Course Approval Requirements:

1.  Appropriate cover sheet (Form A for new course or Form B for revised course)

2.  Department Chairperson Signature

3.  College Curriculum Chair Signature

4.  Rationale Statement:  Paragraph summarizing why the new course or modification of an existing course is needed.

5.  Statement of Overlap:  Paragraph statement that indicates any potential overlap the course modification or new course may have with an existing course at TU.  If there is a potential for overlap, a letter from the department chair that currently offers the course that may overlap should be provided indicating that there is no conflict to expedite approval.

6.  Title of Course:  Descriptive and succinct

7.  Course Description:  Succinct and indicative of material to be covered 

8.  Indicate whether the course can be repeated:  “May be repeated for a maximum of XX credits”

9.  Syllabus should include the following:


List of Objectives


Prerequisites:  Required for 300 level and above, may be used for 200 level (not required)


Clearly Stated Assignments:  This includes a description and specifications for all class assignments, papers, projects, presentations, etc.


Specific Evaluation Criteria:  Should be included for each assignment indicating the maximum number or points or percentage for each category


Clearly Stated Grading Policy (plus/minus required for undergraduate courses)


Topical Outline:  Provide an understanding of what will be taught week-by-week in class and readings to accompany if appropriate


Bibliography required for 300 level and above 


Statements regarding course policies on:



Class attendance, participation, absence and assessment make up



Penalties for late assignments

Personal honesty, integrity, cheating, and plagiarizing—may refer to the Student handbook



Students with disability policy—may refer to the Student Handbook

See website with sample syllabi:

http://pages.towson.edu/curriculum/SampleSyllabi.html
Report of the Syllabus Subcommittee of the University Curriculum Committee:

http://pages.towson.edu/curriculum/SyllabusSubcommitteeReport.html

