Procedures
Curriculum Proposal form #4A (approval)
Change in Existing Course 
(course revision, contact hour and/or credit change, diversity option, general education option, grade basis, repeatability change, and other)
This form is to be used to request all changes to an existing course that require approval.  All such changes require a curriculum impact review to determine whether the changes may affect other programs.  Any other program affected by the proposal must be consulted before the proposal is submitted to the CCC (“Undergraduate Consultation Procedure”, see page 8)
Type of Action
Check each appropriate type of action; more than one type of action may be checked.
· Course Revision:  This is necessary when changing more than 50% of course content, and typically needed when changing the number of contact and/or credit hours.  Include a copy of the former syllabus and a copy of the new syllabus with an updated bibliography.
· Contact Hour/Credit Change:  This must include a syllabus with the course revision that justifies the change in credit.
· Diversity Option:  If the course is to be considered for the diversity requirement, the proposal must be forwarded to the chair of the Diversity committee requesting a recommendation after the course has been approval by the CCC and before submission to the UCC.  The Diversity Committee forwards its written recommendation to the UCC, which considers the recommendation but acts independently.  All inclusions and exclusions of courses from the list of diversity options must specify the first academic term that the proposed change will take effect, which will determine whether the course is or is not credited as a diversity course on a student’s record.  For a course to be considered for Diversity, at least 70% of its content must relate to American minorities.  For the specific purpose of course approval and developing diversity programming, please use the following objectives as guidelines:

1. Understanding that American society has been and continues to be shaped by the interaction of diverse groups.
2. Understanding or knowledge of cultures other than one’s own.
3. Ability to reflect on one’s own perspectives and how these relate to others who we perceive as different from ourselves.
4. Understanding of how group differences are expressed, including cultural practices as well as differences in power or access.
5. Skill/facility/experience working with people who are different from oneself (for example: travel study, guest speakers, experiential learning).

· General Education Option:  If the course is to be considered for General Education credit, the proposal must be forwarded to the chair of the General Education Review committee requesting a recommendation after approval by the CCC and before being sent to the UCC.  Each course proposal must identify specifically only one appropriate General Education category.  All inclusions and exclusions of courses from General Education must specify the academic term, which will determine whether the course is or is not credited as a General Education course on a student’s record. The proposal should address how this course relates to specific core courses, meets the goals of General Education in providing breadth, and incorporates scholarship in the appropriate field relating to women and/or gender. Courses should be broadly based rather than technical or narrowly focused.

· Grade Basis:  This is to change the grading basis. Choices include conventional letter grade, S/NC (for undergraduate courses), Pass/Fail (for graduate courses), or any combination of the three.

· Repeatability Change:  This is to indicate how many times the course may be taken for credit and the total number of course credits that may be counted toward the major and toward the degree.

Effective Term:  Indicate the first academic term for which the new action is to be in effect.  Remember to take into consideration the time needed for approval/recording.  (curricular schedule)  The curriculum approval procedures matrix (see page 3) will indicate who needs to approve the proposal.

Course Number:  List the course number on the “Current Course Number” line.

Enter the subject area assigned to the academic unit followed by the 3-digit course number.  For a listing of subject area abbreviations, see Subject Areas Listing (see page 14).

· 100 - 299 = lower division courses
· 300 – 499 = upper division courses (may be dual-listed for graduate credit)
· 500 – 699 = graduate level dual-listed courses
· 700           = graduate level only courses

Course Title:  List the course title on the “Current Course Title” line. Enter the official name of the course.

Sponsor(s):  Enter the name of the individual(s) writing the proposal.

Department(s):  Enter the name of the department(s) responsible for the course.

College(s):  Select the name of the college(s) responsible for the new course.  Select “interdisciplinary” if more than one college is responsible for the course.

List all programs that are affected:  List other programs that might be affected by this course.  The sponsoring department should send the full proposal to those academic units that might be concerned, and consultation may need to take place.  (For more information on the consultation process, refer to “Undergraduate Consultation Procedure” [see page 8])  If no programs are affected by this course, check NA (not applicable)

If programs are listed above: If programs are affected, a form #2 is required to make changes to the Advising Reports and the catalog.  The form #2 may be submitted at the same time or following the course approval.

Detailed explanation of changes:  This step is not necessary for course deletions.

· Describe all of the changes in full detail
· Use the FROM/TO format.  In the FROM: section, copy the curriculum from the catalog or the curriculum for majors/submajors/minors on the Registrar’s web site and paste it into this section.  In the TO: section, again paste the curriculum from the catalog or the curriculum for majors/submajors/minors on the Registrar’s web site into this section, make the changes and bold the changes.
· Remember to differentiate between graduate and undergraduate levels if a dual-listed course.

Justification:  Within the rationale, distinguish between the undergraduate and graduate levels if this is a dual-listed course.  Include an explanation of the relationship of the proposed changes to your program assessment objectives and a budgetary impact statement if appropriate.

Course syllabus/outline:  The former syllabus and the current syllabus are to be included with a course revision curriculum propoal.





