NEW COURSE APPROVAL FORM FOR 

GRADUATE PROGRAMS

Please complete the form electronically by typing information in the appropriate boxes, or by clicking on the appropriate response.  Submit the form electronically to Graduate Council.

	Date of submission:

	Department chair:

	Has pre-approval process been completed?          _____ Yes      _____ No


Course Detail

	Subject (such as ENGL)
	Dept.


	Number


	Title


	Credits



	Delivery Method (check one)

____online

____hybrid

____lab

____lecture

____studio

____private instruction


	Grading option (check one or both)     

 _____ Standard 

_____ S/U
	Proposed times to be offered (check all that apply)

_____MWF before 5 pm    

_____ T TH before 5 pm

_____MTH TimeSaver       

_____ Other: _________



	Course fulfillment

_____Core Course  _____Major requirement

_____Elective  _____Other: ____________
	Prerequisites/Corequisites


	Projected enrollment
	Cross – Listed (If this course will be cross listed, indicate the number of the cross-listed course)

	Session Cycles: 
____ FA (Fall)

____ SEM (Every Semester)

____ SP (Spring)

____ SU (Summer)


	Yearly Cycles:
____EV (Every Year)

____ EY (Even Years)

____OY (Odd Years)

____ As needed

	Class Capacity Guidelines

Other Courses

Maximum Capacity

Major courses 
Varies
Online courses
25
Hybrid courses
25
Clinical courses
Determined by facility size and accreditation requirements
Does this course have a maximum capacity other than the above guidelines?  If yes, please explain.




	Course Description (as in syllabus)
	

	Texts and Materials
	

	Course Outcomes


	Tools for Assessment


	In Alignment with:  Graduate Outcomes 


	In Alignment with: 

Departmental Progra m Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Rationale

	1. Describe the intended audience for this course.




	2. Explain the rationale for creating this course.




	3. Will any course or courses be replaced or dropped in order to make room for this course?




	4. Is this course, or a similar course, taught elsewhere on campus?



	5. What methods will be used to assess the institutional effectiveness of this course offering (enrollments, frequency of offering, etc)?




	6. Are additional library resources needed for this course?




Fit to the Mission

	7. How will this course support the mission of Clarke University?




	8. How will this course support your departmental or divisional mission or outcomes?




Process for New Course Approval

All new courses and courses with substantive changes
	
	approval date
	signature

	Step 1
Initial dialogue among department chair, department members, VPAA, Dean of Adult & Graduate Studies, and Registrar (about course numbers).
	
	

	Step 2
Department chair approval.
	
	

	Step 3
Graduate Council approval.
	
	

	Step 4
VPAA approval.
	
	

	Step 5
Registrar is notified.


