	Instructions and Considerations for FORM D:  New Course Proposals

	
	
	

	Information Item:
	
	Desired Response:

	
	
	

	Course Prefix:
	
	Department 3 or 4 letter code, such as ART, CAOT, ENG, TCOM, etc.

	
	
	

	Course Number:
	
	Consult with both Maria Norris (Assist. to VP Instruction) and the appropriate division Deans.  Make sure number is available.  Some numbers are held in reserve for future courses in sequences, while others may be in use for existing courses not currently listed in the District colleges' catalogs (inactive or deleted courses).
A few special numbers are to be used for the following: 
665:  Special topics

Under a comprehensive course description, different classes are offered under this same course number.  Each class is a different variation of course content, taught within the same course outline and instructional directives. That is, they are all the same course but each has a different topic emphasis.

Note: The same special topic title cannot be offered more than four (4) times.  Examples: a set of literature critique classes of different British authors, a series of painting classes on various painting techniques, a set of classes addressing differing perspectives of the same social/political issue.
680:  Experimental courses:

Courses which are of experimental nature in content, format, and/or pedagogy.  Course is intended for transfer credit.  The course can be only considered "experimental" for two semesters, after which a determination should be made whether to formalize the course into a regular course or to discontinue it.

670 series:  Cooperative Education

Reserved for vocational program and employment courses, usually associated with a work experience situation.

690:  Individual Studies

Special independent studies by students with a particular instructor. Course content is arranged between instructor and student.

700 series:  Vocational education courses

Reserved for vocational program courses, e.g., Auto, COSM.

800 series: Preparatory courses

Non-transferable courses.  Skills building or review/remedial courses.  For students with less than adequate study, language, math, or other skills necessary for academic success.

880:  Experimental, non-transferable course.
An experimental course that is not designed or eligible for transfer credit. The course can be only considered "experimental" for two semesters, after which a determination should be made whether to formalize the course into a regular course or to discontinue it.



	
	
	

	Course Title:
	
	Research catalogs of all three colleges to insure avoiding conflicting, confusing, or misleading course titles vis-a-vis currently used titles. Consult the appropriate Dean concerning related courses in hiatus or other possible problems with antecedents of the proposed title.  Titles should be specific enough to identify course content or area of concentration.  However, creative titles are welcomed if not too misleading.

	
	
	

	CATALOG  COURSE DESCRIPTIONS:
	
	Restrict description to 50 words or less, unless there are no alternative phrases suitable.   Exceptions will be allowed when necessary for clarity or technical/industry explanations.  Words such as "a", "and", "of", "the", "to" and other short words are counted as "whole words."  Prerequisites, recommendations, transferable units, and other auxiliary information are not included in the word count.
Brief descriptions of course content and/or objectives. Try to clearly state the expected student learning outcomes for the course.  What is the student expected to know at the conclusion of the course?  Rather than list what topics will be covered in the course, focus the description upon the specific learning outcomes the student should achieve through the course.   Formulate the description to articulate the course's contribution to the student's understanding of a subject.

For courses in a sequence, it if often helpful to describe the course in its relationship to the other courses of the sequence.

Note:  When composing descriptions, consider the use of the most condensed phrases to conserve word count.  Example: "This course is an introduction to" can be reduced to "An introduction to.."  Rather than listing specific items of instruction, use a categorical description.  Instead of "Cut, paste, move, etc" for a word processing course, "editing techniques" might be better.  If the course content is similar to another course, such as a "theories" course verses an "applications of the theories" course, specify the differences as clearly as possible.  Refrain from comparative descriptions, i.e., "similar to" or "not the same as ..."   Use a formal language suitable for the average college student.  If there is a specific target group for the course, the use of vocational or specialty vocabularies can help infer to students the necessary preparatory or experience levels recommended for the course

	
	
	

	CLASS SCHEDULE  COURSE DESCRIPTIONS:
	
	A synopsis of the Catalog description, edited to 25 words or less.  You may introduce "marketing phrases" or other attention or interest generating phrases to attract students (but maintain a formal writing style).  Often, this description is the first awareness of courses for students consulting the schedule for class selections.  Prerequisites, recommendations, transferable units, and other auxiliary information are not included in the word count.

	
	
	

	RECOMMENDED PREPARATION
	
	Specify whether or not there preparatory classes associated with this course. 

If you specifically recommend or require a course as preparatory to the proposed course, you must complete a "Content Review Form."

 The "Content Review Form" is an additional form to present the justifications for requesting the preparatory mandates. When describing the recommended preparatory courses, please use the appropriate phrases for listing of "equivalent" courses and alternatives to satisfy the recommendations.  Review other Outlines of Record for courses which specify similar preparatory courses.  Consider not only courses, but evaluative tests offered through the Assessment Center.

	
	
	

	Recommended:
	
	A recommendation is not a requirement or prerequisite to enrollment. Any course(s) may be recommended as preparatory to a course if it is expected to enhance the student's performance in the class.
These preparatory suggestions will inform the student of the expected. These preparatory suggestions will inform the student of the expected levels of skills and prior knowledge before enrolling in the class.  However, the student cannot be required to have completed the recommended courses in anticipation of enrolling in the class.

	
	
	

	Prerequisites:
	
	Any course(s) which is/are required to have been satisfactorily completed by the student prior to enrollment in the course.

If the proposed course is part of a sequential series of courses, and the specified prerequisite courses are of the same discipline and same sequence, the completion of the initiating courses of the sequence as a prerequisite does not require research of student outcomes to substantiate the need for the prerequisite.

Example: A level IV course is proposed for a foreign language sequence consisting of levels I, II and III. The prerequisite "Completion of level III or equivalent" will not require substantiating research.

Similarly, a literature course in this same language may have the prerequisite "reading ability of level 3 or equivalent" without the need for student outcomes assessment.

If the prerequisites are not from the same discipline as the proposed course, then research may be necessary to substantiate the clear need for the prerequisite course(s) for the student's success in the class.

Completion of courses to demonstrate acquisition of specific levels of computational or comprehension skills (math and/or language skills) will require research to validate the need of these prerequisites. 

Example:  Proposal of a History course specifies a prerequisite of certain English and Reading competencies; for instance English 100. Research must substantiate the prerequisite as needed for the students’ successful completion of the proposed course.   Consult with Matriculation Office for levels of scrutiny and research required for prerequisites.

Note:  The research may take up to several years to complete.  Consult with the VP of Instruction and the appropriate Deans for current procedures and evaluation methods.  Strategies should be in accord with recommendations of the college's Matriculation officer and Cathy Hasson, Director of the Office Planning, Research and Institutional Effectiveness.

	
	
	

	Corequisites:
	
	Any course in which a student is required to be enrolled concurrently with the proposed course.  Alternately, the course(s) may have been satisfactorily completed by the student prior to enrollment in the proposed course (same as a Prerequisite.).

These courses are designed to work in conjunction with one another.  The curricula are integrated in the sense that they are separate but complimentary to one another.  Student success requires completion of both the proposed course and its corequisites.

A criterion for substantiation is similar to that required for prerequisites. 

	
	
	

	
	
	

	GENERAL COURSE INFORMATION
	
	

	
	
	

	Method of Grading:
	
	

	
	
	

	Letter grades:
	
	Traditional grading of students performance using “A, B, C, etc".

	
	
	

	Pass/No Pass
	
	Essentially a pass/no pass grading criteria.  Note that to receive "PASS" a student must achieve a rating equivalent to a letter grade "C".

	
	
	

	Non Credit
	
	No grades are given in non-credit courses.  Such courses are used mainly as an administrative procedure to capture FTES for services provided.

	
	
	

	Grade Option
	
	The student can choose a Pass/No Pass rating instead of the default letter grade. Option must be actively initiated by the student by submitting the proper forms.  After the posted deadlines, the student may not change the grading method.

A minor consideration of this choice of grading is that it is often a perception by students that a course with this grading option is not as rigorous as a course with only a letter grade standard.

	
	
	

	Courses Units:
	
	

	
	
	

	Fixed:
	
	The course is offered with only one specific course credit.  The number of units is at a minimum of 16 hours of lecture per semester for each unit of credit offered.  Similarly, 48 hours of lab time per semester equals one unit.  The units offered will ultimately depend upon total hours of instruction and contact time with the instructor.  The specified number of hours of student/instructor interaction may exceed the basic 16 hours lecture per unit without increasing the units offered.  Maximum student/instructor contact time is 19 hours of lecture per unit.

	
	
	

	
	
	Example:  A studio art class may have 2 hours of lecture plus 4 hours of studio work time per week. The course will be offered as a 3 unit class.   However, the course may be offered with 2 hours of lecture plus 6 hours of studio work time per week and still be offered as a 3 unit class.  The "TBA" (To Be Arranged) hours that are in addition to the scheduled hours typically does not enter into the unit-value of a course.  However, the instructor must provide for documentation that the students have completed the TBA hours (attendance logs, personal time sheets, etc. are common methods of tracking hours by arrangement.)

	
	
	

	
	
	Note:  If the course is offered in various formats of differing units, and is not a "student's choice" (see variable units below), then fill in the blank with "1.0, 1.5 or 2.0 units" as opposed to 1.0 - 2.0 units. This type of unit division is most often used for performance classes in Physical Ed, Dance, Computer Technologies, Music, Painting, etc.  Each offering of the course involves the same or similar content, but is offered with differing course lengths and content complexity. 

	
	
	

	Variable:
	
	The course is being offered with a range of unit credits.  The course is designed to have one overall structure and objective, but various components of the course can be offered in separate segments.  The segments will differ in specific objectives, but all segments are interrelated and form a cohesive unity.  Usually, the units will be in increments of 0.5 units. 
The fill-in blank is to specify the minimum and the maximum units anticipated to be offered.  Example:  0.5 - 1.5 units.

The course is offered as a "student's choice" as to how many units they wish to undertake. If the student completes the necessary work for more than the units they originally registered for, they are entitled to receive the added credit provided they pay the fee differential for the additional units.  However, there is no refund of fees when the student fails to complete work necessary for the units initially undertaken.  Example: The initial enrollment was for 0.5 units, students earn 1.0 unit of credit, student must pay for the additional unit.  If initial enrollment was for 1.5 units and student completes only 0.5 units, there is no refund for the "undone" unit of work.


	Open Entry:
	
	An option which allows students to take segments or parts of a course Enrollment into and completion dates for the segments is not coordinated with the usual semester beginnings and endings. The student is allowed to choose amongst the several enrollment options in accordance with the course design.  Entry is often restricted by available space and resources.  

The course credit is determined by the nature and amount of work completed by the student.  Normally, a variable unit course.

	
	
	

	By Arrangement hours:
	
	Indicate if there are "By Arrangement" hours expected to be completed by the student.  If required, indicated how many hours per week and the total hours expected by the end of the course.  "By Arrangement" hours are to represent students working on course materials outside of class but under the supervision of the instructor.  Please note that this work is not the same as "homework"

	
	
	

	Number of Student Hours:
	
	The actual hours of instruction, specified as lecture, lab or other activity.  The combined total hours would be reflected in the number of "Course Units" assigned to the course.

The specific entries are usually total hours per semester for lecture, lab and other activity.  If the course is not a semester length course, specify the hours of instruction as per week or other appropriate period. Enter the hours as "hours/week" or similar label to avoid any confusion.

	
	
	

	May Course be Repeated for Credit:
	
	Indicate the whether the course is designed for repeat enrollment, either for acquisition of new skills or "update" of existing skills. "Repeated for Credit" is to offer the students instruction in an existing topic that has anticipated modifications, updates or technological advancements.

Examples: Computer word processing program classes that offer new versions of the original program. Classes to review and instruct revisions necessary for vocational licenses and/or certifications.

Usually, the limit of course repeatability is (3) times, for a total enrollment of four (4) times into one course. Vocational certifications requiring periodic reviews may offer more repeatability.

Note: Repeating a course in this case is not related to classes being taken over by students to improve grade performance. 


	Expected Enrollment per Section:
	
	Enter the maximum number of students that can be properly instructed in the course, dependent upon the resources available for each section the course could be offered.

	
	
	

	Faculty Load Credit:
	
	Calculated faculty work load, divided into lecture and lab hours’ responsibility.  Consult with the Dean for latest policies for assignment of and weighting of work load allotments’.

	Basic Skills Course?
	
	Indicate whether the course satisfies the criteria for inclusion in the list of "Basic Skills" courses.  Usually, these are the 800 level courses in English, Math and similar college preparatory areas.  Information is used in conjunction with funding and budget evaluations.

	Recommended for Audit: 
	
	Is this course to be offered for students who wish only to attend the lecture portion of the class?  Auditing students will not be required to take examines or to participate in all class activities.   Please note that there are restrictions as to what classes may be offered for "audit" attendance only; thus a rarely offered class format. Check with A&R for most recent regulations for Audits.

	
	
	

	Check as Many of the Following as Apply to This Course:
	
	Selection of course length and desired schedule of course offerings.


	
	
	

	Short Course
	
	If the course is less than a semester length ("Short Course") indicate the Total number of weeks or hours the course will run.  Specify the total number in the "No. of Wks/Hrs", and either circle or cross out the appropriate units to indicate weeks or hours.

Also indicate the total number of weeks the class is expected to be formatted.  For instance, while the class may be 16 hours of instruction, the actual course could be two meetings of 8 hours each.  Thus, the course would be an one week course.  Other variations: the 16 hours of instruction may be offered as eight 2-hour meetings, meeting twice a week (a 4 week course). Or, eight meetings once a week for an eight week course, etc.

	
	
	

	Semester and Year to Start:
	
	The desired initial semester the course will be offered.

If the course is offered as a transferable unit course, please consult with Linda Rosa Corazon (Articulation Officer) about the earliest date that acceptance for transferability by the CSU and UC systems and/or IGETC can be anticipated.

Note:  any course can be listed in the next issue of the schedule of class after is has been approved and meets the publication time lines.  However, the schedule listing will not indicate that credit transferability exists.  There are no retro-active acceptance of units for classes taken prior to the class's classification as "Transferable."  This qualification may adversely affect initial enrollments into the course.

	
	
	

	PROGRAM OUTCOME
	
	

	
	
	

	Application to Associate Degree: 
	
	Check appropriate box.  If the course is to be applicable to any AA or AS degree, complete the following sections to specify in what manner the course contributes to the degree.  The specific Major is not specified in this section.

Consult the current Catalog for listings and descriptions of courses required for the Associate Degree.  These are the courses required beyond the "Major Requirement". 

	
	
	

	Basic Competency

Requirements:

(section D)
	
	If the course is desired to be included in the list of courses which satisfy any Reading, Writing or Mathematics/Quantitative Reasoning requirements, then check off this box.  The "area" is to specify which category the course can be applied.  Example,  if the course satisfies the requirements for the Reading category  (area "1"), and sub-category section "b", ("Satisfactory completion of English 100 or English 105 or equivalent course"), then fill in the "area" with the notation of "Reading D1-b". 

	
	
	

	Specific Area

Requirements:

(section E)
	
	If the course is to be included in the list of accepted courses which satisfy any of the four categories, then check off this box.  Specify in the "area" field which category the course is to be applied.  If the course fits into a sub-category, please make that distinction.  Example: if the course is should be added to the lists of courses for the American History and Institutions category, and is best specified to be in sub-category b2, enter the notation: "AmH&I E1-b2".  

	
	
	

	General Education

Requirements:

(section F)
	
	If the course is to be included in the list of accepted courses which satisfy any of the five categories of this area, then check off this box.  Specify in the "area" field which category the course is to be applied.  If the course fits into a sub-category, please make that distinction.  Example: if the course is should be added to the lists of courses for Natural Sciences category, specify whether the course belongs in sub-category "Group a" or "Group b".  Thus the entry notation will be "Sciences F1-Group a" or "Sciences F1-Group b".

	
	
	

	Major Requirement:
	
	If the course is to be included as part of a Major or Certificate program, then select this box.  This box is to be selected if the course is to be either applied as a major core class or as an elective for that program.

	
	
	

	List Major
	
	Specify which MAJOR program this course is to apply.  Indicate whether the course is to satisfy a Core Requirement of the major, or may be applied to the major as an Elective.

	
	
	

	Certificate Program
	
	Specify which CERTIFICATE program this course is to apply.  Indicate whether the course is to satisfy a Core Requirement of the major, or may be applied to the certificate curriculum as an Elective.

	
	
	

	TRANSFERABILITY

to UC and CSU:
	
	Choose the appropriate types of institutions and situations for which this course may be transferred for credit.  The selections are only indicators for desired transfer status of the course.  The actual transfer status will be determined through the Articulation Office.  Articulation processes may take immediately to several years depending upon the type of transferability desired.  Be aware that the application for transferability does not guarantee transfer status.

A detailed listing of all courses which have been accepted for transfer can be found in the Skyline Catalog.
For a more detailed discussion of the articulation process, please consult with Linda-Rosa Corazon, Articulation Office, for detailed explanations and expected timing sequences.  Consultations will often clarify the realistic expectations for a course's acceptance for a specific transfer status.  

Please refer to notes under "Semester and Year to Start" in reference to course offerings with and without transfer status. 



	CSU General Ed
Transferable:  
	
	Indicate whether the course should be considered for transfer credit in partial fulfillment of a CSU General Education requirement.  If so, please indicate which category the course is to satisfy.  Identify category and applicable sub- categories.   A detailed listing of categories and accepted courses is found in the Skyline catalog.

	
	
	

	IGETC

Transferable:
	
	Indicate whether is course should be considered for transfer credit under the UC and CSU IGETC criteria.  If so, please indicate which category the course is envisioned to satisfy.  Identify category and applicable sub-categories. A detailed listing of accepted courses is found in the Skyline Catalog.  Be aware that the IGETC approval process is difficult and may take over a year to complete.

	
	
	

	CONSULTATION:
	
	

	
	
	

	Similar courses in

SMCCD:
	
	Identify any courses which are identical or very similar to the proposed courses that are offered by either CSM or Canada College.  List courses which have the same course content yet may have a different course number or course title.  Also, indicate if an existing course has the same course number but whose content is different from that of the proposed course.

	
	
	

	Consultation?
	
	Indicate whether discussions with administration and/or faculty of the other campuses have taken place with regards to this new course.  Topics of discussions should include concerns of complimentary or competing situations if courses are offered at the same time at any two campuses. 

	
	
	

	Similar courses
at Skyline College: 
	
	Identify any courses listed in the Skyline catalog which offer similar or "competing" subject materials.  Provide detailed discussions as how the two courses differ.  Give particular insights as to the needs and concerns the new course will address.


	Consultations
	
	Indicate if discussions were conducted with the Dean and/or faculty of the appropriate division which is offering the similar course.  Provide explanations of any unresolved issues or concerns addressed in the consultations.

	Economic Development
Funding
	
	Indicate if Economic Development Funds were used in the development of the course.  Is so, to what extent did the Econ. Dev. contribute to the development of the course?

	
	
	

	List other Colleges

which offer similar

courses:
	
	If available, provide citations of similar courses offered by other colleges in California.  List course descriptions and prerequisites for the courses cited from other schools.  Citation of courses with pre-existing prerequisites can help satisfy certain levels of validations required for new courses and their recommended preparatory requirements.

	
	
	

	RESOURCES:
	
	

	
	
	

	Consultations
	
	Indicate whether instructional materials in the Library and/or Learning Resource Center can be adequately provided.


	Impacted Resources
	
	Of the listed affected resources, check those which are expected to be utilized by or need to be acquired for the new course.  Check all items which might influence the success or failure of the course offering.  Explain to what extent the new course will have upon the current recourses.

If there are no need for the use of the listed resources, please indicate "None of the Above"

	
	
	

	JUSTIFICATION

 for BOARD REPORT
	
	Provide a brief statement outlining the need for this course in terms of its contribution to the curriculum, how the course benefits the students or specific populations of students, and any other important points which justify the course's adoption by the college.  As this statement is for the SMCCD Board of Trustees, present the information in a clear concise manner that explains why the class should be offered by the college.  (A few sentences should suffice.)

	
	
	

	CLASSIFICATION:
	
	Indicate whether this course qualifies to be classified as Degree (AA/AS) applicable.  Refer to Calif. State Title 5 Regulations for criteria

	
	
	

	Signatures:
	
	Normally, a full time faculty member should sign this form as the originator of the course.  However, course development might be from adjunct faculty or others, in which case the division Dean will assign a regular faculty member as the new course submitter.
The Division Dean must approve the submission of this form.

Upon approval by the Curriculum Committee, the Chair will sign off this document indicating that the new course has been adopted into Skyline College's curriculum. 


