NEW COURSE INFORMATION FORM
INSTRUCTIONS TO COMPLETING THIS FORM

WHEN SHOULD THIS FORM BE COMPLETED?

1. When you are developing a new permanent course.

HOW SHOULD THIS FORM BE COMPLETED?

Under what existing program will this course fall?
· List the program (not necessarily the department) in which this course will be taught.  For example, Registered Nursing, Economics, ESL, Spanish etc.

Is this course an expansion of an existing program?

· Indicate “yes” or “no”.

· Indicate also whether it is a required course for a degree or a certificate program.

Could this course be part of a new program in the future?

· Indicate “yes” or “no”.

· For example, Engineering courses were developed in anticipation of an Engineering Program at LMC.

Please state the rationale for proposing the course.  Include need and method of determining need.  If program is new, attach LMC Preliminary Proposal – New Instructional Program form (precedes state program approval application).
The need may be determined by:

· An advisory board
· The department/program faculty based on programmatic needs

· Research

· Industry trends

· Transfer requirements

Within the two year course offering cycle, what are the expected enrollments for the course?

· Indicate how often the course will be offered and how many students you expect will enroll in each section of this course. 

What student groups are most likely to enroll?

· Indicate whether the students will be occupational, transfer or developmental students.

· Indicate which “major” students would take this course.

What is the current productivity (FTES/FTE) for courses in the program review “family” of the proposed course?
· This information is available from the Office of Institutional Research. 

· The Department Chairs receive this information with schedule building documentation.

How might this course impact other curricular areas?
· The content of some courses may overlap other departments. Indicate with which department there may be an overlap.
Which faculty in that area have been consulted?
· List of the names of the faculty who have been consulted.
If issues or conflicts were discovered, how were they resolved?
· Describe how the issue, conflict or overlap has been resolved.

What are the budget implications of this course?

· Check the appropriate boxes to the questions below and provide a detailed explanation if you have answered “yes” to any question.
Has an advisory committee been established and consulted?
· This is more relevant to occupational programs than others.
Is there any additional information pertinent to the Curriculum Committee’s evaluation of this course proposal?
· Indicate other support that you may have received for the development of this course, for example GE Committee, Online Committee, Occupational Education Committee, Ethnic Studies etc.

· Use this section to list any other support for the approval of this course.
TO WHOM SHOULD THIS FORM BE SUBMITTED?
· Submit the completed New Course Information form along with the course outline of record (COOR) to your Dean. 

· Submit an ELECTRONIC COPY of this form along with the course outline (COOR) to the Office of Instruction.  

SUBMISSION DEADLINES:

· The annual catalog deadline is November 1 of each year for the following academic year. 
SAMPLE COMPLETED FORMS:

Engineering 46

