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Policy on Staff Participation in Study Abroad 

Professional and Scientific staff members in the College of Liberal Arts and Sciences may be asked to take on an active role in study abroad programs administered through the college and/or its departments.  Staff members may serve as co-leaders or program assistants for  these programs.  While staff members may act in a leadership role, the college expects that a faculty member will always serve as the instructor of record when a program awards academic credit.  
A staff member may take on responsibilities within study abroad programs when these responsibilities complement his/her regular job duties or he/she possesses special expertise of value to the program.   These study abroad duties may be undertaken only with the prior approval of the staff member’s supervisor and the department chair or college dean.  This written approval should outline how the staff member's regular job responsibilities will be covered while he/she is away or otherwise engaged in study abroad program activities.  A staff member may not dedicate more than 10% of his/her regular staff time to involvement in study abroad unless study abroad is explicitly part of his/her job responsibilities.  
If a staff member in the College of Liberal Arts and Sciences is asked to serve as co-leader or program assistant for a study abroad program directed by another college, his/her supervisor and department chair or dean may request that the lead college buy out an agreed upon portion of the staff member’s  time.  

If the staff member is employed full time, he/she does not receive additional compensation for his/her participation in the study abroad program.  If the staff member is employed part time, he/she may receive compensation as determined by his/her supervisor and the department chair or college dean. Depending on the type and duration of the program, the staff member may be asked to travel abroad with the students.  His/her standard travel expenses (airfare, housing, ground transportation, and meals) will normally be covered as part of the students' program fee.    
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