Course prefix and number

	Course Proposal / Revision Form (for all course action requests)
Office of the Provost/Vice President for Academic Affairs – SUNY Plattsburgh
	Agenda Number: _______________

Date: _________________________


	Course Subject, Number, Title:
	(Insert current information if existing course)

	Abbreviated Title (29 spaces max):
	

	Department, Center, or Program:
	

	Chair, Director, or Coordinator:
	

	Faculty Proposer:
	


 FORMCHECKBOX 
   Create New Course

First semester offered   FORMCHECKBOX 
 winter      FORMCHECKBOX 
 spring      FORMCHECKBOX 
 summer      FORMCHECKBOX 
 fall     year: _____ 
Frequency of course (e.g. fall, winter, spring, summer)   _____
Number of credit hours: minimum _____   maximum _____
May this course be repeated for credit?    FORMCHECKBOX 
 Yes  [Limit _____   Total Credits _____]       FORMCHECKBOX 
 No

Course title varies:   FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
Cross-list with another course:    FORMCHECKBOX 
 Yes [Course: _____    Date submitted: _____]         FORMCHECKBOX 
  No

Check all applicable course identifiers:    FORMCHECKBOX 
 Applied Learning     FORMCHECKBOX 
 Capstone    FORMCHECKBOX 
 Experimental     FORMCHECKBOX 
 Liberal Arts

Applies to teacher certification:    FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

Schedule Type (check all that apply):
 FORMCHECKBOX 
 lecture

 FORMCHECKBOX 
 hybrid
 FORMCHECKBOX 
 student teaching
 FORMCHECKBOX 
 internship
 FORMCHECKBOX 
 off-campus
 FORMCHECKBOX 
 physical activity
 FORMCHECKBOX 
 lab

 FORMCHECKBOX 
 recitation
 FORMCHECKBOX 
 independent study
 FORMCHECKBOX 
 self-paced
 FORMCHECKBOX 
 workshop
 FORMCHECKBOX 
 studio
 FORMCHECKBOX 
 online 100%
 FORMCHECKBOX 
 practicum
 FORMCHECKBOX 
 field experience
 FORMCHECKBOX 
 clinical
 FORMCHECKBOX 
 seminar
Credit Type Code (check one):

 FORMCHECKBOX 
 course meets degree requirements
 FORMCHECKBOX 
 remedial/developmental course

 FORMCHECKBOX 
 non-credit course 
Facility Type (check one most desirable):

 FORMCHECKBOX 
 classroom


 FORMCHECKBOX 
 group lab, studio, or computer classroom

 FORMCHECKBOX 
 physical education facility
 FORMCHECKBOX 
 lecture hall for 100+

 FORMCHECKBOX 
 none (Web, internship, independent study)
 FORMCHECKBOX 
 other
Class Size for Normal Offering Based on Proposed Pedagogy

 FORMCHECKBOX 
 <10
  FORMCHECKBOX 
 11-20
 FORMCHECKBOX 
 21-30 
 FORMCHECKBOX 
 31-40 
 FORMCHECKBOX 
 41-50

 FORMCHECKBOX 
 >50
 FORMCHECKBOX 
   Revise Existing Course - Effective ___________ (semester, year) or under specified situation _________
Change course subject, number, title to ____________
Credit hours from ____ to _____
Prerequisites from _____ to _____
Corequisites from _____ to _____
Revision of:   FORMCHECKBOX 
 Course description     FORMCHECKBOX 
 Course learning outcomes      FORMCHECKBOX 
 Content outline      FORMCHECKBOX 
 Bibliography   (See MCO)
Other: Describe: _____
 FORMCHECKBOX 
   Add or Revise Course Attribute for New or Existing Course
 FORMCHECKBOX 
 Submit for General Education review for category: _______ - Complete GE questions on the following page
 FORMCHECKBOX 
 Submit for Advanced Writing Requirement review – Complete the AWR proposal form and attach
 FORMCHECKBOX 
 Submit for Global Education (Study Away) review – Include with Global Education proposal
 FORMCHECKBOX 
 Remove attribute as follows:  
 FORMCHECKBOX 
   Make Course Dormant - Effective _____ (semester, year)
 FORMCHECKBOX 
   Delete Course - Effective _____ (semester, year)
	Transmittal
	Signature
	Approved?
	Date of Action

	Departmental Approval (Chair, Director)
	
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	· Received in Dean’s Office
	
	
	

	Course and Program Review Committee
	
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Dean
	
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	· Received in VPAA Office
	
	
	

	General Education Committee (if applicable)
	
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Writing Across the Curriculum Committee (if applicable)
	
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Global Education Office (if applicable)
	
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	VPAA
	
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	


Comments:

For All Course Activity (Create, Revise, General Education, AWR, Global Education, Dormant, Delete)
1. Describe the need for the proposed course, rationale for the revision of an existing course (including addition or removal of an attribute, i.e. General Education, Advanced Writing Requirement, Global Education), or reason for course dormancy or deletion.

2. Is the course a requirement in a major or minor?    FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No

a. If yes, submit a Program Proposal / Revision form for each program affected.  Programs affected by this course creation, revision, dormancy, or deletion will not be revised without the official Program Proposal/Revision form.
b. Attach evidence (emails or other documentation) that chairpersons of major/minor programs affected have been consulted.

c. Describe how the course activity relates to other departmental courses and fits with the program(s) concerned (i.e., major requirement, cognate requirement, elective, meets General Education or AWR, etc.).

3. Is this course part of a sequence?   FORMCHECKBOX 
 Yes  (If yes, describe)      FORMCHECKBOX 
 No

4. Describe the pedagogy to be used to teach this course on a regular basis and provide a rationale for the proposed class size.
5. Attach a copy of the proposed/revised Master Course Outline (MCO) (see template). For existing courses, also attach the previously approved MCO. 

For General Education Courses:
6. How does this course meet the SUNY Learning Outcomes and/or SUNY Plattsburgh Learning Objectives of the proposed category?
7. Identify specific assignments and activities that actively engage students in the learning process and meet the standards for high quality pedagogy of the General Education Program.

8. Identify the Common Goals of the Plattsburgh General Education Plan that are met by this course. If “yes”, briefly indicate how the course meets the goal, referring to evidence on the syllabus. Attach a syllabus.
a.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Reinforce oral and written communication skills:  
b.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Integrate critical thinking and information literacy / management competencies into the curriculum:  
c.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Reflect diversity of content and scholarship and offer a broad focus:  
d.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Engage students in critical reflection on issues of race, gender, and class appropriate to content:  
e.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Include regional or local content where appropriate:  
f.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Include international content where appropriate:  
g.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Include technology appropriate to the discipline:  
h.  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Include an ethics component:  
For AWR or Global Education Courses:
· Attach applicable proposal forms.

_________________________________________________________________________________________________________

VPAA Processing Record Only:
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[   ]
	SCASYLB
[   ]
	Degree Works
[   ]

	STVSUBJ 
[   ]
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[   ]
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[   ]
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[   ]
	SZCNARR
[   ]
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[   ]


STATE UNIVERSITY OF NEW YORK COLLEGE AT PLATTSBURGH

Master Course Outline

Department of [place department name here]
[Try to limit MCO to three pages; course outlines should be updated at minimum every 5 years]
	Master Course Outline Preparer: 
	

	Department Approval Date: 
	

	Course and Program Review Committee Approval Date: 
	


Course Prefix, Number, and Title: 

[Contact the Registrar’s Office for assistance in selecting the prefix and number of a new course.]

Course Description: 

[Should be brief and descriptive; include special/unique features of the course; add liberal arts notation to the description if applicable. Try to limit the description to about 50 words.]

Prerequisites: [Write None if there are no prerequisites.]

Corequisites: [Write None if there are no corequisites.]

Credit hours: [course content and meeting times must meet credit criteria; see SUNY Policy]
SUNY Plattsburgh [Undergraduate or Graduate] Student Learning Outcomes addressed in this course: 
[Copy and paste from next page; do not renumber, use the numbers assigned to each outcome.]

General Education or Advanced Writing Requirement Outcomes: 

[if appropriate – see next page]

Course Student Learning Outcomes (SLOs):
The student will:
1. explain a concept;

2. analyze a process; and

3. demonstrate a skill.

[SLOs are defined by the Middle States Commission on Higher Education in the Characteristics of Excellence in Higher Education (2006) as “clearly articulated written statements, expressed in observable terms, of key learning outcomes: the knowledge, skills and competencies that students are expected to exhibit upon completion of the program.” Learning outcomes must be student centered, and begin with measurable, action verbs. The SUNY Plattsburgh Student Learning Outcomes on the next page can be used as an example; see additional resources at National Institute of Learning Outcomes or contact the Center for Teaching Excellence]
Course Content Outline:
I. Use Outline Format

A. Describe significant course content

General Course Requirements: 

[Describe in broad terms how achievement of course learning outcomes will be measured, including the general basis of grade determination (quizzes, papers, exams, etc.). Faculty have flexibility in developing specific criteria for assignments as explained in the syllabi, however general course requirements should be part of course development and should link to the student learning outcomes; see resources from Carnegie Mellon]
Bibliography:

[Update the selected bibliography (less than half a page) each time a course is revised. Bibliography should include faculty resources used as background for course development and resources that may be used by students.)]
SUNY Plattsburgh Undergraduate Student Learning Outcomes

Graduates of SUNY Plattsburgh's bachelor's degree programs should:

  1.  Have mastered the core knowledge, skills and perspectives of their major field of study.

  2.  Be prepared to hold a professional position, or pursue graduate studies, and continue to grow intellectually, professionally, and personally.

  3.  Demonstrate ethical awareness in their personal and professional life.

  4.  Communicate effectively in written and oral expression.

  5.  Think analytically and critically and reason logically.

  6.  Access, evaluate, and use information and technology effectively and efficiently.

  7.  Understand the process and impact of mathematics, science, and technology on society.

  8.  Respect and appreciate ethnic and cultural diversity.

  9.  Recognize continuity and change in the human experience.

10.  Appreciate literary and artistic expression.

11.  Integrate the liberal arts with personal and professional learning.

12.  Have acquired the capacity for self reflection as a requirement for working independently and cooperatively.

13.  Be able to work effectively in group settings and assume leadership roles when appropriate.

14.  Become responsible contributing members of their professional, local, regional, and global communities.

SUNY Plattsburgh Graduate Student Learning Outcomes

Graduates of SUNY Plattsburgh's master's degree and certificate of advanced study programs should:

  1.  Possess the advanced knowledge, skills, and perspectives to be prepared and motivated to hold continuing professional positions or pursue further graduate studies and continue to grow intellectually, professionally, and personally.

  2.  Practice self-reflection and self-evaluation to develop a personal philosophy and professional ethics that promote responsible professional behavior.

  3.  Communicate effectively in written and oral expression, using educational and technological advances.

  4.  Apply critical thinking to the production of knowledge through research, intellectual inquiry, and practice, and apply the knowledge toward addressing the challenges of society in a way that supports pluralism and inclusion.

General Education Student Learning Outcomes
Add the learning outcomes for the appropriate SUNY General Education Requirement or the SUNY Plattsburgh category
Advanced Writing Requirement (AWR) Learning Outcomes
  1.  Students will demonstrate the ability to synthesize ideas in writing.

  2.  Students will be able to articulate clearly in writing concepts relevant to a particular discipline.

  3.  Students will be able to use writing to communicate ideas to someone outside that particular discipline.

  4.  Students will demonstrate in their writing mastery of the basic rules of English or of some other spoken language.

The Course Syllabus Policy is available at http://www.plattsburgh.edu/offices/academic/provost/syllabirequirements.php and a template can be found on the Center for Teaching Excellence at http://www.plattsburgh.edu/offices/centers/cte/teachingresources.php  
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