BSU-in Site Director 
For each BSU-in program location, one Ball State faculty member serving on the program’s teaching team will also serve as the Site Director. The Site Director provides on-site leadership and coordination and serves as the primary point of contact for students, participating faculty, and local partners during the semester. Site Directors are selected from among the faculty teaching in the program who will be present on site for the full semester.
The Site Director role begins once the program has been confirmed to run (i.e., minimum enrollment has been met) and continues through the completion of post-program administrative tasks such as receipt reconciliation and budget review with the Study Abroad Office. During the recruitment and promotion phase, there is not an expectation to take on additional Site Director responsibilities.
The Site Director role is separate from teaching responsibilities and reflects additional leadership and coordination duties required to operate the BSU-in program on site. Site Directors receive $3,000 in additional compensation, equivalent to the adjunct rate for one overload course.
While the Site Director provides on-site leadership and coordination, institutional processes such as formal student conduct adjudication, major financial approvals, and crisis management escalation remain the responsibility of the Study Abroad Office in coordination with other BSU offices.

Role Expectations
· Remain reasonably accessible to students throughout the program for logistical support and urgent matters.
· Maintain regular communication with the Study Abroad Office regarding program operations and student well-being.
· Work collaboratively with participating faculty and local partners to support the overall student experience.

Specific Responsibilities
Program Leadership and Coordination
· Serve as the on-site leader for the BSU-in program throughout the semester.
· Coordinate with participating Ball State faculty teaching in the program.
· Help ensure that program schedules, activities, and expectations are carried out.
· Facilitate communication among students, faculty, and local partners.
· Assist in addressing routine logistical or community issues that arise within the student cohort.
· Help foster a positive program environment and sense of community among participants.
Pre-Departure and Arrival Logistics
· Coordinate arrival logistics once the program is confirmed to run.
· Travel with students to the program location at the start of the semester, typically on the designated group flight.
· Coordinate transportation from the arrival airport to program housing.
· Assist with student move-in and ensure students are settled upon arrival.
· Conduct an on-site orientation covering logistics, expectations, and local information.
· Assist with initial program setup needs such as supplies or coordination with local partners.
Student Support
· Serve as the primary on-site contact for student questions, concerns, and general support.
· Assist students with navigating local logistics and adjusting to the program location.
· Provide guidance or referrals when students need assistance accessing local services (e.g., healthcare, transportation).
· Address routine student concerns and interpersonal issues within the student group.
· Communicate significant concerns affecting student well-being to the Study Abroad Office as needed.
Student Conduct
· Address minor student conduct concerns that can be resolved locally.
· Refer conduct matters that may involve Ball State’s formal student conduct process to the appropriate university office.
· Inform the Study Abroad Office when conduct issues arise that may require institutional awareness or coordination.
Local Coordination
· Serve as a liaison with the host institution, housing provider, and other local partners.
· Assist with coordination of program logistics and communication with local partners as needed.
Excursions and Program Activities
· Accompany students on program excursions and other program-related activities.
· Assist with on-site coordination of excursion logistics when needed (e.g., confirming transportation, meeting points, or communication with guides or providers).
· Work with the Study Abroad Office and local partners to ensure excursions and activities run smoothly.
Financial and Purchasing Responsibilities
· Hold and manage the program purchasing card for on-site program expenses.
· Make approved on-site purchases related to program operations (e.g., supplies, transportation, excursions, guide gratuities, or program services).
· Maintain receipts and documentation for all program purchases.
· Submit documentation according to university procedures and coordinate with the Study Abroad Office on post-program budget reconciliation.
Emergency Communication
· Serve as the primary on-site contact during emergencies affecting the program.
· Communicate promptly with the Study Abroad Office and follow established emergency response procedures.
· Coordinate with Ball State staff and local partners as needed in responding to incidents affecting students or program operations.
Post-Program Follow-Up
· Assist with final financial reconciliation and submission of purchasing documentation.
· Provide feedback to the Study Abroad Office to support future program planning and improvement.

