Academic Planning and Program Development: March 2026
SAM HOUSTON STATE UNIVERSITY
NEW COURSE ADDITION REQUEST FORM
	Directions: New Course Addition Request form is to be used to support each request for a new course.  The form must be completed in its entirety.  An incomplete form will not be eligible for review and will be returned to the department/college for resubmission.

Notes: All course prefix and numbers must be verified by the Office of the Registrar’s prior to submission to Academic Planning and Program Development.  

Online and Hybrid mode of delivery requires submission of additional documentation to SHSU Online for review and approval.

Assistance: Contact the Office of Academic Planning and Program Development at (936) 294-2291.
[bookmark: _Hlk147148673]
University Curriculum Committee: 
Curriculum Development Statement
* Asterisk denotes headers with directional information.
. 


[bookmark: _Hlk197333085]
I.  Course Identification: For the use of Academic Planning & Program Development and the Registrar’s Office.

a. Proposed prefix and number:  Click or tap here to enter text.
b. Proposed title (30 Character Max including spaces):  Click or tap here to enter text.
c. Proposed long title (60 Character Max including spaces): Click or tap here to enter text.
d. Proposed catalog description including prerequisites and credit:  Click or tap here to enter text.
e. Provide the CIP Code & Title for the course: Click or tap here to enter text. Texas CIP Codes
f. [bookmark: _Hlk197332766]Will this course receive a standard letter grade (A, B, C, etc.)?  ☐  Yes  ☐ No 
If not a standard letter grade, will this course receive a CR/NC?  ☐  Yes  ☐ No
g. Course Designation (Select all that apply): ☐ Lecture, ☐  Lab, ☐ Practicum, ☐ Seminar, ☐ Independent Study, ☐  Private Lesson, ☐ Clinical, ☐ Thesis, ☐ Dissertation, & ☐  Individualized
h. [bookmark: _Hlk197331376]Will this course be offered as ☐ face-to-face (less 50% Online), ☐  hybrid/blended (50 – 99% Online), ☐ 100% online, ☐ Correctional Facility, ☐ Competency Based Education (CBE) (Select all that apply).
Note: Online and Hybrid requires submission of additional documentation to SHSU Online for review and approval (After full approval by UCC).
i. Companion course/Co-requisite: Click or tap here to enter text. 
j. May course be repeated for credit? ☐  Yes ☐  No
k. Maximum number of credit hours that can be earned: Click or tap here to enter text.
l. Is course eligible to receive a grade of IP? ☐  Yes ☐ No
If yes, justification: Click or tap here to enter text.
m. Is this course exempt from the 3-peat charge? ☐ Yes   ☐ No 
If yes, justification: Click or tap here to enter text.
n. [bookmark: Dropdown3]Is the proposed course eligible to be offered as writing enhanced? (Applies only to undergraduate courses) ☐  Yes  ☐ No
If yes, complete attached Writing Enhancement Supplement.
o. [bookmark: _Hlk197332834]Identify the majors and/or minors for which this course will be required: Click or tap here to enter text.
p. Identify the majors and/or minors for which this course may be an elective: Click or tap here to enter text.


II. Statement of Need and Program Compatibility:

a. [bookmark: Justification][bookmark: _Hlk149316935]*Justify the need for the course: Click or tap here to enter text.

b. [bookmark: PersonnelRotationImpact][bookmark: _Hlk149316949]*Personnel Rotation Impact: Click or tap here to enter text.

c. [bookmark: SimilarCourseApproval][bookmark: _Hlk149316965]*Similar Course Identification and Department Chair Approval:  Click or tap here to enter text.
Note: See, Section VI below for Department Chair recommendation. 


III. Course Content:

*

Upon completion of this course, the student will be able to:

[bookmark: _Hlk138420134]1. Learning Objective
2. Learning Objective
3. Learning Objective
4. Learning Objective
5. Learning Objective

[bookmark: _Hlk197332528][bookmark: _Hlk197332541][bookmark: _Hlk149316898]*Course Schedule (Select number of weeks from dropdowns):  Choose an item.

[bookmark: _Hlk197331482]Delete rows as needed to correspond with the selected week number.
	WEEK
	TOPIC/ACTIVITY
	 COURSE OBJECTIVE #

	Week 1
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 2
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 3
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 4
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 5
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 6
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 7
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 8
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 9
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 10
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 11
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 12
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 13
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 14
	Click or tap here to enter text.
	Click or tap here to enter text.

	Week 15
	Click or tap here to enter text.
	Click or tap here to enter text.





[bookmark: Library][bookmark: _Hlk149316791][bookmark: _Hlk149317160]IV. *Library materials required for this course:  

a. Are the current library holdings sufficient to support this course?
(Please examine the current library resource holdings here) 

 ☐  Yes Section IV has been completed, thank you. 
 ☐  No Please elaborate in subsection b:

b. Please identify specific subject areas that should be enhanced OR specific resources that the Library needs to acquire in support of this course. If you’d like to consult your subject librarian on resources, please contact them. 
Subject area(s) of the library collection that should be enhanced:

Click or tap here to enter text. 


Specific resource(s) that the library needs to acquire:
	[bookmark: _Hlk106790785]Resource Type (e.g., books, journals, databases, etc.)

	Preferred Format (print or electronic)
	Item Citation (Title, author, and edition or publication year) 

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.Click or tap here to enter text.



	After this form has been completed, contact the Subject Librarian to complete the Library Collection Review (LCR) form.  The LCR form should be included with the New Course Addition form that is submitted to your College Curriculum Committee.




V. Library Collection Review for Proposed Course:

1. Are current library resources adequate to support the proposed course content areas and assignments?

☐  Yes  
☐  No (Please elaborate below and specify the subject areas for anticipated new expenditure exceeding the current collection development budget):
Click or tap here to enter text.


2. Identify additional resources that are likely to be needed, including those listed in section IV, and the approximate cost of those materials.
Click or tap here to enter text.


3. Subject Librarian’s comments (state any concerns regarding the library’s support of the course).
Click or tap here to enter text.


Subject Librarian: Click or tap here to enter signature.                                           
Date: Click or tap to enter a date.

University Librarian: Click or tap here to enter signature.		
Date: Click or tap to enter a date.





The Library Collection Review is valid for one (1) year. After that, please contact the subject librarian for an updated review or written (email) confirmation that the review content is still accurate.





VI. Similar Course(s) if applicable:

1c. Detailed explanation on how the proposed course is substantively non-duplicative:

Click or tap here to enter text.


Chair of the department(s) housing the existing, potentially duplicative curriculum fills out question 2.
 
2a. Department Chair I Provide an assessment of the perceived overlap or duplication, or lack thereof, along with a statement of support or opposition to the request:

Click or tap here to enter text.

I, Click to enter First & Last Name, am in Choose an item. of this new course moving forward.

Administrative Unit (Department/School) Select item from dropdown 

Choose an item. 

2b. Department Chair II if applicable Provide an assessment of the perceived overlap or duplication, or lack thereof, along with a statement of support or opposition to the request:

Click or tap here to enter text.

I, Click to enter First & Last Name, am in Choose an item. of this new course moving forward.

Administrative Unit (Department/School) Select item from dropdown 

Choose an item. 

2c. Department Chair III if applicable Provide an assessment of the perceived overlap or duplication, or lack thereof, along with a statement of support or opposition to the request:

Click or tap here to enter text.

I, Click to enter First & Last Name, am in Choose an item. of this new course moving forward.

Administrative Unit (Department/School) Select item from dropdown 

Choose an item. 


VII. Writing Enhanced Supplement (Optional):

Proposed Course Prefix and Number: Click or tap here to enter text. 
Proposed Title: Click or tap here to enter text. 

Briefly explain how the writing requirement will be met in this course, keeping in mind that 50% or more of the course grade must be derived from written assignments, either formal or informal. 

Click or tap here to enter text.





Reviewer’s Notes: Click or tap here to enter text.






Writing Enhanced Committee Chair: Click or tap here to enter signature.                                           
Date: Click or tap to enter a date.



VIII. New Course Addition Checklist:

☐	The version of New Course Addition form currently posted on the Office of Academic Planning and Program Development website under Curriculum/Forms is being used.
☐	Font is Arial, 11 pt., no bold, no “all caps.”  
☐	Every question has a response. If there is not an affirmative response, use “N/A,” “No,” or “None” as appropriate.
Part I – V
☐	I.a.	Newly proposed prefix and/or number has been verified by the Registrar’s Office.
☐	I.c.	Non-abbreviated proposed title.
☐	I.d.	The catalog description is in complete sentences.
☐	Course catalog descriptions should be understandable to members outside the discipline.  Avoid acronyms, abbreviations, and terminology specific to the discipline not usually recognized by the general public.  Commonly recognized terminology is acceptable, e.g., NASA, DNA, S Corporation.  
☐	The final sentence of the catalog description lists any prerequisites, followed by credits, e.g., Prerequisite: ENGL 1301. Credit 3.
☐	Use terms such as “basic,” “fundamental,” “introduction,” and “overview” sparingly.  Upper division courses should seldom be introductory.
☐	I.i.	Companion courses require concurrent enrollment.  This is a rare occurrence.  If applicable, the companion course should be listed in the course description.
☐		II.b.	There is nearly always an impact if a new course is added.  Adding a new course may require that new faculty be hired, or existing teaching assignments be modified, existing courses be deleted, or degree requirements be modified.  Offer specific explanation of the modifications.  
☐	II.c.	Review SHSU course offerings to identify courses with similar titles or content.  Error in favor of listing courses that potentially could overlap. Complete Section VI of this form with the appropriate departmental chairs.    
☐	IV.	The library has been supplied with an electronic copy of this course request at least 2 weeks prior to the college submission deadline.

Developed by Department Head/Faculty:   Click or tap here to enter signature.	
Date:   Click or tap to enter a date.
Approved by Department Chair:   Click or tap here to enter signature.	
Date:   Click or tap to enter a date.


END FORM



	
Approval Recommendation Signatures
CC = Curriculum Committee
APPD = Academic Planning and Program Development

	Approved by Department Initiator/Proposer
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	

	Approved by Department CC
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	

	Approved by Department Chair
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	

	Approved by College CC
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	

	Approved by Academic Dean
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	

	Approved by Director of APPD 
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	

	Approved by University CC
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	

	Approved by Provost
	Approved
	☐	Disapproved
	☐
	Signature: Click or tap here to enter signature.
	Date: Click or tap to enter a date.

	
	
	
	
	






























Directional Prompts

	[bookmark: _Hlk197332325]Type
	Definition 

	Lecture
	is an activity in which the faculty member gives an oral presentation of facts or principles; students are usually responsible for note taking.

	Laboratory
	is a learning activity designed for individual or group study of a particular subject matter area involving the practical application of theory through observation, experimentation, and research; or in the case of foreign language instruction, the involving of learning through demonstration, drill, and practice.

	Practicum
	is a type of external learning experience whereby the students receive practical, general training and experiences in the workplace. It includes student teaching, internships, work-study, cooperative education, and similar activities.

	Seminar
	is an activity in which a group of students engage in research or advanced study and meet under the general direction of one or more faculty members for a discussion of problems of mutual interest.

	Independent Study
	is a class instruction type that includes, but is not limited to, conference courses and individual problems courses.

	Private Lesson
	is a class type that includes independent instruction of private music or other individualized instruction.

	Clinical
	is a type of instruction. Clinical experiences provide workplace settings in which students learn and apply program theory and management of the workflow. Clinical experiences must take place in a health care setting and students must not be paid for the learning experiences.

	Thesis
	is a type of individual instruction that focuses on researching, writing, and defending a thesis, a substantial academic paper or project that demonstrates the student's mastery of a specific subject or field.

	Dissertation
	is a type of individual instruction that focuses on a formal and lengthy research-based document submitted as the final requirement for a doctoral degree, presenting original findings or contributions to a specific academic field.

	Individualized
	is a customized academic course designed to meet the specific learning objectives or interests of a student, typically involving independent study, research, or projects under the guidance of a faculty advisor. It allows for flexibility in content, structure, and evaluation, tailored to the student’s academic goals.




STATEMENT OF NEED AND PROGRAM COMPATIBILITY

a) Justify the need for this course, including how the proposed course will support the present program curriculum.

b) Explain how the addition of this course will directly or indirectly influence personnel rotation, inventory of courses, degree requirements, other, etc.

c) Identify courses with similar titles or similar contents currently offered in other departments.  Explain how this course is different.  Identify the department chairs, offering courses with similar titles or contents, who have approved this proposal.

COURSE CONTENT

List the course objectives as expected student outcomes.  Objectives should be specific, measurable, and appropriate for the course level. 

Identify the topics to be covered and/or activities assigned during each week of the semester and their relationship to the above stated course learning objectives.

LIBRARY MATERIALS REQUIRED FOR THIS COURSE

This section is to help the library review the adequacy of the current collection and plan for the future allocation of resources to better meet the needs of students enrolled in this course.


