Directions for Completing

Proposal for New Course

Each instruction below coincides with the number of the line it addresses:

1.
College or School: Indicate the full name.

2a.
Department: Indicate the full name.

2b.
Course number: Includes the subject prefix and the number. 100-299 are lower division courses. 400/500 courses cannot be used as University Studies cluster courses and must differentiate between work done by undergraduate and graduate students. Other rules may apply. Seek additional information through your departmental curriculum committee chair or department chair, Academic Affairs, the Undergraduate Curriculum Committee (UCC), or the Grad Council (GC).  “U” designations are granted by University Studies through a separate review process, and should not be added to courses on this form.

2c.
Course long title: Provide the full title of the course as you want it to appear in the Bulletin. Not to exceed 100 characters.
2d.
Course short title: Provide the short title of the course as you want it to appear in BANNER. Not to exceed 30 characters (including any spaces in the title).
2e.
Total credit hours: Indicate the number of credits.

2f.
Catalog course description: Using sentence fragments, provide the course description as you want it to appear in the Bulletin. 

· It is not necessary to use complete sentences or predication. Instead use brief descriptive phrases.

· Avoid using phrases such as “a study of” or “an examination of”.

· Do not repeat the title of the course in the first line or the body of the description.

· If a term such as “laboratory”, “seminar” or “workshop” is used in the title, you need not repeat it in the description.

· If the course number of title adequately indicates the relative sophistication of the course it is not necessary to use “introduction to” or “advanced study of” in the description.

· Limit course descriptions to 50 words or fewer.
2g.
Course prerequisite: List the course numbers of all courses that are prerequisites to this course. Indicate other prerequisites (class standing or relevant experience, as noted below). Indicate whether each prerequisite is recommended or required (i.e. enforced at registration).  

Guidelines: 400-level courses must have prerequisites. Options for 400-level prerequisites:

a. Specific course(s)

b. Specific class standing or credit hours (e.g. junior standing; 15 Eng credits)

c. Relevant experience/other (e.g. permission of the instructor)

3.
Course intended for: Check the appropriate option.

4.
Intend to offer: On the first line, check the appropriate annual/alternate year /other option. On the second line, check to indicate in which terms the course will be offered.

5a.
Weekly clock hours: Indicate the total number of hours students spend during one week in all settings: lecture, lab, studio, field work, practicum, or online.

5b.
Clock hour distribution: Indicate the hours in their component parts, making sure that the total credit hours awarded for the class reflect the following guidelines: 1 credit =

1 hour/week of instructor-lead instruction (e.g. classroom/online lecture, group discussions, etc.), OR

2 hours/week lab or studio time (instructor oversees students’ work), OR

2 to 3 hours/week field work or practicum (others oversee students’ work)

6.
Grade: Indicate what grade options will be available for this course.

7a.
Educational purpose to be served by adding this course to the curriculum: Indicate why this course is being proposed, what gaps in curriculum it fills. Place the course in the department’s total program, focusing on where this course fits into the overall sequence and scope of departmental courses, and how it serves certificate programs, minors, and majors.

7b.
Place in the University curriculum: Describe how this course serves the overall curriculum at PSU. For example, indicate whether the course meets a science or intensive writing requirement, serves as a University Studies cluster course, meets a BA/BS requirement, satisfies a general elective, contributes to the study of Internationalization, Globalization or Sustainability; etc. 

7c.
Reason for request at this time: Explain why this new course is being proposed at this time. Address omnibus history if appropriate: after the third offering, all omnibus numbered courses (199, 299, 399, 410) must receive discrete course numbers and be included in the Bulletin. 

8a.
Potential shared subject matter with other courses in your department: Address any overlap with other courses offered by your department.  For example, why should there be two separate courses with overlapping content instead of a revision of the existing course?  Describe whether alternate courses exist that could meet the goals of the proposed course.

Note: Identifying potential overlap does not necessarily jeopardize a course proposal; however, if you do not research potential overlap on your own, it is likely that UCC and/or GC will do so and will send the proposal back for further information. The UCC and GC ask that you familiarize yourself with the offerings of your own department so that we offer students opportunities to study topics within each discipline without creating unnecessary course duplication.

8b.
Potential shared subject matter with courses in other departments: Differentiate the proposed course from other departments’ courses that cover similar content. Identify who you consulted with in the other department(s) to discuss course content overlap.


Note: Identifying potential overlap does not necessarily jeopardize a course proposal; however, If you do not research potential overlap on your own, it is likely that UCC and/or GC will do so and will send the proposal back for further information. The UCC and GC ask that you familiarize yourself with the offerings of other departments so that we offer students opportunities to study topics from different disciplinary perspectives without creating unnecessary duplication across departments.

8c.
Contact person(s) in other departments with whom you’ve discussed overlap.  If you have identified potential overlap between this course and that in another department, indicate the person from the other department that you have consulted regarding that overlap.  


Note: The UCC and GC encourage faculty to communicate about courses with potential shared subject matter, in order to increase faculty awareness of shared teaching interests and the range of courses available to students.

9a.
Anticipated enrollment per term in next 2 years: Indicate per-term enrollment estimates for next two years. Provide basis for estimates, such as omnibus enrollment history and other evidence of student demand.

9b.
Optimal enrollment per section: Indicate what enrollment would be instructionally optimal, having the best effect on students.

9c.
Expected distribution of enrollment per section: Indicate what percentage of students enrolling in the course would be lower division, upper division, and/or graduate.

9d.
Students would take this course as: Check the line preceding the appropriate statement(s). Add information at the end of the chosen statement(s) to complete. *Courses may not be assigned to UNST clusters without UNST Cluster Committee approval. 

10a.
Course instructor(s): Indicate full name(s) of faculty who might teach this course. Check the appropriate status. In the case of multiple instructors, indicate status with initials rather than checkmarks.

10b.
Faculty with primary ongoing responsibility for course: Indicate name(s) of faculty who has primary ongoing responsibility for course content development and review, if different from the instructor(s). Check the appropriate status. In the case of multiple responsible faculty, indicate status with initials rather than checkmarks.

11a.
Learning objectives and outcomes: Indicate what knowledge, skills, and perspectives students will learn in the course.

11b. 
Student activities: Indicate the activities students will engage in to learn course material: e.g., attend lectures/labs, participate in discussions and group work, attend outside events, bring resources to class, complete reading and homework assignments. For courses to be offered at both the graduate and undergraduate levels, specify the additional course work graduate students must complete, and how these additional items impact the course grade.  Examples: 20-page research paper, supported with citations from the literature (30% of course grade); portfolio or other evidence of creative work, with the described parameters clearly indicating graduate level work (25% of course grade); extra project with described scope and deliverables clearly indicating graduate level work 30% of course grade).

11c.
Methods of evaluation: Indicate how students will demonstrate what they have learned and how they will be evaluated.

12.
Teaching methods: Check which teaching methods will be used to promote student learning. Add additional methods as appropriate.

13a.
Are library resources adequate: Indicate whether library resources are adequate for this course. If not, explain. You may wish to contact your library liaison to assess library resources.  


Note: Providing no answer or saying simply “yes” is likely to trigger further scrutiny of the proposal.  Please investigate whether library resources are truly adequate for the proposed course, and explain why they are/are not.  (Describing library resources as inadequate will not necessarily jeopardize your proposal, but does help the UCC/GC to track such information).

13b.
Are there any additional costs to the student beyond tuition, and textbooks: Indicate whether students will be charged more than customary tuition/fees/textbook costs. If so, identify the amount and reason for the additional cost.

14.
Additional comments: Indicate any relevant information that hasn’t already been captured in the proposal form.

15.
Attachments: Attach a prospective syllabus that includes a topic outline, readings, assignments, exams, other learning processes, and course grade calculation. For 400/500-level courses, include distinct teaching and evaluation methods to be used for graduate and undergraduate students, and clearly indicate the requirements that apply to graduate student only, including how they impact the grade (examples provided in 11b).  This information belongs on the syllabus as well as the form). The syllabus should also clearly state that graduate students will be held to a higher standard of performance on exams and other coursework.

Note: Items 16a – f should be completed in consultation with your department chair.  These questions are primarily meant to aid in departmental and university budgetary planning.  Generally speaking, answers to these questions are not the basis for acceptance or rejection of course proposals by UCC and GC.  However, proposals that fail to note apparent potential budgetary or resource implications of a proposed course may be sent back to the proposing faculty for further information.

16a.
Faculty assignment: Specify the status of the primary instructor who will be teaching the course. If the responsibility is shared equally between tenure track and adjunct faculty, for example, mark 50% for each. The purpose of this distinction is for transparency and tracking; UCC/GC approval is not contingent on participation of tenure-line faculty.

16b.
Specialized space: Indicate any new specialized space or potential scheduling limitations or conflicts with existing space.  Indicate “NA” if not applicable.

16c.
Equipment and supplies: Indicate any new equipment and supply needs. Indicate “NA” if not applicable.

16d.
Additional personnel (TA, clerical, etc.): Indicate any new staffing requirements to support the course. Indicate “NA” if not applicable.

16e.
Other expenses: Indicate any expenses not included above. Indicate “NA” if not applicable.

16f.
Additional funding for 16a. – 16e. expenses: Indicate any additional funds available for the course and identify source of funds. Indicate “NA” if not applicable.
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