Guide to Submitting New or Revised Graduate Courses

Any submission of a new course or revised course needs to include the following

1) A copy of the syllabus. There is a template on the following pages to guide you. Be sure all of the sections are included. 

2) A cover letter describing the reason for the new course or describing the changes made to the course and why these changes were made.
Cover Letter:


A cover letter should include the following information:



1) If the course is a new course please describe why the course was added to your curriculum. If the course already exists but you are making changes, please describe the changes you made and why you made these changes. (In the past, people have included a copy of the old syllabus with the changed areas highlighted.)

2) If you have to add any phrases or other information due to accreditation requirements please mention this as well. 
The Graduate Council is made up of people from many disciplines. It will not be obvious to most of the people why the course will be added or changed. People in other departments are not always aware of accreditation requirements of a particular discipline. If you do not include the information asked above, you risk the syllabus being returned to you requesting this information. 
Syllabus
On the following pages is a template for the syllabus. Please keep in mind this is an official syllabus. Ideally, it should be written as if several people will teach the course. (Individual instructors can modify the syllabus to meet their specific needs later)
There are a few notes printed in red on the syllabus. Please remove these before submitting the syllabus. 

Southeast Missouri State University 
Department of                                                                                  Course No.  

Title of Course:                                                                                Revision  

                                                                                                         New  
  

I.    Catalog Description and Credit Hours of Course:  
  
II.    Prerequisite (s):  

III.  Purposes or Objective of the Course:  

       A.  
       B.  
  
IV. Expectations of Students:  

       A.  

       B.  

V.  Course Content or Outline (Note: Indicate number of class hours per unit or section):  

    

       A.  Topic    # hrs.

       B.  
  
              1.  
              2.  

       C.  





Total Hours


(Note: Don’t forget to include in-class exams)

VI.  Textbook(s) and/or Other Required Materials or Equipment:  

       A.  

       B.  

VII.  Basis for Student Evaluation:  

       A.  

       B.  
  
       C.  

VIII  Grading Scale


##% - ##%  = A


##% - ##%  = B


##% - ##%  = C


##% - ##%  = F


(Note: There are no “D” s in graduate school)


(The following statement is recommended but not required)

The weight of the evaluation criteria may vary according to each instructor and will be communicated at the beginning of the course. 
IX.
Academic Policy Statement:

Students will be expected to abide by the University Policy for Academic Honesty regarding plagiarism and academic honesty.  Refer to:

http://www6.semo.edu/judaffairs/code.html
X.
Student with Disabilities Statement:

If a student has a special need addressed by the Americans with Disabilities Act (ADA) and requires materials in an alternative format, please notify the instructor at the beginning of the course.  Reasonable efforts will be made to accommodate special needs.

(Note: Leave sections IX and X as is)

