Springfield College 

Checklist for Course Modification Proposals for General Education
You must include the following forms in the listed order: 

· General Education Requirement Approval/Signature Form

· General Education Proposal Form (required only if course is proposed to satisfy a general education requirement)

· Course Proposal Form

· Major/Minor/Concentration/Program Modification form (required only if course proposal impacts a major/minor/concentration or program)

The following course modifications do NOT require a syllabus to be attached:

Change in Course Title
Change in Course Prefix
Change in Course Number (not level)

A syllabus is required for ALL other types of course modifications.  The syllabus must contain 

the following information (source:  SC Faculty Handbook 2004-2005, pp. 76-78):

· Accurate course title, course number (contact Registrar’s office) & semester hours 

· Name of instructor, and where and how a student can reach the instructor

· Course description six lines or less and in present tense

· Course prerequisites, if applicable

· Course outcomes and objectives – what is it that the student should demonstrate knowledge of or be able to do at the end of the course that he/she could not accomplish at the start of the course.  Measures of assessment of outcomes must address the course outcomes and objectives (samples may be available for reference).

· Textbook list, associated readings, course bibliography, and/or selected readings

· Assignment values and grading procedures -- This includes examinations, a statement on any required papers, and any other alternative assignments or assessments used in the course.

· Statement on policy/grade penalty for late submission of assignments 

· Statement on classroom format

· Statement on attendance policy, consistent with college, school, and department policy

· Schedule of actual or approximate examination dates, including the final exam time as assigned by the Registrar

· Course outline identifying assignments and discussion topics with dates

· Statement on academic honesty, particularly plagiarism, consistent with college policy on academic honesty and integrity

· Statement on classroom decorum and professional behavior, as appropriate (refer to college and department policies)

· Include the following statement on special needs (pp. 276-277 SC Faculty Handbook):

“If you have a documented physical, learning, or psychological disability on record

with the Director of Student Support Services (748-3768), or the corresponding individual 

in the School of Human Services, you may be eligible for reasonable academic

accommodations to help you succeed in this course.  It is your responsibility to 

request such accommodation in advance and to provide appropriate documentation

to the Director of Student Support Services.  Please let me know of your request as

soon as possible so that I can work with you and the Director to arrange for appropriate and reasonable accommodations.”
Paperwork Deadlines for Submission of Materials to Chair of School Curriculum Committees to 

be set by school curriculum committees—2 weeks before meetings at minimum:
· One electronic copy of forms and syllabus sent as email attachment
· Original forms and syllabus
· Hard copies of forms and syllabus (school committees will specify number of copies) 
Note:  pre-screening of proposals may be available—check with school curriculum chair.

Checklist Sources:  SC Faculty Handbook 2004-2005, checklist OT dept., & checklist ASAC 4/17/98

