DRAFT


Semester Conversion Templates

Transmittal cover letter that:

· Summarizes college and/or department level review and recommends approval

· Lists all programs in the College (as identified by the registrar):

a. Undergraduate bachelors degree programs and/or majors

b. Undergraduate minors

c. Undergraduate associate degrees

d. Graduate degree programs

e. Graduate certificates

f. Graduate specializations

g. Professional degree programs

· Indicates, for each existing program, whether it is being:

a. Withdrawn / de-activated / suspended

b. Converted with NO changes in curricular requirements (i.e., no changes in the structure of the program, no changes to the core requirements and no net increase in hours required)
c. Converted with minimal changes in curricular requirements (i.e., name changes, changes in electives and/or prerequisites)

d. Converted with significant changes curricular requirements (i.e., changes in total hours, additional pre-enrollment requirements, changes in core requirements, structural changes to tracks / options)

· Signatures from department chair and/or dean for each unit

PROGRAM Template (for each PROGRAM being converted)
I.
  GENERAL PROGRAM INFORMATION 

1.
Name of the Program (proposed and current names, if different)

2.
Degree title (proposed and current names, if different)

3.
Academic unit(s) responsible for administrating the degree program

4. Semester Conversion Curriculum Designation (check most applicable):

a. Converted with NO changes in curricular requirements (i.e., no changes in the structure of the program, no changes to the core requirements and no net increase in hours required)
b. Converted with minimal changes in curricular requirements (i.e., name changes, changes in electives and/or prerequisites)

c. Converted with significant changes curricular requirements (i.e., changes in total hours, additional pre-enrollment requirements, changes in core requirements, structural changes to tracks / options)

II.  PROGRAM REQUIREMENTS

5.
List the semester courses (department, title, credit hours) which constitute the requirements and other components of the program. Append a current (quarters-based) and new (semesters-based) curriculum advising sheet for the program, formatted to meet unit's college standards.

6.
Credit hour conversion. Provide a table which includes the following information:

	
	A.) Number of credit hours required for current program (Quarter credit hours)
	B.) Calculated result for 2/3rds of current program credit hours (round to nearest tenth of a credit hour)
	C.) Number of credit hours required for new program (Semester credit hours)

	Major requirements within the responsible unit
	
	
	

	Major requirements outside of the responsible unit
	
	
	

	Total required for completion of program 
	
	
	


7.
If there is a difference of more than 3 semester credit hours between the values listed in columns B and C for any given row in the table above, provide a rationale for that difference.

8.   Rationale for revisions if program is being converted with minimal changes in curricular requirements (i.e., name changes, changes in electives and/or prerequisites) or with significant changes curricular requirements (i.e., changes in core requirements, structural changes to tracks / options, additional pre-enrollment requirements).

III.  PROGRAM OUTCOMES and ASSESSMENT

9.
List program-level learning goals or outcomes (i.e., knowledge, skills, behaviors / attitudes to be attained by students at time of graduation).

10.
For programs which have NOT already submitted an assessment plan to OAA in the last year, summarize a preliminary program assessment or evaluation plan. Provide a table which includes the following information:  

	Goals / outcomes
	Assessment tools (select all that apply for each goal)
	Use of assessment data (select all that apply)

	1. [insert first goal here]
	a. National standardized examination

b. Certification or licensure examination

c. Local comprehensive or proficiency examinations

d. Embedded testing

e. Pre-post testing

f. Other classroom assessment methods

g. Practicum, internship or research evaluation of student work

h. Portfolio evaluation of student work

i. Senior thesis or major product

j. Capstone Course

k. Writing assignments

l. Performances

m. Oral presentations or exams

n. Alumni survey

o. Job or post-baccalaureate education placement data

p. Student evaluation of instruction

q. Student interviews or focus groups

r. Student or alumni honors/recognition achieved

s. Peer review of program

t. External program review

u. Curriculum or syllabus review

v. Grade review

w. Employer feedback

x. Outreach participation

y. Comparison or benchmarking

z. Candidacy exams

aa. Thesis / dissertation research proposal

ab. Thesis / dissertation oral defense

ac. Thesis / dissertation 

ad. Other (specify)
	a. analyze and discuss with unit's faculty

b. analyze and report to college / school

c. analyze and report to accrediting organization

d. make improvements in curricular requirements (e.g., add, subtract courses)

e. make improvements in course content

f. make improvements in course delivery and learning activities within courses

g. make improvements in learning facilities, laboratories, and/or equipment

h. periodically confirm that current curriculum and courses are facilitating student attainment of program goals

i. Other (specify)

	2. 
	
	

	3., etc.
	
	


IV.

TRANSITION PLAN

11. Provide a transition plan to include:

a. a student assurance statement
b. information for each rank at the time of conversion
c. provision for individual transition advising plans
d. student records conversion (quarters to semester transcripts)
e. bridge courses as appropriate
COURSE Template (for each semester course)
I.
  GENERAL COURSE INFORMATION

1. Unit name or abbreviation, 4-digit course number, and course title

2. Transcript abbreviation (18-character) of course title

3. Semester credit hours (or range, if variable)

4. Length of course (semester, 7-Week term, May-term)

5. Repeatable (Yes / No) (if YES, state maximum number of credit hours)

6. Honors (Yes / No)

7. Service learning (Yes / No)

8. Off-campus (Yes / No)

9. Terms of offering (check all that apply: Autumn, Spring, May, Summerœ)

10.  Campus of offering (check all that apply: Columbus, Lima, Mansfield, Marion, Newark, Wooster)

11. Undergraduate, graduate, or professional designation (note: UG does not exit under SIS)
12. Intended rank of student (check all that apply: freshman, sophomore, junior, senior, masters, doctoral, professional)

13. Subject code
14. Subsidy code

II.
  ROLE of COURSE

15. Semester conversion designation:

a. Semester equivalent of quarter course (e.g., 5 qtr cr hr course becomes 3 semester cr hr course) -- list number and title of old course being converted

b. Semester equivalent of quarter course sequence (e.g., 3 qtr sequence becomes 2 semester sequence, 2 qtr sequence becomes 2 semester sequence, 2 quarter sequence becomes 1 semester course) -- list old and new sequences by number and title

c. Modified course that includes substantial parts of the content and learning outcomes of one or more quarter courses ) -- list old courses by number and title that are to be subsumed into new course

d. New course addition to the curriculum

e. Transition or bridge course

16. Requirement / elective designation (check all that apply):

a. Required for this unit's majors (list majors) 

b. Required for different units' majors (list units) 

c. Required for this unit's minors (list minors) 

d. Required for different units' minors (list minors) 

e. General Education course (note category)

f. Elective course (option among basket of courses)

g. Elective course

III.
  COURSE DETAILS

17. Description (25 words or less for publication in Course Bulletin)

18. Content topics list

19. Student learning outcomes for the course (i.e., knowledge, skills, behaviors/attitudes)

20. Relationship to program-level learning goals or outcomes (i.e., knowledge, skills, behaviors / attitudes to be attained by students at time of graduation)

21. Course components (e.g., lecture, lab, recitation), time distribution for each component (days per week, minutes per class meeting), and which ones are graded

22. Grading plan (e.g., letter, S/U, progress)

23. Exclusions and cross-listings

IV.
   ADDITIONAL INFORMATION (as available)

24. Prerequisites (may not be available yet in semester form)

25. Number of sections

26. Space needs

27. Technology needs

28. Operational syllabus (to be submitted to OAA first time course is offered, by the 3rd Friday of that term)

29. Updated program assessment plan (to be submitted to OAA and implemented within one year following the semester conversion)
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