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  208 Minor Hall, P.O. Box 400165

Charlottesville, Virginia, 22904-4165

(434) 982-3010

Fax: (434) 982-3011
UVA Education Abroad Program Director Application

University of Virginia faculty frequently serve as on-site Program Directors in the University’s Education Abroad programs.  Program quality depends, in no small part, on faculty expertise, commitment and level of engagement. A faculty member who serves as an on-site Program Director bears the primary responsibility for program administration while students are abroad. Teaching faculty and/or staff are expected to support their Program Director.  Despite the responsibilities associated with directing and teaching in an Education Abroad program, faculty participants commonly report high levels of personal and professional satisfaction with their work.

Below are key requirements for faculty who direct a UVA Education Abroad Program:
· Education Abroad Program Directors should be interested in the personal, social, and intellectual development of students. They should have a record of effective teaching and advising, should be skilled at integrating experiential learning into their courses and should have experience working with students outside of the classroom.
· Program Directors are expected to take the lead with the program development process. Responsibilities include:
· Filing a program report from previous iteration of the program (if applicable)
· Submitting a new program proposal to the ISO and securing required approval signatures
· Recruiting support faculty and/or staff (all short-term Education Abroad programs require at least two traveling faculty/staff from UVA)
· Developing curriculum and program itinerary 

· Identifying operational and budget needs with the ISO
· Education Abroad Program Directors are responsible for helping students negotiate new environments and process their experiences. They should have knowledge of their program’s host site, the local culture and language.
· Education Abroad Program Directors are called upon to advise students on a wide range of both academic and non-academic issues. They should be familiar with the academic programs, support services and administrative structures/policies of the University in order to advise and counsel students appropriately. 
· Residential learning is an important component of UVa Education Abroad programs. Education Abroad Program Directors may have interactions with students at any time of day or night on a variety of sensitive matters. They should be prepared to assist students and draw on University and local resources as needed.
· Education Abroad Program Directors may be called upon to respond to a student crisis. They should be sufficiently aware of the host site (location), local resources and government services to provide assistance (health and safety, legal issues, natural disasters or civil unrest, etc.) in an emergency.
· Education Abroad Program Directors are responsible for handling in-country financial transactions including group meals, historical and cultural site entry fees, public transportation, hired transportation, and guest speakers. Program Directors can be provided with a T&E card in advance of travel to cover anticipated in-country expenses. In accordance with University policy, Education Abroad Program Directors are responsible for retaining all receipts for program related expenses, and for submitting them as documentation to the ISO for reimbursement at the end of travel.  When possible, the ISO will process direct payments to service providers, for any transaction requiring authorized signatures on booking agreements, for lodgings, train and airfare bookings, and third-party travel providers requiring formal vetting.
· Education Abroad Program Directors are expected to communicate proactively and regularly with the ISO with regard to program development, student recruitment, program operations and program evaluation. Education Abroad Program Directors are also expected to work with the ISO to ascertain that University of Virginia academic, non-academic and financial policies and procedures are followed. 
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  208 Minor Hall, P.O. Box 400165

Charlottesville, Virginia, 22904-4165

(434) 982-3010

Fax: (434) 982-3011

UVA Education Abroad Program Director Application

Name:






Date: 


Department:


Work Telephone:


 


Email:

Home Address:

Home/Mobile Telephone:

Emergency Contact Name:



Relationship to You:

Email: 






Telephone:

Address:

Name of Education Abroad Program: 

Brief statement of interest (100-150 words): 

Describe your experience teaching and advising: 
Describe your experience with experiential teaching and learning: 

Describe your experience working with students outside of class, e.g., advising a student organization:

Describe your experience leading groups and managing group dynamics: 
Describe any prior experience with Education Abroad and any extensive foreign travel or time overseas: 

Describe your expertise on/experience in the area(s) where the program will take place.  If the program takes place in a non-English speaking country, please identify your level of proficiency in the local language:
Have you ever been subject to disciplinary action such as verbal or written warning, suspension, demotion, or dismissal by an employer?  
□ YES

□ NO
If yes, please describe the dates, nature, and circumstances of the disciplinary action

Date of the most recent completion UVA’s Preventing and Addressing Discrimination, Harassment, and Retaliation Training:
Date of the most recent completion of the Not on Our Grounds Responsible Employee (Title IX) Training: 

NB: Faculty and staff who access the TDS enterprise database system used to manage UVA Education Abroad must first log-in to the High Security VPN. Access to the HSVPN and TDS requires trainings, secure authentication, and a University-owned computer with the HSVPN enabled. Guidance on this process will be provided by your program’s Education Abroad Advisor.
I understand the general responsibilities and level of commitment required of me, and I agree to meet these responsibilities. I understand that I am required to participate in any training sessions, briefings or retreats organized by the ISO for faculty participating in UVA Education Abroad programs.
Signature







Date




Return the completed application to Dudley Doane at P.O. Box 400165, or scan and send as an attachment to djd4j@virginia.edu. 
�


      International Studies Office





�


      International Studies Office
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