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           Academic Programs, MH-111, Ext. 3602
SPECIAL COURSE PROPOSAL
	Department/Course No.
	     
	Unit Value
	    
	Staffing Formula
	     

	Course Title
	     

	Cross Listed Dept. and No.
	     

	Instructor
	     

	 Schedule Title: (25 Spaces)
	                                                                                                  


Grade Option:
  Letter Grade Only (A)   FORMCHECKBOX 
              Letter Grade (B)*   FORMCHECKBOX 
                CR/NC Only (C)   FORMCHECKBOX 








           * Student may elect letter grade or credit/no credit

Has this course ever been proposed as a new course?    No   FORMCHECKBOX 
   Yes   FORMCHECKBOX 
  During academic year      
WHEN WILL THIS COURSE BE OFFERED?


#1
 FORMCHECKBOX 
    Semester/Year      
#2
 FORMCHECKBOX 
    Semester/Year      
#3
 FORMCHECKBOX 
    Semester/Year      
#4
 FORMCHECKBOX 
    Semester/Year      
	Prerequisite:        


COURSE DESCRIPTION:  no more than 40 words
     
* * * * PLEASE ATTACH A DETAILED COURSE OUTLINE * * * * 
APPROVAL CERTIFIES THAT THIS COURSE CONFORMS TO UPS 411.100 (See next page) 

Department Chair or Program Coordinator- Signature
Date

Cross-Listing Department Chair - Signature
Date

College Dean - Signature
Date

Associate Vice President, Academic Programs - Signature
Date
Rev 10/05
Special Course Proposal - Procedures

1st Offering
Departments fill out the Special Course Proposal form indicating the semester to be offered for the 1st time and route for approvals.  If the first offering is to be made through Extended Ed, this form must accompany the Extended Ed proposal.


If approved by AVP for Academic Programs, a copy of the Special Course Proposal will be returned to the department with a copy to the Dean's office and Scheduling.  No further approvals are needed if the course is offered again.  However, departments must retain a copy of the original form for subsequent offerings.

2nd &

3rd Offering
On the copy you plan to submit to Academic Programs, enter the scheduled offering (Semester and Year) and make any editorial changes to the course in red ink.  Submit this copy to Academic Programs, MH-111.  Please retain a copy for your files.

4th Offering
On the copy you plan to submit to Academic Programs, enter the scheduled offering (Semester and Year) and make any editorial changes to the course in red ink.  Submit this copy to Academic Programs, MH-111.  NOTE:  The course will not be scheduled unless it is part of the current New Course Proposal cycle.

Special Course Policy (excerpted from UPS 411.100)

New courses which have been proposed and reviewed for inclusion in the regular curriculum and which have been rejected by the Academic Senate (or its appropriate committees) shall not be offered as special courses.

Special courses may be offered in the regular program subject to the following guidelines:

1.
Special courses shall be approved by an appropriate sponsoring academic unit, the college dean, and the Associate Vice President for Academic Programs.

2.
A special course may be offered four times.  NOTE:  To be offered a fourth time, the course must be part of the current New Course Proposal cycle.

3.
No more than one section of a special course may be taught in a given term.

4.
The number of weighted teaching units that an academic unit may devote to special courses is restricted proportionately to the size of its faculty, as follows:


3 units per term for departments having fewer than 4 FTEF


6 units per term for departments having at least 4 but fewer than 8 FTEF


9 units per term for departments having at least 8 but fewer than 16 FTEF


12 units per term for departments having at least 16 but fewer than 20 FTEF


15 units per term for departments having at least 16 but fewer than 20 FTEF


18 units per term for departments having more than 20 FTEF.

5.
Catalog-type descriptions of all special courses shall be printed in a separate section of the class schedule.  The department is responsible to circulate to all faculty similar descriptions for all special courses submitted after the printing of the Class Schedule.

6.
Special courses are subject to academic and jurisdictional challenge.  College deans shall examine proposed courses with this in mind and, when the course content substantially overlaps the offerings and/or impinges on the mission of other departments, shall seek evidence of appropriate consultation.  The Associate Vice President for Academic Programs shall deny approval of these courses when doubt persists regarding the appropriateness of the jurisdiction.

7. Special courses may be offered through extension in conformity with the guidelines for on-campus special courses.  However, additional approvals are necessary when out-of-state travel is involved.  (See UPS 450.700)

__For AP/Scheduling Use – Verified Course History_





#1 Signature______________    Date___________


#2 Signature______________    Date___________


#3 Signature______________    Date___________


#4 Signature______________    Date___________








