Global Academy for Transformational Leadership
Site Coordinators Information and responsibilities
RESPONSIBILITIES BEFORE CLASSES BEGIN
· Publicity/Marketing
Advertise courses in as many creative ways possible to missionary organizations, schools, churches, business, nationals, government, NGO’s and conferences.  We suggest selecting a committee of persons who would target different populations.  Use the GATL website, brochures and electronic venues to publish course dates, costs, pre-registration, application process, available housing, etc. 

1. Start the application process as early as possible so all students will be accepted before classes start.  All students will need to have graduated from an accredited institution (or an institution of higher education recognized by the country’s ministry of education). Students, who have not completed the application process at the time of classes, are not permitted to sit in classes.  
2. Inform current and past students of new courses, dates, costs, pre-registration fees, directions from airport, etc.  (Encourage past and present students to promote the program through word-of-mouth).

3. Potential students need to be made aware of requirements.  If students have questions that you can't answer, have them e-mail the GATL Office regarding transcripts, grades, etc.  They may email either Professor Mike Wicker, GATL CAO (mike.wicker@cru.org) or email Professor Michael Whyte, GATL CEO (mwhyte1978@gmail.com). 
4. Students will not be able to register for new classes unless bills are settled and courses from the prior term are completed unless they have an approved extension.
· SEND A LOCATION INFORMATION SHEET to faculty and students 4 months prior to the beginning of class.
· THE TEXTBOOK LIST should also be sent to students 4 months prior so that students can get started reading before the classes begin. 

· LOCATION FEES are used for your local expenses only and for the following:
- Mailings - advertising/publicity, postage and shipping



- Sending out course outlines to students early if possible



- Phone calls/faxes



- Room and meals for faculty



- Coffee/tea break snacks



- GATL related transportation and expenses for faculty while on location


- Airport taxes where applicable



- Books for the location library (one copy of each text used)

- Copying for faculty and orientation materials for first session



- Office supplies, facility charges for classrooms

· Housing
Please arrange housing for faculty members and for those students who need it.  Faculty members each need a private air-conditioned room for rest and study preparation. Please be sure to provide a desk or writing table. 
· Food
Many locations have facilities where meals are provided.  If not, arrange for faculty to eat with students (this is a good idea anyway) or to help them know in advance how to fend for themselves.  Please do not leave faculty who are first time travelers or first time to your location alone or unescorted for both weeks.  Many are brand new to your area of the world or do not know the language or how to get around.  
· Transportation
As soon as you know who your faculty will be, write them to make yourself available for assistance and to offer sightseeing ideas.  This would allow faculty to arrange tickets for coming early or staying later.  Arrange for someone to meet the professors each week at the airport and take them to the place where they will be staying.  Allow time for faculty to rest.  Also, facilitate sightseeing, if this is desired, before classes start. Sometimes this is the only time available for certain sights and events.  Please check with professors to see what they would prefer to do.  Provide transportation to and from classes and for sightseeing throughout the week.  Most faculty are very eager to explore and get acquainted with your part of the world.

· Clerical Work
Set up a record keeping system and manage registrations, purchase of materials, fees collected, and status of students in program.  Please provide receipts for students.
Copy and compile materials for student packets before first day of classes.  Each year you will receive an updated version.

Run off handouts (hopefully you will receive these in time) for each professor with local fees.  Students should pay for any optional copying. 

· Faculty Evaluations
Please copy enough for all students. Forms are available on the GATL website.  Monitor the evaluation session at the end of the week or class session.  Collect and put into an envelope marked with course title and number, instructor and site location.  Please seal and send to Professor Mike Wicker, GATL CAO.  Professors should not be in the room at the time of the evaluation. 

· Classroom Facilities and Equipment
Choose well-lit, comfortable classrooms with good desks or tables free from noise.  In hot locations, classrooms must be air conditioned.  Arrange for PowerPoint equipment (computer and projector) white or blackboards, chalk, erasers or markers, availability of VCR's, copy machine, screen and projector for possible films or videos. Access to computers is preferable. 

Responsibilities During Weeks of Classes
· Welcome
Faculty and student check-in and room assignments, meal times and transportation.

Provide some exchanged money for faculty to get started.

Be sure pillows, bedding, towels, soap, laundry service, etc., are ready and available.

Orient faculty and students to any special events, market days and must-see sights.

· Orientation
Provide student instruction packets to all students on the first day of classes.

Arrange for first hour of class, the first week, to be orientation by the faculty team leader to go over student instruction packets, brochure with polices and requirements, orientation to GATL program and philosophy, and a get-acquainted time for students and faculty. 
IMPORTANT:  E-MAIL Professor Mike Wicker, GATL CAO (mike.wicker@cru.org) OF THE GATL OFFICE WITH LIST OF OI STUDENTS ATTENDING TO VERIFY THEIR ADMISSION STATUS DURING THE CLASS SESSIONS.  
· Coffee Breaks
Arrange for two coffee or tea/snack breaks per day, one in mid-morning and one in mid-afternoon.  

· Group Activities
Try to arrange one class activity each week for relevant student learning, spiritual impact, relaxation, getting acquainted, building community, and celebration.  

Professor Mike Wicker, GATL CAO (mike.wicker@cru.org) 

Professor Michael Whyte, GATL CEO (mwhyte1978@gmail.com). 
Responsibilities at the End of Classes
· Wrap Up Transactions
Very Important: keep copies of everything for your files. 

1. Registrations
2. Coordinator report.
3. Student list with addresses, phone, fax and email of all students and professors to be given to all students, professors and the GATL office. 

4. Updated site library book list (if any) with added site library books.

Please be sure the GATL Office has your complete and updated address/phone/e-mail and fax numbers, and updating of problems and needs and if you are going to be out of contact for a period of time.  Please have a way for us to contact you or someone covering for you.

GATL LOCATION ANNUAL CHECK LIST
SUMMARY
Before Classes

1. Publicity and marketing
2. Inform current, past students and alumni of course offerings and any changes or additions

3. General information sent out to faculty and students
4. Send textbook list to students for pre-reading

5. Confirm housing, food, transportation, class room technology, copy machine access and class schedule arrangements
6. Location info sheet sent to GATL office

During Class Sessions

1. Faculty arrival and accommodations

2. Orientation and welcome

3. Tuition, any books and location fees payment process 
4. Coffee/tea and snack breaks twice each day
5. Possible lunch, dinner and final event scheduled with faculty and students

6. Availability to faculty and students 

After Classes

1. Good wrap up time

2. Send all forms and student lists to GATL Office
3. Send location report form to GATL Office
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