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Welcome
Thank you for your interest in teaching with CCSA – The Cooperative Center for Study Abroad!
The Cooperative Center for Study Abroad started with a simple idea; pool our resources to offer the highest
quality academic programs in English-speaking regions of the world. Thirty-plus years later, CCSA
continues with member institutions from around the United States; public and private colleges and
universities, secular and religiously-based. One thing we all have in common is a commitment to
broadening the horizons of our students and faculty by getting them out in the world.
A number of faculty currently teaching with CCSA have been doing so on a regular basis for many years.
Several of our current Board members started their study abroad careers on a CCSA program. However,
CCSA isn’t just for experienced faculty. Indeed, many of our member schools recommend CCSA to their
faculty who are stepping into the study abroad arena for the first time. Why? Because we provide support
and advice at every stage of the way; at the same time, though, we also work to provide the academic and
cultural experience best suited for your academic discipline and course.
This guide is separated into three parts. The first section explains how CCSA works and the general
expectations of faculty teaching on a program. Part 2 goes into more detail and helps you design your
course and prepare your proposal. Part three covers proposing your CCSA course.
I suggest you review Part 1 to get a feel for CCSA, then speak to your CCSA campus representative about
your institution’s study abroad priorities. Part 2 should then be reviewed when you’re ready to design
your course. Part 3 focuses on the proposal process.
I look forward to you joining the CCSA
team.

Jerry Barnaby
Executive Director, The Cooperative
Center for Study Abroad
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PART 1: PLANNING YOUR COURSE
This section covers information about CCSA to help you decide to propose a course.
1. Benefits
Faculty proposing courses build skills and connections that improve their ability to teach in an education
abroad context while supported by a program leadership team and the CCSA staff. More tangible benefits
include the following:









Faculty focus on teaching one course on programs of 2 or 4 weeks in length,
Faculty enjoy professional development opportunities,
Make international contacts,
CCSA handles the logistical and financial arrangements for your course, along with the
applications, accommodation and transportation details, insurance and risk management,
CCSA program administrators manage the on-site details in collaboration with the faculty,
CCSA provides faculty with their round-trip air transportation, overnight lodging, a per diem and
many meals,
CCSA provides a discounted participation rate for family members/companions,
CCSA’s consortium of schools provides a much wider recruitment pool than just a faculty member’s
home campus

2. Who is eligible to teach a CCSA course?
CCSA welcomes course proposals in all disciplines provided
they demonstrate academic rigor appropriate to the level at
which the course is being offered and are tailored in content to
take advantage of the location for which they are being
proposed. Faculty must hold appropriate credentials for the
discipline and level at which the course is being proposed for
credit and as part of the course proposal must provide
documentation of academic approval of their course by the
relevant administrator(s) on their campus. The following
categories of faculty are eligible to submit a proposal to CCSA
for consideration.
●

Any full-time, tenure track or tenured faculty member from a CCSA member institution;

●

Retired and emeritus faculty who continue to teach part-time, with the approval and support
of the Campus Representative and appropriate department at their institution;

●

Full-time non-tenure track faculty with appropriate academic credentials are eligible to apply
provided that their request is endorsed at the time by the Campus Representative and an
appropriate dean (or designee), indicating that the faculty member has a reasonable expectation of
being employed during the time the program is being offered and that should the course be
approved the university will provide the required letter of support. As our proposals are due
approximately 15 months in advance of the actual program dates, this endorsement is necessary to
prevent cancellation.
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●

Part-Time and Adjunct Faculty - Faculty employed in less than a full-time capacity by a CCSA
member school with appropriate academic credentials are eligible to propose a course provided
that their request is endorsed at the time by the Campus Representative and by an appropriate
dean (or designee), indicating that the faculty member has a reasonable expectation of being
employed during the time the program is being offered. The endorsement includes both a Campus
Approval form and the online approval of the Campus Representative as both are necessary to
minimize student disappointment if the course must be cancelled because the faculty member is no
longer teaching at a CCSA institution.

There are some restrictions in place based on lessons learned on CCSA’s 30+ year history.
●

A faculty member may teach in only one program per calendar year unless the Campus
Representative recommends otherwise.

●

Any professor who will be on a sabbatical or similar long-term leave at any time during the year
immediately prior to a CCSA program may not serve as a faculty member for said program.

●

No CCSA faculty may be approved for programs in sequential terms unless performance evaluations
from their first program, acceptable to the Board, have been received.

●

The Board may ask faculty to sit out for a year if the instructor was unsuccessful in recruiting
efforts in the prior year.

3. What does it take to be an effective CCSA teacher?
CCSA seeks faculty who are enthusiastic about teaching abroad and have given serious thought to the
special nature of such a course, the special recruiting needs and the student counseling responsibilities that
are part and parcel of this unique teaching opportunity.
Areas for consideration include:
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A

B

C

•Commitment to the experiential nature of such a course, including the fact that
access to and time in a traditional classroom space, with high tech facilities, will be
extremely limited,

•Recognition of the considerable time, enthusiasm, dedication, and
determination required of the prospective faculty member to recruit for the course.
While CCSA provides a website and professionally designed marketing material to
assist faculty in this process, the faculty member remains his or her own number one
recruiter, abetted by an appealing course description, a subject matter which appeals
to students, and a strong sense of why this subject is best studied in this a particular
location, and

•Acceptance of the special beyond the classroom responsibilities, including the
student mentoring and counseling responsibilities that are entailed in this unique
teaching opportunity in which faculty and students live, eat, and travel side by side
every day and often many evenings.

4. Who makes up the CCSA Team?
One of the most important features of the CCSA teaching experience: CCSA
faculty are never in this alone. From the planning stages to the on-site
portion of the program, to the post program grading period, there are multiple
resources available to support faculty who teach with CCSA.


Faculty members are the face of CCSA to their students and academic
departments. Students respond to faculty at their home campus.
However, faculty members are not alone; they are part of the whole
program as well as part of CCSA. Faculty members are the first-line
recruiters for their courses, but also represent all CCSA programs.
Faculty members must reach for multiple goals: fill their own course
and help fill the program hosting their course and help fill other CCSA
programs. Each person represents CCSA proudly and clearly.



Campus Representatives are the face of CCSA at each member institution. To be effective, campus
reps must have a solid working relationship with the study abroad office and the faculty
development office. They should know who you are, how to reach you, and see you on a regular
basis. There should be no question on your campus about where to go to learn more about CCSA.
CCSA faculty receive recruitment support from their designated CCSA Campus Representatives,
who are also active members of the CCSA Board of Trustees. Most of our representatives have
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either taught on an overseas program, served as an administrator on a past CCSA program, or have
many years of experience as staff in International Education Offices. For further information about
this process, especially as it may take place on your home campus, please contact your campus
representative, as found here: (Link: List of CCSA Campus Representatives.)


The Academic Director collaborates with the Curriculum Committee and the Executive Director to
strategically assess course proposals and to ensure that programs meet the academic needs of
CCSA’s students. The Academic Director also works with faculty to integrate fully the expected
academic coursework with the geographic location.



The Board of Trustees sets the tone in approach to programs. Each member of the Board
represents the member institution, but also represents CCSA to each member campus. CCSA is not
just another study abroad provider. CCSA is a membership consortium, integral to each
institution's study abroad portfolio, since the member institutions invest in CCSA through the time
and effort of the CCSA Board member.

●

The CCSA Central Office. Based in Bowling Green, Kentucky at CCSA’s current host institution,
Western Kentucky University, CCSA has full time staff who manage the student application and
payment process, make program arrangements for program participants (including faculty),
prepare travel materials, and are available to provide advice at every stage of the way. CCSA’s
Executive Director also has many years of experience both teaching and administrating overseas
programs.

●

The Faculty Advisory Group is part of CCSA’s faculty resource toolkit. Advisors are volunteers
with experience in a destination and/or teaching common disciplines found in CCSA programs. The
core responsibilities are to provide feedback and guidance to faculty related course proposals,
effectively engage one-on-one, directly with faculty by conversation and by electronic
communications, and contribute to FAQs that can be posted on the CCSA web site. See more at this
web site: http://ccsa.cc/faculty/advisor

●

The Program Director(s). Before, during, and after the program, CCSA ensures that every one of
its programs is guided by a program director, and in the case of larger programs at least one
additional assistant director. The responsibilities of the program director includes interconnecting
faculty on a program to support recruitment efforts for all the courses and CCSA programs,
ensuring the safety and health of program participants while on-site, and completing aspects of the
post program close out. The inclusion of program directors allows faculty to focus their attention
where it needs to be: on teaching their class and helping students get the most out of the
experience. Program directors work directly with faculty and the CCSA office to build and manage
successful programs. Program directors serve as facilitators before, during and after programs
under the general direction of the Executive Director. Assistant directors join in larger programs
when the number of students and budget calls for the additional staff. They support the program
director and faculty before, during and after the program.

●

Executive Director. The Executive Director is responsible for the overall direction and supervision
of CCSA programs and administers policy and program decisions made by the Board. The Executive
Director is expected to manage CCSA finances, services, and process, in support the academic goals
of the organization.

Page 6 of 27

Faculty recruit for their course. The campus rep and faculty create a
presence on each campus. Guided by the program director, the team creates
an academically rigorous and culturally meaningful experience. Supported
by the CCSA staff, these looped circles create a strong network all focused on
attracting the largest number of students to our great courses.

5. What is distinctive about the CCSA academic setting?
Your location is your classroom (or why teach abroad?), so
the emphasis in all CCSA courses is on experiential
learning. While some time is set aside for lectures and
class meetings, and it is assumed that students will have to
budget time for reading required books and completing
class assignments, the goal of the instructor should be to
design a course that will utilize the unique teaching and
learning opportunities that traveling to relevant field trip
sites make available to student and teacher alike. Site visits,
lectures by local experts and self-directed student
explorations and reading are essential components of these
courses.

With the exception of the four-week
London Summer Program, most CCSA
programs combine an intensive overseas
experience of 2-3 weeks, with direct preand post-course academic activities
designed to help students prepare for
and subsequently reflect on the academic
and cultural learning in which they
engaged while overseas.

Specially designed course assignments. For programs of two- and three-week duration, and to prepare
students for their in-country experiences, faculty normally provide students with pre-course reading and
often writing assignments. This is especially important for upper division and graduate courses. During
these upper level courses, formal research paper writing and test taking are de-emphasized in favor of
journal writing and group discussions as methods of processing course material and assessing
performance. Furthermore, in order to ensure that academic standards are met in CCSA programs of twoto three-weeks duration, a culminating experience is required following the students’ return to the
States. Professors must give a great deal of time and effort before leaving the States to planning the details
of appropriate fieldtrips and on-site learning experiences. Indeed, successful proposals to teach on a CCSA
program will demonstrate a considerable amount of preliminary planning in this regard.
By contrast, the London Summer Program offers a combination of traditional
classroom based time with weekly intensive site visit experiences. Because of the
extended time on-site, the program is also self-contained in that exams/final
projects are completed prior to the completion of the program and faculty submit
final grades to the on-site administrative staff before leaving London. Even on this
program, however, faculty generally assign pre-course readings and sometimes
even writing assignments both to help students prepare for the overseas portion of
their program and to compensate for the less formal classroom setting.
To borrow a phrase from Dr. Michael Klembara, long-time Executive Director of CCSA, much of the best
work you will do as a faculty member on a CCSA program is “teaching in the seams”—that is, seizing the
teachable moment wherever and whenever that might arise. On a CCSA program, it is not an exaggeration
to say that the world itself is your students’ and indeed your classroom. Consequently, whatever the
program type, faculty must give consideration to the special nature of the learning environment and the
student as well as faculty experience.
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6. What are some keys to successful course proposals?
The keys to successful course proposals are the keys to successful recruiting and successful teaching on a
CCSA program. CCSA Board members and campus reps developed a rubric to guide faculty
to create a complete proposal. The curriculum committee uses the rubric to assess the
Click here
proposal, so using the rubric from the start enables faculty to address essential elements
for the
needed to select courses. Our goal is to empower faculty to design the most effective and
rubric.
enjoyable course to teach that is evaluated in a transparent manner.
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●

The course as proposed must give evidence of academic rigor with the special
considerations of experiential learning, and the proposal needs to give a sense that the faculty
member has given thought to the following questions.

Does the course have legitimate academic goals and
content and is this detailed in the proposal?
Are the required assignments/assessments appropriate
to the credit level(s) requested for the course?

Does the faculty member have credentials in the field(s) in
which the course is being offered?

●

The proposal must also make clear that the faculty member is aware of the special learning
environment characteristic of short-term study abroad programs and has found ways to take
advantage of this unique setting in conveying the academic content of the course. Issues the CCSA
Curriculum Committee will often raise about proposals is whether or not it is possible for the
faculty member to do what is being proposed. For example, given that there is no computer lab, and
sometimes even limited WiFi, would students be able to do certain projects that have been
proposed?
Similarly, if group projects are required, has the
faculty member given thought to the issue of the
students coming from different institutions?
On two-week programs, if a course as proposed is
particularly content-heavy, will there be sufficient
dedicated class time and space to do what is being
proposed?
Most importantly, however, how is the content going
to be linked to place?

●

The course as proposed must be location specific or at least offer a sound pedagogical and
learning benefit for the course to be taught in this location. Such location specificity should begin
even with the course title and description, but it should also continue into proposed course
assignments, fieldtrips and activities. Even faculty without personal experience of a location should
be able, through research, to envision and specify such connections.
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●

Evidence must show that care and thought went into the preparation of the proposal. Not all
the details of the course need to be ironed out in the proposal, but have enough specifics been
provided to reassure the Curriculum Committee that the proposal is well-conceived?

●

The course title and description must be appealing yet convey something about the content
and focus of the course. This may be the single hardest part about constructing the course
proposal, but it is also one of the most important as the title and 100 words or so are a faculty
member’s best chance of grabbing the attention of students beyond his or her personal sphere of
influence. Even among students known to the faculty member, this title and description are often
essential to engage and hold student interest. One task the Executive Director takes on during the
preparation of the catalog is to modify descriptions, especially if they have been noted by the
Curriculum Committee as being somewhat lackluster.

●

The faculty member has given thought at least to a recruitment plan. Recruitment takes a lot
of time and effort. It’s the rare course that “recruits itself” and even when that happens it’s usually
because the faculty member has done an excellent job on the item above.

●

The faculty member has obtained the academic permissions required. For each discipline in
which a course is being offered, the faculty member must obtain discipline-specific approvals by the
appropriate person on his/her campus. For example, if a faculty member teaches in the History
Department and a course is being proposed for credit in Political Science as well, then approval is
needed in both areas. If History and Political Science are in the same department, it should be
noted by the chair that the course has been approved for credit in both fields.

As a rule, faculty bringing proposals should review them in
draft with their local CCSA representative before submitting
them to that person for approval. The Academic Director and
Executive Director of CCSA is also available if questions arise
in the process of constructing a proposal.
When proposals are weak in one area or another, the CCSA
Curriculum Committee will often recommend that a proposal
be approved but with modifications, meaning that although
there were issues, it was perceived that the proposal had
enough merit to be worked on further. In such a case, the
Executive Director, usually working together with the faculty
member’s Campus Representative and the Academic Director,
will work directly on the issues raised by the committee.
On occasion, too many proposals in a single discipline or two proposals that are extremely similar in focus
are submitted in a single application round. When this happens, the Executive Director may request that
one or more proposals be tabled for a subsequent year. The common practice is to give a new faculty
preference over a faculty member who has taught previously in order to open up more opportunities and
to encourage the differentiation of course proposals. If this occurs, those proposals will generally not need
to be resubmitted the following year and will be given priority for approval the next year.
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7. What are the additional responsibilities of a CCSA faculty member?
Teaching on a CCSA program is not the same as teaching a class on
your campus. Your commitment does involve important additional
responsibilities faculty don’t usually have on their home campuses,
or at least not to the extent required abroad. One of the great
benefits of teaching on a study abroad program is that students and
teachers get to know each other as individuals and in settings where
they would not usually interact at home. However, this also poses
special challenges which faculty should consider carefully before
submitting a proposal to teach on a CCSA program.

Mandatory
Training/Preparation.
Everyone selected to teach must
participate in the CCSA program
orientation, generally in
November for winter programs
and April for summer programs.

●

Student-teacher interaction. Because students and faculty stay in the same facilities during the
course of program, travel together both to and during the program, and interact daily over meals,
there are simply more occasions for interaction, and not just with students in one’s own course.
This also means that it is important to consider in advance how to maintain appropriate studentteacher boundaries in settings, which can make that more challenging.

●

Providing student support and counseling. Due to the sometimes challenging experiences that
can and usually do arise during travel in a foreign country, students frequently need more personal
counseling from professors than is generally required. Additionally, the experiential nature of the
courses can bring home to the students in a personal way issues that in the traditional classroom
setting can be easy for them to maintain a distance. While this can result in the “ah ha” moments all
teachers on study abroad programs hope for, it can also require more support and guidance from
the teacher than usual, not least of all because students are also far from their usual support
networks of family, friends, and school services.
Hence, CCSA seeks teachers with proven abilities in relating well to students both academically and
personally. Students’ travel stress, homesickness, culture shock and loneliness impact course
performance, and the faculty member should be comfortable with constant intermingling between
students and faculty that occurs in these programs.

●

Participating in group activities. CCSA faculty are required to participate in group activities that
are not specific to their courses and to assist in requiring participation by their students. Ideally, in
constructing course syllabi, these activities will also be threaded into the learning experiences,
requirements, and student reflections. Furthermore, faculty may be required during travel days, on
fieldtrips, and throughout the program to support and assist when called upon by CCSA or program
administrators to do so.

●

Accompanying students on flights. CCSA faculty are required to accompany students on flights
from the States (although the option of extending return flight dates is provided).

●

Cooperate with program administrator(s) and fellow program faculty in a manner that is
supportive, respectful, professional and collegial, and behave at all times as an appropriate
representative of CCSA and your home institution. This includes assisting the on-site program
director(s) in matters pertaining to CCSA student travel, excursions, lodging, medical emergencies,
and disciplinary action.
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Some programs requires faculty to serve on-call duty for a single Friday, Saturday, or Sunday
during the program. The faculty member has a program administrator for backup for that day, but
has primary responsibility for things that arise that day. Serving in this way, makes it possible for
the staff to have down time after very intense weeks.
8. Western Kentucky University (WKU) and Institution of Record
WKU serves as CCSA’s institution of record for non-member students. This means WKU must create a
section of your course for which these students will received a transcript. Also, with the move to WKU,
CCSA member institutions may request their own students also receive a WKU transcript, and again, a
section will need to be created for any course in which such students are enrolled.
In order to maintain the appropriate academic oversight of the grading, you need to be listed as the WKU
instructor of record. This means you will be listed as part-time instructor (but not employee) at WKU.
However no compensation is paid by CCSA or WKU for those not employed full-time at WKU. This process
is straightforward, but does require documentation that includes an original transcript from the institution
from which you received your highest level degree. CCSA and WKU are streamlining the process of
receiving your documents, but as you prepare your proposal, we suggest you obtain an original transcript
so we can move smoothly through the process when the time comes.
9. How many students must enroll for a class to go?
CCSA requires a minimum enrollment for each class. Currently that minimum is twelve students per faculty
member. A course may be approved with ten students if the nature of a program warrants such a waiver.
The decision regarding which courses will be taught in the summer programs is made in late
March. Winter program courses are decided upon in late October.
Team-taught classes. If a class is being proposed as a team taught class, a minimum of 24
students is required for both faculty to be approved; consequently, in bringing a proposal
to jointly teach a course, faculty must designate one person as the “lead” faculty who will
go if the course does not recruit sufficient numbers to send both faculty.
10. Are faculty paid a salary for teaching on a CCSA program?
CCSA faculty are employed by their home institution (not by CCSA), therefore, faculty who teach on CCSA
programs receive no compensation from CCSA. Whether or not in addition to this faculty are paid a salary
for teaching on a CCSA program is at the discretion of (and paid by) that faculty member’s institution, and
policies and practice on this matter vary by institution.
Nevertheless, faculty whose courses recruit sufficient students to be approved to participate are expected
to teach that course on the program, regardless of the institutions at which those students register and
regardless of the impact that may have on whether or not a faculty member receives a salary from his or
her own member institution.
Faculty receive a per diem to help offset the cost of travel and meals not provided as part of the CCSA
program.
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11. Do faculty sign a contract with CCSA?
A detailed listing of all faculty responsibilities is included for review within the course proposal application.
Upon approval of the course proposal, faculty are required to submit a signed version of that document,
titled the CCSA Faculty Responsibilities Agreement, agreeing to the conditions set out therein.
12. Contacting the CCSA Office
If you have questions about the program and what you might be able to offer, please contact your home
campus CCSA representative or the CCSA Central Office at 270-745-4512. The staff is always available to
discuss your question and concerns.
We look forward to receiving you CCSA course proposal.
[End of Part 1]
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PART 2: DESIGNING YOUR COURSE
This section is focused on designing your course that you plan to propose. It is more detailed and guides
you deeper into the planning and development process. When you’re ready to propose a course, then Part
2 is designed to help you along the way.
1. Guidance on Course Development
Remember…. Your location IS your classroom.
CCSA programs are built on a set of courses that may or may not have obvious connections. However, each
course syllabi requires students to participate in course-specific activities that may be stand-alone and
separate from other courses OR may be conducted in coordination with several courses.
Depending on which CCSA program you have been approved to teach, there may be a great deal of group
activities already built into the program schedule. This is true particularly for the Belize, Australia, and
Ireland programs, since CCSA has to settle on costs of these activities before being able to set the program
prices posted in our promotional materials. By contrast, CCSA’s London-based programs typically have
fewer structured group activities, which gives instructors in those programs more latitude for developing
individualized class itineraries.
A.

Benefits for Students
Students seeks international learning opportunities for a
variety of reasons that include, but are not limited to:
 increase in student willingness to take courses outside
of their major area of study,
 increased confidence with ambiguity and new
experiences,
 increased interest in interdisciplinary studies,
 increased skills of inter-cultural communication,
 greater comparative understandings of social issues,
 a higher level understanding of social change, and
 a greater understanding of inequalities and differences
both near and far.

B.

The Purpose of a Study Abroad Course

Students report wanting to
learn more about culture before
the start of the course.


Include photos in your
materials you send to students
before your program departs.



Talk about the country and
culture in your class
discussions using local
vocabulary whenever possible.



Provide required reading that
will familiarize students with
the program destination(s) in
advance; travel guides, blogs,
forums, and academic readings
may be useful.

Study abroad courses must meet all the academic
requirements of any other college-level course. Academics
come first, and your course is expected to integrate the
location into the syllabus. Your aim should be to infuse
every lesson with the culture, history, or significance of your location.
Consider the following as you begin to plan your program:


How can the class be taught abroad differently than in a traditional campus classroom?
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How is the course connected to the location? If it is not, are you willing to modify the course or
the location?



How can study abroad enhance the goals of experiential education?
Experiential education infuses direct experience with learning; its aim is to increase knowledge,
develop skills, clarify values, and develop students’ capacity to contribute to their communities.

C.

Facilitating Learning Abroad
The CCSA team provides years of experience in developing, leading and assessing study abroad
courses. CCSA programs are a shared responsibility and your primary task is to design and teach
the best course possible. The CCSA team’s task is to provide the administrative support you need to
teach the course you’ve designed.
From the years of expertise at your disposal,
these proven practices are important to
consider as you design your course:

D.



Being an on-site instructor does not
require complete understanding of the
host culture. You should be willing to
discover together with the students,
willing to learn, prepared to give up your
own stereotypes and discomfort, and be
willing to admit when you don’t know the
answer. Searching for answers together
can create a positive learning experience for all involved.



Many, if not all, of your students will be visiting your program destination for the first time.
Take advantage of their fresh perspective, and be aware that students will notice many aspects
of the culture or location of which you are already aware. Students will be surprised by aspects
of the culture that you very much take for granted; allow them to have authentic learning
moments without offering too much. Do not spoon-feed to students what they potentially can
learn on their own.



Never forget that cultures are not monolithic. The Ireland you visited 3 years ago may not be
the Ireland you will visit this year with your students. Anticipate and welcome changes. Can
you embrace and cultural changes and incorporate them into your syllabus?

Designing a Course
1. Term of Course. A CCSA experience may follow an alternate schedule that impacts your course
design.


Standard. A summer or winter course normally for 3 credit hours conducted between May
and August or in December to January, respectively. For CCSA’s winter programs, some
member schools reward the credit for spring semester class., while a few do offer a winter
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term option (ex. WKU conducts a three-week Winter Term in January). Check with your
campus rep and education abroad office to make sure how your campus awards credit.


Semester extended 3+. A semester course for 3 credit hours PLUS 3 credit hours in
summer or winter that may be a continuation or extension of the semester as an optional 3credit hour course. Since your students may be from another school, the pre-requisites
need to be clearly stated in your course proposal and all documentation available for
students.

2. Adapting an Existing Course. Do not expect to recycle an existing course on another
continent. You must redesign the course with the international location in mind. Consider the
hands-on activities that relate to your content and how you expand upon those with the
resources available in your location.
The following are proven practices to adapt a current course to a new location:

Alter or add to the current course objectives to reflect the location,

Make sure your objectives clearly address the international nature of the course, and

Ensure your course is connected so intricately with the location that the course and
location could not be extricated from each other.
3. Designing a New Course. Consider designing a new course
for your international location. This enables you to
differentiate your course from other options, which in turn
improves recruiting potential. These courses can be fully
focused on the location. When designing a new course, your
class assignments will likely differ from those expected in oncampus courses.

Make sure to follow you
institution’s process for
course approval to assure
your students may earn the
credit you intend.

4. Course Level. An important consideration is the level you wish to teach you course. The
options are undergraduate – lower division, undergraduate – upper division, or graduate level.
Another designation may be an Honors section within the undergraduate level. If you plan to
teach multiple levels, you’ll need to clearly differentiate the syllabi for each level. These
differentiations will be stated in the course proposal although only the designation of UG or GR
is required at the course proposal step. After your course is approved, you may differentiate
lower and upper division as needed by your home campus course approval process.
Honors Section
If your campus provides a means to offer Honors credit, please describe below along with how
you will differentiate the Honors section from the course described in #13 above.
If your campus doesn’t offer Honors sections of your standard undergraduate classes, you may
use WKU’s guide. WKU designates Honors sections as Honors Enriched and Embedded Courses
(HEECs) that are described at this link: https://www.wku.edu/honors/faculty/resources.php.
If you choose to propose an Honors section, you must differentiate it from a non-Honors
through “additional assignments, more sophisticated assignments, more sophisticated course
material, oral presentations, different methods of grading, special trips or activities, group
work, or even special meetings with the professor outside of the scheduled class times (such as
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scheduled discussion groups).” While this definition may fit any well-designed study abroad
class, you still need to differentiate the Honors section.
An example may be to add an extended assignment that your students complete “after” the onsite portion of your course. This could follow the “bring it home” concept in which students
actively compare something they learned in the foreign location with their home town or home
campus. Public transportation or infrastructure. Access to public services. Food. These are
examples of things your students may research or discuss with people on the local level to
compare with people they met in the international location. The methods may vary, but
interviews or physical documents (photos) may be ways for your students research the
differences (and similarities) that they then present to the entire class. There are hundreds of
ways for your students to complete the assignments, but you need to differentiate the Honors
section from the non-Honor section here and in your syllabi.
CCSA will create an Honor section for students who need a WKU transcript.
5. Unique Aspects of a Study Abroad Course
Experiential learning is a study abroad format that requires different activities and planning than
any other course you’d teach on campus.
Key Factors that promote successful short-term, study abroad courses include (1) academic rigor,
(2) multiple teaching methods, and (2) facilitated reflection by students. According to Lori
Gardinier and Dawn Colquitt-Anderson, “There is no formula for the percentage of time that should
be spent in formal class time, seeing cultural/historical sites and events, doing field work, or
engaging in peer-to-peer cultural exchange. Regardless of the mix, students should arrive at the
destination with a grounding in both the academic and cultural context through a combination of
pre-departure lectures, guided research, online discussions, readings, and cultural events relevant
to the trip.” (Gardinier, Lori, and Dawn Colquitt-Anderson. “Learning Abroad.” in New Directions for
Teaching and Learning. no. 124, Winter 2010.)
Your syllabus should address these types of activities:
A. The concept to “know before you go” makes the on-site portion more effective. CCSA
encourages faculty to create reading assignments that are due when the program starts -and minimize the amount of reading while overseas. Giving a quiz on required reading
during the first on-site class or having a written assignment based on the reading due on
arrival are ways that many CCSA instructors have used to insure that students have already
done significant reading for the class before departure and hence are ready to appreciate
fully the on-site class activities.
B. Before and After Program activities must be taken into account when planning your
course. In programs in which that grading schedule allows for it, leaving major writing
assignments to the post-program period before grades are due is also recommended. You
might want to include in your syllabus a reminder that the full academic experience of a
study abroad course involves more than just the time spent on the travel portion of the
program; pre-program reading and post-program writing are key aspects of mastering the
course material and of insuring that participants will maximize the impact of the on-site
experiential learning overseas.
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C. Traditional classroom activities may include lectures, discussions, group activities, and
in-class writing, during the instructional times listed in the program itinerary. Appropriate
rooms in the hotel or dormitory in which you stay will be provided by CCSA, but partly since
the cost of such room usage may sometimes be quite high and partly because CCSA believes
that most study abroad learning should be taking place outside the traditional classroom
setting and instead out in the learning environments unique to your overseas site, you
should try to minimize such traditional classroom activities. Depending on which CCSA
program you are in, the times that are available for such activities may be flexible or limited
(e.g. in the four-week London Summer program there is a structured schedule to insure that
students taking two classes don’t end up with time conflicts). Check with the CCSA staff
about how sophisticated the technology may or may not be in the particular teaching sites
available on your program; there may be situations where you won’t have smart classroom
set-ups and students will have no alternative to writing out class assignments, etc. in
longhand. Remember that experiential on-site learning should be the central feature of
study abroad classes, and participants did not come all the way to the program to sit in
classrooms like on their home campus for more than the minimally relevant time.
D. Attendance is essential, but faculty may count it toward the grade in varying ways. A
proven range tends to be 10 – 15%. This enables students who cannot make it to class for
legitimate (often illness) reasons aren’t overly penalized.
E. Organized group activities involving
Also, CCSA’s Faculty Advisor Group allows you
all classes, such as initial on-site
to bounce your field trip ideas off veteran CCSA
orientation meetings and city bus tours
teachers who have volunteered to provide
upon arrival in locales where programs
advice about specific CCSA sites with which
will be present for prolonged periods
they are very familiar. Learn more at this link.
(e.g. London or Dublin). There are also
day-long excursions that CCSA plans for The link to the Group is through CCSA’s
Academic Director, Jeffrey Williams
all participants (e.g. excursions to
(williamsj@nku.edu); don’t hesitate to take
Stratford-upon-Avon and Warwick and
advantage of the accumulated expertise of the
to Dover and Canterbury in the London
Group.
Winter programs). All faculty and
participants are expected to take part
in these group activities, which are clearly delineated in the program itinerary that you will
receive.
F. Field trips to sites appropriate to your course content. These are the heart of a typical
CCSA class, and we encourage you to strive to find the most meaningful and impressive
kinds of field trip activities to engage and challenge your students. It will be this aspect of
your class that students will remember longest and which will likely provide the deepest
learning experience.
First-time study abroad teachers are often are overly ambitious in their field trip plans,
trying to pack too many activities into the time available; alternatively first-timers are too
cautious and schedule too little. Getting the balance just right comes with experience, so we
recommend that you seek out the advice of colleagues on your own campus who have
taught on study abroad programs and may have ideas about what is practicable and
feasible.
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Successful instructors almost always piggy-back
mini-lectures and spontaneous discussions onto
field trips, by taking advantage of time spent on
public transportation or in CCSA coaches. This
enables student to vocalize what was observed or
learned at its freshest.

To paraphrase long-time CCSA
Executive Director Mike Klembara:
“Tell them what they are going to
see, tell them what they’re seeing,
and get them to tell you what they
just saw!”

G. The time students spend on course-related and self-directed activities is essential.
Reading required materials, writing journal entries, perhaps doing research on their own
for your class must be included while not burdening students during the on-site portion of
your course. Obviously, in a short overseas program when students are going to be
investing time in sightseeing on their own, sampling the local culture, etc., you cannot
require them to do the amount of “homework” that you would back on your home campus.
Expecting students to read a long novel by Dickens or a thick tome on international
economics while on-site is not realistic, especially for CCSA’s shorter programs.
H. Explore time is a way that CCSA courses
encourage students to use their personal time
effectively as well. There is never any “free”
time on a short-term program, so explore time is
the unscheduled time when students experience
their location and travel independently. Since
CCSA courses tend to be very intense, faculty
should encourage their students to explore with
an eye toward their course content. Economics
students may travel to Paris for a long weekend,
but could also report back to the class on things
they experience or observe from an economics perspective. Students in health care courses
who travel to Scotland can report back on what they observed or experienced as well. This
“outside the classroom” undirected, yet guided learning, often proves to be very important
in the learning achievement of students. All it requires of faculty is time to discuss before
and after the students do what they plan to do anyway: see as much as they can in the
shorts possible time.
6. Designing Assignments around Program Activities






Pre-Departure
o Assign students to research specific sites/activities that they present in-class or onsite, and
o Guide students regarding the connections you hope they will draw.
On-Site
o Take a few minutes before each activity to remind students of why the activity
matters,
o Debrief at a site after an activity while it is still fresh in students’ minds, and
o Encourage written or photo-journaling so students can organize their thoughts
more effectively after leaving a site.
Post Program
o The course need not end upon return. The final assignments may be better if you
give your students a few weeks to complete them.
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For the London Summer 4-week program, grades are due at the end of
program.
7. Counting Program Activities in Your Course Assessment
Include any activities you plan to grade or assess in your syllabus. Make sure attendance in
program activities is required, appropriate, and specified in the syllabus.
Graded activities might include, but are not limited to:


Writing activities
o Research about what students will see,
o Reflections on what students saw, and
o Comparative studies.
Presentations
Reflection writing is one of the singlemost important learning techniques in a
Journaling and Reflection
study abroad course. It is more effective
when guided (i.e. through faculty directed
Final project – may be due after return
questions) and embedded in course
(London Summer exception)
expectations.






Explore Time - Consider assigning students to turn in a top 10 list of what they’ll do in their
explore time as an un-graded, or bonus, assignment. It will encourage them to think about
how they will spend their time in your location.
A study abroad courses offer 24/7 learning opportunities therefore “free time” downplays the
academic focus of all activities. Not every minute needs to be crammed with official course
activities but effective courses build in the expectation that student will apply their learning to
everything they do while in country. Hence the importance of including opportunities for
personal growth and improved cultural awareness as learning goals.

8. Meeting Course Objectives

E.



How will you meet your objectives in a limited amount of time? Your on-site activities
should all be content-based.



Plan readings strategically; leave students time to connect the readings to their experiences.



Know where you’re going academically and geographically—map out your course. Bring
printed maps whenever possible; access via a smartphone may be available but expensive
on-site.

Designing an Itinerary
First-time faculty report regrets over their lack of logistical research, and these proven practices
improve courses.
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F.

Research the sites you will visit and decide how they will be integrated into your syllabus.
Don’t add locations or activities without considering how they will reflect the content and how
the content will reflect them.
Communicate with the Faculty Advisory Group for discipline and location expertise. Here is
link.
Search for study abroad programs in your field, and see what others are doing with their
courses abroad.
o Request itineraries, location information, related texts or assignments.
o Ask for things and places to avoid.
o Your colleagues may also help recruit from their students.
Infuse traditional tourist sites with academic content.
How do your chosen texts relate to specific sites?
What assignments will you create based on site visits?
How can you make a traditional site connect to your course? Example: The London Bridge
Tower is relevant to…
o History. Effect on integration of classes,
o Economics. Effect on trade and finance for regions previously separated,
o Health. Through trade diseases were transported more easily with the bridge,
o Occupational Safety. Conditions through the building of the bridge,
o Engineering. Design of and choice of design, or
o Accounting. Usage of trade and finance as reasoning for build, tracking of funding
throughout build, ethical use of funds

On-Site Course Management


Students will need time to acclimate to the location. Can you provide activities or guidance that
will introduce them to the location?



Incorporate some down-time for reflection and to recharge. You will need it too.



Don’t over-pack your suitcase or your schedule. A learning goal may be for your students to feel
confident enough to come back to the location on their own and see all those things you could
not include in your course.



Build a community of scholars learning together and looking out for each other.



Model the behaviors that you want your students to follow.
o
o
o
o



Follow local customs as appropriate.
Research and share pertinent information with your students as early as possible.
Students willfully ignoring cultural norms may affect the learning outcomes of your
course. Make them aware of those norms and make it clear to students that they are to
be followed when appropriate.
Do not interrupt guides; utilize them as the valuable resource they are.

Make time to meet with guides, your colleagues, and other key players every day. Debrief at
night and/or meet in the morning before departure.
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Anticipate delays and cancelations. Prepare a Plan B for every location or activity, even if Plan B
is an impromptu discussion with students on the bus. Don’t be afraid to revisit and redesign on
the fly as needed if a site or activity is not benefiting students in the way you had hoped.
“The best laid plans… “ can and do go awry.
Is flexibility and adaptability in your toolkit?



Give students clear expectations in the syllabus about participation in meals, site visits, and
other activities.



Communicate with all participants at regular intervals rather than telling a few about plans
and expect everyone to get the information. Use meals as class or logistical meeting time, but
don’t surprise students with last minute changes to expectations.



Debrief with your program administrator and with students.

As you develop your ideas for class activities for CCSA
programs in Ireland, Australia, and Belize, you may request
some alterations to the itinerary as it was initially
constructed by CCSA. It may be possible to fine-tune the
group itinerary to accommodate your desire to visit specific
sites not yet included in the initial itinerary (which was put
together before CCSA knew which classes would make the
minimum participation level). In other words, the
itineraries for those programs are works-in-progress until
the instructors for the courses have worked out with CCSA
what the best itinerary is to accommodate as much as
possible the various requests that have been made.
But remember, the more expense items you pack into
your specific class, the more your students pay. Just as
students pay different amounts for more books for campus
classes, students in specific classes pay different amounts
for different classes. Theatre courses require tickets to see shows. Other classes may need to pay for
admission to costly sites. Think about low-cost or no-cost alternatives that meet your learning goals in
order to keep courses affordable.
G.

Lessons Learned
Here are some suggestions for study abroad learning experiences that veteran CCSA instructors
have used to good effect:


The organized group activities for all classes that are included in your program (such as city bus
tours on arrival) are mainly orientation expeditions. You can get your class participants to be
thinking about how what they are seeing fits into an aspect of your class. Ahead of the group
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activity identify some themes from your class that might be relevant to the group activity and ask
your students to keep those themes in mind.


Think about organizing small group activities that get students out on research projects and
provide class time for them to report back to the rest of the class on their findings. Or if time
allows, you may organize similar individual research projects. In both cases, think of non-library,
non-internet-based research that involves personal experiential research, such as interviewing of
locals, observation of places, architecture, cultural events, etc. – research that can only be done
on-site and which couldn’t be duplicated through normal research methods.



Use guidebooks and the web to find off-the-beaten-track institutions, museums, historic sites,
public events, etc. in your program site that relate to your course. Also, if you are a member of a
professional organization related to your class content, you may be able to connect with local
experts in your field who could provide advice or perhaps even a guest lecture or a visit to a
relevant site that you couldn’t easily access as a member of the general public. Remember to
always bring it back to your class and your instruction.



Getting your students involved in the selection of field trip sites forces them to learn ahead of time
about potential learning sites. In the pre-departure phase, provide them with a list of possible sites
to visit and ask them to select one or two that seem especially attractive or relevant to their
interests and then have them write a defense of why the class should go there as opposed to the
other sites.

Insofar as any class activities that you have in mind require some kind of administrative support from the
CCSA staff, you need to be in touch with the CCSA Program Coordinator to discuss what you have in mind.
For instance, if your class needs to make an extended field trip requiring unusual transportation
arrangements or if you are planning to include a local expert as a guest lecturer for your class, you need to
discuss how to manage these details with Robin.
2. Contacting the CCSA Office
If you have questions about the program and what you might be able to offer, please contact your home
campus CCSA representative or the CCSA Central Office at 270-745-4512. The staff is always available to
discuss your question and concerns.
We look forward to receiving you CCSA course proposal.

[END OF PART 2]
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PART 3: CREATING YOUR COURSE PROPOSAL
1. The Course proposal
CCSA courses must be approved in advance by the faculty member’s home institution therefore it is
recommended that faculty review their campus requirement and the CCSA-provided advisories on teaching
abroad. The importance of starting the approval process early cannot be stressed enough since
planning is a cornerstone of CCSA programs. The goal of the approval process is to assist faculty in
creating an affordable program with the highest academic standards. Realistic and well-thought learning
goals and field activities enable CCSA to develop an affordable program.
CCSA maintains an online course proposal system found at www.ccsa.cc.
CCSA faculty may arrange for inclusion of a non-CCSA course within a CCSA program provided there is no
conflict with any scheduled CCSA event and provided further that prior approval has been obtained from
the Executive Director.
2. Course Proposal and Review Process
Courses for CCSA consortia programs are submitted, reviewed and approved
according to a process designed to ensure from the outset that courses have
academic validity and are being taught by faculty with appropriate
credentials.

Courses and non-credit
programs outside the
normal CCSA program
structure follow a similar
pattern, but are
customized to the
member institution’s
processes.



Proposed courses need clear academic learning goals that
incorporate the particular destination. Teaching abroad is unlike
courses taught on campus in many ways and CCSA provides
guidance on preparing to teach abroad along with the campus reps
and education abroad offices at your home institution.



Course Proposal and Approval for general CCSA programs begins on the member campuses, where
faculty are solicited to propose courses. Before any course proposal can be submitted to CCSA for
consideration, course proposals must be reviewed and approved by the relevant department
chair(s) in which the faculty member teaches and/or credit would be granted on the home campus.



As stated in Part 2, you may propose an undergraduate or graduate level course or both levels.
Your draft syllabi will need to differentiate between lower and upper division UG credit, graduate
credit and Honors credit (if applicable).



Course proposals must also be reviewed and signed by the local CCSA campus representative.
Without the signature of a local approving official and the CCSA representative from the relevant
campus, course proposals are not sent to the CCSA curriculum committee for consideration.



Faculty (usually through their CCSA campus representative) submit course proposals using an
online proposal form. The proposal form requires faculty to state proposed academic content,
readings, course assignments, and grade composition. For courses being proposed for more than
one level of credit (i.e. upper division and graduate), the course proposal must differentiate the
course requirements for the two levels of credit.
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Course proposals must be accompanied by a current
CV for each faculty member teaching the course. In
addition to our member schools certifying the
qualifications of their faculty, CCSA also reviews the
CV for all faculty who submit course proposals to
ensure uniformity of standards.



The Curriculum Committee carefully considers all
aspects of the proposal, but particular attention is
paid to faculty qualifications and academic content.
The rubric plays in important role in guiding the
review process.



The Curriculum Committee provides written
assessment to the Executive Director.



The Curriculum Committee may (1) recommend for
approval, (2) approval with minor changes (to be
arranged by the Executive Director), (3) approval
only with significant changes, or (4) non-approval.

Team taught course proposals:
 All courses that are envisioned from
the outset as being team taught must
be clearly submitted as such, with
both faculty meeting the CCSA
requirements for faculty
participation.
 Cross disciplinary courses that are
intended to be offered for credit in
more than one discipline must be
submitted as team taught unless a
single faculty member has credentials
acceptable in both disciplines.
 Faculty proposing courses as team
taught should give some advanced
written consideration to how
responsibility will be assigned should
the course not make at the level of 24
students enrolled.

The Executive Director and Academic Director contact faculty whose proposal needs changes.
In the case of non-approval, the Executive Director contacts the campus representative to discuss
under what circumstances, if any, a course might be reconsidered. Grounds for rejection include
but are not limited to the faculty member lacking necessary credentials to teach the subject area or
level or unworkable logical requirements.


The Executive Director, in coordination with the Academic Director, selects courses to be included
in the catalog.



Because registration for courses takes place on each CCSA home campus, individual CCSA member
institutions review, approve and assign credit in the appropriate disciplinary level. While each
school employs a slightly different process for doing this, generally speaking a student from a CCSA
member institution can only take a CCSA course if it has received approval on his/her home
campus. Consequently, information from the course proposal is made available to CCSA
representatives should they need it for campus approval. Course faculty may also provide
additional information about the course upon request from campus representatives and students.

3. Resubmission of proposals from the preceding year’s offerings


In the event a program is cancelled, for any reason, the course can be included in a subsequent
offering of the program. The faculty member must resubmit the course proposal, accompanied by a
written recommendation from the campus rep regarding the efforts made by the faculty member to
recruit in the previous offering. If the course does not recruit successfully for the second time, that
proposal cannot be resubmitted the following year.



In the event a program does go but a course has not recruited sufficient students to be included,
there are two options:
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1. Faculty who have recruited successfully in prior years may resubmit the course. Resubmitting
faculty should be apprised of the precedent that new (or at least "not recent") faculty proposals
take priority. If the course does not recruit successfully for the second time, that proposal
cannot be resubmitted the following year.
2. Faculty who have not recruited successfully in prior years cannot resubmit the course unless
there are extenuating circumstances that affected either the ability of the faculty to recruit or
school participation/recruitment, e.g., a family or personal illness, loss of a campus rep,
etc. These situations should be brought first to the Academic Director to make
recommendations to the Executive Director. After having sat out one year, the faculty may
resubmit a course proposal.
4. Contacting the CCSA Office
If you have questions about the program and what you might be able to offer, please contact your home
campus CCSA representative or the CCSA Central Office at 270-745-4512. The staff is always available to
discuss your question and concerns.
We look forward to receiving you CCSA course proposal.

[END OF PART 3]
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