UB UNDERGRADUATE COURSE PROPOSAL

APPROVAL PROCESS AND INSTRUCTIONS

APPROVAL PROCESS RESPONSIBILITIES - If you have any questions regarding this form or the Course Proposal process, please contact your academic dean’s office.

1. Faculty member:  Submit the completed Course Proposal to your department or unit. Instructors who do not hold tenure track University faculty appointments must also attach a current vitae.  The faculty member must obtain required signatures for cross-listings (item 6) and duplication check (section IV).

2. Department Chair: Review the content and completeness of this proposal.  On approval, sign and submit this to your dean. 
3. Faculty Dean:  Make sure this form is complete.  Following review and approval by your decanal level curriculum committee, retain or make copies for your record.  Forward the signed original to the Office of the Vice Provost of Undergraduate Education, 548 Capen Hall, no later than the first day of the month in which you would like the proposal considered.  A schedule of meetings is on the web at http://wings.buffalo.edu/vpaa/curriculum/submissiondeadlines.shtml. 
INSTRUCTIONS FOR COMPLETION OF COURSE PROPOSAL 
	Item Number:
	Directions:

	1 – 6 
	Fill in all requested information.



	7 – 8
	Please fill in for permanent cross- and dual-listings only.  Once Course Proposal has been approved, both the main course (as noted in item #1) and the cross-listed course will be activated in UB’s course file.  One time only cross- or dual-listings should be processed using the Cross-List Form available on the web at http://wings.buffalo.edu/services/rec-reg/scheduling/forminfo.html. 

Cross-listed - Multiple course sections offered by two or more departments at the same day and time with the same instructor and having the same title and course type. One department acts as the funding department.   For cross-listed courses, the department chair of the department with which the course will be cross-listed must endorse this proposal by signing the bottom of the form.

Dual-listed – Course sections offered by the same department involving graduate and undergraduate students meeting in the same room at the same time with the same instructor. The courses must have the same title and course type. Only 400 level courses may be listed with a graduate level course.  If you are requesting a dual-list, you must include assignment and grading information for both undergraduate and graduate students in section I.  For dual-listed courses, contact the Graduate School at 645-2939.



	9
	List initial instructor(s), rank, and highest degree held.  Include CV for non-tenure track instructors.


	10
	List all prerequisites (courses to be completed successfully prior to registration for the proposed course) and corequisites (courses to be completed in the same semester as the proposed course).



	11 – 12
	Fill in all requested information.



	13
	All courses that fulfill a general education requirement must meet the criteria outlined in the “Guidelines for the Approval of State University General Education Requirement Courses”, at http://undergrad-catalog.buffalo.edu/undergraduateeducation/gened/guidelines.shtml.  Please review these guidelines and evaluate whether the propsed course meets these requirements prior to submission to the UUCC.

	14-15
	Fill in all requested information

	16
	If course content will vary substantially from semester to semester, the course may be taken more than once for credit.  Please note that justification is required in part III.D. of Course Proposal Information.  



	17
	Faculty members who wish to have undergraduates assist them (or assist their graduate teaching assistants) in teaching a course must submit detailed plans in writing to their departmental chairs for approval at least one semester before the course is to be scheduled. The divisional dean and the University Undergraduate Curriculum Committee will then review these plans. A full explanation of this Faculty Senate policy and University requirements are at this website: http://wings.buffalo.edu/faculty/governance/fac-sen/documents/resolution/res3.htm#IIIg.  In selecting students for appointment as Undergraduate Teaching Assistants (UTAs), departments should exercise a degree of care comparable to that applied to choosing graduate teaching assistants.  Decanal units are responsible for monitoring the use of UTAs. If UTAs will be used, section V of the Course Proposal Information must be completed.



	18
	If graduate teaching assistants will be used, section V.A. of the Course Proposal Information must be completed.



	19
	Enter number and type of credits, inserting both the total number of credits and number of credits broken down by course type.  (See example on following page.)  Credits should be determined by course type definitions and contact hour requirements as given below.
Credit type definitions: 

· Lecture: Classroom instruction, presented by an instructor, with discussion not precluded but incidental to lecture.

· Recitation: Classroom instruction carried on through interaction between instructor and students, which is designed to supplement a large lecture.

· Laboratory: An aggregate of individual activity under supervision as a group, including practicum, workshops, and group study.

· Discussion: Classroom instruction carried on primarily though interaction among students and instructor.

· Seminar: Classroom instruction for a limited number of students who share with the instructor responsibility for preparation of material to be discussed in class.

· Tutorial: Supervised individual activities, independent study (defined as study given initial guidance, criticism, review and final evaluation of student performance by a faculty member) and tutorial study (defined as study which is given initial faculty guidance followed by repeated, regularly scheduled individual student conferences with a faculty member, and periodic as well as final evaluation of student performance). 

Contact hour requirements for each credit type:

· Lecture:  1 lec credit hour is earned for 1 contact hour + 2 outside student prep hours per week



· Recitation:  1 rec credit hour is earned for 1 contact hour + 2 outside student prep hours per week

· Laboratory:  1 lab credit hour is earned for 3 contact hours + 0 student prep hours per week OR 1 lab credit hour is earned for 2 contact hours + some outside prep hours per week

· Discussion:  1 dis credit hour is earned for 1 contact hour + 2 outside student prep hours per week

· Seminar:  1 sem credit hour is earned for 1 contact hour + 2 outside student prep hours per week
· Tutorial:  1 tut credit hour is earned for 3 student activity hours per week OR 1 tut credit hour is earned for 1 contact hour + 2 outside student prep hours per week


	20
	If the actual breakdown of weekly contact and student preparation hours varies from the official number of credit hours as entered in #17, explain the variation.  (See example below.)  


	Sections I_VI
	Sections I-VI of the Course Proposal must be completed as directed.  If a question does not apply to your course, insert “N/A” or “Not applicable.”  Do NOT leave any questions blank.


EXAMPLE A for Items 17 and 18: 

· A 4-credit course with a lecture and a lab component may be reported as a 4.0 lec and 0 lab, and one grade will be awarded for the course:
19.  Enter official number of credits (as they will appear on the official UB record):
      4        Total number of credits 

Credits should be determined by course type definitions and weekly contact hour requirements as listed in the instructions.

Break down number of credits by each course type (Fill in all that apply):
	  4    Lecture (lec)


	        Discussion (dis)

	         Recitation (rec) 


	        Seminar (sem)

	0 Laboratory (lab with 2 contact hrs. and some outside prep per week)


	        Tutorial (tut – 1 credit for 3 student activity hours per week)



	          Laboratory (lab with 3 contact hrs and no outside prep per week) 
	        Tutorial (tut – 1 credit for 1 contact hour and 2 outside prep hours per week)


20.  If the number of credit hours does not reflect the actual breakdown of weekly contact and student preparation hours, please explain.  (See example given in the instructions.)

	Students will attend 3 contact hours of lecture and 2 contact hours of lab each week, with outside preparation required for both.  The credits are broken down as listed above so that one grade can be awarded for the course as a whole.



OR EXAMPLE B for Items #17 and 18

· A 4-credit course with a lecture and a lab component may also be reported as a 3-cr lec and 1-cr lab, so that one grade is assigned for the lecture portion and another grade is assigned for the lab portion:
19.  Enter official number of credits (as they will appear on the official UB record):
       4       Total number of credits 

Credits should be determined by course type definitions and weekly contact hour requirements as listed in the instructions.

Break down number of credits by each course type (Fill in all that apply):

  3     Lecture (lec)

         Recitation (rec) 

1 Laboratory (lab with 2 contact hrs. and some outside prep per week)

          Laboratory (lab with 3 contact hrs and no outside prep per week)

        Discussion (dis)





        Seminar (sem)





        Tutorial (tut – 1 credit for 3 student activity hours per week)

        Tutorial (tut – 1 credit for 1 contact hour and 2 outside prep hours per week)



20.  If the number of credit hours does not reflect the actual breakdown of weekly contact and student preparation hours, please explain.  (See example given in the instructions.)

	The number of credit hours accurately reflects the actual breakdown of contact and student preparation hours.


UB UNDERGRADUATE COURSE PROPOSAL FORM
1.  Proposed Department Abbreviation & Course Number:   
  

  


2.  First Offering (Sem/Yr):             
3.  Check One:                  New Course                  Revised Course - Date first approved: 


4.  Has this course been offered as a Special Topics course, and if so, what semester(s)?

5.  Proposed Full Course Title: 

6.  Abbreviated Computer Title (limit to 25 Characters):  


7.  Permanently Cross Listed with:



8.  Permanently Dual Listed with Graduate Course: 

    (Other department chair must endorse at bottom of form.)
                    (Separate submission to Graduate School required.)

9.  Initial Instructor (include name, rank, and highest degree held, and CV for non-tenure track):  



    If the specific initial instructor is unavailable, are there others who can teach this course?  

10.  Prerequisite(s): 





                  Corequisite(s):

11.  Class level of predominant target audience (e.g. freshman): 

12.  Relation to undergraduate work.  Check all that apply:

               Required for Major, Minor or Concentration
               Elective (within major)
               Free Elective 
13.  Will this course fulfill a general education requirement?
               Yes                      No


       If yes, please see the Guidelines for the Approval of State University General Education Requirement Courses.   
14.  Estimated target enrollment:
15.  Grading (Check one):                      Letter (A-F)               Pass/Fail (P/F)   
              

16.  Can this course be taken for credit more than once? (e.g. Special Topics, Independent Study)           
Yes              No


17.  Will Undergraduate Teaching Assistants be used?             Yes                 No
   

18.  Will Graduate Teaching Assistants be used?
              Yes 
       No
 

19.  Enter official number of credits (as they will appear on the official UB record):
              Total number of credits 

Credits should be determined by course type definitions and weekly contact hour requirements as listed in the instructions.

Break down number of credits by each course type (Fill in all that apply):




        Lecture (lec)

         Recitation (rec) 

       Laboratory (lab with 2 contact hrs. and some outside prep per week)

          Laboratory (lab with 3 contact hrs and no outside prep per week)

        Discussion (dis)





        Seminar (sem)





        Tutorial (tut – 1 credit for 3 student activity hours per week)

        Tutorial (tut – 1 credit for 1 contact hour and 2 outside prep hours per week)



20.  If the number of credit hours does not reflect the actual breakdown of weekly contact and student preparation hours, please explain.  (See example given in the instructions.)

	


** SECTIONS I-VI (pages 2-3) MUST ALSO BE COMPLETED AND ATTACHED.

Department Chair’s Approval:



               
Printed or Typed Name and Signature  



         Date

Dean’s Approval: 






Printed or Typed Name and Signature  



         Date

University Undergraduate 

Curriculum Committee Approval: 






Printed or Typed Name and Signature  
     


         Date
Additional Endorsements: 1)






2) 





Printed or Typed Name and Signature  

Printed or Typed Name and Signature  
Complete the following information within the boxes provided (which will expand as you type).

If the course proposal is for a revised course (rather than a new course), your responses should indicate items that are revisions from the course as it is currently approved.

I. Course Description. Complete narrative course descriptions for each course type (i.e., lecture, lab).

A. A brief summary description of the course suitable for the Undergraduate Catalog

	


B. Learning Outcomes (see “How to Write Learning Outcomes”)
	


C. Method for assessing student achievement of learning outcomes (see “Assessing Student Achievement of Learning Outcomes”)
	


D. Required student activities

	


E. Grading

1. Basis for grading students (i.e., readings, papers, homework) 

2. Percentages given to various components of the final grade.

3. If the course is dual-listed, indicate differences in coursework or expectations for undergraduate and graduate students.
	


1. Attach a sample syllabus, including (but not limited to) course description, required activities, grading, sample schedule of topics and assignments, and required reading list.

F. Portion of the course offered on-line (e.g. Blackboard, entirely web-based).  If this course is based entirely on-line or outside of the classroom, include information on the teaching techniques that will be used, making specific reference to maintaining security and academic integrity in the on-line portion of instruction.
	


II. Course Rationale. 

A. Justification for adding course.

	


B. Relationship of course to other courses in your program curriculum.   

	


C. Rationale and ramifications of any change in requirements to the department’s major, minor or concentration necessitated by the addition of this course.

	


D. Relation of course to other programs, if relevant. 

	


III. Course numbering, prerequisites and repeat status.

A. Explain how the course level was determined (e.g. 100, 200 level).

	


B. Explain the rationale for prerequisites or the lack thereof.

	


C. Will the proposed course serve as a prerequisite for any other courses?  If yes, provide a brief description of courses that will require this course as a prerequisite.

	


D. If the course can be taken for credit more than once, explain the rationale for this decision. 

	


IV.
Duplication Check. Include the following:

A. List other courses offered by your department and the University that the proposed course might appear to duplicate in part or in full.  Please provide a comprehensive review of courses as Curriculum Committee members may not be aware of the intricacies of specific departmental course offerings, and often only course titles and/or brief descriptions are available for consultation when making judgments.  

	


B. State how the proposed course is unique with respect to other courses that it appears to duplicate.
	


C. Does the course offering have an impact on any other course, program, or department? 

Note: If other departments are affected, the committee requires that the department proposing the course consult with the affected departments about the proposed course and its ramifications.  Endorsement from each of the affected departments should be included on the first page of the Course Proposal Form.
	


D. Describe investigative work completed, such as telephone calls, conversations, and letters in support of the duplication check.

	


V.
Undergraduate and Graduate Teaching Assistants (UTAs)

A. State responsibilities for all teaching assistants - graduate and undergraduate.
	


B. For undergraduate teaching assistants (UTAs), answer the following.  Consult the instructions page for additional information on UTA policy.
. 
 1. The instructor's rationale for assigning teaching roles to undergraduates. How do UTAs enhance learning for students enrolled in the course? How does the experience benefit the UTA's education? Is there a unique advantage in the UTA's peer status? Why could the functions not be carried out by graduate TAs? 

	


2.  A statement of the knowledge and skills that the instructor expects of the UTA, how these are to be determined and documented, and the ways in which they will be utilized in the UTA's course activities. 

	


3.  A detailed description of the UTA's activities within the context of the course. How is the UTA to be trained for the tasks involved and guided in interacting with the enrolled students? How will the UTA's work be supervised and evaluated?

	


4. If the instructor seeks exceptions to these policies, they must be requested and explained.
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