[image: ]Curricular Modification: New Course Form
Submit this form with the applicable Category II or Category III proposal. For guidance on completing this form, see Table 2: New Course Form Instructions at the end of this document. 
Submission Information												
Date of Submission to the Office of the Provost: 
Proposed Implementation Date											
Academic Year: 
I. Catalog Information						 						
A. Course Subject Code(s) and Course Number(s): Enter text here.
B. Full Course Title (100 characters max): Enter text here.
C. Banner Course Title (30 characters max; appears on transcripts): Enter text here.
D. Course Description (under 100 words): Enter text here.
E. Credit Type: ☐Fixed  ☐Variable  
F. Number of Credits (Fixed) or Credit Range (Variable): Enter text here.
G. Is the course repeatable for credit? (Please see instructions). ☐Yes  ☐No  
i. How many credits can be applied to the degree/certificate? Enter text here.
H. Other Equivalent Courses (provide all subject codes and numbers): Enter text here.
I. Course Grading: ☐P/NP  ☐Letter Grade
J. Pre-requisites (provide all subject codes and numbers): Enter text here.
II. Additional Banner Setup Information									
A. Academic division and department sponsoring course (provide division and department codes; see Table 1 for reference): Enter text here.
B. Course Type/Schedule: Click here and select from the dropdown list.
C. Is the course excluded from course evaluations?* ☐Yes  ☐No  
*Per OHSU Policy 02-50-035, these course types are excluded: Click here to view the list.
D. Is this course replacing another course? ☐Yes  ☐No  
i. If applicable, provide the course subject code and number that is being replaced:
ii. If applicable, the course that is being replaced should be: ☐Inactivated  ☐Retained  
III. Additional Course Design Information									
A. Course Offering: ☐Required  ☐Elective  ☐Selective  
B. Course Delivery: ☐In-person  ☐Distance (online)  
C. Course Duration: ☐Full-Term  ☐Modular  
i. If this is a modular course, provide the number of weeks: 
D. Anticipated Instructors: Enter text here.
E. Expected Term Enrollment: Enter text here.
F. Frequency of Offering: ☐Quarterly  ☐Annually  ☐Other: Describe here.
G. Term(s) the course will be offered: ☐Summer  ☐Fall  ☐Winter  ☐Spring 
H. Assessment Methods (Select all that apply):
☐Quizzes  ☐Mid-term Exam  ☐Final Exam  ☐Class Participation ☐Written Work  ☐Presentations
☐Clinical Skills Assessment  ☐Other: Describe here.
I. Are the learning objectives/outcomes included in the proposal? ☐Yes  ☐No  
i. If “no”, please explain: 
IV. School Approval Process Information									
A. Describe any impact this new course will have on other courses or programs. If there is no impact, write “No impact.”:

Enter text here.

B. If there is an impact on other courses or programs, have they been notified?
   ☐Yes  ☐No  ☐Not applicable
i. If “no,” please explain:

C. Who did you consult about the new course?
Enter text here.

















Table 1: Division and Department Codes
	School
	Division
	Department 

	No college specified
	University-wide (UNI)
	IPE/UNI (UNI)

	 
	 
	 

	School of Dentistry
	Dentistry (DEN)
	DMD Program (DMD)

	
	
	Dental Advanced Education (DAE)

	 
	 
	 

	School of Medicine
	Graduate Studies (GRD)
	Human Investigations Program (HIP)

	
	
	Human Nutrition (NUTR)

	
	
	Management (MGT)

	
	
	Medical Informatics (MINF)

	
	
	Physician Assistant (PA)

	
	
	Radiation Medicine GR (RM)

	
	
	Radiation Therapy UG (RT)

	
	
	Research doctorates (RES)

	
	UME (MED)
	(Maintained by department)

	 
	 
	 

	School of Nursing
	Nursing Undergraduate (NS)
	Nursing UG (NUG)

	
	Nursing Graduate (NG)
	Advanced Practice Nursing (APN)

	
	
	Nursing GR (NGR)

	 
	 
	 

	School of Public Health
	Public Health (PH)
	Public Health (PH)



Table 2: New Course Form Instructions
	Field
	Guidance

	Catalog Information
	

	Course Subject Code(s)
Course Number(s)

	Keep in mind
· The Registrar can help you choose an appropriate and available course code
· A course code cannot be reused until it has been out of service for 10 years
· Creating a new subject code should be very rare and requires input from the registrar and the provost’s office
If the course will be offered under more than one subject code or number, enter as follows:
· Multiple subject codes: Subject code = CPSY/NURS, Number = 630
· Multiple numbers: Subject code = EPI, Number = 512/612
· Multiple subject codes AND numbers: Subject code = [leave blank], 
Number = NRS 460/NURS 560

	Full Course Title 

	Official title printed in the Course Guide. Maximum length is 100 characters  (including spaces and punctuation). Keep in mind:
· When possible, use a standard word or phrase that is commonly understood within your discipline
· Because the Banner title (see below) can only be 30 characters, the best way to make sure your title is understood by all is to keep it short
· The title should almost never change, so think long term
· Title will be printed in perpetuity on student transcripts, so it will need to be widely understood by naïve readers decades from now. Avoid trendy words or concepts that may become outdated.

	Banner Course Title


	Abbreviated title printed on transcripts and used in all online systems, such as Banner Self-service, Sakai, Blue, and anything that pulls the title from Banner. Maximum length is 30 characters  (including spaces and punctuation).

	Course Description
	Be concise (under 100 words)
· Avoid grammatical phrases that don’t contribute information about the course content (e.g. “In this course we will examine…”, “Students will gain an understanding of…”) Full sentences are not required.
· Describe the content objectively: avoid marketing language (“This engaging course provides outstanding opportunities…”)
· Do NOT reiterate the course code, title, or number of credits
The purpose is to delineate key course content and differentiate the course from others in the discipline. Do NOT include information about how the class is conducted. Save these details for the syllabus:
· Assignments, assessment methods, instructional methods, order of topics
· Textbooks, materials, software
· URLs, email addresses
Keep in mind
· Serves a variety of audiences both inside and outside OHSU, including faculty and administrators at other institutions and accrediting bodies
· Should be changed only occasionally (i.e., every 5-10 years) as the course matures or the field changes. Changes must be approved through the curriculum process. 
Examples: 
· BI 528 Human Genetics: The organization of the human genome, pedigree analysis, gene mapping, chromosome abnormalities, sex determination, and gene defects (metabolic and hemoglobin). Topics are discussed from the point of view of clinical applications and current research.
· COUN 585 Diagnosis and Treatment Planning I: First in a sequence of two courses introducing students to the diagnosis and treatment of psychiatric disorders as outlined in the current Diagnostic and Statistical Manual of Mental Disorders. Emphasis on diagnostic reasoning and thinking process embedded in the current Manual. Use of decision trees to arrive at accurate diagnoses. Overview of conditions covered in the Manual.

	Credit Type
	Fixed credit courses are taken by all students for the same number of credits (e.g., 3 cr.) Variable credit classes may be taken by different students for different numbers of credits within a specified range (e.g., 1–12 cr.)
If you are a changing the number of credits for a fixed credit class (e.g., from 4 cr. to 3 cr.), the class may need to be variable credit (e.g., 3–4 cr.) during a transition period when some students still need the old credit value to meet degree requirements.

	Number of Credits/Credit Range
	Fixed credit class: Enter the number of credits (e.g., 3)
Variable credit class: Enter the range of credits (e.g., 1–12). No student will be able to register for a number of credits outside this range.

	Is the course repeatable for credit?
	A course is repeatable if it is designed to be taken more than once for credit. When a repeatable course is taken twice, both instances are counted in the student’s GPA and total credits earned. Examples include:
· Courses providing ongoing learning (e.g., dissertation, research)
· Courses designed to have different content every time they are taught (e.g., topics, journal club)
· Courses that are taught across multiple terms (e.g., IPE 401/501/601/701)
A course is not repeatable if it is designed to be taken only once. Didactic courses are usually not repeatable because they deliver specific content. A student who earns a low grade in a non-repeatable course can retake the course for grade improvement. Only the second instance of the course is counted in the student’s GPA and total credits earned.

	Other Equivalent Courses
	List any existing courses with the same description and outcomes but a different subject code or number. For example, if BIO 501 already exists and you are adding the same class at the 600-level numbered BIO 601, list BIO 501 as an equivalent course.

	Course grading
	The grading type describes whether the course is offered for a letter grade (A-F), pass/no pass (P/NP), or both, as described in Policy 02-70-020 University Grading.

	Pre-requisite(s)
	Prerequisites must be taken before enrolling in the course because the content is necessary to be successful. Students are not permitted to enroll in a course without first passing all prerequisites.
If a class is only recommended before enrolling, it is not a prerequisite. You may choose to describe such recommendations in the course description (e.g., “Completion of BIO 510 is recommended before taking this course.”)

	Additional Banner Setup Information
	

	School/Division/Department
	Standardized coding used in Banner. Select from the list provided.

	Course Type/Schedule
	This is a required field in Banner. Select from the list whichever type most closely describes your class.

	Is the course excluded from course evaluations?
	Mark “Yes” if the course is one of the following types, which meet the requirements of policy 02-50-035 to be excluded from evaluation: Seminars, Dissertations/Thesis, Independent Study, Internship, Practicum, Clinical, Research, Journal Club, Reading and Conference, Nano Courses

	Is this course replacing another course?
	A course being replaced should be inactivated if it will no longer be taught. Do NOT inactivate the course if any students will still need to take it.

	Additional Course Design Information
	

	This supports our understanding of where the course fits into the curriculum and how students will be assessed. 
	

	School Approval Process Information
	

	This supports school-specific approval processes.
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