COURSE REVISION
Northwest Indian College Curriculum Committee
Instructions for Completing the Course Revision Form
Northwest Indian College Curriculum Committee

COURSE INFORMATION BEFORE PROPOSED CHANGE
Department and Number:
__________  Course Title:
__________________

PROPOSED REVISIONS TO THE COURSE – FILL IN CHANGES ONLY
Course Title (60 character maximum):
______________________________________________
Short title if proposed title is over 25 characters:
______________________________________________
Credits:
_____
Course Catalog Description (85 word maximum):
______________________________________
Prerequisites, if any:
__________
Form of Grading:
[  ] A-F
[  ] S/U

Course Type:
[  ] Lecture only
[  ] Lab only
[  ] Lecture and lab
[  ] Phys. Ed.
[  ] Internship/Practicum

Allow course to be taught in separate modules?
[  ] Yes
[  ] No
Indicate number of credits for each module:

A [  ] credits
B [  ] credits
C [  ] credits
D [  ] credits
E [  ] credits
F [  ] credits
Designed to meet the following general education requirements:


(Basic Skills)
(Distribution)
(Other)
(NWIC)
[  ] CS
[  ] QS
[  ] HP
[  ] HT
[  ] SS
[  ] NS
[  ] NSL
 [  ] TE
[  ] NE
[  ] NASD
Designed to meet the following program requirements:
[  ] NWIC Requirements
[  ] Program Core Requirements 
[  ] Electives
Name(s) of the program(s) if the course satisfies program core requirement(s):
____________________
For the following type(s) of program (check all that apply):

Program of Study:
[  ] BS
[  ] AAS
[  ] AST
[  ] AAS-T
[  ] ATA
[  ] Certificate

Other Program Type:
[  ] Award of Completion
[  ] Training Program
Include course in published NWIC catalog?
[  ] Yes
[  ] No

Required attachments: (Templates for required attachments are available on the Curriculum Committee web site.)
[  ] Course Outcomes Form
[  ] Course Syllabus

_____________________________________________________
_____________________

Proposed by (type name)
Date
1. Course Information Before Proposed Change – Fill in the current department and course number (e.g., HUMS 275) and current course title.
2. Proposed Revisions to the Course – For all items from this point forward, fill in or check only those items that are being proposed for revision. Leave all other items blank.
3. Course Title – Enter a proposed course title as it is to appear in the printed college catalog. The title can be up to 60 characters long, including spaces. Do not use an ampersand (“&”) in place of  “and” in the title. Leave the second line (short title) blank if the title is 25 characters or fewer. Otherwise, enter a shorter title that is 25 characters or less which will appear in the electronic catalog and on transcripts.
4. Credits – Enter the proposed number of credits for the course. Typical courses are for 1, 3, 4, 5 or 6 credits. To determine the appropriate number of credits consult the “Credit and Credit Load Definitions” guidelines document available on the Curriculum Committee web site.  List the range of credits (e.g., 1-6) if the course is to be offered for variable credit.

5. Course Catalog Description – Enter the course description as it is to appear in the college catalog. Limit the catalog description to 85 words (or 600 characters, including spaces). Use course descriptions in the college catalog for examples of how to construct the course description. Do not list prerequisites or general education requirements in the course description since Enrollment Services will append them to the course description for the catalog. 
6. Prerequisites, if any – Enter the department and course number of each prerequisite course. Leave this space blank if there are no prerequisite courses.  Do not list prerequisite courses that are implied by other prerequisite courses. Also list any additional prerequisite requirements, such as class standing, minimum grade in a prerequisite course or permission by the instructor.

7. Form of Grading – Check the box for “A-F” if the course is to have standard letter grading. Check the box for “S/U” if the course is to have Satisfactory/Unsatisfactory grading. A-F is the default grading type. Use S/U grading for special circumstances only.

8. Course Type – Check whether the course is to be taught purely as a lecture, purely as a lab or studio, as a mix of lecture and lab, as a physical education course, or as an internship/practicum. The course type determines the number and distribution of student hours for the course. For more information consult the “Credit and Credit Load Definitions” document available on the Curriculum Committee web site.
9. Allow course to be taught in separate modules? – Check “yes” if the course is structured so that it can be taught in separate modules, whether in the same or different quarters. For example, MATH 098 can be taught as a single 5 credit course or it can be broken into two modules that are taught independently: MATH 098A for 3 credits and MATH 098B for 2 credits. If the course may be taught in modules, list the number of credits for each module on the next line. For MATH 098 it would state: A [3] credits  B [2] credits.
10. Designed to meet the following general education requirements – Check the appropriate general education requirement code(s) for this course. Check “NE” if the course does not satisfy CS, QS, HT, HP, SS, NS, NSL, or TE general education codes. For guidance in selecting the appropriate code(s) consult the “Guidelines for General Education Courses” document available on the Curriculum Committee web site.
11. Designed to meet the following program requirements – Check which type of program requirement the course is intended to satisfy. Check “Elective” if the course is neither a NWIC requirement nor a program core requirement. Consult the programs of study listed in the NWIC catalog for examples and consult with the Dean or Curriculum Committee Chair to determine the appropriate category.

12. Name(s) of the program(s) if the course satisfies program core requirement(s) – Write the name of each program for which this course is a core requirement.

13. For the following type(s) of program – Indicate which types of programs the course is intended to satisfy, if any. Note that courses that satisfy general education requirements for basic skills or distribution requirements automatically satisfy AAS degrees and may also satisfy AST, AAS-T, ATA or certificates. For more information on which types to select consult with the Dean or Curriculum Committee Chair.

14. Include course in published NWIC catalog? – Check “yes” if the course is to be included in the published NWIC catalog. Normally all courses are included in the catalog unless there is a specific reason not to do so, such as the course being limited to specific locations, modalities or timeframes.
15. Required attachments – Submit a completed course outcomes form and a course syllabus with this form. Forms and tools for developing course outcomes and syllabi, including a syllabus template, are available on the Curriculum Committee web site. Note that any course that can be taught in modules requires that the course outcomes form clearly indicates which outcomes are addressed in each module. A separate syllabus must be submitted for each module as well as the course when offered in its entirety. The outcomes and syllabi for all of the modules need to cover the same content as the outcomes and syllabus for the course when offered in its entirety.

16. Proposed by – Type the name of the person making the proposal and enter the date when the form is submitted to the Dean of Academics and Distance Learning and to the Curriculum Committee Chair.

17. What to do once you have filled out this form? – Submit the form and required attachments electronically to both the Dean of Academics and Distance Learning and to the Curriculum Committee Chair. Forms and all other documentation normally need to be submitted at least two weeks prior to the Curriculum Committee meeting when the proposal is to be considered for approval so that the Dean, Chair and others have sufficient time to review the submission and provide feedback.

.

18. What to consider prior to the Curriculum Committee meeting – Please consider the following items and be prepared to address each item with the Dean, Curriculum Committee Chair and Curriculum Committee:

A. Why is this course revision being proposed? Be prepared to describe what circumstances have led to the proposed change in terms of the target audience, locations, modalities and timeframes for offering the course.

B. How does the proposed course revision impact existing curriculum including programs and courses? Consider how the proposed course revision alters how the course does or does not fulfill program outcomes. Is the proposed course part of a proposed program creation or revision?
C. Describe whether any change in resource allocation is required because of this course revision. Be prepared to describe any financial, personnel, advising, instructional or other aspects that need to be addressed to implement the proposed revision.










APPROVAL SIGNATURES

______________________________________________________
_____________________
Dean of Academics and Distance Learning – approved to present
Date

______________________________________________________
_____________________
Curriculum Committee Chair – approved by Curriculum Committee
Date

______________________________________________________
_____________________
Vice President for Instruction and Student Services – approved to implement
Date
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