SUBJECT AND x88, x89, x97 COURSE CREATION
Northwest Indian College
Instructions for Subject and x88 x89 x97 Course Creation Form
Northwest Indian College

Subject Code (4 characters):  _____
Name of Subject:  __________
Rationale:
_________________________
Do the following (Check all that apply – see instructions on the following page):
[  ] Create new subject code.
[  ] Create lower division 188, 189, 197, 288, 289, and 297 course numbers.
[  ] Create upper division 388, 389, 397, 488, 489, and 497 course numbers.
[  ] Include new course numbers and subject code checked above in the published NWIC catalog (this is the default).
Registrar: Indicate the general education code for each new x88, x89, or x97 course created.
___________________________________________________
_____________________
Proposed by (type name)
Date
Overview: The primary purpose of this form is to aid Enrollment Services in tracking the implementation of new subject codes and the creation of x88, x89, and x97 course numbers at the lower or upper division levels (a course code is defined as the subject code, such as ARTD, plus the course number). A new subject code is created by Curriculum Committee when a new permanent course number (i.e., not x88, x89, or x97) is approved with that subject code. Whenever a new subject code is created by Curriculum Committee, it automatically triggers the creation of the 188, 189, 197, 288, 289, and 297 course numbers with that subject code. In addition, approval of a new permanent course number at the 300- or 400-level triggers the creation of the 388, 389, 397, 488, 489, and 497 course codes with that subject code.  The creation of upper division x88, x89, and x97 course numbers can also be triggered by the creation of any upper division x88, x89, or x97 course in an existing subject code that didn’t previously have any upper division courses. This option is initiated by the Dean of Academics and Distance Learning and not by the Curriculum Committee.
Instruction for using this form
· Complete the top of the form listing the four-letter subject code and the full name of the subject. For example, TGBM is the subject code for the Tribal Governance and Business Management subject.
· Write a brief rationale for why this form is being submitted. The purpose of the rationale statement is to keep a record of what event is triggering the use of this form, such as the creation of a specific upper division course.

· Check the appropriate boxes, dependent on the situation, as follows:

1. When the Curriculum Committee approves creation of a new permanent course with a subject code that has not been used previously. 
In this case, the person proposing the new course is to fill out this form and submit it to the Curriculum Committee Chair for signature, who routes it with the signed course creation form.
a. If the new permanent course is at the 100- or 200- level then check the first box to create a new subject code and the second box to create the associated 188, 189, 197, 288, 289, and 297 course numbers.
b. If the new permanent course is at the 300- or 400- level then check the first box to create a new subject code, the second box to create 188, 189, 197, 288, 289, and 297 course numbers, and the third box to also create 388, 389, 397, 488, 489, and 497 course numbers.

c. Check the last box to place this subject code and newly created x88, x89, and x97 course numbers in the print catalog. Inclusion in the catalog is the default unless there is a compelling reason not to do so. 
2. When the Curriculum Committee approves creation of the first new permanent upper division course with a subject code that has been used previously and only contains lower division courses.
In this case, the person proposing the new course is to fill out this form and submit it to the Curriculum Committee Chair for signature, who routes it with the signed course creation form.

a. Check the third box to create the 388, 389, 397, 488, 489, and 497 course numbers in that subject code.

b. Check the last box to place this subject code and courses in the catalog unless there is a compelling reason not to do so.
3. When a faculty member seeks to create an upper division x88, x89, or x97 course number in a subject code in which no upper division courses currently exist in that subject. This may occur if a learning contract is developed in a subject area in which no 389 or 489 courses already exist. It could also occur if, for example, a visiting scholar comes to the college and teaches a 388 or 488 special topics course when the necessary course code does not already exist.  Note that the subject code itself must already exist to pursue this option. Only Curriculum Committee has the authority to create new subject codes.
In this case, the person proposing the new upper division x88, x89, or x97 course numbers fills out this form and submits it to the Dean of Academics and Distance Learning for signature. It does not require Curriculum Committee action and does not require the signature of the Curriculum Committee Chair. The Dean submitted it to the Enrollment Office for processing.
a. Check the third box to create 388, 389, 397, 488, 489, and 497 course numbers in that subject code.

b. Check the last box to place this subject code and course numbers in the catalog unless there is a compelling reason not to do so.

Note that numbers (1) and (2) above require the signature of the Curriculum Committee Chair since they follow directly from a Curriculum Committee action to create a new permanent course. The last situation above requires the signature of the Dean of Academics and Distance Learning since it does not follow from or require Curriculum Committee action. It does not require the signature of the Curriculum Committee Chair.

· For Registrar only (not the proposer) – If new 88, x89, or x97 courses are created through this process then the Registrar or appropriate representative is to indicate the general education code for each course created in this process. The code for these types of courses is typically NE or TE. This step may be completed when the Registrar’s office is implementing the new courses and occur after the Dean’s or Curriculum Committee Chair’s signs the form.  

APPROVAL SIGNATURES

______________________________________________________
___________
Dean of Academics and Distance Learning – only needed if creating courses outside CC
Date

______________________________________________________
___________
Curriculum Committee Chair – approved by Curriculum Committee
Date
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