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Curriculum Proposal Guide
I. NEW COURSES

A. Course Prefixes. The prefixes used to designate courses, except in the case of very short names such as art, are abbreviations of the names of departments or of fields of study within the departments.
B. Numbering System. Each course is identified by means of a course prefix and a three-digit number. The first digit of the number designates the level of the course and indicates the minimum class rank a student should have achieved to enroll in the course.

Students should not enroll in courses numbered above their class rank without the permission of the department offering the course. Undergraduate students may not enroll in graduate level courses for either undergraduate or graduate credit except under the conditions specified in the graduate catalog. In such cases, the student must meet graduate-level requirements to receive credit.

Courses numbered 293, 294, 393, 394, 493, 494, 593, 594, 693 or 694 are for special topics that reflect a student’s or faculty member’s special interest not covered by regular departmental curriculum offerings. Credit in these courses varies from one to four credit hours, to be determined by the department for each offering. Students may take up to 12 hours of special topic credit in a single department/program. A particular topic course can be taught at most two times in a five-year period. If a department/program wishes to teach a particular topic course more than twice in a five-year period, it must propose the course as a regular course, subject to the curriculum review process.

	01-100
	    
	Noncredit courses which are not applicable to degrees

	101-199
	 
	Courses for freshmen

	190-199 
	 
	First-Year Seminar courses

	200-299
	 
	Courses for sophomores

	300-399 
	 
	Courses for juniors

	400-499
	 
	Courses for seniors

	500-799
	 
	Masters-level courses

	800-999 
	 
	Doctoral-level courses



The number 389 is reserved for cooperative education undergraduate courses, and the number 589 is 
reserved for cooperative education graduate courses.


Within the sequences 480-499, 580-599, 680-699, and 780-799, the second and third digits of the 
numbers are assigned to special types of courses:

	80-82 
	 
	Independent study and directed-readings courses

	83-89
	 
	Internships, practicum, and special applied field projects

	90-92
	 
	Student teaching

	93-94
	 
	Special topics courses

	95-98
	 
	Seminars

	699
	 
	Thesis

	779
	 
	Continuing Research - Non-Thesis Option

	799 
	 
	Continuing Research - Thesis Option

	999
	 
	Continuing Research - Dissertation


C. Credits and Class Meetings. Unless otherwise indicated at the end of the course description, the number of hours a class meets each week is the same as the credit-hour value of the course. The credit-hour value of each course is indicated in parentheses immediately following its title. For example, if 3 hours of credit may be earned, the credit is indicated as (3). In variable credit courses, the minimum and maximum hours are shown as (1-3). Unless repeat credit is specified in the course description, a course may be applied only once toward the hours required for graduation. The availability of a course for repeat credit and the maximum hours that may be earned are indicated within the parentheses and immediately following the credit-hour value of the course as follows: (3, R6). In this example, the course carries 3 hours of credit and may be repeated once for a total maximum of 6 hours applicable toward a degree.

Credit is awarded in experiential courses on the basis of a minimum of three contact hours per credit hour.

D. Course Descriptions. Course descriptions can only be 25 words or less.  This length does not include prerequisites, corequisites, or S/U grading, or other wording not pertaining to the description. If the description in any way overlaps another department, a signed consultation form from the affected department is needed.
E. Prerequisites and Corequisites. A prerequisite (PREQ) is any special requirement, usually one or more background courses or requirements other than class rank, that must be met before enrolling in a course specifying the prerequisite. A corequisite (COREQ) is any course which must be taken during the same term as the course that specifies the corequisite. Experiential Courses. The maximum credit in experiential courses that may be applied toward a degree within the minimum of 120 or 128 hours required in all bachelor’s programs is 26 semester hours (20 percent). The maximum credit that may be earned in cooperative education or applied field project courses/internships or in any combination of the two is 15 hours.
· A course prerequisite can not be a higher level course number than the course itself.  That not only means from 100 to 200, but also from 123-124 numbers.

· Anytime you use a prerequisite that has a prefix other than your department, you must consult with that department as you make changes to your course and the consultation form should be attached. For example, if BIOL 233 uses CHEM 130 as a prerequisite and you want to delete BIOL 233, the Chemistry department needs to be consulted.  This lets the Chemistry department know you no longer offer this course and also that they will not need to offer additional sections of CHEM 130.
F. Cooperative Education Courses. Students participating in a cooperative education work term are registered for a 389 course in the major department, or the department most closely related to the work experience. To be eligible, a student must be at least a sophomore and have a GPA of 2.0 or above. Exceptions must be approved by the departmental co-op placement adviser. A full statement of the requirements for academic credit is available from the Cooperative Education Office in the Career Services Office. Academic assignments and work performance are used to evaluate the student on an S/U basis.

G. Special Topics Course Policy. Courses numbered 293, 294, 393, 394, 493, 494, 593, 594, 693 or 694 are for special topics that reflect a student’s or faculty member’s special interest not covered by regular departmental curriculum offerings. Credit in these courses varies from one to four credit hours, to be determined by the department for each offering. Students may take up to 12 hours of special topic credit in a single department/program. A particular topic course can be taught at most two times in a five-year period. If a department/program wishes to teach a particular topic course more than twice in a five year period, it must propose the course as a regular course, subject to the curriculum review process.  Do not delete the special topics number when developing a new course.

H. New Liberal Studies Courses. The category of Liberal Studies to which each course applies may be found in the liberal studies requirements section. The applicable category also is indicated by the parenthetical code at the end of each course description.
	Core 
	 
	Perspectives

	C1
	    
	Writing
	        
	P1
	    
	Social Sciences

	C2
	 
	Mathematics
	 
	P2
	 
	(changed to C5)

	C3
	 
	Oral Communication
	 
	P3 
	 
	History

	C4
	 
	Wellness
	 
	P4
	 
	Humanities

	C5
	 
	 Physical and Biological Sciences
	 
	P5
	 
	Fine and Performing Arts

	 
	 
	 
	 
	P6 
	 
	World Cultures



Any Liberal Studies course being proposed (new or changing an existing course) 
needs to complete the 
appropriate LS course proposal form found at http://www.wcu.edu/liberalstudies/ . The syllabus must 
also reflect the Liberal Studies objectives for that particular Liberal Studies Program category.
II. NEW PROGRAMS 
A. Intent to Plan (Appendix A form) and coversheet are developed by the department 
B. Once approved by the Dean, the Dean submits the program proposal to the Assoc. VC for Academic Affairs to place on the Council of Deans agenda.  If endorsed by the COD then the program continues through the curriculum approval process.

C. Once the program Intent to Plan is approved by Senate, it is electronically submitted to General Administration.

D. If approved, General Administration (GA) posts the Intent to Plan on their website and the institution has eleven months to develop and submit the Authorization to Establish (Appendix C) to the Provost Office.
E. After review and approval by the Provost the Appendix C is submitted to General Administration for final approval.
F. Nancy Carden notifies departments when the Appendix C has been approved by the Provost and the departments submit the program AA5s through the campus curriculum approval process.

G. Basic Program Requirements (undergraduate)
1. no less than 120 hours and no more than 128 hours required

2. all concentrations require equal number of hours

3. majors with 27-45 hours must require minor, second major, or other approved program

4. 46-64 hours are required in majors that do not require a minor or second major

5. 50% of courses required in the major have to be at the 300-400 level (must petition for exemption to this rule when proposing the program)

6. 25% of the total degree program required hours must be at the 300-400 level

7. 8 semester plan for completing the program must be attached.(will eventually be posted on the website for the degree program---no longer posted in the catalog)

H. Basic Program Requirements (graduate)

1. 50% of the credit hours for a master’s degree must be 600 level or above

2. 50% of the credit hours for the education specialist’s degree must be 700 level or above

3. At least 24 hours must be earned as resident credit hours (teacher education requires 1 semester of full time graduate work—summer may be counted as one of the semesters—see Graduate Catalog for exceptions)

4. Graduate degrees must be completed within 6 years

III. CONSULTATION FORMS 
Many academic programs consist of courses offered by departments other than their own.  As you plan changes to your curriculum, keep in mind the fact that your changes might have an impact on other departments. You must submit consultations forms from the library (for new courses or programs) as well as any other department that is effected by the course proposal or change.  Some of the reasons may be:

· Course proposal has similar content to content in another department

· Course proposal has prerequisite/corequisite from another department

· Course proposal impacts another major from a different department

· Course proposal might be of particular interest to another department to list as an elective choice

IV. ITEMS THAT REQUIRE APPROVAL FROM GENERAL ADMINISTRATION
· New degree program Intent to Plan (Appendix A) for approval  THEN the Authorization to Establish (Appendix C)
· New degree program in the same 6-digit CIP code as currently authorized program at the same level (Appendix D)

· Certificate of Advanced Study (CAS) Intent to Plan (Appendix A)
· Discontinuation of a degree program, CAS program, or other certificates

· New doctoral program or first professional degree program Authorization to Plan (Appendix B)

· Intent to Offer a sequence of distance education courses for certification, licensure, or other purpose not leading to award or a degree (Appendix E)—Authorization to Establish is not required
· Degree program title change

· *New distance education program Intent to Plan (Appendix F—at least 3 months prior to implementation) for approval—if 50% or more of the degree program is provided through distance education THEN the Authorization to Establish (Appendix G)—no less than one month following the Appendix F.

*In order to be approved as a distance program through General Administration, 
the institution must 
have already established the program in its degree inventory through the Appendix A & C processes.

