
Faculty Responsibilities 

  
KSU Study Abroad Faculty Agreement of Responsibilities 

In addition to filling the role of teacher, the Faculty Program Director and Participating Faculty also 

serve as administrators, leaders, interpreters, decision-makers and diplomats. A faculty member’s day 

does not end when class is over, and faculty members are expected to make decisions that are in the 

best interest of the program and its participants. They must be able to uphold and implement KSU 

policies while at the same time taking advantage of the differences present in a foreign setting. 

Support systems established by the Education Abroad Office (EAO) have been implemented to assist 

faculty members with the tasks and responsibilities associated with implementing a successful study 

abroad program. 

 

Shared Responsibilities: 

It is extremely important that the Faculty Program Director and EAO share all information 

affecting the program so that both are fully informed. This is particularly important in dealing with 

partners overseas, service providers and students. The main developer of the program is the Faculty 

Program Director; however, the Education Abroad Office will assist directors by providing guidance 

and support throughout the planning and implementation process. Shared responsibilities include: 

program promotion, setting the program itinerary and budget, processing program payments, and 

ensuring compliance with safety and emergency procedures. 

 

Education Abroad Office Responsibilities: 

EAO will assign an Education Abroad Advisor to work closely with the Faculty Program Director 

and assist with aspects of program design, which include academics, itineraries and 

logistics,recruitment, communication, orientation, budgeting, safety and liability. EAO advisors work 

with many different offices across campus in order to: set safety and liability standards, develop 

marketing and informational materials, create and process applications and other required forms, 

collect application fees and deposits, register and bill participants, and monitor enrollment. EAO 

advisors also work closely with other offices to collect and disburse funds, maintain current 

budgetary information, and keep accurate participant records. 

 

Faculty Program Director Responsibilities: 

A Faculty Program Director’s responsibilities are year-long. They include attending 



mandatory EAO training workshops, program planning, recruitment, conducting mandatory pre-

departure orientations, balancing the program budget, managing program finances on-site, and on-

site direction of the program. The Faculty Program Director will make program arrangements with 

partner institutions abroad and with travel agents and airlines to plan travel itineraries. 

They also hold the position of administrator and financial manager on-site which includes such duties 

as: making/confirming logistical arrangements, making payments, managing funds, keeping financial 

records, and submitting a reconciliation of program costs upon return. The Faculty Program Director 

is expected to behave as a trusted representative of Kennesaw State University while abroad and 

employ dignity, decorum, tact and discretion in both public behavior and the private handling of 

student problems and concerns. 

 

The Faculty Program Director is responsible for all of the following: 

 

Academics and Program Design: 

• Ensure academic integrity of program and obtain appropriate course 

approvals/equivalencies; 

• Select and organize field experiences that appropriately complement course goals; 

• Set itineraries (including travel logistics and daily living arrangements); 

• Provide students with course syllabi prior to program fee payment deadline; 

• Teach courses (if applicable); 

• Coordinate all academic aspects of the program, including hiring, supervision and 

compensation of on-site instructors or guest lecturers; and 

• Assign and/or collect grades at conclusion of program. 

 

Recruitment: 

• The Faculty Program Director will work with EAO to develop promotional materials; and 

• The Faculty Program Director is responsible for coordinating recruitment of students. 

He/she will have primary responsibility for organizing classroom presentations and 

involving past participants in recruitment. 

 

Communication: 

• Provide to EAO prior to departure: a program itinerary, participant, director and program 



staff emergency contact information, copies of passports, and copies of all information given 

to students; 

• Serve as liaison between EAO and on-site institutions, agencies, staff etc.; 

• Maintain contact with students throughout the program, counseling as needed on issues of 

cultural adjustment, conduct, and other non-academic issues; 

• Consult with EAO as needed about student problems and concerns throughout program; 

• Inform EAO immediately of any emergency or medical situation involving students; 

• Provide EAO with regular updates on activities throughout the program; 

• Submit a written report to EAO within three weeks of the conclusion of the program 

highlighting its strengths, weaknesses, opportunities and threats; and 

• Communicate regularly with EAO year-round as needed with regard to planning and 

preparation for future programs. 

 

Student Orientation/Management: 

• Organize pre-departure orientations (at least two) and an in-country orientation 

immediately following arrival of students. The orientation should include all of the 

following issues: review of the student handbook, program administration, communications, 

lodging, public transportation, health/safety, passports/visas, program rules/behavioral 

expectations, group dynamics, academic expectations, cross-cultural adaptation, cultural 

differences, and other daily living concerns; and 

• Organize lodging, meals, transportation, guides and entrance fees for excursions to be 

conducted in locations of cultural/historical interest (as indicated in program budget). 

 

Budgetary: 

• Ensure a balanced budget on an annual basis. In order to avoid potential deficits, the 

budget should be calculated to provide an adequate contingency fund and to take into 

account potential currency fluctuations and/or price increases. A final budget including 

faculty/director salary agreements will be agreed to before advertising for the program 

begins. If budget changes have to be made after the initial approval, program directors 

must notify (and provide an updated budget) their Education Abroad Advisor who will 

approve changes to the budget 

• Work with vendors to obtain proper invoices and vendor registration forms. Organize 

payments so that most program costs are paid prior to departure in order to minimize cash 



payments on-site; 

• Make payments according to budget for host families, excursions and other legitimate 

program expenses on-site; 

• Obtain receipts for all program expenditures and provide financial accounting reports (i.e. 

reconciliation) at the conclusion of the program within one month after program ending 

date; 

Safety and Liability: 

• The Faculty Director must comply with the Emergency Safety Protocols established by 

EAO; 

• Must provide all students with business cards detailing contact numbers for emergency 

support and services while on-site; 

• The Faculty Director is also responsible to make sure that all participants in the program 

read and sign-off on the following materials: the Student Statement of Responsibility, KSU 

Waiver of Liability for Study Abroad Programs, Study Abroad Code of Conduct and 

Permission for Waiver of FERPA Rights Form (waiver of rights is optional, but completion 

of the form is mandatory; medical form is optional); and 

• Copies of the above forms must accompany the Program Director on the education abroad 

program; and 

• Faculty who do not plan to travel to and from the country of study with the students must 

notify the Director of Education Abroad in writing and in advance of airline ticket 

purchase. 

 

Participating Faculty Member Responsibilities: 

A Participating Faculty Member’s responsibilities are also year-long. They may include attending 

mandatory EAO training workshops and submitting all required travel paperwork. The 

Participating Faculty Member will assist with the Faculty Program Director’s responsibilities as 

appropriate. These responsibilities may include assisting the Faculty Director with program 

planning, recruitment, conducting mandatory pre-departure orientations, balancing the program 

budget, managing program finances on-site, and on-site direction of the program. The 

Participating Faculty Member may also assist the Faculty Director with program arrangements 

with partner institutions overseas, with travel agents and airlines to plan travel itineraries. The 

Participating Faculty Member is expected to behave as a trusted representative of Kennesaw State 



University while abroad and employ dignity, decorum, tact and discretion in both public behavior 

and the private handling of student problems and concerns. 

Faculty Instruction Agreement 

Course number and title you will be teaching (if applicable): _____________________________ 

If teaching, faculty salaries are calculated at $165 per credit hour taught per student. 

 

If any other salary or compensation arrangements have been made, please list them here: 

_____________________________________________________________________________ 

 

Additional Participating Faculty Agreement (if applicable) 

As a participating faculty member, I have read and reviewed the education abroad program proposal 

being submitted by the Faculty Director, ___________________________________________, and I 

agree to the responsibilities and salary agreements listed therein. 

 

Participating Faculty Signature (if applicable) ___________________________________________ 

 

Participating Faculty Name (Printed)___________________________________________________ 

 

Date ____________________________ 

 

Faculty Director Signature____________________________________________________________ 

 

Faculty Director Name (Printed)_______________________________________________________ 

 

Date ____________________________ 
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