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From: CEP

To: The Faculty 
Date: 1 June 2012
Concerning: Frequently asked questions about course proposals  

In order for the Committee on Educational Policy efficiently to consider proposals for courses or course changes, we require specific information on the form and accompanying syllabus.  Proposals are often returned to the department if information is missing or unclear.  In order to minimize this extra labor for both the committee and the composers, we offer this list of frequently asked questions and ask that you share this with your departments, particularly new faculty.  

Why is the course description 75 words? 

Although the on-line catalog does not preclude longer descriptions, we also consider the print version of the College Catalog and efficiency of in the records.  Many instructors and departments compose more detailed descriptions to be circulated to students on departmental handouts compiled for student registration.

What is REQUIRED on a syllabus for a course?

All syllabi must include: 

· course objectives

· learning outcomes

· grading policy

· academic honesty statement

· course bibliography/reading list

· in the case of a writing requirement, evidence that the course meets the College requirements (see below) 
· federal credit hour compliance statement
Why are learning outcomes required on all proposals and syllabi?

The college requires learning outcomes as a result of the 2009 Middle States accreditation review.   Faculty who require assistance in composing learning outcomes should consult the chair of the Subcommittee on Assessment of Student Learning, through the office of the Provost. The definition and examples of learning outcomes can be found at http://registrar.lafayette.edu/files/2010/02/Learning-Outcomes.pdf.

 Why are policies regarding grading and academic integrity required?  

Specific information about grading policy and academic honesty protect the individual instructor.  Students and their parents should not be able to plead ignorance of course policies regarding grading or expectations of academic honesty.  In addition to the College policy on academic honesty, faculty are certainly free to include additional expectations that are specific to the course – for example, expectations regarding group work, labs, peer review, homework, etc.  Many courses require group work on problems or projects, and students are often confused about where the line between academic honesty and collaboration falls.  In such cases, clarification is helpful to both the students and the Dean’s office in situations where collaboration is too close. In addition, some departments have formulated their own policies on academic honesty and plagiarism, and these are often included with the syllabi.

Why should I use the College wording on Academic Integrity from the Student Handbook?
Students and their parents often challenge sanctions that result from confirmed academic dishonesty.  It is important that students are given a consistent message across all courses regarding the College policy.  Here is the language from the Student Code of Conduct (Student Handbook, p. 7):

To maintain the scholarly standards of the College and, equally important, the personal ethical standards of our students, it is essential that written assignments be a student’s own work, just as is expected in examinations and class participation. A student who commits academic dishonesty is subject to a range of penalties, including suspension or expulsion. Finally, the underlying principle is one of intellectual honesty. If a person is to have self-respect and the respect of others, all work must be his/her own.

We urge faculty to follow official college policy when dealing with cases of suspected plagiarism.  Instructors who choose to adjudicate privately cases of suspected academic dishonesty may forfeit the ability to appeal for help from the Dean of the College or College Counsel in the event of further student or parent appeals/legal claims.  
Why are bibliographies/readings lists required? 

Course bibliographies and reading lists assist CEP in understanding the nature and level of the course.

What must be included if the proposed course fulfills the writing requirement?

If course is to fulfill the writing requirement, the syllabus must include evidence that:

A.  At least twenty (double-spaced) pages of reviewed out-of-class writing are to be assigned.  Assignments are to be distributed across the semester so students will have ample opportunity to revise. A research paper may be assigned if it is written (and evaluated) in stages.

B.  Writing courses may (but are not required to) affiliate with the College Writing Program.  In either case, students must receive instructive commentary on writing from either instructors, peer editors, or Writing Associates at intervals throughout the semester. While it is anticipated that instructors will review much of the 20 pages, peer editors and Writing Associates may be used to supplement the review process. Peer response is strongly encouraged.

C.  Instructors must give in-class or in-conference attention to the special conventions of writing in their discipline: form, genre, style, and audience. (This requirement may be modified to fit the special circumstances interdisciplinary courses.) Students must also receive instruction in strategies for composing, drafting, and revising.
What must be included to insure compliance with the Department of Education guidelines concerning Federal Credit Hour Compliance?

Please add the following statement to insure compliance:

The student work in this course is in full compliance with the federal definition of a four [two or one as appropriate for half and quarter unit courses] credit hour course. Please see the Registrar’s Office web site (http://registrar.lafayette.edu/additional-resources/cep-course-proposal/) for the full policy and practice statement.

What else does the CEP require?

If the proposed course overlaps in any way with a course from another department, the form must clearly indicate that the appropriate departments and/or programs have discussed the courses.

Please make sure that the instructor and the department head consult with any department that may be affected by this course (frequently through changes or additions in extra-departmental pre-requirements) or may offer a similar course.   In recent years, this process has been frequently neglected, which often results in a department challenging a course, requesting clarification, requesting cross listing, or simply sending the proposal back to the department for further development.  Please note that CEP requires that a memo of consultation by the appropriate department head(s) and program chair(s) be forwarded with the course proposal.  Cross listing is by the agreement of the departments and/or programs concerned, who must have legitimate pedagogical reasons for such a request;  in some cases (as, for example in advanced courses with pre-requisites or courses with caps) cross listing may be inappropriate. 

What does CEP RECOMMEND for a syllabus after the course has completed the developmental stage?

Although we realize that not all syllabi are fully articulated, we recommend the following information if at all possible.  We realize that many courses are under development, but urge faculty to offer as complete a picture of the course schedule as possible.  Many of these elements are often requested by students. 

1. Attendance policy: We strongly recommend that faculty include an attendance policy on syllabi.  In addition to protecting the faculty, a stated attendance policy also provides the Dean of the College and the Academic Progress Committee with official standards that can be defended against potential complaint.


2. Exam schedule policy: Students should be given advanced notice of any exams scheduled outside class hours.  Faculty object to colleagues requiring unscheduled exams (particularly in the evening) or constructing exams that require or allow students to continue into the next class hour, forcing students to choose between competing requirements in conflicting courses. Field trips (which should, if at all possible, be scheduled for weekends or other times that do not conflict with other courses) and required lectures should also be included on final syllabi.  Please note that the College does NOT permit faculty to require students to take exams or attend additional events that conflict with students’ other regularly scheduled courses.  


4. List of required materials – books, articles, etc. with ISBN numbers (which are now listed on line by the bookstore).   The 2009 Higher Education Act requires us to be more pro-active in supporting economic alternatives for books.
5. Meeting time and place.


6. Instructor contact information. 


7. Privacy Statement (required for courses using Moodle; also posted on the Moodle homepage). 

Moodle contains student information that is protected by the Family Educational Right to Privacy Act (FERPA).  Disclosure to unauthorized parties violates federal privacy laws.  Courses using Moodle will make student information visible to other students in this class.  Please remember that this information is protected by these federal privacy laws and must not be shared with anyone outside the class.  Questions can be referred to the Registrar's Office.


8. Weekly Schedule/Course timetable with assignment, exam and paper due dates.


9. If appropriate, an electronic equipment policy; some professors prohibit the use of computers, cell phones, calculators, etc.

10. Disability statement: 

Please use the following language, which has been vetted by the Academic Tutoring and Training Information Center (ATTIC) and accepted by the Dean of the College:

In compliance with Lafayette College policy and equal access laws, I am available to discuss appropriate academic accommodations that you may require as a student with a disability.  Requests for academic accommodations need to be made during the first two weeks of the semester, except for unusual circumstances, so arrangements can be made.  Students must register with the Office of the Dean of the College for disability verification and for determination of reasonable academic accommodations.


Course Proposal FormPRIVATE 


Please submit This form and supporting documents to the Registrar

Both pages of this form must be Completed 

(Revised August 2013)
 Proposal for:   [ ] Regular   [ ] Interim   [ ] Summer   [ ] FYS   [ ] Special Topic 1   course

 Request for change in:
 [ ] Number   [ ] Description2   [ ] Title   [ ] Pre-requisites2   



 [ ] Other  _____________________________________

Current number, title, pre-req. ________________________________________

___

Department_____________________
Suggested Course Number__________

Date____________

Title___________________________________________________________________

COURSE DESCRIPTION: (for catalog): Limit Description to no more than 75 words.

Prerequisites__________________________________________________________

Staff____________________________________________

Contact Hours Per Week_________   
Course Type _____________ (i.e., Lecture, Lab, Seminar, Individual Instruction, etc.)

Effective Term___________

Is this a required course for Majors/Minors?  _____ Yes  _____ No

1. Please attach a syllabus that includes course objectives, learning outcomes, grading policy, academic honesty statement, course bibliography/reading list, and federal credit hour compliance statement.  You should review the course proposal FAQ for more information. 

2. Do you wish this course to fulfill a requirement within the Common Course of Study?  If so, please indicate which area(s) – you may check multiple boxes. 

	[ ] Humanities (H)         

[ ] Natural Science w/lab (NS)

[ ] Science Technology in Social Context (STSC)

[ ] Social Science (SS)

[ ] Quantitative Reasoning (Q)

[ ] Engineering (E)


	[ ] Global and Multicultural (GM1)

[ ] Global and Multicultural (GM2)

[ ] Elementary Language Proficiency (LANG)

[ ] Values (V)

[ ] Writing (W)




2a. Please attach an explanation of how the course fulfills the learning outcome(s) associated with the CCS requirement(s) you checked above, including if this course meets any of the General Skills outcomes.  A full list of all CCS learning outcomes is available in the course proposal FAQ.
3. To secure approval, the department head must provide the following information:

A. Explain how and where this course fits into the curricular mission of the department?  


In your statement, please consider:



Is this an elective or required course in the major? 3



Is this course essential to maintaining the quality of the major program? Why?



Is this course needed to improve the major program? Why?



Is it important as an elective course for non-majors?



If appropriate, why is it attractive as a Special Topics course?

B. If this course overlaps with other courses (in your department, other departments, or interdisciplinary programs) explain.



How is it different?



List the department heads with whom you have consulted. Their comments/endorsements



should be attached to the proposal.

____________________________________     ____________________________________


Name





Department


____________________________________     ____________________________________


Name





Department

B. Explain the impact this course will have on the following resources:

Staffing, Budget, Library, Computing. If additional resources are required, please provide a separate statement for review by the Provost. Explain how offering this course will affect the departments other offerings, i.e. are we still teaching the correct number of intro, service, major courses, etc.   

4. Indicate whether the proposed course is appropriate for any of the following interdepartmental/interdisciplinary programs (a memo of concurrence by the appropriate program chairs are required):





Req'd
Recom'd



            Req'd    Recom'd
	Africana Studies

[ ]
[ ]

American Studies

[ ]
[ ]

Architectural Studies

[ ]
[ ]

Asian Studies


[ ]
[ ]

Biotechnology/Bioengineering
[ ]
[ ]

Classical Civilizations

[ ]
[ ]

Computational Methods

[ ]
[ ]

Environmental Sciences              [ ]
[ ]

Engineering Studies
 
[ ]
[ ]

Environmental Science
 
[ ]
[ ]

Film and Media Studies

[ ]
[ ]


	Health Care/Society

[ ]
[ ]
Health & Life Science

[ ]
[ ]
International Affairs

[ ]
[ ]

Jewish Studies


[ ]
[ ]

Latin Amer/Caribbean Studies
[ ]
[ ]

Literature in Translation
[ ]
[ ]
Medieval Renaissance Studies
[ ]
[ ]

Neuroscience


[ ]
[ ]

Policy Studies
 
        
[ ]
[ ]

Russian/E. European Studies
[ ]
[ ]

Women and Gender Studies
[ ]
[ ]




5. Will this course involve the use of human subjects in learning exercises?  If so, approval by the Institutional Research Board may be necessary; contact the Provost’s Office for further information.

6. Will this course involve the use of animal subjects in learning exercises?  If so, approval by the Institutional Animal Care and Use Committee may be necessary; contact the Provost’s Office for further information.

______________________

_________

______________________

__________
Proposer's Signature


Date


Proposer's Signature 4

Date
___________________________
__________

____________________________
__________

Department Head Signature

Date


Department Head Signature4 
Date
1 Note: A Special Topics course, upon approval, may be offered only two times within a three-year period, with the further requirement that the course will be taught by the same staff member(s).

2 Note: Please attach a syllabus for all proposals including requests for changes in description and pre-reqs.

3  Note: For a new required course, please attach a request for change in requirements.
4 Note: If this is a team-taught or INDS course, approval of additional department head(s) may be required

Please Note: The Curriculum and Educational Policy Committee cannot evaluate incomplete proposals







