College of Natural Resources, R. G. Oderwald, Nov 2007


Course proposal format and things to watch for, based on format shown at http://www.registrar.vt.edu/faculty_staff/course_approval.php and sitting in many, many meetings.
Course Title Goes Here

DEPT 1234

I—Catalog Description
Phrases separated by semicolons; avoid words such as “introductory” for classes above 1000 and 2000 level; particularly avoid for graduate classes; keep description to one paragraph with 10 line max; don’t justify course in the catalog description.  Pre: 2345, DEPT 1234. II (3H, 3C) 

Prerequisites: 
don’t show dept designator if in same dept.  Don’t show prerequisites for prerequisites.
Roman numeral indicates semester taught.

3H, 3C is three hours of class meeting per week (can be three 50 minute classes or 2 one-hour 15 minute classes) for three credit hours.  Labs are 1 credit hour per 3 or 4 hours of lab time, e.g. 3H, 1C. ]
Course Number: 1014
Provide course number without department designation: specify cross-listing (if any) in parentheses. Course numbers of a multi-semester course are separated by hyphens if they must be taken in sequence, separated by commas if not required to be taken in sequence.  See registrar’s web site for course numbering rules.

ADP Title: Intro Proposing Courses
Automatic Data Processing Title is an abbreviation in upper and lower case letters of the course title and MUST NOT EXCEED 30 SPACES.  Use as many of the 30 spaces as possible.  Use abbreviations as needed.  ADP title should be comprehensible to non-specialists;  it is used on grade sheets and transcripts. If the entire title is 30 spaces or fewer, do not abbreviate.

II—Learning Objectives 

Having successfully completed this course, the student will be able to:

· Learning Objective 1 

· Learning Objective 2 

· etc. 

Objectives must be measurable, Use action verbs such as define, make, explain, outline, construct, describe, identify, discuss, and demonstrate.  Never use “Understand”.

III—Justification 

Address each of the following, where applicable, in separate paragraphs.

Why the proposed course should be taught.  Stress significance to a curriculum or program of study.  Avoid any negative statements.

Justify the level of the course (1XXX, 2XXX, etc.) via a brief explanation of the rationale used to arrive at the course level.  Keep in mind prerequisites and other courses of a similar level so apparent conflicts are avoided.

When modifying an existing course include justification for the course as well as the change. You don’t want committee to have to ask for additional or previous documents. Include previous syllabus.  Changes 20% or greater require new approvals at all levels. 

If proposing an undergraduate course for graduate credit, explicitly address justification for grad credit.  Will grad credit be given for both majors and non-majors?  Will the requirements for graduates and undergraduates be the same? If not, how will they differ?

IV—Prerequisites and Corequisites

Pre:  DEPT 1234 and TPED 1345 or DPTE 1332 
Justify prerequisites and level of prerequisites by describing significant material in prerequisites courses. Prerequisite levels should not exceed level of class, best if lower. Make sure prerequisites do not conflict with the proposed course number, e.g. 3000 level class taught in the Fall semester Junior year that requires a 3000 level prerequisite that would have to be taken in the Sophomore year. Any class 3XXX or higher should have prerequisite; “Senior Standing” or similar will suffice if justification includes reason. Level of prerequisite should not be used to justify level of proposed class.  Graduate classes should have prerequisites.  Don’t include hours or credits of prerequisites.
A letter of support must be included for all prerequisite courses outside of the department, even if the course is in the Core for Liberal Education.

V—Texts and Special Teaching Aids

List author(s)--if there is more than one text, list in alphabetical order by author’s last name, TITLE (in caps, do not underline), volume number, edition, place of publication, publisher, publication date, and number of pages in the following format:

Wilkins, John G. and Robert A. Jones. INTRODUCTION TO STUFF AND MATTER. II, xii, Billings Montana: Another Press, 1974, 364.
Text should be current; if not, explain why. Clearly distinguish between required and recommended texts. If no required text, provide justification. Make a separate category for additional course materials and teaching aids to be used.  List in alphabetical order representative, special materials such as supplementary texts, periodicals, films, and courseware packets (with examples), websites, etc.  Leave off specifics, put “such as . . .”
VI—Syllabus
Table format, topic and percent of time spent on topic.  Headings less than or equal to 20% don’t need internal breakdown of subheadings.  More than 20% must show subheadings but don’t show percent time of subheadings unless greater than 20%.  Include total.
VII—Old (current) Syllabus

For revised courses, include previously approved syllabus.
VIII—Curriculum of Liberal Education Justification

Only needed if being proposed for CLE.
“No New Resources Letter” from department head required for all course proposals, regardless of accuracy. 
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