Graduat e Division January 2003

GUI DELI NES FOR COURSE PROPOSALS SUBM TTED TO THE GRADUATE
D VI SI ON

Al'l new graduate courses (600-800 Ievel) require the approval of
the G aduate Division before they can be initiated. The Dean
refers all course proposals to the Graduate Council for review
The Graduate Division requires an original plus 6 copies of al
cour se proposal s.

Deadl ines: All proposals nust reach G aduate Division at |east
one nmonth before the end of the senester a year before the course
will be offered, i.e., by the end of Novenber for courses to be
offered the next fall and by the first of April for the course to
be offered the next spring.

Procedure: The departnment submts the proposal on UHM1 (new
courses) or UHM 2 (course nodifications) to the college(s)
concerned, and the college, after review and approval, forwards

t he reconmmendation to the Associ ate Dean. The G aduate Counci
reviews the proposal and nakes a recommendation to the Dean. Once
approved by the Dean, the proposal is sent to the Ofice of the
Vi ce Chancellor for Academ c Affairs (OVCAA).

Requi red docunent ati on:

a. What is the objective of the course? Where appropri ate,
provi de an overvi ew of the course content. A reasonably
detail ed syllabus is nore useful than an extended
bi bl i ography. The Course Conmmittee wants to know what the
students are expected to know before starting the class, what
the students are expected to learn in the class and/or be
able to do after conpleting the class, how the students are
expected to learn it, and how will the students be eval uated.

b. Where does the course fit in the present graduate progranf?

[ The Course Conmittee is especially concerned that new
courses and/or nodifications be consistent with the program
of which they are part of.]

c. What are the general qualifications for teaching this course?
I's an instructor now avail able? What are his or her
qual i fications?

d. Wiich old course will be deleted if a new course is approved?
If there will be no del etion, explain what inpact the new
course will have on faculty workloads. If there is no

acconmpanyi ng proposal for a deletion, the graduate chair
shoul d submit an outline of the degree progran(s) and the
sequence of courses that will exist if the new course is
added.

e. Justify the nunber of credits and the | evel of the course.
Generally 600 and 700 | evel courses have explicit
prerequi sites, and, noreover, 700 |evel courses deal with
nore advanced material than 600 | evel courses. If there are
no prerequisites, justification nmust be provided.

f. For nodifications and deletions, |ist the prograns that are
either potentially or directly affected. The Course Comrittee
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requires that witten releases fromother affected prograns
be subm tted.

Addi tional information:

a. The Course Committee will not approve concurrent courses
(courses listed sinultaneously at nore than one |evel).
b. The Course Committee has attenpted to prevent duplication of

courses and strongly encourages the cross-listing of courses
bet ween departnents and col | eges.

C. Use the UHM1 or UHM2 formfor all proposals. Note that the
OVCAA requires that a syllabus be included for all additions
and substantial nodifications.

d. Changi ng the nunber of the course requires that the old
course be deleted and a new course be added.

e. Foll ow these gui delines and those of the OVCAA. Proposals
which fail to follow the guidelines will be returned.

Course Modifications: Al substantial course nodifications nust
foll ow the same procedures as new courses. Mnor nodifications,
e.g., a mnor change in the title and/or course description or a
change in scheduling can be acconplished sinply by submtting the
UHM 2 and attaching a brief explanation or justification.



