

The New Course Supplemental Information Worksheet

Background
The purpose of the New Course Supplemental Information Worksheet is to provide the curriculum review groups, including the Board of Trustees, with the information they require to make a decision about the course being proposed.  This information is required of any course being sent to the Chancellor's Office.

How to Complete the New Course Supplemental Information Worksheet
Fill in the Subject and Catalog Number for the proposed course.  Fill in the abbreviated descriptive title which will appear on a student's transcript and internal reports at the college.  You may use up to 19 characters, including spaces and punctuation.  Fill in the descriptive title which will appear in the catalog and schedule.  You may use up to 40 characters, including spaces and punctuation.

	Subject and Catalog Number (e.g. HIST 10)
	

	

	Abbreviated Descriptive Title (limit 19 characters)
	

	

	Full Descriptive Title (limit 40 characters)
	



To assist those responsible for the evaluation and approval of new curricula, please provide the following information about your proposed course:
The review groups need to know how the proposed course fits into the programs of the college, how the course will contribute to the mission of the institution, and which core competencies that it aligns.  The mission statement and core competencies are printed in the college catalog and some reference must be made on the worksheet.
1. What part of our mission/core competencies does this new course address?
	


	
Indicate why the course is being proposed.  For example, have there been changes in curriculum structure at the secondary or university levels which call for a new curriculum initiative at LBCC?  Have the assessment of student learning outcomes necessitated the addition of this course proposal?  Have state-wide groups developed a different pattern of course offerings or does a program accreditation group call for a new course?  Alternatively, has the field grown and changed such that a new course of study is required?  Are we seeking out a new market of people who have not come to the college in the past but who have an educational need which we could fill by a new offering within an existing program? What is the job outlook?  What is the workforce projection?  What educational or academic need is being filled by this course?
2. Please state why the new course is being introduced and what documentation of need
has been collected. (Attach data)
	



LBCC is authorized to offer over 100 programs of study which are expressed in the curriculum guides for degrees and certificates.  The responses on the worksheet ought to make some reference to an authorized program at the college or should indicate that "stand alone" authority will be requested, as is the case for all noncredit (zero unit) courses.  A stand alone course refers to a course which does not belong to any state-approved program. Consult the Academic Services Office for advice.  Logically, the college cannot continue to add new curriculum without deleting the old, unattractive offerings.

3. To what program does this course belong? Attach a marked up copy of the curriculum guide showing how the new course fits into the program.
	



Using the State disciplines list, identify the discipline to which the proposed course belongs.  The State disciplines list can be obtained from the Office of Human Resources or from the Academic Senate website.  This document will also provide you with the minimum qualifications required to teach the course.
4. To what discipline does this course belong? (see the Academic Senate minimum qualifications list)
	



It is very important for all sponsors of a new course to clear the proposal with departments which offer  related curriculum.  While a formal sign-off form is not required at this time, evidence of dialogue is imperative if the sponsor is to be successful in gaining final approval.
	5. Is there a similar course being offered in another department?
	YES
	
	NO
	

	If so, what department?
	
	

	Have they any objections to the new course proposed?
	YES
	
	NO
	

	Date of contact:
	
	Person contacted:
	

	Comments:
	



Any course which is proposed for transfer to a four-year institution should be discussed with the receiving institutions and should involve the Office of School & College Articulation. In particular, the proposed course should be offered at the lower division level at the four-year institution rather than always offered at the upper division level if it is to be considered as within the scope of the community college curriculum charter.  The review groups expect a new course sponsor to research the offerings at other institutions and to cite those offerings on the worksheet, using additional pages if several neighboring four-year institutions offer the course.  If the course is to fulfill a major requirement, please list the major in which the course will be used.
	6. If the course is numbered in the transfer band, is it generally part of the lower division offerings at a four-year institution?
	YES
	
	NO
	

	Has this course been discussed with CSU, UC or other four-year schools in our area?

	(see College Articulation Officer)
	YES
	
	NO
	

	Name a similar Lower Division Course at 
	
	University.

	
	
	
	
	
	

	Course Title & Number
	
	Descriptive Title
	Units



If this course has been designed to fulfill a major requirement at a university, please complete the following:
	Proposed lower division requirement for
	
	major.



Vocational courses should be recommended by the program Advisory Committee at their semi-annual meetings.  Correspondence from the chair of the Advisory Committee is welcomed in support of the proposal.

7. If the course is occupational in nature, when was the course discussed and with which advisory committee? (Attach minutes from the meeting showing their endorsement.)
	



8. Has the course been developed with state grant funds for economic development?  __ yes  __ no
If yes, please briefly explain.
	




If there is a state or federal statute which governs the course, it should be cited on the New Course Supplemental Information Worksheet. For example, work experience courses are governed by specific California Code of Regulations (CCR) provisions.

9. If the proposed course comes within the scope of state and/or federal laws other than the Education Code and California Administrative Regulations for the Community Colleges, what are those laws? The proposed course must comply with those regulations and/or laws.
	



10.	Does this new course have a SLO Assessment Plan?  New courses’ Assessment Plans must be uploaded into Trac Dat by the course activation date.  See http://outcomes.lbcc.edu/Assessment.cfm  for assistance.
		Please verify the plan’s progress here:  

Check the places below to indicate the roles you believe the new course might fill in our curriculum. This section is an opportunity to facilitate communication between various articulated areas.  Though identified here, it is strongly recommended that the department also initiate this contact.  For CSU Transferable, CSU GE Breadth, UC Transferable, and IGETC contact the Articulations Officer and for AA/AS Degree and Certificate (either existing or proposed) contact the Associate Degree/General Education Subcommittee Chair of the Curriculum Committee.
	Request Approval For:(check each )

	CSU Transferable
UC Transferable

	AA/AS Degree (Plan A)
CSU GE Breadth (Plan B)
IGETC (Plan C)
	Certificate/Achievement (18+ U)
Certificate/Accomplishment (<18 U)



The revised Supplemental Information Worksheet provides an affirmation to reinforce the course standards contained in the CCR.  Those standards are discussed in the Reference Booklet.

Before the proposal is submitted, make sure that you do the following: 
a.	Thoroughly proofread the materials.
b.	Verify each of the forms is completed in accordance with the guidelines in this Reference Booklet. 
c.	Verify that all requested items are included with the worksheet.
e.	Retain a file copy of the curriculum documents for the proposed course.

I have determined that the proposed course documents conform to the basic standards for course outlines of record as enumerated in the CCR, especially with regard to writing assignments, critical thinking tasks, means of evaluation, outside of class preparation and prerequisites, corequisites or statements of recommended preparation if applicable.  

Further, if the proposed course is applicable to the Associate Degree, it falls within one of the curriculum categories outlined in the CCR.  

The document package is complete and accurate and conforms to the standards of good practice as developed for curriculum at Long Beach City College. 

______________________________ 		_________________
Department Head					Date  
(on behalf of the departmental faculty)
                      
____________________________ 			_________________
School Dean						Date

I certify that the College Library currently holds the resource materials to support this new course proposal and/or an acquisition plan has been developed to acquire those resources.

______ Library Dept Head (Initials)		_________________
Date
See Faculty Curriculum Reference Book for directions.
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