	Trent University

     POLICIES & PROCEDURES


	ADVANCE \d 4
Subject:

 UNDERGRADUATE  STUDIES               

 COMMITTEE POLICIES
	ADVANCE \d 4
Page 1 of 5

  

	ADVANCE \d 4Approved by:


UNDERGRADUATE STUDIES


COMMITTEE, FACULTY      

              BOARD & SENATE
	ADVANCE \d 4Issued by:


OFFICE OF THE DEAN
	ADVANCE \d 4Date:

September 1994 (revision November 2002)


The purpose of the following is to simplify and expedite curricular renewal at the undergraduate level. Please note that all new or regularized courses as well as other new academic initiatives (e.g., new Schools, Departments, Programs, Faculties, Certificates for university credit, Emphases and Specializations, Year Abroad Programs, and collaborative agreements with other institutions) must be approved by the appropriate departments/programs before being submitted to the Undergraduate Studies Committee (USC). 

Section A of this document outlines the procedures for the introduction of new academic initiatives. Section B outlines the procedures for the introduction of new courses and/or revisions to current curriculum offerings.

Section A: Procedures for the introduction of new academic initiatives

All new academic initiatives, such as Schools, Departments, Programs, Faculties, Certificates for University Credit, Diplomas, Emphases, Specializations, Year Abroad Programs, and collaborative agreements with other institutions must be approved by Senate upon the recommendation of the Undergraduate Studies Committee (USC). 

These policies and procedures for assessing new undergraduate academic initiatives are meant to ensure:  (1) that new academic initiatives are consistent with the principles and priorities of the University, (2) that new initiatives are of high quality, (3) that there is perceived interest and demand for them, and (4) that there are sufficient resources available to support them.

The Undergraduate Studies Committee should examine information provided on the following criteria and make its recommendation to Senate for approval in principle of such new initiatives, subject to final calendar copy approval. To produce final calendar copy, the procedures outlined in section B of this document should be followed.

1. The new academic initiative should be consistent with Trent’s mission and with the goals of the academic unit. It must take into account areas of teaching and research strengths and relationships to other academic units.

2. A new academic initiative falling within existing Departments or Programs must first be approved within those units. It must then be forwarded to USC for approval and then forwarded to Senate. 

3. Any new academic initiative must provide evidence of consultation with cognate/related academic units as part of the submission to the Undergraduate Studies Committee.

4. A new academic initiative which does not fall within an existing Department or Program must have a suitable administrative structure. This ensures that there is an identified group of faculty responsible for students.  An administrative structure appropriate to the new initiative must be recommended to USC for approval and then forwarded to Senate.

5. Admission requirements should be appropriate for the initiative’s educational objectives and should ensure the appropriate quality of student applicants. Admission requirements should not be lower than published minimum standards for the University. 

6. The structure and curriculum of the initiative should be appropriate for its educational objectives.

7. Specific physical and informational resources should be identified.  A summary of computer facilities, laboratories, library facilities and office and classroom space required to support the initiative should be provided.

8. It should be demonstrated that the quality and experience of the faculty are sufficient to meet its demands. The need and availability of additional faculty, support staff, and teaching and laboratory assistants should be indicated when appropriate. 

9. There should be sufficient resources to introduce and maintain the initiative for a reasonable period of time. 

This should include consideration of the financial impact on other programs within the University and should include consideration of internal funding sources and external funding opportunities where appropriate. 

10. The Undergraduate Studies Committee shall be responsible for approval of final calendar copy for all new academic initiatives (forwarded to Senate for approval).

11.
In its consideration of new academic initiatives for approval, the Undergraduate Studies Committee should approve a timeline for a scheduled review of the initiative. 

12. 
Template for New Academic Initiative Approval (included in submission to USC)

The following template should be followed when submitting documentation for new academic initiatives. Documentation should be submitted in duplicate as well as an electronic version to the Undergraduate Studies Committee. 

A.        relationship to Trent’s mission and evidence of demand for the new initiative

B.        relationship to existing programs (includes demonstration of consultations)

C.        administrative structure of new initiative

D.        admission requirements 

E.        structure and curriculum of new initiative

F.        physical and informational resources required

G.        faculty and other support staff required

H.        financial resources required and impact on existing programs

I.        calendar copy (see Section B of this document)


J.            timeline for review

Section B: Introduction of new courses and revisions to current curriculum offerings.

I.
INTRODUCTION OF NEW COURSES (offered on a TRIAL BASIS):


Note:  The category of “Academic Development Committee (ADC) Courses” has been eliminated. 

A. Upper-Year Courses:

With the exception of 100-level courses, all new courses may be offered on a trial basis for a period of up to two years.  At any time up to and including the Fall term of the second year, application for regularization can be made to USC (see section VI) and if approved go forward to Senate for approval.  In order to introduce a trial offering of a course(s), Departments/Programs must submit a full course outline (see section 7) to USC for information and receive approval for a course number. The timing of the initial submission will determine whether or not the course appears in the University Calendar.  Approval of USC is required if a Department/Program wishes to offer courses exceeding 2.0 credits on a trial basis in any one academic year. 

B. 100-level Courses:

Course proposals for 100-level courses are submitted for approval to USC and Senate using a standard
USC submission format (see section VI).

II. RESERVE LIST (courses not offered for two years or longer):

In order to produce a more accurate University Calendar and to avoid the work involved in having courses regularized repeatedly, USC will maintain a reserve list of courses approved by Senate which have not been offered for two years or longer.  Departments/Programs may reactivate these courses within five years from their placement on the reserve list by written notification to USC.  (This process was introduced with the preparation of the 1995-96 University Calendar.)

III. SPECIAL TOPICS COURSES (to be offered on a limited term basis):

“Special Topic” courses are normally full or half-credit courses offered at the 300 and 400-level on a short-term basis to take advantage of unique opportunities to cover material not dealt with in depth in any of the department’s regularly listed offerings. These courses normally follow a regular course format, and are numbered according to the schedule outlined in Trent University’s Academic Policies and Procedures Manual (see www.trentu.ca/deansoffice).  Departments/Programs are required to submit a course outline (see section VII) for all Special Topics courses to USC for information. When, in exceptional circumstances, course outlines for Special Topics courses may not be available at the time when departments or programs are compiling entries for the following year’s University Calendar, Chairs should submit an explanation for the lack of the course outline, and include as much information about the course as possible (e.g., the course title, a calendar copy description, etc.) in their submission to USC. 

A course may only be offered twice under the Special Topics rubric.  Additional offerings require application to USC for regularization of the course (see section VI).

IV. MINOR COURSE CHANGES:

Departments/Programs may approve the following matters with written notification to USC for information purposes only.  In the case of items (A) and (C), written acknowledgement from USC is required before implementation.*

A. Course numbering changes*

B. Course title changes

C. Cross-listing of courses (including numbering changes where required)*

D. Combining of half-courses into full-courses and splitting of full-courses into half-courses

E. Permanent deletion of courses 

Note: Documentation of consultation with Department/Programs which could be affected is required before proceeding.

F. Substantive course content or description changes

G. Changes in pre-requisites for courses if other departments or programs are affected. 

V. OTHER PROPOSALS:

Proposals for major curricular reviews, department or program degree regulation changes, department or program name changes, and matters of academic policy are handled by USC as outlined below. 

Two copies of the proposal, as well as an electronic version, are to be forwarded to the chair of USC (the Dean of Arts and Science) and should include the following:


A.
Explanation: Detailed explanation of and the rationale for the proposed change(s):

B.
Proposed calendar copy
C. Date for changes to take effect

D. 
Consultation: proof of consultation with other programs and departments that may potentially be affected.
 
E. 
Faculty and Staff: discussions of any implications on faculty and staff

       F. 
Other implications
VI
COURSE REGULARIZATION

The following matters must be approved by USC:

A. the introduction of any new 100-level courses

B. the regularization of any upper year course previously offered on a trial basis

C. the regularization of any upper year course upon its first offering

Two copies and an electronic version of the proposal to introduce and/or regularize a course are to be forwarded to the Chair of USC (the Dean of Arts and Science) and should include the following:


1.
EXPLANATION

A rationale for the proposal, including its effect on the development of academic program(s) and student academic experience.

2.  
PROPOSED CALENDAR COPY



A proposed course number and calendar copy

3.        REGULARIZATION DATE (e.g., Fall 2003)

4.        COURSE STRUCTURE AND TEACHING METHODS

a. A standard course outline (see “Template for Course Outlined,” section VII) 

b. An outline of the instructional format and teaching method(s), indicating the frequency and length of lectures, tutorials/seminars, laboratories/workshops, etc.

c. Anticipated enrolment in the course

5.    
CONSULTATION

Documentation of consultations with potentially affected departments and programs.  Indicate how the present proposal accommodates (or does not accommodate) input from these sources.

6.   
EFFECT ON LIBRARY AND COMPUTING FACILITIES

a. Assessment of adequacy of existing resources

b. Indication of additional materials/resources required

c. A plan for acquisition and  maintenance of these resources

7.   
SPACE NEEDS

a. Indication, given the anticipated enrolment in the course and its proposed structure, of special classroom needs (e.g., multi-media capability, computer training rooms, lab facilities, etc.)

b. A plan for accommodating these needs within existing space

8.  
EQUIPMENT

a. Indication of special instructional equipment needs (e.g., hardware, software, audio-visual equipment) associated with this proposal

b. A plan for accommodation of these needs within existing resources and/or to acquire 
additional resources (e.g., course fees, grant applications, etc.)

9.   
FACULTY AND STAFF

a. Assessment of the Department or Program’s ability to staff the course:

(1) Instructors

(2) teaching assistants, demonstrators, markers, etc. 

10.   
OTHER IMPLICATIONS

11.  

DEPARTMENTAL OR FACULTY REPRESENTATION





Indicate a Department or Program contact for clarification on the course proposal.

12.  

SUMMARY REPORT (for regularization of a course previously offered on a trial basis)

a. Enrolment numbers, marks distribution, and survey of student opinion/response

b. Long-term staffing plans

c. Long-term plan to meet library, computing, space, and equipment needs

VII
TEMPLATE FOR COURSE OUTLINES SUBMITTED TO USC


    Documentation should be in duplicate as well as an electronic version

A. Course number

B. Course title

C. Term and Year

D. Course coordinator and instructors

E. Extra costs, if any (e.g., additional instructional staff, library or equipment needs, etc.)

F. Compulsory course fees (if applicable)

G. Purpose and objectives (i.e. more detailed description than appears in the University Calendar)

H. Course format (i.e. lecture, tutorials, labs, number of contact hours per week, use of WebCT, etc)

I. Required and/or recommended texts

J. Evaluation (i.e. grading/marking scheme)

K. Explanation of assignments

L. Course policies on late submission of work and attendance in class/labs

M. Schedule of topics and readings (list of readings may be provisional)

