Course Proposal Technical Review Checklist

1. _____ Has the number been used in the last 10 years (Check with Nancy Carden before selecting a new number)

2. _____ course prefix and number reflects Curriculum Proposal Guide
3. _____ course title reflects Curriculum Proposal Guide
4. _____ course description is 25 words or less

5. _____ course prereq/coreq reflects Curriculum Proposal Guide
6. _____ Library consultation form attached

7. _____ consultation(s) from department(s) as needed (see reasons in Curriculum Proposal Guide)
8. _____ LS course proposal form attached (as needed)

9. _____MASTER course syllabus attached including

i. _____ course prefix, number, title, and description (same as catalog entry)

ii. _____ course objectives
iii. _____ liberal studies objectives (as appropriate to the LS category—see LS obj. doc)
iv. _____ textbook (or textbook possibilities if instructor not identified)

v. _____ course assignments/requirements

vi. _____ course grading scale (matching ug or g catalog)

vii. _____ current disability statement (see below)

10. _____ current catalog description attached

11. _____ proposed catalog description attached

Disability Statement

Accommodations for Students with Disabilities: Western Carolina University is committed to providing equal educational opportunities for students with documented disabilities.  Students who require disability services or reasonable accommodations must identify themselves as having a disability and provide current diagnostic documentation to Disability Services.  All information is confidential.  Please contact Disability Services for more information at (828) 227-2716 or 144 Killian Annex.
Format for course catalog entry

PREF
### (credit hours)

Course description in 25 words or less. Contact hour clarification if needed. Prereq/coreq

Program Proposal Technical Review Checklist --undergraduate
1. _____ Appendix A and Cover Sheet complete with hard data justifying numbers of majors proposed

2. _____ Degree title change is to be prepared on an AA-5

3. _____ Consultation forms attached from the library and department(s) as needed

4. _____ no less than 120 hours and no more than 128 hours required in the program 
5. _____ all concentrations have equal number of hours in the program

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

7. _____ 46-64 hours in majors that do not require a minor or second major
8. _____ 50% of courses required in the major at the 300-400 level (must petition for exemption to this rule)
9. _____ 25% of the total degree program courses are required at the 300-400 level 
10. _____ 8 semester plan attached and accurately reflecting LS requirements as well as requirements in the major

*When preparing the AA-4 and AA-5 form, please remember that a copy of the current and proposed catalog or program description (with changes highlighted) should always be attached to clarify the change(s) being requested.  This also ensures proper placement in the catalog.
Program Proposal Technical Review Checklist --graduate

1. _____ Appendix A and Cover Sheet complete with hard data justifying numbers of majors proposed

2. _____ Consultation forms attached from the library and department(s) as needed

3. _____ all concentrations have equal number of hours in the program

4. _____ 50% of courses required for master’s degree at 600 level or above

5. _____ 50% of courses required for education specialist degree at 700 level or above

6. _____ at least 24 hours must be earned as resident credit hours (check with the Graduate School about rules for distance 


programs)

7. _____ teacher education programs require at least 1 semester of full time graduate work

8. _____ must be stipulated that degree programs must be completed within 6 years
