
SUMMERSCHOOL TRAINING

How to plan your summer
school?

International summer school
ALUO 2020

Friday, 23rd October 2020, 9:30 – 13:30

Lecturers: 

assoc. prof. Domen Fras

Mateja Vidrajz, Project Manager

Project “Fostering Internationalization at Montenegrin HEIs through 
Efficient Strategic Planning – IESP”



SUMMERSCHOOL TRAINING

How to plan your
summer school?

Friday, 23rd October 2020

9:30 – 11:00

12:00 – 12:30

Lecturer: 

Mateja Vidrajz, Project Manager

Project “Fostering Internationalization at Montenegrin HEIs through 
Efficient Strategic Planning – IESP”



Why summer schools at UL ALUO?

• Promotion of the faculty, 

• Acquisitions of students,  

• Improvement of cooperation with individual experts, 

• Connection of partners, 

• Gaining joint projects,

• Extra founds.



Summer schools at ALUO from 2017-2020

• Summer school 4 × 4, with four different subjects: drawing, illustration, photography and 
typography. Intended for everyone, 2017 – 2018, co-financed;

• Drawing and painting, for anyone interested in drawing and painting, 2018 – 2019, 2020 –
cancelled, no co-financing;

• Ajkec pajkec, for kids, since 2000 when it started at the Modern Gallery and now it‘s continuing at 
UL ALUO since 2008, 2020 edition was also implemented in August, no co-financing;

• International summer school 2020: 

• Type Days Ljubljana with Gerry Leonidas, planned in Ljubljana but changed to an ONLINE 
course, co-financed by University of Ljubljana;

• 4 Design projects Sprints For Sustainable Change, 2020 edition cancelled and postponed until 
2021, co-financed by University of Ljubljana.



Initiative or gaining approval

Convincing your superiors of the benefits of the programme: consider
presenting your summer school as a solution to a problem, an answer to a 
question, an opportunity that cannot be missed by:

• writing a good proposal and curriculum, 

• set agenda of the summer school,

• include information for whom it is intended (identify your pupils), 

• when it will happen and why this time is chosen,

• consider the best duration of your programme (also because of the ECTS points),

• include: the number of attendees, teachers, experts, ..

• prepare a draft of a communication strategy.



Initiative or gaining approval

https://docs.google.com/forms/d/1F4L0JBVNXH_OMLXRcFPXaA6OlQg6QKDCzxw9Q0U9O6Q/edit

https://docs.google.com/forms/d/1F4L0JBVNXH_OMLXRcFPXaA6OlQg6QKDCzxw9Q0U9O6Q/edit


Initiative or gaining approval



Internal preparation

• setting up a team,

• designing and planning of your timeline, 

• founding and budget preparation, 

• designing your outlook, 

• defining your communication strategy.



Designing and planning of your timeline

• getting the team together, 

• appointing a coordinator, 

• appointing individual roles and assignments,

• planning the timeline.



Designing and planning of your timeline

• give enough time for individual work assignments and outsourced assignments:
• finalising the content and schedule,
• design of the web page and visuals, 
• translations and proof reading of the content, 
• purchase of new equipment,
• etc.

• set date when to go online,
• set dates of social media exposure,

• give enough time for applicants to apply and consider spare time for extended 
deadlines,

• consider enough time for payment and don’t forget about additional time needed 
for international bank transfers.



Founding and budget preparation

Income:

• grant,

• sponsors (national and local governments or enterprises),
• participation fee.

Expenditures:

• online or on-site,
• accommodation, catering, excursions, social event, lecture rooms, office 

supplies, shuttle services, stationary, student tutors, assistants, graphic 
designer, photographer, videographer, translator, proofreader, printing, 
post costs (if we send out certificates by post), cost of travel and living 
costs for the lecturer,...



Designing your outlook

• Preparing your graphic design identity, 

• Web site preparation, 

• Preparation of all visual content for your communication strategy.



External preparation
Implementing your communication strategy and getting people interest in your 
programme.

The website contains the following information: 

• general description of the summer school, rationale 
of the theme, program, structure and content,

• composition of the academic committee,

• names of the teaching staff,

• day-to-day program,

• general information on the target audience, 
language requirements, participation costs, 
application procedure, deadlines,

• location and accommodation,

• travel information,

• information on the host university or faculty.



External preparation
Implementing your communication strategy and getting people interest in your 
programme.



External preparation
Application process and selection of candidates



Practical preparation and implementation
Getting ready to start your summer school:

• check everything two days prior to the start of the course,

• work on some ‘worst-case scenarios’,

• get help from additional personnel, 

• logistics,

• catering, 

• informative package, 

• special requirements, 

• housing, 

• other activities: evening programmes, cultural programmes, excursions, official reception, closing and farewell 
dinner.

• emergency contact, 

• insurance, 

• student transcripts, 

• certificates.



Implementation of planned summer school 
activities



Implementation of planned summer school 
activities



Implementation of planned summer school 
activities



Evaluation & Reporting

• Evaluate all your steps from the beggining to the end,

• Write a detailed evaluation report that will help you in future 
endavors, 

• Make a survey for your participants, 

• Talk with the lecturers what they liked and disliked. 



Evaluation & Reporting



Survey for participants



Survey for participants



Pricing evaluation
• Which price do you consider cheap for this 

product?

• Which price do you consider expensive for this 
product but still just acceptable?

• Which price do you consider too expensive for 
this product?

• Which price do you consider too cheap for this 
product so that you would actually question 
the quality?



Pricing evaluation

Please evaluate the acceptability of the 
ONLINE workshop price.

Please evaluate the acceptability of the 
LIVE workshop price.



Survey for participants

• Try to get statements or opinions
from your participants so you can use
them for your marketing and
communication of your future 
workshops,

• Make a section on your site with the
statements of your participants.



Practical exercise

Plan your first International Summer School program:

▪ Online summer school programme, 

▪ On-site summer school programme.


