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MTSU Faculty Program Proposal Checklist 
Consortia options, CCSA & KIIS
For both New & Reoccurring 

MTSU faculty members seeking approval to teach on and/or direct a CCSA or KIIS program should submit this packet, along with any supplemental materials, to the Office of Education Abroad (OEA) Peck Hall, Room 207 prior to the consortia deadlines.
It is important to note that all MTSU program proposals are reviewed by the Vice Provost for International Affairs (VPIA), Office of Education Abroad (OEA) and the International Education and Exchange Committee (IEEC). This university-standing committee includes peer faculty from each MTSU college and seasoned education abroad faculty (see current IEEC representative list on International Affairs website, www.mtsu.edu/intered/).
The OEA serves as the campus representative for both CCSA & KIIS and must sign approval with these consortia in order for the faculty member’s application to be considered.  The OEA cannot sign this approval until the IEEC reviews the proposal. Faculty who wish to teach with CCSA or KIIS are responsible for determining and meeting these consortia deadlines.  Please note that the IEEC meets three times per semester and the OEA can provide these specific dates upon request.
In preparing to develop a program, please note the following:
1. Submit a Statement of Intent to educationabroad@mtsu.edu including a short statement outlining the program location(s), rationale, proposed course, and a rough budget (new programs only).
2. Before submitting a new program proposal it is also highly recommended that faculty schedule a meeting with the VPIA and OEA Director.
3. The following Academic Standards are recommended for 2015 programs and will be fully implemented for all new and reoccurring 2016 programs:
· Three credit hours programs must be a minimum of 14 days in duration with a minimum of 12 days in country.

· Six credit hour programs must be a minimum of 28 days in duration and have a minimum of 24 days in country.

· Per established university standards, a minimum of 37.5 instructional contact hours should be built into a three credit hour program & 75 instructional contacts hours for a six credit hour program.

· Non-lecture instructional contact hours (i.e. field trips, excursions) may be counted towards the required number of contact hours if the faculty leader satisfactorily explains how these activities contribute to the learning objectives of the course.  Travel time may not be counted towards the required number of instructional contact hours.  

The CHECKLIST below will assist you in submitting a complete proposal. Please note that incomplete proposals will not be considered.

A complete program proposal consists of the following:

 FORMCHECKBOX 
 A copy of the CCSA or KIIS application with all questions answered.  If the consortia application is submitted online, please provide a hardcopy.

 FORMCHECKBOX 
 Signatures of Chair and Dean (a signature page is provided below in the event that the consortium does not include one as part of their application).

 FORMCHECKBOX 
Detailed cost sheet per student (if not included in the consortium application)

 FORMCHECKBOX 
Proposed itinerary with per day contact hours listed (if not included in the consortium application)
 FORMCHECKBOX 
*Copy of syllabus (if not included in the consortium application)
 FORMCHECKBOX 
*Copy of Faculty CV (if not included in the consortium application)
*Faculty who have taught this program previously do not need to submit, unless changes have occurred to these documents.

(check one)
 FORMCHECKBOX 
 CCSA




 FORMCHECKBOX 
KIIS



In addition to the items in the above checklist, please complete the following:
Program Description

Please provide a detailed explanation of how the program setting enhances the academic content of the course and the relevance of the site to the course proposal:

          

Does the U.S. Department of State (travel.state.gov) have any travel advisories for the country(ies) you will visit?  If yes, explain.**

          

Additional information you feel is pertinent for the committee to review your proposal:

          

**Tennessee Board of Regents policy for Operation of Off-Campus International Education Programs, Section III. Safety and Welfare of Participants, states the following: “A. Safety Considerations Involving Travel - Institutions should not permit travel to countries or portions of countries where the U. S. Department of State currently advises against travel or tourism by Americans.  Institutions may further restrict travel where, in their opinion, the U.S. Department of State or other credible authority has identified safety risks.

Signature Sheet, Consortia 

Faculty should use this sheet if the consortium does not provide one within their application.
_____________________________________________


________________________

Departmental Chair / Supervisor





Date

____________________________________________


________________________

Academic Dean / Director





Date

____________________________________________


________________________

Graduate Dean/Chair of Graduate Counsel



Date

(GRADUATE COURSES ONLY)

____________________________________________


________________________

IEEC Chair







Date

(The Director of OEA will obtain this signature)
____________________________________________


________________________

Director of Education Abroad





Date

Education Abroad, Peck Hall 207

Fax: (615) 494-7639
Phone: (615) 898-5179

Campus Mail: Box 127
Email: educationabroad@mtsu.edu
This document was updated in September 2014.  Please use for 2015 & 2016 programs.
Essential SACS details for your information
Please consider the following when preparing your course proposal/application.  To prepare for SACS review, education abroad proposals will need to include the following information. These items will need to be in the files and readily available. The following is a checklist for essential information needed for SACS.

· Specific course(s)

· Credit hours

· Contact hours 
· If both undergraduate and graduate, what differentiates level

· Goals / objectives

· Requirements / grading

· Study abroad component of course (how the location abroad contributes to and integrates with the course content)

· Identify any service learning component of the program
· Write measurable goals and objectives?

· How will the students be assessed?

Other suggestions:

· More emphasis on rigor and assessment

· The course should infuse principles of service learning and problem based learning
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