Western Oregon University

Division of Extended Programs
Proposal Form for Credit Overlay Course or Program
Course Information

Proposed Course  (Must be an approved WOU course prefix and number; 
if unsure, please give the title and the number of credits.)
Prefix and Number:       
Title:       
Credit(s):       
Maximum Enrollment  (If applicable)       
Course Number Options  (select one)
 FORMCHECKBOX 
  Lower division, undergraduate credit only (100-200)
 FORMCHECKBOX 
  Upper division, undergraduate credit only (300-400)
 FORMCHECKBOX 
  Graduate credit only (600)  This level course must be graded A - F only.
Grading Options Refer to item 5 in guidelines.  (select one)
 FORMCHECKBOX 
  A-F only (600 courses must be graded A - F).
 FORMCHECKBOX 
  Pass/No Credit only

 FORMCHECKBOX 
  A-F, Pass/No Credit at student’s option
Prerequisites  (select all that apply)
 FORMCHECKBOX 
  100-200 level courses:  High school diploma/equivalent or consent of instructor required.
 FORMCHECKBOX 
  300-400 level courses:  Completion of 90 prior college quarter credits required.
 FORMCHECKBOX 
  600 level courses:  Baccalaureate (BS, BA) required.
 FORMCHECKBOX 
  Other prerequisites:  (Please list.)       
Faculty/Instructor
Name: 
      
SSN or WOU ID number: 
      
Street/PO:
      
City: 
      
State: 
      
Zip: 
      
Home Phone: 
      
Work Phone: 
      
Email: 
      
Please select one:
 FORMCHECKBOX 
  Full-time WOU faculty

 FORMCHECKBOX 
  Part-time WOU or adjunct faculty — Please attach copy of curriculum vita.
  (Include information about your preparation to teach this specific course.)
For part-time or adjunct faculty:
Have you previously been approved to teach courses through WOU’s Division of Continuing Education and Outreach Services? If yes, please list courses and year taught. (Attach additional sheet if necessary.)  
     
Contact Information
If proposal is being submitted by other than faculty/instructor, complete the following:
Name: 
     
Street/PO: 
     
City: 
     
State: 
     
Zip: 
     
Home Phone: 
     
Work Phone: 
     
Email:
     
Proposed Class Information
Course Dates:       
Date students must complete and turn in all papers and projects (if different from last class meeting noted above):       
List days of the week the class will meet (e.g. Mon, Wed, Fri):       
Times class will meet         
Total contact hours      
Location (/address/city/state or WOU)      
If WOU location, room request      
Attach a complete syllabus to include:


(For additional syllabus assistance and instructions, consult our Guidelines for Development of a Syllabus at our website www.wou.edu/creditoverlay.)
1. Prefix and course number, if known

Title of the course


Number of credits

2. Course description
3. Required and optional textbooks  Students are responsible for acquiring their own textbooks.
4. Course objectives
5. Instructional format  
Indicate whether the course is offered in a traditional lecture format, a time-shortened format, a distance format, a combination of formats, etc.  The Course Proposal Guideline at our website: www.wou.edu/creditoverlay will prove helpful with this section.
If the course is offered in a time-shortened format or a distance format (e.g. off-campus, electronic delivery, correspondence, etc.), provide specific details about how:

· you will adapt the curriculum to this format,
· students and faculty will interact,
· students will interact with each other,
· you will advise students.
If the course is offered in a time-shortened format, you may need to assign projects, papers, etc., which the students will complete post-session.  If so, provide the date when all work is due.
The Northwest Association of Schools and Colleges has developed guidelines for delivery of distance education. These guidelines are available upon request.

6. Course schedule or outline
7. Course requirements
If the course is offered for both undergraduate and graduate credit, there must be a clear distinction between undergraduate and graduate course requirements and evaluation standards.  See syllabus guidelines for more information.

8. Grading
Explain and display your grading system.
· Will you grade on a curve, use points, or a percentage system?
· What does a student need to do to get an A rather than a B?
· Also, describe any penalties you impose for absences, missed labs, or late papers.
· If you use a performance based scoring guide, include a copy of scoring guide and show how the guide equates to letter grades.

Return completed proposal form, syllabus, and (if a new instructor) resume/vita with your social security number by mail, fax or e-mail to:

Western Oregon University 
Division of Extended Programs
ATTN: Credit Overlay Coordinator
345 N. Monmouth Avenue

Monmouth, OR  97361
fax 503-838-8473       *       e-mail extend@wou.edu
Registration materials and information will be mailed to you prior to the beginning of your course.  If you have questions, please call 503-838-8483.
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