Curriculum Change Form – Offering an Existing Course Online

Instructions: 

1. This form is to be submitted to the Curriculum Committee before an already approved course is offered for the first time in an on-line format. 

2. Complete all sections of the form. Additional information can be found in the Curriculum Committee Sourcebook (see committee website at http://www.utica.edu/academic/facultyinfo/curriculum.cfm).

3. After review by the appropriate division or school, please submit one hard copy with appropriate signatures by mail to The Curriculum Committee and an identical electronic version via the curriculum committee's e-mail, curriculum@utica.edu. (The electronic copy does not need signatures, but it does need to include the typed name of the person signing the paper copy and date of signing.)
4. If the new course will be offered in an online or hybrid format, see the guidelines for offering on-line courses, Section III D of the Curriculum Committee Sourcebook.  

	Date Submitted:
	Semester and Year of implementation:


	Section I - Contact Information

	Name
	

	Phone
	

	E-mail
	

	Department/Program
	

	School/Division
	


	Section II - Course Information

	Course Prefix and Number
	

	Course Title
	

	Credit Hours
	

	Programs or majors for which this course is required: 
	

	Programs or majors for which this course is a designated elective:
	


	Section III - Additional Information

	Provide a justification for offering this course online.


	

	Will on-campus sections of this course continued to be offered?  If yes, with what frequency?
	

	What will the effects (positive or negative) of this change be on all academic areas affected by this change? If this proposal changes a program or core requirement, explain how.


	

	List all appropriate faculty within your department and those outside the department who would be affected by the proposal. Did all approve?   Explain any negative comment.


	

	What student involvement was there in the proposal?


	


Section IV - Syllabus

Insert syllabus intended to be used for the online course here. Do not attach a separate document as the committee needs to see all parts of the application in one file.
See the Curriculum Committee Source Book, Section IIID for further information.

The standards for online education outlined in the Utica College’s Best Practices for Online Education document which is available at the curriculum committee's web site (http://www.utica.edu/academic/facultyinfo/curriculum.cfm) and must be taken into account when proposing online courses.
Section V – Resources

INTEGRATED INFORMATION TECHNOLOGY SERVICES

Parts I and II must be completed for all proposals. Parts III must be completed as necessary.

	Part I - To be completed by the person proposing the course

	Are the IT resources adequate to support the proposed course?
	

	If not, what additional resources are needed? Provide costs estimates.
	

	· Hardware
	

	· Software
	

	· Media
	

	· Computer
	

	· Other
	


	Part II - To be completed by appropriate IITS personnel

	Are the IT and/or media resources adequate to support the proposed course?
	

	If no, the resources can and will be purchased by IITS using the existing budget.
	

	Name of IITS person approving:
	

	Signature (Hard copy only)
	


	Part III - To be completed by Vice President for Financial Affairs and Treasurer if the answer to II above is "no."

	The resources identified above as necessary but not yet funded will be added to the IITS budget for this program.
	

	Signature (Hard copy only)
	


LIBRARY RESOURCES 

Parts I and II must be completed for all proposals. Parts III and IV must be completed as necessary.

	Part I - To be completed by the person proposing the course

	Are the library resources adequate to support the proposed course?
	

	If not, what additional resources are needed? Provide costs estimates.
	

	· Books
	

	· Journals
	

	· Databases
	

	· Other
	


	Part II - To be completed by reference librarian

	Are the resources adequate to support the proposed course?
	

	If no, the resources can and will be purchased using the existing budget.
	

	Name of librarian approving:
	

	Signature (Hard copy only)
	


	Part III - To be completed by Vice President for Financial Affairs and Treasurer if the answer to II above is "no."

	The resources identified above as necessary but not yet funded will be added to the library budget for this program.
	

	Signature (Hard copy only)
	


Section VI - Signatures

	Coordinator/Director (name) 
	
	Date
	

	Signature (Hard Copy Only)
(Signifies review by department)


	

	Dean/Division Head (name) 
	
	Date
	

	Signature (Hard Copy Only)
	


	For Committee Use



	Curriculum Committee
	
	Date
	

	Faculty Senate
	
	Date
	

	President/Dean
	
	Date
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