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Faculty-led Study Abroad Program Approval Process 2018 
 

PROGRAM APPROVAL PROCESS 
 

Proposals are due: April 30th, 2018 
 

A successful proposal starts long before the submission deadline for study abroad programs. 

This document clarifies the elements of a strong proposal as much as possible, but it cannot 
replace the valuable guidance provided by International Programs and Partnerships (IPP) 
staff. For new proposals, faculty members are encouraged to contact IPP staff before the 
application deadline with a draft proposal for review and feedback.  Application forms for 

faculty-led programs are available in the “Faculty” section of the International Programs and 
Partnerships website (www.utrgv.edu/ipp.) Faculty members leading study abroad programs 
for summer 2018 already have approval for summer 2019 and DO NOT NEED to submit another 

application unless they intend to propose a new syllabus and a new location.  
 

Preparing and submitting the proposal (for both new and repeat programs):  
 

1. Schedule an individual appointment to discuss the proposal with an IPP 
International Programs Specialist. 

2. Consult with academic advisors and course schedulers for compatibility of 
proposed course with school/department and college curriculum, as well as for any 
cross-listing possibilities. Ideally, proposed courses will satisfy major, minor, or core 

curriculum requirements. This is important because if the course has a broad 
appeal it is more likely to attract sufficient enrollments.  

3. Consult with your school/department director/chair to seek support and obtain 

signature. 

4. Submit the original proposal packet, with the endorsement of the department chair, 

to IPP by April 15, 2018 and e-mail an electronic copy of the entire proposal to 
ipp@utrgv.edu. 

 

A complete proposal packet consists of the following: 
 

1. Application form, complete with signature of the school director or department chair. 
 

2. Course description and syllabus for each course proposed. UTRGV courses abroad 
must achieve the same learning outcomes as when the course is offered on campus 
and follow the UTRGV syllabus requirements set forth by the University’s policy for 

providing and posting course syllabi. 
 

3. The proposal itself, which describes many aspects of the proposed program, 

including its connection to the proposed location, significance to the 

http://www.utrgv.edu/ipp
mailto:ipp@utrgv.edu.
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school/department/college, appeal to students, and the faculty member’s relevant 
experience (required questions and further details are included in the application).  

 
4. Feedback from the Center for Teaching Excellence. Syllabi must be reviewed by CTE 

before being submitted with the proposal. CTE will provide feedback on specific 

criteria according to a rubric available under the Faculty tab on the IPP website: 
www.utrgv.edu/ipp. Faculty leaders are encouraged to incorporate this feedback into 
the syllabus. Email: cte@utrgv.edu. Phone: 956-665-3763. 

 

Following the application deadline, IPP distributes the proposals to the Deans who submit their 
feedback regarding the proposed program’s alignment with their college or school’s priorities 

for study abroad. Once the Dean has endorsed the proposals, they are distributed to the 
members of the International Programs Advisory Committee (IPAC), which consists of faculty 
and administrators from various departments across campus. Committee members read and 

assess the relative merits of each proposal prior to the committee meeting. Committee 
members make recommendations based on the location, the course(s), as well as the 
proposed faculty leader. 

 

Questions central to the review process include the following: 
 

 

A. Program design: 
 
 

1. Can the program be implemented safely and successfully? 
 

 
2. Can the program attain an enrollment of 15-20 students for undergraduate programs 

or 10-15 for graduate programs? 
 
 

3. Can the program be implemented for a reasonable cost that is not prohibitive 
for students? 

 
 

4. Is the program appropriate for students with any level of international 
experience, including first-time travelers? 

 

 

5. Are the content and delivery of the course(s) enhanced by the international location? 
 
 

6. Do proposed excursions or field trips have academic relevance to the course? 

mailto:cte@utrgv.edu
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7. For repeat programs, have past programs resulted in favorable evaluations by the 
students, faculty, and staff involved, and have any adjustments been made as a result 

of prior feedback? 
 
 

8. Is the program viable as proposed, or would it require significant revision to 
implement effectively? 

 

B. Faculty expertise: 

 
 

1. Does the person proposing have a full-time faculty appointment with UTRGV and 
intend to lead the program the first year of the two-year cycle? UTRGV courses abroad 
must be directly facilitated by a person holding a UTRGV faculty title (e.g.  Lecturer, 

Instructor, Assistant Professor, Associate Professor, Clinical Professor, Professor, etc.). 
Faculty-led programs cannot be directed by a graduate student nor can the alternate 
faculty be a graduate student. Note: Summer programs offering two UTRGV courses, 

could employ an Assistant Instructor to teach the second course, when a full-time 
UTRGV faculty is responsible for the primary course. 

 
 

2. How familiar is the faculty member with the proposed international location? (e.g. 
professional connections, experience visiting/living/working there, language abilities, 
etc.) 

 
 

3. Has the faculty member successfully taught the proposed course or a similar course 

on campus or an international course location? 
 
 

4. Is the faculty member available to recruit and orient students during key 
periods throughout the fall and spring semester preceding the program? 

 
 

5. Is the syllabus complete and does it reflect a course that offers an academic 
experience that meets UTRGV standards? 

 

 
C. Contribution to international education at UTRGV: 
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1. How does the program further college and/or cross-college goals for 
internationalization?  

 
2. Will the course contribute to a balanced set of offerings, including opportunities for 

students in different fields of study, different undergraduate or graduate 
classifications, as well as a variety of geographic regions? 

 

3. Will the course contribute to a study abroad population that reflects the diversity of 
the student body on campus, as well as distribution of majors in the various academic 

departments or colleges? 
 

4. Does the program fill a need that is not filled by other study abroad programs? 
(e.g. affiliates, exchanges, existing faculty-led programs) 

 
 

The International Programs Advisory Committee submits their recommendations to the 
Associate Provost for Global Engagement, who in turn approves the portfolio of programs to 
be administered by IPP. The faculty member, department chair and dean receive e-mail 

notifications of program selection status per the timelines found below. 
 
 

ELEMENTS OF A STRONG PROPOSAL 

A number of factors go into the creation of a strong proposal, regardless of the student 

audience or type of program. The categories below provide a broad overview of the elements 
IPP and the International Programs Advisory Committee (IPAC) seek in strong proposals. 

 

Academic integrity: UTRGV courses delivered overseas must adhere to the same high 
standards of content, delivery, and assessment as courses taught on campus. Courses abroad 
should take advantage of the program locale and enable students to connect with unique 
aspects of the foreign culture and society of the nation or region. Proposed excursions or field 

trips must have academic relevance to the course. Enhancing the academic experience of 
student participants is the primary purpose of these programs; therefore, faculty research 
should take place only in programs where students participate in and contribute to the 

research project. The IPAC reviews the syllabi as part of the proposal process to ensure 
UTRGV academic standards are met. The syllabi should be complete.  

 

Fiscal and budgetary responsibility: Cost is one of the barriers to study abroad for UTRGV 

students, along with difficulty obtaining academic credit that is directly applicable to the 
degree plan. Because faculty-led programs address both of these barriers, they are uniquely 
positioned to increase student access to study abroad, as long as the program fee itself is not 
prohibitive for students. Because all IPP-administered programs aim to provide the highest 

quality program at the most conservative cost, potential program costs are considered during 
the review process. 
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Prospective students: Faculty-led programs are intended to provide greater access to study 

abroad opportunities for UTRGV students. Minimesters in particular have been instrumental 
in increasing the number of study abroad students. Faculty-led programs provide a needed 
option for students in certain majors, with limited time or finances available for study abroad, 

or who feel most comfortable traveling with a UTRGV faculty member 
 

Likelihood of success: A successful proposal includes not only the elements above, but also 
several factors that make it likely for the program to recruit the minimum number of student 

participants necessary to run. Elements the IPAC considers in assessing the likelihood of 
success of a program include: relevance of the academic topic; an adequate pool of students 
upon which to draw; reasonable cost to implement the program; and a clear vision of the 
program itself (how the location connects to course content and can best be utilized to 

maximize students’ experiences abroad). 
 

Safety and security: The safety and security of students, faculty and staff is of primary 

importance in developing and administering programs abroad. The University of Texas Rio 

Grande Valley supports and encourages international travel and collaborations and recognizes 

that a global perspective is essential to its academic mission. The University is committed to 

the safety and well-being of its students, faculty and staff when they participate in these 

activities and realizes that some areas of the world present heightened health and safety risks. 

In particular, countries that have US Department of State Travel Warnings or an International 

SOS security rating of medium or higher have been identified as regions that require special 

efforts to mitigate risk and, when necessary, call for the avoidance of travel altogether.  

 

The University of Texas System requires all travel to countries with US Department of State 

Travel Warnings to be reviewed and approved by the University's International Oversight 

Committee (IOC). This policy outlines the procedures that all students, faculty and staff 

must follow to ensure their international travel complies with the UTRGV System directive. 

These procedures are in addition to all other requirements for travel set forth by the 

traveler's department/unit. This policy should be followed by UTRGV faculty and staff 

traveling internationally with or without University funding to conduct University business 

within one's capacity as a student, faculty or staff member, such as participation in 

research, conferences or teaching endeavors. 

 

University approval is required for all students, faculty and staff proposing travel to a 

Restricted Region. Approval may be granted by requesting travel authorization and meeting all 

requirements set forth by IOC. 

 

UTRGV requires that all travel and reimbursement policies be followed. Failure to do so may 

http://world.utexas.edu/ioc/restrictedregions
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affect reimbursements. 
 

 
STUDY ABROAD PROGRAM TIMELINE FOR MINIMESTER AND SUMMER 2019 

The faculty leader and the IPP international programs specialist collaborate throughout the 

year on the following: program proposal, program development, student recruitment, 

student selection, pre-departure preparation, and program evaluation. 

 

Please note that repeating programs will simultaneously be in two different points of 

the program cycle, and responsibilities for the two programs overlap.  

 

SPRING SEMESTER (APPROX 14 MONTHS BEFORE DEPARTURE) 
Faculty leader 
 Develops program proposal and consults with the appropriate international program 

specialist. Factors to consider include availability of on-site providers and partners, 
program design, costs, risks, course cross-listings, etc. 

 Writes proposal and obtains department chair. 
 

APRIL 15, 2018 
Faculty leader 
 Submits the new or repeat program proposal electronically and in hard copy to IPP.  

 

MAY 2018 
Selection committee 
 Meets to evaluate the faculty-led program proposals for the following cycle. 

 
Associate provost 
 Approves programs and sends notifications to faculty, department chairs, and 

college deans by May 15th. 

 
JUNE – EARLY AUGUST 2018 
IPP 

 Announces 2019 Minimester and Summer Abroad courses on IPP website and to 
Academic Advisors 

 
 International program specialist 
 Works with designated representatives to finalize course information.  

 
Faculty leader 
 Provides brief course and destination information and photos for web, brochure 

and posters, including special eligibility requirements. 
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Faculty leader and international program specialist 

 Familiarize academic advisors with program so they can promote internally to 
students advising sessions. 

 Begin collaboration: 
 For repeat programs: review past programs and determine any changes. 
 Identify program providers or institutions to provide on-site support to 

program. 
 Identify prospective student populations and organizations for promotion.  

 
International program specialist 

 Reviews website for content 

 Submits requests for proposals from new partners or requests contracts from 
partners for repeat programs. 

 
MID-AUGUST – SEPTEMBER 2018 
 Faculty leader and/or international program specialist 
 Meet(s) with school/departmental academic advisors to acquaint them with 

program. 
 

 Faculty leader and international program specialist 

 Meet to finalize the program budget and decide the program fee. 

 Plan timeline and locations for fall information sessions (for prospective students) 
and spring pre-departure orientations (for accepted students). 

 

SEPTEMBER – DECEMBER 2018 
International program specialist 
 Responds to student inquiries about program logistics and application process.  
 Holds group advising sessions and/or advising hours. 

 
Faculty leader 

 Participates in coordinated promotional and recruiting efforts by  
 Attending promotional info sessions organized with international program 

specialist. 
 Representing program at Study Abroad Fairs 

 Promotes internally to and through: 
 Faculty colleagues, academic advisors and student Alumni. 
 Academic advisors. 
 College/Departmental student organizations. 
 Departmental websites. 
 Class visits. 

 Responds to student inquiries about course content.  
 

 
JANUARY - FEBRUARY 2019 
Students 
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 Submit applications by January 31st deadline. 
 
Faculty leader 
 Gives approval for conditional acceptance, identifying any special conditions (as 

needed), and interviews students (as needed), with assistance of international program 

specialist. 
 
IPP 
 Determines program viability based upon enrollment and program budget, ensuring 

programs are self-sufficient. 
 

International program specialist 
 Interviews each student individually and reviews all application information. Notifies 

students of acceptance. 
 
 

MARCH - APRIL 2019 
International program specialist 
 Determines program viability based upon student deposit payment and program budget. 

 
Faculty leader and students 
 Apply for passports and visas and needed immunization schedules, as needed. 

 
Students 
 Begin pre-departure requirements. 

 
International program specialist 
 Completes acceptance process by reviewing student grades, and removing 

special conditions. 

 Monitors student withdrawals and manages waitlist, offering spots to waitlisted 

students upon availability. 
 
Faculty leader 
 Conducts pre-departure orientations for students. 
 Submits syllabus to department for posting on website. 
 Orders textbooks.  

 
International program specialist 
 Confirms program logistics with on-site program partners. 
 Disseminates health and safety information such as emergency contacts, 

insurance policies and student flight reports. 
 
Faculty leader 
 Attends mandatory Health and Safety Workshop facilitated by IPP. 

Faculty leader and students 

 Continue visa application process (if necessary) and complete other pre-
departure requirements, including flight purchase. 
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MAY – JULY 2019 
Faculty leader 
 

 Purchases small gifts if appropriate or customary and/or prepares certificates 

of appreciation for on-site partners, guest lecturers, etc. 

 Picks up Check for prepayment of incidentals and per diem (if applicable).  

 Departs for program abroad. 
 
UPON RETURN 

 Faculty leader 
 Meets with international program specialist (and/or IPP program coordinator) to  

 Evaluate program. 
 Turn in expenditure template and cash advance and travel card receipts 

for reconciliation. 
 Return travel card (If applicable). 

 
Faculty leader, international program specialist, and students 

 Evaluate program. 
 

AUGUST – SEPTEMBER 2019 
IPP 

 Shares evaluation summaries with faculty leader, chair and dean. 


