COURSE CHANGE FORM 2011-12
DATE:  

_______________

COURSE TITLE:  ​​​​​​​​​​​​​​​​_____________________    Course Number:  ​​​_____________
SUBMITTED BY:  ​​​​​​​​​​​​​​​​​_____________________   Department:   _____​__________
REVISION DATE:              ______________      (if applicable)
Please check all that apply:

(
New course




(
Change in prerequisites/fulfills
(
Course title change



(
Cross List with another department

(
Course description change


(
Delete course from books

(
Change in level



(
Other _______________________
Recommended Course Code:  
(  Level 100
(  Level 200
(  Level 300
(  Level 400

Description:

Fulfills:  
Prerequisites:

Rationale for change:

Attach a brief syllabus, if appropriate.

Effective Date (semester that this addition/change will occur):





Publication Date (when change should appear on web and in publications):


 


APPROVALS
Department Chair:




                          Date:  __________
Must be signed and dated and placed in Curriculum Committee Mail box in Mail Room.


Original must be forwarded by e-mail to curriculum@montserrat.edu
Received - Curriculum Committee Chair:  



    Date:   _________
Draft copy placed in Curriculum Binder:   ____________________     Date:  _________

Approved - Curriculum Committee Chair:  ____________________    Date:  __________
Faculty Minutes Approval:  





     Date:  


Department Chair:  _______________________________________    Date:  _________
Dean’s Office:   ​​​​​​​​​​​​​​​​​​​​​​_________________________________________     Date:  _________
FINAL COPY PLACED IN CURRICULUM BINDER                    Date:  _________

Registrar:   





                              Date:


Web Master: _______________




      Date:


Instructions for Course Change Procedure:

1. Submit this form electronically with the proposed description/changes to appropriate Department Chair for approval. Each proposal requires its own curriculum change form.

2. Department chairs will submit course change form/s electronically and in hard copy form to Curriculum Committee, which take them into consideration at subsequent curriculum committee meetings.  Hard Copy MUST be signed
3. Approved course changes are brought to the Faculty by the Curriculum Committee for approval at faculty meeting. No course change will be approved until the language is finalized by relevant Department Chair, Dean and Curriculum Committee.

4. The Department Chair is responsible for accurately recording changes, motions, and approvals during the course of the Faculty Meeting.

5. The Department Chair then sends the FINAL APPROVED VERSION of the course change form to the Dean’s Office, both electronically and in hard copy. The Curriculum Committee is empowered to make minor grammatical or editorial adjustments to the approved course descriptions so long as such revisions do not change the meaning of the text as interpreted by the Dean and the Chair of the proposing department.

6. The Dean’s Office will make copies, put final draft in curriculum binder, then submit final approved revision to Registrar for incorporation into course description database for web catalogues and use for registration.

7. The Registrar submits the final approved version to the Web Master for inclusion in the course description database, website, catalogues, and other media.

8. The Web Master returns the signed copy of the final approved version of the course change form to the Dean’s Office for archiving in the Curriculum Committee file.
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