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Off-Campus Instructional Site Request Form

This is a copy of questions from the official form on the USG Academic Proposals Smartsheet Submission Portal, which is accessible only to the Provost’s designees.  Institutions may use this for internal purposes to seek answers to form questions before submitting.  Institutions may also tweak this document for institutional use; e.g., to conform with institutional visual identity standards or to add questions relevant for institutional-level review.

Note: Some questions may only appear in certain circumstances.  Italicized parenthetical comments explain under what conditions such questions will appear.  If there is no parenthetical comment, the question appears in all cases.
Form Instructions
If an institution delivers face-to-face instruction at a location geographically apart from an institution's main campus, and if a student is required to be at the location to receive instruction, then the location is an off-campus instructional site.

Examples of Off-Campus Instructional sites:
· The institution offers a face-to-face or hybrid credit-bearing course that occurs at a location where students are present.
· The institution offers a non-credit bearing workshop that awards continuing educational units (CEUs) at a location where students are present.

NON-Examples of Off-Campus Instructional sites:
· The institution offers instruction at a location, but students can only participate virtually from elsewhere
· Clinical/Internship Locations (this is not traditional classroom instruction)
· Conference Locations (this is not instruction, unless it is formally part of an institutions continuing education program offerings and the institution is providing instruction)
· Exchange Program sites (instruction is not being provided by the USG institution but rather by the cooperating institution)

An off-campus instructional site can be categorized as follows:
· an institutional site that is part of the institution's facilities inventory (e.g., if it is in space owned or leased for exclusive occupancy by the institution) or
· an external site in space not leased for exclusive occupancy (e.g., high school, hospital, military base, etc.)

For additional information, visit Academic and Student Affairs Handbook 2.3.7.1.
Institutions seeking to deliver courses or programs at an institutional/external site must notify the USG Office of Academic Affairs at least 60 days prior to implementation. If at least 50% of a degree/major/certificate will be administered at the location, USG approval is required.

New Institutional Sites
Institutions seeking to add a new instructional site in space controlled and exclusively occupied by the institution should complete this form and contact USO Real Estate and Facilities to request the associated lease/acquisition. If approved, the site's building and room data must be added to the institution's facilities inventory in Banner and will not appear in the external site database. For any course sections subsequently scheduled in space at the new site, the section location code should be listed on Banner>SSASECT>Session Code as A = "Section on campus in assigned space" and the building and room codes identified on the meeting locations tab.

Note that Board of Regents approval is required to establish a campus, center, or consortial site. If Academic Affairs and Facilities determine this falls into that category, the approval process will take longer.

External Sites
Both notification and approval requests for new external sites should be submitted via this form to be issued an external site code and listed in the USG External Site Report. External site designation is typical for space not controlled and/or exclusively occupied by the institution (e.g., classrooms/spaces shared with the host entity pursuant to terms in an MOU). Once the external site code is issued, all building(s) and rooms where instruction may occur should be added to Banner>STVBLDG and cross-walked to the approved external site code via Banner>SOAXREF>RGTBLDG. Then, for any course section where instruction may occur at the site, the section location code should be listed on Banner>SSASECT>Session Code as either D = "Off Campus, in assigned space" or E = "At a specific off campus site with unassigned space." In either case, building information must be identified on the meeting locations tab; if "D" is used then room information must also be identified.

Study Abroad Locations
Most study abroad locations would not classify as an institutional site or an external site. If there is not a specified single classroom for the majority of the course (e.g., students meet in different locations), then it would not be considered an off-campus instructional site. Institutions seeking to establish a new study abroad location should not complete this form, but are encouraged to add the program/site to the Study Abroad directory at https://www.usg.edu/international_education/study_abroad/directory. For such study abroad courses in Banner, the section location code should be listed on Banner>SSASECT>Session Code as “B = Section with unassigned space.”

If you are unsure how to classify the new site, please contact the University System Office / Academic Affairs before proceeding.
Form Questions
Institution Name: ______________________________________________________________________________________________________________

___ I certify that this proposal has already received all appropriate institutional approvals and that the proposal is being submitted with the knowledge and approval of the President and Provost/VPAA.

Type of Site: (Select One)
· 10 – USG institution main campus
· 20 – USG facility other than part of a main campus (e.g., a USG Center)
· 30 – Technical College System of Georgia (TCSG) facility
· 40 – Public school/school district facility
· 50 – Military facility
· 60 – State/County/City facilities
· 70 – Corporate/other private entity, including private schools/universities
· 80 – International entities
· 99 – Other

Have you used this site before?  (Select One) 
You can see closed sites at https://apps.ds.usg.edu/ords/f?p=143%3Apublicreport.
· This is a new site
· This is an existing site that requires modification
· This is a previously used site that is closed on the external site database
(If previous question not answered “This is a new site”) Please list the previously approved external site code for this site. You can find the external site code at https://apps.ds.usg.edu/ords/f?p=143%3Apublicreport.
___________________________________________________________________________________________________________________________________

Site Name (Building or Facility Name)
For existing USG locations, please specify the name as listed in the USG Instructional Site Index. If the existing USG location is not listed in the index, please select type as "99-Other" in the previous question.
___________________________________________________________________________________________________________________________________

(If Site Type is not 10 or 20)
Physical Address: ______________________________________________________________________________________________________
City/Town: _____________________________________________________________________________________________________________
County (includes “Not in Georgia” option): __________________________________________________________________________
State: ____________________________________________________________________________________________________________________
Country: ________________________________________________________________________________________________________________

(Only for Sites in Georgia) Is the requesting institution the closest USG campus or branch campus in geographic proximity to the site?
If the answer is NO, a letter of support or non-objection is required from the President of all institutions in closer proximity. Please attach supporting documents toward the bottom of this form.
· Yes
· No

Briefly describe the intended use of this site.
___________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________

What type of instruction will be delivered at this location? (Select all that apply)
· Programs, where at least 50% of coursework can be completed at this site
· Credit-Bearing Courses
· Non-Credit Bearing Courses (e.g., Continuing/Professional Education where the institution is offering instruction at the site)

(If programs will be delivered at site.) What programs will be delivered at this location? (Select all that apply.)
Note that Degrees, Majors, and/or Certificates require approval for the institution to offer anywhere.
· Degrees, Majors, and/or Certificates
· Other Programs (e.g., endorsements, microcredentials)

(If degrees, majors, and/or certificates will be offered.) Please list all Degrees, Majors, and Certificates for which at least 50% of coursework will be available at this site.
Please include the degree acronym, program name, and CIP Code as listed on the CAAP.
___________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________

(If “Other Programs” will be offered.) Please list all other programs for which at least 50% of coursework will be available at this site.
Please include the name and audience for the program. Please also specify if such programs lead to licensure and if you have state authorization (for the state associated with this location).
___________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________
(If Credit-Bearing Courses will be offered.) What type of credit-bearing courses will be delivered at this location? (Select all that apply)
· Course sections open only to dual enrollment students
· Undergraduate Course sections accessible to non-dual enrollment students
· Graduate Course Sections

(If Credit-Bearing Courses will be offered.) What is the estimated annual student credit hour generation?
· Less than 600 student credit hours
· 600 or greater student credit hours

For how long does the institution intend to use this site?
· Up to 1 year
· 1 - 2 years
· 2 - 3 years
· 3+ years (institutions will be prompted to renew every 3 years for long-term use of external site)

Will the institution have exclusive use and/or control of the site (all day every day), or a portion of the site (all day every day)?
For example, will the site (or space within it) contain institutional equipment or have doors that lock where only institutional representatives have the key.
· Yes, for the entire site
· Yes, for a portion of the site
· No

When will use of this site as described begin? ____________________________________________________________________________

(If Site Type is not 10 or 20) Is there a (drafted or executed) contract, MOU, or agreement for this arrangement?
· Yes, an executed document exists
· Yes, a drafted document exists
· No

(If previous question is “Yes”) File Upload.  Please provide a copy of the contract/MOU/agreement governing the use of this site.


Points of Contact
Main Point of Contact Name/Email
Please insert the full name, title, and email of the individual who should be contacted in case of any questions.

Approval Emails
Insert the email address for your Provost, Vice President overseeing Facilities, SACSCOC Liaison and anyone else who should be notified upon approval. Use a semicolon to separate email addresses.

Notification Emails
Insert the email address for the Registrar as well as the individual who updates building information in Banner, along with anyone else who should be notified once this request has been fully processed (e.g., added to the external site report). Use a semicolon to separate email addresses.
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