International Education

Education Abroad Guidelines and Application Process

Introduction

MATC is committed to providing quality learning experiences that recognize a diversity of learners’ needs and interests in order to transform people and the community through continuous learning.  To that end, the college supports the development of a variety of different models and locations for international student learning.  MATC defines Education Abroad/International Travel as:

Long term or short term travel outside the US for an individual or group directly linked to MATC whose goal is to benefit the development and growth of learners in a specific and measurable way.  

Education Abroad/International Travel Categories:

The programs offered through education abroad experiences reflect a variety of opportunities for travel and learning abroad including:

· Educational Travel Tours: Non-credit, short-term learning experiences;
· Global Classroom Programs: Credit-bearing education abroad experiences linked with a MATC course or courses which meets the minimum # of students enrolled and other course requirements;
· Internships and Work Abroad: Educational experiences that are primarily based in work or field placements.  Supervision is primarily conducted by a work or field supervisor, rather than MATC faculty, although credit-bearing experiences may have a faculty member of record and additional assessment activities;
· Independent Travel: Programs not administered directly by MATC, provided through college-related consortia (e.g. ICISP) or partner institutions (e.g. sister colleges);

· Exchange Programs: A relationship with a partner college or university abroad that offers reciprocal exchange opportunities for students or faculty to work or study at their respective institutions;


· Professional Meeting/Development*: Trips intended for staff development purposes including, though not limited to, professional conferences, sabbaticals and other staff enhancement experiences;
· Curriculum/Learning Development*: Trips for exploration and development of curriculum/course related opportunities, contract negotiations, exchanges, and/or other college related business.
*These last two categories will follow the approval process outlined by the Financial Services International Travel Guidelines and Approval, rather than the new program proposal process outlined below.
It is intended that MATC-sponsored programs and those offered through associated consortia complement one another and benefit the development and growth of learners in specific and measurable ways. If it appears that proposed programs will likely be in competition or conflict, the International Education Work Team will encourage cooperative efforts to combine the programs or arrange for the programs to be sponsored in successive years.

General Guidelines

· MATC will sponsor education abroad and international education experiences for students, college faculty and staff, and members of the community.

· MATC faculty and staff members may submit education abroad proposals (submission outline below) to the International Education Work Team with appropriate Dean signature/approval. All proposals will be reviewed by the International Education Work Team, who will make recommendations for approval to the College.  Final approval is determined by the District Board.

· MATC class enrollees and general student body will be given first preference to participate in programs.

· Submissions shall be filed normally two (2) academic terms in advance, by October 1stand March 1st of each semester (for example, if the trip is to take place in Spring 2008 it is recommended that application be submitted by March 1, 2007). The International Education Work Team will meet twice a year (each fall semester by October 15th and spring semester by March 15th) to consider all submissions and will provide a written response to all applicants within 30 days of the meeting.  Fall submissions will be presented at December District Board meeting for approval, Spring submissions will be presented at May District Board meeting.  The review committee may ask for clarification or additional information before responding.

· The International Education Work Team will review all submissions to determine the appropriate number of program leads.   

· Program lead(s) shall abide by MATC College Policy #103 related to conflict of interest and personal gain for self or immediate family.  

· Following notification of proposal approval, program leads will need to follow required college policies (including policy #204) and procedures related to travel and travel expenses. 

· Students may request participation in non-MATC education abroad experiences (Independent Travel Program) through the International Education Coordinator.

· MATC will maintain in the International Education office a historical file on all education abroad experiences.

Education Abroad Proposals
1. Proposal Development/Submission

The following criteria should guide proposal development and will be used by MATC to evaluate educational abroad experiences.  All submissions must include a completed Education Abroad Proposal Application Packet which will include:

Program Application Form 

This form will provide the reviewers with a quick summary/overview of the proposal and program details.

Learning Outcomes/Institutional Goals  

The applicant(s) are asked to provide a description of how the experience will enhance the growth and development of the learner, how the experience is related to the college goals and objectives.  They should also outline an assessment plan to measure the participants’ learning.  

Budget/Funding Plan

This section shall include details of how the program will be funded, list cost to the college, and provide an estimated budget to conduct the trip.

Travel Itinerary


Applicant will provide the anticipated itinerary/schedule of activities for the program.

2. Proposal Approval Process

The review and approval process for education abroad experiences is modeled after the college’s procedures for sabbatical applications.  The process begins with a completed application packet which is submitted to the International Education Office and forwarded on to the review committee for consideration.  The committee will review the applications using a standard rubric that verifies that it has met the proposal standards and guidelines.  Then the committee will provide a score that determines the ranking of all submissions.  

3. Education Abroad Experience Follow-Up

Post-program assessment and re-entry orientation shall be an integral part of each education abroad program, and upon returning, all program leads will be responsible for:

· Completing academic/class responsibilities including, though not limited to, collecting and processing student evaluations and/or assessment of the strengths and weaknesses of the trip, conducting follow up with students on any associated class projects, and submitting grades;

· Submitting to the International Education Office and their Dean an electronic written abstract of the experience, including how it enhanced the growth and development of the learner;

· Participating in an annual event (e.g.: Study Abroad fair) that will showcase the experience;

· Attending an in-service session to describe how the travel and experience have benefited their teaching;

· As requested, making presentation(s) of travel experience to community groups.

Responsibilities of Faculty/Staff Program Leads

The duties and responsibilities for faculty and staff leads are outlined in detail in the Handbook for Education Abroad Leaders.  The handbook is provided to program leads when they complete a mandatory education abroad training workshop for program leaders.  The workshops are presented once a year and faculty/staff need only attend the workshop once every three years. 

Once an education abroad program has been recommended for approval by the International Education Work Team and the program lead(s) have attended the education abroad training workshop, the program leads will need to follow required college policies (including policy #204) and procedures related to travel and travel expenses.  Any employee traveling internationally is required to complete this approval process if traveling in an official capacity for the district and/or any of the following apply: 

· You are receiving wage compensation, (vacation is not being used)

· You are receiving discounted or free travel.

Responsibilities of the International Education Work Team and International Education Office

The International Education Office and/or International Education Work Team shall be responsible for:

· Assisting in the development of the proposal and/or program as needed;

· Evaluating all proposals presented for review in a timely fashion and providing feedback to applicant(s);

· Assisting the faculty member in working with travel agents, tour operators and overseas contacts;

· Assisting with program publicity.

Education Abroad Application Approval Process


International Education Coordinator  works w/ program leads on trip implementation including participant orientation.





Purchasing works with trip leads on travel process/procedures.





International Education Coordinator notifies applicant and purchasing of decision.





Individual completes and submits Education Abroad Application to immediate supervisor/area Dean.





International Education Work Team reviews application and recommends approval  





Not approved- Applicant reworks proposal





Application sent to International Education Coordinator for processing and development of issue paper.





Application submitted to Vice President of Learner Success for review and signature





Immediate supervisor/area Dean reviews application and approves (signature required). Sent to International Education Coordinator who will process thru the International Ed. Work Team





Application sent to purchasing and risk management for processing





Application submitted to President for review and signature.








District Board Approval





Board Secretary notifies Purchasing and International Education Coordinator of decision.








Program (trip) conducted








