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Welcome to CCSA! We appreciate your interest in teaching abroad and the time you have taken to prepare a proposal.

Help is available at any stage during the process. For questions regarding the academic structure and expectations, contact CCSA’s Academic Director Dr. Jeffrey Williams at williamsj@nku.edu. CCSA also maintains a group of faculty advisors with expertise in a wide array of subjects and locations who are available to assist with your course creation. To speak to an advisor, please reach out to Dr. Williams.

Before completing your worksheet, we recommend that you:
1. Meet with your CCSA Campus Representative to learn about requirements on your campus for teaching with CCSA as well as getting their feedback before writing your proposal.
2. Review the CCSA Course Proposal Guide, which includes the rubric the Curriculum Committee references when reviewing proposals.
3. Ensure you meet the eligibility requirements listed in the proposal guide.

Note that any answers below may be used or adapted for CCSA marketing materials.

	SECTION I: INSTRUCTOR INFORMATION

	1. Name (include Dr., Prof., etc.)

	

	2. Home Institution

	

	3. Email Address

	

	4. Cell Phone Number (Will not be shared publicly)

	

	5. Secondary Instructor (if any) Name, Institution, Email Address, and Cell Phone Number
CCSA will cover expenses for a second instructor when enrollment exceeds 22.

	

	SECTION II: COURSE INFORMATION

	6. Course Title

	

	7. Course Description (approx. 100 words) 
Title and description are subject to review for academic fit and marketing. Use action words and minimize phrases such as “in this course, students will…” Ensure the description reflects the location and nature of the study abroad program, ideally including some activities and/or site visits that will be part of the course.

	

	8. Program Selection  
Summer 2027 programs are the following.  Please indicate your preference.

	Program
	London Maymester 
	England & Scotland
	
Ireland
	
Belize
	
Ghana

	
Tentative Dates
	May 15-29
	May 29-
June 12
	May 29-
June 12
	
TBD
	
TBD




	

	9. Primary Academic Discipline(s)
Instructor transcripts must demonstrate 18+ hours of graduate-level credit in each primary discipline (or terminal degree to teach a graduate or business course).

	

	10. What other academic disciplines are reflected in your course?
Students from these departments may be especially attracted to your course.

	

	11. Does this course have prerequisites?
The balance CCSA seeks is for prerequisites to include what is essential for student success in your class without so many prerequisites as to narrow your potential participant pool unnecessarily. Including “or consent of instructor” allows potential participants to contact you about completing remedial work prior to the course to compensate for lacking the prerequisite coursework. Examples: “an introductory regional geography course” or “completion of basic writing requirement.”

	

	12. Does this course provide undergraduate credit, graduate, or both? 
If both, make sure to differentiate between them as relevant in your SLOs, course activities, and assessment, below. Courses are worth three (3) credit hours. If you plan to deviate from this, please state in this section.

	

	13. If undergraduate, is this an upper or lower division course at your institution?
A Western Kentucky University academic department will review your syllabus and assign a course number based on equivalent courses taught in their department. The is often a 200- or 400-level special topics course. 

	

	14. Are you offering an honors section? If so, please confirm by writing the following statement: “Yes. I am approved to teach honors courses at my home institution.” Additionally, please review the Teaching with CCSA Guide, linked above. Note that offering an honors section may increase your enrollment, so could be a good marketing tool.

	

	15. Provide three to six student learning outcomes. SLOs must:

· Be tied to the destination.
· Reflect experiential learning pedagogy (including field trips, guest lectures, self-directed exploration, etc.).
· Begin with a verb (identify, explain, illustrate, describe, contrast, assess, recommend, etc.) 

Examples: 

After successful completion of the course, students will be able to:
· Conduct laboratory investigations according to given experimental procedure and formulate valid conclusions based on the results.
· Demonstrate in research topic choices and resulting papers the ability to recognize and articulate the diversity of human experience, including ethnicity, race, language, sex, gender.
· Employ a writing process and demonstrate the ability to write clear sentences and construct paragraphs and essays that effectively make use of supporting details.

	
After successful completion of the course, students will be able to:
1.
2.
3.
4.
5.


	16. Provide course activities and field trips you are likely to include to support the student learning outcomes. 
By showing direct connections between each learning outcome and each activity, you indicate that your course meets CCSA policies and it also makes your teaching more effective. Include how your course takes advantage of the location. Remember, your site is your classroom.

Some activities may have extra costs and others may be free. CCSA uses this information to determine program costs. 

We recommend listing at least ten activities/field trips, as we’ll use these to create marketing information.


	

	17. Assessment and Grades
List required assignments, their specific percentage value as a part of the final grade, and a brief description. May include, but are not limited to, pre-departure reading and writing, on-site participation, presentations, quizzes/exams, written assignments (journals, research papers etc.), or short-program final projects/papers due after returning from abroad.

You may use the following table or provide your own format with similar level of detail. CCSA recommends 10-20% of the final grade be completed before the students arrive on-site.

	SAMPLE LIST OF ASSIGNMENTS – WINTER PROGRAM
	Points

	Pre-departure summary of assigned essay (Due: Dec. 23) 
	100

	Five-minute presentation of your research of assigned museum/speaker/field trip and how it relates to our class (Outline due Dec. 23; presentation to be given on-site)
	100

	Brief analyses (500-700 words) of two plays (2 @ 75 each) *
	150

	Longer Essay-length analyses (800—1200 words) of two plays (2 @ 150) *
	200

	Brief Review of Field Trip to Oxford (500 words) *
	   50

	Reflective Journal of Daily Activities (1.5 pages per day) *
	150

	Researched Essay (1000—1500 words) based on Instructor's Question *
	150

	Attendance and General Participation 
	100

	  *These assignments will be completed upon return and due January 22. Create drafts of assignments on-site in London to make editing easier when you get home.     
                                                                                                                                                     TOTAL POINTS                                                                                                                                                  
	
  
 1000

	Scale: 900-1000 = A; 800-899 = B; 700-799 = C; 600-699 = D; <600 = F
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	Scale:
	





	18. Level Differentiation
If you are offering more than one level for this course, explain how your SLOs, activities, and/or assessment will be different for each level (i.e. grad vs. undergrad/honors vs. standard).

	

	19. Expected Physical Activity Requirements
All courses will list the requirement for 3 to 5 miles of walking per day on uneven pavement, being outdoors in all kinds of weather, and the need to stand for long periods of time. Please list any additional requirements specific to your course.

	

	20. Do you plan to need technology, equipment, or other resources?
Note: since teaching in study abroad settings often involves very limited technology options and minimal tech support, keeping technology and equipment requirements as simple as possible is the best course.

	

	SECTION III: RELATED EXPERIENCE

	21. Have you taught with CCSA before? If so, please list courses you have taught including approximate years.

	

	22. If you have offered courses in previous years that did not meet enrollment minimums, what plans do you have for more effective recruiting moving forward?

	

	23. If you have not taught with CCSA in this location before, summarize prior experiences in the location that prepared you for teaching. If lacking personal experience in the location, explain how you will acquire the expertise to lead this course.

	

	24. “Get to know your professor.”
This is a section that will be used in your syllabus. The purpose is to engage potential participants in your class, especially those who may not know you in person. Providing an attractive paragraph highlighting your interest in teaching your class overseas as well as any relevant personal background with study abroad could be very effective in gaining enrollment in your class. We recommend writing in first person.

You may also add one for the secondary instructor (optional).

	

	SECTION IV: AGREEMENT

	25. I have read CCSA Faculty Responsibilities and agree to the terms therein. Please provide YOUR SIGNATURE and the date.

	Sign and date:


	SECTION V: SUBMISSION

	
For full consideration of your proposal, please email the following to erika@ccsa.cc.
1. This proposal worksheet in WORD format.
2. Proposal Approval Form with signatures from your department head and home institution CCSA Campus Representative. See below.
3. Your CV updated in the past year.
4. Faculty new to CCSA: official academic transcripts showing the highest degree where you are credentialed to teach this course; you may have those emailed to erika@ccsa.cc or mailed to CCSA, PO Box 50113, Indianapolis, IN 46250.
Additional requests:
5. CV and transcripts from secondary instructor (if new) if they also need to be credentialed at WKU (for example, they teach a different discipline than you, and the course may be cross-listed in both departments).
6. Up to five photos to help us market your course (make sure we have copyright permission) (i.e. photos with student groups on location, images reflecting your academic topic). We have access to stock photos if you do not have personal photos.



See below for Campus Approval Signatures page, which can be attached to this proposal or sent in separately.


Cooperative Center for Study Abroad
Campus Approval Signature Page(s)

	SECTION I: TO BE COMPLETED BY PROPOSING FACULTY MEMBER



Faculty Name: _________________________________________________________________________

Course Title: __________________________________________________________________________

Course Discipline(s): ____________________________________________________________________
Course Level(s):	Lower Division		Upper Division		Graduate		Honors

(If proposed as a team-taught course)
Secondary Instructor’s Name: ____________________________________________________________

	SECTION II: TO BE COMPLETED BY DEPARTMENT/DEAN



1. Approval of Primary Credit by department Chair and/or Dean (as appropriate at your institution):
I approve this course for academic credit in ______________________________________ discipline.

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date
Additional signature, as needed on individual campus:

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date

NOTE: For courses proposed for credit in more than one discipline or department, additional signatures must be obtained from the appropriate Chair and/or Dean, below. No course may be listed for credit in more than three areas.

2. Approval of Additional Credit by department Chair and/or Dean (as appropriate at your institution):
I approve this course for academic credit in ______________________________________ discipline.

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date
Additional signature, as needed on individual campus:

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date

3. Approval of Additional Credit by department Chair and/or Dean (as appropriate at your institution):
I approve this course for academic credit in ______________________________________ discipline.

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date
Additional signature, as needed on individual campus:

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date

	SECTION III: TO BE COMPLETED BY CCSA CAMPUS REPRESENTATIVE



This individual has been approved to teach with CCSA in the program listed above by the appropriate process and individuals at the home institution, including Provost or other authority as relevant. While teaching with CCSA, they are acting in the scope of their employment, are expected to conform to the standard of conduct applicable to faculty, and shall enjoy the workers’ compensation and liability defense and indemnity protections applicable on the university’s home campus.

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date
Comments:


Upon completion of signature form, scan and send to erika@ccsa.cc.
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