Brandeis University

New Course Approval Form

Subject and Catalog #:       
Title:  
Please contact Andrew Marx to assign a catalog number at the beginning of the approval process

Course Description (as it will appear in the online catalog):
Limited to 40 words


Course Information:  Please attach a narrative addressing the factors that prompted you to design the course, the curricular need it is designed to fill, its position within the curriculum, the primary and the secondary audiences it is expected to serve, and the pedagogical methods you intend to employ.  A syllabus/reading list must also be attached.

Approval Process:   This form and accompanying documents must be submitted to the appropriate committees and approved by the Dean before being added to the University Bulletin and the Schedule of Classes. Approved courses (along with all documentation) are forwarded to the Office of the University Registrar by the Dean’s Office.

· Step 1: Approval at the department/program level. The department or program chair must sign.

· Step 2: Approval at the School Council level is required for all undergraduate courses (courses numbered 199 and lower). The Chair of the School Council must sign. A course may be approved by more than one School Council. The respective Dean of the graduate schools must sign for IBS, Heller, and GSAS courses (numbered 200 and above).
· Step 3: The Dean of Arts and Sciences must sign for all undergraduate and GSAS courses. 
The Registrar’s Office will notify departments/programs if additional information is required to process the course approval. The Registrar’s Office reserves to the right to edit the course description for clarification, length and consistency with standard verbiage.  
Required Signatures:
1: Department or Program Chair:  
 
__________________________________________
2: School Council Chair(s) 




or Grad School Dean:



__________________________________________
School Council (check all that apply): 



 FORMCHECKBOX 
 Creative Arts 
 FORMCHECKBOX 
 Humanities 

__________________________________________
 FORMCHECKBOX 
 Science

 FORMCHECKBOX 
 Social Science

3: Signature of the Dean:   


__________________________________________
General deadlines for new course approvals in order to be included in the University Bulletin and the Schedule of Classes for the appropriate semester:

To be included in:





Obtain approval on or before:
April early registration schedule for the next fall term 

February 1

The next academic year edition of the online Bulletin
May 1

Summer registration (includes New Student Registration Guide)
May 1

Final fall term schedule for registration

June 1

November early registration for the next spring term
October 1

Final spring term schedule for registration 

December 1

ADDITIONAL INFORMATION FOR THE COURSE CATALOG AND SCHEDULE OF CLASSES
The standard semester course is four (4) credits. If the course you are submitting is not 4 credits, please include a justification in the course materials.

Type of Course:


 FORMCHECKBOX 
 large lecture        FORMCHECKBOX 
 small lecture        FORMCHECKBOX 
 seminar         FORMCHECKBOX 
 studio         FORMCHECKBOX 
 lab 

Course Restrictions and Other Stipulations:

 FORMCHECKBOX 
 Prerequisites:      



 FORMCHECKBOX 
 Corequisites:      
 FORMCHECKBOX 
 Laboratory/Studio/Materials fee: $      
 FORMCHECKBOX 
 Limited access (you may choose one or both methods):


      FORMCHECKBOX 
 Enrollment limited to      

 FORMCHECKBOX 
 Signature of instructor required

Proposed Frequency: (do not leave blank; if uncertain, indicate most likely possibility):

 FORMCHECKBOX 
 Every semester
 FORMCHECKBOX 
 Every year
 FORMCHECKBOX 
 Every second year 
 FORMCHECKBOX 
 Every third year starting      


 FORMCHECKBOX 
 Every fourth year starting         
 FORMCHECKBOX 
 Special one-time offering; not to be offered again

Previous History:

Has this course been offered before?   FORMCHECKBOX 
 Yes            FORMCHECKBOX 
 No

Has a course similar to this course been offered before?   FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No

If the answer to either question is yes, indicate the course identification number and title of the previously offered course and the most recent academic year in which it was offered.  (Please attach a copy of the course description as it appeared in the University Bulletin.) 
Course Schedule Data: (subject to the approval of the University Registrar):
Proposed to be first offered:  FORMCHECKBOX 
 Spring 20             FORMCHECKBOX 
 Fall 20             FORMCHECKBOX 
 Summer 20     
Instructor (check one):    FORMCHECKBOX 
 Ms.  FORMCHECKBOX 
 Mr.     

Department/Program      
Requested Block:         

Requested Hours:      
Room Resources Request:     
Degree Audit: Specify which requirements this class fulfills toward the major/minor or graduate degree for coding on the Degree Audit.      
University Requirements: The instructor is responsible for submitting all courses to be approved by the committees governing the particular requirements which the course fulfills. The committees notify the Registrar’s Office directly when a course has been approved. Check all University Requirements for which you intend to seek approval:  
 FORMCHECKBOX 
 Foreign Language

 FORMCHECKBOX 
 Non-Western and Comparative Studies
 FORMCHECKBOX 
 Oral Communication

 FORMCHECKBOX 
 Physical Education

 FORMCHECKBOX 
 Quantitative Reasoning


 FORMCHECKBOX 
 Writing Intensive

Cross-Listing/Elective Approval: 
Subject area(s) to cross-list or add as an elective for this course:      
Signature of Chair of subject area(s) noted above: ______________________________
Signature of instructor of this course: ______________________________
The Registrar’s Office will notify departments/programs if additional information is required to add the course to the Course Catalog, the Schedule of Classes, or the Degree Audit.

Note: One-time special offerings will be added into the Course Catalog and the Schedule of Classes but will not be added into the Degree Audit. Please contact Andrew Marx if you have questions. 
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