ADMINISTRATIVE DIVISION PoLicy NUMBER
AcademicAffairs ACAF 2.03
PoLicy TITLE

CreationandRevisionof AcademicCourses

ScopPE OF PoLicy DATE OF REVISION

University System June 13, 2023

RESPONSIBLE OFFICER ADMINISTRATIVE OFFICE
ExecutiveVice Presidenfor Academic Office of the Provost

Affairs and Provost

PURPOSE

The University of South Carolina is committed to the creation, review, and revision of
academicoursesasafundamentapartof theongoingdevelopmenof essentiahndup-

to- date curriculum.

DEFINITIONS AND ACRONYMS

Academic Program Liaisons (APL) An Academic Program Liaison (APL) is designated for
each college/school at the university, for each comprehensive university, andrégitmal
Palmetto College campuses and may be a faculty member, administrator, or professional staff
memberThe APLs serveasthemaininformationresourceon academigrogramactionsandas

the liaison to the Office of the Provost for their respective units. The list of current Academic
Program Liaisons can be found at
https://sc.edu/about/offices_and_divisions/provost/planning/academicprograms/program
actions/academiprogramliasons.php

CourseDelivery: Academicprogramsandcoursesareidentifiedbaseduponthedelivery
method(s) used to satisfy the total number of required credit hours.

91 Traditional Instruction: Course®fferedin atraditionalclassroonsettingin which
the instructor is facéo-face in the same room at the same time as the students.

1 Distributed Learning Instruction : Courses offered through distributed learning use
techrology to facilitate learning, whether -oor off-campus, in realime or at student
discretion. Distributed learning courses include online courses which use the internet,
streaming video or web conferencing and blended or hybrid courses which use a
combimation of faceto-face and online instruction modes with over 50% of the
instructiondeliveredonline.Coursesassociateavith internshipsandotherexperiential
learning can be considered traditional instruction if the program is identified as
traditionalinstruction or distributed learning if the program is identified as distributed
learning (se@CAF 2.00 Creation and Revision of AcaderRi@gram$

CourselLevel: Coursesareadividedinto levelsasdefinedbelow.

1 Lower Division Undergraduate Courses(100/200level coursescoursenumberl00
299): Typically, lower division or introductory courses are taken during the during the
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freshmarandsophomoreear.

1 Upper Division Undergraduate Courses(300/400 level courses, counsember 300
499): Typically, upperdivision undergraduateoursesaremoreadvance@ndaretaken
during the sophomore, junior and senyears.

1 Mixed/Advanced Undergraduate/Entry Level Graduate Course$500/600 level
coursesgoursenumber500-699): Thesecoursesnaybetakenby advanced
undergraduatesr graduatestudentsunless prohibitethy specificcampusegulations.
Graduatestudens are expected to perform at a higher level with additional graduate
level requirements.

1 Graduate Courses(700 level and above): These courses are normally restricted to
graduatestudents.Undergraduatstudentsnayonly enrollin thesecourseshroughthe
special permission processes managed by the Graduate School.

1 ProfessionalDegreeCourses Thesearecourses requireds partof the
professionategreecurriculumtaughtin the professionaschools Only studentsvho have
been admitteihto the professional school may enroll in these courses.

CourseNumber: A coursenumbeiis athreedigit numericcodethatsignifiescourselevel.
Course numbers may not be reused for a period of seven (7) years.

CourseScheduleType: Schedulaypesareintendedo reflectthenatureof activitiesrequired

of studentstherelationshipbetweerstudentsandtheirinstructors andthe settings requiretb
deliver the content of an instructional offering. Course schedule types include the following
Lecture, Seminar, Lab, Lab/Clinical, Lecture/Lab, Lecture/Lab/Clinical, Studio, Studio PE
Course, Practicum, Private Instruction, Internship / Cooperative, Field Study, Independent
Study, Practice Teaching, Thesis, Dissertation.

Course Subject Course Subject is a foletter designator maintained by an authorized

academic unit. Academic units are required to approve course subjects and changes to course
subjectghroughthe coursecreationandrevisionprocessn theelectroniccurriculumprocesing
system.

Credit: Theuniversityadhereso the IPEDSdefinition of acredithouras® anit of measure
representing the equivalent of an hour (50 minutes) of instruction per week over the entire
term.” Therefor e, regaresta msimumgof 760 ninatesrofscentinaouse d i t
and ongoing instructional time. A minimum of one calendar week of instruction with a
cumulative total of at least 700 minutes is requirecetmh credit offered. This time excludes
breaksandfinal examsWhena courses createdit is identifiedas eitherfixed creditcourse

or a variable credit course:

9 Fixed Credit: Coursan whichit mayonly betakenfor theallottednumberof credit
hours posted (e.g., 3 credit hours).

1 Variable Credit: Coursevhichmaybetakenfor arangeof credithoursasindicated
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(e.q., 16 credit hours).

1 Zero Credit Courses With appropriate justification, a course may be listed as a zero
creditcourseZerocreditcoursesretypically usedfor selectprofessionatievelopment,
internship, and performance courses. Once a student has taken a variable credit course
for zero credit, s/he cannot subsequently enroll in the course for more than zero credit.

CrossListed Course A crosslistedcourses acoursethatis offeredundermorethanonecourse
subjectandis not appropriatdor courseswith the samecoursesubject.Onceacrosslistedcourse

is approved, the courses are viewed as equivalent and identical and should ideally be able to be
taken interchangeably within degree programs which require the course.

Delivery Location: Academicprogramsandcoursesarealsoidentifiedbaseduponthedelivery
location(s) or site used to offer the total number of required dredit.

1 On-campusCoursefferedonthegeographisiteof thehomecampus.

1 Off-campus: Courses offered at locations geographically apart from the home
campuslnternshipsandotherexperientialearningcoursesarenot considereaff-
campus courses.

1 BlendedLocationof Instruction:Coursesnaybeconsidered b | elnd e aif i on”

more than one delivery location is used.

Instructor of Record: Theinstructorof recordis thefaculty/instructor/adjundistedin Banner
as the instructor for the course. (See &€@\F 1.19 Instructor of RecorandACAF 1.20
Credential Verification for Instructors of Recoyd

Learning Outcomes Learningoutcomesarestatementshatdescribesignificantandessential
learning that learners have achieved and can reliably demonstrate at the end of a course or
program. Learning outcomes identify what the learner will know and be able to do by the end
of a course or program. Learning outcomes rbagphrased with action verbs that identify
guantifiable or measurable actions. Learning outcomes for the Carolina Core courses must
include the approved learning outcomes indicated on the Carolina Core website.

Meetswith Course Courseghatarenotlinkedthroughaformal crosslisting areoccasionally
scheduled to meet concurrently.

Course Syllabi The syllabus is the single most important instrument of structure in a
courselt outlineswhatis to belearned how learningwill occur,andhow learningwill be
evaluated. The syllabus establishes the standards, and sets the tone, for a course. All
undergraduate and graduate courses must have a ayliedaus.

PoLicy
Academic courses form the foundation of the University of South Carajirzasate,
professionahndundergraduateurricula.Coursesaretaughtthroughoutheuniversityata
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rangeof levelsandcanbeeithercreditbearingor noncreditbearing.This policy appliesto
creditbearingcoursenly. Noncreditbearingcoursesaregovernedoy policy ACAF 1.71
Noncredit Certificate Programs

Course actions on all campuses including the creation, revision and elimination of graduate
andundergraduateoursesnustbeapprovedat appropriatdevelsof curriculumresponsibility
within the university as outlined in this policy prior to advertisement or insertion into the
respectiveAcademic Bulletin.

A. DistributedLearninglnstruction

1. Courses for which fifty percent or more of the learning activities are online or
facilitatedthroughtechnologyrequireDistributedLearning(DL) approval.

2. Coursedorwhichlessthanfifty percenbf thelearningactivitiesareonlineor facilitated
through technology do not requibd. approval.

B. Crosslisted Courses
Crosslistedcoursesnusthavethe exactsamecriteriaaslisted below:

1. CourseNumber(if possibleat minimumthe coursenumberdor the crosslistedcourses
must have be at the same level, i.e., lower division, upper division, mixed, graduate)

2. Title

3. CourseDescription

4. PrerequisitesandCo-requisites

5. CatalogRestrictionge.g.,by studentevelor program)

6. CarolinaCoreor GLD designationgif applicable)

7. GradeMode(i.e., letter gradeor pass/fail)

8. Schedulelype(e.g.,lecture,lab, seminar)

a. Crosslistedcoursesnayhavedifferentcoursedeliveryandlocation.

C. Meetswith Courses

1. Courseshouldnotbescheduledo meetwith thoseatalower/higherdevel (e.g.400/700
courses).
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a. Courses scheduled to meet concurrently should be at the same course level or adjacent
coursdevels(e.g.,lower andupperdivision undergraduataypperdivision
undergraduate and mixed, mixed and graduate).

b. If thehighercoursdevelincludesgraduatecredit,the coursesyllabi mustsatisfy
the assignment and grading requirements of mixed level courses.

2. Mixed Level (AdvancedUndergraduate/Entry)evel Graduat€ourse:
Course syllabi must specify how the requirements for the course are quantitatively and
qualitatively different for undergraduate and graduate credit. Requirements for graduate
credit must reflect additional dépand rigor relative to requirements for undergraduate
credit.Failureto completethedifferentialrequirements$or graduatecreditshouldresultin
at least one letter grade deficit for the course.

3. CourseSyllabus

All undergraduatandgraduatecoursesnusthavea coursesyllabusthatincludes
thefollowing:

a. Coursditle (includingcoursesubjectdesignatoandnumber)

b. Instructornameandrelevantcontactnformation

c. FinalExamDay andtime, asappropriatgfrom Office of theR e g i swelysigey * s
d. Classmeetingdays,times,andlocation,or equivalent

e. Undergraduater GraduateBulletin coursedescription

f. Coursdearningoutcomes

g. Requiredext(s)and/orsuggestedeadingsasappropriate

h. Courserequirementandgrading

I.  Assignmentsprojectsguizzesand/orexamswith brief description®of
expectations with points/weights assigned to each activity.

ii. Courses at the Mixed/Advanced Undergraduate/Entry Level Graduate
Courses (500/60Qdevel) must include separate aging schemes for
undergraduate and graduateditandoneor moreassignmentfor graduate
creditthatareclearly differentiated from undergraduate assignments

ii.  Gradingschemeandweightsincludingwhata studentmustdoto receivea grade



of A throughF for alettergradebasedcoursepr an Sor U, oraT or U, asappropriate for
a nonletter grade course.

i. Topical outline of content to be covered, including a time allocation framework
(e.g., weekl, week2, etc.to include14 weeksfor astandardicademic yeagourse
session). The time allocation framework will be adjusted for other term lengths
accordingly, consistentith coursecredithours aglefinedabove

j. For Distributed Learnin@ourses, the syllabus is expected to articulate a schedule
for course topics and activities that demonstrates students will be expected to expend
total timeandeffort consistentvith coursecredithoursasdefinedabove.The
Committeeon Instructional Deglopment shall maintain and administer guidelines
for such courses.

k. Statementegardingacademidntegrity,honorablebehaviorand/orthe Carolinian
Creed (or excerpt thereof). Additional information may be found at the Office of
Academic Integrity websit (www.sa.sc.edu/academicintegrjtyample syllabi
statementsnay be found on the Center for Teaching Excellence website:
https://www.sc.edu/about/offices_and_divisions/cte/teaching_resources/syllabus _templa
tes/syllabus_statement_examples/index.php

I. Courseattendancgolicy consistentvith the expectationstatedn therespective
Academidulletin.

m. Statement regarding disability services. Additional information may be found at the
Student Disability Resource Center websiteiw.sa.sc.edu/sdsand in policy
STAF 6.02 Support Services adcommodations for Students with Diagnosed
Disabilities Samplesyllabi statementsnaybefoundontheCenterfor TeachingExcellence
website:
https://www.sc.edu/about/offices_and_divisions/cte/teaching_resources/syllabus_templa
tes/syllabus_statement_examples/index.php

n. Statement regarding mehealth resources for students. Additional information can be found
on the Student Health Services website
https://sc.edu/about/offices_and_divisionsltieaervices/mentatealth/gethelp.php Sample
syllabi statements may be found on the Center for Teaching Excellence website
https://sc.edu/about/offices_and_divisions/cte/teaching_resources/syllabus_templates/syllabus_sta
tement_examples/index.php

PROCEDURES
A. Faculty Oversight
Thefaculty of the university has legislative authority over matters pertaining to the
curriculum at the institution where they serve. Faculty governance bodies at each

institution shall review all requests to create, revise, or eliminate graduate and
undergrauatecourseso ensurehatall offeringsmeettheacademiexpectation®f the
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university. Course actions should also be reviewed to ensure that courses are not
unnecessarily duplicated within each campus and are appropriate to the department
requestinghe course.

B. InstitutionandUnit Oversight

Thedeansof thecollegesandschoolsatthe Columbiacampusthe campusdeansatthe

regional Palmetto College campuses, and the chief academic affairs officers at the
comprehensiveniversitiesareresponsibldor implementinghis policy andmaintaining
unit- and institutionlevel compliance with CHE and SACSCOC regulations.

Within units, the unit headis responsibldor ensuringthatprogramsneettheacademic
expectation®f the universityandare assessednnually,includingmonitoringprogram
offerings using specific delivery methods andémations.

C. Faculty Governance
1. Initiation of CourseActionsandUnit Approval

a Courseactionswill beginin adepartmenbr unit of acampusgcollegeor school.
The proponent of a course action should consult the unit Academic Program Liaison
(APL) early in this process.

b. If acourseactionhasthe potentialto impactthe curriculumoffering of otherunitsor
campuses, then the proponent is responsible for procatitter of
acknowledgementndi cating the unit or campus’'s suppoc
from such units or campusasits and campusesust supply this letter when
requestd

c. Proposalgor courseactionsshallbeapprovedandsodocumentedby the
appropriate unitevel curriculum committees.

d. Theproponenbf the courseactionshallsubmitthe proposain theelectronic
curriculum approval system after the abapprovals have beabtained.

Coursesnaybecrosslistedonly with other coursesat the samelevel (seepolicy section B).
Courseactions involving crosfisted courses shall lsbmittedperinstructions provided at
https://sc.edu/about/offices_and_divisions/provost/planning/academicprograms/

2. Proceduresor the ColumbiaCampus

a Thecourseactionproposakhallbe submittedn theelectronic curriculum approval
systemlInstructions for proposal development for new courses and course revisions
can be founct
https://sc.edu/about/offices_and_divisions/provost/planning/academicprograms/cours
es/
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If courseactionsimpactthe curriculumofferingsattheregionalPalmettoCollege
campuseghePalmetto College Officwiill review the proposed action

Submittedproposaldor courseactionsshallbeapproveddy theunit head(chair,
director, dean, or other defined unit head).

Proposaldor courseactionsshallthenbe approvedy thecollege/school
representative

If course actions impact tleairriculum of R12 educator preparation programs,
the Dean of the College of Education must approve the action.

. TheOffice of the Provostcompletesa preliminaryreviewof all courseproposalgo
evaluate any administrative or budgetary implications efptoposal.

. Course actions for Carolina Core courses must be approved by the Carolina Core
Approval Committee.

Course actions for undergraduate courses (courses numbered 499 and below) shall
be submitted to the Cuculum and Courses Committee of the Faculty Senate for
reviewandapproval.Uponapprovalby the Committeeon CurriculumandCourses,

this committee shall submit the proposal to the Faculty Senate for campus faculty
approval.

. Course actions for advanced undergraduate/graduate courses (courses numbered
500-699) shall be submitted to the Committee on Curriculum and Courses of the
Faculty Senate for review and approval. A representative of the Graduate Council
will participaten thereviewandshallreportthe outcometo theGraduateCouncil.

Upon approval, this committee shall submit the proposal to the Faculty Senate for
campudaculty approval.

. Course actions for graduate courses (courses numbered 700 and above) shall be
submitted to the appropriate curriculum committee of the Graduate Council for
reviewandapproval Uponapproval thiscommitteeshallsubmitthe proposato

theGraduateCouncilfor campudaculty approval.

Courseactionsfor course®fferedexclusivelyaspartof professionatlegredi.e.,
J.D., M.D., or Pharm.D.) shall be approved by the faculty of the professional
college/school.

Oncetheappropriatdaculty governancetructurehasgivenits approval thecampus
faculty governance body shall submit the approved course addition, deletion or
revision to the University Office of the Registrar for bulletin entry. Units are



responsible for verifying the accuracy the approved action. The Office of the
Registra is responsibléor updating published Carolina Core requirements.

3. Procedurefor Comprehensivéniversities

Eachcomprehensiveniversityshalldevelopindividual campusbasedprocedureso
implement this policy, consistent with the following guidelines.

a Courseactionsshallbeinitiatedin accordancevith proceduresectionC.1.

b. Courseactionsfor undergraduatandgraduateoursesnustthenbereviewedand
approved by the appropriate faculty governance body

¢ If courseactionsimpactthe curriculumofferingsattheregionalPalmettoCollege
campuses, the comprehensive university Office of the Registrar must notify the
Palmetto College Office.

d. Once theappropriate faculty governance structure has given their approval, the
campus shall submit the approved course action to the University Office of the
Registrarfor bulletin entry.Units areresponsibldor verifying theaccuracyof the
approvedaction.

4. Procedure$or RegionalPalmettaCollegeCampuses

a NeworrevisedPalmettoCollegeCampugPCAM) coursesnustfirst beapprovedy
the appropriate campus faculty.

b. Courseactionsmustthenbereviewedandapprovedy theregionalPalmetto
College Campuses Faculty Senate (PCCFS).

c. If course actions impact the curriculum offerings at Columbia campus or
comprehensivaniversitiestheOffice of theProvostandOffice of SystemAffairs
will be notified.

d. OncethePCCFShasgivenits approval the PCCFSdesigneeshallsubmitthe
approved course action the electronic curriculum approval systamed by
Columbiafor bulletinentry.Units areresponsibldor verifying the accuracyof the
approvedaction.

5. UniversityBulletin
ACAF 3.50 Academic Bulletins and Planning Calendizscribes the budtin publication

scheduleOncefully approvedanewcoursecanbeaddedo thebulletin. The effective
date for a course change is the publication of the next bulletin.

D. CourseSchedulingGuidelines



As outlined below, additional levels approval, monitoring and/or assessment are required
for certaintypesof coursesstheyarescheduledAll coursesrescheduledvithin academic
terms- Fall, Spring,andSummer which makeup anAcademicYear. Termsaredefinedby
standardeginning and end dates found in the calendar section on the Office of the

R e g i swebpagePastsof termaresubset®f terms.Eachpart oftermhas itsown begin

and end dates which are embedded within the full term. At Columbia campus, Fall isugd Spr
Terms have three standard parts of term: 30 (Full Part of Term), 3A (First 8 Week Part of
Term), 3B (Second 8 Week PartTadrm).

. ContractCourses

Contract courses are courses offered to a group or cohort of students where a thirgppgirtg is
thetuition. Thisincludesall coursesvheregrantsarepayingstudentuition andfees. Agreements
for contract courses may be between the university and an outside agency or a university
academic unit and a university funded project.

6. Typesof CortractCourses
a RegularRateCourses

Regularatecoursesarecourse®fferedatthenormalBoard approveccontract tuition
rate to a cohort of students.

b. ReducedRrateCourses

Reducedatecoursesarecourse®offeredatatuition ratelessthantheregularBoard

approved rate including the Board approved certified teacher rate. No more than 6

hoursof reducedatecoursegexceptfor thosecoursesdentifiedasdualenroliment

in the contract flag field) ctadyg. apply to a

c. Dual EnrollmentCourses

Dual enrollmentcoursesareUniversity of SouthCarolinacourseghatareofferedto
eligible high school students via a contractaatangement between the university and
their school or school districts. Studeatsolled in these coursearnsimultaneous
credittowardsgraduatiorfrom high schoolandacademicredit toward either an
associate or baccalaureate degree program.

Seepolicy ACAF 2.04Dual EnrolimentCourses

7. Office of EducationaDutreacHOEOQO)

The Office of Educational Outreach (OEO) in the College of Education is responsible for
al regular and reduced rate contract courses in all disciplines o§eslkchools on the
Columbia and regional Palmetto College campu€emtract courses offered by these
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campuses must be reviewed and approved by OEO to ensure that they meet all university
and state requirements.

The Office of the Provost will evaluate athntract course and program agreements against
the purpose of the institution every five years or wkahject to renewal. The evaluation

will consider the following factors: consistency with university mission, agreement
activity, appropriateness of adnstration, adequacy afisk and safety management,
academic soundness, and viability in terms of facilities and resources.

Detailedinstructiongregardinghe developmenbf anewcontractcourseor the scheduling
of a course in support of an existing degree program contract can be found at
https://sc.edu/study/colleges_schools/education/patipsr outreach/edoutreach/index.p

hp.

F. SpecialTopicsCourses

Special Topiczourse numbers are established by the procedures in Section C, above.
SpecialTopicscoursesarecourseshathavevariablecontentandtitle andmaybetaken
multiple times.

The offering unit must notify the Office of the Registrar each timedlese is offered
(including the first time). The coursigle and description information muse filed with the
Office of theRegistrarfor catalogingprior to coursedataentryfor the MasterSchedulesach
semester.

Thecoursditle thatappear®nthes t u d wanscriptsachtime thecourseis takenwill vary
according to the approved course content for that semester.

G. IndependenstudyCourses

Independent Study courses are initially established by the procedures in procedure section ¢
above. Independent study courses altmdents to pursuen areaof academicinterest not
adequatelgoveredoy theregularcoursestructure Campus/college/schopbliciesgenerally
govern independent study practices, such as the limits placed on thetarhmdependent

study credit that may count towardlegree. Both undergraduate and graduate students must
complete independent study contracts to register for the courses. Contracts will include
learning outcomes and a clear explanation of how theegrétbe determined.

H. InternshipsandExperientialLearningCourses

Internships and experiential learning courses are initially established by the procedures in
procedure section c, above. Internships and experiential learning courses are courses in
which studentsneetprogramspecificlearningoutcomesn anappliedenvironmentThey are
offered for a range of credits and include a formal mechanism for evaluating the assessment
of student learning.
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ProfessionaDevelopmenCourses

Professional development courses are initially established by the procedures in procedure section
C, above.Professionatlevelopmentoursesareprimarily coursesntendedio address specific
professionaldevelopment need, and thaite notregular progren offerings.

Typically offered in the College of Education, they will under limited conditions count as
graduate credit toward the fulfilment of graduate degrees.

Additional Procedure$or ColumbiaCampusandregionalPalmettoCollegeCampuses
Theinstructor of record is the individual designated by the academic unit as responsible for

thecourse Theinstructorof recordis the primaryinstructoron theclasssectionrecord.(See
ACAF 1.19Instructor of Record

Instructors teaching courses must be approved by the academic dean and academic unit
hostingthe course For regionalPalmettoCollegecampusnstructorstheapprovingunit is the
Columbia campusr the comprehensive university departmerntadiege/school.

Instructorsmusthavetherequiredcredentialandmeetthe SACSCOCcriteriafor teaching at
the appropriate level as describedd@AF 1.20 Credential Verification for Instructor
Record If multiple instructors are used, each instructarst meet the above criteria.

Onceaninstructoris approvecandaddedo the appropriatdaculty roster theinstructor
will remain on the roster for that specific course only, until removed.

RELATED POLICIES

ACAF 1.19 Instructor of Reco)d

ACAF 1.20 Credential Verification for Instruct®ecord

ACAF 2.00CreationandRevisionof AcademicPrograms

ACAF 2.04 Dual Enrollment Courses

ACAF 3.50 Academic Bulletins and Planning Calendar

BTRU 1.04Authority to Sign Contracts

STAF 6.02SupportServicesandAccommodation$or Studentswith Diagnosedisabilities

HISTORY OF REVISIONS

DATE OF REVISION REASON FOR REVISION
August14,2009 New policy approval
Septembeg, 2011 Policy updated to specify the requirement f

periodicreviewof contractuabgreementand
to describe factors to be considered in theil
evaluation
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February23,2017

Policy updated to include changes in workf
and terminology associated with couss#ion
approvalsystemsgchangesn
distributedlearningapprovalprocessesand
appropriate syllabus information.

July 05,2019

Policy updatedo includedefinitionsandto
clarify workflow with the courseapproval
systems.

February7, 2020

Policy updated to add link to guidance for
proposaldevelopmenandto updateapproval
process for special topic courses.

July 30,2020 Policy updatedo reflectreviseddefinition and
guidance for distributed learning.
June B, 2023 Policy updated to reflect revised procedure

resulting from the implementation ohaw
version oftheelectronic curriculum processi
system(APPS)as well as recent faculty
manual changes (e.g., Instructional
Development Committee no longer reviews
DL courses).
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