
NEW COURSE PROPOSAL

New courses must be unique and should not duplicate offerings that exist in other disciplines unless there is a valid rationale, such as difference in focus, purpose, or usage.    In developing a new course, the originator should consult with one of the counselors regarding a rationale, how the course meets student needs, and how it fits into the College curriculum.

PROCEDURES AND INSTRUCTIONS FOR COMPLETING

NEW COURSE PROPOSAL FORM

PART I

Complete the information in Part I.  Indicate the course title, number of credits, lecture hours, lab hours, clinical hours, and lab fee in the appropriate space.  The course code will be officially assigned by the Registrar.  The effective catalog date will be determined by the Registrar.  

Short title is the title that appears in the master schedule and is the one students will most commonly see.  The long title is the title that appears in the catalog.

Instructional method indicates instruction mode:  lecture, lab, clinical, or studio.  

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 AND COREQUISITES
List any prerequisites and/or corequisites for the course.

· Prerequisites are courses that must be taken prior to taking the course in question.

· Corequisites are courses that must be taken with the course in question.

· Prerequisites or Corequisites are courses that may be taken with the course in question, or prior to taking the course in question.

If you expect a prerequisite to have a certain grade level you must include same (e.g., a grade of “C” or higher in course code and number).  Please note this information must also be included in Course Description above.  Setting prerequisites is the right and obligation of individual disciplines.

C.
COURSE  DESIGNATION 

· General Education Course.  See pp. 22-24 for General Education knowledge areas and respective learning goals and objectives.

· A syllabus must be attached and show the evidence stated in the rationale.  This is an essential part of General Education review.

· A Transferability Search obtained from the Director of Transfer Resources/Articulation must be attached.  The Originator fills in Part I only.  (See Page 13). 
· Career studies courses explore detailed subject matter related to a career program offered at the College.  Program(s)/Option(s):  If the course is a career study course, indicate the appropriate program/option.  You will need to complete a Program/Option/Certificate change form to include a new course in a program.

· Free Electives course(s) may be used to fulfill the freely chosen course that is 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.

D.
COURSE LEVEL
Below are the criteria for 100 and 200 level courses.

Criteria for 100-Level Courses

· Survey or introductory courses

· Basic courses taken in the first year of a program

· Basic foundation for students to build upon

Criteria for 100-Level  2nd Sequence Courses*

· Require prerequisite or permission of instructor

· Build upon knowledge or skills learned in prerequisite course (e.g. ACCT 101 and 102 or SPAN 101 and 102)

· Require more advanced competencies

· Increase in complexity

*100-level 2nd sequence courses should meet a majority of the above criteria.
Criteria for 200-Level Courses*

· May require prerequisite

· Courses have more depth than 100-level courses

· Require some previous knowledge

· Require more advanced competencies than 100-level courses

· Increase in complexity

· Intermediate/advanced skills

*200-level courses should meet a majority of the above criteria.

A stand alone course is a course a student takes independent of any other course.  (A stand alone course may also require a prerequisite.)

E.
SEQUENCING
A sequence is a group of courses that must be taken in a specified order.  If this course is part of a sequence, identify the other course(s) and the sequence.

F.
ADDITIONAL RESOURCE IMPLICATIONS
List all requirements for this course such as facilities needed, equipment, staffing, print and non-print materials and library resources.

G.
RATIONALE
Answer these questions as requested on the form.  The questions are explicit.

H.
TRANSFERABILITY
Originator should complete Part I of the Transferability Search and forward it along with the the New Course Proposal form and syllabus to the Director, Transfer/Resources and Articulation who will conduct the transferability search.   Results will be provided to the originator and the Office of the Dean of Academic Affairs.  Allow two weeks turn around.

I.
PROGRAM ADVISORY COMMITTEE REVIEW
Career courses should be reviewed by the Career Program’s Advisory Committee.  Please provide the specified information.

J.
SPECIFICATIONS
Specify the term and year planned for the first offering of the course, and the frequency with which the course will be offered (e.g., every semester, Fall, Spring, etc.)

K.
COURSE SYLLABUS
Attach a course syllabus.  See pp.  5-8  for syllabus guidelines, syllabus template and instructions for completing the syllabus template.    

APPROVAL/REVIEW PROCESS

Course should be approved/reviewed by the following:  

Department Chair

Student Development Specialist (review)

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


Division Administrator (review)



Academic Division Deans



Dean of Academic Affairs 


Academic Council



General Education Committee



Registrar



Executive Vice President-Educational Services



President

* * * * * *


NOTIFICATION OF APPROVAL

The Office of Academic Affairs notifies the following:


Department Chair


Director-Student Development Services


Academic Division Dean

Counselors


Division Administrator


Librarian  


Registrar



Executive Vice President-Educational Services


Academic Council


Director -Transfer Resources/Articulation


General Education

Syllabus Guidelines

The syllabus is a contract with students that clarifies:

· instructor expectation of students;

· what students may expect of instructors;

· what successful students should gain from a course; and

· safety and other issues unique to a course

Rules or “policies” of individual instructors should reflect those of the department; this consistency helps in avoiding or resolving legal issues and grade appeals.  The syllabus and instructor addendum should be distributed to students at the first class meeting (or, the first contact with the student).  The content should be explained and discussed.

The syllabus represents the Discipline’s or Department’s consensus on content and delivery.  The basic principles underlying a syllabus are equal access to information, opportunity to succeed and awareness of responsibilities.  In most cases, information in a syllabus would not change during an academic year.  Specific instructor or term information should be included in the Instructor Addendum not the syllabus.

Use the syllabus template form and instructions on the following pages to develop the syllabus.

The syllabus template and instructions are also available on the Academic Affairs web page
http://www.brookdalecc.edu/pages/393.asp.
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