DRAFT 10

Semester Conversion Templates

Transmittal cover letter from the department / unit that:

· Summarizes college, division, and department / unit level review processes

· Recommends approval

· Lists all programs in the department / unit (as identified by the registrar):

a. Undergraduate bachelors degree programs and/or majors

b. Undergraduate minors

c. Undergraduate associate degree programs

d. Graduate degree programs

e. Graduate certificates

f. Graduate interdisciplinary specializations

g. Professional degree programs

· Indicates which, if any, program is being withdrawn, de-activated, or suspended.

· 
Includes signature from department  / unit chair

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 Designation (To aid in the approval process, please self-select which of the following seems more applicable based on your own understanding of what was done):

a. Re-envisioned with significant changes to program goals and/or curricular requirements (e.g., changes in program goals, changes in core requirements, structural changes to tracks / options / courses)

b. Converted with minimal changes to program goals and/or curricular requirements (e.g., name changes, changes in electives and/or prerequisites, minimal changes in overall structure of program, minimal or no changes in program goals or content)

II.  PROGRAM REQUIREMENTS

5. 
List program learning goals (i.e., knowledge, skills, and attitudes / perspectives) to be attained by students at time of completion of the program. Notes: These should be broad goals, not detailed ones. Recommend 3 to 5 at a minimum. 

6.   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 standards.

7.
Provide a curriculum map that shows how, and at what level (e.g., beginning, intermediate, advanced), the program's courses facilitate students' attainment of program learning goals. A table format is recommended (see example below).

	
	Program Learning Goals

	Required Courses - offered by the responsible unit
	Goal #1
	Goal #2
	Goal #3
	Goal #4, etc.

	Course 1
	beginning
	
	beginning
	

	Course 2
	
	beginning
	intermediate
	beginning

	Course 3
	intermediate
	intermediate
	intermediate
	

	Course 4
	advanced
	
	
	intermediate

	Course 5, etc.
	advanced
	advanced
	advanced
	advanced

	Required Courses - offered outside of the responsible unit
	
	
	
	

	Course 1, etc.
	beginning
	
	
	beginning

	Elective Courses / Tracks / Baskets of Courses
	
	
	
	

	Course Basket 1
	beginning
	
	
	

	Course Basket 2, etc.
	
	intermediate
	
	intermediate

	General Education courses
	
	
	beginning
	


8.   Rationale for proposed program changes (either significant or minimal). Describe how these changes will benefit students and enhance program quality. Include date of last significant program revision. [Word limit: 750]

9.
Council on Academic Affairs reviewers' aid and credit hour expansion check. Provide a table which includes the following information:

	Program requirements:
	A.) Number of credit hours in current program

(Quarter credit hours)
	B.) Calculated result for 2/3rds of current quarter credit hours (multiply the value in column A by 0.667 and round to the nearest tenth of a credit hour)
	C.) Number of credit hours required for new program

(Semester credit hours)

	Prerequisite courses
	
	
	

	Required courses offered by the responsible unit 
	
	
	

	Required courses offered outside of the responsible unit 
	
	
	

	Courses that meet multiple requirements (e.g., prerequisites, GECs, and/or program requirements) 
	
	
	

	Free Electives
	
	
	

	Total required for completion of program 
	
	
	


10.   Credit hour expansion rationale. If there is a difference of more than 3 semester credit hours between the values listed in columns B and C for any row in the table above, provide a rationale for that difference. [Word limit: 500]

III.  ASSESSMENT CONVERSION

11.
Describe how the program's current quarter-based assessment practices will be modified to fit the semester calendar.  If a degree program does not have a plan on file with the Office of Academic Affairs, provide a list of the following:

a. The means the program uses / will use to evaluate how well students are attaining program goals. Please refer to the Appendix of the Quarter to Semester Conversion Guide to Curriculum for some examples. 

b. How the program uses / will use the evaluation data listed above to periodically make evidence-based improvements to the program. Please refer to the Appendix of the Quarter to Semester Conversion Guide to Curriculum for examples.

IV.

TRANSITION POLICY

12. Include a policy statement from the chair of the department / unit that assures those students who began their degree under quarters that the transition to semesters will not delay their graduation nor disrupt progress toward a degree. This may include a description of how individual transition advising plans will be developed and possible use of bridge courses.
COURSE Template (for each semester course)

I.
  GENERAL COURSE INFORMATION for REGISTRAR

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

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

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

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

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

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

7. Honors (Yes / No)

8. Service learning (Yes / No)

9. Off-campus (Yes / No)

10. Delivery mode (distance education, classroom, hybrid, etc.) 

11. Terms of offering (check all that apply: Autumn, Spring, May, Summer)

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

13. Undergraduate, graduate, or professional designation (Note: UG does not exist under SIS)
14. Course components (e.g., lecture, lab, recitation), time distribution for each component (days per week, minutes per class meeting), and which ones are graded

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

16. Exclusions and cross-listings

17. Subject code (if not known by department, it may be selected at college / division level)
18. Subsidy code (if not known by department, it may be selected at college / division level)
II.
  ROLE of COURSE

19. Semester conversion designation (select most appropriate choice):

a. New or re-envisioned course with new combination of student learning goals and content topics, newly aligned with appropriate program goals 

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

c. 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

d. 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

e. Transition or bridge course -- explain role of the course and what courses it serves as a bridge

20. Intended rank of student (check all that apply: freshman, sophomore, junior, senior, masters, doctoral, professional)

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

a. Required for this unit's majors or degree programs (list majors, degrees) 

b. Required for different units' majors or degree programs (list units, if known) 

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

d. Required for different units' minors (list minors, if known) 

e. General Education course (note category)

f. Elective course (option among basket of courses)

g. Elective course

III.
  COURSE DETAILS  
22. Course goals (i.e., knowledge, skills, and attitudes / perspectives) to be attained by students at time of successful completion of the course. Notes: These should be broad goals, not detailed ones. Recommend 2 to 4 at a minimum. 
23. Content topics list

IV.
   ADDITIONAL INFORMATION (as available)

24. Does course fall under a current Ohio Transfer Module or Transfer Assurance Guide (Y/N)? If so, does it still meet those requirements (Y/N)?  Note: Ohio Board of Regents will require a complete syllabus for these courses.
25. Prerequisites (may not be available yet in semester form)

26. Expected enrollment

27. Number of sections

28. Space needs

29. Technology needs

30. Include any additional materials required for the college-level review
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