Washington State University

MAJOR CURRICULAR CHANGE FORM - - COURSE

(Submit original signed form and ten copies to the Registrar’s Office, zip 1035.)

See www.ronet.wsu.edu/ROPubs/ for this form.

Required Effective Date:  ________________    ( New course          ( Temporary course      ( Drop service course
(effective date cannot be retroactive)                ( There is a course fee associated with this course  
                                                                                http://www.schedules.wsu.edu/Schedules/Apps/CourseFees.ASP    
	( Variable credit   ______________
	( Repeat credit (cumulative maximum ________ hours)

	( Increase credit (former credit ________)
	( Lecture-lab ratio (former ratio __________________)

	( Number (former number ___________)
	( Prefix (former prefix ________________)


	 ( Crosslisting (between WSU departments)

       (Must have both departmental signatures)
	  ( Cooperative listing (UI prefix and number ____________)

            taught by:  WSU (          UI (          jointly taught (


  ( Conjoint listing (400/500)                                 ( S, F grading
  ( Request to meet Writing in the Major [M] requirement (Must have All-University Writing Committee Approval)
  ( Request to meet GER in _________   (Must have GenEd Committee Approval)       ( Fulfills GER lab (L) requirement 

  ( Professional course (Pharmacy & Vet Med only)           ( Graduate credit (professional programs only)

  ( Other (please list request) ______________________________________________________________________

    
    
_______
   course prefix 

course no.




title

	
	
	
	
	

	credit
	lecture hrs per week
	lab hrs per week
	studio hrs per week
	prerequisite


Description (20 words or less)  

Instructor: 

Phone number: 

Email:

Contact: 

Phone number: 

Email:

· Please attach rationale for your request, a detailed course outline/syllabus and explain how this impacts other units in Pullman and other branches (if applicable).
· Secure all required signatures and provide 10 copies to the Registrar’s Office.

Chair/date
Dean/date
General Education Com/date

       Chair (if crosslisted/interdisciplinary)*          Dean  (if crosslisted/interdisciplinary) *       Graduate Studies Com/date               

All-University Writing Com/date
Academic Affairs Com/date
     Senate/date
*If the proposed change impacts or involves collaboration with other units, use the additional signature lines provided for each impacted unit and college.

COURSE REQUEST INSTRUCTIONS

Definitions, policies, and additional procedures can be found in the Educational Policies and Procedures Manual (available at www.wsu.edu/Faculty_Senate/). For submission deadlines and forms, refer to www.ronet.wsu.edu/ROPubs/.  Please submit changes at least 9 months before effective date.
GENERAL GUIDELINES FOR ALL COURSE REQUESTS:  

Generally 200-, 300- and 400-level courses should have prerequisite(s). All 500-level courses must have a prerequisite. If a prerequisite is upper-division standing, graduate standing, or permission of instructor, this must be so stated.

The original copy must be signed by all participating chairs and deans. Send the signed original and ten copies to Lisa Devine, Registrar’s Office, French 346, ZIP 1035.  Requests are routed to the General Education Office or All-University Writing Committee (if appropriate), Catalog Subcommittee, Academic Affairs Committee and/or Graduate Studies Committee, and Faculty Senate. Upon final approval by the Senate, a copy of the form is returned to the department.

Criteria for General Education Courses or Writing in the Major Courses should be sought from those departments. 

PROCEDURE:

Submit requests for courses by checking the appropriate box(es) on the “Major Change Form—Courses”.  Give reason for the request, attaching justification for changes to existing courses.  For all requests, submit a complete course outline or syllabus, as is described below.   

Note the following for lecture/lab/studio courses, crosslisted courses, conjoint courses, cooperative courses, or request to change course prefix or number:

· Lecture/Lab or Lecture/Studio Courses:  Course proposals requesting a lecture/lab or lecture/studio component must be identified by filling out the lecture hrs/lab hrs/studio hrs per week and should follow guidelines for contact hours as outlined in the university catalog under “Credit definitions”, pg. 33).  

· Crosslisted/Interdisciplinary Courses:  Course proposals requesting crosslisting between departments must identify the course which is to be the owner of the course (i.e., the parent department), on the form, by noting that course first.  For example, on the form, Anth 200/ CAC 119 would indicate that Anthropology is the parent department.  Note that all department chairs and deans must sign the form.
· Conjoint Courses:  Courses requesting an undergraduate, 400-level, and a graduate, 500-level counterpart, must follow the criteria described in the Educational Policies and Procedures Manual (available at www.wsu.edu/Faculty_Senate/).  The request must describe how the additional work required of graduate students will provide additional depth in several of the areas covered in the course, and describe how the course will provide for significant time for graduate students to interact with the instructor.

· Cooperative courses taught by UI:  For cooperative courses taught at the University of Idaho, which are to be offered to WSU students, the review process is simplified.  Submit two copies of the major change form to the catalog editor.  Course title, credit hours, and description must match the UI catalog description.  Refer to the Educational Policies and Procedures Manual under Cooperative Courses for further information.

· Changes to course numbers or prefixes:  Course proposals requesting changes to course prefixes or numbers must be substantive in order to be considered for approval since these changes affect the accuracy of a student’s advising, catalog, degree audit, and transfer articulation information and take time to implement. The catalog editor will ask for an implementation estimate from the appropriate offices (Registrar, Admissions, IT) which will be forwarded to your department and dean and to the Catalog Subcommittee for consideration.

SYLLABUS CHECKLIST:  

Requests require a course outline or syllabus which must include the following:

1. Detailed statement of course objectives.

2. Schedule of course content (e.g., weeks 1-4, “The Sumerians through the Egyptians”; ….. weeks 10-15, “Rap Music.”

3. Form of instruction (lecture, studio, laboratory, recitation, seminar, interactive, synchronous or asynchronous distance-delivery, etc.)

4. Proposed textbooks and/or other media used.

5. Required assignments (include a brief description of each where appropriate)

6. Criteria for student evaluation, including relative percentages for assessment (e.g., 30% paper, 20% oral reports, 20% final exam, etc.).

7. Include Disability statement: “Reasonable accommodations are available for students who have a documented disability. Please notify the instructor during the first week of class of any accommodations needed for the course. Late notification may cause the requested accommodations to be unavailable. All accommodations must be approved through the Disability Resource Center (DRC) in Administration Annex 206 (Tel. 335-1566).”

8. Include information on plagiarism and cheating and the penalties for this conduct.

NOTE: It is the departmental responsibility to coordinate all approved course changes with the scheduling area within the Registrar’s Office for inclusion in the time schedule.
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