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Faculty-Directed Program Leader Roles and Responsibilities

The quality of education abroad programs directed by faculty or staff, and the resulting
experience of students who participate in them, depend on the degree to which the faculty
director(s) involve themselves in the planning, recruitment, and implementation, as well as the
daily operation of the program on-site. The duties of the faculty director(s) include attention to
the administrative details and logistics that make such programs run smoothly, often in difficult
international contexts. Involvement beyond the academic component includes logistics,
extracurricular activities, and the personal lives of the students who participate. In addition to
teaching, the faculty director(s) must be available to students outside of the classroom. In
fulfilling these roles, faculty directors are responsible for and must agree to:

Planning and Logistics

e Make all overseas arrangements (travel, housing, meetings, etc.) in coordination with
the College Program Manager according to the established timeline and abiding by
Clemson University policies and procedures.

e Oversee all aspects of travel, including, but not limited to, housing, student conduct,
health and safety, crisis management, etc.

Safety and Risk Management
e Follow all safety and security procedures.
e Ensure that students complete all appropriate release forms.

¢ Notify the PHCEA, on-siteproviders, and CUPD (if needed) in the case of any emergency
situations that arise (student illness, natural disaster, etc.) keeping in mind how world
events are perceived by parents at home

e Communicate transparently and regularly with on-site partners and e PHCEA throughout
incident response process.

e Conduct risk assessments for the destination, stay updated on travel advisories,
implement safety protocols to mitigate risks, and uphold emergency response protocols
as set by the PHCEA.

e Develop an Emergency Action Plan (EAP).

e Educate participants of the risks of travel to the specific destination on-site, the risk
mitigation expectations and all established emergency response protocols.

e Maintain a working means of communication (cellular data, wifi, messaging capability,
etc.) and be available to contacted at any time for the duration of the program.



Budgeting and Financial Management

Be familiar with and have a thorough knowledge of the program costs and university
billing procedures to convey this information to students.

Work with the PHCEA, and the College Program Manager (if applicable), to develop and
finalize program budget.

Complete fiscal closeout of the program within 30 days of program end date according
to the University policies and procedures.

Communication and Coordination

Ensure that course sections are open according to university guidelines and that
students are enrolled by established CU deadlines.

Work with Student Accessibility Services, PHCEA, and on-site providers, when necessary,
to ensure an equitable learning environment for students. Ensure that students
complete and submit course and program evaluations.

Adhere to the faculty-directed admissions criteria and admissions process guidelines.
Understand and abide by all local laws and entry requirements.

Market the program and recruit program participants.

Keep students informed about trip details, deadlines, and expectations.

Establish student communication expectations and plans to remain in contact with
participants throughout the experience.

Documentation and Administration

Submit all required materials to the PHCEA included in the online application by
established deadlines.

Meet the academic expectations for courses offered for credit, including completing
required discipline-specific contact hours, having reasonable assessment activities, and
generally maintaining the expected level of rigor.

Serve as the faculty of record for an accompanying course (at least one faculty
director).

Traveler Compliance with Clemson University Policies

Abide by the policies stated in FERPA, Title IX, HIPAA, and the Americans with
Disabilities Act.

Abide by the policies and procedures of the on-site providers.

Communicate to students that their behavior will be governed by the policies of
Clemson University.



e Attend Title IX Training for Education Abroad, PHCEA’s Pre-Departure Orientation for
students, and other preparatory sessions.

e Be familiar with mandatory enrollments with CISI Insurance, AlertTraveler, STEP, and
other applicable services.

Student Support and Engagement

e Hold at least one program-specific pre-departure orientation session and one on-site
orientation for students.

e Lead the international excursion, plan and teach the course(s), and lead/accompany
students on program activities, field trips, cultural events, etc.

Evaluation and Feedback

After the experience, the faculty director should solicit feedback from participants to assess the
effectiveness of the experience. This feedback should be used to inform future programs and
create an opportunity for improvements in planning and execution.



