Curriculum Process System

Fields and Instructions
for

Substantial Course Modification Proposal

General Instructions:  This form is to propose a modification of an existing course by updating or substantially changing the content.  Many times a curricular revision proposal must accompany these proposals, and curriculum committee review only occurs on a completed “package” (all connected proposals).  It is better to submit all proposals at the same time.  Proposals can be saved until time for submission.
SACS 3.6.1:   The institution’s post-baccalaureate professional degree programs, master’s and doctoral degree programs, are progressively more advanced in academic content than its undergraduate programs. (Post-baccalaureate program rigor) 
	Form Item
	Instructions

	College and Department
	Be sure your college and department are identified correctly.  Click on Change College/Department if not pre-populated or identified correctly, and select your college and department from the drop down menus.  

If either college or department identifier is incorrect, routing of the proposal is stopped and the proposal becomes invalid.  The proposal will have to be re-entered into the CPS.

	Prefix

	Enter the four-letter subject prefix of the course to be modified.

	Course Number

	Enter the four-digit number of the course to be modified.

	Dual-Listed Prefix

	Enter current dual-listed prefix(s).  Leave blank if not applicable.

	Dual-Listed Course Number
	Enter current dual-listed number.  Leave blank if not applicable.


	Course Title

	Enter the course title as it appears in the catalog.  

	Catalog Description
	Enter the course description as it is published in the appropriate ETSU catalog. 



	Enter Substantive Course Modifications

	Click on the items that you proposed to be modified for the course.  When clicked, two narrative boxes: current and proposed will appear for your input.  Information or instructions regarding these items are presented below.


	[image: image1.wmf]Change Course Prefix 


	Enter the proposed four-letter prefix if the course is requested to move to another discipline.



	[image: image2.wmf]Change Course Number 
	Enter an appropriate four-digit number that identifies the level of the course.  SACS 3.6.1 The institution’s post-baccalaureate professional degree programs, master’s and doctoral degree programs, are progressively more advanced in academic content than its undergraduate programs. (Post-baccalaureate program rigor)
Please confirm that the selected number is not already on the ETSU course inventory (Banner Screen SCACRSE) prior to submitting the proposal.  Instructions for this screen are found on the Registrar’s Website.



	[image: image3.wmf]Change Cross-Listed Prefix 
	Cross-listing is based on course content that deals with more than one subject area in a substantive and interdisciplinary way.  Cross-listing should be undertaken only when it has a significant purpose and supported by a specific rationale (include in the Rationale for Proposal text box).  Creating multiple listing points in the course catalog is not considered to be sufficient justification for cross-listing.



	[image: image4.wmf]Change Course Title 


	Enter the course title as it should appear in the catalog.

	[image: image5.wmf]Change Transcript Title 
	Enter the transcript title that more clearly represents the course.  Titles are limited to 24 characters and spaces.  If abbreviations are used, the information presented should accurately represent the course.  Use as many of the 24 characters as you can.  Do not use punctuation marks (e.g., periods or slashes).


	[image: image6.wmf]Change Credit Hours 
	Enter increase or decrease in credit hours.  The increase or decrease should be reflected in the modified syllabus.


	[image: image7.wmf]Change Prerequisites


	Enter increase or decrease in prerequisites.
Only course prerequisites can be built in Banner.  Additional worded prerequisites, such as department approval or junior standing, may be added for the printed and online catalogs.  These latter prerequisites are not enforceable during registration unless the department limits enrollment to zero and permits each student.

A course can not be both a prerequisite and a corequisite.
Leave blank if none are required.



	[image: image8.wmf]Change Corequisites 


	Enter increase or decrease in corequisites.

Only course corequisites can be built in Banner.  Additional worded corequisites, such as department approval or junior standing, may be added for the printed and online catalogs.  
These latter corequisites are not enforceable during registration unless the department limits enrollment to zero and permits each student.

A course can not be both a prerequisite and a corequisite.


	[image: image9.wmf]Change Catalog Description
	Enter a concise course description representing the modification(s) to be published in the appropriate ETSU catalog.

Write description in present, not future tense.

Only in rare occasions should course requirements be included in the description.


	[image: image10.wmf]Type of Grade 


	Choose the type of grade from the menu: (Letter; Pass/Fail; Satisfactory/ 

Unsatisfactory/No Credit Lab)
If this change is indicated, a syllabus needs to accompany this proposal.  By checking "Type of Grade" as a modification, the syllabus form will appear at the end of the input screen.

	Rationale for Proposal
	Explain why the proposed course action(s) supports program improvement.  “Make the case” for the course by emphasizing the reason the course is needed for educational purposes.


	Course planned for school personnel licensure? (Yes/No)
	Answer the question by choosing either “Yes” or “No” on the drop-down menu.  A “Yes” response routes the proposal to the Teacher Education Council.

The Teacher Education Council must review and approve proposals for courses that will be required in a program that leads to a professional license for work in schools (e.g., teacher, school social worker, principal).

All general education core courses must also be reviewed by the Teacher Education Council.

If you are unsure if the proposed action requires review for the Teacher Education Council, please contact the Associate Dean in the College of Education.


	Course proposed for Honors? (Yes/No)
	Answer the question by choosing either Yes or No on the drop-down menu. 

This question does not affect the routing of this proposal.  If "Yes", you should refer this proposal to the Honors Advisory Council after it receives final approval.


	Course to be required for major, minor, or graduate degree in requesting department?

(Yes, Currently Required Course) Yes, Requires Curriculum Proposal/No)
	Answer the question by choosing either Yes or No on the drop-down menu.

If this modified course is a requirement for a major, minor, or graduate degree in the requesting department, a curriculum proposal (non-substantive curriculum change or TBR substantive curriculum revision) may be submitted at the same time.  Consult the vice provost for academic affairs prior to entering any further proposals.



	Course to be required for major, minor, or graduate degree in another department?

(Yes, Requires Curriculum Proposal/No)


	Answer the question by choosing either Yes or No on the drop-down menu.

If this modified course is a requirement for a major, minor, or graduate degree in another department, a curriculum proposal (non-substantive curriculum change or TBR substantive curriculum revision) may be submitted at the same time.  Consult the vice provost for academic affairs prior to entering any further proposals.



	Proposed Implementation Term:
	Indicate the term/year this implementation is proposed to occur so that the course can be entered into the course inventory and, therefore, be available for scheduling.

In the event the approval process extends into the proposed implementation term, the next term will be used.



A syllabus must be submitted with this proposal. To attach a syllabus, click the 'View/Edit Syllabus' button. You can not submit the proposal until you have completed a syllabus.  
PAGE  
5

_1275224779.unknown

_1275224781.unknown

_1275224782.unknown

_1275224780.unknown

_1275224777.unknown

_1275224778.unknown

_1275224775.unknown

_1275224776.unknown

_1275224774.unknown

_1275224773.unknown

