New Course Proposal Form (Spring 2025): 
· courses fulfilling TREK, CO, CA, or CU requirement or with CO, CA, or CU corequisites reviewed by TREK; 
· courses with CO, CA, or CU corequisites and fulfilling Explorations Core requirement reviewed by TREK and APC; 
· all other courses reviewed by APC only

Proposal should be submitted to APC or TREK by Department chair via email. 
If course is cross-listed, chair(s) of cross-listing Department must be CC-ed on the email.
The above constitutes approval by Department chair(s)

	Name of Person Completing the Form
	

	Email
	@centenary.edu

	Department
	

	Course Title for Catalogue
	

	Banner Course Title – 30 characters max.
	

	Catalogue-ready Course Description
Please include course offering schedule, where possible. For example: “Fall,” “Spring of odd years,” “May,” etc.
	




	Department Abbreviation and Requested Number
	

	Cross-listed as: Cross-listed courses are listed under two departments. Each department needs to check course listings in the catalog and online for consistency and accuracy.
	

	Hours of Credit
	

	Pre-requisites and Co-requisites
	

	Enrollment Limit
	




	Time Audit: Please provide a brief audit of the amount of time an average student would need to invest in the proposed course per week.
Each credit hour represents 2,250 minutes (37.5 hours) of learning activity over the term. 
This includes an accounting of such activities as:
· class
· preparing for class (reading, studying)
· lab/studio/workshop
· meeting one on one with the instructor
· researching, writing, or preparing graded work
· out-of-class events or activities
· participating in online discussions
	

	Schedule of course offering 
	



	Explorations. Please fill out the following section to submit a course (either a new course or a current course) for Explorations Core Credit. 
Proposal to Add Course to Explorations Core

Before making your selection, please be sure to read the criteria for foundations core courses.
· The humanities core requirement asks students to critically analyze and evaluate human artistic and cultural accomplishments. 
· The symbolic reasoning core requirement asks students to develop a facility in and appreciation of symbolic reasoning. 
· The natural sciences core requirement asks students to explore the nature of the material universe. 
· The social sciences core requirement asks students to examine human behavior through the systematic collection and analysis of data. 

Category (please select only one)
          Humanities - general
 ____ Humanities - performance
          Symbolic Reasoning
          Natural Sciences
          Social Sciences

	Justify why you have placed this course in this category using the criteria above. Using the assessment criteria appropriate for your course, how do you plan to assess this class?





Course Syllabus: A course syllabus is an important document that we must provide each student on the first day of class. To address SACSCOC accreditation requirements, every course syllabus must: 
1) begin with clearly stated learning objectives that relate to and are consistent with appropriate elements of the college purpose statement; 
2) state how learning objectives will be assessed
3) outline all course requirements, when test dates/assignments are due, and the class grading and attendance policy; and
4) state the location and time for the instructor’s office hours (described or TBD as placeholder). 

Please include in your syllabus a comment notifying students of the College’s commitment to accommodate any disabilities. A sample of such a statement follows:
 
It is the policy of Centenary College to accommodate students with disabilities, pursuant to federal law, state law, and the College's commitment to equal educational opportunities. Students with disabilities need to contact Disability Services (a division of the Center for Teaching and Learning), which is located in the Learning Commons on the second floor of Magale Library to obtain services. Telephone 318.869.5738. Any student with a disability who needs accommodations should inform the instructor at the beginning of the course.

We encourage you to include Centenary College’s Diversity Statement on your syllabus. 
 

Paste your syllabus on the next page. 




New Course Review Rubric: 
To be completed by APC and/or TREK during course proposal review 
· courses fulfilling TREK, CO, CA, or CU requirement or with CO, CA, or CU corequisites reviewed by TREK; 
· courses with CO, CA, or CU corequisites and fulfilling Explorations Core requirement reviewed by TREK and APC; 
· all other courses reviewed by APC only
 
	Course dept & #: 
	 
	Date reviewed: 
	 


 
	Requirement 
	Changes requested 
	Meets requirement  

	Policy and Catalog Requirements: 

	Dept. chair approves (submitted by dept. chair via email) 
	 
	 

	Cross-listed dept. chair approves (CC-ed in email submission) 
	 
	 

	Time audit meets college’s credit-hour definition 
	 
	 

	Catalogue-ready course description text is provided 
	 
	 

	Prerequisites and corequisites are clearly described 
	 
	 

	Prerequisites and corequisites are approved courses 
	 
	 

	Explorations Core credit designation is appropriate 
	 
	 

	Schedule of course offering is clear
	 
	 

	Syllabus Requirements*: 
	
	

	Location & time of office hours (described or TBD as placeholder) 
	 
	 

	Clear learning objectives 
	
	

	Course requirements 
	 
	 

	Grading scheme 
	 
	 

	Attendance policy present and consistent with College policy 
	 
	 

	Course schedule & due dates 
	 
	 

	Honor code expectations 
	 
	 

	Disability accommodations 
	 
	 




	If submitted as TREK credit (CA/CO/CU, TREK Committee only):

	Includes documentation appropriate to CA/CO/CU
CA: Student Agreement, Activity Audit
CO: Intro/Capstone Sessions, Student Agreement, Waiver of Liability, Activity Audit
CU: Intro session, Waiver of Liability, Activity Audit/Itinerary
	 
	 

	Includes assessment appropriate to CA/CO/CU
CA: Final Resume, Career Component Assessment
CO: Community Component Assessment
CU: Intercultural Reflection Assignment, Culture Component Assessment
	 
	 

	If submitted as Explorations Core:

	Core justification
	 
	 

	Draft plan for assessment
	 
	 



*It is understood that the syllabus is in draft form and may change between approval and first offering or in subsequent offerings. Committees understand the syllabus may lack complete details and will be subject to change. 
 
	If any boxes marked “changes requested,” explain: 

	 


 
	Issues listed below do not impact approval, but are instead friendly suggestions from APC or TREK members, or issues to work with the Registrar’s Office to resolve (e.g., suggestions regarding syllabus, issues with course numbers/titles, formatting of catalogue language, etc.). 

	 


 

