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	Visiting Faculty 
Course Proposal Worksheet
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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. Contact Executive Director Erika Ryser at Erika@CCSAStudyAbroad.org. 

Before completing your worksheet, we recommend that you:
1. Meet with your department head and education abroad office to learn about requirements on your campus for teaching with CCSA as well as getting their feedback before writing your proposal.
2. Discuss your idea with potential students to get feedback and begin a list of potential participants.
3. Review the CCSA Visiting Faculty Course Proposal Guide.

Due Date: (11 months before departure)
Winter programs – January 10
Summer programs – June 15

	SECTION I: INSTRUCTOR INFORMATION

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

	

	2. Home Institution and Home Department

	

	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: REQUIRED COURSE INFORMATION

	6. Course Title

	

	7. Course Description (approx. 100 words) 
CCSA recommends using action words and minimizing 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. Primary Academic Discipline(s) 

	

	9. Does this course provide undergraduate credit, graduate, or both? 
If both, we recommend differentiating between them as relevant in your SLOs, course activities, and assessments. Most CCSA courses are worth three (3) credit hours. If you plan to deviate from this, please state in this section.

	

	10. List course activities, field trips, day trips, and guest speakers you are likely to include to support your student learning outcomes.
CCSA will use this to determine program fit, to begin building your itinerary, and to help with your marketing materials, if requested.

	

	11. 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.

	

	12.  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 preferred. 

	

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

	

	14. 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?

	

	SECTION III: MARKETING - OPTIONAL

Please fill in this section if you would like CCSA to help you develop marketing material.

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

	

	16. Does this course have prerequisites?
The balance CCSA recommends 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.”

	

	17. What are the course numbers for this course at your home institution?

	

	18. “Get to know your professor.”
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 abroad 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: ADDITIONAL INFORMATION - OPTIONAL

Add any information here you for which you would like feedback. This could be student learning objectives, assignments and assessment, etc.


	

	SECTION IV: AGREEMENT

	19. I have read CCSA Visiting Faculty Rules and Responsibilities and agree to the terms therein. 

Please provide YOUR SIGNATURE and the date.

	

Sign:


Date:



	SECTION V: SUBMISSION

	
Please email the following to Erika@CCSAStudyAbroad.org. 
1. This proposal worksheet.
2. Proposal Approval Form with signatures from your home institution education abroad director or other authorized individual from your campus.
Optional request:
3. 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.


Visiting Faculty
Campus Approval Signature Pages

	SECTION I: TO BE COMPLETED BY PROPOSING FACULTY MEMBER



Faculty Name: _________________________________________________________________________

Program Name and Course Title: __________________________________________________________

Course Discipline(s): ____________________________________________________________________
Course Level(s):	Undergraduate 		Graduate

(If proposed as a team-taught course)

Secondary Instructor’s Name: ____________________________________________________________

	SECTION II: TO BE COMPLETED BY EDUCATION ABROAD DIRECTOR OR OTHER APPROVED INDIVIDUAL FROM FACULTY’S HOME CAMPUS



This individual has been approved to teach with CCSA in the program listed above by the appropriate process and individuals at the home institution.

________________________________	________________________________	_______________
Printed Name and Title			Signature				Date
Comments:


Upon completion of signature form, scan and send to Erika@CCSAStudyAbroad.org.
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