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	COURSE PROPOSAL



BLANK LINE
	Save this blank document to your hard drive and complete it electronically. Include only one course per proposal form and save often. To enter content for a field, click inside the shaded area or box for that field. Answer Yes/No questions by placing an “x” in the appropriate box. NOTE: Processing instructions are at the end of this document. Please do not remove items from the form.


	Dept.:
	
	Contact Person:
	

	Phone:
	
	Email:
	

	BLANK CELL

	1. Clearly state your proposal. If you are proposing a new course, please attach the course syllabus in a separate file when submitting your electronic proposal. You do not need to submit a hard copy of the course syllabus. (The box below will automatically expand as needed to accommodate content. All content visible in this electronic version will appear in hard copies.)

	

	BLANK CELL

	2. Rationale for your proposal (The box below will automatically expand as needed to accommodate content. All content visible in this electronic version will appear in hard copies.)

	

	BLANK CELL

	3. Department Vote
	For:
	
	Against:
	
	Abstain:
	

	BLANK CELL


	Approval Signatures (required)

	

	

	Department Chair:
	
	Date:
	

	


BLANK LINE
	

	

	Dean:
	
	Date:
	

	


BLANK LINE

	NOTE: Allow 48 Hours for Registrar’s Approval. Failure to do so will prevent proposal from being placed on the agenda.

	

	

	Registrar:
	
	Date:
	

	


BLANK LINE

	

	

	Provost:
	
	Date:
	

	


BLANK LINE

	Approval Signatures (as needed)

	

	

	Teacher Ed Chair:
	
	Date:
	

	


BLANK LINE

	

	

	Graduate Council Chair:
	
	Date:
	

	


BLANK LINE
	

	

	Other (e.g., ext. agency):
	
	Date:
	

	


BLANK LINE
BLANK LINE
BLANK LINE

BLANK LINE
	4. Does this proposal affect any other departments?
	Yes:
	
	No:
	
	

	BLANK CELL

	If yes, which one(s) and how?

	

	BLANK CELL

	Affected Department Chair: 
	Agree:
	
	Disagree:
	
	

	BLANK CELL

	

	

	Chair’s Signature: 
	
	Date:
	

	


BLANK LINE
	5. Does this proposal affect any cross listing?
	Yes:
	
	No:
	
	

	If so, which ones?

	

	BLANK CELL

	Include all prefixes affected:
	

	BLANK CELL

	Cross-listed Department Vote
	For:
	
	Against:
	
	Abstain:
	

	BLANK CELL

	

	

	Chair’s Signature:
	
	Date:
	

	


BLANK LINE

	6. Does this proposal affect the Articulation Agreement?
	Yes:
	
	No:
	

	
	
	
	
	

	7. Does this proposal affect your dept.’s Degree Pathway?
	Yes:
	
	No:
	

	
	
	
	
	

	8. Does this proposal affect your dept.’s CAA Baccalaureate Degree Plan?
	
	
	
	

	
	Yes:
	
	No:
	

	

	


	9. Does this proposal require any additional resources?
	Yes:
	
	No:
	
	

	If yes, be specific:

	


BLANK LINE
	10. Course Description

	Prefix:
	
	Title:
	

	Credit Hrs.:
	
	Prerequisites:
	

	BLANK CELL

	Required for a program? Mark yes if this proposal alters the requirements for a program, and submit an accompanying Program Proposal Form.

	Yes:
	
	No:
	
	

	

	Does this course replace or is it equivalent to any other course(s)? 
If so, please list the equivalent course(s) below or submit a crosswalk table as a separate document. In addition, please submit a course proposal form to delete course(s) being replaced.

	
	

	This course is equivalent to or replaces:
	

	

	New or revised course catalog description:

	

	

	Using only 27 characters including spaces, type the new course title below; use abbreviations:

	BLANK CELL

	
	

	

	Course Code (select one; code definitions are after the instructions at the end of the file.) 

	LEC
	
	PRC
	
	IND
	
	PRF
	
	STU
	
	IFD
	

	ACT
	
	INT
	
	DIR
	
	PRL
	
	CLN
	
	RES
	

	SEM
	
	LAB
	
	FWK
	
	MST
	
	FLD
	
	WLS
	

	K CELL

	11. Email the completed form to the Subcommittee chair (jaime.martinez@uncp.edu) and the Assoc. VC for Planning and Accreditation (elizabeth.normandy@uncp.edu). Print all pages of the form including the “Committee Use Only” page. Deliver the signed hard copy to the office of the Subcommittee chair (Dial, room 209).


	Committee Use Only:

	Dept.:
	
	Contact Person:
	

	BLANK CELL

	New Course Title: 
	

	BLANK CELL

	Curriculum Subcommittee Action:

	BLANK CELL

	The subcommittee considers this proposal to be (e.g., minor revisions, new course, etc.):

	

	BLANK CELL

	Provisions to be met (if any):

	

	BLANK CELL

	Votes:

	BLANK CELL

	Curriculum Subcommittee Vote 
	For:
	
	Against:
	
	Abstain:
	
	

	BLANK CELL

	

	

	Curriculum SC Chair:
	
	Date:
	

	

	

	Academic Affairs Vote
	For:
	
	Against:
	
	Abstain:
	
	

	

	

	

	Academic Affairs Chair:
	
	Date:
	

	

	

	Faculty Senate Vote
	For:
	
	Against:
	
	Abstain:
	
	

	

	

	

	Faculty Senate Chair:
	
	Date:
	

	


Instructions for Course Proposal Forms
General Instructions: Proposing Departments/Schools are to consult the Faculty

Handbook (Section II, Chapter 5 on Curriculum Development and Revision Process at http://www.uncp.edu/aa/handbook) with regard to proposal construction and process.  

Curriculum Forms can be found at:

http://www.uncp.edu/aa/resources/forms/index.htm
An electronic version of the proposal (without signatures) must reach the Chair, Subcommittee on Curriculum, at least ten days prior to a meeting. This will be used to construct the Agenda.

A completed hard copy of the proposal (with all signatures) must reach the Chair, Subcommittee on Curriculum, on the Monday prior to a meeting.  Failure to meet the deadlines for electronic and hard copy forms will result in the exclusion of proposals from the agenda. 

Course Proposal Form: This form is used for adding, deleting, or revising a course (e.g., change the meaning or content of a course).  NOTE: in the case of new courses, all course Prefixes and Numbers must be approved by the Registrar’s Office prior to submission of the proposal to the subcommittee. In the case of cross-listed courses both departments must approve the proposal.
a. Step One: Complete sections #1-10.

b. Step Two: Print all pages of this document except Instructions for Course Proposal Forms. 
c. Step Three: Save the electronic copy to your hard drive.

d. Step Four: Create an email and attach the document as well as the catalogue description along with a syllabus (New Courses only), add the Chair of Curriculum and the Associate Vice Chancellor of Planning and Accreditation to the recipient list, and click send.
e. Step Five: Submit signed, hard copy forms with along with catalogue description (as a Word document) attached, and deliver to the Chair of Curriculum by 5 p.m. on the Monday prior to a meeting.
Course Activity Codes

[image: image1.jpg]These codes are for the expected usual or normal means of conducting the course. For example, if the course is normally a lecture with 25 students but only 6 sign up for a particular section, the instructor may conduct it more as a seminar but it is still considered a lecture.

ACT - Activity – A structured course in which students participate in learning a physical activity such as playing a sport.

CLN - Clinical  - Participation in client or client-related services, usually outside the institution.

DIR - Directed Study – A course in which a student pursues research under the guidance of a faculty member to: 1) pursue in-depth an area covered more generally in another course, or 2) to explore a topic not normally covered in the curriculum. The student identifies the topic.

FLD - Field Experience—Credit-bearing off-campus activity (may include some classroom time).  

FWK - Field Work – Similar to an internship but generally at a social service agency. Provides students with the opportunity to experience practical applications of social work under the direction of an agency supervisor.

IFD -  Internship—Field Work  - The focus of field work is on the application of social work knowledge, values, ethics, and skills in the practice setting. The student draws upon the content of all academic courses and the student uses the field agency experience to identify, apply, practice and integrate generalist and advanced social work knowledge and skills. Through provision of client services students refine direct practice skills and apply the steps of evidence-based practice.  
IND - Independent Study – Academic work chosen or designed by the student with the approval of the department concerned, under an instructor’s supervision, and usually taken outside the regular classroom structure.

INT - Internship – A structured and significant education experience that takes place in an approved agency, school, community organization, or business, under the supervision of a site administrator and the guidance of the student’s department. Provides an opportunity to apply concepts and develop professional skills in an actual practice setting. The work can be full-time or part-time, on-or off-campus, paid or non-paid.

LAB - Laboratory – An instructor-supervised class, usually associated with a lecture class, in which students carry out exercises of investigation, observation, and/or experimentation. Lab exercises allow students to apply concepts from the lecture class.

LEC - Lecture - A course that is primarily a communication of prepared material from the instructor to students. Students may take notes, ask questions and participate in discussions.

MST - Master’s Thesis – Preparation of the Master’s Thesis.

PRC - Practicum – Placement for observation and/or application of content in an education setting.

PRF - Performance – A course in which students participate in one of the university’s musical performance groups.

PRL - Private Lesson – Students work one on one with the instructor, usually developing skills with musical instruments.

RES - Research - Students pursue research under faculty supervision.  The faculty member and student select the topic in consultation.
SEM - Seminar – A small class designed for information exchange and discussion on a specialized topic, under the supervision and leadership of a faculty member.

STU - Studio – A course in which students engage in hands on application of artistic or musical principles that introduces or reinforces techniques and repertoire and which lead students to become performing musicians or practicing artists.

WLS - Study Abroad - Students participate in a study abroad experience and prepare a report on their study abroad experiences.
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