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	1. Course Designation

	List the discipline and the course number.  If this is a new course and you need a number, contact the curriculum office which can provide you guidelines for selecting an appropriate course number.  

	2. Course Title
	

	3. Abbreviated Course Title for Banner

	If the title of the course is more than 30 characters (including spaces), then include an abbreviated title for Banner.  The full title will appear in the web catalog, but the abbreviated title will appear in Banner course listings and rosters etc. 

	4. Division
	

	5. Department
	

	6. Course Description


	The course description should describe the essential elements of the course and should align with the student learning outcomes.  

	7. Prerequisites/Corequisites

	For each prerequisite specify if it: 

must be taken before,

may be taken concurrently, or 

must be taken concurrently.

	8. Placement Level

	List the minimum math and English placement level necessary for this course.  Contact the curriculum office for a list of placement levels or to discuss what factors are used to determine the placement level.  

	9. Hours and Credits

	Credit hours should be listed as follows:   Lecture-Lab- -Credit Hours e.g. 3-0-3 indicates 3 hours lecture, 0 hours lab and 3 credit hours.  (Courses with clinical hours will have four numbers where the third number represents clinical hours.)

	10. Class size (maximum)
	

	11. Programs where this course appears
	List all programs (degrees and certificates) where this course appears on the program grid either as a required course or as an elective 

	12. Course Writer (s)
	

	13. Contributor(s)
	

	14. Facilitator (s)
	

	15. Recommended Starting Semester


	Semester when this new or revised course will first be offered. 

	16. Course Revision or New Course
	

	17. If this is a course revision, indicate which are being revised
	Prerequisite(s)         FORMCHECKBOX 
                   Course Title   FORMCHECKBOX 

Course Description   FORMCHECKBOX 
                      Credit Hours   FORMCHECKBOX 


	18. Course Attributes

	For a list of course attributes and explanations contact the curriculum office.  

	19. Date
	


A. Rationale

If this is a new course, briefly explain why this course is being developed and its relevance to students’ program of study.  
If this is a course revision, briefly explain how this revision differs from the previous course and why you are making the proposed changes.  
B. Student Learning Outcomes and Methods of Assessment
Explain what students will know or be able to do upon successful completion of this course or what knowledge, skills and attitudes students will develop.  Student learning outcomes should be observable and assessable.  In some cases, it is advisable to further explain each outcome with more specific objectives.  
In this section, explain how students will demonstrate their learning and how instructors will assess student learning.  You must include a plan listing how each SLO will be assessed.  One convenient way to show this is through a table similar to the one below.  Be sure that the methods of assessment align with the outcomes.  Examples of assignments, exams etc. may be appended to the document.  
	Student Learning Outcome
	Method of Assessment

	
	

	
	

	
	

	
	

	
	


C. Grading
Give a sample of how students might be graded and specify whether or not this grading scale can be modified by future instructors or whether it is established by the department.  
D. Planned Sequence of Topics

Give the planned sequence of topics.  You may choose to present the list of topics in the form of an outline, a weekly schedule or some other format.  Be sure to explain whether this is a mandatory list of topics that all instructors must cover or whether future instructors are free to modify the planned sequence of topics.  
E. Student Learning Activities and Assignments

Give descriptions and examples of in-class and out-of-class learning activities that will be used during the course.   Explain the purpose of each activity and how it relates to the student learning outcomes.  

It may be helpful to include rubrics to explain how a student would be graded for the particular activity or assignment.  
F. Required and Optional Texts/Readings/Materials
List or give examples of textbooks and/or readings that you recommend for this course.   It is not advised that the course document mandate a particular textbook because the book may go out of print or the faculty could decide that another book is a better choice.  

You may choose to list some criteria that would be helpful to future faculty in selecting a book such as “The textbook should include case studies”  or “The textbook should explore issues of race, class, and gender.”
G. Resources needed for this course

If there are specific resources that the College needs to obtain such as software, hardware, books, subscriptions, then list them here.  

If the only requirements are basic office software or projection equipment, then write NONE.    

If specific software or hardware is necessary to run this course, then list it here and the Curriculum Office will contact Academic Computing to obtain a cost estimate.  If your department or program has a technology plan, be sure to consult it.  
If this course needs to be taught in a Technology Enhanced Classroom (TEC), then you should specify what level of TEC is necessary.  Explanations of TEC’s can be found on the Academic Computing web page (http://faculty.ccp.edu/dept/Acad_Comp/tecccp.htm). 

If there are specific resources that the Library should order, then the course writer should contact the appropriate Library Departmental Liaison.  (visit http://www.ccp.edu/vpacaff/library/ for an up to date list of Library Departmental Liaisons).  
Appendix
Append documents here such as sample exams and sample assignments.  
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