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Program Proposal Form

Proposal Submission Date: __________________   Faculty Submitting Proposal: __________________________
PROGRAM INFORMATION
Is This Program New or Has It Been Offered Previously?  _____________________________________________ 
Do You Expect to Repeat this Program? ______________   If Yes, How Often?____________________________

Academic Term: 
□ Fall Semester Class with Fall Break Travel    

□ Spring Semester Class with Summer Travel

□ Fall Semester Class with Winter Break Travel

□ *May Intersession 

□ Spring Semester Class with Winter Break Travel 
□ *August Intersession

□ *Winter Intersession 




□ **Summer

□ Spring Semester Class with Spring Break Travel   

*According to U.S. federal guidelines, intersession courses do not qualify for federal financial aid.
**According to U.S. federal guidelines, undergraduate students must be enrolled in at least 5 credit hours during the summer in order to qualify for federal financial aid. Graduate students must be enrolled in at least 3 credit hours during the summer in order to qualify for federal financial aid.

*Host Country & City Location(s): _________________________________________________________________ 
*On-Campus Course Dates (pre-travel and post-travel class meetings):____________________________________
*Time:_____________________ *Location:___________________   *Delivery Method: __________________
*Travel Dates:______________________________________ Total Number of Travel Days: _________________
*Comprehensive Course Dates (includes pre-travel class meetings, travel dates, post-travel class meetings, and grading period for instructor): ____________________________________________________________________
*This information is required by the Division of Continuing Education in order to set-up the course. Grades must be posted on ISIS within 5 business days of the course end date.
Deadline for Students to Apply for the Program: _____________________________________________________ 
Minimum Number of Student Participants Needed in Order for the Program to Run: ______________________      
Maximum Number of Student Participants: _________ Estimated Number of Student Participants: __________    
*Are You Willing to Accept Non-Credit Participants? _________________________________________________

*According to University Policy, non-credit participants are required to pay an auditing fee, which is equivalent to the cost of in-state tuition. Non-credit participants must submit a written statement justifying why they do not need to take the course for credit. This statement must be approved by the Faculty Leader and the Study Abroad Office. This statement does not waive the university auditing fee. 
Are You Willing to Accept Non-K-State Students? ____________________________________________________

Who Will Be Making Travel Arrangements for Your Program? 
 *Third Party Program Provider/Travel Agent                Faculty-Leader                                                                                          Graduate Student/Office Assistant:       

 Other: ___________________________________                                                                                        

*The University Attorney’s Office and the Office of International Programs must review and sign-off on all third party provider contracts that require signatures for faculty-led study abroad programs. Please submit the original contract with your program proposal materials. The Faculty Services Coordinator will work with the University Attorney’s Office to obtain approval signatures.  
INSTRUCTOR INFORMATION
*Faculty Leader: ___________________________________    Rank: _____________________________________ 
Academic Department: ______________________________   Office Location: _____________________________
Office Phone Number: ______________________________     Cell Phone Number: _________________________    
Home Phone Number: ______________________________     E-Mail: ____________________________________ 
Approved to teach graduate level courses? ________________    
Attended Faculty Leader Orientation?________________ Please provide the term you attended. _____________
Curriculum Vitae: Please attach a Curriculum Vitae which includes information on any experience you have teaching a course abroad, leading a travel program abroad, leading groups in the United States, and/or working in international education. 
*Note: If more than one instructor will be teaching the course, please type the additional instructor’s information on a separate sheet and attach his/her Curriculum Vitae.
*COURSE INFORMATION
*Note: If more than one course will be offered, please type the additional course information on a separate sheet.
Title: __________________________________________________________________________________________ 
Department Code and Course Number: _____________________________________________________________                     
**Number of Credit Hours: ______________________                                                                                                 
** According to U.S. federal guidelines, undergraduate students must be enrolled in at least 5 credit hours during the summer in order to qualify for federal financial aid. Graduate students must be enrolled in at least 3 credit hours during the summer in order to qualify for federal financial aid.
Credit Level(s):    □ Undergraduate      □ Graduate      □ Both Undergraduate and Graduate                                              
Instructor Permission Required?     □ Yes      □ No    
***Pre-Requisites: ___________________________________________________________________________   
***The Study Abroad Office requires a minimum 2.5 cumulative GPA for sophomore standing and above participants. If you would like to consider a freshman participant or a GPA above or below 2.5, please consult the Faculty Services Coordinator.
*COURSE SYLLABUS

*Note: If more than one course will be offered, please attach additional syllabi.
Faculty-led study abroad courses integrate traditional classroom learning with experiential learning and site visits. The syllabus for this course should demonstrate how the location and resources abroad will be used to achieve this goal. 
The attached syllabus should include:  
· Course description

· Contact hours (before going abroad, while abroad, after return). If you have questions concerning contact hours, please consult the academic dean or the Registrar’s Office.
· Course goals and learning outcomes
· Required and recommended readings
· Course evaluation methods and assessment of learning outcomes
· Description of educational activities
· Description of other culture-orienting activities
· **Statement regarding academic honesty
· **Statement for academic accommodation for students with disabilities
· **Statement defining expectations for classroom conduct
**The syllabus should also include the statements required by the Office of the Provost and Senior Vice President (http://www.k-state.edu/provost/policies/course.htm).
DAILY ITINERARY
Please attach a daily itinerary covering departure through return dates.

IMPLEMENTATION PLAN

Please attach an implementation plan which includes the following information:                                                                                           
· Marketing and Recruitment Plan
· Target Audience
· Brief Faculty Biography
· Pre-Departure Orientation Plan (topics to include: academic expectations, behavior expectations, cultural etiquette, country information, travel documents,  immunizations, weather, language & communication, explanation of what to expect for accommodations and cuisine, explanation of itinerary, local health and safety issues, etc.). Please build in time for the Study Abroad Office to give a short in-class presentation, which will cover general health and safety issues abroad (i.e. explanation of international health insurance policy and how to use it, managing prescription medications abroad, common travel illnesses, what to pack infirst aid kits, emergency contact information, drugs and alcohol, general safety precautions, group dynamics, etc.). The Study Abroad Office will conduct this brief orientation once the program is full.
· On-Site Orientation Plan
· Post-Travel Debriefing Plan
NOTE ON PROMOTIONAL MATERIALS

The Study Abroad Office is available to design and print black and white flyers on colored paper and/or color posters for your faculty-led study abroad program. Flyers are 8” x 11” and are two-sided. Posters are 16” x 20,” glossy, and laminated. The Study Abroad Office is also able provide a color copy of the flyer saved as a PDF file so that faculty leaders can print color copies as they wish. 

Please choose one of the following options.
□ Request Flyer Design and Printing
· Number of Flyers Requested  (maximum of 50): ________________
□ Request Color Poster Design and Printing (Cost is approximately $20 per color poster and is printed through the K-State Printing Services). If you have led this program in the past and funds are currently available in your OIP program account, then you may factor the cost for color posters into the marketing allocation on the Student Program Expense Budget. If this is a new program, then posters must be paid for by your academic department or another entity.
· Number of Color Posters Requested: ________________

□ No Promotional Designs or Materials Requested. (I will be making my own promotional materials).
PROGRAM BUDGET

Complete the following 3 program budgets (Templates are available on the Study Abroad Office website). Please submit documentation verifying specific program costs (i.e. airfare, host country transportation, accommodations, events/tours, etc.).             

· Faculty Leader Program Expenses Budget
· Student Program Expenses Budget
· Additional Student Expenses Budget

SUPPLEMENTAL INFORMATION 
Additional information to include in the proposal on a separate sheet of paper (if applicable):
· Will anyone besides students be participating in this program or accompanying the group? If yes, please explain.
· Other organizations, schools, or government institutions involved in this travel program
· Grant funding and related information
· Any special risk factors associated with the locations you plan to go to, and how you will handle them.
· If the country you are planning to host the program in is currently under a U.S. Department of State Travel Warning (http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html), you must submit a formal written statement addressing the issues outlined in the travel warning and what specific precautions you will take to ensure students’ safety for the duration of the program. This statement will be reviewed by the Associate Provost for International Programs for approval. 
COMPENSATION INFORMATION
Please complete the Compensation Contract). A Compensation Contract must be completed for each instructor teaching a course.

NOTE TO ACADEMIC COLLEGE & DEPARTMENT
It is expected that the academic college and department be prepared to provide a replacement Faculty Leader if the original Faculty Leader is unable to lead the program for any reason.
APPROVAL SIGNATURES
Instructor #1: __________________________________________________________  Date: __________________

Instructor #2: __________________________________________________________  Date: __________________

Department Head: ______________________________________________________  Date: __________________

Dean of College: _______________________________________________________    Date: __________________

Faculty Services Coordinator: __________________________________________  Date: __________________

Accountant for Faculty-Led Programs: ____________________________________   Date: __________________

Director of Study Abroad:________________________________________________  Date: __________________

Assistant Provost of International Programs: ________________________________  Date: __________________
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