
UWEC COURSE MASTER FORM
DATE:       
Action Requested
Department:       
 FORMCHECKBOX 
 Adding a Course
 FORMCHECKBOX 
 Dropping a Course
 FORMCHECKBOX 
 Revising a Course
 FORMCHECKBOX 
 Course Review Update



Indicate specific changes here

 FORMCHECKBOX 
 Change of Prefix &/or Number
 FORMCHECKBOX 
 Change of Catalogue Description

 FORMCHECKBOX 
 Change of Credit Hours
 FORMCHECKBOX 
 Change in Repeatability

 FORMCHECKBOX 
 Change of Title
 FORMCHECKBOX 
 Change of Special Fees

 FORMCHECKBOX 
 Change of Categorization (e.g., GE, diversity, service-learning)
 FORMCHECKBOX 
 Change of Prerequisite(s)

 FORMCHECKBOX 
 Change of Scheduled Periods of Instruction
 FORMCHECKBOX 
 Change of Enrollment Restriction

 FORMCHECKBOX 
 Change of Grading Basis
 FORMCHECKBOX 
 Change of Instructional Level


 FORMCHECKBOX 
 Change of Timetable/Outline

 FORMCHECKBOX 
 Other (describe):       
Effective Year and Term for Implementation of Action — Year:      
 Term:      
Note: All approved courses may be offered only after publication in the University Catalogue.  It is recommended that exceptions are granted only upon written request to and approval by, the Dean of the appropriate College.
Current Course Information   Complete for all Revisions and Updates.

Prefix:       
Number:       
Credits:       
Year of Initial Approval:       
Catalogue Title:       
Year of Last Update:       
New Course Information 

    Complete all items for New Courses; for Revisions, complete only those items changing.

Prefix:       
Number:       
Credits:       



{Seek permission from the Registrar for all new or different numbers prior to form submission.}

Catalogue Title:       
Schedule Title (40 Spaces): 
     
Transcript Title (17 Spaces): 
     
Division: 
 FORMCHECKBOX 
 Undergraduate only  
 FORMCHECKBOX 
 Undergraduate/Graduate 
 FORMCHECKBOX 
 Graduate Only
GE Categorization (complete and attach separate forms for University GE Committee):

 FORMCHECKBOX 
 GE I.
 FORMCHECKBOX 
 A. 
 FORMCHECKBOX 
 B.
 FORMCHECKBOX 
 (Interdisciplinary)

 FORMCHECKBOX 
 GE II.
 FORMCHECKBOX 
 A.
 FORMCHECKBOX 
 B.
 FORMCHECKBOX 
 C.
 FORMCHECKBOX 
 D.
 FORMCHECKBOX 
 E.
 FORMCHECKBOX 
 F. (Interdisciplinary)
 FORMCHECKBOX 
 meets GE II Lab requirement


 FORMCHECKBOX 
 GE III.
 FORMCHECKBOX 
 A.
 FORMCHECKBOX 
 B.
 FORMCHECKBOX 
 C.
 FORMCHECKBOX 
 D.
 FORMCHECKBOX 
 E.
 FORMCHECKBOX 
 F.
 FORMCHECKBOX 
 G. (Interdisciplinary)

 FORMCHECKBOX 
 GE IV.
 FORMCHECKBOX 
 A.
 FORMCHECKBOX 
 B.
 FORMCHECKBOX 
 C.
 FORMCHECKBOX 
 D.
 FORMCHECKBOX 
 E. (Interdisciplinary)


 FORMCHECKBOX 
 GE V. 


 FORMCHECKBOX 
 NOT for GE
Other Categorizations:


 FORMCHECKBOX 
 Cultural Diversity for       credit(s)


 FORMCHECKBOX 
 Foreign Culture


 FORMCHECKBOX 
 Service Learning for: 
 FORMCHECKBOX 
 half (15 hours) credit   or    FORMCHECKBOX 
 full (30 hours) credit


 FORMCHECKBOX 
 associated with all sections


 FORMCHECKBOX 
 associated with and available in only some sections


 FORMCHECKBOX 
 an option available to students in this course

 FORMCHECKBOX 
 Wellness Theory for
      credit(s)


 FORMCHECKBOX 
 Physical Activity for
      credit(s)

Scheduled Periods of Instruction: 
      Lecture Section
      Lab Section
      Discussion Section


      Independent/Directed Study
      Field Practicum
      Seminar
      Other:      

(Based on 15-week semester, number of scheduled hours/week)

Catalogue copy:  Lecture/Discussion Hours            Lab/Studio Hours      
 
For example:  (3-0) Three lecture/discussion hours per week    zero lab/studio hours per week.
Grading Basis (Check all that apply): 
 FORMCHECKBOX 
 A-F
 FORMCHECKBOX 
 S/U only
 FORMCHECKBOX 
 Audit not allowed
 FORMCHECKBOX 
 S/U not allowed
Catalogue Description: (35 word maximum.  Any required field trips must be indicated in the description.)
     
When offered?
 FORMCHECKBOX 
 Fall
 FORMCHECKBOX 
 Winterim
 FORMCHECKBOX 
 Spring
 FORMCHECKBOX 
 Summer 
 FORMCHECKBOX 
 other:      
How often? 
 FORMCHECKBOX 
 yearly 
 FORMCHECKBOX 
 odd years
 FORMCHECKBOX 
 even years 
 FORMCHECKBOX 
 other:      
Repeatable for credit?
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes, may be taken       times OR for a maximum of       credit(s)
                                                           FORMCHECKBOX 
 If topic differs (check only if applicable)
Special Fees?
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes, the fee is:  $       (contact Registrar for Special Fee form)
Cross-Listed?
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes, with:       
Field Trips?
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes
Required?
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes

If internship, considered as full-time equivalent?    FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes
                                           (30 hours or more per week)
Registration for this course is restricted by the following:

 FORMCHECKBOX 
 Prerequisite course(s): 
     
 FORMCHECKBOX 
 Co-requisite course(s): 
     
 FORMCHECKBOX 
 No credit if taken after: 
     
 FORMCHECKBOX 
 Required school/status: 
     
 FORMCHECKBOX 
 Declared major/minor: 
     
 FORMCHECKBOX 
 Required classification: 
     
 FORMCHECKBOX 
 Required GPA:  
     
 FORMCHECKBOX 
 Permission required.  Permission granted by:       
 FORMCHECKBOX 
 Other restrictions (Please specify):       

(These “other” restrictions will appear in the catalogue, but cannot be automatically checked online.)
Signature Section
Prepared by: (Include the signatures of all preparers with typed names below the line.)

     
     
     
Department / Program Curriculum Committee Action:
 FORMCHECKBOX 
 Approved (date):      
 FORMCHECKBOX 
 Denied (date):      

Signature of Chair or Authorized Representative(s):  




College or Equivalent Curriculum Committee Action: 
 FORMCHECKBOX 
 Approved (date):      

 FORMCHECKBOX 
 Denied (date):      


Initials of Dean or Authorized Representative: ________________

Approvals for IDIS Designation:
IDIS Course Content:  [Include the names of departments or programs with signatures of heads of departments or programs of the disciplines which are represented in content of this course.  At least two signatures are required and one must be from an Arts and Sciences Department in the GE category in which the course is placed.]

Departments:
     

     

     

     


Signatures:










Arts & Sciences Curriculum Committee Action: 
 FORMCHECKBOX 
 Approved (date):      

 FORMCHECKBOX 
 Denied (date):      


Initials of Dean or Authorized Representative: ________________

IDIS Faculty Resources:  [Include the names of the departments or programs with signatures of the heads of departments or programs that provide faculty for this course.]

Department(s):
     

     

     

     


Signature(s):









University General Education Committee Action:
 FORMCHECKBOX 
 Approved (date):      

 FORMCHECKBOX 
 Denied (date):      


Initials of Authorized Representative: ________________
UWEC COURSE MASTER FORM GUIDELINES

PURPOSE OF THE FORM

     Information on the UWEC COURSE MASTER form is used to complete data for each course on the Course Master File. Information is current until changes are authorized by college curriculum committees. Particular attention should be paid to this information because the file supports other transactions such as the Class Schedule, degree audit, transcripts, registration, demand analysis, and requirement checking.

WHEN THE FORM IS USED

     This form is to be used by departments when creating a new course, changing an existing course, or deleting a course. (It should also be used as a cover sheet when “updating” a course syllabus, but it does not need to be submitted to the Registrar’s office in this case.)

     Notice of any change to those elements of a course that normally do not vary from term to term, or from one section to another, must be forwarded to the Registrar’s office on an official UWEC COURSE MASTER form. These elements include: number, title, credits, prerequisites, restrictions, instructional level, classification, scheduled periods of instruction, grading, repeatability, special fees, and cross-listing. Elements of a course that change from term to term are reported via the “schedule-building” process. These elements include instructor name, days and meeting times, etc.

WHEN SHOULD A COURSE NUMBER BE CHANGED?

Course number changes should be used when a course has not significantly changed; or it has changed, but would still constitute an appropriate equivalency for transfer work that was previously evaluated as equivalent to the original course.

Course number changes are regarded and processed as the “same” course by the degree audit and the course equivalency-assignment programs. For example, if course #1 becomes course #2, #2 will now fulfill all the same requirements that previously called for #1; and if transfer work had been evaluated as equivalent to #1, it will now automatically show up as equivalent to #2. Additionally, a take of course #2 would be considered a “repeat” of course #1.

In contrast, if there is a significant change in course content—

· if you would no longer consider the two courses to be “equivalent”

· if a lab is added 

· if a lab is dropped 

—the old course should be processed as a drop from the curriculum and the new course should be proposed with a different/new course number.

WHEN SHOULD A COURSE NUMBER NOT BE CHANGED?

Changes to a course that affect its classification, grading, prerequisites, restrictions, etc., affect only internal processes—how that course applies to a UWEC requirement—and do not result in the need to assign a new course number. 

CHECK WITH THE REGISTRAR’S OFFICE REGARDING CHANGES

In the case of adding a new course, or changing the number of an existing course, the Registrar’s office should be consulted before forms are completed, to ensure that the chosen number has not been used previously; and to discuss the appropriateness of the change.

Course numbers must remain unused for at least ten years after they have been deleted from the Course Master File. Reusing old course numbers within the ten-year period of time causes confusion in degree review and admissions.

WHEN COURSE CHANGES BECOME EFFECTIVE 

     Course changes approved and forwarded to the Registrar’s office early enough during the fall semester (before the ninth week of the classes) are guaranteed to make catalogue publication for the following academic year. Course changes approved during the spring semester will be effective with the subsequent catalogue (approval in Spring 2007 will be published in the 2008-2009 catalogue). Written approval from the appropriate Associate Dean must be received by the Registrar’s office before a course may be offered prior to publication in the University Catalogue.

ROUTING

     Forms should be approved by the Department Curriculum Committees and routed for approval to the College Curriculum Committee. Such action, whether approved or denied, is noted on the form and routed to the Registrar’s office. The University General Education Committee receives only those course proposals requesting a GE designation.

COMPLETING THE FORM

     Indicate what action(s) is/are taking place and complete the form as needed.

CHANGES

     When making changes to titles, credits, prerequisites, general education/categories, etc., state the new information only. In the case of deleting information, place a zero next to the category that is no longer applicable. For courses where restrictions, special course fees, and/or prerequisites are being deleted, type “none” in the blank to indicate that these specifications be deleted. If a course currently requires three prerequisites and you wish to delete one, list the new prerequisite in its entirety omitting the course which is no longer required. For example, if “Acct 100, Acct 101, and Acct 102” were previously required and 101 is no longer needed, complete the prerequisite section by writing “Acct 100 and Acct 102.”

SCHEDULED PERIODS OF INSTRUCTION

     This indicates method of instruction. For example, a lecture/lab course that is four credits typically meets two hours per week for lecture and four hours per week for laboratory. The lecture section may be shown as meeting at 11:00-11:50 MW, with the lab section listed as 2:00-3:50 MW in the Class Schedule. The Registrar’s office submits an “instructional type(s)” and the number of weekly class hours per type, on reports to System Administration. These are based upon information you supply in this section of the form.

     This information should reflect only one primary instructional type per scheduled section and should not be confused with the college’s or department’s interest in, and collection of, differing types of instruction per section.

SPECIAL COURSE FEE

     If special course fees apply, a special course fee form must be completed and routed for signatures with approval by the Provost/Vice Chancellor. Such fees are assessed each time a course is offered unless indicated for only one specific year/term.

INITIAL TERM OFFERED

     All approved curricular changes will become effective in the fall semester of the catalogue in which they are listed unless approval to offer earlier has been granted by the Associate Dean.
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