Rev. 29-June-2009

Proposed Catalog Changes Submission Form

For Submission to the Curriculum and Instruction Review Committee (CIRC) and the Vice President For Academic Affairs

File Name: 







                (Completed by your school’s CIRC Rep)
Instructions: Please insert your proposed catalog changes in accordance with the instructions below. Because this form is simply the outline of your submission, you may use as much space as needed to explain each request. Please attempt to limit one form per academic major and delete any unused sections of this form. Attach any supporting documents and include the text of all catalog revisions that will be needed to implement the proposed changes as an appendix to the submission. Use the checklist in the addendum to ensure you have completed all submission requirements and then submit the form electronically to your school’s CIRC representative who will review the form for completeness and subsequently forward to the Chairman of the Curriculum and Instruction Review Committee (CIRC). Please indicate how the proposal is consistent with learning outcomes presented in planning documents (e.g., accreditation documents) or how such documents will be modified based upon the CIRC proposal. Subsequent to final approval by CIRC, the Chair will forward the form to the Vice President for Academic Affairs. Each school should keep a hard copy of its original submission(s) for its own records.  The Vice President for Academic Affairs will take final action on the proposals (no proposal is approved until such final action is taken), and the Vice President’s office will forward copies of the final document to the school’s dean, the Registrar, Business Office, and Marketing Department.

School: 
Degree/Major/Concentration: 
Date of Request: 
Term Changes Will Take Effect: 
Person Submitting Request: 
Type of Change (Please mark all that apply):

                    Course Credit Hour Change

          Course Addition*
                    Significant Course Content Change
          Course Deletion

                    New Major or Concentration

          New Degree

                    Discontinuance of Degree, Major, or Concentration

                    Other (please explain: 






)
*Note that any proposed new entries to the course description section of your school require this section to be completed even if such entries are associated with new degrees, majors, or concentrations.

I. Course Credit Hour Changes – Please describe below any courses for which you are requesting a credit hour change including a complete explanation of all reasons for each request and a certification of how the proposed changes will affect staffing for your school (either verifying that no additional faculty or staff will be required or specifying how many new faculty and/or staff members will be required to support the course credit hour changes).  If you have more than one proposed course credit hour change, please number each request separately.  If the course credit hour change will affect the course description, please include both the existing and the proposed new course description below.
[School inserts proposed credit hour changes here]

School Certification Re: Staffing Implications of Proposed Course Credit Hour Changes:

Will the above proposed course credit hour changes affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 


Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed Credit Hour Changes:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 
or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 










II. Course Additions (other than one-time offerings of 575 or 585 courses) – Please describe below any new course offerings that you propose to add to the catalog including a complete explanation of all the reasons for each proposed addition and a full explanation of how the proposed additions will affect staffing for your school (either verifying that no additional faculty or staff will be required or specifying how many new faculty and/or staff members will be required to support the course additions). Please also provide below the proposed text of the catalog changes that will reflect the proposed course additions including complete course descriptions. Before submitting a proposal, you must determine that the proposed new course does not significantly overlap with any other course offered in your school or in another school in the University. If the course does significantly overlap with another course, please describe below all steps taken to avoid redundancy and why the course should be approved (for further information, consult the Policy regarding courses of potential interest to more than one school adopted by the Vice-President for Academic Affairs). If you have more than one proposed course addition, please number each request separately.
[School inserts proposed additions here]

School Certification Re: Staffing Implications of Proposed Course Additions:

Will the above proposed course additions affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 



Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed  Additions:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 

or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 










III. Significant Course Content Changes – Please describe below any courses to which you are requesting to make significant content changes including a complete explanation of all reasons for each request and a full explanation of how the proposed changes will affect staffing for your school (either verifying that no additional faculty or staff will be required or specifying how many new faculty and/or staff members will be required to support the significant course content changes). Please also provide below the existing and proposed new text of the portions of the catalog that concern the proposed changes including the existing and proposed course description. Do not attach the entire catalog or proposed catalog revisions that do not involve a significant course content change proposal. Although the determination of what is a “significant” change must be made initially by each school, in cases of doubt, please err on the side of assuming changes are significant. If you have more than one proposed significant course content change, please number each request separately.

[School inserts proposed changes here]

School Certification Re: Staffing Implications of Proposed Course Content Changes:

Will the above proposed course content changes affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 



Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed Content Changes:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 

or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 










IV. Course Deletions – Please describe below any course offerings that you propose to delete from the catalog including a complete description of all the reasons for each proposed deletion and a full explanation of how the proposed deletions will affect staffing for your school (either verifying that no reduction in faculty or staff will be required or specifying how many faculty and/or staff members will no longer be required due to the course deletions). Before proposing a deletion, you must make sure that this course is not cross listed for another school in the University. If it is, all schools for which the course is listed in the catalog must consent to the proposed deletion. If you have more than one proposed course deletion, please number each request separately.
[School inserts proposed deletions here]

School Certification Re: Staffing Implications of Proposed Course Deletions:

Will the above proposed course deletions affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 



Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed Deletions:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 

or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 










V. New Major or Concentration – Please describe below any new major/concentration offering that you propose to add to the catalog including a complete explanation of all the reasons for the proposed addition with learning goals and a full explanation of how the proposed addition will affect staffing for your school (either verifying that no additional faculty or staff will be required or specifying how many new faculty and/or staff members will be required to support the major/concentration). Please also provide below the proposed text of the catalog changes that will reflect the proposed major/concentration addition and include complete course descriptions of new courses in the “Course Additions” section of this form. Before submitting a proposal, you must determine that the proposed new major/concentration does not significantly overlap with any other major/concentration offered in your school or in another school in the University. If the major/concentration does significantly overlap with another, please describe below all steps taken to avoid redundancy and why the major/concentration should be approved. If you have more than one proposed concentration addition for a given major, please number each request separately.
[School inserts proposed new major or concentration here]

School Certification Re: Staffing Implications of Proposed New Major or Concentration:

Will the above proposed new major or concentration affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 



Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed New Major or Concentration:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 

or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 










VI. New Degree – Please describe below any new degree that you propose to add to the catalog including a complete explanation of all the reasons for the proposed addition and a full explanation of how the proposed addition will affect staffing for your school (either verifying that no additional faculty or staff will be required or specifying how many new faculty and/or staff members will be required to support the degree). Please also provide below the proposed text of the catalog changes that will reflect the proposed degree addition and include complete course descriptions of new courses in the “Course Additions” section of this form. Before submitting a proposal, you must determine that the proposed new degree program does not significantly overlap with any other degree programs offered in your school or in another school in the University.  If the degree program does significantly overlap with another, please describe below all steps taken to avoid redundancy and why the degree should be approved. Note that Academic Affairs requires extensive justification for a new degree; therefore, please submit to CIRC a complete proposal following the section titled “Outline for Proposals for New Programs” in the Faculty and Academic Policy Handbook.
[School inserts proposed new degree here]

School Certification Re: Staffing Implications of Proposed New Degree:

Will the above proposed new degree affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 



Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed New Degree:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 

or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 










VII. Discontinuance of Degree, Major, or Concentration – Please describe below any degree/major/concentration that you propose to delete from the catalog including a complete description of all the reasons for each proposed deletion and a full explanation of how the proposed deletions will affect staffing for your school (either verifying that no reduction in faculty or staff will be required or specifying how many faculty and/or staff members will no longer be required due to the deletions). Include in the “Course Deletion” section of this form any courses you propose deleting. 
[School inserts proposed discontinuance here]

School Certification Re: Staffing Implications of Proposed Discontinuance:

Will the above proposed discontinuance of degree, major, or concentration affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 



Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed Discontinuance:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 

or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 










VIII. Other: 









– Please describe below the change to the catalog that you propose including a complete description of all the reasons for the change and a full explanation of how the proposed change will affect staffing for your school (either verifying that no reduction in faculty or staff will be required or specifying how many faculty and/or staff members will no longer be required due to the deletions). 
[School inserts proposed change here]

School Certification Re: Staffing Implications of Proposed Change:

Will the above proposed discontinuance of degree, major, or concentration affect staffing (faculty and/or non-faculty) for your school?  (Please answer yes or no.)
If yes, please explain in detail what the effect will be:
Approvals:
Curriculum Committee (Chair): 





  Date: 


Other Programs* (Chair): 





  Date: 



Other Programs (Chair): 






  Date: 



Other Programs (Chair): 






  Date: 


*Refers to additional programs affected by the proposed change other than the submitting faculty’s program.

Dean: 








  Date: 



CIRC Recommendation(s) Re: Proposed Change:

Approval of Recommended CIRC changes:
Curriculum Committee (Chair): 





  Date: 

 

or Dean’s Office   

Final Action by the Vice President for Academic Affairs:
· Approved

· Not Approved

· Other: 











ADDENDUM - SUBMISSION FORM CHECKLIST

	         SECTION
	 COMPLETED
	                     TASK

	
	
	

	
	_____________
	Attach Supporting Documents

	
	_____________
	Attach Catalog Revisions

	
	_____________
	Submit Form to CIRC Representative 

	
	
	

	I. Course Credit Hour Changes:
	
	

	
	_____________
	Review Existing Course Description

	
	_____________
	Add Proposed Course Description (100 Words Maximum Per Course)

	
	_____________
	Include Reason(s) & Explanation For Change (Each Request)

	
	_____________
	Include Effect On Staffing

	
	_____________
	If More Than One Request, Number Each Request

	
	_____________
	Signatures

	
	
	

	II. Course Additions:
	
	

	
	_____________
	Check Catalog For Course Overlap

	
	_____________
	If Needed—Describe Steps To Avoid Redundancy

	
	_____________
	Include Reason(s) & Explanation For Proposed Addition

	
	_____________
	Add Proposed Course Description (100 Words Maximum Per Course)

	
	_____________
	Confirm Course Numbers With Registrar

	
	_____________
	Recommend Course Title Abbreviation For Registrar (29 Characters Maximum Including Spaces)

	
	_____________
	Include Effect On Staffing

	
	_____________
	If More Than One Course Addition Number Each Request

	
	_____________
	Signatures

	
	
	

	III. Significant Course Content Changes:
	
	

	
	_____________
	Include Reason(s) & Explanation For Change (Each Request)

	
	_____________
	Review Existing Course Description

	
	_____________
	Add Proposed Course Description (100 Words Maximum Per Course)

	
	_____________
	Include Effect On Staffing

	
	_____________
	If More Than One Course Content Change Number Each Request

	
	_____________
	Signatures

	
	
	

	IV. Course Deletions: 
	
	

	
	_____________
	Check Catalog For Course Cross Listings

	
	_____________
	If Cross-Listed, Approval To Delete From The Schools

	
	_____________
	Include Reason(s) & Explanation For Each Proposed Deletion

	
	_____________
	Include Effect On Staffing

	
	_____________
	If More Than One Course Deletion Number Each Request

	
	_____________
	Signatures


	V. New Major or Concentration:
	
	

	
	_____________
	Include Reason(s) & Explanation For Proposed Addition (Each Request)

	
	_____________
	Check Catalog For Course Overlap

	
	_____________
	If Needed—Describe Steps To Avoid Redundancy

	
	_____________
	Include Proposed Text of Catalog Changes

	
	_____________
	Include Catalog Description

	
	_____________
	Include Effect On Staffing

	
	_____________
	Check With Library To Determine Collection Implications

	
	_____________
	Signatures

	
	
	

	VI. New Degree:
	
	

	
	_____________
	Include Reason(s) & Explanation For Proposed Addition (Each Request)

	
	_____________
	Check Catalog For Course Overlap

	
	_____________
	If Needed—Describe Steps To Avoid Redundancy

	
	_____________
	Include Proposed Text of Catalog Changes

	
	_____________
	Include Catalog Description

	
	_____________
	Include Effect On Staffing

	
	_____________
	Check With Library To Determine Collection Implications

	
	_____________
	Signatures

	
	
	

	VII. Discontinuance of Degree, Major, or Concentration:
	
	

	
	_____________
	Include Reason(s) & Explanation For Proposed Deletions (Each Request)

	
	_____________
	Include Effect On Staffing

	
	_____________
	Signatures

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	








											


Chair of Curriculum and Instruction Review Committee			Date








											


Vice President for Academic Affairs					Date








2
1

