To:	All Faculty	
From:	ASCRC and Graduate Council
Date:	August 31, 2009
Re:	Deadline for Curriculum Proposals

Curriculum proposals must be submitted to the Faculty Senate Office, UH 221, by Friday, September 25, 2009 for the next catalog (2010-2011).   The forms and additional instructions are available at: http://www.umt.edu/facultysenate/curriculum/forms.aspx.

1. Course Form, General Education Form, Writing Form, Service Learning Form and Program Modification Form require a paper copy, a departmental summary if more than one proposal is submitted, and an electronic file, either a CD or an attachment via email to camie.foos@mso.umt.edu. Paper forms must be complete and have the department chair’s signature, as well as signature(s) of the chair(s) of any other affected programs. The email message should have the department name in the subject line for ease in tracking. New general education courses require both the course form and a general education form. When proposing a new course, departments should reference the common course matrix posted on the Office of the Commissioner website (http://msudw.msu.montana.edu:9030/wfez/owa/musxfer.p_CCN_MAIN) to determine whether (a) the learning outcomes are equivalent to those of a course that exists already on a different campus, or (if there is no overlap with an existing course) that the proposed rubric/number/title is not currently in use.

1. Level I program forms and level II Regential forms, which include additional BOR forms and documentation, must be reviewed and signed by the Provost’s Office before they are submitted to the Faculty Senate (see instructions on Provost’s web site: http://www.umt.edu/provost/curriculum/default.html). The forms must be signed by the chair of the initiating department, chair(s) of other affected programs, and the dean, then submitted to the Provost’s Office for preliminary approval. Make sure the proposals are complete. Level I proposals require a BOR Level I Program Change Request Form. Level II proposals require a Level II Program Change Request Form, Cover/signature page, and New Academic Program Proposal summary, if applicable. After approval by the Associate Provost two paper copies and an electronic copy are submitted to the Senate Office. The Provost’s Office maintains the original.

Plan ahead for Level II proposals and have the Provost’s Office review them in the summer or spring in preparation for the fall deadline.  
Late proposals will not be accepted. Exceptions are granted only for extenuating circumstances. Please contact the Faculty Senate Administrative Associate Camie Foos, x5553 if you have any questions.

General Education / Writing Courses / Common Course Numbering
Last year all general education and writing courses were reviewed. If for some reason a course was not submitted last year, you may apply for general education designations this year. Check the online catalog (http://www.umt.edu/catalog/) to verify whether a course was approved according to revised guidelines. Courses should be submitted with the common course number and reference the old course number to avoid confusion. 

Process Information
Forms are posted to the website for the various curriculum subcommittees to review. Please carefully review these to assure that your form is being processed or view what is being proposed by other programs (http://www.umt.edu/facultysenate/committees/ASCRC/curriculumreview/).  Once a form has been approved by a curricular committee it goes to the Faculty Senate for approval – 11/12/09 & 12/10/09 agendas. Past approved curriculum items are listed at: http://www.umt.edu/facultysenate/curriculum/approved/default.aspx.

Procedure for Requesting Reconsideration of a Rejected Curriculum Proposal 
When ASCRC or one of its subcommittees has problems with a proposed curriculum change, the committee involved will ask the department to respond to the committee’s specific queries. If the committee votes ultimately to deny the proposal, the committee will notify the department of the denial and of a right to resubmit. Resubmission is permitted only if the department is able to provide pertinent information and/or explanation not previously before the committee. Proposers may request to attend a meeting to make the case for a proposal. 

Experimental Courses
An experimental course may be offered three times without review. One-time-only general education designation may be requested for experimental courses, granted only for the semester for which the request is approved.  A NEW request must be submitted for the course to receive subsequent general education status. A course currently being taught will not be granted general education status retroactively without an adequate explanation for this extraordinary action. Please plan ahead and submit forms prior to offering the course. 

Editorial Changes
Remember editorial catalog changes defined below are not submitted to the Faculty Senate, but are made on catalog copy sent to the department from the Registrar’s Office in the spring. 
1. Opening paragraph(s) describing the program or school/college. This usually is a definition of the discipline, degrees offered, employment opportunities and such. It precedes the section called Special Degree Requirements or in some programs the section called Admission Requirements. 
1. Typographical errors. 
1. Grammatical errors or other composition errors. 
1. Changes in punctuation for clarification. 
1. Reorganization for clarification if no effect on requirements. 
1. Changes in the semester(s) a course is offered. 
1. Minor changes in terminology (not affecting course focus) used in course descriptions. 
1. Changes in faculty listing. 
1. Changes in the second and third digits of course numbers (excluding X90-X99).
1. Change in course title as long as it reflects the approved course content.
Policies
Curriculum Policies are available at: http://www.umt.edu/facultysenate/curriculum/policies/default.aspx.

Changes were made to the following policies last year: 

Grade Point Average Calculation Policy 
For repeated courses, excluding courses assigned W, WF, WP, CR, NC, NCR, I, AUD, or N grades, only the last grade earned will count toward the cumulative grade average.

Drop/ Add Policy
Change the course drop date from the thirtieth (30) instructional day to the forty-fifth (45) instructional day of the semester, and the thirty-first (31) instructional day to the forty-sixth (46) instructional day for drop petitions.

Dormant Course Policy
A course will be considered dormant if it has not been offered for three calendar years. Each year, as part of the catalogue preparation process, the Registrar’s Office will notify departments of any dormant courses in their offerings and inform those departments that these courses will be deleted from the catalogue. Departments may request that dormant courses remain in the catalogue for one additional year by providing a rationale to the Registrar. The Registrar’s Office will notify ASCRC of the deleted courses.
 

