For Weinberg College Departments and Programs – New Courses
Preparing to submit your proposal to create a new course or substantially revise an existing course; information for academic year 2023-24. 

You may want to use this Word document to draft responses to the questions on the form. However, please submit all information using the electronic form available here:
https://app.smartsheet.com/b/form/edec1e24922c489999425aeb491ccda2

Instructions
The online form (see link above) is for proposals of new courses (and sometimes substantial revisions to existing courses) to be reviewed by the Weinberg College Curriculum Review Committee and/or Graduate Curricular Review Committee.

Some graduate courses should use a different form. For more information see Graduate-Level Course Proposals.

To have a pre-existing undergraduate course reviewed relative to the new degree requirements please do not use this form but see information about the new degree requirements process.

Note that learning objectives are crucial for any proposal. Some useful links:
· Formulating Learning Objectives
· Foundational Discipline Requirements
· Perspectives on Power, Justice and Equity overlay
· Advanced Expression Requirement

Reminder: Proposals come from departments and programs. Unless marked as a draft, proposals should be submitted after the department or program has already finished internal deliberations. Questions? Contact Laura Panko, Assistant Dean for Curriculum and Assessment (l-panko@northwestern.edu) about undergraduate course proposals, or Ryan Sawicki (ryan.sawicki@northwestern.edu) about graduate course proposals.


When you visit the online form, you will be asked for the following information.

Department or program submitting course proposal. You will select one from a drop-down menu. If proposal is sponsored by an additional department or program, please indicate that at the bottom of the form under Other Information.

DUS, director, or chair. Name of Director of Undergraduate Studies, Program Director, or Department Chair submitting (or authorizing submission of) this form.

Submitter name. Name of person completing this form if different from DUS, Director, or Chair named above.

Email. Northwestern email address of DUS, Director, Chair, or other submitter.

Follow-up name. Name of person in the department/program who will submit the required information to the Registrar’s Office if the proposal is approved.

Subject code of course. Select from drop-down menu. If this is being proposed as a co-listed course, put the second subject code and course catalog number under Other Information at the bottom of this form.

Catalog number of course. Three digits plus a suffix. Examples of course number format: 101-0, 204-SA, 327-2.

Short title (30 characters or fewer). This is the title that will appear on the student transcript and other places where space is limited.

Long title (80 characters or fewer). May be identical to short title. If there are distinct long and short titles, the long title will appear in the Academic Catalog and other places where space is less constrained.

Type of proposal. Select from options in the drop-down menu. Note that new 300-level courses to be reviewed for grad credit are first approved by the Undergraduate Curriculum Review Committee and then passed to the Weinberg Graduate Curricular Committee

Required for all PhD students? If a graduate course, is it required of all PhD students in the department? Only those in a particular emphasis area? Other?

Likely instructor(s). Who might teach this course.

Units. Usually this is 1.0 units of credit. If other than 1.0, please make sure the proposal explains why.

Grading basis. Select from options in the drop-down menu. Will students receive regular letter grades, Pass/No Credit, or will they have the option to choose either?

Repeat for credit? Some variable-topics courses allow repeat for credit with a change of topic.

Number of repeats allowed? Skip question if repeat for credit is “no.”

Allow multiple enrollment in term? Skip question if repeat for credit is “no.” If repeat for credit is allowed, can a student take two class versions of the course in a single quarter?

Explain repeat for credit. If repeat for credit is “yes,” briefly explain how the content might differ between quarters or sections.

Primary component (format/type). Select from options in the drop-down menu (lecture, lab, etc.). Select the category that fits best.

Contact hours per week. Example: 3 one-hour meetings per week.

Default capacity (i.e. anticipated max enrollment). What number of students are you expecting in a class?

Quarter & year effective. The “effective” date is a bookkeeping convention of the Office of the Registrar. Unless there is a reason to do otherwise, generally it is best to select the quarter the course is reviewed by the curriculum committee(s).

Anticipated first offering. When you expect the course will be offered for the first time. Must be after the quarter/year effective (see above).

Anticipated frequency of offering. Select from options in the drop-down menu.

Activities outside the classroom or lab. Required reading, field trips, etc.

Course prerequisites. What (if anything) must a student do to be eligible to enroll in this course?

Catalog description (60 words or fewer). This is the text to appear in the Academic Catalog (do not include number, title, etc., just the paragraph). When referencing another course in the description (such as a prerequisite) include the exact subject and catalog number, with any underscores and numerical suffixes. Example: “Prerequisites: BIOL_SCI 310-0 and BMD_ENG 349-1.”

Sample CAESAR class description. Example of information that will appear on CAESAR associated with a class; longer than the Catalog description. If a course is repeatable for credit, a CAESAR description is specific to one topic (one class offering).

Sample syllabus (document upload). This is a very important component. Syllabus items should include information on course readings and a preliminary calendar of assignments and exam dates, and how they are weighted for grading. You can include (integrated within or attached to the syllabus) learning objectives and how assessments align with them. Document should be no more than 30MB.

Learning objectives and assessments. For a course that is repeatable for credit, list the learning objectives that will apply to any class offering, regardless of topic. For a course that is not repeatable, if the course learning objectives and aligned assessments are in the sample syllabus or attached to the sample syllabus you can indicate “see syllabus” here; if these are not in the uploaded document please include the information here.

Expectations for graduate students. If proposing a 300-level course for both undergraduate and graduate credit, please articulate how key learning objectives, expectations, and the evaluative process described on the attached sample syllabus differs for graduate students.

Reasons for offering the course. Please address such issues as how the course will enhance the offerings of your academic unit and the university, how will it serve majors/minors, and/or whether it will replace a course being retired.

Resource needs. Adding a new course should typically require no additional resources. For example, the course will be offered with existing faculty and staff support without creating shortages for existing courses. Please explain the plan for offering this course. Will other courses be cut or taught less frequently? Is there an already-approved incremental hire? If additional resources of any type might be needed, please contact Liz Trubey (eft@northwestern.edu) for undergraduate courses or Michael Schmitt (m-schmitt@northwestern.edu) for graduate courses.

Impact on the academic unit offering course. Will the offering of this course affect the balances of graduate and undergraduate teaching in the department or program? Please explain.

Impact on other academic units. Does this course, or a course is replaces, affect programs in other departments? If yes, have these other departments been consulted? Please explain.

NOTE ABOUT UNDERGRADUATE DEGREE REQUIREMENTS. The new categories apply to any student who matriculated after Spring 2023.

Foundational disciplines requirement. Select from options in the drop-down menu. Indicate whether course is designed to align with the learning objectives of a foundational discipline requirement area. Please add explanation below in the next question.

Foundational discipline explanation. If a foundational area is indicated above, please discuss the relationship between the course learning objectives and the foundational area learning objectives. If you indicated more than one area, please explain in detail.

Perspectives overlay requirement. Select from options in the drop-down menu. Indicate whether course is designed to align with the learning objectives for the US or Global Perspectives on Power, Justice and Equity category. Please add explanation below in the next question.

Perspectives explanation. If US or Global is indicated above, please discuss the relationship between the course learning objectives and the Perspectives on Power, Justice and Equity objectives.

Advanced expression (AE) requirement. Indicate whether course is designed to align with the advanced expression requirement learning objectives. Please add explanation in the next question, below.

Advanced expression explanation. If course is designed for the advanced expression requirement, please discuss the relationship between the requirement learning objectives and the course learning objective.

OTHER INFORMATION
Additional comments about proposal. Any information not covered elsewhere. For example, departments and programs proposing a co-listing should submit relevant information here.





