Instructions for Submission of Proposals
For New Courses or Changes in Existing Courses
The application process for requesting new courses or changes in existing courses within the College of Education (COE) involves the following general steps:

1.   An applicant (this can be an individual or group) proposes a new course or change
to an existing course. This proposal is initially reviewed and approved by the program area faculty and Assistant Dean of that Division following procedures in place in that Division.  

2.  Next, using the standard WSU on-line forms (see below), the completed 

Application with the Assistant Dean’s name, access id, and date, is electronically submitted by the Division’s Assistant Dean’s office to Sonya Landrum (aj0044@wayne.edu) in the COE Office of Academic Services. 
(a)  For major change requests (e.g., proposals for new courses or requesting

substantial changes to content or credit hours for existing courses), the proposal will be forwarded to the COE Curriculum Committee which will invite a qualified member of the applicant group to present the proposal at the next Curriculum Committee meeting.  Please provide a rationale for the proposed course/substantial change in a memo (MS-Word document). 
(b)  For minor change requests (such as a simple update in course description or

title to reflect the use of more contemporary terminology in the field or accreditation requirements, etc.), the proposal will be reviewed by the COE Assistant Dean of Academic Services in conjunction with the Chair of the Curriculum Committee. Typically, these proposals do not require further review by the entire Curriculum Committee. 

      (c)
 For assistance in determining whether the changes to be proposed are major or 


minor, contact Academic Services. 

3.  Upon completion of these key elements of the review process, if approved, 

proposals involving major change requests are forwarded to the Executive Committee and the Faculty & Academic Staff Assembly for final review and approval at the College-wide level with subsequent submission to the WSU Catalogs & Course Records Office. Proposals involving minor change requests will not be forwarded to these bodies but will be sent directly to the WSU Catalogs & Course Records Office. Materials fee requests associated with minor change requests will be reviewed by the Chair and the Assistant Dean of Academic Services. If Materials fee requests satisfy University guidelines, the proposals will be processed without full Committee review.
The standard electronic university-wide application forms are available for download at the following web addresses.  

“Proposal for a New Course” form:  
http://www.bulletins.wayne.edu/circlist/circlist-index.html (click on “New Course Form”)

“Proposal for Change in an Existing Course” form:

http://www.bulletins.wayne.edu/circlist/circlist-index.html (click on “Course Change Form”)

“Proposal for Materials Fee or Fee Increase” form:

http://www.bulletins.wayne.edu/circlist/circlist-index.html (click on “Course Materials Fee Form”)

“Proposal for General Education Course” form:

http://www.bulletins.wayne.edu/circlist/circlist-index.html (click on “Nomination for a General Education Course Designation”)

It is important that the new standard university wide electronic applications forms are filled out correctly and completely. Otherwise they will be returned to the applicant.  Also, all proposals for new courses need to include a sample course syllabus. Syllabi must reflect current University policies concerning grading scales, course withdrawal, plagiarism, and disabilities. A suggested syllabus template reflecting appropriate policies is available at the College of Education website http://www.bulletins.wayne.edu/circlist/circlist-index.html (click on “Nomination for a General Education Course Designation”)

 (http://www.coe.wayne.edu home page, under “COE related links”). 
This syllabus can either be submitted as a separate file or pasted directly in the standard “Proposal for a New Course” form (paste it behind where it states “SPACE TO BEGIN ADDITIONAL PAGES AS NEEDED” at the bottom of the form). Contact Sonya Landrum (aj0044@wayne.edu) in the COE Office of Academic Services (phone: 577-1605), if you have any questions in this regard. 
Proposals for materials fees should include an itemized list of materials and the projected cost of each item. 

Program areas that wish to introduce large-scale curriculum changes (e.g., make extensive changes to an existing academic program) need to follow the submission steps as outlined above. However, their application should always be submitted in the form of a single proposal package and it will be considered as such for review purposes. In addition, in all instances where large-scale curriculum changes are proposed, applicants are required to provide an executive summary of the proposed program changes in the form of a memo that also should be e-mailed (e.g., as MS-Word file attachment) to Sonya Landrum (aj0044@wayne.edu) in the COE Office of Academic Services.
Program areas that wish to introduce an entirely new program should follow the instructions found at:


www.wayne.edu

Click on Graduate School


Click on For Graduate Faculty


At drop down list go to New Program Proposals

Proposals must be submitted in the MS-Word format.  
While the preceding information depicts the basic steps involved in the review of proposals of new courses or changes in existing courses at both the program area (i.e., Division) and College of Education level, some curriculum related proposals may also require review and approval from other committees (e.g., Graduate Council). 
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Course Proposal Forms/Materials Fees Forms

In order to insure that your course proposal requests are processed quickly please do the following:

New Course Proposals:

____
Requests must be submitted on the on-line form which can be found at  http://www.bulletins.wayne.edu/circlist/circlist-index.html - click on “New Course Form”.  Hard copy forms are not required nor are they acceptable.  Please include a rationale for the proposed course in a separate memo (MS-Word document r format).
____
Please make sure your suggested course number has not been used for a previous course.  If you need to confirm a number you may check with Sonya Landrum at 7-1605 or aj0044@wayne.edu.

____
If you are submitting additional documents with your proposal forms (syllabi, materials fee items, etc.) please make sure that they are submitted as a word document.  Other formats cannot be accepted.

____
All New Course Proposal forms must be electronically signed and dated by your divisional Assistant Dean at the time of submission to Academic Services.

____
If your class is cross listed you must also have the Departmental Chairperson of the cross listed class electronically sign and date the form prior to submission to Academic Services.

____
After final editing all forms must be submitted to Sonya Landrum at aj0044@wayne.edu with a copy sent to Janice Green at jwgreen@wayne.edu.

Change in Existing Course Proposals:

____
Requests must be submitted on the on-line form which can be found at  http://www.bulletins.wayne.edu/circlist/circlist-index.html - click on “Course Change Form”.  Hard copy forms are not required nor are they acceptable.

____
It is not necessary to insert “N/A” or “No Change” in sections that are not changing.  Please leave those sections blank.

____
If you are submitting additional documents with your proposal forms (syllabi, materials fee items, etc.) please make sure that they are submitted as a word document.  Other formats cannot be accepted.

____
All Change in Existing Course Proposal forms must be electronically signed and dated by your divisional Assistant Dean at the time of submission to Academic Services.

____
If your class is cross listed you must also have the Departmental Chairperson of the cross listed class electronically sign and date the form prior to submission to Academic Services.

____
After final editing all forms must be submitted to Sonya Landrum at aj0044@wayne.edu with a copy sent to Janice Green at jwgreen@wayne.edu.

Materials Fees Forms:

____
Requests must be submitted on the on-line form which can be found at  http://www.bulletins.wayne.edu/circlist/circlist-index.html - click on “Course Materials Fee Form”.  Hard copy forms are not required nor are they acceptable.

____
When making a Materials Fee request you must also submit the New Course Proposal Form or Change in Existing Course Proposal form with it.

____
When making a Materials Fee request you must include a list of items and materials to be purchased and their cost.  This list can be added to the end of the Materials Fee form at “Supplemental pages to be used as needed” or submitted as a separate document.

____
If you are submitting a separate document for your list of materials with your Materials Fee forms please make sure that it is submitted as a word document.  Other formats cannot be accepted.

____
All Materials Fee forms must be electronically signed and dated by your divisional Assistant Dean at the time of submission to Academic Services.

____
If your class is cross listed you must also have the Departmental Chairperson of the cross listed class electronically sign and date the form prior to submission to Academic Services.

____
After final editing all forms must be submitted to Sonya Landrum at aj0044@wayne.edu with a copy sent to Janice Green at jwgreen@wayne.edu.
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