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Mission Statement

St. Olaf College, through International and Off-Campus Studies, creates and provides programs that serve the mission of the College at sites in the United States and abroad.  These programs are characterized by the integration of academic and experiential education.  The experiential component of these programs amplifies and extends the liberal learning that occurs on campus and enhances students' global perspective by helping them encounter and understand changes confronting our world in a context of global community and world citizenship.

Intended Learning Outcomes
As a result of participation in a St. Olaf international study program, students will demonstrate:
1. Knowledge of at least one other area of the world outside of the US, including one or more aspects of the place, such as cultural characteristics and worldviews, history and contemporary issues, social institutions and the relation of people to the environment.

2. Familiarity with global interconnectedness and particularly with the various ways in which US society and one’s life choices have an impact on and are affected by one or more places in the world in the past and/or present.  
3. Enhanced ability to compare and contrast characteristics of their own culture and place and another culture and place, and to understand some of the factors that have produced differences.  
4. Enhanced ability to adapt to and interact effectively with people of different social and cultural backgrounds.  

5. Enhanced likelihood of further study or other engagement with other cultures or regions of the world.
[Note: Some off-campus programs do not go abroad.  For such courses, knowledge of regional differences within the United States will be an intended learning outcome.  Some courses, both international and domestic, are focused on scientific rather than cultural observations.  Since knowledge gained from such courses will focus more on geographical or biological features of the program location, a separate assessment form will be created for these programs].

Policies and Procedures for All

Off-Campus Programs and Courses

Academic Courses

Off-campus study, whether undertaken abroad or in a United States setting other than the St. Olaf campus, shall be characterized by the same academic rigor and high expectation for student work as on-campus study.

An off-campus course shall reflect the academic importance of offering the course at the chosen site and shall integrate the subject being studied with site visits, guest lectures, and assignments.

Courses offered off-campus shall have at least as much contact time as courses offered on campus (40 or more contact hours).  Normally they will have considerably more than this minimum.  Contact time includes class meetings, lectures by the instructor or guest lecturers, and supervised course-related activities.

Although the nature of out-of-class work undertaken in off-campus courses may differ considerably from out-of-class work undertaken in on-campus courses, the time students are expected to devote to out-of-class work (such as reading and preparation of assignments) shall be approximately the same off campus as on campus.


The grading policy is up to each individual St. Olaf instructor.  Evaluation shall be conducted in a manner consistent with overall college policies and practices and shall reflect special circumstances of an off-campus experience.  Criteria for evaluation in off-campus programs and courses shall be made clear to students at the beginning of the term. (See Appendix W: Credit and Grading Policies)
General Remarks

The Curriculum Committee shall oversee academic policies and procedures pertaining to off-campus courses and programs. See Appendix A: Faculty Manual – Curriculum Committee)

The Director of International and Off-Campus Studies (here after IOS) shall have responsibility for day-to-day administration of off-campus programs, including the development and administration of budgets, and shall act on behalf of Curriculum Committee and the faculty as a whole in implementing academic policies for off-campus study.

(See Appendix B:  Administrative Structure of IOS)

The Dean of the College shall make final decisions about faculty eligibility, review procedures, budgets and other administrative functions related to off-campus programs.  The Curriculum Committee may review these matters and make recommendations to the Dean.  Student eligibility is determined on the basis of information provided by the registrar and the Dean of Students Office.  Lists of accepted students on any off campus program are routinely shared with the counseling center and the academic support service office.  In order to uphold confidentiality, these offices deal directly with students concerning issues involved with their participation in the program.

There will be times (for example, during the summer and breaks between terms) when decisions within the charge of the Curriculum Committee need to be made when it is not possible for the committee to convene.  In these instances, the Director of IOS shall make those decisions on a consultative basis with relevant and available faculty.

As a general rule St. Olaf faculty members and students cannot design or participate in St. Olaf-sponsored programs for academic credit in countries that are under US State Department Travel Warnings. An exception to this policy may be granted if reliable evidence is provided that the program can operate without exposing students to undue risk.  The Curriculum Committee, the Dean, and the Director of International and Off-Campus Studies must all approve any program that would require an exception to this policy.  No program may proceed without approval of all three.  The Curriculum Committee must review and approve the curricular soundness of any proposed program, giving special attention to the soundness of the educational program as it will be carried out in the specific circumstances posed by the proposed site of the program.  (The Curriculum Committee may ask to review both an ideal configuration of the proposed syllabus and a minimal configuration of the syllabus as it might need to be pared down in the face of contingencies.)  The Director of International and Off-Campus Studies must review and approve logistics and contingency planning in the proposal.  The Dean must review and approve safety and liability planning.  Dean and the Director of IOS will consider the matter and determine whether liability issues have been appropriately investigated and dealt with.  Information about why a country has been placed under a travel warning will be shared with students and their families, and they will be required to sign extra waivers that make clear that they understand and are willing to accept the additional risks that may be involved in traveling on such programs.


If a Travel Warning is issued for a country during the time a St. Olaf student or faculty member is in that country, the International and Off-Campus Study Office will work with the appropriate sources to determine the best course of action to reduce risk.


Occasionally a St. Olaf College student takes an approved leave of absence from the College in order to enroll in another institution's off-campus study program.  Students should be aware that if they choose to enroll in a program in a country for which the U.S. State Department has issued a Travel Warning St. Olaf College will not accept any transfer credit from the non-St.Olaf off-campus study program.  Students are reminded that St. Olaf College financial aid does NOT apply for students who take a leave of absence from St. Olaf to participate in a non-St. Olaf sponsored off-campus study program. Courses taken on off-campus programs that are not on St. Olaf’s authorized list cannot be counted for General Education credit.  (Appendix X: GE Policies and Procedures)

Each faculty member leading or serving  as an advisor to a St. Olaf sponsored program shall use, as a base, the selection criteria approved by the Curriculum Committee for selecting students to participate. (Appendix I: Selection Criteria)

The health and safety of participants in St. Olaf administered programs are of paramount concern.  The Director of IOS and faculty members responsible for these programs shall arrange procedures for handling health problems and safety concerns and for establishing lines of communication between the sites of the off-campus program and the Director of IOS.  (See Appendices C,D,E,F: Crisis Management, Statements on Safety, Philosophy, Policies and Procedures)

Faculty wishing to take persons who are not immediate family members on off-campus programs shall inform the Director of IOS.  Minors, who are not members of the immediate family of faculty leading an off-campus course or program, are prohibited from participating in it unless the Director of IOS gives prior written approval.  The Director may deny participation in an off-campus course or program to persons who are not immediate family members of course instructors, whether they are minors or adults.

The Director of IOS will determine fees payable to St. Olaf College for all individuals accompanying an off-campus program who are not registered as regular or continuing education students.  (Individuals who participate in programs as back-up personnel or mentees will be compensated in accordance with the policy recorded in Appendix G: Support Personnel.)

These policies apply to all off-campus programs, including year-long, semester-long and five-month faculty led programs and off-campus Interim courses.
Establishing Pilot Programs
These guidelines apply to the development of semester-long programs, five-month programs, and year-long programs.  They do not apply to Interim programs.

An individual faculty member, an academic department, or a group of faculty may propose a new off-campus international or domestic pilot program. If a student wishes to introduce a pilot program, he/she must work with an appropriate faculty member to develop the proposal  Pilot programs may subsequently become approved international or domestic off-campus programs.

A proposal to the Curriculum Committee to establish such a program should be the result of information-gathering and consultation with various constituencies.  Appropriate constituencies may include academic departments, area studies programs, interested students, and the IOS.  (See Appendices H and I: Program Development Funding, Site Visit Application Form )

The proposal must be submitted by February 15 of the academic year prior to the first year of the pilot program and should include:

A. The proposed program title as well as a brief abstract of it that states its purpose and introduces what follows.

B. A summary of discussions with department and/or area studies faculty about how the proposed program fits into the St. Olaf curriculum overall and into particular programs of study (majors, concentrations); and a statement of support for the proposed program from the department or program chair.  This statement shall relate the position of department or program faculty for or against the proposal.

C. A summary of discussions with the Director of IOS about the relationship of the proposed program to current and projected international studies programs.  Special attention should be given to the integration of the off-campus program with on-campus programs.

D. A description of the academic program:

1. Length

2. Focus

3. Courses to be offered

a. title

b. level

c. credit

d. prerequisites

e. general education and major requirements

4. Staff and their qualifications

a. faculty

b. administrators

c. other professional staff

d. faculty program advisor

5. Plans for program evaluation

a. academic

b. logistical

E. A description of the risk management issues regarding health and safety for students and/or faculty

1. Housing

a. home selection of home stay families

b. insurance coverage on housing

2. Insurance coverage on planned transportation

a. Special needs for health and safety related to sites

b. Ability to accommodate students with disabilities

F. Identification of student audience(s)

1. Anticipated number participating

2. Number eligible to participate

3. Areas of study they are expected to come from

4. Criteria for selecting participants

G. Institutional affiliation(s)

1. Information about host institution(s)/sponsoring organization(s)

2. Expectations and responsibilities of host institution(s)/organization(s)

3. Expectations and responsibilities of St. Olaf College

4. Proposed agreements (student/scholar exchanges)

H. A budget

1. Program cost and explanation of how it has been determined

2. List of what is included in program cost (transportation, lodging, meals, vacation period expenses, etc.)

The Director of IOS will advise the Curriculum Committee of the expected program fee. The Curriculum Committee will evaluate the proposal and make a recommendation to the Director of IOS.  The recommendation may be to:

A. Implement the program on a pilot basis.  The Curriculum Committee may specify:

1. Maximum and minimum number of student participants in pilot

2. Length of pilot status (normally 2 years)

3. Rationale and timeline for moving from pilot to full status (subject to faculty approval)

4. Assessment mechanism

5. Budget considerations

B. Decline to approve the proposal.

The Director of IOS will notify the faculty each year of the status of all pilot programs being offered by St. Olaf.  Before the end of the pilot period for a program, the Curriculum Committee will consider whether it is advisable and timely to implement it as a full program.  If the Curriculum Committee supports the move to a full program, it will recommend the change to the faculty.

Moving from Pilot to Full Programs
When an off-campus program has completed the period of time set by the Curriculum Committee for pilot program status, the faculty program advisor will be asked to bring to the committee the following:

A. A report which should contain a recommendation to approve, continue on pilot status, or drop the program.

B. Support for recommendation must include evidence from the department or program advisor.

C. Feedback from returned students (written or in person).

D. Relevant host institution and program materials such as catalogs, syllabi, course descriptions, and curriculum vitae.

The Director of IOS shall provide the Curriculum Committee:

A. A recommendation to approve, continue on pilot status, or discontinue the program.

B. The full cost of the pilot program per student, including program fees above the comprehensive fee.

C. Additional costs to St. Olaf.

D. An assessment of the administrative structure of the host institution, its logistical capacity, and any problems encountered during the pilot period (billing, correspondence, orientation, receipt of grades, etc.).

After receiving the above information, the Curriculum Committee may vote to:

A. Recommend the program to the faculty for approval.

B. Continue the program on pilot status for a specified further time.

C. Discontinue the program.

Program Reviews
The Curriculum Committee shall review each international and domestic off-campus program every 8 to 10 years.  When possible and where appropriate, these reviews should be coordinated with periodic reviews of departments and interdisciplinary programs.  Following each review, relevant information shall be shared with host institutions and/or sponsoring organizations.  As part of the review process, the Program Advisor and a former student participant, with the assistance of IOS, shall present the following information to the Curriculum Committee:

A. The program title and locations.

B. Host institutions and sponsoring organizations.

C. The program dates.

D. The mission or purpose of the program, along with a brief description.

E. Its academic character, including

F. Course descriptions and credits received

G. Nature of instruction and types of learning experiences (lecture, seminar, field trips, concerts, tours, museums, etc.)

H. Program staffing on site, including:

1. Names and general qualifications of faculty, administrators, and other permanent staff

I. Evaluations and comments provided by host institutions(s) and/or sponsoring organization(s).

J. Prerequisites and criteria used in selecting participants (class year, language proficiency, GPA, etc.).

K. Enrollment and recruitment:

1. Patterns during the past three years

2. Factors influencing enrollment

3. How students are recruited

L. Student evaluations.

M. Program costs beyond the comprehensive fee.

Policies and Procedures for St. Olaf College

Administered Non-Interim Programs and Courses
General Remarks
The faculty of St. Olaf College has approved more than 80 domestic and international off-campus study programs, each lasting a semester, a semester plus an interim, or a full academic year.  These programs enroll a significant number of St. Olaf students each year.  Students and faculty evaluate them regularly. (Note Interim courses are discussed in Off-Campus Interim course selection.)

St. Olaf academic credit is routinely granted for successful participation in all of these programs.

Although the approved list does not presume to include every quality program, the programs on the approved list are judged to be of high quality.  Students who select from this list can assume a high level of instruction, program services, and academic relevance to the St. Olaf curriculum.  They can also assume that faculty throughout the college are familiar with these courses and programs.  In general there is a readiness to apply these courses to general education and/or major requirements.

Student Selection Criteria
Field supervisors, instructors or program advisors will review applications for off-campus study programs.  Since studying and traveling in another country or domestic region involves extensive social interactions and cultural adjustments, a more detailed set of criteria has been approved for selection into one of these programs.  It is legitimate to consider reasons for wanting to study on a particular program, interpersonal skills and a student’s history of compliance with college policies in addition to grade point average. Faculty recommendations will be required for semester or year-long programs and will also be taken into consideration.   All other things being equal, seniors and juniors will be given priority over sophomore or first year applicants. Currently enrolled St. Olaf students should be chosen ahead of graduated students or non-St. Olaf students. (See Appendix J: Selection Criteria)

Faculty Led (Field Supervised) Programs

Global Semester


(Semester I and Interim)

Term in Asia



(Semester I and Interim)

Term in the Middle East

(Semester I)
Environmental Science in Australia
(Semester II every other year)


Each program has a Program Advisory Committee which oversees all academic matters for the program.  Members of the Program Advisory Committee are: (See Appendix Q: Advisory Committees )
A. The program director (chair)

B. The Director of IOS (ex officio)

C. The immediate past field supervisor (this position switches immediately upon return to campus)

D. A past student participant

E. The upcoming field supervisor 

F. An appropriate area studies faculty member selected in consultation between the Director of IOS and the program director.  

The program director and the Director of IOS will select faculty members with specialized expertise to consult with the Program Advisory Committee at appropriate times.

Each Program Advisory Committee is responsible for overseeing the academic and logistical integrity of the field supervised program, including its relationship to on-campus majors, interdisciplinary programs, and concentrations.

Course Review and Approval
The Curriculum Committee reviews and approves (off-campus semester long) term course proposals for major or elective credit and informs the faculty of its action.  The second year such an off-campus course is taught, upon recommendation of the Curriculum Committee, the course is brought to the faculty for formal adoption.

The Curriculum Committee reviews and approves off-campus course proposals for a combination of major or elective credit as well as general education credit and then informs the faculty of its actions.  The second year such an off-campus course is taught, upon recommendation of the Curriculum Committee, it is brought to the faculty for formal adoption.

The Director of IOS is responsible for correspondence with host institutions and for responding to emergencies related to each field supervised program.

When policy issues arise regarding field supervised programs, the Program Advisory Committees will make recommendations to the Curriculum Committee.

Students are required to take all courses for credit.

(See Appendix R: Current list of courses on the term programs and countries on their itineraries)

Program Directors
A. After consultation with faculty and administrators, the Director of IOS will recommend to the Dean of the College faculty members to serve as program directors.  Familiarity with the program is highly recommended.

B. Program directors will be appointed annually and may be re-appointed.   See Appendix Q for a list of current program directors.

C. Each program director is responsible for coordinating these activities with the Program Advisory Committee:

1. Academic planning

2. Policies and procedures not covered in this document

3. Recommendations to the Curriculum Committee

4. Consultation, where appropriate, with departments, areas studies faculty, and students

D. The program director is responsible for these activities in coordination with the Director of IOS:

1. Selection, orientation, and field supervisor training

2. Pre and post-program briefings and reviews

3. Recruitment of field supervisors and students

4. Consultation on programs, schedules, and planning with program hosts when they visit campus

5. Developing the program budget

6. Developing the itinerary

E. The program director is responsible for consulting regularly with program directors for other faculty-led programs.
Field Supervisor & Assistant Field Supervisor 
A.
Eligibility and Compensation

Field supervisor positions are open to all tenured faculty and administrators who hold appropriate academic qualifications and have been employed by the college for at least six years.  Any exceptions to this policy must be approved directly by the Dean of the College.

Each applicant for field supervisor is asked to designate an assistant field supervisor in the application and to include information on the background and qualifications of that person.  Responsibilities that the field supervisor will share with the assistant field supervisor include all non-academic components.  
Compensation for a member of the faculty or an administrator serving as field supervisor is full salary for the term of the program and payment of all direct program-related expenses other than personal and incidental expenses. The assistant field supervisor receives a stipend, partial benefits, and payment of all direct program-related expenses other than personal and incidental expenses.  Transportation expenses for children of the field supervisor and assistant field supervisor, who are nineteen years of age or younger and who have not matriculated at the college level, will be covered.

B.
Responsibilities:

The field supervisor is a key person in the success of the program.  The field supervisor has primary responsibility for the academic components of the program; however, the field supervisor and assistant field supervisor assume numerous other roles. Therefore, it is crucial that the field supervisor work closely with the program director and the Director of IOS.  Most communication to persons in the host country should be routed through IOS.  If such coordination and communication efforts are made, the field supervisor will find many of the following responsibilities less burdensome and his/her time used more effectively.

The semester and Interim spent supervising the Term in Asia and Global Semester, along with activities on campus in the semester following the off-campus program, count as two-thirds of the teaching load for the academic year (the equivalent of four courses taught on-campus).  The semester spent supervising the Term in the Middle East and the Environmental Science in Australia program, along with activities on campus in the semester and Interim preceding the off-campus program, count as one half of the teaching load for the academic year (the equivalent of three courses).  It is recommended that the Field Supervisor of the Australia Semester teach 3 courses in the fall semester, leaving Interim free for final program planning.

1. Pre‑program responsibilities:

a. develop a course:  full course proposals are due 16 months preceding program 

i. Term in Asia/Term in Middle East/ Global Semester: field  supervisor is responsible for developing one course within his/her discipline giving special attention to unique educational, cultural, and/or geographical aspects of field-supervised program; course is sent to full faculty for approval (For a list of past course titles see Appendix S: Field Supervisor Courses).
ii. Environmental Science:  four standing courses are offered; field supervisor is to take responsibility for the course(s) that most closely matches his/her area of expertise.
b. recruit students:

i. IOS, program director, and field supervisors share responsibility

ii. field supervisor attends fall general open house(s) organized by IOS and takes part in interest meeting in February planned by returning group

iii. general promotion is handled by IOS, but field supervisors must actively promote program
c. select program participants:
i. field supervisor, assistant field supervisor, program director, past field supervisor, past assistant field supervisor, 2 past student participants form a selection committee.  The committee is chaired by and final decisions are made by the field supervisor


ii. each student submits an application form, a transcript, and three letters of recommendation

iii. the list of students is provided by IOS to the Dean of Students Office.  The Dean of Students will notify IOS of students about whom they have concerns

iv. the list of students is provided to the St. Olaf counseling office and the academic support center.  Those offices will initiate conversations with students about whom they have concerns

v. when student files are complete, the committee interviews each candidate

vi. committee recommends selections to IOS

vii. see selection procedures and suggested selection criteria for study abroad programs

d. orientation:

i. field supervisor and assistant field supervisor attend orientation retreat and other sessions.

ii. they contribute where appropriate (especially in program‑specific sessions) 

iii. they take initiative in development of esprit de corps among students

2. Program responsibilities

a. information to overseas coordinators/instructors (before and during program):

i. all correspondence with local coordinators and host institutions is initiated by or coordinated through IOS

ii. Director of IOS is responsible for informing local academic coordinators of due date for grades and ensuring their timely transmission to St. Olaf Registrar

b. logistics:

i. travel, room, and board arrangements are preplanned and in most cases prepaid

ii. field supervisor and assistant field supervisor have day‑to‑day responsibility for supervising group activities, confirming onward flights, and serving as general liaison between host coordinators/ institutions, travel agents, St. Olaf students, and IOS

c. finances:

i. field supervisor and assistant field supervisor are responsible for day‑to‑day monitoring of financial expenditures

ii. expenditures must be consistent with college-wide policies 

iii. expenditures must be consistent with program budget developed
by Director of IOS

d. assist student adjustment: 

i. to culture(s)

ii. to group living

iii. to family stays (Term in Asia and Term in the Middle East)

e. instructional responsibilities of field supervisor:

i. teach one course

ii. help students integrate other course work through discussions and other appropriate means

iii. monitor other courses in program

iv. report final grades for own course to IOS

v. keep students informed of course requirements, due dates for independent studies (in the rare instances approved), drop deadlines, etc.

f. support services to students: field supervisor and assistant field supervisor must at times act in roles of dean of students, counselor, financial consultant, health advisor, etc.
g. explore new program options: field supervisor and assistant field supervisor may be asked to explore program development, such as new faculty, accommodations, excursions, or field experiences.
3. Post‑program responsibilities:

a. evaluation:

i. since international offerings are not only courses but also on‑going programs, they need to be reviewed carefully and from a broad perspective

ii. soon after return to campus, field supervisor submits final report 
to program director and Director of IOS on all aspects of the program, including academic, housing, transportation, field trips, excursions, finances, site coordinators, and student group

iii. students evaluate logistical aspects of program

iv. field supervisor evaluates program:  strongly encouraged to solicit student input regarding own course; may choose to use a standard St. Olaf academic evaluation form processed by the Office of Evaluation and Assessment (e.g.  FormCreator: Gold Form or General Feedback Form) or may instead use an instructor-prepared evaluation tailored to program and own course.   In either case, field supervisor may decide whether others, including department chair, should see the results. 

v. field supervisor's report and student evaluations contribute to ongoing St. Olaf assessment program and are a basis for planning by Program Advisory Committee, IOS, and field supervisor for following year’s program

b. "re‑entry" activities:

i. field supervisor shall attend re-entry meetings and activities

ii. assistant field supervisor is invited and welcome to participate

iii. activities include (1) welcome back dinner; (2) reentry meeting (field supervisor, program director, Director of IOS, and returned students meet once or more to review program and discuss re‑entry issues); (3) interest meeting (conducted in early February by returned field supervisors and students, it includes slides and presentations about program).
c. selection process: returned field supervisor is a member of committee to select students for next program.
d. orientation: returned field supervisor attends orientation retreat as resource person.
e. revision of field supervisor's handbook: returned field supervisor and assistant field supervisor revise handbook.
C.  Selection Procedures

Field Supervisor position openings shall be announced at least three years before the start of the program.  Applicants will be asked to complete the Field Supervisor/Assistant Field Supervisor application, which includes a brief statement about interest in the program, qualifications, and a general description of a course the applicant proposes to teach.  The Director of IOS receives applications and forwards them to the selection committee.

Each applicant shall be interviewed.  The interview committee will include the Director of IOS, four program directors for faculty-led programs, at least one returning student from the same program, and the chair of the Curriculum Committee or a designated representative from the committee.  The Director of IOS will chair the interview committee.  The committee will make its recommendations for appointment to the Dean of the College.  Final responsibility for appointment rests with the Dean of the College.  

If the committee recommends a candidate who is an administrator who does not have affiliation with an academic department, the Dean of the College in consultation with the appropriate department and division chairs will confer faculty status according to the provisions for part-time faculty appointments.

D.  Selection Criteria

In making selections, the committee shall take into account these factors:

1.
Anticipated strength of applicants to work with a group of students over an extended period of time in stressful situations and under differing cultural conditions.

2.
Availability of applicants to participate in student recruitment, orientation, and re-entry in the academic year prior to and the semester that follows the study abroad program.

3.
Expertise in program content, geographic, and cultural knowledge of host site(s), or the potential for this expertise to develop.

4.
The appropriateness and strength of course proposed to be taught by applicants.

5.
Professional development considerations, including the potential for strengthening the on-campus curriculum and programs as a result of the study abroad experience.

6.
Potential for strengthening international programs at St. Olaf through continued involvement and support across the campus.

The department’s, department chair's and the faculty member’s associate dean’s support of a faculty applicant to be field supervisor are important.  For the professional welfare of faculty leading a field-supervised program, departments are encouraged to consider the significant professional benefits that program participation can have for individual faculty, for the academic programs of the department, and for the students, faculty, and curriculum of the college as a whole.

E.  Deadlines

Interested faculty are encouraged, as a first step, to talk with the Director of IOS, at least a month before the application deadline about their interest in applying, and request  information about the positions and application forms.

Applicants should submit the complete application to the Director of IOS by the stated deadline.  (See Appendix K for a copy of the application requirements.)
F.  Course Guidelines

Although general college policy discourages requiring work of students prior to the beginning of a course, a certain amount of preparation is essential for students intending to participate in a study abroad program.  They spend time filling out applications, being interviewed, attending orientation sessions, meeting with their group, and meeting individually with their field supervisors.  In addition, they can be expected to do preliminary study (familiarizing themselves with the history, geography, and cultures of the countries to be visited) before departure.  It should be assumed, however, that in the summer months before a program begins, most students will be committed primarily to earning money to cover their expenses.

The field supervisor, in planning his or her course, should take into account constraints that the study abroad environment places on students' academic work.  In particular, access to library resources will be very restricted, students will have fewer large blocks of uninterrupted time for reading and research, and their motivation will be divided between "academic" and "experiential" components of learning.  On the other hand, the field supervisor can count on exceptionally high enthusiasm and a determination to learn and to get as much as possible from the program.  Although students' time is often fragmented, there is time for reading and writing.  In addition, there is a unique sense of an "expanded classroom," in which virtually everything the student encounters can become relevant to the concerns of courses.

Field supervisors are asked to consider the following specific recommendations:

1.
Courses should be designed to capitalize on resources and opportunities special to the program and to suit the transient nature of the stay in each location. It is best to seek advice from former field supervisors on this matter, preferably early in the planning process.

2.
If research projects are required, they should be compatible with the library facilities that will be available to students abroad.  In the absence of adequate library resources, field research may be the only practical alternative.

3. Because students' time will be fragmented and because they will undergo a continuous barrage of new information and experiences, some traditional methods of evaluation, such as a single, large research paper or one major final examination, may not be effective.  Alternatives, such as journals, notebooks, and shorter, more frequent examinations or papers, should be considered.

4.
The Field Supervisor may teach only the approved course during the program.  He/she may not modify the focus or level of the approved course.  He/she may not supervise independent study/independent research projects.

5.
Course proposals should first be reviewed by the department chair.  They are due to the Director of IOS 16 months prior to leading a program.

6.
After review and approval by the Curriculum Committee, the committee chair will submit them with a recommendation of approval to the faculty.  


See Appendix S for a list of past Field Supervisor Courses

Study/Service Programs

Study/Service (S/S) programs offer students an independent and challenging off-campus experience which combines study and service to provide an immersion in a different culture.  These programs are offered in affiliation with institutions of higher education and are connected to the St. Olaf curriculum by offering courses that meet general education or major requirements.

Offering practice in conversational English to students and other people in the host community is a common method of service.  Programs in other countries, including the United States, that provide diverse and challenging cultural experiences may be developed.  A method of service other than English language conversation may be provided.  An in-country (or in-community) coordinator supervises each S/S site.

The Director of IOS is responsible for correspondence with host institutions and for responding to emergencies related to each study/service program.

A.  Student Participation

Programs are scheduled so that students are off-campus during Semester I and Interim or Interim and Semester II.  There is a target of 8-10 students for each country site.

Intensive language training shall occur in the host country.  Where conversational English is the service, students shall be required to take short program in the United States before departing for the program site.  It will include 10-15 hours of instructional methodology in conversational English, as well as volunteer tutoring.

One course credit will be awarded for the service component of the program.  An exit interview with each student will help to assess whether program goals are being met.

B.  Faculty Participation

A St. Olaf faculty advisor shall oversee each S/S program site in cooperation with the in-country coordinator.  After consultation with faculty and administrators, the Director of IOS makes recommendations to the Dean of the College for faculty members to serve as S/S advisors.  The Dean appoints each advisor for a period of three years.  The advisor for each S/S program shall be responsible for:

1.  Academic oversight.

2.  Site visits to determine if the expressed needs of St. Olaf and host institutions are  being met.  Site visits are best made when students are in residence.

3.  Coordination of program logistics with IOS.

4.  Helping IOS in student recruitment, selection, orientation, and exit interviews.

5.  If possible, the advisor will offer a coordinated Interim course at the host site

Off-Campus Interim Courses
Off-campus Interim courses are central to St. Olaf’s global mission.  Such courses are designed to capitalize on opportunities unique to the locations where they are taught and to integrate classroom instruction and experiential learning activities into a well-conceived whole.  When appropriate for academic and other reasons, affiliations with local academic institutions are encouraged.

Proposals for off-campus Interim courses shall demonstrate the centrality of the course to the college curriculum.  Furthermore, they shall provide a rationale for conducting the course off-campus by explaining the significance of the location(s) to the overall educational experience.  The proposal and Off-Campus Supplement together shall provide a clear picture of the careful integration of course content and on-site living and learning opportunities.  (For a current list, see Appendix T: off-campus Interim courses.) 

When preparing an off-campus Interim proposal, it is important to keep in mind the following guidelines developed by the IOS and the Curriculum Committee.  Following them closely will facilitate the review of all course proposals.  The Curriculum Committee may request additional information about courses during the review process or request revisions prior to approval.

The Interim Instructor may teach only the approved course during the program.  He/she may not modify the focus or level of the approved course.  He/she may not supervise independent study/independent research projects.

New Course Proposals (including the Off-Campus Supplement) are due in the Office of the Registrar on November 10 of the academic year prior to the year proposed for the course.  (See Appendix L & M: Interim Course Proposal with Off-Campus Supplement & Interim Budget Form) Letters of Intent for offering a repeat interim course should be sent to the Director of IOS by the same date. (See Appendix N: Letter of Intent Guidelines)
A. General guidelines

1. An interim course that has not been offered during the last four years is considered to be a new course.  Faculty adapting an on-campus course to an off-campus interim must submit a new course proposal with a course number different from that of the on-campus course.


2. Each course shall have a well defined focus, whether disciplinary or interdisciplinary.

3. Pre-requisites shall be appropriate to course goals.

4. Instructors shall be mindful of how courses fit into departmental or interdisciplinary programs and of how they relate to existing programs in the same geographic area.  Faculty members are encouraged to speak to area studies programs and their  department chair in advance of submitting a proposal.

5. Instructors shall be mindful also of the intended audience(s), whether majors, non-majors, or both.

6. Instructors who intend their courses to satisfy general education or departmental requirements are encouraged to consult the Curriculum Committee and departmental guidelines before submitting proposals and to refer to those guidelines in their proposals.  

7. The Interim proposal should provide an accurate and complete summary of all activities associated with the course, including any non-traditional or experiential activities.

B. Academic guidelines 

1. Courses shall have academic integrity and coherence. The relationship between course content and the course location(s) should be articulated clearly. Instructors should give careful thought to the integration of course readings, lectures, site visits, and independent study and research, and methods of evaluation. 

2. Courses shall normally combine experiential learning with more traditional academic learning.

3. The type and amount of work required of students shall be appropriate to the focus and level of the course and compatible with living and traveling conditions.  The amount of assigned reading should be similar to what is required in on-campus Interim courses.  Students need to know in advance how they are to procure assigned reading materials (by purchase before departure, purchase on site, or the use of libraries).  When students are expected to carry out research projects, faculty should ensure that libraries or other research facilities are available and adequate.  If English is not the language of the location of the course, careful thought should be given to how students will carry out their course work and interact with local populations.

4. Courses shall have at least twenty class days (not including travel to and from Minneapolis/St. Paul).  The time devoted to classroom or course-related-activities shall be at least as much as for on-campus Interim courses, and normally significantly more.  Faculty should submit a preliminary daily schedule for both students and faculty that outlines how mornings, afternoons and evenings will be spent.

5. Means of evaluation shall be clearly stated, realistic, adequate and comparable to those used on campus.

C. Itinerary 

1. In preparing the itinerary, faculty should balance the academic integrity of the course, the logistics and cost of travel. Faculty are encouraged to consider carefully the number of sites they propose to visit, their geographical proximity to each other, and the time that will be spent traveling between them.

2. Instructors must make a good case for the amount of travel they propose.

3. It is expected that the duration of an off-campus Interim will be 26 days.


D. Course title and draft catalog statement

1. The course title shall reflect the disciplinary or interdisciplinary focus of the course as well as the place in which it is taught.

2. The draft catalog statement shall describe the main theme or focus of the course, its elements (such as readings, lectures, site visits, independent research), and the itinerary.  Information about the student work load and assessment should not be included in the catalog statement.  Detailed guidelines are available from IOS.

E. Course enrollment 
A suggestion for a minimum and maximum number of participants should be prepared and accompanied with a rationale for those numbers.  Generally speaking, off-campus interims courses taught by a single instructor enroll between 15 and 28 students.
F. Review of new course proposals 
To propose a new off-campus Interim course, faculty need to complete a new course proposal packet along with an International & Off-Campus Studies supplement available from the department chair.  Proposals (including tentative program budgets) are due at the registrar’s office on November 10 of the academic year prior to the year proposed for the course.  A new course proposal (first time offered) requires initial approval of the Curriculum Committee for one year. Department chairs are encouraged to arrange 3-1-2 or equivalent teaching loads for all faculty proposing off-campus Interim courses.  A member of the faculty will then be able to replace a canceled off-campus Interim course with another course, either during Interim or during Semester II.
G. Interim classes proposed for a second offering (within three years of the original offering)
The second time an interim course is proposed, a letter of intent including signatures of appropriate department chairs and associate deans should be submitted to IOS by November 10.  By February 15th the following items should be submitted to IOS:

1. Copy of the original proposal

2. Major, concentration and GEC approvals

3. Copy of the actual syllabus, itinerary and budget used

4. A report on the first offering of the class, including a detailed plan for the changes in itinerary, budget, course syllabus and any other arrangements.  If changes in the course warrant, copies of new GEC applications should be attached.

After an interim course is approved for the second offering, it is considered an "on-going interim" (see Section H below).

Department chairs are encouraged to arrange 3-1-2 or equivalent teaching loads for all faculty proposing off-campus Interim courses.  A member of the faculty will then be able to replace a canceled off-campus Interim course with another course, either during Interim or during Semester II.

H. Review of on-going interims (See Appendix N: Letter of Intent)

Instructors proposing off-campus interim courses already approved by the Curriculum Committee as on-going and conducted within the previous three years (by themselves or by someone in the same department) need not submit a new course proposal for review by the committee.  Instead, they should send a letter of intent along with a copy of the most recent course syllabus to IOS by November 10.  This letter is indication of the department’s intent to offer the course again and should  describe any changes instructors intend to make in the course (such as a change in course title, shift in content, the overall structure, sites visited, student work load, grading policy). An revised, updated budget will be presented in February. This letter is to be signed by the instructor and by the department chair. Signature of the department chair confirms approval of the interim by the department.  The Curriculum Committee will coordinate review of off-campus Interim courses with the Office of the Dean of the College. 
The Director of IOS will do the initial review of on-going interim letters of intent and will make a recommendation of approval to the Curriculum Committee.  If any interim proposals contain major changes in itinerary or course focus or if remedies for past problems are not offered, the Director will forward materials to the Curriculum Committee for a review by the Continuing Programs Subcommittee.

Department chairs are encouraged to arrange 3-1-2 or equivalent teaching loads for all faculty proposing off-campus Interim courses.  A member of the faculty will then be able to replace a canceled off-campus Interim course with another course, either during Interim or during Semester II.

I. Faculty eligibility 
Any faculty member, with approval of the department chair, may propose an off-campus Interim course to be taught during the second year or a subsequent year on the St. Olaf faculty.  Only the person proposing an Interim course shall teach the course.  An Interim course instructor shall be familiar with the country(ies) included in the itinerary. Retired faculty members are eligible to serve as off-campus instructors.

J. Teaching load
Normally, interim courses are taught by an individual faculty member.  A team-taught course may be possible contingent upon:

1. Approval of department(s) and Associate Dean(s) with regard to teaching loads. Consideration should be given to on-campus guidelines regarding student enrollment for team-taught courses).

2. Instructional costs not being added to the program costs for either faculty member.  

3. The course proposal should address items 1 and 2

K. Off-campus mentoring program
To provide opportunities for St. Olaf College faculty to gain experience in leading off-campus programs, January interims enrolling 20 or more students may include a second faculty member (mentee) who would accompany the interim group and serve as assistant to the faculty instructor (mentor).  (For specific guidelines see Appendix P: Mentoring Program )

L. Student eligibility
Students who are sophomores, juniors, or seniors in good academic standing may apply for participation in off-campus Interim courses.  First-year students in good academic standing may apply for participation only in foreign language Interim courses.  Interims focused on 1st year student participants may be offered during the interim period with the understanding that 1/2 of the interim period would be spent on campus and the other 1/2 off campus.  Each course instructor shall establish selection criteria for his/her own off-campus Interim course and describe them in application materials.  Applications and acceptance deadlines will be provided by IOS  by early April and instructors are asked to make every effort to comply with them.

Regular students must register to take the Off-Campus Interim course for credit.  Approved Continuing Education students must register for the course but are allowed to audit.


M. Health, safety, and communication
In the interest of the health and safety of participants in off-campus Interim courses, the following conditions shall always be observed.  The director of IOS and the program instructor may also establish additional conditions to address concerns of health, safety, and communication:

1. Instructors shall arrange for means to contact the St. Olaf campus either at or near the site(s) of proposed courses, and shall have a clear communication link to the campus.  Regardless of the location(s) of an Interim course, instructors are encouraged to be prepared to respond to health and safety problems, whether emergency or routine in nature.

2. All Interim courses must comply with St. Olaf College policies about the rental and use of motor vehicles.

3. All home-stays shall be arranged in accordance with IOS best practice guidelines.

4. All private carriers hired to provide required group transportation scheduled during interim must provide certification of appropriate insurance coverage.

N. Budgets, fees, and accounts

1. Instructors shall develop budgets in cooperation with IOS.  Instructor's salary and benefits are met through the operating budget of the college.  Participating students pay a fee for all other Interim expenses.

2. Program budgets are to be submitted with the new course proposal or with the letter of intent. Budgets for off-campus Interim courses that have been taught before shall be updated by the faculty, in cooperation with the staff of IOS, during the month of February.  

3. It is expected that off-campus interims will operate at the cost stated in the off-campus interims brochure published in April.

4. Pre-course cost adjustments will be made, prior to December 1, if changes in airfare and/or exchange rates result in a difference of greater than 5%. This adjustment can either reduce or increase the cost of an interim.

5. Post-course refunds to students will be processed according to the following policy:
If the fund balance (amount remaining at St. Olaf and the amount returned by the instructor) at the end of an Interim is $100 per student or greater, the full amount will be refunded to the student. If the fund balance (amount remaining at St. Olaf and the amount returned by the instructor) at the end of the Interim is less than $100 per student, the full amount will be directed to IOS to cover deficits in other Interim budgets and to support Interim program development.  This policy encourages Interim instructors to return unused funds to campus rather than handing them out on site; it reduces the expectation of students of a hand-out at the end of Interim; and it eliminates the need for IOS to process small amounts of money.

O. Final report
At the conclusion of the Interim, IOS will ask students to complete a questionnaire concerning organizational and logistical aspects of the course.  The Curriculum Committee uses the results in reviewing subsequent Interim proposals.

In addition to the IOS questionnaire, Interim instructors must submit the following:

1. A final financial report to the Director of IOS by February 15, or earlier.  

2. A narrative report to the Director of IOS and to the instructor’s Department Chair by March 1, or earlier.  See “Guidelines for Faculty Narrative Interim Reports” available in the IOS Office and in Appendix O. 

In the case of an interim being offered for a second time, as per section F, the narrative report and the financial report must be submitted by February 15.

Faculty are strongly encouraged to have students evaluate the academic component of the course.  This may be done by utilizing the online student feedback system operated by the Office of Evaluation and Assessment.  Information about course content and the impact of the Interim experience on students’ program of study and cross-cultural learning and understanding contributes to the ongoing St. Olaf assessment program and can be included in the narrative report.  (See Appendix O: Guidelines for Reports)

P. Non-participants accompanying off-campus interims
Persons who are not registered for the interim course are prohibited from participating unless approval is obtained from the Director of IOS.  Fees payable to St. Olaf College will be determined by the Director of IOS for all individuals accompanying an off-campus interim who are not registered students.

Q. Support Personnel
On all St. Olaf College faculty-led off-campus interims, International and Off-Campus Studies will guarantee the presence of support personnel.  The choice of personnel will be made by IOS liaisons and the Director of International and Off-Campus Studies.  The variables involved in determining appropriate support for an individual interim program include but are not limited to the following:

1. Presence of on-site support personnel 

2. Appropriateness of a support individual from the St. Olaf Community (For the purpose of this policy, members of the St. Olaf College Community are defined as staff, administrator, faculty, student, spouse, alumni)
3. Possibility of a faculty mentee assigned to a particular interim

4. Potential impact on the program fee

5. Availability of an upper class student who has already taken the off-campus course who could register for an independent study or internship with the understanding that the student's participation will not add to the accompanying faculty member's workload

6. Relevant qualifications of affiliated members of the St. Olaf community, for example; familiarity with the program, gender, relationship to the instructor, and language ability

7. Availability of another faculty member willing to participate who WILL NOT receive teaching load credit for the program

In each case, the costs for support personnel will be covered by IOS development funds, increased program fee, or other funding sources. Responsibilities for support personnel will be articulated in a written statement at the time of the appointment.  Support positions will not be salaried.  

The IOS office reserves the right to make all final decisions concerning appointments of off-campus interim support personnel.

(See Appendix G: Support Personnel) 

Faculty Advised (Unaccompanied) Programs

Each program has an on-campus advisor who works in partnership with the Director of IOS.  The program advisor and the Director of IOS bring issues of policy and procedure to the attention of the Curriculum Committee. (See Appendix U: List of Program Advisors)
After consultation with faculty and administrators, the Director of IOS recommends faculty members to be program advisors to the Dean of the College.  The Dean appoints each program advisor annually.
Responsibilities of the program advisor:

The program advisor coordinates these activities with the Director of IOS:
A. Recruitment  
The Director of IOS and the program advisor share responsibility for recruitment. Although IOS handles general promotion, recruitment by the program advisor is important.
The program advisor

1. attends the fall general open house(s) organized by IOS

2. takes part during February in an interest meeting at which recently returned students speak about the program
B. Selecting participants
Selection criteria vary by program.  Program advisors follow procedures stipulated in the application materials for the programs they advise.
C. Orientation
The program advisor

1. attends the fall and spring orientation retreats and other orientation sessions

2. contributes where appropriate, especially in program-specific orientation sessions

3. develops esprit de corps among participants
D. Grades
The program advisor

1. advises students concerning which GE credits may be taken fulfilled by courses taken on off-campus program

2. pre-approves GE credits and levels, when possible

3. answers student questions from abroad concerning GE credits

4. reviews transcripts upon students’ return and awards GE credit, number of credits and levels of credits

5. signs grades sheets
E. Academic oversight and evaluation
Since opportunities for off-campus study are not only courses but also on-going        programs, they need to be reviewed carefully and from a broad perspective.  Programs shall be evaluated by means of a returning student questionnaire which reports on the cultural and intellectual experience as well as on practical matters such as the logistics.  Students return the questionnaires to the Director of IOS. Program advisors, IOS, and the Curriculum Committee use results of the questionnaires to review and assess programs.  Program advisors and the Director of IOS also evaluate programs through discussions with directors of consortia and other organizations that broker off-campus study programs, including the Associated Colleges of the Midwest (ACM), Higher Education Consortium for Urban Affairs (HECUA), the Council on International Educational Exchange (CIEE), the Institute for the International Education of Studies (IES) and the Center for Global Education (Augsburg College). 

(See Appendix V: List of currently approved programs)
Appendix A

Curriculum Committee
St. Olaf Faculty Manual  Section 3 IV B 1

a) General Purpose: To oversee the curriculum of the College in light of its  mission, aims, and objectives. To recommend to the faculty procedures and policies affecting the educational work of the college. The work of the Curriculum Committee and the faculty on curricular issues is subject to final review by the Board of Regents and the President, as stipulated by the College’s bylaws.

b) Responsibilities: The committee shall have primary responsibility to review and make recommendations regarding the following areas.

(i) Degree Requirements: 

A. General graduation requirements

B. Comprehensive graduation requirements (general education)

C. Majors, concentrations, and areas of emphasis

(ii) On-campus credits:
A. Semester courses

B. Interim courses

C. Summer school courses

D. Continuing education

E. Independent Study/Independent Research

F. Auditing of courses 

(iii) Off-campus credits:
A. Pre-college credit (e.g., AP, IB, PSEO)

B. Transfer credit

C. International and off-campus study (St. Olaf and non-St. Olaf)

D. Internships and other forms of experiential learning

 (iv) Academic regulations and procedures: The committee shall recommend policies and guidelines relative to the curriculum in the St. Olaf Academic Catalog. These concern the following broad categories:

A. Registration, change of registration, special registrations

B. Counting of courses and credits

C. Grading and examination policies and procedures.

D. Academic status of students (in cooperation with the Student Life Committee).

E. Academic records of students

F. Leaves of absence, withdrawal, returning to St. Olaf after an absence

G. Graduation, commencement, diplomas

(v) Long-term Curricular Planning: The committee is responsible for initiating policies (and responding to initiatives from the faculty) that affect the curricular integrity of the College. This includes both formative and summative assessment of student learning. This category includes approval of the academic calendar.

c) Personnel: 

(i) Twelve faculty representatives, two from each Faculty and two at-large

(ii) Three student representatives selected through a process outlined in the Student Government Association Bylaws

(iii) The Dean of the College, or a designated representative

(iv) The College Registrar, or a designated representative

(v) The faculty representatives serve three-year, staggered terms.  The student representatives serve one-year terms.

(vi) The committee is chaired by one of its faculty representatives.  The Chair must be tenured and may not serve as Chair for more than two years per term. 

d) Procedures: The committee shall consider and make recommendations to the faculty regarding the integrity of the of the curriculum, assessment of student learning, the academic schedule and calendar, the  St. Olaf Academic Catalog, and the Faculty Handbook. The committee is expected to bring to the faculty for a vote matters that are of importance to the faculty These include significant changes to the academic information in the catalog, items to be included as Category 2  material in the Faculty Handbook, and other items that the committee  believes impact the curricular and educational policy of the college.

The committee will consult with the College Librarian, the Director of Academic Research and Planning, the Director of Government and Foundation Relations, the Director of International and Off-campus  Studies, and others on issues directly related to their areas of  responsibility.

APPENDIX B: 

Administrative Structure of the International and Off-Campus Studies Office

JOB DESCRIPTION:  Director of International & Off-Campus Studies                                                                             

Eric Lund       START DATE:  February 2005
St. Olaf College, through the Office of International and Off-Campus Studies, creates and provides academic programs for students that serve the mission of the college at sites in the United States and abroad.  These programs are characterized by the integration of academic and experiential education.  They amplify and extend the liberal learning that occurs on campus and enhance students’ global perspective.

The Director of International and Off-Campus Studies reports jointly to the Provost and to the Associate Dean for Interdisciplinary and General Studies.

RESPONSIBILITIES:

1. Develop and implement a strategic plan for the Office of International and Off‑Campus Studies (IOS).  Lead efforts to monitor, maintain, and improve the quality of the college’s off‑campus academic programs.  Oversee appropriate evaluation activities (e.g., program self-studies, assessments of student learning), and implement changes based on evidence from such assessments.  Facilitate planning for new off-campus programs.

2. Promote off-campus study among St. Olaf students, faculty, and staff.  Collaborate with the Director of the Center for Experiential Learning to strengthen international and off-campus internship, experiential, and service learning opportunities for students.  Ensure that special opportunities (e.g., for scholarships, fellowships internships, undergraduate research, graduate or professional school, and employment) are made known to appropriate students.  Supervise on-campus activities related to the Fulbright program including those for current students, St. Olaf faculty, and visiting Fulbright scholars.  

3. Supervise the activities and staff of the Office of International and Off‑Campus Studies.  Oversee the International Scholars program.  Mediate general student, parent, and faculty concerns or worries.

4. Work closely with the Curriculum Committee as well as other relevant faculty committees and administrative offices to enhance IOS programs and to encourage and support curricular and co‑curricular activities that integrate a global perspective.  Work with department chairs and program directors to identify areas of common interest and collaborate with them in efforts to develop and enhance students’ global perspective.

5. Collaborate with the Admissions Office, the Registrar’s Office, and the Dean of Students Office in areas of common interest.

6. Recommend the appointment of IOS program leaders and advisors and work with these faculty on the promotion of and preparation for off-campus study.  Formulate long-term staffing plans for IOS programs.  Monitor and guide the planning and introduction of new courses and programs.  Identify and mentor faculty who are potential leaders of or advisors to IOS programs.

7. Collaborate with department chairs, the Associate Deans, the Dean of the College, and the Faculty Development Committee to encourage all forms of faculty professional activity that contribute a global perspective to teaching, the advancement of knowledge, and creative activity.

8. Be active in professional off-campus study organizations.  Participate in national and international professional meetings designed to enhance administrative and professional expertise.

9. Represent the college and its off-campus academic programs to internal and external constituencies.  In consultation with the Dean of the College and the President, negotiate and maintain agreements with institutions of higher education on behalf of the college.

JOB DESCRIPTION: Associate Director, International & Off-Campus Studies

Kathy Tuma      START DATE: July, 1975

SUMMARY:

The Associate Director assists the Director of International & Off-Campus Studies with budgeting, planning, publicity, and administrative program services for the office.

JOB RESPONSIBILITIES:

1.
Maintain working familiarity with all aspects of the office and programs of International & 

Off-Campus Studies

2.
Create individual program budgets to be used in the preparation of the annual budget.

3.
Coordinate off-campus programs policy on health, safety, and liability issues.

4.
Coordinate Field Supervised programs.

a.  Assist Advisory Committee as necessary in annual program review.

b. Work with Director, Program Director, Field Supervisor and Assistant Field Supervisor to set itinerary for the program.

c. Correspond with host institutions about group’s needs.

d. Make air and land arrangements.

e. Make payments.

f. Maintain communication with Field Supervisor throughout program and provide support for necessary changes.

g. Hold de-briefing meetings upon return to evaluate program.

5.
Coordinate Off-Campus Interims.

a. Work with Chair of the Curriculum Committee on Off-Campus Interim proposal process.

b. Create annual Off-Campus Interims brochure.

c. Administer the application and selection process.

d. Make air arrangements for all Interims.

e. Provide information to Student Financial Services about student charges.

f. Cooperate with Coordinator of Program Advising, Coordinator of Budgets and Coordinator of Academic Outreach on logistical arrangements for Off-Campus Interims.

6.
Coordinate Study/Service programs.

a. Work with Program Adviser to define annual needs of students and host institutions.

b. Work with students to coordinate travel plans.

c. Provide information about Literacy Training Programs.

d. Correspond with host institution about student’s academic plans.

e. Make payments

7.
Administer program services, making necessary arrangements for year-long and semester 

programs.

a. Request financial information from host institutions.

b. Provide information to Student Financial Services about student charges.

c. Make payments.

8.
Administer the application and selection process for year-long and semester international 

and off-campus programs.

9.
Assist Director with orientation of faculty leading off-campus programs.

10.
Communicate with students and parents regarding program, budget, and/or safety concerns.

11.
Assist St. Olaf faculty and administrators with program site visits.

12.
Coordinate visits of international guests.

13.
Maintain relationship with regional, state, national and international professional 
organizations.

14.
Perform other related duties as assigned.

JOB DESCRIPTION: 
Coordinator of Advising and Student Activities

Helen Stellmaker      START DATE: August 1, 1988
JOB RESPONSIBILITIES:

1.  Maintain a working familiarity with all aspects of the office and programs of  International & Off-Campus Studies.

2.  Coordinate faculty program advisor activities.  Assist Director with identification, recruitment, selection and orientation of Program Advisors.
3.  Coordinates, collects and assist faculty program adviser in the interpretation of student grades earned off-campus.  
a. Facilitates transfer of credits to the Registrar’s office.

b. Communicate with universities, institutions and individuals responsible  for student grades off-campus to monitor the timely receipt of transcripts and  grades.

c. Work with program advisers to assess grades earned by students in off-

campus programs and prepare grade reports.


d. Cooperate with Registrar to ensure receipt of grade reports and 

transcripts from individuals and institutions responsible for off-campus grades.

4.  Organize and implement orientation and re-entry.  Promote student interest and participation in Off-campus programs.


a. Coordinate twice/yearly Orientation Retreats, student re-entry meetings, 




b. Welcome Back Dinners, World Issues Dialogue, The Gimse International & Off-Campus   


    Studies Photo Contest and Exhibit and the Literary Contest.


c. Revise, edit and assemble program specific Orientation and Field Supervisor's handbooks.


d. Assist Director with orientation of faculty.


e. Participate in interest meetings in dorms to share information and answer 

   questions concerning Off-campus Studies.

5.
Coordinate initiatives to implement multicultural aspects of the strategic plan.


a. Support initiatives to promote off-campus study for multicultural students.


b. Assist with promotion, recruitment and support of multicultural students for off-campus 

programs.

6.  Cooperate with Assistant Director of Program Services and Coordinator of 

a. Budgets on arrangements for International interim courses.


b. Work with interim instructors on logistics, budget and student communication.


c. Plan and implement orientation meetings and handbooks for all interim groups.

7.  Advise students on all aspects of off-campus studies with the cooperation of academic and 

program advisers.

8.  Organize scholarship information for students applying for International & Off-Campus Studies 

programs.


a. Work with St. Olaf financial aid officer and Coordinator of Budgets on scholarship 

awards.


b. Assist students with Freeman Asia, Gilman and NSEP scholarship applications.

9.  Prepare, distribute and collect evaluation forms for semester, year and  interim programs.  

Implement assessment procedures as directed by the Curriculum Committee.

10.  Assist when representatives of International & Off-campus programs visit St. Olaf.

11.  Maintain professional relationships with State, Regional, National and International 

organizations.

12.  Perform other related duties as assigned.

JOB DESCRIPTION:
 Coordinator of Support Services

Roseanne Galegher     START DATE:   January 27, 2003

JOB RESPONSIBILITIES: 

1. Maintain a working familiarity with all aspects of the office and programs of International and Off-CampusStudies.

2. Coordinate interim programs including budget, logistical arrangements and work with faculty instructors on all aspects of off-campus interims including budget preparation, logistical arrangements, coordination with students and follow up reporting.

3. Determine needed documentation and collect all documentation for all students participating in St. Olaf off-campus programs.  Assist in accepting applications and fees and enter into database.

4. Secure necessary visas for students going abroad including researching current rules and regulations, assisting students with applications and forms; submitting documentation to Consulates and resolving problems that arise

5. Register students going abroad with U.S. embassies in each country.

6. Maintain database of student participants and distribute and update program lists and address lists to IOS staff and pertinent offices on campus.  Requires familiarity with basic research techniques as applied to data entry.

7. Assist in assembly of Orientation Handbooks.  Present information sessions at Orientation Retreat to students participating in field supervised programs and all other programs requiring visas or special documentation.

8. Perform office duties when necessary, which include telepho0ne, office traffic, correspondence and daily deposits.

9. Create, maintain, update and distribute published calendar for off-campus programs to program advisers, interim instructors and appropriate offices on campus.

10. Act as a computer resource in office.  Take classes when necessary.  

11.  In combination with others in the office, provide assistance for database management.

12. Perform related duties as assigned.

JOB DESCRIPTION:
 Budget Coordinator and Project Assistant





 International and Off-Campus Studies





 International Visiting Scholar Coordinator

Karen Engler       START DATE: September, 2003

JOB RESPONSIBILITIES: 

1. Maintain a working familiarity with all aspects of the office and programs of International and Off-Campus Studies.

2. Assist the Director in preparing the annual international and off-campus study budget request, administer that budget, allocate budgeted funds to international and off-campus study programs, and determine additional charges to students.

3. Serve as liaison with the Business Office and Financial Aid Office on budgets, expenditures, and charges to students.

4. Explain program fees and the budgeting process to students, parents, advisors, and other groups.

5. Create and maintain databases, spreadsheets, and charts on the off-campus study budgets for use in allocations to programs, and compile data on enrollment for use in budget forecasting.

6. Assist faculty, in cooperation with the assistant director, with logistical arrangements for some off-campus interims.  Prepare and monitor interim budgets and refunds.

7. In consultation with the Office of Institutional Research and International Studies Coordinator of Support Services compile long-term data on enrollment and other student and program data as needed.  Create charts, graphs, and reports highlighting this data.

8. Work with associate director on reconciliation of costs and allocations in all off-campus studies budgets.

9. Assist the Director and faculty members in coordinating exchange programs with institutions off campus and monitor the exchange agreements.  

10. Assist the Director with surveys, reports and external publications.

11. Serve as liaison with the computer center on computer hardware and software.

12.  Maintain professional relationship with state, regional, national and international organizations.

13. Serve as St. Olaf Coordinator for the Lutheran College Consortium in Tanzania (LCCT) program. 

15. Perform other related duties as assigned.

JOB DESCRIPTION:
Office Manager, International & Off-Campus Studies

Jodi Moen Bennett            START DATE:
July 25, 2005 
JOB RESPONSIBILITIES:

1. Maintain working familiarity with all aspects of the office and programs of  


International & Off-Campus Studies.

2.
Develop, edit and maintain web site homepage

3.   Share maintenance and development responsibilities with others in the office, enter and retrieve 

data as necessary from the database.

4. Arrange off-campus open houses and assist with special IOS events such as welcome back 


dinners, and photo and literary contests.

5.   Interview, hire, train, supervise and evaluate student workers.

6. Coordinate and send student applications to program sites.

7. Edit and reproduce program applications.

8. Handle basic tasks or take messages for other personnel when they are not in the office.

9. Manage International Student and Faculty ID Card program.

10. Purchase and arrange for maintenance of Office Equipment.

11. Update and revise IOS office calendar of personnel  responsibilities and send out public 


calendar for IOS events and application deadlines. 

12.Handle telephone and office traffic  

13.Perform other duties which include correspondence, maintenance of filing system, 

mail distribution, purchasing and maintenance of office supplies.

JOB DESCRIPTION:  Visiting Scholar Coordinator

Patricia Van Wylen       START DATE:  June 15, 2005 
This position coordinates the arrangements for visiting scholars at St. Olaf College.

RESPONSIBILITIES:

1.
Communicate with visiting scholars prior to arrival to negotiate terms of visit and to finalize arrangements including, but not limited to, employment forms, visa/immigration issues, tax paperwork.

2. 
Provide logistical support for scholars including housing, transportation, banking, shopping, and campus needs.

3. 
Facilitate basic orientation for visiting scholars to St. Olaf, Minnesota and the US. Serve as ongoing liaison between visiting scholars and campus community.

4.
Manage budgets, invoices, transfers and other payments related to visiting scholars’ visits.

5.  Liaison/Arranger for assigned international interim courses

6.  Coordinate IOS support for students/scholars traveling on grants received by St. Olaf

7.  Manage physical needs of Sovik and Finholt Houses.

APPENDIX C

CRISIS MANAGEMENT PLAN

INFORMATION FOR STUDENTS AND PARENTS

INTERNATIONAL & OFF-CAMPUS STUDIES (IOS)

ST. OLAF COLLEGE
Orientation information, both printed and oral, contains information for students about health and safety issues related to International & Off-Campus travel. Adherence to this information, along with appropriate behavior, caution, and common sense, can prevent many crisis situations.

Decisions regarding program itineraries are made based on information from the US State Department, and on-site coordinators.  IOS is prepared to make changes on short notice should a situation arise in-country that causes serious concern.

IOS will not allow students to begin a program at a site which is designated by the US State Department as existing under a travel warning without special permission from the Internal Review Committee. 

1.  CONDITIONS REQUIRING CRISIS MANAGEMENT
A. Serious illness, injury or death.
•IOS will contact the College’s Travel Insurance provider, parent, and the Dean of Students.


•Appropriate action will be taken.

•St. Olaf will, if necessary, advance funds to cover emergency costs.  Such expenses are ultimately the responsibility of the student/parent.
B. Emotional or psychological stress that appears to require removal from the situation or professional attention.


•IOS will contact College Counselors, parent, and the Dean of Students.


•Counselors will contact student and/or on-site coordinator to evaluate the situation.

C. Being the victim of a crime - theft, assault, rape, harassment, etc. or being accused of committing a crime.


•IOS will contact the Dean of Students, parents, local on-site authorities.
D.  A situation in-country arises that causes serious concern, i.e., a political uprising or a natural disaster.


•IOS will contact on-site coordinators and the US State Department.


•When status is accurately determined, IOS will contact parents.


•Appropriate action will be taken.

2.  FAMILY EMERGENCY MANAGEMENT

Death or Illness of Family Member

•Before departure, students/parents should discuss action that would be taken should an immediate family member become ill or die during the student's absence.


•IOS will provide assistance in contacting student (often this is accomplished by


contacting on-site coordinator or accompanying faculty member and asking


them to give the news.)


•IOS will provide assistance in making arrangements for students to come home,


should that be the plan.  Such expenses are, ultimately, the responsibility


of the student/parent.

3.  INTERNATIONAL & OFF-CAMPUS STUDIES EMERGENCY PHONE       

    NUMBERS

IOS  
Tel
1-507-786-3069


Fax
1-507-786-3789


e-mail
ios@stolaf.edu

IOS Director Eric Lund     
Office 
1-507-786-3069

lund@stolaf.edu                             
 Home 
1-507-663-0114

IOS Assoc. Dir. Kathy Tuma     
Office 
1-507-786-3228

tuma@stolaf.edu
Home 
1-507-645-8518

(If Kathy Tuma is not available after hours, you can call:

Roseanne Galegher
Home
1-507-663-0765

IOS Weekend Cell

1-507-321-2100

Dean of College Jim May     
Office 
1-507-786-3004

may@stolaf.edu                                
Home 
1-507-645-6965

Dean of Students
Office 
1-507-786-3503

Greg Kneser
Home  
1-507-663-0271

kneser@stolaf.edu

Dean of Students 24 hrs. emergency # 
1-507-786-6705


Harassment Officer Roger Loftus
Office 
1-507-786-3068

loftus@stolaf.edu
Home 
1-952-884-7239


Cell 
1-612-803-1461

For emergency evacuation

  (St. Olaf Travel Emergency Policy)
#WR 10003936        


1-888-873-8385

St. Olaf Health Service
Office 1-507-786-3063

St. Olaf Counseling Center
Office 1-507-786-3062

Home Phones:

Director Steve O’Neill 
1-507-663-6108

Eric Bergh
1-507-645-6113

Krista Larson
1-507-663-0377

Cheryl Schiappacasse
1-952-895-5484

Henry Emmons, M.D.
1-612-273-5015

4. UNITED STATES STATE DEPARTMENT TRAVEL INFORMATION:

US State Department, Overseas Citizens Services:

In US: 888-407-4747

Outside the US: 202-501-4444

Country Specific Information Sheets are available at the following web site:

http://travel.state.gov/travel/cis_pa_tw/cis/cis_1765.html
August 2010

Appendix D

STATEMENT ON SAFETY 

ST. OLAF DOMESTIC OFF-CAMPUS PROGRAMS 

St. Olaf College has gained experience, during the past 45 years, in all aspects of operating off-campus programs.  Students study in various parts of the United States and the world for one month to one semester.

In planning these programs, the concern for safety of our students and faculty is given careful attention.  We know there are risks involved in travel.  It is therefore important to prepare for both the known and unknown circumstances.  The goal is to “manage risk” to the greatest extent possible.

The following are policies and procedures followed by International & Off-Campus Studies in assessing risks and assuring safety of our students and faculty on off-campus programs.  We have also included common sense tips to help you avoid safety-related problems and promote a positive off-campus study experience.

1.
An orientation program is offered for students and faculty to assist in preparation for the off-campus experience.  This orientation provides general practical health and safety information and specific program information about the area where the student will study.  Personal safety is increased when a student is sensitive to the differences between acceptable and unacceptable behavior, including the areas of traffic and public transportation (subways, trains, buses, cars).  Danger most often lies in the area of accidents or personal confrontations.

2.
Students on domestic off-campus programs are under the supervision of an on-site coordinator, who will assess students' safety and notify the Office of International & Off-Campus Studies of crises or concerns.

3.
In case of a crisis, re-arrangements of travel plans may be necessary and steps will be taken to act accordingly.  Informed on-campus personnel and on-site advisers are included in the decision-making.  


4. 
Information is provided below for participants and their parent/guardians/families 
regarding when and where St. Olaf International & Off-Campus Studies responsibility ends and the range of aspects of participants’ off-campus experiences that are St. Olaf International & Off-Campus Studies’ control.  In particular, St. Olaf International 
& Off-
Campus Studies:


a)  
Cannot  guarantee or assure the safety/and security of participants or eliminate all risks from off-campus environments.



b)  
Cannot monitor or control all the daily personal decisions, choices and activities 


of individual participants.


c)  
Cannot prevent participants from engaging in illegal, dangerous or unwise activities.


d)
Cannot assume responsibility for actions or events that are not part of the program, nor for those that are beyond the control of the sponsor and its subcontractors, or for situations that may arise due to the failure of a participant to disclose pertinent information.



e)  
Cannot  assure that students’ cultural values and norms will apply in the host                                 


environment.

      
 f)  
Cannot assure that participants will be free of illness or injury during the off-campus experience.



g)  
Cannot assume responsibility for acts and events that are beyond our control. 



h)
Cannot ensure local adherence to political correctness and sensitivity, 


relationships between the sexes, or relations among racial, cultural and ethnic groups.

A realistic assessment by both students and parents of safety risks associated with the off-campus study program is strongly advised.  Safety is everyone’s responsibility.  Parents, students and International & Off-Campus Studies all have a role to play in minimizing potential dangers.

STUDENT RESPONSIBILITY FOR SAFETY
We believe that participants have a major impact on their own health and safety through 

the decisions they make before and during the off-campus program by their choices and 

behaviors.  Participants on St. Olaf sponsored programs must:

1.
Assume responsibility for all elements necessary for their personal preparation


for the program and participate fully in orientations.

2.
Read all and carefully consider materials issued or recommended by St. Olaf which relate to safety, health, legal, environmental, political, cultural and religious conditions at your program site, prior to departure.

3. 
Consider personal emotional, physical and mental health, safety and security needs when accepting a place in a program.

4.  
Make available to St. Olaf accurate and complete physical and mental health information 
and any other personal data which is necessary in planning for a safe and healthy off-campus experience.

5.     Report any emergencies, or concerns FIRST to the on-site coordinator.

6.
Obtain and maintain appropriate insurance policies and abide by any conditions imposed 
by the carriers.

7.
Inform parents, guardians and any others who may need to know, about participation in 
the off-campus program.  Provide them with emergency contact information and keep them informed on an ongoing basis.

8.
Be aware of local conditions that may present health or safety risks when making daily choices and decisions.  Promptly express any health or safety concerns to the program staff or other appropriate individuals, before and/or during the program.

9.
Behave in a manner which is respectful of the rights and well-being of others and 


encourage others to behave in a similar manner.

10.
Keep the on-site coordinator and friends informed of where you will be if you leave the 
program site for any length of time.

11.
Understand and comply with the terms of participation, codes of conduct and emergency


procedures of the program.

12.
Refrain from using illegal drugs and avoid excessive or irresponsible consumption of                   alcohol.

13. Accept the consequences of your own decisions and actions.

     PARENTGUARDIAN RESPONSIBILITY FOR SAFETY
Parents/guardians/families play an important role in the health and safety of participants by helping them make decisions and influencing their behavior overseas.    It is important for parents/guardians to:

1.
Be informed about and involved in the decision of the participant to enroll in a particular program.

2.  
Obtain and carefully evaluate health, safety and security information related to the program.

3.
Engage your daughter/son in a discussion of safety and behavior issues, insurance needs and emergency procedures related to the 
program and the specific site location.

4.
Be responsive to requests from St. Olaf for information needed regarding your 
daughter/son.

5.  
Keep in touch with your son/daughter while they are off-campus.

6.
Be aware that the participant rather than the program may most appropriately


provide some information.

GENERAL SAFETY
The excitement of travel and the newness of a different environment can make it easy to become careless or distracted.  The following suggestions offer no guarantee of safety and are mostly common sense.  The idea is to be aware of where you are and what is going on around you at all times.

1.  
Safety begins with packing.  Dress conservatively to blend in.  

2.
Travel light.  You can move more quickly and will be more likely to have a free hand.  You will also be less tired and less likely to set your luggage down, leaving it unattended.

3.
Never leave your baggage unattended; it contains everything you own for your program.  A thief knows this and will take advantage of even a few seconds of your inattention.  This is true no matter where you are-in a hotel, at a train or bus station, in the train or bus, at a restaurant or resting in a park.

4.
In preparing for your time off-campus, talk with students who previously participated in 
your program or are from your program site.  Their insights can be very helpful.

5.
Carry the minimum amount of valuables necessary.  Protect your valuable documents by putting them in several places rather than a wallet.  Carry these in a safe manner to prevent theft.

6.
Do not use illegal drugs.  

7.
Think and act confidently and self assured.  Be purposeful when you move about and do not look like a victim.  Avoid flashy dress, jewelry, luggage, or conspicuous behavior which would draw attention to you.

8. Avoid demonstrations, especially in politically volatile areas. What appears peaceful can suddenly become a dangerous situation, and you could be caught in the middle. Read the local newspaper and learn about issues of the area.

9.
Travel with a companion at night and stay in populated, well-trafficked areas.  Do not travel to areas which the program host has labeled as “unsafe”.  Use common sense if confronted with a dangerous situation.  At times it may be best to attract attention by screaming or running.  Yet, if confronted by superior or armed force, it may be best to not fight attackers, but give up valuables.  Your personal safety is far more important than any property.  In some areas it may be important to have a male companion in the group.

10.
Plan where you are going in advance and be aware of your surroundings.  This is not paranoia--it's good common sense.  You know what feels comfortable and what doesn't. If your instincts tell you a situation is uncomfortable, trust them and move along.  If you become lost, ask directions from individuals in authority (police, store owners, etc.)

11.
Taking photos of police or military installations is usually prohibited - your camera can be 
confiscated. 

12.
Do not swim at an unfamiliar beach unless you are positive it is safe.

13.
Stay healthy by eating well and getting sufficient rest.  If you become ill, take care of 
yourself by getting the proper care.  Don't be afraid to visit a doctor or hospital.

14.  Watch for anyone following you or loitering and observing your comings and goings.  Keep a mental note of safe places, such as hotels, hospitals, police stations, etc.

15.  Most assaults happen when people are distracted - looking for keys or talking on a cellphone.  Don’t look like a victim - be alert and prepared.

RESIDENCE SAFETY
1.
Keep your hotel/residence doors locked when you are there and when you leave.

2.
Do not open your door to people you don’t know and don't give your room number to 
persons you don't know well.  Meet visitors in the lobby.   Let someone know when you expect to return, especially if you will be out late at night.

3. 
Familiarize yourself with emergency exits and fire extinguishers.  Count the doors between your room and the nearest emergency exit in case of fire or blackout.

4.
If you are alone, do not get on an elevator if there is a suspicious-looking person inside.

5.
Keep valuables in a safe place.  When in doubt, carry money and valuables with you.

6.
Close curtains after dark and lock ground floor windows.

TRANSPORTATION SAFETY
1.
If you are riding with a driver you feel is putting you at risk, ask to get out at the nearest safe place.


2.   Lock taxi doors if possible, especially at night in unfamiliar cities.  Wear seatbelts.

   AIRPORT SAFETY

1.
Arrive early, check in with your airline as soon as possible and proceed immediately through security clearance.  .

2.
Consult the airlines for specific rules regarding what is allowed in luggage due to new safety regulations.

3.
Put your name and address inside and outside each piece of luggage.  Bright or fluorescent string or tape around your luggage will make it easier to find.  Obtain a claim check for EACH piece of luggage you check.

4.
Do not make jokes about terrorism or hijacking.  Respond to all questions asked by security personnel seriously and honestly.

5.
NEVER carry packages or letters for strangers or agree to watch a stranger's luggage.

6.
Do not carry on your person, or in your hand-luggage, anything that could be regarded as 
a weapon.  

7.
On the plane, check under your seat and in overhead baggage compartments.  Report 
anything suspicious to flight personnel.

8.
Machines selling flight insurance can be a waste of time and money.  They sell policies that pay family or friends in the event of a plane crash.  Check with your family's insurance agent; you and your belongings may be already covered.


WATCH OUT FOR THIEVES
1.
Pickpockets usually do not work alone.  Be aware of distractions by strangers, as the "lift" 
often follows.

2.
If any of your possessions are lost or stolen, report the loss immediately to the police and 
other appropriate authorities.  Keep a copy of the police report for insurance claims.   

3.
It is important to be aware that some people make a living of preying upon honest people.  
Follow your instincts with casual friendships--they are not always what they seem to be.

4.
If someone tries to take your purse, backpack, or other property by force, let them have it.   
Your personal safety is far more important than any property.

5.
A camera is the most often lost or stolen item on an off-campus  program.   Be especially 
careful not to leave the camera in a taxi, hotel room, or on a bus.  Carry your camera 
inconspicuously.

Again, following these safety precautions will not GUARANTEE your safety, but they reduce your chances of problems.                                                                                  
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BEING AWARE OF HARASSMENT PRIVATE 
AND SEXUAL ASSAULT 

ON DOMESTIC OFF-CAMPUS PROGRAMS
HARASSMENT

 St. Olaf students studying off-campus on domestic programs are bound by college policy regarding social behavior and  sexual harassment.  If a student feels he or she has been the subject of sexual harassment on an off-campus program, it is important to report this to the on-site director or if necessary contact International & Off-Campus Studies.

PHYSICAL OR SEXUAL ASSAULT ON OFF-CAMPUS PROGRAMS
Physical or sexual assault is a traumatic event that can occur in any environment.  As a student in a different American culture,  you may be more visible than you are used to being and thus more likely to attract interest, whether positive or negative.  Maintaining personal safety can be even more complex in an unfamiliar place where it is more challenging to read situations and assess risks to your physical safety 

Learning what is acceptable and safe behavior on your program is your responsibility as you prepare for your off-campus experience.    You can be assertive in a respectful way.  You cannot change the behaviors of others, but you can monitor your own behavior to avoid potentially dangerous situations.  Past participants and faculty program advisers are good sources of information about what is acceptable.  If a student feels he or she has been the subject of sexual harassment on an off-campus program, either by someone from that city/area or someone from your program, it is important to report this to the on-site director or if necessary contact International & Off-Campus Studies.

While there is much you can do to decrease the odds of physical or sexual assault by learning and practicing “street smarts”, the possibility of assault remains.    Following is information about what to do if you or a friend is assaulted.

If you are assaulted:


1.  
Go to a safe place.

2. Don’t shower or change clothes.  If date rape drugs suspected, do not

urinate before visiting a hospital.


3.
Get help from a trusted person.

4.
Inform either non-confidential sources including the Resident Director, who will then inform International & Off-campus Studies at St. Olaf.  Or contact a confidential source such as the Pastor’s office, the counselling center or SARN.
5. Follow their guidance for medical, psychological and legal support.

6. Know that it is not your fault

If a non-confidential source is informed of the incident, a formal investigation will occur by the college.  If a report is made to a confidential source, resources will be given to the survivor on an individual basis

It is very important to inform those listed above.  If you decide not to, which is your choice, you may not receive the necessary on site assistance.

If a friend is assaulted:


1.
Believe your friend.


2.
Take your friend to a safe place


3.
Discourage your friend from showering or changing clothes


4.
Listen without asking lots of questions.


5.
Assure your friend it was not her/his fault.


6.
Remember details to help officials


7.
Go with your friend to inform the Resident Director


8. 
Stay with your friend for support if appropriate.


.  

It is very important to get your friend to speak with those listed above so she/he may assist your friend more effectively with medical, psychological and legal support.

WHAT ST. OLAF CAN DO!
* When on a St. Olaf program and assaulted by another St. Olaf student.  

St. Olaf's policies and procedures apply.

* On a St. Olaf program and assaulted by a non-St. Olaf student, the laws of that area will followed.  St. Olaf as a college can and will refer you to persons and agencies that can provide you with support.

PREVENTIVE MEASURES
· Don't let your guard down

· Be alert and aware of your surroundings

· Trust your instincts

· Do not to call attention to yourself by being loud, obnoxious or by drinking excessively.

· Don't give out the address where you are living.

These are common sense suggestions which can assist you to have a safe experience off-campus.

SARN PHONE NUMBER: 507-786-3777

SARN E-MAIL:  sarn@stolaf.edu
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Appendix E

STATEMENT ON SAFETY 

ST. OLAF OFF-CAMPUS PROGRAMS:  INTERNATIONAL 

St. Olaf College has gained experience, during the past 45 years, in all aspects of operating off-campus programs.  Students study in various parts of the United States and the world for one month to one year.

In planning these programs, the concern for safety of our students and faculty is given careful attention.  We know there are risks involved in travel.  It is therefore important to prepare for both the known and unknown circumstances.  The goal is to “manage risk” to the greatest extent possible.

It is important to have a comparative perspective of the United States and the world.  The United States is known around the world as a comparatively dangerous country.  Our street crime statistics back up this view.  No country has as many guns or gun-related injuries and deaths.  U.S. drug and alcohol abuse is among the highest in the world.  Although international visitors come in great numbers to visit the United States, many arrive concerned about what they think they will find.

Yet, the perception is often that life at home is safer than life “over there”.  U.S. media coverage of the rest of the world focuses on overseas political upheavals, violent strife, and natural disasters, rather than on positive political and social developments or on the richness and human warmth of life as it is actually lived.  Students who study abroad often comment on how “normal” life seems abroad, in spite of cultural differences.  This discovery comes when you can look past the stereotypes and misperceptions and see people and cultures with your own eyes.

The following are policies and procedures followed by International & Off-Campus Studies in assessing risks and assuring safety of students and faculty on off-campus programs.  We have also included common sense tips to help avoid safety-related problems and promote a positive study abroad experience.

1.
An orientation program is offered for students and faculty to assist in preparation for the off-campus experience.  This orientation provides general practical information and specific program information about other cultures and countries.  It teaches attitudes and skills which aid in understanding and interacting.  Personal safety is increased when a student is sensitive to the difference between acceptable and unacceptable behavior in a different culture, including the areas of traffic and public transportation (trains, buses, cars).  Danger more often lies in personal confrontations or accidents than in international political instability.

2.
Faculty leading St. Olaf programs are trained to handle problems which might arise on off-campus programs.  They are requested to phone, e-mail or fax International & Off-Campus Studies immediately should there be concern for the group's safety.  All St. Olaf students are registered with the local US Embassy/consulate when studying abroad.

3.
Students on programs without a St. Olaf faculty member are under the supervision of an on-site coordinator, who will assess students' safety and notify us of crises or 
concerns.  St. Olaf College has strong relationships with many respected institutions and individuals in the United States and abroad.

4.
In case of a crisis, re-arrangements of travel plans may be necessary and steps will be taken to act accordingly.  Informed on-campus personnel, State Department personnel, and on-site advisers are included in the decision-making.  International & Off-Campus Studies has access to immediate international information.  Each student and parent receives a copy of the crisis management plan and an emergency card.

5. Information is provided below for participants and their parent/guardians/families regarding when and where St. Olaf International & Off-Campus Studies responsibility ends and the range of aspects of participants’ overseas experiences that are beyond 

St. Olaf International & Off-Campus Studies’ control.  In particular, St. Olaf International & Off-Campus Studies:

a)  
Cannot guarantee or assure the safety/and or security of participants or eliminate all risks from the study abroad environments.

       b)  
Cannot monitor or control all the daily personal decisions, choices and activities of individual participants.

        c)  
Cannot prevent participants from engaging in illegal, dangerous or unwise activities.


d)  
Cannot assure that U.S. standards of due process apply in overseas legal 


proceedings or provide or pay for legal representation for participants.

e)  
Cannot assume responsibility for the actions or events that are not part of the 


program, nor for those that are beyond the control of the sponsor and its


subcontractors, or for situations that may arise due to the failure of a


participant to disclose pertinent information.


f)  
Cannot assure that home-country cultural values and norms will apply in the 



host country.


g)  
Cannot assure that participants will be free of illness or injury during the abroad 

program.


h)  
Cannot assume responsibility for acts and events beyond our control. 

i)   
Cannot ensure local adherence to US norms of due process, individual rights,


political correctness and sensitivity, relationships between the sexes, or relations 


among racial, cultural and ethnic groups.

A realistic assessment by both students and parents of safety risks associated with any area of the world is strongly advised.  Safety is everyone’s responsibility.  Parents, students and International & Off-Campus Studies all have a role to play in minimizing potential dangers.

STUDENT RESPONSIBILITY FOR SAFETY
We believe that participants have a major impact on their own health and safety through 

the decisions they make before and during the abroad program by their choices and 

behaviors.  Participants on St. Olaf sponsored programs must:

1.
Assume responsibility for all elements necessary for personal preparation for the


program and participate fully in orientations.

2.
Read all materials issued or recommended by St. Olaf which relate to safety, health, legal, environmental, political, cultural and religious conditions in host countries, prior to departure.

3.
Conduct their own research on the country(ies) they plan to visit with particular 


emphasis on health and safety concerns, as well as the social, cultural and political


situations.

4. 
Consider personal emotional, physical and mental health and safety needs when accepting a place in a program.  

5.  
Make available to St. Olaf accurate and complete physical and mental health information and any other personal data which is necessary in planning for a safe and healthy study abroad experience.

6.
Report any emergencies or concerns FIRST to field supervisors or on-site coordinators.

7.
Obtain and maintain appropriate insurance policies and abide by any conditions 
imposed by the carriers.

8.
Inform parents/guardians/families and any others who may need to know, about participation in the study abroad program.  Provide them with emergency contact information and keep them informed on an ongoing basis.

9.
Understand and comply with the terms of participation, codes of conduct and emergency procedures of the program.  

10.
Learn the culture and laws of the country in which you will study. Comply with local  codes of conduct and obey host-country laws.  Americans are NOT immune to local law. Do not assume that because something is legal in the US, it is legal abroad.

   11.
Be aware of local conditions and customs that may present health or safety risks when making daily choices and decisions.  Promptly express any health or safety concerns to the program staff or other appropriate individuals, before and/or during the program.

12.
Behave in a manner which is respectful of the rights and well-being of others and 


encourage others to behave in a similar manner.

13.
Accept the consequences of your own decisions and actions.

14.
Refrain from using illegal drugs and avoid excessive or irresponsible consumption of alcohol.

15.
Become familiar with the procedures for obtaining emergency health and legal system


services in the host country.

16. When traveling to countries beyond your program site for more than a week, register upon 


arrival at the US consulate or embassy having jurisdiction over the location.

17.  
Inform the Resident Director, host family or foreign university official where you are studying as to how to contact you in an emergency.  If you travel, even if only overnight, leave your itinerary.

PARENT/GUARDIAN RESPONSIBILITY FOR SAFETY
Parents/guardians/families play an important role in the health and safety of participants by helping them make decisions and influencing their behavior overseas.    It is important for parents/guardians to:

1.
Be informed about and involved in the decision of the participant to enroll in a 


particular program.

2.  
Obtain and carefully evaluate health, safety and security information related to the program, as provided by St. Olaf and when necessary from the Center for Disease Control, the U.S. State Department and other sources.

3.
Engage your daughter/son in a thorough discussion of safety and behavior issues, 


insurance needs and emergency procedures as related to the program.

4.
Be responsive to requests from St. Olaf for information needed regarding your 
daughter/son.

5.  
Keep in touch with your son/daughter while they are abroad.

6.  
Be aware that the participant rather than the program may most appropriately


provide some information.

7.    Obtain or update passport, in case your son/daughter becomes ill abroad and needs                        assistance from parent(s).

GENERAL SAFETY
The excitement of travel and the newness of the environment can make it easy to become careless or distracted.  The following suggestions offer no guarantee of safety and are mostly common sense.  The idea is to be aware of where you are and what is going on around you at all times.

1.
In preparing for your time abroad, talk with students from the places you intend to study.  Their insights can be very helpful.

2.
Safety begins with packing. Dress appropriately for the culture to discourage unwanted attention.  Avoid the appearance of affluence.

3.
Travel light.  This enables you to move quickly.  You will be less tired and less likely to set your bags down. Never leave your baggage unattended; it contains everything you own.  A thief can take advantage of even a few seconds of your inattention.  This holds true no matter where you are--in a hotel, at the train station, in the train or bus, at a restaurant or resting in a park.

4.
Protect your valuable documents.  Carry them in a money belt or neck wallet under 


your clothing.

5.  
Do not agree to meet a person you do not know in a secluded place.  Be aware that sometimes people from other cultures tend to mistake the friendliness of Americans for romantic interest.

6.
Do not use illegal drugs.  This has been said many times before.  You are subject to the 
laws of the country in which you are traveling.  Hundreds of American travelers end up in foreign jails each year as a result of carrying, using or being suspected of using drugs.  There is little the American embassy can do on your behalf in these cases and the laws in many countries are more severe than at home.  It just isn't worth the risk.

7.
Think and act confidently and self assured.  Be purposeful when you move about.  Do not look like a victim.  Avoid flashy dress, jewelry, luggage, or conspicuous behavior which would draw attention to you.

8.
Do not participate in demonstrations, especially in politically volatile countries.  Pay attention to local media (newspapers, radio, TV) and learn about potential civil unrest.  What appears peaceful can suddenly become a dangerous situation, and you could be caught in the middle.

9.
Travel with a companion at night and stay in populated, well-trafficked areas.  Do not 
travel to areas of a city/country which the program host has labeled as unsafe.  Use 
common sense if confronted with a dangerous situation.  At times it may be best to attract attention by screaming or running.  Yet, if confronted by superior or armed force, it may be best to not fight attackers, but give up valuables.  Your personal safety is more important than any property.  

10.
Avoid arriving in unknown towns at night.  If you must arrive at night, reserve


accommodations.

11.
Plan where you are going in advance and be aware of your surroundings.  This is not 
paranoia--it's good common sense.  You know what feels comfortable and what doesn't. 
 If your instincts tell you a situation is uncomfortable, trust them and move along.  If you become lost, ask directions from individuals in authority (police, merchants, etc.)

12.
Use banks and authorized money exchanges.  Do not exchange on the black market or on the streets.  Learn currency upon arrival in a country to keep from being a target as you use money.

13.
Taking photos of police or military installations is usually prohibited - your camera can be confiscated.  Watch for the sign of a camera with a line through it, which means 
"Don't take pictures". 

14.
Do not swim at an unfamiliar beach unless you are positive it is safe.  Watch the waves and the other swimmers.  There can dangerous undertows even at marked beaches.  Beaches can also be contaminated, which only the locals might be aware of.  If no one is in the water, think twice.

15.
Stay healthy by eating well and getting sufficient rest.  If you become ill, take care of 
yourself by getting the proper care.  Don't be afraid to visit a doctor or hospital because you don't speak the local language.  Usually there is someone who speaks English.

16. Watch for anyone following you or loitering and observing your comings and goings.  Keep a mental note of safe places, such as hotels, hospitals, police stations, etc.

17.
Behave professionally and in a manner befitting your status in the local society.  Insist upon being treated with respect.

18. Most assaults happen when people are distracted - looking for keys or talking on a cellphone.  Don’t look like a victim.

19. Do not take personal security items, such as pepper spray or mace, unless  you have confirmed it is legal in all countries you will visit.  They are considered “lethal weapons” in many countries.

RESIDENCE SAFETY
1.
Keep your hotel/residence doors locked when you are there and when you leave.

2.
Do not open your door to people you don’t know and don't give your room number to persons  you don't know well.  Meet visitors in the lobby.   Let someone know when you expect to return, especially if you will be out late at night.

3. 
Familiarize yourself with emergency exits and fire extinguishers.  Count the doors between your room and the nearest emergency exit in case of fire or blackout. 

4.
Keep valuables in a safe place - this may be different for each place you stay.  When in doubt, carry money and valuables with you.

     5.
In many countries it is customary that people offer their apartments for rent at the train station by holding up "Room for Rent" signs.  This is not always a safe option. 

6.
Close curtains after dark and lock ground floor windows.

6. If you are alone, do not get on an elevator if there is a suspicious looking person inside.

TRANSPORTATION SAFETY

1.
Learn traffic signals, patterns and signs when you arrive in a country even if you are not driving. 

2.  
Many countries drive on the opposite side of the road than the U.S.  Be aware of our


natural reaction to look to the left and then right.  This is reversed in the countries


which drive on the other side.

3.
If riding with a driver you feel is putting you at risk, ask to get out at the nearest safe place.


4.
Bus accidents do happen.  Be aware of the road conditions and make appropriate decisions.
5.
Take only taxis clearly identified with official markings.  When you get in,  note the cab number.    Beware of unmarked cabs.  Lock taxi doors if possible, especially at night in strange cities.  Settle on a price before leaving and pay while in the taxi.  Don’t share personal information with the taxi driver.  Wear a seatbelt, if available.

6.
Well organized, systematic robbery of passengers on trains along popular tourist routes can be a serious problem.  It is most common on overnight trains.  If you see your way being blocked by a stranger and another person is very close to you from behind, move away.  

7.
Where possible, lock your train compartment, especially at night.  If it cannot be locked 
securely, take turns sleeping.   If you must sleep unprotected, tie down your luggage, put your valuables in your hidden money belt and sleep on top of your belongings.

8.  
Do not accept food or drink from strangers.  Criminals have been known to drug food or drink offered to passengers.

9.  
As stated in the Policies and Procedures for St. Olaf off-campus programs:  There is


risk involved in operating any motor vehicle.  It is strongly recommended that students do not operate a motor vehicle in another country.

AIRPORT SAFETY
1.
Arrive early and check in with your airline as soon as possible and proceed immediately 
through security clearance.  All shops and services available in the non-secure area are              usually available once you have passed through the security check.

2.
Consult the airlines for specific rules regarding what is allowed in luggage due to new


safety and weight regulations.

3.
Put your name and address inside and outside each piece of luggage; bright string or tape around your luggage makes it easier to find.  Make certain you receive a claim check for EACH piece of checked luggage and the airport listed on each claim check is your destination.

4.
Do not make jokes about terrorism of hijacking.  Respond to all questions asked by security personnel seriously and honestly.   Be aware of what you discuss with strangers or what may be overheard by others about your travel plans.

5.
NEVER carry packages or letters for strangers or agree to watch a stranger's luggage.


Be watchful for suspicious abandoned packages and briefcases.  Report them to airport


security and leave the area.

6.
Do not carry on your person, or in your hand-luggage, anything that could be regarded as a weapon, even a corkscrew or a penknife.   

7.
On the plane, check under your seat and in overhead baggage compartments.  Report 
anything suspicious to flight personnel.

8.
Machines selling flight insurance can be a waste of time and money.  They sell policies that pay family or friends in the event of a plane crash.  Check with your family's insurance agent; you and your belongings may already covered.


9.
When landing in airports abroad, do not be surprised if you see military guards and police 
carrying guns or automatic weapons.  They are there to protect you.

SAFETY IN CITIES
1.
When possible, avoid places frequented by large numbers of Americans, especially military personnel.   This would include fast food restaurants and other American


chain stores.

2.
Many students dress in a way that immediately identifies them as American.  It's important to realize that this can bring you unwanted attention.  College sweatshirts, baseball caps, and white athletic shoes worn for non-athletic events will highlight the fact that you are American.  You may decide to wear a college sweatshirt with hopes that other Americans will introduce themselves - but you can always meet Americans at home.

WATCH OUT FOR THIEVES
1.
In some areas of the world, beggars may approach you with children.  They may offer to carry your bags.  Some beggars are in genuine need but others make as much as several hundred dollars a day.  Giving money is a personal decision.  Use common sense.  If you are hassled or uncomfortable in a situation, speak angrily in a language that neither of you understand.  This will break communication, an essential element in their asking for money.

2.
Pickpockets usually do not work alone.  Be aware of distractions by strangers, as the "lift" often follows.

3.
Sometimes children at train stations or in cities will  wave cardboard signs to confuse you, then swarm around you to relieve you of your possessions.  Yell at them and swing whatever is in your hand to scare them away.  They use their age to hide their intentions of thievery.

4.
If any of your possessions are lost or stolen, report the loss immediately to the police and other appropriate authorities.  Keep a copy of the police report for insurance claims and an explanation.  Traveler’s check loss must be reported within 24 hours.

5.
It is important to be aware that some people make a living of preying upon honest people.  Follow your instincts with casual friendships--they are not always what they seem to be.

6.
If someone tries to take your purse, backpack, or other property by force, let them have it.   Your personal safety is far more important than any property.

7.
A camera is the most often lost or stolen item on off-campus  programs.   Be especially 
careful to not leave the camera in a taxi, hotel room, or on a  bus.  Carry your camera 
inconspicuously.

Again, following these safety precautions will not GUARANTEE your safety, but they reduce your chances of problems.
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BEING AWARE OF SEXUAL ASSAULT AND HARASSMENT ABROAD PRIVATE 

SEXUAL HARASSMENT ON OFF-CAMPUS PROGRAMS
Students on off-campus study programs may find that other cultures have a much different understanding of what may be considered sexual harassment than is typical in the United States.  There can be a great variation in the roles of men and women and also in their forms of social interaction.   Part of the off-campus study experience is to learn how other cultures and societies organize everyday life.  But, what might be perceived as sexual harassment at St. Olaf, may be regarded by some as being socially acceptable, even if it is obnoxious and unsettling.

Even though American laws do not extend beyond the U.S. St. Olaf students studying abroad are bound by college policy regarding social behavior and sexual harassment.  If a student feels he or she has been the subject of sexual harassment on an off-campus program, either by someone from the host country or someone from your program, it is important to report this to the on-site director or if necessary contact International & Off-Campus Studies.

PHYSICAL OR SEXUAL ASSAULT ON OFF-CAMPUS PROGRAMS
Physical or sexual assault is a traumatic event that can occur in any environment, whether in the U.S. or abroad.  As a student traveling internationally, you may be more visible and thus more likely to attract interest, whether positive or negative.  

Maintaining personal safety can be even more complex in an unfamiliar culture where it is more challenging to read situations and assess risks to your physical safety.   It is important to be aware that some behaviors which may be culturally and legally acceptable and safe in the U.S. , may not be in your host country.  

Learning what is acceptable and safe behavior in your host country is your responsibility as you prepare for your off-campus experience.    You can be assertive in a respectful way.  You cannot change the culture, but you can monitor your own behavior to avoid potentially dangerous situations. Past participants, faculty program advisers and guide books are good sources of information about what is culturally acceptable.  

While there is much you can do to decrease the odds of physical or sexual assault by learning and practicing “street smarts” in your host country, the possibility of assault remains.    Following is information about what to do if you or a friend is assaulted.

If you are assaulted:


1.  
Go to a safe place.

            2.
Don’t shower or change clothes. If date rape drugs are suspected, do not urinate before visiting a hospital.  


3.
Get help from a trusted person.

4. Inform either non-confidential sources including: the Field Supervisor, Resident

Director, homestay family or person in charge of your program group

who will then inform International & Off-campus Studies at St. Olaf. Or a confidential source:  The pastor’s office, the counseling center or SARN.   
5. Follow their guidance for medical, psychological and legal support.

6. Know that it is not your fault.

If a non-confidential source is informed of the incident, a formal investigation will occur by the college.  If a report is made to a confidential source, resources will be given to the survivor on an individual basis.  

If a friend is assaulted:


1.
Believe your friend.


2.
Take your friend to a safe place


3.
Discourage your friend from showering or changing clothes


4.
Listen without asking lots of questions.


5.
Assure your friend it was not her/his fault.


6.
Remember details to help officials

7. Let the survivor make their own decisions regarding what actions they would like to take in order for them to regain control.


8. 
Stay with your friend for support if appropriate.


WHAT ST. OLAF CAN DO!
* When on a St. Olaf program and assaulted by another St. Olaf student.  St. Olaf's policies and procedures apply.

* On a St. Olaf program and assaulted by a non-St. Olaf student, it will depend on what country you are in, and if they see sexual assault as a crime.  St. Olaf as a college 
can and will refer you to persons and agencies that can provide you with support.

* On a non-St. Olaf program and assaulted by a non-St.Olaf student, St. Olaf cannot take action against the perpetrator.  However the college can and will refer you to persons and agencies that can provide you personal support.  

PREVENTIVE MEASURES  - common sense suggestions which can assist you to have a safe experience abroad.  Remember, there is no way to prevent a sexual assault from occurring, however the following can make one more aware of their surroundings.   

· Don't let your guard down

· Be alert and aware of your surroundings

· Trust your instincts

· Do not to call attention to yourself in a different country (wild behavior, excessive drinking).

· Create boundaries within friendships that are made with foreign people (By stating to “create boundaries within friendships that are made with foreign people” the statement is not leaving room for the potential assaults by St. Olaf students.)

· Do not give out the address of where you are living.

· Have a buddy system, do not let a friend leave alone!

· Try to fit in with the culture

· Always watch your drink!  Do no accept a drink unless you have seen the bar tender/waiter pour the drink.  Do not continue to drink a beverage if it has been out of your sight.  

SARN PHONE NUMBER IS:  507-786-3777

SARN E-MAIL IS:  sarn@stolaf.edu

hs  3/24/10

Appendix F

ST. OLAF COLLEGEPRIVATE 


OFF-CAMPUS STUDIES


PHILOSOPHY, POLICIES, AND PROCEDURES

PHILOSOPHY
St. Olaf College has established and approved Off-Campus programs for the benefit of students.  These programs are by nature experiential; but they are also designed to be full academic experiences.  The traveling, with its varied experiences, is not in itself justification for the existence of these programs.  They have a solid academic base.  They are often physically demanding as well.

When you accept a place on one of these programs you are agreeing to support the policies and procedures set down to help ensure the success of the program.  You have a responsibility to make the program the best possible personal and academic experience by supporting the following policies and procedures.  Remember that there are both freedoms and limitations involved in off-campus study.

All off-campus study programs may involve risk.  It is the responsibility of students and providers to take whatever steps are necessary to minimize those risks.  Every effort will be made to protect the health and safety of students on off-campus studies programs but the International and Domestic Off-Campus Office cannot guarantee a risk-free environment or accept responsibility for accidents or illnesses on a study abroad program.

POLICIES AND PROCEDURES
Students are expected to conduct themselves in a responsible and mature manner at all times.  This includes being sensitive to cultural dress, norms and behavior in the sites visited. The Program Supervisor will inform students of the appropriate dress, norms and behavior in each site, and it is the responsibility of each student to adhere to these requirements. 

The Program Supervisor has full authority to act on behalf of St. Olaf College's faculty and administration in any matter concerning the academic program, travel procedures, or student personnel.  Should it be decided that a student must be separated from the program because of violation of rules, disruptive behavior, or conduct which could bring the program disrepute, that decision will be final.  Separation from the program will also result in loss of academic credit.

TRAVEL COORDINATION
Traveling requires organization and coordination.  Schedules for trips, movement at airports, and other areas concerning travel arrangements will often necessitate a certain regimentation.  Students are obliged to cooperate in this regard, realizing that it is imperative to follow the directions of one person at such times.

ATTENDANCE
It is essential for students to be in attendance in all classes and other scheduled activities while on an Off-Campus program.  The future of our programs depends upon the good will of our coordinators, professors, and guides off campus.  St. Olaf must protect that good will by requiring that students be present at every scheduled class and activity. In most foreign countries, it is an insult to be absent from the classroom or scheduled activity.

DRUGS AND ALCOHOL
All U.S. legal restrictions on use of drugs apply to all St. Olaf College Domestic programs.

Foreign visitors in countries abroad are particularly vulnerable when it concerns violations--intentional or unintentional--of local rules and regulations concerning alcohol and, in particular, drugs.  The process of law and punishment is far more arbitrary than within the United States and more often than not may lead to prolonged imprisonment under substandard conditions.  Consequently, it is of utmost importance for the welfare of the individual that extreme caution and prudence be applied when it concerns these matters.  

The use, purchase, or sale of illegal drugs (hallucinogens, narcotics, stimulants, or depressants) is a critical issue.  Any student who uses, buys, or sells illegal drugs will be expelled from the program and immediately returned to the United States at his/her own expense.  One violation will be cause for removal from the program. Separation from the program will result in loss of academic credit. The cost of legal advice, fines, and return travel must be borne by the violator.

The possession, distribution, or consumption of alcoholic beverages is prohibited on the St. Olaf campus, on land owned by the college, and in college-owned honor and language houses.  The consumption of alcoholic beverages is prohibited at all college-sponsored functions, no matter where located, that include students.

St. Olaf prohibits the unlawful possession, distribution, or use of illicit drugs and/or controlled substances on any property owned by the college or in any program or activity sponsored by the college in any location.

Anyone violating college policy regarding alcohol, illicit drugs, and/or controlled substances will be subject to disciplinary action.

OPERATION OF MOTOR VEHICLES
There are risks involved in operating any motor vehicle.  It is strongly recommended that students do not operate a motor vehicle in another country.  Traffic laws and regulations differ from those in the United States.  In some countries, an international driver's license is required.  If an accident occurs, you may find yourself responsible for all damages and costs.  You must therefore assume responsibility for your own safety.

VISITORS

Participants on the programs are reminded that visits by family members or friends must first be approved by the program or site director. All visitors must make their own arrangements for travel, housing and food. St. Olaf students on off-campus programs cannot offer housing accommodations, meals or participation in classes and/or field trips to non-participants without the approval of the program or site director. Any costs connected to these visits will be borne by the visitors.

INDEPENDENT TRAVEL AT END OF PROGRAM

Many students make arrangements to remain on site and/or travel rather than return directly to the

United States at the end of a program. St. Olaf responsibility for students on off-campus programs ends on the last day of the program and/or at the time the group flight departs to return to the United States.  Students assume full responsibility at that time.

GENERAL RELEASE

St. Olaf College reserves the right to make cancellations, changes or substitutions in case of emergency or changed conditions or in the general interest of the program.

INSURANCE

All participants should have sufficient health, accident, disability, hospitalization and personal property insurance to cover themselves during their participation in a program.  None of the fees paid to St. Olaf for the Off-Campus study programs are used to pay for such insurance.  St. Olaf College has no obligation to provide such insurance.  Students traveling on college sponsored international programs are covered by the College’s travel insurance program which includes a minimum coverage for emergency health care, emergency evacuation and repatriation situations.

HEALTH CONCERNS
It is to your advantage to provide information about current or past medical problems of which the Instructor should be aware.

In cases of illness of a group member, the Program Supervisor will consult with local medical authorities regarding hospitalization and treatment. In emergency situations the Program Supervisor will authorize required surgery, but in non-emergency situations will only order surgery upon receipt of parental authority.

If, in the judgment of local medical staff, serious illness warrants return to the student’s home, the Program Supervisor will make the necessary arrangements for such return and advance funds for return travel if needed. The Program Supervisor will make clear to the person involved that such financial assistance will require repayment to the college at the earliest opportunity.

In the case of medical withdrawal, the student will receive a refund of recoverable room and board charges. The student must submit a physician’s statement to International & Off-Campus Studies along with a request for the return of funds.

Note:  Depending on the program, the Program Supervisor may be one of the following:


A.  Accompanying St. Olaf College Faculty Member


B.  On-Site Program Coordinator


C.  Program Advisor


D.  Program Director
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Appendix G

Support Personnel Policy for St. Olaf Off-Campus Interims

The International and Off-Campus Studies program at St. Olaf requires that some back-up support person be available to assist all instructors of off-campus interim courses in the case of emergencies.  This role may be filled in any one of three ways, according to the circumstances:

1.  Mentees – an accompanying faculty member who is in training to lead an off-campus study program in the future.  (Occasionally an administrator or other staff person may fulfill this role in order to gain needed familiarity with the St. Olaf off-campus program.)

2.  Local contact personnel in the country where the course is being taught 

3.  Accompanying spouse or other assistant chosen by the Director of International and Off-Campus Study in consultation with the interim liaison and the interim instructor.

The compensation policy will be as follows:

1.  Mentees -  IOS program development funds will cover transportation, lodging, food and course-related incidentals

2.  Local contact personnel – No set payment will be made in advance unless a specific amount must be agreed upon in order to secure the arrangement.   (If local contact personnel are called upon to offer a substantial amount of assistance in an emergency situation, IOS may decide to compensate such persons by a one time payment after the program is over.)

3.  Accompanying spouse or other assistant from the St. Olaf community (defined as staff, administrator, faculty, student, alumni) 

 Cost of transportation, lodgings and breakfast will be figured into the budget and charged to the students who participate in the program.  This assistant will bear the additional cost of lunch and dinner and all other incidental expenses. (Assistants may elect to claim less than this full amount of compensation in order to keep down the expense for students.)

Under some special circumstances, IOS may provide an additional subsidy out of program development funds to cover the expenses of a category 3 back-up person who will have a higher than usual work load.  This need will be determined by the Director of International Studies in consultation with the staff liaison who handles the logistical planning for the interim course.  

Such cases might be:

1.  A new course that puts an especially heavy burden on the interim instructor’s time and  

energy

2. A new instructor who is handling all arrangements for the first time

3. Complicated circumstances in the country where the course is being taught.

4.  Special needs of the interim instructor (e.g. health limitations)

5.  The need to reduce the impact of unusually high costs for a particular program

Appendix H

PROGRAM DEVELOPMENT & EVALUATION

Funding Policy

INTERNATIONAL AND OFF-CAMPUS STUDIES
A request for funding a site visit from St. Olaf to an off-campus site can be made for one or more of the following reasons:


A.
To begin steps to pilot a new program;

B.
To get faculty, staff, and/or administrators to a site to become familiar with the operation/individuals/institutions in hopes of building a stronger connection between the campus and the off-campus site for purposes of program support, student recruitment;

C.
To check on the progress of students/program at a particular site either as a part of an established periodic assessment program or as the result of a perceived need to examine a program in greater detail; 

D.
To strengthen the ties between the campus and the off-campus individuals/programs/institutions.

A request for funding a visit from individuals at an off-campus site to the St. Olaf campus can be made for one or more of the following reasons:

A.
To plan, develop, or improve arrangements for off-campus programs;

B.
Purely for ceremonial/public relations reasons (i.e., honorary degrees);

C.
To explore possible new programs;

D.
To begin steps to pilot a new program.

The goal of IOS is to provide a fair and equitable system for access to site visit and program development funds. Decisions on funding of site visits will be based on finding the most economical plans in terms of human and financial resources.  

Requests for funding for one-time only site visits should be submitted by February 15 for the following academic year. Two thirds of the available funds will be allocated to those requests which are approved and one third will be held back for “emergency” or unplanned necessary visits.

Some funds might be available through other budget areas of the College (i.e., administrative budgets). Applicants are encouraged to pursue these possibilities.

Approved by IDOCS - April 22, 1997

Appendix I

PROGRAM DEVELOPMENT & EVALUATION: Request for Funds for Site Visit

Please complete the following form by answering in the space provided or by attaching your answers on a separate sheet. Return to the Office of International & Off-Campus Studies.

Name:

Name of off-campus program to be visited:

Your relationship to this program:


_____Program Director/Advisor








____Instructor








_____Developer








_____Other _________________________

Site(s) to be visited and purpose for visit. Please include how this fits into the long range plan of the program:

Proposed time period for the visit:

Promoting the integration of off-campus studies with the on-campus effort to achieve a global perspective should be a consideration for all proposals. Applicants for funds who are considering a new program should explain how the new program would expand or complement existing on or off campus programs. Describe any consultations you have had with colleagues in the relevant discipline(s) and foreign language departments and with area specialists.

Estimate of Expenses:

$______________   Airfare

  _______________ (Ground transportation)

  _______________ (Hotels, accommodations)

  _______________ (Meals)

 ________________( Incidentals)


TOTAL EXPENSES

 $______________






 ______________   Other funding being used

TOTAL REQUESTED

$______________

Comments/recommendation of Department Chair:

_________________________________________ 


 _________

            Applicant for Funds                                                


Date



__________________________________________ 
 
_________

Program Director/Advisor (For semester or year Programs only)
Date

________________________________________ 
 

_________


 Department Chair






Date

_______________________________________ 
 

_________

Director, International & Off-Campus Studies


Date

PLEASE NOTE: Applicants who have been given approval for a site visit will be asked to submit upon return a brief report to the Director of International & Off-Campus Studies, including costs incurred and issues discussed which relate to the off-campus program.

Appendix J

Off-Campus Interim Selection Criteria (not listed in order of preference)

1. Reason for choosing study abroad program.  Motivation for applying.

A. academic reasons

B. non-academic reasons

2. Grade Point Average

3. Faculty Recommendations

4. Review of student’s history of compliance with college policies

5. All other things being equal:

A. seniors and juniors have priority over sophomores

B. regularly enrolled students will have priority over graduated students

C. St. Olaf students will have priority over non-St. Olaf students

6. Personal qualities/Interpersonal skills:

A. maturity

B. independence

C. adaptability

D. ability to interact with a group

E. willingness to initiate cross-cultural opportunities

F. ability to function in stressful situations

7.
Program specific needs

Appendix K

APPLICATION FOR 


FIELD SUPERVISOR/ASSISTANT FIELD SUPERVISOR


St. Olaf College Field Supervised Programs

Information requested below should be submitted to the Director of International & Off-Campus Studies:


•Name of the field supervisor applicant


•Name of the assistant field supervisor applicant


•Program for which you are applying


•Year(s) for which you are applying 

GENERAL INFORMATION 


1. Why are you interested in the program and the specific geographic areas?


2. What are your relevant qualifications and background for the position?


3. Why would this particular year be a good one for you to lead the program? Would it be possible for you to take a program at another time?


4. Will you be available for recruitment, orientation, and re‑entry the academic year preceding the program and the semester following the program?  If no, explain.

ACADEMIC CONSIDERATIONS   


1. What is the course you propose to teach and how will it coordinate with the other courses in the program. 


2. What resources are currently available to you, or that you hope to explore for 
    
  the development of your course? 


3. What are the advantages of teaching your course in the host country(ies)? 


4. How would your course help students understand the cultures visited as well as their own American culture?

PROFESSIONAL DEVELOPMENT CONSIDERATIONS


1. In what ways will this program serve as professional development for you?  

How do you expect this program to enhance your courses or research when 

you return to campus?


2. How will your participation strengthen the on‑campus curriculum and 


programs, as well as the international studies programs themselves?

2. How do you envision your on‑going participation in the area of international 

education?

APPENDIX L

St. Olaf College Interim Program Applications: Off-Campus Supplement

1. Proposals for off-campus Interim courses shall demonstrate the centrality of the course to the college curriculum. Furthermore, they shall provide a rationale for conducting the course off-campus by explaining the significance of the location(s) to the overall educational experience. The proposal and Off-Campus Supplement together shall provide a clear picture of the careful integration of course content and on-site living and learning opportunities.

2. Itinerary: Provide an itinerary for the proposed course and include a rationale which relates the itinerary to the academic goals of the course. 

3. Daily Schedule: Provide a description of a typical day on site (include daily schedule, description of traditional academic learning and/or experiential learning activities, and student options for free time). 

4. Language Issues: If English is not the language of the location of the interim course, will there be a language prerequisite for the course? If not, how will participants carry out their course work and interact with the local populations? 

5. Cross Cultural Learning: Provide a description of how the course will assist students in developing cross cultural competency.

6. Homestays: If the Interim involves a homestay experience, describe the length of the homestay, the individuals and/or organizations responsible for arranging homestays, and the criteria used to select host families. 

7. Suggested Minimum and Maximum Enrollments: What are your suggestions for minimum and maximum number of students for this interim? Please provide a rationale for these numbers. 

8. Instructor Qualifications: Provide an account of previous experience in the countries and cultures to be visited (and/or an indication of how you plan to acquire additional knowledge); benefits to your professional development; and previous experience with leading student groups off-campus. Describe your language skills and/or in-country experience if appropriate to the course. 
Additional Signatures Certifying Approval
_______________________________ _______________________________
Program or Concentration ............................... Signature 

_______________________________ _______________________________
Program or Concentration ............................... Signature 

	APPENDIX M

   Off-campus Interim Course Budget Form
	
	
	

	
	
	
	

	COURSE____________________________________________________
	

	The following costs will be included in the per student course charge beyond comprehensive fee

	  for the above course based on the minimum target enrollment of  ______  students.

	Maximum enrollment _________.
	
	
	

	
	
	
	

	PART   I
	Total Cost
	Per Student
	

	
	
	
	

	A. INSTRUCTOR EXPENSES
	
	
	

	    Transportation  air 
	
	
	

	    Transportation  rail
	
	
	

	    Transportation  other
	
	
	

	    Lodging  location 1
	
	
	

	                  location 2
	
	
	

	                  location 3
	
	
	

	                  location 4
	
	
	

	    Meals
	
	
	

	    Events: tickets, admissions, excursions, other
	
	

	    Group Incidentals
	
	
	

	    Personal Incidental ( $250 dom. $350 Int'l.)
	
	
	

	TOTAL Instructor Expenses
	 
	 
	

	
	
	
	

	B.  DIRECT STUDENT EXPENSES
	
	
	

	
	
	
	

	    Transportation   air
	
	
	

	    Transportation   rail
	
	
	

	    Transportation  other
	
	
	

	    Lodging  location 1
	
	
	

	                  location 2
	
	
	

	                  location 3
	
	
	

	                  location 4
	
	
	

	    Meals
	
	
	

	    Honorariums, fees
	
	
	

	    Events: tickets, admissions, excursions, other
	
	

	    Free-time per diems
	
	
	

	    Group incidentals:  communications, supplies
	
	

	    Other  (explain) 
	
	
	

	TOTAL COURSE EXPENSE BILLED BY ST. OLAF  (A+B)
	 
	 
	

	 
	 
	 
	

	PART II  ADDITIONAL STUDENT EXPENSES
	 
	PER STUDENT
	

	    Spending money needed
	
	
	

	    Books
	
	
	

	    Other  (explain)
	
	
	

	TOTAL ADDITIONAL EXPENSES NOT BILLED
	 
	 
	

	
	
	
	

	Submitted by __________________________
	Date ___________
	

	Budgets will be reviewed by International and Off-Campus Studies  
	  
	


APPENDIX N
Guidelines for Letter of Intent for Repeat Interim

If an instructor is repeating an off-campus interim course that has been taught within the past four years, it is sufficient to submit a letter of intent that provides the information listed below.  This letter should be submitted on November 10, fourteen months before the course is to be taught.  

The Letter of Intent must include:

1. Title of the course and course number.

2. Pre-requisites required for applicants.

3. Any major, concentration, or GE attributes offered in the course.  (Please indicate those that have been previously approved and those for which you intend to make a new application.)

4. Indicate any changes you plan to make in the itinerary, activities or course assignments. (If the changes amount to a significantly different course, the Curriculum Committee may request that you provide more detailed information.)  

5. The Letter of Intent must include the signatures of the Instructor and the Department Chair.  

Attach to this letter a tentative syllabus and updated itinerary.

Also attach the Interim Checklist, which consolidates key information needed for the review process.  Note: fill in numbers (as accurately as possible) in items noting certain expectations for approval.

Note: If you are making major changes in the itinerary, work with your liaison in the Off-Campus Studies Office to prepare a new budget estimate. The budget form is available on the Curriculum Committee web page.  Follow the link to “Forms and Documents.”

The budget can be revised later and should be finalized by March 1, again in collaboration with your IOS office liaison.

APPENDIX O

Guidelines for Required Faculty Narrative Reports   

Reports of off-campus Interim courses not only document educational experiences, but also provide IOS and the Curriculum Committee with key information for program assessment as well as easy reference for future leaders. Different formats are acceptable, i.e., either in narrative or list format, but please provide information about the following issues: 

1. SELECTION PROCEDURES AND COMPOSITION OF GROUP: 
Comment on the composition and approach to selecting the Interim group. 

2. ORIENTATION/PREPARATION: 
Comment on what either helped or was counter-productive in terms of: 

· Your own instructor-led orientation sessions for your students 

· Work with IOS liaison 

3. ACADEMIC ISSUES: 
· What worked well on your interim in terms of pedagogical issues, level of rigor/challenge, particularly good assignments, and quality of learning demonstrated?

· What could be done to improve this academic experience the next time this Interim is offered?

4. ACADEMIC USE OF THE OFF-CAMPUS SETTING 
· Did teaching off-campus especially enhance learning for your student group?

· Describe how you made good use of the particular setting of your interim course to address any or all of the following areas of learning: 

Cross-Cultural Learning – efforts to encounter and analyze the way of life of a different group of people in order to promote both self-awareness and understanding of cultural differences. 

Experiential Learning – how did the course incorporate direct experiences and use critical reflection on these experiences as a method of gaining knowledge or skills? 

Site-Based Learning – if the study of culture is not a central focus of the course, e.g. a science course, how did use of the specific site location enhance learning in other ways.

5. LOGISTIC ISSUES:
· Comment as needed on changes necessary on each of the major stops in the itinerary. Please feel free to incorporate these suggestions directly onto a copy of your itinerary. 

Accommodation 
Laundry 
Meals 
Transportation
Host Agent(s) 
Guide(s) (It helps future programs to note names of guides) 
What was the ratio of scheduled to free time? Please recommend changes if necessary. 

6. FINAL THOUGHTS 

· Please provide any further advice you have for future leaders (and students) on this particular Interim. 

Narrative reports are due to the Director of International and Off-Campus Studies at the beginning of March. If your interim is offered for the first time and is being re-submitted for the next year, you must submit both the budget and the narrative report by mid-February.  This document is also available online at: http://www.stolaf.edu/committees/idocs/newnarrativeguidelines.html
Appendix P

Mentee Policy

The following guidelines apply:    

1. The mentee must not be scheduled to teach during the January interim.  Serving as a mentee does not count as teaching a course, so the mentee will normally have a 3-0-3 teaching load.

2. A faculty member who wishes to be considered for the mentoring program must make his/her request (in writing) to the Director of International and Off-Campus Studies.  The faculty member should not contact January off-campus interim instructors directly.  The Director of the Office of International and Off-Campus Studies will conduct the discussions with the possible mentors.

3. The request should include:



A list of January off-campus interims that the mentee would prefer

A proposal for mentee involvement in a future off-campus study program following the mentoring program

The signatures of the mentee's Department Chair and Associate Dean signifying approval of the mentee involvement in the Mentoring Program

4. The faculty instructor (mentor) must have taught at least one off-campus program prior to the start of the mentoring program.

5. All direct program costs (including travel, accommodations, 2 meals per day) for the mentee will be covered by the development fund of International and Off-Campus Studies.

6. A faculty mentee is expected to devote his or her entire effort to the program.  Accordingly, family members may not accompany a mentee.

7. Applications should be submitted one year prior to the start of the interim period for which 

the mentee is applying.

Guidelines for the Mentee Report

After the Interim program is over, mentees should submit a brief report to the Director of International Studies addressing the following questions:


1. What role did you played during the interim?
    Did your mentor ask you to take on any particular tasks?  
    Did you volunteer to take on any particular responsibilities to help out your mentor or the students?
    Did you participate fully in all the activities planned for students?
    Did you undertake any other exploratory activities that might benefit you as a future study abroad instructor?
2. What did you personally learn from the mentee experience?  How did it benefit you?
3. Did it increase or decrease your interest in leading an interim or semester program off-campus in the future?
    Why or why not?
    If you continue to be interested, are you thinking now about any next steps?

APPENDIX Q

Members of the Program Advisory Committees

Global Semester

Term in Asia

Term in the Middle East

Environmental Science in Australia

Appendix R

Faculty Led Programs and Courses

	Program
	Country
	Course

	Global Semester
	Egypt
	History

	
	India
	Religion

	
	Hong Kong
	Art

	
	South Korea
	Sociology

	
	All
	Field Supervisor (Cross-Cultural)

	Term in Asia
	China
	Environmental Studies

	
	Thailand
	Sociology

	
	
	Thai Language

	
	Viet Nam
	History

	
	All
	Field Supervisor (varies)

	Term in Middle East
	Turkey
	Political Science

	
	Morocco
	Sociology

	
	Egypt
	History

	
	All
	Field Supervisor (varies)

	Environmental Science
	Australia
	Marine Biology

	
	
	Terrestial Biology

	
	
	Sociology/Anthropology

	  
	
	Political Science

	
	
	

	
	
	

	
	
	

	  
	
	


Appendix S

Field Supervisor Courses During the Past Fifteen Years

TERM IN ASIA

1997-98:
Cities and Economic Development in Asia



Steven Soderlind, Economics

1998-99:
A Cross Cultural Perspective



David Van Wylen, Biology


1999-2000:
Political Science



Rod Grubb, Political Science

2000-2001:
On-site/Insight:  Comparative Visual Cultures



Mary Griep, Art

2001-2002
"The Influence of Eastern Religious Ideas on American Writers"

Eric Nelson, English


2002-2003
Women in Asia: Literature and Lives



Mary Titus, English

2003-2004
The Arts of China



Mary Griep, Art

2004-2005
Tradition and Change in Contemporary Asia


Bruce Nordstrom-Loeb, Sociology

2005-2006
Cancelled
2006-2007
Emerging Diseases in Asia


Ted Johnson, Biology

2007-2008
Food, Farming and Families in East/SE Asia


Kristina MacPherson, Asian Studies

2008-2009
The Ethics of Travel: Pilgrims and Tourists


John Barbour, Religion

2009-2010
Religious Pluralism in Asia and America


Bruce Benson, Religion

2010-2011
Cancelled


TERM IN THE MIDDLE EAST

1996-97:
Religious Tolerance



Edward Langerak, Philosophy

1997-98:
The Meeting of East and West



Rod Grubb, Political Science

1998-99:
Art and Architecture of the Middle East



Malcom Gimse, Art

1999-2000:
Christian Theology in the Mediterranean World



Charles Wilson, Religion

2000-2001:
Culture, Conflict and Change in the Middle East



Bruce Nordstrom-Loeb, Sociology/Anthropology

2001-2002
Geometric Forms and Images in Islamic Cultures



Richard and Wendy Allen

2002-2003
Program Suspended

2003-2004 Program Suspended

2004-2005       Cross-Cultural Learning in Context



Pat Quade, Theatre/ International Studies

2005-2006
Sacred and Secular Manifestations of Three Religious Cultures


Mac Gimse, Art History

2006-2007
Islam and Civil Society


Sheri Breen,  Political Science

2007-2008
Cultures and Morality: Middle East Perspectives


Chuck Huff, Psychology

2008-2009
Water and the Middle East


Dave Van Wylen, Biology

2009-2010
Religion and Society in the Middle East


Bruce Nordstrom-Loeb, Sociology

2010-2011 Rights, Religion and Pluralism in the Middle East

Ed Langerak, Philosophy

GLOBAL SEMESTER

1997-98:
Global Issues: A Cross-Cultural Perspective


Myron Solid, Education
1998-99:
Global Issues: A Cross-Cultural Perspective


Ted Johnson, Biology

1999-2000:
Global Issues: A Cross-Cultural Perspective


David Wee, English

2000-2001:
Global Issues: A Cross-Cultural Perspective


Mac Gimse,  Art History

2001-2002
Global Issues: Ethical Issues in a Multicultural Perspective


John Barbour, Religion

2002-2003
Global Issues: Economic Links


William Carlson, Economics

2004-2005
Religious Ideas – Cultural Consequences


Bruce Benson, Religion

2005-2006
Cultural Identity and Technology- An Uneasy Alliance?


Richard and Wendy Allen, Mathematics and French

2006-2007
Culture and the Self


Donna McMillan, Psychology

2007-2008
Jesus in Cross-Cultural Perspective


DeAne Lagerquist, Religion

2008-2009
The Interplay of Traditional Cultures and the Forces of Globalization


Richard and Wendy Allen, Mathematics and French

2009-2010
Writing Travel


Jonathan Hill, English

2010-2011 Media and the Global Village
William Sonnega, Speech-Theatre

APPENDIX T

Recent Off-Campus Interim Courses

Interims 2010       (30) 

AMERICA, NORTH

Art 246: New York Art Interim

Biology 281: Winter Ecology

Biology 282: Desert Biology

Education 170: Schools and Urban Communities

Education 378: Multicultural Education Hawaii

Interdisciplinary 255: The Physician in Clinical & Hospital Health Care

EUROPE

Art 255: Italian Art in Context

Classics 251: Classical Studies in Greece

English 252: Modern Irish Literature

French 275: Interdisciplinary French Studies in Paris

German 233: Language and Culture Studies in Germany

Interdisciplinary 258: Theater in London

Math 234: The Structure of Higher Mathematics in Budapest

Music 236: The Music and Culture of Norway

Political Science 240 – Political Identities Central Europe

Religion 259: Religion and Culture in Rome

*Religion 272: Sacred Place in Greece and Turkey

Russian 256: Theater in Russia

*Spanish 270: Spain’s Cultural and Linguistic Legacy

AFRICA

*French 233: 235  Foreign Language and Moroccan Culture

*Mathematics 218  Geometry and Decorative Arts of Morocco

Religion 251: Religion and Cultural Diversity in South Africa

ASIA

*Asian Studies 200: Arts and Cultures of Japan

Asian Studies 212: National Identity in China and Japan

Economics 218: Economic Progress in China

Interdisciplinary 97:264J: Development & Community in Bangladesh (HECUA)

AMERICA: SOUTH AND CENTRAL

Biology 284: Peruvian Medical Experience

Chemistry 260: Medicinal Chemistry in Jamaica: An International. Perspective

Spanish 233: Intermediate Spanish II in Ecuador

Spanish 234: Intermediate Spanish II in Costa Rica

Interim 2011   (31)

AFRICA

French 235: French Language and Moroccan Culture in Fes

ASIA

Art/Asian Studies 262: Sacred Sites of South Asia

Asian Studies 215: Meeting Sojourners

History/Asian Studies 262: National Identity and Ethnicity in China

Interdisciplinary: Development & Community in Bangladesh (HECUA)

Sociology/Anthropology 232: Thailand: Culture, Institutions and Interactions

EUROPE

Classics 251: Classical Studies in Greece

French 275: Interdisciplinary French Studies in Paris 

German 239: German Culture and Language Studies in Vienna

German 247: Mare Balticum


Interdisciplinary 258: Theater in London

Mathematics 239: Number Theory - Budapest 

*Political Science 234: World Courts in Europe

Political Science 240:  Changing Political Identities in Coastal Central Europe

Religion 262: Catholic Rome, Lutheran Wittenberg

Statistics 285: Global Health and Biostatistics in Geneva

MICRONESIA AND HAWAII

*Nursing 221: Health and Culture in Micronesia

MIDDLE EAST

*Religion 271: Historical Geography and the Bible in the Holy Land

NORTH AMERICA

Art 246  New York Art Interim 


Education 170: Schools and Urban Communities

Education 260: Perspectives in Education 

Education 378: Multicultural Education Hawaii 

Interdisciplinary 255: The Physician in Clinical & Hospital Health Care 

Psychology 227: Environmental Psychology – Rocky Mountains

Religion 243: Living Faith: Theology and Practice at Holden Village

SOUTH AND CENTRAL AMERICA

Art 106: Drawing from Nature in the Bahamas

Biology 284: Peruvian Medical Experience

Biology 288: Equatorial Biology

*Interdisciplinary: Social and Polical Transformation in Ecuador (HECUA)

Spanish 233: Intermediate Spanish II in Ecuador

Spanish 234: Intermediate Spanish II in Costa Rica 

 [courses marked with a *  are new ]
APPENDIX U

PROGRAM ADVISERS 2010-2011

AFRICA

ACM Botswana/Tanzania

Joseph Mbele

Ghana




Joan Hepburn 

Namibia



Joan Hepburn 

Senegal



Wendy Allen

LCCT Tanzania


Joseph Mbele

South Africa



Eric Lund

DOMESTIC
ACM Chicago Arts


Gary Gisselman

ACM Chicago Business

Sian Muir

City Arts (HECUA)


Jan Hill

BA-BSE



David Dahl

HECUA MUST


Steve Soderlind

HECUA Environ Science

Steve Soderlind

National Theatre Institute

Dona Freeman

ACM Newberry


Mary Trull

ACM Oak Ridge


Kim Kandl

Oregon Extension


Peder Jothen 

AICA Art



Meg Ojala 

ACM Urban Studies


Steve Soderlind

Washington Semester


Dan Hofrenning

Washington Intl Internships

Sandy Malecha

HECUA Board Member

Steve Soderlind

HECUA Writing for Soc Change
Jan Hill

LATIN AMERICA
ACM Latin Am Cult


Leon Narvaez 

ACM Tropical Field


Kathy Shea

HECUA CILA



Chris Chiappari 

IES Buenos Aires


Jeane Delaney

CIEE Valpariso


Jeane Delaney

CGE Central America


Chris Chiappari

Mexico SW Program


Naurine Lennox 

AROUND THE WORLD

Global Semester


 Donna McMillan

ASIA

Bio in S. India



Sara Fruehling/Anne Walter/Mike Swift

ACM India


            DeAne Lagerquist

S/S Indonesia



International Studies

ACM Japan



Rika Ito

Ferris University


Rika Ito

Nagoya University


Rika Ito

Nagasaki University


Rika Ito

S/S Korea



International Studies

Yonsei




Karil Kucera

Student Teaching Abroad

Heather Campbell

Term In China



Pin Wan

Term in Asia



John Barbour

AUSTRALIA AND NEW ZEALAND


Env Science in Australia

Paul Jackson

Curtin University

 
Karen Wilson

Otago University


Sian Muir 

EUROPE
Programs in France


Wendy Allen

IES Paris



Wendy Allen

Programs in Germany


Karl Fink

University of Aberdeen

Diana Postlethwaite

CMRS




Karen Marsalek 

University of East Anglia

Diana Postlethwaite

University of Lancaster

Bob Hanson

University of Sheffield  

Kim Kandl

London School of Economics

Rick Goedde

Harris-Manchester


Charles Taliaferro

Budapest



Bruce Hanson

Ireland (and N. Ireland) 

Colin Wells

ACM Florence


Nancy Thompson 

ACM London/Florence

Nancy Thompson 

IES Milan/Vienna


Dan Dressen 

CIEE St. Pete



Irina Walter

Novgorod



Irina Walter

DIS 




Margaret O’Leary/Rick Goedde

HECUA Divided Europe

Kari Lie

HECUA SUST


Kari Lie

Programs in Norway


Kari Lie

Oslo Summer School


Torild Homstad (Program contact)

CIEE Seville



Leon Narvaez 

College Year in Athens

Tim Howe

MIDDLE EAST

Term in the Middle East

Dave VanWylen

Am Univ Cairo


Jamie Schillinger

Bogazici University-Turkey

Jamie Schillinger

Appendix V

Approved St. Olaf Programs 

St. Olaf Faculty-Led Programs

Term in Asia


Term in the Middle East


Global Semester


Environmental Science in Australia

St. Olaf-Designed Programs

Term in China



Biology in South India


Study/Service


In-Service Teachers

Consortial Programs

International:

Associated Colleges of the Midwest (ACM)




Botswana




India




Japan




Florence




London/Florence




Tanzania




Costa Rica 

 



Higher Education Consortium for Urban Affairs (HECUA)




Culture and Society in Latin America (CASLA)




Community Internships in Latin America (CILA)




Scandinavian Urban Studies (SUST)




South American Urban Studies (SAUS)




Environment, Economy and Community in Latin America (EECLA)




Northern Ireland: Democracy and Social Change


Lutheran College Consortium for Tanzania (LCCT)

Center for Global Education



Central America – Sustainable Development

Social Work in Mexico

Namibia

Domestic: 


Associated Colleges of the Midwest (ACM)




Chicago Semester in the Arts




Chicago Urban Studies

Chicago Business -Entrepreneurship





Newberry Library Program in the Humanities




Oak Ridge Science Semester






Higher Education Consortium for Urban Affairs (HECUA)




City Arts




Metro Urban Studies Term (MUST)




Environmental Sustainability




Writing for Social Change

Brokered Programs


Council on International Educational Exchange (CIEE)




Chile

Ghana




Spain - Seville 




France - Rennes




Russia - St. Petersburg




Senegal




South Africa – Cape Town

Institute for the International Education of Students (IES)




Argentina

Paris




Milan




Vienna


Budapest Semesters in Mathematics


Denmark International Studies

International - Summer  only:


International Summer School - University of Oslo

Domestic:


Oregon Extension



National Theater Institute

Exchange Programs



University of Konstanz



Humboldt University - Berlin





Yonsei University - Korea


Ferris University - Japan


Nagoya University - Japan


Nagasaki University - Japan



Bogazici University – Turkey



University of Oslo





University of Tromsø



Telemark University College



Norwegian University of Science and Technology - Trondheim

Direct Enrollment Programs

International:


Curtin University - Australia


Centre for Medieval & Renaissance Studies - Oxford


University of Aberdeen



University of East Anglia



University of Lancaster



University of Sheffield


University College Dublin



National University of Ireland- Galway



Centre International d'Etudes Françaises, Angers



Novgorod State University – Russia


Semester in Siberia - Irkutsk



College Year in Athens


University of Otago – New Zealand
International - Year long only:


Harris Manchester College, Oxford University

London School of Economics


Trinity College of Dublin

Domestic: 



Oregon Extension


Washington Semester




Washington Internship Institute



Semester at an Independent College of Art

Domestic - Degree Programs:


BA/BSE Program-Engineering, Washington University



BA/BSE Program-Engineering, University of Minnesota
APPENDIX W    
Credits and Grading
From the St. Olaf Academic Catalog

http://www.stolaf.edu/catalog/1011/academicregs/transferring.html
Policies Governing All Transfer of Credit To St. Olaf College: 

1. Credit for work done at other regionally accredited colleges or universities, if satisfactory in grade and applicable toward a liberal arts degree, is generally allowed to count toward a bachelor’s degree at St. Olaf, with some restrictions; see #6 below. A “regionally accredited college or university” means a liberal arts institution accredited by an approved regional accrediting commission. St. Olaf excludes vocational, technical, business, and on-line/correspondence institutions, even if regionally accredited.

2. The following are not transferable as St. Olaf credit: courses that are essentially workshops, camps, summer theater, guides, summer jobs, assistantships, and travel programs; music ensemble participation credits (band, choir, orchestra, etc.); intercollegiate athletic participation; internships and/or independent study courses taken through another regionally accredited college or university. Courses of fewer than four weeks in length (regardless of the number of class contact hours) are not transferable as St. Olaf credit. Students thinking of taking “Extension School” courses at the University of Minnesota or elsewhere must check with the registrar. 

3. One St. Olaf course credit is equivalent to 4.00 semester or 5.50 quarter credits (hours). A course must meet the normal requirements of a minimum of 36 class contact hours to qualify for St. Olaf credit. If a St. Olaf student has previously taken work on a semester and/or quarter system, semester credits are counted separately from quarter credits and all are converted, using the transfer course scale, to St. Olaf course credits. Once the conversion has been made, the course credits are added together to determine the total number of course credits transferred. 

 
      Transfer Course Scale: Semester and Quarter Credits Converted to St. Olaf Courses 
0-3 qtr. crs. or 0-2 sem. crs. = 0 St. Olaf course
4-7 qtr. crs. or 3-5 sem. crs. = 1 St. Olaf course
8-12 qtr. crs. or 6-8 sem. crs. = 2 St. Olaf courses
13-18 qtr. crs. or 9-12 sem. crs. = 3 St. Olaf courses
19-23 qtr. crs. or 13-16 sem. crs. = 4 St. Olaf courses
24-29 qtr. crs. or 17-19 sem. crs. = 5 St. Olaf courses
30-34 qtr. crs. or 20-23 sem. crs. = 6 St. Olaf courses
35-40 qtr. crs. or 24-27 sem. crs. = 7 St. Olaf courses
41-45 qtr. crs. or 28-30 sem. crs. = 8 St. Olaf courses
46-50 qtr. crs. or 31-34 sem. crs. = 9 St. Olaf courses
4. Only courses graded at C or higher at the original institution are given credit for appropriate courses through transfer. The actual grades earned at other institutions are entered on the student’s St. Olaf record but are not considered graded courses that count toward the St. Olaf grade point average. The college does not accept pass (P) or satisfactory (S) grades from other institutions.
5. Non-St. Olaf off-campus work during summer school or a term or more of an academic year through another college/university must be evaluated and approved by the registrar in advance. Students must submit a transfer of credit form for pre-approval. The student is given a copy of the approved form as a receipt; the registrar retains the original. An official transcript reflecting the completed course work at the host college/university must be sent by that institution directly to the St. Olaf registrar before credit transfer can be considered. The registrar may also request a photocopy or printed copy of the Web pages of the relevant portion of the host college’s catalog and the class schedule, course outlines, or syllabi. 
6. Current students should be aware of restrictions on the number of courses that can be transferred from other institutions. In most cases, after students have matriculated at St. Olaf, they may subsequently transfer a maximum of 4.00 equivalent St. Olaf courses from other colleges or universities to St. Olaf for degree credit; only two (2) general education requirements may be awarded. This applies, as well, to students who take a leave of absence from St. Olaf. A transfer student may be allowed fewer than four equivalent St. Olaf credits after matriculation, depending upon the total credits initially transferred. The specific number allowed is found on the student’s degree audit. 

Course credits earned on St. Olaf-sponsored off-campus programs or through inter-registration with Carleton College St. Olaf-sponsored or an approved interim exchange program are excluded from these restrictions. 
7. Transfer courses may reduce a student’s requirements under the 24-graded-course rule under GENERAL GRADUATION REQUIREMENTS. Consult the reduced graded course scale under GRADED AND UNGRADED COURSES in this catalog.
8. Juniors and seniors planning transfer work from other institutions must be aware of the St. Olaf senior residency requirement. New transfer students must complete a minimum of 17.00 credits at St. Olaf or through St. Olaf programs. Current students must enroll full-time both semesters of their senior year or complete 9 of their last 12 credits at St. Olaf.
9. Genderal Education (GE) Accreditation: If transfer work is accepted for St. Olaf credit, the Registrar’s Office may authorize GE credit for such work in accordance with the GENERAL EDUCATION ACCREDITATION OF ST. OLAF-APPROVED TRANSFER COURSES AND OFF-CAMPUS COURSEWORK . New entering transfer students receive a written evaluation of credits accepted by St. Olaf from the Registrar's Office.

At least three (3.00) semester or four (4.00) quarter credits (hours) are required for a transfer course to fulfill a particular general education requirement. A course worth fewer than three semester or four quarter credits cannot by itself satisfy a St. Olaf general education requirement or be applied to a major. 

The following GE requirements are waived for transferred students under certain circumstances: 
The First Year Writing (FYW) requirement is waived for students entering with fifteen (15) or more transfer credits (junior standing). 
Writing in Context: One Writing in Context requirement (WRI) is waived for students entering with six to fourteen (6-14) transfer credits (sophomore standing); two Writing in Context requirements (WRI) are waived for students entering with fifteen to eighteen (15-18) transfer credits (junior standing). 
The Biblical Studies requirement (BTS-B) is waived for students entering with fifteen (15) or more transfer credits (junior standing).
10. Students wishing to apply a transfer course toward a major or a concentration should consult with the department chair or program director. Courses not granted preliminary approval for transfer by the registrar are not allowed for transfer credit, regardless of the judgment of a department or program about their suitability for a major. 
11. Consult the policy on FOREIGN LANGUAGE (FOL) and ENTERING ST. OLAF. 
Transfer Students (students currently enrolled at other institutions wishing to transfer to St. Olaf): Additional Policies 
1. Transfer students should seek admission to St. Olaf by contacting the director of admissions. During the admissions process, the registrar is asked by the Office of Admissions to provide the applicant with an evaluation of transfer credit, based on official transcripts. For additional information, see http://www.stolaf.edu/admissions/applying/transfer.html .
2. All students transferring to St. Olaf from other colleges or universities must be aware of restrictions on the number of transfer credits allowed after matriculation to St. Olaf. The number of additional transfer credits allowed is printed on the degree audit. 
3. Transfer students should become familiar with the college’s S/U policy. Students who are transferring more than six courses to St. Olaf from another institution may have the allowable number of permitted S/U courses reduced by scale. This scale is recorded by the registrar on the evaluation of transfer credit form returned to the transfer applicant during the admission process and is posted on the student’s degree audit.
4. Transfer students who have previously received college credit for courses taken in high school or college courses taken while in high school should be aware of the college’s policies. See PRE-COLLEGE CREDITS APPLIED TO ST. OLAF COLLEGE. College Board Advanced Placement credit is considered if the transfer student provides St. Olaf with the original scores. 
GENERAL EDUCATION ACCREDITATION OF ST. OLAf-APPROVED TRANSFER COURSES AND OFF-CAMPUS COURSEWORK 
General Policies For Accreditation Of All non-St. Olaf General Education Credit 
1. Courses taken by St. Olaf students at colleges and universities within the United States and on St. Olaf-approved off-campus programs, at the appropriate level and worth the equivalent of three semester credits or four quarter credits, may earn general education (GE) credit if they meet the criteria listed under the Comprehensive Graduation Requirements. The amount of GE credit a student may earn will depend on the source of the work being accredited, that is, whether it was earned through work completed prior to enrollment at St. Olaf, work completed on a faculty-led international program, work completed at another university, etc. Non-St. Olaf abroad program courses do not fulfill any General Education requirements. 
2. At least one of the two courses in each of the following general education requirement categories must be taken from a St. Olaf faculty instructor. 
Historical Studies in Western Culture (HWC)
Studies in Human Behavior and Society (HBS)
Studies in Natural Science (NST) for students entering in 2007 or before 
Scientific Exploration and Discovery (SED) / Integrated Scientific Topics (IST) for students entering in 2008 or after 

Exception: If a student has received credit for one of the above general education requirements through pre-college credit, s/he may receive credit for the other one via a St. Olaf-approved off-campus program.

3. Double-counting for off-campus courses instructed by non-St. Olaf faculty is permitted only for the following types of courses:

Courses appropriate to the Writing in Context requirement (WRI)
Courses appropriate to the Multicultural Studies Global Course requirement (MCS-G/MCG) or Domestic Component requirement (MCS-D/MCD). Such courses may meet one additional GE requirement if they meet the relevant guidelines described under the COMPREHENSIVE GRADUATION REQUIREMENTS. 
4. With the approval of the relevant department chair or program advisor, off-campus advisor, off-campus courses may meet a major or concentration requirement in addition to meeting a GE requirement. 

APPENDIX X     

General Education Policies and Procedures
From the St. Olaf Academic Catalog
http://www.stolaf.edu/catalog/1011/international/overview.html
Policies and Procedures 

Students are responsible for adhering to the regulations and policies contained in the Academic Regulations section of this catalog. In particular, students on St. Olaf off-campus programs are directed to refer to the policies on “Graded and Ungraded Courses” for full details on how off-campus programs affect this graduation requirement.

Qualifications 

Nearly all St. Olaf students who study off campus do so during their sophomore, junior or senior years. (A few interims are open to first-year students.) The college’s 4-1-4 calendar (two semesters separated by an interim in January) contributes to the flexibility: it enables students to participate in programs that last a month, a summer, a semester, half a year or a full year. 

Students intending to take part in a recognized program off campus must be in good academic standing, be sufficiently mature to benefit from such study, and physically able to participate in the core activities of the program. Many programs have prerequisites, including introductory or advanced courses in a specific discipline or certain levels of language proficiency. Some programs are competitive, and applicants will be accepted based on meeting a standard set of criteria governing the selection process. Details about all St. Olaf-approved semester and year-long programs, program advisors, prerequisites and application deadlines and procedures are found in the international and off-campus program brochure, published every fall by the Office of International and Off-Campus Studies. Interim offerings are detailed in the off-campus interim brochure published each spring by the Office of International and Off-Campus Studies. This information is also available on the International and Off-Campus Studies Web site.

Fees 

Students in all St. Olaf-sponsored programs pay the St. Olaf tuition plus additional travel and on-site costs that vary, depending on the nature of each off-campus program. Apart from these payments, students are expected to cover passport fees, the cost of additional independent travel and personal expenses on their own. St. Olaf financial aid is available for St. Olaf off-campus programs. Information about special scholarships for off-campus study is available from the Financial Aid Office or the study abroad advisor in the International and Off-Campus Studies Office. 

Grades, Credits, Registration 

All off-campus courses are graded and appear on the transcript, but only those letter grades given for a course taught by a St. Olaf faculty member are calculated into a student’s grade point average. 

In order for a student to receive academic credit for off-campus study sponsored by an institution with which St. Olaf has a program relationship, registration must be completed in advance through St. Olaf College. 

All credits earned on St. Olaf-approved programs are viewed as resident credit. In most cases, students can expect to earn the same amount of credit on an off-campus program that they would earn on campus during a comparable period of time. 

Students studying on St. Olaf off-campus programs should be aware of the “24 graded courses” graduation requirement. Full details on how this requirement is affected by off-campus courses is found in the Academic Regulations section of this catalog.

St. Olaf’s S/U policy applies to courses taken on off-campus programs. 

Credits for Non-St. Olaf Terms Off-Campus 

Students may earn elective credit and credit toward a major, but they may not fulfill general education requirements through such programs.   A maximum of four credits may be earned by transfer from study abroad during a leave of absence.  While on a leave of absence from the college, these students may not register for subsequent St. Olaf terms through a proxy.  

http://www.stolaf.edu/catalog/1011/academicregs/offcamp-stolaf.htm
OFF-CAMPUS PROGRAMS 
ST. OLAF-SPONSORED
St. Olaf offers a rich variety of off-campus programs. They are defined only in this catalog, in the St. Olaf Off-Campus Studies Catalog and on the Office of International and Off-Campus Studies Web site. Specific questions should be directed to the Office of International and Off-Campus Studies or to the faculty advisor of each off-campus program. See: INTERNATIONAL AND OFF-CAMPUS STUDIES: GLOBAL PERSPECTIVE. 
Eligibility 
Off-campus study opportunities are available to students who meet the requirements of the host institution and the St. Olaf prerequisites. Certain programs have limitations based on a student's class year; others are open to sophomores, juniors, and seniors. All off-campus programs are closed to first-year students with the exception of certain language interims. However, a first-year student may file an application during the first year for participation in the sophomore year. Students on academic probation may file an application for participation but must be declared off probation by the end of the semester prior to planned international participation. 

Registration 
Students going on off-campus programs will be registered by the Office of International and Off-Campus Studies. In order for a student to receive academic credit for off-campus study sponsored by an institution with which St. Olaf has a program relationship, registration must be done in advance through St. Olaf College. Students on St. Olaf-sponsored off-campus programs may have a resident student proxy register for them for the next St. Olaf term. St. Olaf’s satisfactory/unsatisfactory (S/U) policy applies to courses taken on off-campus programs. Students must notify the Office of International and Off-Campus Studies in writing to change a course credit from graded to S/U or S/U to graded where these options exist. If this is done by mail, postmarks must conform to deadlines posted on the registrar’s calendar. 
Credit 
Students considering an off-campus program must consider major and general education requirements to make sure participation will not jeopardize normal progress toward graduation. 

Students may not earn more credit on an off-campus program than would be earned on campus in a given semester (up to a maximum of 4.5 credits). 

All credits earned on St. Olaf-approved programs are viewed as resident credit. Although they fall under the guidelines for transfer credit, they do not count against the minimum number of transfer credits allowed after a student matriculates.

Certain off-campus courses count toward St. Olaf general education requirements, as indicated. As with on-campus courses, general education credit is not awarded when the course is taken S/U. 

Certain off-campus courses may, with the approval of the department/program concerned, count toward a student’s major or concentration.

A St. Olaf independent study/research or internship credit cannot be registered independently from the program while a student is on a St. Olaf-approved off-campus program. 

Grades 
Students studying on St. Olaf-approved off-campus programs should be aware of the “24 graded courses” graduation requirement. Grades from St. Olaf-sponsored off-campus programs are recorded on the student’s official transcript, but do not count in the St. Olaf grade point average or toward the 24-graded-course requirement. 

Exceptions: 
Only letter grades given for a course taught by a St. Olaf faculty member are calculated into a student’s grade point average and count toward the 24-graded-course requirement. 
A full-year program or the combination of two semester-length programs gives a student partial graded course reduction toward the 24-graded-course requirement even though the letter grades from the program/s are not computed in the grade point average unless taught by a St. Olaf instructor. For a full-year program, or a combination of two semester-length programs, the 24-graded-course requirement is reduced according to the reduced graded course scale under GRADED AND UNGRADED COURSES.

GENERAL EDUCATION (GE) CREDIT LIMITS BY PROGRAM CATEGORY 
See St. Olaf College's general policy on General Education Accreditation of St. Olaf-Approved Transfer Courses and Off-Campus Coursework.
GE credit earned through work completed on St. Olaf off-campus programs: 
Faculty-led interim courses – These courses are reviewed by the Curriculum Committee in the same way as are on-campus courses. As a result, faculty-led interim courses are not subject to GE credit limits. The Curriculum Committee reviews these courses in the same manner as on-campus courses. 

Faculty-led international programs – The credit students receive through participation in Term in the Middle East, Term in Asia, Environmental Studies in Australia, and the Global Semester derives from two types of instruction: 

The St. Olaf faculty field supervisors’ courses. Like faculty-led interim courses, such courses are reviewed by the Curriculum Committee in the same way as are on-campus interim courses. As a result, field supervisors’ courses are not subject to GE credit limits. The Curriculum Committee reviews these courses in the same manner as on-campus courses. 
Courses offered by non-St. Olaf instructors affiliated with the programs. The amount of GE credit students may earn through such work depends on the content of the courses and the duration of the program. 
Courses taught by non-St. Olaf instructors on semester-length programs may meet up to four (4.00) GE requirements, distributed as follows: Credit toward the Multicultural Studies requirement (MCS-G/MSG), if appropriate; credit toward the Writing in Context requirement (WRI), if appropriate; and no more than two (2) additional GE requirements within the parameters specified at the above link. 

Courses taught by non-St. Olaf instructors on semester-plus-interim-length programs may meet up to five (5.00) GE requirements, distributed as follows: Credit toward the Multicultural Studies requirement (MCS-G/MCG), if appropriate; credit toward the Writing in Context requirement (WRI), if appropriate; and no more three (3.00) additional GE requirements within the parameters specified at the above link. 

The program advisor may authorize GE credit for such work within the parameters of the policies at the above link. The program advisor will notify in writing the Coordinator of Program Advising in the Office of International and Off-Campus Studies to the type(s) of GE credit to be assigned. Whenever possible, such authorization will be made prior to publication of the annual St. Olaf Off-Campus Studies brochure in which the program is described. In reviewing these courses for GE credit, the program advisor may consult with the Office of International and Off-Campus Studies, the faculty field supervisor, non-St. Olaf instructors, and/or the Curriculum Committee. 

Other St. Olaf-approved off-campus programs unaccompanied by St. Olaf faculty – These include a variety of academic and field-based programs offered within the United States and abroad under the auspices of sponsoring organizations or institutions with which St. Olaf has a formal relationship (for example, ACM, HECUA, Harris Manchester College, East China Normal University, Curtin University, etc.). Such programs are listed annually in the St. Olaf Off-Campus Studies Catalog published by the Office of International and Office-Campus Studies. The amount of GE credit students may earn on such programs depends on the content of their courses and the duration of each program. 

Semester-long programs may meet up to five (5.00) GE requirements, distributed as follows: Credit toward the Multicultural Studies requirement (MCS-G/MCG), if appropriate; credit toward the Writing in Context requirement (WRI), if appropriate; and no more three (3.00) additional GE requirements within the parameters specified at the above link. 
Semester-plus-interim-length programs may meet up to six (6.00) GE requirements, distributed as follows: credit toward the Multicultural Studies requirement (MCS-G/MCG), if appropriate; credit toward the Writing in Context requirement (WRI), if appropriate; and no more four (4.00) additional GE requirements within the parameters specified at the above link. 
Year-long programs may meet up to seven (7.00) GE requirements, distributed as follows: credit toward the Multicultural Studies requirement (MCS-G/MCG), if appropriate; credit toward the Writing in Context requirement (WRI), if appropriate; and no more six (6.00) additional GE requirements within the parameters specified at the above link. 
Other St. Olaf-approved off-campus programs, unaccompanied by St. Olaf faculty: 
The program advisor may authorize GE credit for such work within the parameters of the above policies. Unless alternative arrangements have been made with the Registrar's Office and the Office of International and Off-Campus Studies, the program advisor notifies in writing the Coordinator of Program Advising in the Office of International and Off-Campus Studies of the type(s) and level(s) of GE credit to be assigned. 

Whenever possible, such authorization is made prior to the student’s participation in the program; however, in many cases students do not know what their off-campus academic program entails until after their arrival on site. In these cases GE accreditation takes place after the student has received written approval for such credit for the program advisor while on the program, or has completed the program and returned to St. Olaf. Program advisors should apprise students that if they require approval for GE credit upon their return, they should keep syllabi and written work from their off-campus experience for review by the program advisor. In reviewing work from unaccompanied off-campus programs, the program advisor may consult with the Office of International and Off-Campus Studies, the non-St. Olaf instructors, and/or the Curriculum Committee. 

Credit earned through inter-registered course work: Courses completed through inter-registration provisions with Carleton or an interim exchange programs may receive GE credit within the parameters of the above policies but are not subject to credit limits described at the above link. 

OFF-CAMPUS PROGRAMS (NON-ST. OLAF SPONSORED) 
Students wishing to study on non-St. Olaf-sponsored off-campus programs (foreign or domestic off-campus programs through another college, institution, or consortium unaffiliated with St. Olaf) take a leave of absence from the college and must negotiate in advance with the registrar in order to be sure that credits will transfer. The student/applicant is responsible for providing the registrar in advance with detailed program descriptions, outlines and course syllabi. 
Students should consult with the Office of International and Off-Campus Studies about programs offered by St. Olaf before asking to attend a non-St. Olaf domestic or abroad program. No transfer credit is awarded if students make their own arrangements to enroll in a foreign institution with which St. Olaf has already developed a program relationship. If a student is to receive academic credit, registration must be through St. Olaf.

Students may earn elective credit and credit toward a major (if approved in advance by the registrar and a department chair or interdisciplinary director), but may not fulfill general education requirements through non-St. Olaf-sponsored domestic or abroad programs. 

Grades from non-St. Olaf-sponsored off-campus programs are recorded on the student’s official transcript but do not count in the St. Olaf grade point average or toward the 24-graded-course requirement. Grades earned in courses taught by a current St. Olaf College faculty member but through another accredited institution, organization or consortium are computed in the student’s St. Olaf grade point average and count toward the 24-graded-course requirement. 

The following do not transfer as St. Olaf credit: independent study, research, internship or practicum courses taken on non-St. Olaf off-campus programs; non-St. Olaf off-campus programs that are essentially “travel” programs, work experience, visits to museums, or other programs that do not have a solid liberal arts, student-instructor component. 

Appeals Procedures: 
In cases where students believe they should receive a different type of amount of general education credit that what has been authorized through the above procedures, they may appeal the decision to the Curriculum Committee. An appeal should include documentation of the work the student completed (syllabi, examinations, papers, letters from course instructors, and/or any other relevant supporting materials), and a written explanation of how such work meets the guidelines for the requirement(s) the student wishes the work to fulfill. 




