School of Arts & Sciences

Guidelines for Submitting Course Proposals

I. Undergraduate Courses. Proposals both for new courses and for changes in existing courses should be submitted to the Arts & Sciences Academic Affairs Committee. These proposals should consist of the following:
New courses – New course proposals should include the following:
1. A completed Arts & Sciences Course Change/Approval Form.

2. A draft syllabus or course outline.  The draft should include, at a minimum, a description of expected student learning outcomes, the content of the course (in topic or weekly course plan form), and a summary of how grades will be determined.

3. If Knowledge Area Designator(s), Communication Point(s), and/or Technology Course designation are being requested, the appropriate Knowledge Area Form(s), Communication Point Form, and/or Technology Course Form.

4. A brief memo addressing the following points.

· The rationale for adding this course and its purpose in the curriculum (i.e., required course for majors, elective, Foundation, Common Experience).

· The impact of the course on other courses, programs or majors, if any.  If impacts are anticipated on other majors, include memoranda from the affected programs.

· The anticipated enrollment and offering schedule.

Course changes (title, credits, content/description, prerequisites, Foundation status, Common Experience status) – Proposals for changes in existing courses should include the following:
1. A completed Arts & Sciences Course Change/Approval Form.

2. A brief memo addressing the following points.

· The rationale for the change.

· The impact of the changes on the program, other courses, or other affected programs.  If impacts are anticipated on other majors, include memoranda from the affected programs.

3. For significant changes in course description, a draft syllabus or course outline as described above for New Courses.

4. For changes in Common Experience status, the appropriate Knowledge Area Form(s), Communication Point Form, and/or Technology Course Form.

Course deletions – Proposals to delete existing programs should include the following:
1. A completed Arts & Sciences Course Change/Approval Form.
2. A brief memo addressing the following points.

· The rationale for dropping the course from the department’s course offerings.

· The impact of the changes on the program, other courses, or other affected programs.  If impacts are anticipated on other majors, include memoranda from the affected programs.

II. Graduate Courses. Graduate course proposals should be submitted to the Arts & Science Graduate Affairs Committee. These proposals should include substantially the same content as listed above for undergraduate courses with the following two exceptions.
· Forms related to the Common Experience will not be relevant to these proposals.

· For courses dual-listed as undergraduate and graduate, include clear descriptions of the additional course work and the enhanced grading criteria for graduate students.
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