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Faculy led shortterm study abroad programs enrich the curriculum by taking learning to new
dimensions outside the classroom. These programs allow participants to understand the world
around them by immersing them in other languages and cultures. Theyaaatsessary
alternative for students who cannot accommodategegror semester programs. Members of
the Webster faculty are invited to plan and propose t@ort study abroad courses.

l. OVERVIEW

This policy applies to the consideration and approt/&culty led shorterm study abroad
programs originating from Webst8t. Louis all of which are to bendorsed by the submitterOs
Department ChaiandAcademic [2an. The proposal will beviewed byAcademic Affairs for
final approval.

Academic Affars reviews requests for short tefatulty-led programs, notWebster programs
to which Webster University students hope to apply, and other study abroad issues that may
affect the academic integrity of the offerings.

It is the responsibility oAcademic Afairs to reviewand approve anyternational studylan
including issues of student safety and security.

Il DEFINITIONS
Webster Program

A Webster Program is one that is administered or authorized by Webster University. Study at
any Webster internati@al campus is a Webster program, as are gbort faculty lead programs
conductedoy Webster University facultyA programprovided byan official partner institution

is also considered to be a Webster program

Short-Term Course

Shortterm courses angsually not included in the regular course schedules of our campuses
They ardaculty-ledislandprograms having a duration determined by the facukynberas
required by the course d@gjtives. They are designed to broaden educational opportunities
through firsthand learning experiences in international locations.
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Under normal circumstances, short term program exclude study abroad travel awards. Students
who participate must pay tuition for the credits earned.

Il. GENERAL GUIDELINES
A. Basic Guidelines
1. Academic Considerations

* The academic integrity of the shaerm program must not be compromised. The
program must be clearly educational in nature.

* Academic standards and requirements for a gbam program must be the same as of
those offered on campu

* The program must be pepproved by the academic department and dean each time the
shortterm program is to be offered.

* All participantsareWebster Universitystudents

2. Safety, Security and Liability Considerations

» The studentsO safety and securiynat to be compromised by the international
experience.
* Liability issuesmust be consideraghen planning and implementing the program.

3. Faculty Responsibilities

* Faculty leaders are expected to travel with and stay with the students throughout the
coure of the program.

* Full or parttime Webster University faculty may offer a shtatm program through
Webster University.

4. Review and Approval

* The program is subject teview by the Office of Study Abroad andi@al review and
appoval by Academic Affas before the program is offered and advertised to the campus
community and general public.

B. Fiscal Considerations
1. Budget

The purpose of a budget is to ensure sufficient funds for a programOs need. The Office of
Study Abroad director will create thedgetbased on information provided Egculty

membes and in consultation with them, as well as with information obtaineddeowce
providers.

* The programs should be affordable. ] )
* The programs should cover its expenses; that is, they should d@bleadsteverO
according to University guidelines
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* Faculty travel (airfare, ground transportatiomjcommodationmeal allowance, entry
feesandother outof-pocketprogram expenses are generally provided and included in the
program budget.

2. Compensabn for Faculty Leaders:

* Unless applicants waive compensation or arrange for alternate compensation through
their departments or deans, it is anticipated that faculty leadingtshorprograms will
be compensated at theescribed adjunct rates

* Facultysalaries for nosummer programs are paid by the institution, because the course
is part of a faculty memberOs load.

* Faculty salaries for summer programs are paid bpribgramwhich retains the tuition.

3. Revenues and Expenses

* Full Tuition Revenue: Fasummer programs, tuition is retained by pihegram
(department) Faculty salaries and academic expenses are supported by the tuition
collected; faculty expenses and direct-ofipocket expenses are paid in the program fee
(lab fee) OattachedO to therse Each academic department is responsible for coding
the corresponding lab fee.

* Partial Access to Tuition Revenue: The study abroad program (non summer) is allowed
OaccessO to tuition dollars to pay faculty member(s) salaries and academic expenses. T
financial model will not include these faculty related costs as expen#gs tuition as
revenue Faculty expenses and direct-aftpocket expenses are pavith the program
fee(lab fee) attached to the course

* Study Abroad Fee: The fee varies bggram and is set by the Office of Study Abroad.

It covers the students study abroad insurance, guidebook, international identification
card, etc.

4. Student Billing and Collection

* OSA will inform the Business Office of the program and its related fessassas they
are approved bpcademic Affairs

» The Business Office will adequately reflect the charges on the studentsO bill.

* Webster Universitynayrequire a confirmation depostsuallypart of the study abroad
fee, from each student. The nonrefundalaposit is due at the time the Student
Application form is sent to Webster in order to confirm a place in the program. The
University guarantees space on the program for the participant upon receipt of this non
refundable deposit.

* Tuition remissiorand tition exchange areligible for a short term study abroad program
and would be subject to a special program feayment is expected by the dassigned
for each program (see timetable and deadlines below).

* NonWebster students will be billed the toiniand program fee as soon as they are
registered. These students must pay their bills according to the timetable.

5. Cost Changes and Contingency Funds
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Since programs are planned significantly in advance of the travel dates, it may be difficult to
know the exact price of certain item in the budgetthe event of variances in the program
costs the following will apply:

* If costs increase less than 10 percent, the University will absorb the increase; if costs
increase more than 10 percent, any in@ea®r this percentage will be passed on to the
student.

5. Unused Funds

If the program generates funds over and above the estimated amount, the University will
retain the money to support future programs.

6. Tracking Expenses ariReporting Deadline

» Facultymembers must document every expense so that the programOs acndets ca
reconciled upon returnThey shall prepare a travel expense report.

* Faculty members should submit@py of the expense repaa the Office of Study
Abroad no later than 10 daygefthe end of the program. This gives the administrator
the opportunity to check the reports and clarify any discrepancies before important details
are forgotten.

V. DEADLINES

To be considered, all prograsnbmissions (proposalshould be presented tioe Office of

Study Abroadby the dates shown below. The table also shows the dates for approval/denial,
appeal dates, and student application dates. The deadlines are designed to allow sufficient time
for approvals, advertising and promotion, courseizasibn, and student registration and
orientation.

Program Timetable and Proposal Radlines

Fall Break Winter Break Spring Break Summer Break

Submission/Proposal February 28 April 30 June 30 August 31
Approval/Denial by March 15 May 15 July 15 September 15
Academic Affairs
Appeals Deadline March 31 May 31 July 31 September 30
Reconsideration by June 30 June 15 August 15 October 15
Academic Affairs
Student Application August 31 September 30 December 31 January 31
Deadlinewith Deposit
Student Full Byment Sepgemberl5 November 30 January 31 March 1
Due

Program Timeliné Mid October Decemberto Mid March May to August

January

* Eachprogram will have its specific payment schedule, including a deposit.

V. NUMBER OF STUDENTS AND STUDENT APPLICATION DEADLINE

A. Number of Students
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The minimum and maximum numberssbfidents, in some cases, are determined by physical
limitations Because each program will have a number of variable expenses, the size of a group
will affect the budget.Most shortterm programs have a minimum of eight (8) students, which
helps in distibuting the cost of the program among a good number of studgutiget

preparation will be based on faculty input but is subject to revieachgemic Affairs

In the event that the minimum number of students is not reached by the course closihg date, t
faculty leader may ask that a new minimum be considered based on new inforfmagon.

budget could be modified to accommodate a lower number of students, provided the
modifications do not compromise the academic integrity of the program or resuftsan@al

loss. The OSA andicademic Affairswill review the request

1. Student Application Deadline

Applications are reviewed as they are completed; therefore, admission into programs is rolling.
The date for Oclosing the courseO shall be at leday$®rior to the scheduled start of the
program. This allows enough time for the proper orientation of students to take place and for
final preparation of the program. Said deadline will be included in the promotional material for
the program.

VI. FACULTY RESPONSIBILITIES

* Faculty leaders/organizers must provide a clear statement of theéeshogtudy abroad
program goals.
* Faculty leaders must provide a course description, syliahbclading lecture topigs
schedules, and a detailed itinerary.
* Eduational lectures must be scheduled daily and itineraries should be full with limited free
time scheduled.
* Faculty must travel with group for the complete program.
* Faculty must meet witthe Office of Study Abroad antldministration Services to discuss
risk management and related matters.
 Prior to theprogramOs departure, faculty leaders must inform participants of any physical
activity that may be required during the program (i.e. bicycling, hiking, walking, etc.)
* Faculty leader must be available to ansquestions from prospective students about the
course and program expectations.
Note: Students must Students are required to stay with the program until the final date of the
program as announced and to complete its academic requirements as establishéaconty
leader. Participants are expected to comply with all Webster University regulations. Faculty
leaders may establish additional requirements that are essential to the students' achievement of
their educational goals. The program leader mayigdssfrom the program any student who
does not comply with the relevant regulations and requirements and warns participants if they are
not acting in compliance with program regulations. Participants are expected to take
responsibility for changing theirebavior or risk early dismissal and consequent loss of time,
money, and academic credit. Webster University does not grant program fee refunds to students
who are dismissed from their programs.
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VIl.  ACADEMIC DEPARTMENT RESPONSIBILITIES

* Set up the course amdld it to CARS.

* Set up any lab fee and entered into CARS.

Faculty and departments will assist with developing a marketing strategy for the
program/course.

Promote the programs.

Enroll studentsgollect the grades for the course/program.

Respond to questisrfrom prospective and enrolled students.

Ensure students complete a survey of their experience at the completion of programs.

VIIl.  OFFICE OF STUDY ABROAD (OSA) RESPONSIBILITIES

* Coordinate program requirements with faculty leader(s) amdldp financial moels.
* Director shall meet with faculty member(s) and Administration Services on risk management
issues.
* Reviewall applications and present them for final approval
- Financials to be approved Binance
- Administration Services to approve from risk managdrperspective.
Assistin developing the marketing strategy and materials.
Promote the programs.
Advise students about the programs, including costs, expectations, insurance, etc.
Coordinate studentsO applications.
Acceptstudy abroadees.
Coordinate witHaculty leader the international travel component of the progmalmding
- Air transportation
- Local transportation (internal and ground)
- Accommodations
- Meal plans
* Ensure students complete a survey of their experience at the completion of programs.

IX. SUBMISSION AND APPROVAL OF PROGRAM
1. Submission

Webster faculty may propose shtetm study abroad courses using the FadeltyShortterm
Program proposal form that is available from OSA. The application must be endorsed by the
sponsoring departmentOs claaiwell as by the appropriate dean. If the course is to be cross
listed with another department, that departmentOs chair and dean must also sign off on the
proposal. Proposed courses must carry a minimum of 3 credits.

The facultyleadermust submithe endorsegroposal to the Director ahe Office of Study
Abroad. The proposal must include the estimated expenditwdgdj for the program; the
expenditurdorm is available from OSA.
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2. Review and Approval

The Office of Study Abroad reviewsdlproposal andf complete, submits it tAcademic
Affairs for theirreviewand final determinatian

Applications that are not approved will be returned to the submitting faculty member with an
explanation of the decision madacademic Affairsmay ask for additional backup information
for further review.

Appeals may be made to thiece President for Academic Affairs

E
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