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	Faculty-Directed Program Proposal

	Complete Proposal Checklist:

	□ 
	Proposal document with all required signatures

	□ 
	Budget with quotes from vendors and supporting documentation

	□ 
	Health and Safety Plan

	□ 
	Syllabus for each course (Credit-Bearing Programs Only)

	□ 
	Cross-Cultural Activities Outline (Credit-Bearing Programs Only)

	NOTE: Proposals will be reviewed only after all required documents are received and must be signed by the Department Chair and College Dean before submission.




	Program Directors

	Director 1
	Director 2

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Department:
	
	Department:
	

	Email:
	
	Email:
	




	Additional Program Faculty / Staff — If Applicable

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Department:
	
	Department:
	

	Email:
	
	Email:
	




	Program Information

	Program Name:
	

	Program Term:
	

	Program Start Date:
	
	Program End Date:
	

	Program Location:
	<City>
	<Country>

	Current USDOS Travel Advisory Level:
	<E.g., Level 1: Exercise Normal Precautions>
	Current CDC Travel Health Notice:
	<E.g., Level 1: Practice Usual Precautions>

	Advisory Issue Date:
	
	Notice Issue Date:
	




	High-Risk Destinations

	Proposals for programs to destinations with a Level 3 USDOS Travel Advisory or CDC Travel Health Notice will incur increased scrutiny that may extend the time taken for review and decision. In addition to risk mitigation strategies, qualifications of the program director(s) and program partnerships will be among the factors taken into consideration.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Program Director Information

	· Have you previously led a CWU faculty-directed program?
	□ Yes     □ No

	· Do you have experience teaching abroad or in a similar setting?
	□ Yes     □ No

	 If yes, please describe.
	

	· Describe your experience or familiarity with the proposed program location.

	

	· Describe your familiarity with the culture and proficiency in the language(s) of the proposed location(s).

	

	· Describe how the course(s) you will teach in this program draw upon your own area(s) of expertise. 

	

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Is this program credit-bearing? 
	 □ Yes     □ No - Skip to Student Recruitment section




	Course Information

	Course A

	Course Name:
	

	Course Number:
	
	Course Credit:
	

	Contact Hours:
	
	Prerequisites:
	

	Course Description:
	

	Learner Outcomes:
	




	Course B — If Applicable

	Course Name:
	

	Course Number:
	
	Course Credit:
	

	Contact Hours:
	
	Prerequisites:
	

	Contact Hours:
	

	Course Description:
	

	Learner Outcomes:
	




	Cross-Cultural Activities Outline Review

	Course information and cross-cultural activities must be reviewed and approved by the appropriate Department and College. By initialing below, you affirm that you reviewed and approve of the course and activities outline.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Student Recruitment

	Please address the following questions:

	Who is the target audience of this program? 
	

	Do you plan to recruit non-CWU students?
	□ Yes     □ No

	If yes, through which avenues?
	




	Online and Center Students

	Students in CWU’s online and Center programs must also be considered, in addition to those on the main campus. These students are often post-DTA transfers, take online or evening classes, and are frequently nontraditional (older, working, or with family responsibilities). 

Please explain below how your program will support access for these students without compromising its academic or cultural goals. For example, if there is an on-campus component, could it be scheduled in the evening, offered remotely, or provided asynchronously? 

We recognize that limited online/Center offerings may make some programs inaccessible due to prerequisites. If this applies, simply note it in your response.

	




	Program Budget

	Your budget should reflect all expenses related to the program and include quotes or estimates from vendors or partners providing goods or services. Consult with EA for assistance in planning your budget.

	Use the budget template to create the budget for your program. Do not create your own template.

	Program budgets must accurately reflect estimated expenses and include vendor quotes. By initialing below, you affirm that you reviewed and approve of the program budget.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Health and Safety Plan

	EA prioritizes participant health and safety. As Program Director, you are responsible for student wellbeing. Please complete the Health and Safety Plan.

	The Health and Safety Plan outlines potential risks and mitigation strategies. This is a key part of the proposal. By initialing below, you confirm review and approval of the plan.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Program Director Roles and Responsibilities

	Program Director’s Role

	The Program Director’s role extends beyond teaching and academic oversight to include administration, budgeting, recruitment, travel logistics, cultural guidance, student support, and risk management. Directors are responsible for group dynamics, student safety and wellbeing, and monitoring alcohol or drug use. The role is diverse, intensive, and highly rewarding, requiring significant time and energy both in preparation and while abroad.




	General Duties

	As Program Director, you are responsible for the following:
 
· Academic Content: Program Directors are responsible for the curriculum, syllabus, book orders and printing, classrooms, lectures, and other academic components of the program.

· Travel and Logistical Arrangement: All travel and logistical arrangements will be finalized with the assistance of Education Abroad, a program provider, or onsite coordinator. It is your responsibility to be involved in all planning of these arrangements and communicating with program providers, onsite coordinators, or other entities assisting with planning the logistics.

· Budget: You must provide detailed budget for all program and general travel expenses. Education Abroad will assist you with drafting the budget and determining the final cost to each student.

· Marketing and Recruitment: Program-specific marketing and the recruitment of students is one of your primary responsibilities. Education Abroad itself will only publish brief descriptions of the program and assist with general marketing. You are responsible for developing a course description, which should incorporate brief narratives of the academic course, program structure, as well as prerequisites, degree requirements, housing and meals, and any physical demands students must meet to participate in the program. You should expect to promote your program to students and your peers, to visit classes, and create printed and e-publications as needed.

· Enrollment: Education Abroad will coordinate the student enrollment process with your assistance. All students are required to apply and submit all acceptance paperwork by the dates specified by Education Abroad, the Program Director, or program provider. You will select students based on eligibility requirements, the application, and other criteria you see fit. Education Abroad will coordinate course enrollment with the Office of the Registrar.

· Pre-Departure and Onsite Orientation: Education Abroad will conduct a general pre-departure orientation for all Education Abroad (EA) participants; however, Program Directors are responsible for conducting at least one program-specific pre-departure orientation and one onsite orientation. These sessions should review health, safety, and security concerns, relevant aspects of host country culture, site-specific information, and other relevant information.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Training Attendance

	You must attend and complete trainings designated by EA. Failure to do so may result in removal as Program Director and/or program cancellation.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	General Supervision of Students

	You will supervise and direct students in the academic and intercultural goals of the program. You are the primary adult responsible for the supervision and welfare of the students participating in the program. Among other things, you are responsible for supervising and monitoring each student’s conformation to university and other applicable policies, rules, regulations, and standards of conduct. You should be familiar with the disciplinary rights and procedures that are contained in the Student Conduct Code. 

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	

	You are on-call during the entire program and at least one Program Director is expected to reachable at any time. You must stay/reside within the same accommodations as the students. Your full attention should be focused on the program’s success and students’ safety. This is not a vacation; it is an extension of your duties as an employee of the university. 

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	

	You are expected to regularly check in with students, individually and as a group, as appropriate. You should remind students that they can report any incidences of inappropriate behavior to you, such as sexual harassment or unwelcome comments, without repercussions or retaliation. You are required to immediately report such incidences to the university. You are also expected to maintain clear and regular communication with your co-director. 

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Program Director Behavior 

	This program is an extension of your university work and should be viewed as such. Adhere to university policies. Under no circumstance should you behave in an inappropriate manner. You should model the behavior you expect from your students. You cannot tend to these responsibilities if you are in an unfit state of mind. As Program Director, it is your responsibility to ensure your students’ safety. Students will not feel safe if you are behaving inappropriately. Be aware of how you present yourself to your students. 

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Collaboration with Education Abroad

	You must work in collaboration with Education Abroad (EA) staff to deliver the highest quality program. Because there are individual and shared responsibilities, you and EA staff must plan to communicate and meet regularly.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Orientations: Pre-Departure and On-site

	Because this program will be an intense group experience, the success of which depends on positive group dynamics and clear expectations, you are required to schedule at least one program-specific pre-departure orientation with your students. Education Abroad (EA) will provide you with general Education Abroad (EA) information.
 
Your program must have an onsite orientation, conducted within two days after your arrival, and you are expected to plan frequent times during the program for students to process and reflect on their intercultural experiences.
 
Program orientations must include the following (not necessarily comprehensive nor in particular order):
· Review of academic content and expectations
· Review of behavioral expectations
· Program itinerary and applicable modes of transportation
· Introduction to program location(s), including local culture and customs
· Contact details for program director(s), including after hours
· Review of accommodations and conditions, including fire evacuation and meeting points
· Attitudes toward and potential risks associated with various identities: citizenship and nationality, gender and gender expression, religion, ethnicity/race and LGBTQ+ identity
· Details of closest and/or appropriate medical and mental health facilities, police station and US consular mission
· Applicable significant known risks, e.g., areas to avoid, crime, disease, natural disasters
· As applicable, procedures for independent, inter-city travel
· As applicable, review of, introduction to and contact details and procedures for on-site partners
· Review of US Department of State Travel Advisory (if Level 3)

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Program Cancellation

	Central Washington University reserves the right to discontinue this program at any time before or after departure, at its sole discretion. Among the reasons for discontinuation and cancellation of this program are travel warnings and advisories from the US Department of State and insufficient enrollment. If this program does not reach minimum enrollment by the final application deadline, it will be cancelled.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Withdrawal of Program Director

	It is expected that you will not withdraw from the position of Program Director for the program except in an emergency. If it is impossible for you to serve as Program Director, you must immediately notify Education Abroad (EA) in writing. Depending on the withdrawal date, the program may be cancelled, or a replacement Program Director obtained.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Family Members and Other Companions

	Unless officially designated as a co-director or taking part as an enrolled student, family members and other companions may not take part in program activities, reside in program-contracted housing or utilize program-contracted transportation. Only designated CWU program directors and appropriate local contacts may supervise and advise students.

	Please Initial:

	Director 1:
	
	Director 2:
	
	Chair:
	
	Dean:
	




	Program Director Acceptance

	EA looks forward to working with you to ensure your program’s success. Thank you for supporting international education and helping internationalize CWU.

I have read, understand, and agree to adhere to the expectations and responsibilities outlined above. I understand that my role as Program Director is critical to the success of this program.

	Program Director 1:
	
	

	Date:
	
	Print Name
	Signature

	

	Program Director 2:
	
	

	Date:
	
	Print Name
	Signature




	Department Approval

	I have read the program application, and I agree that the proposed faculty is an appropriate choice to lead this program, given the criteria outlined in this proposal. I agree to the Program Director’s absence from campus for the duration of the program, if applicable. I attest that the course proposed herein, conforms to the established curricular standards of the department.

	Department Chair:
	
	

	Date:
	
	Print Name
	Signature




	College Approval

	By signing, I acknowledge that I have reviewed the attached faculty-directed program proposal and approve of the program’s curriculum content, faculty participation, and terms of cancellation and modification of the program outlined above. I attest that the proposed course(s) conforms to the established curricular standards of the department or college.

	College Dean:
	
	

	Date:
	
	Print Name
	Signature




	Education Abroad Approval

	Education Abroad:
	
	

	Date:
	
	Print Name
	Signature

	Submission
Email the full application and supplemental materials to EducationAbroad@cwu.edu. Hard copies are not accepted.




	Post-Submission

	Office of the Provost Approval

	Office Representative:
	
	

	Date:
	
	Print Name
	Signature

	The Office of the Provost will review and approve proposals only after the International Studies and Programs Advisory Council (ISPAC) has made its recommendation. A representative from the Office of the Provost will sign this document at that time.
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