PROCEDURES AND INSTRUCTIONS FOR COMPLETING

EXPERIMENTAL COURSE FORM

Experimental courses should only be proposed for innovative short-term offerings.  AN EXPERIMENTAL COURSE MAY NOT BE OFFERED MORE THAN TWICE (WHETHER IT RUNS OR NOT).  In the event that a course is intended to be a regular offering, it should be proposed as a new course under the New Course Proposal process and a transferability study is required.  If seeking General Education status, you should apply for a new course.
Experimental courses must be approved before the master schedule course information is developed for the term in which the experimental course will be offered.  The Division Administrators will have dates of master schedule development.  For transcript purposes only, the effective catalog date will be determined by the Registrar.  While experimental courses do not require the approval of Academic Council, they will be sent to the Council for informational purposes.

PART I

Complete the information in Part I.  In Colleague, the short title is the title that appears in the master schedule, and is the one students will most commonly see.   There is a 30 character limit on the short title, including spaces.  The long title is the title that appears in the catalog.  

The instructional method indicates instruction mode, i.e., lecture, lab, clinical, or studio.  Fill in the number of credits for the course as well as the number of lecture, lab, and clinical hours.  Information on lecture, lab and clinical hours is in the syllabus instructions (p. 6).

Please fill in the term you would like to offer the course.

PART II

A.
COURSE DESCRIPTION
The course description should include a description of course content and course competencies.  If appropriate, the course should clearly identify the audience and where it fits into the instructional sequence.  The descriptions may also provide necessary or special information about the course such as laboratories, field trips, dangerous chemicals, extra expenses or special equipment requirements, as well as any additional time requirements (such as lab hours).   Course descriptions should be written as clearly and concisely as possible.  Add prerequisite and corequisite requirements to the end of the course description.
B.
PREREQUISITES/COREQUISITES
List any prerequisites and/or corequisites for the course.
1.
Prerequisites are courses that must be taken prior to the course.

2.
Corequisites are courses that must be taken with the course.

3.
Prerequisites/corequisites are courses that may be taken with or prior to the course.

If you expect a prerequisite to have a certain grade level, you must include it (e.g., a grade of “C” or higher in [course].)

C.
RATIONALE
Describe the need for the course.  Address how the course serves students and community needs.

D.
COURSE DESIGNATION
Select the appropriate category for the course:

· Career Studies are courses that explore detailed subject matter related to a career program offered at the College.  

· Free Electives are courses that may be used to fulfill the freely chosen course(s) available in most programs.

· Basic Skills courses are developmental courses with the objective of upgrading the student’s skill level in that subject.  These courses are not counted toward degree requirements.

· Support Courses are courses such as learning disabilities courses that do not count toward degree requirements, and are not considered basic skills courses.

E.
HISTORY
If this course has run before, check yes and fill in the data requested.

F.
COURSE SIMILARITY
Check Brookdale catalog for courses covering similar content.  Indicate “None” if no similar Brookdale courses exist.

G.
LIBRARY RESOURCES REQUIRED
Identify library support resources necessary.

H.
ADDITIONAL RESOURCES

Identify all other college resources required.

I.
SYLLABUS
Attach a syllabus for the proposed Experimental Course.  Use the syllabus guidelines, instructions and template on pp. 5-8.  The syllabus template and instructions are also available on the Academic Affairs web page  http://www.brookdalecc.edu/pages/393.asp,

* * * * * * * 

APPROVAL/REVIEW PROCESS

Course should be approved/reviewed by the following:

Department Chair

Student Development Specialist (review)

Academic Division Dean [Courses crossing disciplines must be approved by appropriate Academic Division Dean(s).]  


Division Administrator (review)

Academic Division Deans (review)

Dean of Academic Affairs 



Registrar



Executive Vice President for Educational Services

* * * * * * * *


NOTIFICATION OF APPROVAL

The Office of Academic Affairs notifies the following of course approval:


Department Chair(s)



Director-Student Development Specialist


Academic Division Dean


Counselors


Registrar




Academic Council


Division Administrator



Executive Vice President

Librarian




Director-Transfer Resources/Articulation



