NEW COURSE APPROVAL FORM FOR UNDERGRADUATE PROGRAMS

To Be Completed by the Department Chair or Program Director

Note: The following matters are FYI’s and therefore do not require this form:   

· Revision to a department or program mission, goals, or outcomes;  

· Changes to course designators (e.g., PSYC), numbers, titles, rotation patterns, or descriptions provided the essential nature of the course is not changed;  

· Changes to minimum grade requirements for pre-requisite courses; 

Please submit this form electronically to the appropriate curriculum committee:
	Proposed course number and title: 

	Date of submission to ASCC or PGCC:  

	Entity/department/program overseeing proposed course:

	Department chair(s) of impacted programs: 

	Name of submitter: 


Please check all that apply:

___ New Course


___ Substantive change in existing course

Note: Course approval forms submitted as part of new or substantively revised programs must be submitted concurrent with or following approval of other program materials. Until all courses in the program have been individually approved, the entire program is not complete and will not be listed in the catalog. Exceptions will be considered for institution-wide programs (e.g. Scholars program, Compass).
PROCESS FOR APPROVAL OF NEW INDIVIDUAL COURSES 
Instructions: 
1. Prepare a course rotation map which includes the new course.  (There are sample course rotation maps posted in the ASCC and PGCC folder on the Q drive.)
2. Update and include your program assessment map showing how the new course fits in the assessment of the curriculum.
3. If the course will be offered in Compass, complete this section:
a) How will course content address the Common Good?
b)   Demonstrate the link between the course outcome(s) and Compass outcome(s) by completing the following table: 

	Course Outcomes


	Alignment with
Compass Outcomes (if applicable)
	Compass Rubrics


	
	
	

	
	
	

	
	
	

	
	
	


4. Discuss with the Registrar a suitable potential course number.

5. Prepare succinct responses for all relevant questions below and submit these responses and the form to the chair of ASCC or PGCC as a complete packet. 

Established Class Capacity Guidelines

	Compass Courses
	Maximum Capacity

	Foundational Compass Level
	

	                       Cornerstone I/II
	16-18

	                       Philosophy
	30

	                       Religious Studies
	25

	Divisional Level
	

	                       Lecture courses
	30

	                       Lab courses
	Determined by facility size

	Capstone
	25 (program majors)


	Other Courses
	Maximum Capacity

	Major courses 
	Varies

	Online courses
	25

	Hybrid courses
	25

	Clinical courses
	Determined by facility size and accreditation requirements


Preliminary Study & Data

1. What is the purpose for the new course offering?

2. What is the demonstrated need for this course? Provide any internal/external data sources have you used to provide support for this new course offering.
3. Who is the intended audience for this course?

4. If the proposed capacity is other than the above guidelines, please explain.

5. Describe how this course will support the mission of Clarke University.

Potential Impact of New Course

6. Will any course or courses be replaced or dropped in order to make room for this course?

7. Please look through Clarke catalog for similar courses. Is this course or a similar course taught elsewhere on campus? 
8. Can the course be repeated for credit?

9. Who among the current FT faculty has the expertise to teach this course?

10. Will current faculty require additional professional development to effectively teach this course?

11. What impact, if any, does offering this course have on faculty loads within the department?  Will adjunct faculty be needed to teach this course or to teach courses formerly taught by current FT faculty?

12. What impact does offering this course have on other programs or Compass?  
13. Are there any special space/room requirements for this course?

14. Are there any course-specific fees associated with this course? If so, what is the fee amount and for what will it be used?

15. What additional equipment will be required for teaching this course?

16. Are there any additional resources (e.g., library materials, labs) needed for this course?

Course Detail

	Dept.
	Subject (such as ENGL)


	Number
	Title
	Credits

	Delivery Method (check all that apply)

____ online

____ hybrid

____ lab

____ face-to-face instruction
____ studio

____ private instruction

____ practicum/internship/clinical
        other
	Grading option (check one or both)     

 _____ Standard 

_____ S/U
	Proposed times to be offered (check all that apply)

_____MWF day 
_____ T TH day
_____M T W TH evening      

_____ Other: _________



	Course fulfillment

_____ Compass     _____Major requirement

_____Major elective           _____Other: ____________


	Compass Course type, if applicable. Check all that apply.

	____Cornerstone

____Religious Studies

____Philosophy

____Fine Arts

____Humanities

____Math & Natural Science

____Social Science     

	____Scholars
____Diversity

____Foreign Language Proficiency

____Math Proficiency

____Integrative Inquiry

	Projected enrollment
	If this course will be cross-listed, what courses will be included? Explain how cross-listing will affect enrollment. 

	Session Cycles: 
____ Every semester

____ Fall
____ J term
____ Spring
____ Summer
____ Other

	Yearly Cycles:
____ Every year
____ Every other year
____ As needed


	Course Description (as will be stated in syllabus).  Be sure to include pre-reqs, co-reqs, and Compass requirements fulfilled.
	

	Course and Program Outcome Alignment

	List all course outcomes assessed in this course:


	List all program outcomes assessed in this course:

	How will the department/program ensure that the course outcomes are met? Describe one or two assessment strategies as well as the tool or tools (such as rubrics) that will be utilized in this course. 
See the example in the box to the right.  Delete the example before providing the requested information.
	Sample:
Students will write a 3-5 page paper in which they consider a work or works they have read in this course in light of a global notion regarding diversity.  Students will reflect about the intersections of what they read and the macro-level idea of the role of diversity in the world.

The paper will be assessed with the Compass writing rubric.

Part of the paper instructions might look something like this:

Choose one of the quotations below and write a formal analytic paper concretely tying at least two of the works that we have read so far this semester to the quotation.  You are free to either support or negate what the quotation has to say; in other words, you shouldn’t feel compelled to agree with what the author of the quote has to say.  

Insight, I believe, refers to the depth of understanding that comes by setting experiences, yours and mine, familiar and exotic, new and old, side by side, learning by letting them speak to one another.

--Mary Catherine Bateson (US writer and cultural anthropologist)

What sets worlds in motion is the interplay of differences, their attractions and repulsions. Life is plurality, death is uniformity. By suppressing differences and peculiarities, by eliminating different civilizations and cultures, progress weakens life and favors death. 

-- Octavio Paz (Mexican poet, writer and diplomat)

It is not our differences that divide us. It is our inability to recognize, accept, and celebrate those differences.

-- Audre Lorde (writer) 

¡Lo qué sería nuestro mundo si construyéramos puentes en vez de construir muros! What a world this would be if we just build bridges instead of walls! 

–Carlos Ramirez
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