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Virginia Commonwealth University

University Undergraduate Curriculum Committee

Curriculum Approval Request Form
	College/School: 
	     
	Contact Person:
	     

	Department: 
	     
	    Phone:
	     

	Box #: 
	     
	Email address:
	     

	 FORMCHECKBOX 
 New    FORMCHECKBOX 
 Deletion
	
	

	 FORMCHECKBOX 

	Course
	 FORMCHECKBOX 

	Track/concentration/emphasis
	 FORMCHECKBOX 

	University Core (attachments F, G, H)

	 FORMCHECKBOX 

	Major
	 FORMCHECKBOX 

	Degree program
	
	

	 FORMCHECKBOX 

	Minor
	 FORMCHECKBOX 

	General Education 
	
	


Please double click on the appropriate selection to make a check mark. 
	 FORMCHECKBOX 
 Revision (Check all that apply; required attachments appear in parentheses.)

	 FORMCHECKBOX 

	course prefix/rubric (B, E)
	 FORMCHECKBOX 

	course lecture/lab hours (B)
	 FORMCHECKBOX 

	course cross listing (B, E)

	 FORMCHECKBOX 

	course number (B, E)
	 FORMCHECKBOX 

	course credit hours (B, E) 
	 FORMCHECKBOX 

	Bulletin copy

	 FORMCHECKBOX 

	course description (B)
	 FORMCHECKBOX 

	course prerequisite(s) (B, E)
	 FORMCHECKBOX 

	curriculum requirement/outline (C, D)

	 FORMCHECKBOX 

	course title (B)
	 FORMCHECKBOX 

	course content (A)
	 FORMCHECKBOX 

	other:
	     


Describe and explain the reason for the proposed addition, revision or deletion, especially as related to assessment findings:
	


	Current Bulletin Copy or Course Description
(http://www.pubapps.vcu.edu/bulletins/) (http://www.pubapps.vcu.edu/vcucourses)
	Proposed Bulletin Copy or Course Description

	
	


	Effective Date:      


 FORMCHECKBOX 
 Approved:     








     



  Chair, College/School Curriculum Committee



date

 FORMCHECKBOX 
 Approved:     








     

        Dean, College/School




date

 FORMCHECKBOX 
 Approved:     








     
          Executive Director, Office of International Education


date
 FORMCHECKBOX 
 Approved:     








     





   Chair, UUCC





date

Attachment A – For New Courses and Content Changes to Existing Courses
Note 1: If not applicable, delete this attachment. 

Note 2: The boxes will expand as needed.

How does this new course/existing course change relate to the curricular goals of the department or program?
	


How does this new course or course content change affect the curriculum requirements for this and other undergraduate degrees or programs in the university?
	


What is the potential overlap of the course with other courses in your school/college or other schools? (Attach memoranda from all appropriate departments where an overlap may exist.)
	


Which existing courses offered by your department will be deleted as a result of the proposed changes?
	


Best estimate of the potential enrollment and frequency of course offering.
	


Faculty, space, and equipment needs beyond those presently available.
	


Relationship to general education requirements, if any.
	


How will this change impact student engagement in learning?
	


Required:  Attach course syllabus that should include at a minimum:

· Course description

· Student learning objectives/outcomes
· Grading scheme

· Course outline 
Required: Attach the VCU Libraries New Course and Program Review Form (please allow for approximately a 2 

week turnaround) (http://www.library.vcu.edu/cm/new-course-proposal-electronic-form.html).
Required: Attach the Technology Services Resource Needs Form (please allow for approximately a 2 

  
week turnaround)(http://www.ts.vcu.edu/faq/uccr/UCCR-technology.pdf).
Attachment B – For Other Course Revisions (deletion, descriptive statement change, numbering change, cross listing, prerequisites, credit hour change, etc.)
Note: If not applicable, delete this attachment.

How does this action relate to the curriculum goals of the department or program?
	


How does this action affect the curriculum requirements for this and other undergraduate degrees or programs in the university?
	


What is the potential overlap of the course with other courses in your school/college or other schools? (Attach memoranda from all appropriate departments where an overlap may exist.)
	


Which existing courses offered by your department will be deleted as a result of the proposed revision?
	


How will this change impact student engagement in learning?
	


Attachment C – Program Assessment – Changes to requirements for curriculum, program, major, minor, concentration, etc.
Note 1: If not applicable, delete this attachment.
Note 2: As part of the approval process for any new degree program, major, minor, or concentration, you will need to satisfy VCU requirements (and SCHEV requirements for a new degree program) for the definition and assessment of student learning outcomes.  Before your proposal can be reviewed or submitted, you must:

 (1) Consult with the Director of Assessment, 
 (2) Develop your program’s proposed mission, student learning outcomes, and assessment measures, and
 (3) Submit this assessment information to the Director of Assessment.
How does this change relate to the curriculum goals and expected learning outcomes of the department or program?
	


How does this change affect the current course offerings? Have appropriate course actions been submitted for approval?
	


How will this change impact student engagement in learning?
	


Comments from Director of Assessment
	


 FORMCHECKBOX 
 Approved:     








     



Director of Assessment





date

Attachment D – For Program Changes – Changes to degree requirements for curricula, program, major, concentration, minor, etc.
Note 1:  If not applicable, delete this attachment.

Note 2:  All boxes must be completed.
How will students transition from the old requirements to the new requirements? (e.g., change effective catalog, substitution/waivers.)
	


What mechanisms are in place for students who opt not to transition from the old requirements to the new requirements?

	


How will the change be conveyed to continuing students already in the program?

	


Include revised copy of the degree audit requirements for the catalog year in which the change will become effective.  Copies of degree audits can be obtained following these instructions.  Difficulty accessing degree audit requirements should be reported to the Degree Audit Office at degreeaudit@vcu.edu.
UUCC Instructions for Accessing Degree Audit Requirements for Attachment D 
· Sign on to the VCU Portal. 
· Select the eServices link (located under the Resources heading). 

· Select the Faculty Services tab or the Faculty and Advisors link. 

· Select the Student Information Menu link. 

· Select the Degree Evaluation link. 

· For the Select a Term entry use the current term. 

· Select Submit. 

· For Student or Advisee ID enter NOHIST (must be all caps). 

· Select Submit. 

· After name appears select Submit again. 

NOTE: The name will appear as No History Record. This is the pseudo record that has no academic history so you can see a complete set of requirements. 

· Select the What-if Analysis link at the bottom of the page displaying Curriculum Information for the pseudo student record. 

· The term selected for the Entry Term entry will determine the catalog requirements displayed. Use the most recent Fall term. If you have already submitted changes approved for the upcoming year’s catalog requirements and are requesting additional changes, enter the upcoming Fall term. 

· Select Continue. 

· Select a program of study from the drop down listing of programs. 

· Select Continue. 

· Select a value for the First Major entry. 

NOTE: Since we are one-to-one structure there will always be only one selection and no value is needed for Campus. 

· Select submit. 

· For the Evaluation Term entry use the current term. 

· Select Generate Request. 

· Select Detail Requirements. 

· Select Submit. 

· Null degree audit output is displayed. 

Copy the displayed information to a Word document. Using track changes is the preferred method of noting requirement adjustments.

· Attachment E – Course Change Impact Form

Complete this form and submit to the Degree Audit Office, degreeaudit@vcu.edu, for verification of impact in other degree requirements.

	Course #:      
	Proposed by:      
	Date:      

	Contact email:      
	Phone:      


	Course Action 
	

	 FORMCHECKBOX 
 Deletion 
	

	 FORMCHECKBOX 
 Revision (check all that apply) 
	

	      FORMCHECKBOX 
 Credit hour increase      
	 FORMCHECKBOX 
 Credit hour decrease      

	      FORMCHECKBOX 
 Subject change (e.g., HIST)      
	 FORMCHECKBOX 
 Number change (e.g., 101)      

	      FORMCHECKBOX 
 Pre-requisite(s) change; specify:      
	 FORMCHECKBOX 
 Cross listing change; specify:      


	FOR DEGREE AUDIT OFFICE USE ONLY

	 FORMCHECKBOX 
 Course does not exist in other degree program curricula requirements outside of the offering school.

	


	FOR DEGREE AUDIT OFFICE USE ONLY

	 FORMCHECKBOX 
  Course does exist in the following degree program curricula requirements outside of the offering school.

Offering department should contact the dean of each school in which the programs listed below reside and attach their e-mail acknowledgement of the course change with confirmation of effect on their curricula and/or course offerings.



	


Form processed by:      
Date:       
                                            Degree Audit Office Representative









For official use only


Proposal number ____________
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