lowest CRN course.

[bookmark: _Toc1476043397]Non-Academic/Non Credit-Bearing Programs

Faculty and staff are allowed to take students on non-academically tied trips. This means that travel is not associated with a course, but it can still be academic in nature. These programs must also run through the OIE. These programs must be coordinated and submitted to the OIE within a year of travel. Students, faculty, and staff on these trips have to adhere to all safety and risk procedures as academic trips.

[bookmark: _Toc1256888445]Finances and Program Budget

The staff in the Global Engagement wants these programs to be as successful as possible therefore these programs should be designed to provide an excellent academic experience abroad at an affordable price.  A good rule of thumb is that total program cost should range between $2000 & $2500 per week that a student is abroad. If the cost can be lower while still providing an academically, risk averse, and sustainable program; this will be highly encouraged.

The Study Abroad Proposal application includes a worksheet to assist you in developing a budget.  Of course, we consider that exchange rates and prices will change from the time your proposal is submitted to the time your group will embark on their journey, but your work to obtain the most accurate on-site costs available at the time of submission will assist us in calculating the program fee to be charged to your participants.  After we have received the information for the proposal form, we will create a student cost sheet.  An example student cost sheet is found in appendix A.  

Important points to note:

· Study abroad programs are non-profit.

· Study abroad programs must be self-sustaining/financially viable.

· Invoices for payments are due a minimum of 30 days prior to departure.

· If working with a new vendor that has not been established in the Foundational Vendor System, we will need AT MINIMUM 3 months. Failure to provide contact information for your vendors in a timely manner may result in the Program Director directly paying for costs and then getting reimbursed after the trip where proper documentation is provided.

Administration of the program budget is handled by the Office of Global Engagement and follow SUNY travel policies.  Whenever possible, program expenses are paid directly by this office.  

Costs incurred by the faculty that are outside of the budgeted amount are generally unacceptable. Once charges are placed on the students’ bills, they cannot be revoked or changed without difficulty and exceptional justifications. Extraneous costs incurred outside of the budget may be the program leaders’ responsibility to bear. The program leader may not be reimbursed for these charges. 

[bookmark: _Toc1407671806]Extra Service
Extra service at the undergraduate level will be paid at $80 per credit, per student and at the graduate level at $95 per credit, per student.  (e.g., A 3 credit, undergraduate class with 10 students enrolled would merit $2400.  A 3 credit, graduate class with 10 students enrolled would merit $2850.)  

[bookmark: _Toc1307435893]Approval
The Director of Global Engagement will approve the program budget.  Expenses above what has been approved will not be paid.  

[bookmark: _Toc261367018]Travel and Program Expenses / Reimbursement

All travel and program expenses follow SUNY Buffalo State financial policy.  

[bookmark: _Toc848459496]Program Director’s Travel

Procedures for purchasing the Program Director’s airfare will vary, depending on the account from which travel expenses will be covered.  This will, however, be determined early in the program planning process.

Program Directors may opt to incorporate some personal travel or deviate from the usual travel routes.  In this case, the director will be reimbursed for the usual fares round-trip for the dates of the program (based upon an official written travel agent quote for the expected dates/route of travel obtained by the faculty member or the group flight cost, if applicable).

[bookmark: _Toc694629889]Program Expenses / Reimbursement
Program Directors will discuss their individual program budget and payment details with the director of global engagement during the program development process.  The following is intended to give Program Directors some background on different available procedures. Unless in extraneous occasions, ALL expenses and reimbursements will be processed through the Office of International Education. 

· Invoicing:  The most convenient way for program costs to be paid is to have an original    
      invoice sent to Global Engagement, and we will pay directly via check or wire transfer.  An original invoice must be submitted. 

· Travel Advance:  Study away costs are paid using Buffalo State foundation accounts and as such travel advances are not possible.  

Program Directors must keep all receipts for expenditures and submit them upon conclusion of the program.  Receipts, if not self-explanatory, should be marked on the back to indicate the expenditure, date, and amount. If the receipt does not indicate how it was paid, bank statements may need to be provided.

 Important Note:  
· Airfare shall not be booked until all participants have a valid passport/travel documentation that meets all travel requirements. The passport/documentation MUST be shown to the Office of International Education prior to booking. 
· Only agreed upon costs outlined in the original program budget will be reimbursed. Emergency expenses will be evaluated on a case by case basis and may not be reimbursable.
· If proper documentation is not received, reimbursements will not be processed.  

[bookmark: _Toc849877301]Publicity and Recruitment

Publicity and recruitment are vital to the success of any program abroad.  Faculty/staff members work cooperatively with the Director of Global Engagement to develop and implement a publicity and recruitment plan.  Please note that recruitment should not begin until a program has been fully approved and all contracts are signed.  

Please note:  Whether a program is limited to Buffalo State students or whether it is open to students from other SUNY and/or private schools is the decision of the person proposing the program.  If you plan to recruit students from other institutions, you must ensure that there will be a portion of participants from Buffalo State, as the primary reason for Buffalo State to offer overseas academic programs is to benefit Buffalo State students.  

If you plan to involve students from other SUNY schools, you must work with the Director of Global Engagement to secure appropriate approvals.  The Director will then work with the other SUNY school to determine the feasibility of a partnership.  If it is determined that a partnership is feasable, then both schools will begin the SUNY Office of Global Affairs approval process.  This process can take 8-24 months.  

Publicity and recruitment plans generally include the following:

[bookmark: _Toc1059481517]Program Brochure
The brochure is designed to provide potential applicants with detailed information concerning the program’s location, content, field trips, costs, dates and how to obtain further information.  The Program Director and Director of Global Engagement work cooperatively to develop the brochure content. 

[bookmark: _Toc1186990416]Recruitment via the Web
International Education has a website (studyabroad.buffalostate.edu) which any individual may browse to learn about Buffalo State programs abroad.  The full content of the program brochure will be made available on this website.  In addition, the Director of Global Engagement will list program information on suny.edu/studyabroad for those programs open to non-Buffalo State participants if appropriate.  

[bookmark: _Toc1356551591]Faculty Contacts
One of the best ways to recruit participants is to have faculty members announce/promote programs in their classes.  Immediately after the program proposal is approved, the Program Director should review the Buffalo State master schedule for the upcoming semester and make note of faculty teaching courses whose content relates to the overseas program.  Faculty members at other institutions should be included as well if the program is open to non-Buffalo State students.  The Program Director should contact each faculty member to request assistance in promoting the overseas program.  Brochures and applications should be sent as soon as they are available.

[bookmark: _Toc829361530]Classroom Visits
An even better recruitment method is for the Program Director to make brief (5-10 minutes) presentations in the courses identified above.  Your enthusiasm about the program and knowledge of the particulars will gain the students’ interest and potentially lead to increased applications.  The classroom visits should be conducted after the brochures are available, so students have access to complete program information. Classroom visits should be conducted in both the fall and spring semesters for summer programs, and in the preceding spring and fall semester for January intersession programs.  

[bookmark: _Toc1824742682]Information Sessions
At least one program information session should be held prior to the application deadline for each program.  The sessions usually last an hour and can be conducted jointly by the Program Director and the Office of Global Engagement.  Information sessions offer interested students the opportunity to learn more about the program in an informal setting.  Very often the Program Director will show a Power Point of the program location or a brief video on the academic subject matter to be studied.  The Director of Global Engagement is in attendance to provide information about financial aid and answer administrative and procedural questions about the application and program participation.

[bookmark: _Toc2006304146]General Campus Publicity
The Office of Global Engagement can distribute flyers on the Buffalo State campus to promote programs abroad. Our office staff’s information tables in various campus locations throughout the academic year and promotes short-term programs through general study abroad information sessions.

[bookmark: _Toc951019744]Processing of Information Requests
Global Engagement handles all inquiries relating to overseas programs.  The program brochure, website, and all promotional materials will list our office as the source for further information for any program abroad.  Applications are e-mailed with the program brochure to all students indicating an interest in a program.  Most questions concerning programs abroad are answered by global engagement staff; occasionally, a very specific question may be referred to the Program Director for response.
[bookmark: _Toc1865958535]Costs
Program leaders should not share exact cost information with students until approved to do so by the Office of Global Engagement.  Global Engagement will create the budget for all programs based on the figures provided by the program leader.  (See appendix A for budget examples to assist you in gathering numbers). Estimates that range on the higher side can shared with the express information that it is an estimate and prices may fluctuate.

[bookmark: _Toc1573483168]Fundraising
Fundraising must be organized through the Research Foundation Office. There they will help you organize an account that funds collected from sites like Go Fund Me will be stored. Collecting cash is discouraged as this can lead to a mismanageent of money. Research Foundation will need to work with the OIE to have the donations equitably applied to all students’ bills. It should be made as a known expectation that group fundraising should be a contribution made by all students. 

[bookmark: _Toc1780805981]Student Application / Admission Process

Students applying to most overseas academic programs complete a standard  digital application form.  This form requires the student to provide contact information, official college transcripts and to pay a $40 application fee.  Once accepted, a student is required to submit a monetory deposit and a formal letter of commitment to to confirm their particpation. Please inquire with the Office of Global Engagement to confirm the amount of the deposit required for your budgeting purposes, however it is typically $125. 

The application may be amended for particular programs. Any changes to the application requirements must be approved by the Director of Global Engagement.

For all programs, the application forms are submitted by applicants to the Office Global Engagement.  The Program Director and the Director of Global Engagement must determine together the application deadline, as well as whether applications will be reviewed on a rolling basis or on a set date (so all applications may be reviewed together).

A procedure for the review of completed applications must be established by the Program Director and the Director of Global Engagement prior to any advertisement of the program.

Flights may not be purchased until the students have submitted their program deposit. Ideally flights will be purchased 4-6 months prior to the intended date of departure. 


[bookmark: _Toc918990122]Orientation

Orientation sessions serve to provide program participants with detailed information on what to expect from your program abroad. This should include the detailed itinerary, your partner contacts, expectations while on the trip, local customs, local laws, appropriate dress, expectations for meals, budget expectations, reiterating emergency protocol, basic language assistance, etc.) The more information provided during an orientation, the more accurate the students’ expectations will be and the fewer problems that will arise while abroad.

Orientation sessions should be provided both in the United States prior to departure and on-site the first day of the program.  Sometimes it is not feasible to conduct a pre-departure orientation session, particularly if a large percentage of the participants do not live/study in the Buffalo area.   Pre-departure webinars and conference calls are other options to consider.

[bookmark: _Toc684878977]Pre-departure Orientation Sessions
The orientation is usually conducted by Buffalo State at least one month prior to departure.  This is an opportunity for the program participants to get to know the Program Director and receive answers to their specific questions concerning any / all aspects of the program.  The Program Director runs this meeting, and the Director of Global Engagement is in attendance to answer questions on administrative matters such as health insurance, required paperwork, transfer of grades and credits, etc.

If service learning is involved in the program, the coordinator of volunteer and service learning will also participate in orientation, which describes all aspects of program participation.  

Topics usually covered include (but are by no means limited to) the items listed below.  Topics are divided according to who normally prepares for each section.

	Program Director
Destination: Background on country & city
Accommodations
The academic program 
Program itinerary
Arrival instructions
Packing
Living safely in country / city
Contacting home



	International Education
Program costs and method of payment
Program deposit
Registering for study abroad
Money matters
Pre-departure currency exchange
International health insurance
Required forms
Travel arrangements
Passport
Safety tips for travelers
Registering for S.T.E.P.
Safety
Final remarks



The above list is provided as a general guide only.  Additional sections may be added as appropriate.
[bookmark: _Toc1978963554]On-site Orientation
It is vital to conduct an on-site orientation immediately upon arrival abroad.  Program Directors need to ensure that all participants arrived safely at the site and contact the Buffalo State Office of Global Engagement concerning anyone who is missing.  The second issue that must be covered is safety, which can never be stressed too much.  The remainder of the on-site orientation session should give students an overview of the program and what to expect (duplication of some/all of the pre-departure orientation is acceptable) and time for the students to ask questions and receive advice concerning their new surroundings.  Program Directors should also outline their expectations for student conduct throughout the program, in both academic and non-academic settings.

[bookmark: _Toc729780255]Travel Documents / Visa Requirements

The Office of Global Engagement assists Program Directors in ascertaining the need for program participants to obtain travel documents and/or visas, as well as any required immunizations for travel to specific locations.

Students who are accepted into overseas academic programs are notified by the Program Director of any/all entry requirements for the program location(s) and Global Engagement will give assistance in obtaining the necessary document/visa.  The assistance provided is dependent upon the destination abroad. The Office of Global Engagement assists the Program Director and students in determining the need for a visa and how to obtain one. When necessary the office will provide necessary documentation to facilitate the process. 

Please note that all Program Directors and participants are responsible for obtaining passports and visas for themselves in a timely fashion. Airfare cannot be booked until all participants have a visa.  Application and renewal forms are available at https://travel.state.gov/content/travel/en/passports.html and most U.S. Post Offices.  It is recommended (and sometimes a requirement) that an individual’s passport be valid for a minimum of 6 months beyond the date they will depart that country. 
[bookmark: _Toc988529355]Participants’ Medical Clearance for Travel

The Office of Global Engagement requires that every participant in an academic program abroad submit a medical report form completed by a physician. This form provides our office with information concerning the general health and well-being of the student and his/her physical ability to travel abroad.  Program Directors will be provided access to these medical forms (which include emergency contact information).

Please note that not all previous medical conditions are reported on these forms, particularly if the student has the form completed by someone other than their primary care physician, such as the physician on campus at the student health center.  In these situations, the evaluating physician must rely upon the historical medical information provided by the student.
[bookmark: _Toc1570391576]Health Insurance Requirements for Participants / Program Directors

All participants in overseas programs affiliated with the SUNY system are required to be adequately insured.  Buffalo State’s policy is to require the SUNY international insurance for all short-term programs abroad.  This includes health insurance and medical and security evacuation and repatriation.  These charges are billed directly to students’ accounts.  

[bookmark: _Toc1584344206]Grading Policies / Procedures

Only upon completion of an overseas academic program the Program Director must submit a grade report memo on Buffalo State letterhead to the Director of Global Engagement.  A sample is found in appendix C.  If grading is due prior to the completion of a course, the instructor(s) must submit an “I” to system. The memo must indicate for each student the participant’s name, Banner ID, number of credit hours and grade for each course taken.
[bookmark: _Toc1255595516]Program Director’s Report

A summary report of the overseas academic program must be prepared by the Program Director and submitted to the director of international education within one month of conclusion of the program.  The report should:

· give a summary of all program activities in chronological order, including dates (of arrival, of field trips, guest speakers, etc.), and the general daily schedule (e.g. “classes were held each morning from 9 - 11, followed by a lunch break, and resumed from 1 - 4 in the afternoon).  Detailed descriptions of each daily event are not necessary.

· include (as appendices) detailed course descriptions for all courses offered through the program.  Each description should indicate course title, level (undergraduate, graduate, etc.), number of credit hours, prerequisites, description of academic content, description of course requirements and method of evaluation.

· include a list of all faculty members/stafs leading the program (including title and institution),  as well as a list of all guest speakers (including occupation and organization, if applicable).

· highlight any problems that occurred, including pre-departure (application process, admission process, orientation, etc.), on-site and upon conclusion of the program, as well as recommendations on how to avoid similar problems in the future.

· include a list of recommendations for the future of the program:  both things that worked well that should be repeated, as well as things that should be altered or eliminated.  

The Program Director’s report should provide enough information about the program to enable the reader to ascertain the structure and content of the overseas program.  It should be evaluative in nature, so that it may be used as a tool when/if the program is offered in the future, whether by the original Program Director or by a new faculty/staff member previously unfamiliar with the program.  
[bookmark: _Toc831589339]Emergency Protocol
In the event of an emergency during a program abroad, the Program Director must contact the emergency contact for Global Engagement immediately to inform the director of the situation and discuss what action must be taken.  If the director is not available, University Police must be contacted.  Program Directors are provided with contact information (both work and home) for the director of global engagement prior to the beginning of their program.  Emergency contact information is found below.


Tricia Herritt
Director of International Student and Scholar Services; Emergency Contact for Global Engagement
716-878-5331(Office)
716-225-1358 (Cell) 

The Program Director must follow Buffalo State and SUNY recommendations and directives surrounding the monitoring, communication, and actions taken in an emerging/present emergency. Program Directors are allowed to mitigate the risk in the case of an emergency where communication to the OIE is unavailable, however, they must report and consult with the OIE ASAP. Failure to do so may be considered insubordination and risking the safety of the group.

Buffalo State has established protocols for students to follow in the event of an emergency abroad.  A copy is found in appendix D.  

[bookmark: _Toc381508457]Risk Assessment

The safety and well-being of students, faculty and staff who are participating in SUNY Buffalo State study away programs are of highest importance for us, and all reasonable actions will be taken to manage risks and respond to emergencies.  However, we acknowledge that no single plan can address all eventualities. The Office of Global Engagement recognizes the importance of establishing policies and procedures to guide our response to emergencies affecting participants abroad. Risk is determined by the OIE and SUNY. The Program Director and other staff are highly encouraged to sign up for STEP and other news alerts. The study abroad risk assessment protocol is found in appendix E.  

[bookmark: _Toc734135462]In-Country Travel
Foreign car rental to transport students is not permissible. All trips should use mass transit or hire a third-party transportation company/taxi service to transport students. 
Driving students abroad is considered one of, if not the most, dangerous activity done on a study abroad program. If you decide to drive students abroad it is important that you understand the personal liability you will incur and the lack of legal representation you will receive. 

· Personal Liability: Insurance protections from SUNY do not extend to a college employee driving students while abroad. If there is an accident, injury, or death the driver can be held personally liable, and it could affect the driver’s personal insurance even if they purchase comprehensive insurance through a rental vehicle agency.
· Legal Liability: Legal protection for SUNY employees does not extend to college employee driving students abroad. If there is an accident, injury, or death a lawsuit or claim can be brought against the vehicle driver personally and SUNY does not indemnify them. 

[bookmark: _Toc2079344319]Program Re-Evaluation and Professional Continuity

Program continuity will be evaluated on the basis of student-interest, leader-interest, risk assessment viability, and other needs as seen fit. Re-evaluation is not a determination of whether the program will occur or not, but how. Programs must be evaluated after every 3 iterations and be re-submitted for renewal. Evaluation includes re-assessment of partners used in procuring goods and services, the itinerary, the syllabus, the leaders that will be expected to guide the program, the sustainability planning of the trip, the promotion of the trip including the student applicant process, previous Program Director's reports and student evaluations, and other documents/specs as necessary. Failure to do so can discontinue the program until the proper evaluation is concluded. Submission of re-evaluation MUST be completed 1 year prior to departure for academic programs and 6 months prior to departure for non-academic programs.

Program leaders found in violation of the protocols stated in the previous sections will be found ineligible for further participation in the program, both current and future. Program leaders are held to a very high standard and failure to meet this standard is informed by reports from students, program partners, the OIE, reports from HR or the DEI office with details pertinent to leading a program, and others involved in the program. This decision belongs to the Director of the Center for Global Engagement and the leaders' Dean. The leaders will be notified within a timely manner after discovery. Appeals must be made in writing to the Provost, where they will decide the further course of action.
[bookmark: _Toc499476215]Conclusion

International Education is keen to work with faculty/staff members in the development and promotion of all overseas educational opportunities.  We greatly appreciate your interest and look forward to the possibility of working together with you on a study/service-learning program abroad in the near future.

Our office is happy to answer any questions or concerns you may have, regardless of whether you are a Program Director veteran or a new faculty member considering a program proposal in the future.

Please contact:
Stephanie Wehrlin
Global Programs and Budget Manager
SUNY Buffalo State 
South Wing 410
Buffalo, New York 14222-1095
wehrlism@buffalostate.edu 
716-878-3998(office)
716-254-1014 (cell)



We are deeply indebted to the University at Buffalo for providing the model for the current handbook.
[bookmark: _Toc633334972]
Appendix A
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[bookmark: _Toc74352981]Appendix B
Course/Instructor Evaluation


Instructor: ______________________________________

Using the scale below and the answer sheet provided, please rate the instructor’s ability to:

| Excellent = A |  Good = B  |  Average = C  |  Below Average = D  |  Poor = E  |

1. [bookmark: _Toc386004851]Motivate you to do your best work.
2. [bookmark: _Toc386004852]Communicate the subject matter effectively.
3. [bookmark: _Toc386004853]Receive student comments and questions.
4. [bookmark: _Toc386004854]Give timely and useful feedback on assignments.
5. [bookmark: _Toc386004855]Explain grading procedures for the course clearly.
6. [bookmark: _Toc386004856]Set high performance standards that are achievable.
7. [bookmark: _Toc386004857]Be accessible outside of class time.
8. [bookmark: _Toc386004858]Respond to emails and phone calls in a timely manner.
9. [bookmark: _Toc386004859]Design challenging and interesting assignments.
10. [bookmark: _Toc386004860]Create engaging in-class activities and discussions.
11. Create a judgement-free environment where feedback and correction are encouraged and reciprocal.
12. Support students’ personal growth in adjusting to the host country’s culture and addressing any in-group needs.
13. [bookmark: _Toc386004861]My overall rating of this instructor’s performance in this course.

Please respond to the following items in the space provided below.


1. List three concepts or skills that you learned in this course.




2. Explain how this course met, exceeded, or failed to meet your expectations of college level learning.




3. Describe ways in which this course challenged you to grow as a learner.

Appendix C

Buffalo State Study Abroad
Grade Report Memo[footnoteRef:2] [2:  Should be submitted on Buffalo State letterhead.] 


Class name: __________________________________________ Dates: ________________

Instructor: _________________________________________________________________

Credits: _________________ Location: _________________________________________


	Student name
	Banner ID
	grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Instructor signature______________________________________________________________
[bookmark: _Toc201055076]
Appendix D

Safety Plan
Buffalo State Global Engagement

Student safety instructions (to be shared with students)
1. Contact the Buffalo State local director/contact at 716-225-1358.  If there is no local director/contact or if the local director/contact is not available contact the Buffalo State University Police at (716) 878-6333 (call collect, if needed)
1. Identify yourself as a Buffalo State study abroad student and give the country where you are currently located.
1. State your name.
1. Tell the person what is wrong.
1. Tell the person how to contact you.
1. Respond to questions and listen carefully to any instructions.

UPD would complete an incident report and inform GLOBAL ENGAGEMENT.  GLOBAL ENGAGEMENT would then follow the steps below. (Not to be shared with students)

1. GLOBAL ENGAGEMENT team consults with the local director/contact as soon as possible after learning of the emergency at 716-225-1358.
1. The local director/contact contacts participants as soon as possible to ascertain participants’ well-being, and to provide information, instructions, and advice and then reports to the GLOBAL ENGAGEMENT team.
1. Participants are advised to contact their parents, guardians, or emergency contacts as soon as possible.
1. The local director/contact may, if warranted, gather the participants together in a group in a safe location. In most cases participants will be advised to confine themselves to their host campus, or residence until the crisis is resolved.
1. The GLOBAL ENGAGEMENT then informs the Crisis Response and Emergency Team of the situation (members to be determined), the steps taken, and any steps deemed necessary. The Crisis Response and Emergency Team may provide feedback, may decide to meet to discuss the situation, or may simply request further updates depending on the situation.
1. The local director/contact contacts the local U.S. Embassy or Consulate and confers with other study abroad providers and/or U.S. enterprises in the area.
1. Each local director/contact advises GLOBAL ENGAGEMENT about what action should be taken, if any, and about modifying or suspending the program. The Crisis Response and Emergency Team makes any decision on continuation or suspension of a program after due deliberation.
1. Evacuation of students from a site is only undertaken under the most extreme circumstances when there is an imminent, direct threat to participants and the only way to assure safety is to leave the program site. Even if it is determined that evacuation is warranted, it is not always possible to evacuate immediately, and in most cases immediate evacuation is not the safest course of action. Immediate evacuation from a site is not only often impossible but may not be the wisest or safest choice. Experience has shown that when a crisis ensued that was severe enough to consider evacuation, the safest thing to do was to confine participants to their residences and the most dangerous course of action was to try to leave the site. By the time the crisis had calmed enough for it to be possible to consider leaving it was no longer necessary to evacuate.
1. If the State Department advises U.S. citizens to leave a site or in our opinion evacuation is warranted, we will work with participants to arrange safe passage out of the site as soon as possible. The cost of evacuation remains with the participant, but the Buffalo State will assist with arrangements and may lend funds as needed.
1. GLOBAL ENGAGEMENT reports to participants’ emergency contacts within 48 hours or soon as possible if the participants cannot do so themselves.
1. GLOBAL ENGAGEMENT reports to sending schools within 72 hours.
[bookmark: _Toc418896707]
Appendix E

Study Abroad Risk Assessment Protocol

The safety and well-being of students, faculty and staff who are participating in SUNY Buffalo State study away programs is of highest importance for us, and all reasonable actions will be taken to manage risks and respond to emergencies.  However, we acknowledge that no single plan can address all eventualities. The Office of Global Engagement recognizes the importance of establishing policies and procedures to guide our response to emergencies affecting participants abroad.
With the understanding and to the best of our knowledge that there is no SUNY Global policy on study away risk management, the following risk assessment procedure has been developed.
Not more than 5 business days after the student application deadline has passed the Director for Global Engagement and the Faculty Leader for the study away program will evaluate the sociopolitical situation in the host country as defined by the US Department of State.  
1. If a travel advisory exists, then the decision of whether the program makes will be made jointly by the Director of Global Engagement and Faculty leader.  If consensus cannot be reached, the provost will make the final decision.  
2. If a travel warning exists, then an ad hoc advisory committee will be formed.  They will be advised of the sociopolitical situation in the host country and asked to make a recommendation to the Director of Global Engagement.  Once the committee recommendation is made, the provost will make a final decision.  




[bookmark: _Toc1077305500]Appendix F

Sample Language to Include in Syllabus with Regards to Travel and SDG’s

Program Travel and Conduct Expectations:
 Participation in all required program travel is an essential component of the course. Failure to participate in required travel will result in a grade reduction consistent with the percentage assigned to the travel component of the course and, where applicable, may result in an automatic course failure. “I” Grades are to be given in the case that travel does not end before the grading period closes. If students are still traveling or are expected to travel, they are to be given “I” grades. If you are anticipating on graduating, these “I” grades will delay conferring your diploma. Students are expected to adhere to all program, institutional, and travel conduct protocols before and during travel. Failure to comply with these expectations may result in the loss of travel privileges and/or disciplinary action and may negatively impact the student’s course grade, up to and including an automatic course failure, as outlined in the course and program policies.

United Nation’s Sustainable Development Goals (SDGs) and this Course:
The United Nations created an agenda and 17 Sustainable Development Goals (SDGs) in 2015 as a universal call to action to end poverty, protect the planet, and ensure that by 2030 all people enjoy peace and prosperity.
 
The 17 SDGs are integrated—they recognize that action in one area will affect outcomes in others, and that development must balance social, economic and environmental sustainability.

To learn more about the SDGs, please watch a video HERE

This course directly relates to and engages with the following goals (YOU AS THE FACULTY WILL PICK):
The 17 Sustainable Development Goals
1. No Poverty: End poverty in all its forms everywhere.
2. Zero Hunger: End hunger, achieve food security, and promote sustainable agriculture.
3. Good Health and Well-being: Ensure healthy lives and promote well-being for all ages.
4. Quality Education: Ensure inclusive and equitable quality education and lifelong learning opportunities.
5. Gender Equality: Achieve gender equality and empower all women and girls.
6. Clean Water and Sanitation: Ensure availability and sustainable management of water and sanitation for all.
7. Affordable and Clean Energy: Ensure access to affordable, reliable, sustainable, and modern energy.
8. Decent Work and Economic Growth: Promote sustained, inclusive, and sustainable economic growth and productive employment.
9. Industry, Innovation and Infrastructure: Build resilient infrastructure, promote inclusive industrialization, and foster innovation.
10. Reduced Inequalities: Reduce inequality within and among countries.
11. Sustainable Cities and Communities: Make cities and human settlements inclusive, safe, resilient, and sustainable.
12. Responsible Consumption and Production: Ensure sustainable consumption and production patterns.
13. Climate Action: Take urgent action to combat climate change and its impacts.
14. Life Below Water: Conserve and sustainably use the oceans, seas, and marine resources.
15. Life on Land: Protect, restore, and promote sustainable use of terrestrial ecosystems.
16. Peace, Justice and Strong Institutions: Promote peaceful and inclusive societies, provide access to justice, and build effective institutions.
17. Partnerships for the Goals: Strengthen the means of implementation and revitalize the global partnership for sustainable development. 

In this course you will write a 2-page paper outlining one of the SDGs, explaining what it is, it’s relevance to this course and the travel you will partake in, and personal reflections of implementing this SDG in a more intentional capacity. (FACULTY INSERT STANDARD PRACTICE FOR FORMATTING HERE).




[bookmark: _Toc1511340939]APPENDIX G: Co-Lead Emergency Protocol Planning Matrix

In the case of an emergency, the listed person will contact and assist in the necessary capacity (including leaving the group itinerary, traveling back to home country, going to police stations, going to hospitals, etc.)

	Type of Emergency/Situation
	Person Responsible

	Student Conflict (in-country)
	

	Student Conflict resulting in travel back to home country
	

	Fire Safety Protocols
	

	Water Safety Protocols
	

	Contacting OIE of Emergency
	

	Medical Emergency
	

	Legal Emergency
	

	Overnight Emergency
	

	
	

	
	

	
	


Bottom rows left blank for your own purpose.

NOTE: It is highly recommended that these situations are equally divided amongst leaders, with particular distinction that the person who best knows the itinerary, made the bookings, or has the closest relationship with the on-site partners is NOT the PRIMARY for all instances.
ADDITIONALLY: If the primary is incapacitated by any manner (illness, already working on another situation, cannot be contacted/found, etc.), it is the responsibility of the other Program Leads to discuss who becomes the primary.




[bookmark: _Toc2805576]Signature Page

I agree that I have read and understand the SUNY Buffalo State University Short Term, Study Abroad Program Leader Handbook in its entirety. I will uphold and maintain the guidance and regulations listed in this document. I understand the relevant timetables, trainings, and appendices and their uses. I will complete the mandatory First Aid Mental Health training or a QPR session organized by the Office for International Education and will attend a faculty orientation session on this guidebook prior to my trip.

I affirm these statements with my signature below:





Signature



Date
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