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EASTERN ILLINOIS UNIVERSITY™



1207 Blair Hall

Ph: 1.217.581.7267

Fax: 1.217.581.7207
www.eiu.edu/~edabroad

Faculty-led Study Abroad Proposal Form
Instructions
This proposal form should be used only for faculty-led study abroad programs. Faculty-led study abroad programs are both international experiences and academic courses designed, directed, and taught by Eastern Illinois University's departments and faculty. These programs are co-administered by the Office of Study Abroad and the School of Continuing Education, and generally take place over spring break and summer (although we welcome semester-long and winter break programs, too). All faculty-led study abroad program proposals must be submitted using this form, by the appropriate deadline posted on the website. Following the submission deadline, the International Programs Advisory Council (IPAC) reviews the proposals and determines which programs will be offered based on the program selection criteria published online. 
1. If you are not familiar with the process and procedures, review this information on the Study Abroad website (Faculty>Faculty-led Proposals and Faculty>Leader Handbook) at http://www.eiu.edu/~edabroad. 

2. Review current policies and procedures: http://www.eiu.edu/~edabroad/facultyhandbookpolicies.php 
3. Complete and submit the following materials (with signatures) to the Director of Study Abroad, 1178 Blair Hall, and also email a copy of the materials to wswilliamson@eiu.edu. This Proposal Form consists of:

a. General Information

b. Program Information

c. Travel Information

d. Academic Information

e. Leader Agreement & Signatures
4. Wait for a letter from the Office of Study Abroad.

Study Abroad Program Proposal
I. GENERAL INFORMATION
	Department(s):
	     

	Program Title:
	     

	Please check one:
	 FORMCHECKBOX 
  New Program
 FORMCHECKBOX 
  Previously Offered Program  

	Name/Title of Faculty Director:
	     

	Campus Address:
	     

	Home Phone:
	     

	Work Phone:
	     

	Cell Phone:
	     

	Fax:
	     

	Email:
	     

	Other EIU Program Leaders:
	Name:      
Title:      
Dept:      
Campus Address:      
Phone:      
Fax:      
Email:       

	
	Name:      
Title:      
Dept:      
Campus Address:      
Phone:      
Fax:      
Email:      

	Program Location(s):
	     

	Program Term(s):
	     

	Program Dates (start and finish of all on-campus and off-campus commitments)
	      to      


	On-Campus Course Meetings (dates and approximate meeting hours each day):
	     

	Overseas Course Component (span from start to finish and total number of days):
	      to            Number of Days:      


II. PROGRAM INFORMATION
Purpose and Need (Explain the department’s rationale for developing and proposing the program.)

     
Program Structure (Provide an overview that describes the structure of the program and its locations.)

     
Published Advertisement (Provide a brief program summary that can be used for advertising/publicity on the website and in University catalogs. This summary should provide students with a clear and concise understanding of your program.)

     
Eligibility Requirements/Prerequisites (Include any admissions/course prerequisites as well as any physical demands that students must be able to accommodate.)
     
Target Population/Marketing Strategy (Identify the student population(s) you are trying to reach with your program and your strategy for marketing this program specifically to them.)

     
Program Continuity/Sustainability (Describe the plan for continuity/sustainability of the program including whether the department plans to offer it annually or biannually, plans for faculty director alternations, rotations with other study abroad programs, departmental involvement/support, etc. Note that the program selection criteria give preference to programs with a clear plan for continuity/sustainability.)

     
Qualifications of Faculty Director and Other Leader(s) (Describe relevant training and experience such as academic training, familiarity with or study of the culture, knowledge of or experience in proposed locations, personal contacts in those locations.)
     
Program Expenses and Cost to Students (One of the biggest barriers to study abroad is high cost. What will you do to keep costs low and affordable to students without sacrificing the quality of the academic and cultural experience? Based on your preliminary investigations, please provide a ballpark estimated cost for 12 students. Include travel, accommodations, and any other program-related expenses. Do not include tuition and admin. fees.)
     
TRAVEL INFORMATION
Facilities (Describe the classroom facilities that will be used in-country and how these will be coordinated.):
     
Transportation (Describe the modes of transportation that will be used in-country and how these will be coordinated.):
     
Accommodations (Describe the student and faculty accommodations):

     
Meals (Describe the student and faculty plan for meals):

     
Activities (Describe all program-sponsored activities. Describe the inherent dangers in any program-sponsored activities. Describe any professional training that you will be requiring for “risky” activities such as snorkeling, etc.):
     

Health and Safety (Review the CDC Traveler’s Health website [http://www.cdc.gov/travel] and describe any known health and safety risks particular to the countries where you will be traveling, how you will inform participants of these risks, and how these risks will be minimized. Identify and describe the health and medical facilities that will be available on-site):

     
Orientations (You must have a clear plan for providing students with information on safety, health, legal, environmental, political, cultural, and religious conditions in the host countries, as well as expectations and planning logistics. Please outline your plan for providing this information to students through pre-departure and onsite orientations):

     

Cooperating Entities (List all institutions, organizations, and companies with whom you will be working; include a description of the services or assistance that will be provided):
Name of Institutions

Website


Contact Person

Phone
         
Email 
     


     


     


     
         
     

       Description of services:      

     


     


     


     
         
     

       Description of services:      

     


     


     


     
         
     

       Description of services:      


What services/assistance will be provided? 
     
Disabilities (Can accommodations be made for students with physical disabilities? Please describe)
     
III. FACULTY LEADER RESPONSIBILITIES

Faculty-led programs are study abroad opportunities in which an EIU faculty member is teaching a course outside of the U.S. As this arrangement involves off campus teaching, the program will be reviewed and confirmed by both the Office of Study Abroad (OSA) and School of Continuing Education (SCE). This includes a review of assigned faculty, course offerings, travel itinerary, and budget for students and faculty.

The list below is not all inclusive, but considered to be a fair representation of leader responsibilities. Your signature indicates that you agree with and understand the expectations of this position.

· Work with OSA to design and create an acceptable study abroad program.

· Discuss and prepare a budget with SCE representative, including minimum number of students as well as salary needs for participating faculty.

· Follow all EIU Business Office guidelines for securing travel plans for your program.

· Promote and represent the program from marketing to evaluation.

· Interview student applicants and evaluate their qualifications and readiness for the program.

· Assist the Office of Study Abroad in making important admissions decisions.

· Serve as liaison between the students, host(s), and OSA / SCE.

· Complete a travel application prior to departure and a travel voucher upon return from the program, available online from the Purchasing Office (http://castle.eiu.edu/~purchase/forms.php). 

· Complete a Student Travel Group Advance form well in advance of leaving for the program so that you can access cash for your various travel needs.

· Conduct periodic meetings prior to departure to help prepare students for the voyage.

· Attend the OSA pre-departure orientation, which all departing students are required to attend.

· Arrange and confirm on-site logistics with host or approved vendor for travel itinerary.

· Attend a Faculty Responsibility Study Abroad Seminar, hosted by OSA prior to departure.

· Responsibly lead and mentor participants.

· Participate in the entire program with the students.

· Comply with all university policies and procedures.

· Assume responsibility for the safety and well-being of students.

· Help guide students through journaling and group discussions.

· Demonstrate diplomacy, help resolve travel issues, and model a positive attitude.

· Communicate with other leaders, students, and program office staff in a professional manner.

· In the case of a significant itinerary or budget change, communicate with OSA/SCE and confirm student agreement in writing.

· As instructor of record, complete academic evaluation of students.

· Supervise and appropriately discipline student participants as necessary.

· Leaders shall not incur any financial liability without the prior authorization of SCE, including but not limited to booking airfare, hotels, or anything that has not been officially approved as part of the budget.  

· Notwithstanding anything to the contrary contained herein, OSA reserves the right to remove a leader either prior to or during the program for any reason whatsoever, with or without cause. 

____________________________________________________________________________________
Leader 1: Print Name




Signature 



Date


____________________________________________________________________________________
Leader 2: Print Name




Signature 



Date

 IV. ACADEMIC INFORMATION

Type of Program/Courses (Select one) 
    

 FORMCHECKBOX 
 Unique Study Abroad Course   
     

     (Complete Section A below and include course syllabus as described in Section C below.)

 FORMCHECKBOX 
 EIU Course(s) Transplanted Abroad 
     (Complete Section B below and include course syllabus as described in Section C below.)
Program/course types are described at:   http://www.eiu.edu/~edabroad/facultyhandbookpolicies.php#coursetypes 
	A.  Unique Study Abroad Course
1. Course Prefix and Number. Identify the appropriate course prefix(es) and check the appropriate box below. If your program course is not specific to your department, your department does not have such a course number, or multiple departments are involved in the teaching and administration of this program, then you may use the prefix “STA”.

*Prefix

Course Number
     

 FORMCHECKBOX 
 3970 (Undergraduate enrollment)

     

 FORMCHECKBOX 
 3990 (Honors enrollment)


                              Honors course attributes:      
     

 FORMCHECKBOX 
 5970 (Graduate enrollment) 

                              Graduate course attributes:      
2. Course Title (will be used to identify the course and will appear on student transcripts):      


3. Course Credits (must be a fixed number of credits for all students and must comply with the Credit Policy):      
4. Grading Methods (check all that apply):  FORMCHECKBOX 
  Standard letter   FORMCHECKBOX 
  C/NC   FORMCHECKBOX 
  Audit    FORMCHECKBOX 
  ABC/NC (“Standard letter”—i.e., ABCDF—is assumed to be the default grading method unless the course description indicates otherwise)

5. Registration Restrictions (if any):      
If students will be allowed to substitute this course for general education or other EIU courses, please also complete and submit the Course Substitution Form available at:  http://www.eiu.edu/~edabroad/forms/faculty/CourseSubstitutionForm.pdf 

	B.   EIU Course(s) Transplanted Abroad
1. List the appropriate courses that are taught through your study abroad program. (Do not include unique courses which carry substitutes (3970, 3990, 5970).

Prefix

Course Number
Course Title


Credit Hours


     

     


     



     

     

     


     



     

     

     


     



     
2. Are there a fixed number of credit hours that all students must take?   FORMCHECKBOX 
 Yes
     FORMCHECKBOX 
 No

a. If yes, how many?      
b. If no, what is the minimum?      maximum?       (maximum must comply with Credit Policy—no less than 12.5 classroom hours per credit and no more than 1.5 credits per week).

3. Clearly describe how each course will be enhanced by the international environment/experience.      

	C. Teaching

      Who is teaching the study abroad courses listed above?


1.  FORMCHECKBOX 
 You and your EIU co-leaders. 
Credits and courses that YOU and your CO-LEADERS are teaching:      

2.  FORMCHECKBOX 
 Faculty who work for or are contracted by the Host Institution or other cooperating entities. 
Credits and courses that the HOST INSTITUTION is arranging and  teaching:      

       If you checked #2 above, then please also answer the following questions:

Will the host institution be providing a transcript of the student’s grades?     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

If “No,” will you and your co-leader be calculating and entering the students’ grades?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
Further Explanation:      


	D.  Course Syllabus
Attach a copy of the course syllabus that includes the following: 

· Student learning objectives of the course;

· Assignments/activities that will be used to determine how well students attained the learning objectives;

· How the instructor(s) will determine students’ grades for the course;

· Instruction delivery methods/pedagogical approaches;

· Required text and supplementary materials;

· Week-by-week outline of the course content showing number of class hours for each major topic including lectures, readings, site visits, cultural activities, excursions, discussions, and reflection times that are a required part of the course; and

· Additional expectations for honors students and/or graduate students, if applicable.
The syllabus must clearly demonstrate 12.5 classroom hours for each credit and no more than 1.5 credits per week. If students are enrolling in different courses, a syllabus for each course must be provided.  


V. LEADER AGREEMENT & SIGNATURES
I have read, understand, and agree to the expectations and responsibilities outlined in the Faculty Director Handbook at http://www.eiu.edu/~edabroad/faculty_handbook/policies.html, if my program is selected by OSA/IPAC. I understand that my role as Faculty Director or Leader is critical to the success of the Program.
	Faculty Director’s Signature
	Date




	Other Faculty Leader’s Signature (if more than one)
	Date




	Other Faculty Leader’s Signature (if more than one)
	Date




SUPPORTING SIGNATURES This program has the support/approval of the sponsoring Department and College:

	Department Chair’s Signature
	Date




	Academic Dean’s Signature
	Date
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