
Instructions for Submitting Curricular Changes for 2011-12 Catalog
The curricular change packet includes these items:
Cover letter from Susan Walsh
Instructions for Submitting Curricular Changes for 2011-2012 Catalog

Sample printout for indicating catalog changes

Curricular Change Approval Form (to be signed by Chair and Dean)

Forms and documents available online:

New Course Proposal form (online form available at http:/www.sou.edu/provost/curriculum.html)
Guidelines for listing prerequisites (available online)
New Program Proposal form (online form available at http:/www.sou.edu/provost/curriculum.html)
Catalog style sheet (available online)
Note:  all forms and instructions are available on the Academic Affairs website at http:/www.sou.edu/provost/curriculum.html

Return your curricular change materials to your Dean, by August 16, 2010.  Proposals completed after August 16 may be submitted by Friday, October 29.  Call Penny Thorpe at 2-6114 if you have any questions about the curricular change process. 
1.  New Courses– complete the New Course Proposal form (this is a fillable form) available on the Provost’s website at http:/www.sou.edu/provost/curriculum.html.  Before assigning a course number, check with Penny Thorpe for possible numbers to use.  Submit the New Course form electronically to Penny Thorpe (thorpe@sou.edu) and include it with the other catalog changes you submit to your Dean.

2. New major or certificate - call Penny Thorpe (2-6114) to discuss OUS procedures for approval of new programs.  See http://www.ous.edu/about/polipro/acad_pp.php and complete the appropriate OUS proposal form for new program/certificate, including the budget outline forms.  In addition, complete the New Program Proposal form available on the Provost’s website.  Submit these forms electronically to Penny Thorpe (thorpe@sou.edu) as well as to your Dean.

3. New minors, or new concentrations for existing degree programs - complete the New Program Proposal form available on the Provost’s website.  Submit the completed form electronically to Penny Thorpe (thorpe@sou.edu) as well as to your Dean.

4. Course modifications- You may view existing courses in the catalog by choosing the left link labeled Course Descriptions.  In the Prefix menu select the course prefix from the menu.

a. To view a single course description, double-click on the course from the list.  To indicate changes to the description, you may print out the description, line out old text on catalog printout and indicate new text.  Attach extra pages as necessary.  If you are proposing changing the number of a course, check with Penny Thorpe to discuss course numbers available to you.
b. To view descriptions for all the courses with a single prefix, click on the course prefix from the Prefix menu and click Filter.  Select Print-Friendly Page, then select Expand All Courses to view all descriptions with that prefix.  You may print out this list and indicate changes on the printout.
5. Modifications to existing curricular requirements and electives:  

· To view your program’s introductory text, in the left links click on Academic Programs.  Select your program from the list, and print out the relevant pages.  Indicate changed text directly on the printout and, for changes of more than a few words, also send these as a Word attachment to Penny Thorpe (thorpe@sou.edu).
· To change requirements for your program, scroll to the end of your program’s page and select the appropriate degree, concentration, certificate, or minor.  Print the pages that will be changed and indicate changes on the printout.  Lengthy changes can be attached on supplemental sheets and labeled “Insert A”, “Insert B” and so forth, indicating where each change should appear on the printout.  If you have text changes of more than a few words, also submit these changes as a Word attachment to Penny Thorpe (thorpe@sou.edu).  
· In addition to indicating changes on the catalog printout, on a separate page provide an explanation that includes:

· Your assessment of how the proposed changes would better meet student needs

· An explanation of how any change in the number of credits required for the program would fit with your department’s current staffing
· Any anticipated impact on other departments or programs, with documentation of the other department’s response

6. Submit hard copies of all forms and changes to your Dean, with the Curricular Approval form.  Curricular changes for the 2011-12 catalog are due to Deans Monday, August 16, 2010.  The second and final deadline is Friday, October 29.
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