Palm Beach State College

Course Addition *  **
Curriculum Committee Form Submission Packet
	Added Course Number:
	     
	Added Course Title:
	     


Packet Contents
Curriculum Action Form – Course Addition Form (Complete one for each course addition)
Course Outline Required Format – Complete included Course Outline Template or provide separate outline (Separate outline must include all the elements of the included template)

Special Fee Assessment Worksheet - Include only if there are Special Fees to include for this course. (Fee 
calculation must reflect the total fee assessed to each student.)
Cluster/Business Partnership Council Approval - Cluster approval must be included in the form of minutes or an 
email vote. A cluster vote must be include a quorum of members voting (50% plus 1.) Business 
Partnership Council approval is supplemental.

*PLEASE REMEMBER THAT IF THIS COURSE ACTION AFFECTS THE PROGRAM IN WHICH IT IS INCLUDED, YOU NEED TO COMPLETE A PAF, PRF or PDF COMBINED PACKET AS WELL.
January 2014
	Palm Beach State College Curriculum Action Process

Course Addition (One curriculum action per form) 
For assistance with this process go to http://www.palmbeachstate.edu/curriculum-development 
or contact Geri Spain at (561) 868-3893 or spaing@palmbeachstate.edu


	When will this curriculum action go into effect? (Month, Year)(Academic Term)

(example: August, 2005, Fall-2006-1)
	     

	

	

	For inclusion in the next College catalog submit by January submission date. All actions submitted after this month will be included in the following academic year catalog. http://www.palmbeachstate.edu/curriculum-development/members-and-schedules.aspx 

	

	Contact person for this curriculum action?
	Last Name
	     
	First Name
	     
	Contact's phone

     

	

	Curriculum Rationale/Needs Assessment

Explain why this course should be offered and how you assessed the need for the course.  Be specific.

Provide documentation such as research statistics, the need to meet SUS articulation requirements, etc.

	Your Rationale:      


	Budget impact is a critical issue for the administration to consider when making decisions on new courses.   Please estimate in dollars as best you can the economic impact of this new course on the college.

	

	Will the new course require…
	Amount
	
	Amount

	New LLRC resources (books, etc)  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     
	Equipment needs (computers, labs)  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	Media resources (videos, multimedia)  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     
	SLC resources (tutors, software)  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	Additional support staff  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     
	Other special needs  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	Total Estimated Cost
	     

	

	Will new computer software or hardware need to be purchased and installed for the instructor?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	Which ones?      
	Will new computer software or hardware need to be purchased or installed for the student?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	Which ones?      

	

	Course Dictionary Information

	

	Course

ID:
	Prefix

(3 letters)
	   
	Course Level (0, 1, 2, 3, 4)
	 
	Course Number

(Assigned by SCNS)
	XXX
	Lab Code: L(ab), C(ombined) or R(epeat) (R=Music, Art  and apprenticeship courses only)
	     

	                                                  The course level of instruction is: Institutional/Prep 0000  PSAV 0000  Introductory 1000   Intermediate 2000   Bachelor 3000/4000

	Course Title:
	     

	

	Course Type (Select one)
	
	Credit Type (Select One)
	
	

	

	Award Affected (Select ALL that apply):  FORMCHECKBOX 
 BAS   FORMCHECKBOX 
BS   FORMCHECKBOX 
 AA  FORMCHECKBOX 
ATD  FORMCHECKBOX 
CCC  FORMCHECKBOX 
AS  FORMCHECKBOX 
 ATC  FORMCHECKBOX 
PSAV   FORMCHECKBOX 
 None (Prep Courses)

	

	In which program(s) will 

this course be included?  
	     
	All PBSC courses except AA and Prep must be attached to a program.

(Indicate NA for AA and Prep courses)

	

	Will this course be an  FORMCHECKBOX 
 elective or a  FORMCHECKBOX 
 required course in this program? (Complete a Program Form Packet and submit along with this packet.)

	

	Total (check one)   FORMCHECKBOX 
Credits     FORMCHECKBOX 
 Clock hours (PSAV) in this course.
	     
	

	

	(Credit Only) Contact Hour Breakdown: 
	Lecture Contact Hours      
	Lab Contact Hours     
	Clinical Contact Hours      

	      General course contact hours calculation (contact hours: credit)   Lecture (1:1)  Lab (2:1)  Clinical (3:1)   Work Experience/Apprenticeship (5:1)   Internship (8:1)

	

	Does this course require:    Medical Accident Insurance (students only)                                       FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

                                               Liability & Medical Accident Insurance (students and clients)          FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

If the response is “Yes” to either question, complete the Special Fee form included in this packet.

	

	Are there special fees for this course?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No   If yes, please fill out the attached Special Fee Form. 

	

	Can a student take this course more than one time for additional credit?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No.  If so, how many times?                                                                                                              (R=Music, Art  and apprenticeship courses only)
	     

	

	What is the grading method for this course?


	Inst/Voc Dev Ed/PSAV
	 FORMCHECKBOX 
 AN  A,B,C,I,L,W,N,NX,WX,WQ,WR,WA   

	
	Credit & PSAV
	 FORMCHECKBOX 
 AW A,B,C,D,F,FX,I,L,W,WA,WQ,WR,WX,X,XW                

	
	Specific Open Labs
	 FORMCHECKBOX 
 NG  NG,WA,WQ,WR                                        

	
	Dev Ed/PSAV
	 FORMCHECKBOX 
 NP P,N,NX,I,W,WQ,WR,WX,NC,L,NG,WA,XW,WN

	
	Credit or PSAV
	 FORMCHECKBOX 
 SU   S,U,UX,I,L,W,WA,WQ,WR,WX            

	

	Prerequisites:
	     
	Corequisites:
	     

	
	Do you require a grade higher than a “D” to apply to the prerequisite (s) to this course?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No?  

If yes, what grade?
	     

	
	Do you want the corequisite(s) to be hard coreqs ( C ) (must take at the same time as this course) or soft coreqs (B) (can be taken before or at the same time as this course)?
	
     

	

	Do you want this course’s enrollment limited to only students who have a specific program/certificate code?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

	
	If yes, which program code(s)?
	     

	

	What are the required tests to enter this 

 course? (TABE,  ACT, CPT, SAT 1, PERT, Other.)
	     
	What are the required test or placement 

scores to enter this course?  
	     

	

	Is this an Honors Course?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No.  If yes, please contact the Honors College for more information on Honors Course requirements. 

	

	Comments: Please enter any information that would clarify the curriculum action that is not addressed above.  

	     


	

	Attach minutes/e-vote of your  FORMCHECKBOX 
 Cluster (required)  FORMCHECKBOX 
 Business Partnership Council (optional) reflecting recommendation of this action.

	Date of Cluster Minutes
	     
	Date of Business Partnership Council Minutes
	     

	

	

	Once approved by VPAA, the course information is passed onto the Statewide Course Numbering System for number assignment/verification.  Once a number is verified, the course is added to the PBSC Course Dictionary and is available to be loaded into a semester schedule.

	*CWE and Avocational courses are processed on a Course Dictionary Request Form

http://www.palmbeachstate.edu/academicservices/Documents/CWE-Form.doc


	**Those requesting the reactivation of an inactive PBSC course with NO CHANGES should use the CR_REACT_FRM Packet in place of this form.

	

	Form Revised July 2017


PALM BEACH STATE COLLEGE

Course Outline Required Format

	Course Number: 
	     

	Note:  For new course numbers, provide prefix and course level or suggested number.  New course numbers will 
           be assigned by the Statewide Course Numbering System (SCNS).

	Course Title: 
	     

	Current Course Description (if applicable):      

	Proposed Course Description: (max 60 words)      

	 Credit/Prep Course Description Guidelines

	Credits:
	     
	Lecture Contact Hrs
	     
	Lab Contact Hrs
	     
	Clinical Contact Hrs
	     

	           Note:  Post-Secondary Adult Vocational (PSAV) courses are listed as clock hours.  
	     

	Prerequisites (Specify PBSC course number):
	     

	Corequisites (Specify PBSC course number):
	     

	Textbook(s) and/or bibliography:

	
	     

	
	     

	
	     

	
	     

	Textbook listing must comply with Florida House Bill 603 (duplicate Senate Bill 2350) signed into law May 8, 2008 which among other things mandates State Board of Education and Board of Governors to develop policies to ensure timely adoptions; instructors to confirm all required bundle components will be used; and determine how new editions differ from previous.  For more information on law go to www.leg.state.fl.us House Bill 603 and Senate Bill 2350. 

	Special materials/equipment required (if applicable):      


	General Education Learning Outcomes

	 FORMCHECKBOX 

	Communications: Demonstrate effective communication skills for a variety of audiences. 

	 FORMCHECKBOX 

	Humanities: Demonstrate an awareness of and an ability to effectively analyze creative works.

	 FORMCHECKBOX 

	Mathematics: Demonstrate an understanding of mathematical concepts to solve real-world problems.

	 FORMCHECKBOX 

	Natural Sciences: Demonstrate comprehension of fundamental concepts, principles or processes about the natural world.

	 FORMCHECKBOX 

	Social Sciences: Understand and apply sociological, cultural, political, psychological, historical and economic principles to a global environment.

	Institutional Learning Outcomes 

	 FORMCHECKBOX 

	Critical Thinking: Engage in purposeful reasoning to reach sound conclusions.

	 FORMCHECKBOX 

	Ethics: Demonstrate the ability to make informed decisions based on ethical principles and reasoning.

	 FORMCHECKBOX 

	Global Awareness: Exhibit a sense of social, cultural and global responsibility.

	 FORMCHECKBOX 

	Information Literacy: Demonstrate the ability to find, evaluate, organize and use information.


	Methods of Assessment used in this course: ( Check all that apply )

	 FORMCHECKBOX 
 Objective Tests
	 FORMCHECKBOX 
 Studio/Lab Performance
	 FORMCHECKBOX 
 Skill Demonstration

	 FORMCHECKBOX 
 Essay Tests
	 FORMCHECKBOX 
 Research Report
	 FORMCHECKBOX 
 Group Participation

	 FORMCHECKBOX 
 Projects
	 FORMCHECKBOX 
 Oral Examination
	 FORMCHECKBOX 
 Comprehensive Final Exam

	 FORMCHECKBOX 
 Other (please describe)
	     

	Course Learning Outcomes included in this course: Note: This is a series of brief statements describing what a student is expected to be able to do after completion of the course.  A manual describing how to write learning outcomes is available at: http://www.palmbeachstate.edu/academicservices/Documents/sectionl.pdf      Learning outcomes should relate to each topic covered and should reflect a variety of levels of learning from basic recognition and recall to analysis and synthesis.  Learning outcomes must be measurable.  Learning outcome statements do not begin with “The student will be able to:”; this initial phrase is implicit.  Begin with the active verb; for example “Name and compare major classes of pesticides.”  

	#1
	     

	#2
	     

	#3
	     

	#4
	     

	#5
	     

	#6
	     

	#7
	     

	#8
	     

	#9
	     

	#10
	     

	Special Requirements:
	     


  Form Revision January 2014
PALM BEACH STATE COLLEGE
Special Fee Assessment Worksheet
No Special Fee Assessment at this time  FORMCHECKBOX 

	Course Number
	     
	                                    Submission Date (m/d/yyyy)
	     

	
	

	Course Title
	     
	
	

	
	

	Effective Term course fees will be initiated/revised (yyyy-t)
	     
	

	
	
	

	Fee Category
	Amount

	
	
	

	1.
	Science or health lab/clinical with chemicals, organic or other consumable supplies.    
	     

	
	
	

	2.
	Nursing or other health science class with specialized tools and supplies required for skills/ competencies.    
	     

	
	
	

	3.
	Classes taught in computer labs with standard and/or specialized software, toner or supplies.    
	     

	
	
	

	4.
	Regular classroom course with intermittent instructions/use of computer lab.    
	     

	
	
	

	5.
	Technical/mechanical lab or studio with specialized tools or equipment.    
	     

	
	
	

	6.
	Technical/mechanical course with specialized tools, supplies, or other consumable items.    
	     

	
	
	

	7.
	Distance Learning course with software or other specialized delivery costs.    
	     

	
	
	

	8.
	Individual applied lessons in the performing arts.    
	     

	
	
	

	9.
	Computer networking, electronics or specialized technical class with extraordinary software and/or hardware costs.    
	     

	
	
	

	10.
	Contracted fee paid by PBSC on student behalf. *   
	     

	
	
	

	
	Fee Calculation Method (itemize specifics of cost that initiated request for fee.  The total must match the proposed fee exactly.): 

	     



Procedures:  
Special Fee Initiation or Change with Curriculum Action-Fill in form and submit along with course curriculum form packet to Academic Services Academic Coordinator (spaing@palmbeachstate.edu) It will be submit to Risk Management for assessment (if necessary) and the VPAA for approval. Once approved, the fee will be added to or updated in the Course Dictionary and the Special Fee Database. 

Special Fee Change without Curriculum Action-Fill in form and submit to Academic Services Curriculum Specialist (mcgannm@palmbeachstate.edu)  The form will be submitted to Risk Management for assessment  (if necessary) and to the VPAA for approval; then fees will be updated in the  Course Dictionary and the Special Fee Database.



*To add or revise Medical Accident and/or Standard Liability fees, fill in the estimated fee under #10 contracted fee.  Indicate Medical Accident and/or Standard Liability under fee calculation. In addition, provide the following information (see chart below below).  
	Maximum number of students w/out duplication:
	Per most active semester:
	     
	OR
	Annually:
	     

	Course Description:
	     

	Contact Information:
	Name:
	     
	Phone:
	     
	Email:
	     

	Justification for special fee change:
	     


*Once submitted, this information will be forwarded to the Palm Beach State Safety and Risk Specialist (rizzov@palmbeachstate.edu)

7/2017gs
Cluster and/or Business Partnership Council Minutes
All curriculum actions required the approval of the discipline cluster.  Business partnership council approval can be included as well.  This can be provided in the form of written minutes electronically submitted to Academic Services or an email vote results sent on to Academic Services by the curriculum action preparer.  Cluster approval must include a quorum of members voting on the action (50% plus 1) with a majority of those members approving the action. Go to http://www.palmbeachstate.edu/academicservices/faculty-information/cluster-info-forms/default.aspx for the minutes template and email vote instructions.
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