SKIDMORE TRAVEL SEMINAR

OFF-CAMPUS SEMINAR PROPOSAL FORM

This form is used for the off-campus seminar/component. If you are offering an on-campus component as well, you will need to complete a separate Curriculum Committee form for that course. NOTE: Signatures from the appropriate chair/director must be included in the proposal submitted to OCSE. Additional signatures will be given at the time of final proposal review. (See signature page at end of this form.)

Please submit this cover page with the chair/director signature as a hard-copy document to OCSE. Other proposal documents can be submitted electronically.
1. Term of Travel Seminar

Month and year of Travel Seminar: ______________________________________________
Will
 Travel Seminar be attached to an on-campus course? ____________________________

If yes, give the title, semester and year of on-campus course: ___________________________________________________________________________
2. Course Information

2a. Course title: Include abbreviated title (23 or fewer characters). This title will appear on registration materials and on transcripts. It will also be used on promotional materials to attract students to the program. Please keep this in mind when creating it.
Title: _______________________________________________________________________
2b. Course number: Include course number even if this course has been offered before. Choose TX 100, 200 or 300 depending on the level of the course.
Course Number: ______________________________________________________________
2c. Course instructor(s) and department(s): Include ALL instructors that will be involved in the off-campus seminar.
Primary instructor & department:________________________________________________
Additional instructor(s) & department(s)/institution(s): ____________________________________________________________________________

____________________________________________________________________________
2d. Course description: Give a brief and carefully worded description that reflects the actual content of the course and will capture student interest. We urge faculty to use student-centered language and concrete examples and brief, direct words, where possible. 
2e. Enrollment minimum and maximum: Course enrollment minimums and maximums should adhere to the guidelines for enrollment caps for Travel Seminars – generally 7 to 10 students per faculty leader. Only under unusual circumstances will the committee approve an enrollment cap below or above those specified in the guidelines. If you are proposing enrollment targets outside of these limits, please give rationale here.
Minimum:

Maximum:

Rationale for exception to standard enrollment caps:

2f. Course Prerequisites (include brief rationale): Students may register for an on-campus course that is linked to the travel course but not travel. However, students who register for the travel course MUST also take the on-campus course.
3. Semester hours of credit and rationale. (See guidelines on travel seminars outlined in “Travel Seminar Proposal Guidelines”.) 
Credit Hours:

Rationale:

4. Course level (100, 200, 300) and rationale. Travel Seminars must offer carefully structured, focused, and challenging learning experiences—experiences deserving 100, 200 or 300 level college credit within a liberal arts context. 
Level:

Rationale:

5. Syllabus and learning objectives. The syllabus should explain where and when the learning occurs, whether on or off campus. If the Travel Seminar includes both on-campus and off-campus components, attach a copy of both proposed syllabi with thorough descriptions of course topics, readings, assignments, and requirements and well-established connections and parameters between the travel seminar and the on-campus course(s). In addition, for both on-campus and off-campus components specify the learning tasks and student goals and the means for assessing the learning outcomes. For the off-campus component, the syllabus should include a detailed itinerary relating sites visited to the subject matters of the course and stress why this course is enhanced by being offered off campus.

6. Curricular contributions. Briefly describe how the Travel Seminar will fit into the present curriculum, explaining, in particular, how the travel component contributes to the department, program, or all-College curriculum. Also, highlight why this course must take place off campus and how the off-campus resources enhance the course in substantive ways.
7. Liberal Arts credit: YES______ NO_______

(See Curriculum Committee guidelines.)
8. Mark all the All-College requirements that the course will meet and provide a rationale. (See Curriculum Committee guidelines and append relevant materials where necessary.)

	Requirement 
	X
	Note

	Expository Writing
	
	Explain how course adheres to EW guidelines

	Foreign Language
	
	

	Quantitative Reasoning
	
	Explain how course adheres to QR guidelines

	Culture-Centered Inquiry
	
	

	     Non-Western Culture
	
	Explain how course adheres to NW guidelines

	     Cultural Diversity
	
	Explain how course adheres to CD guidelines


Rationale: If the course meets a Breadth Component, check the requirement that the course will meet.
	Humanities
	

	Social Sciences
	

	Natural Sciences
	

	Arts
	


9. Faculty qualifications. Sponsoring faculty should briefly describe their academic and administrative expertise (including experience with student support/student affairs questions) and relevant experiences required to inform and guide the proposed travel seminar. Provide evidence of the extent of the faculty's past experience with and expertise in the locations in which the course is to be held. The level of personal preparedness to sponsor a travel seminar will be carefully reviewed to determine the appropriateness and feasibility of the proposal. It is expected that faculty will have experience in the location they intend to take students. (See guidelines.)

10. Resources and logistics. The questions below are intended to elicit information that will allow the Dean of the Faculty’s office and the Director of Off-Campus Study & Exchanges to assess the resource implications of the course. Because off-campus study requires extensive resources, the proposal must include evidence of consultation on resource implications with the relevant department chair(s)/program director(s) and the Office of Off-Campus Study & Exchanges. Although every effort will be made to determine the practical viability of a proposed Travel Seminar in advance of submitting the proposal, limits on staff resources, limits on student financial aid, practical obstacles, emerging health or safety concerns at the host location, institutional resources, low levels of enrollment, or other factors may, of necessity, lead to the cancellation of an otherwise approved course at any time. Judgments concerning the practical or financial viability of a course rest with the Dean of the Faculty’s office.

a) Will this course affect the instructor’s teaching schedule? How?
b) Will the course replace a course previously offered by the instructor? 

c) Will offering the travel seminar course require hiring adjunct faculty to cover an on-campus course? Has this impact been considered by the department chair? Explain. 

d) Provide a preliminary budget based on the template provided by OCSE. Include estimates of all costs for delivering the course, including partner institutions, classroom space, housing and meal arrangements, international and local transportation, accommodations for field trips, safety and health considerations, and admission fees. Please indicate and describe which resources are available in the host country (classroom space, housing, etc.). Estimates must be based on faculty/OCSE research on available on-site resources and costs. Note: It is understood that these figures may change. However, student fees will affect the financial aid obligation of the College. Therefore, estimates at this time must be as realistic and inclusive as possible.

11. Recruitment and selection of students. Provide criteria for student participation. The sponsoring faculty and OCSE will review the applications and make final selections based on established criteria. Give a plan for the recruitment of students sufficient to meet the stated enrollment needs. (Include departments you plan to target, classes you plan to visit, connections to other courses, etc. Please consult with OCSE for specific ideas.) Students participating in programs delivered during the academic year (January, spring break and May following a spring course on campus) will be eligible for financial aid. Eligible students will be awarded 50% of the total program fee in Skidmore grant; student will be personally responsible for the other 50% of the program fee. Students participating in a stand-alone summer program are not eligible for financial aid. Please keep this in mind when developing a recruitment plan.

Signatures:

Prior to Proposal Submission:

	
	

	Chair of Sponsoring Department
	Date


	
	

	Director of Sponsoring Interdisciplinary Program (when appropriate)
	Date


After Proposal Approval:

	
	

	Associate Dean of the Faculty (for student academic affairs)
	Date


	
	

	Associate Dean of the Faculty (for faculty affairs)
	Date


	
	

	Chair of Curriculum Committee
	Date


	
	

	Director of Off-Campus Study & Exchanges 
	Date


	
	

	Chair of the Advisory Committee on Off-Campus Programs (ACOP)
	Date
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