
 

SAINT MARY'S UNIVERSITY 
PROPOSAL FOR NEW COURSE 

* Delete instructions after reading and insert appropriate course information. 
Course 

number 

A four-digit course code should accompany the proposal.  The code should 

not be associated with an archived course.  The first digit reflects the 

expected year of study in which a student would normally take the course 

(i.e., 1 – 4 for undergraduate).  Courses numbered 2000 and above should 

normally have prerequisites.  The second digit is in the range of 0 to 7.  A 

second digit of 8 or 9 is reserved for special topics courses, directed 

readings courses or transfer credits.  If no course number is proposed, the 

Curriculum Committee will assign one. 

Credit hours The number of credit hours should be 3 or 6 for single semester and full 

year courses, respectively.  Certain graduate programs have 1.5 hour 

mandatory courses. 

Title Course titles should be brief.  Only 30 character titles (including spaces) 

can be displayed in the online timetable or on transcripts using Banner. 

Prerequisites Prerequisites should reflect the necessary academic background or 

“maturity” of the intended student.  In cases where “maturity” in the 

discipline is required, an appropriate prerequisite may be “six (6) hours in 

XXXX”.  If the intent is to exclude first year students, an appropriate 

prerequisite is a minimum of “24 credit hours”.  If the target audience is 

senior students, then “75 credit hours” is an appropriate prerequisite.  

Complicated prerequisites should be avoided.  Only in special 

circumstances should registration for a course be restricted to students 

pursuing a major or honours in the discipline.  A minimum grade for the 

prerequisite may be listed for a course that typically has a high failure rate 

and which builds upon such prerequisite course. 

Description Course descriptions should be no more than 50 words and be written using 

full sentences.  The active voice should be avoided. That is, “This course 

will examine…” should be rephrased as “Students will examine..” or “The 

course is an examination of…”  As course descriptions are used by other 

institutions on transfer credit decisions, sufficient detail on topics covered 

should be included. Material that may change with a change of instructor 

(e.g., pedagogical approach) should be avoided. 

Lab The number of hours per week should be listed for any required labs or 

tutorials. 

Notes Notes are listed in the Academic Calendar with the course description.  

They are not required and should only be used sparingly. 

Academic 

Year 

State the first academic year in which the course will be offered. 

Expected 

enrolment 

An estimate of the expected number of students should be provided. 

Resources A brief explanation of teaching, technology and space resources should be 

included.  An assessment of Library resources must be completed by the 

Library (see Library Review below) and submitted with the course proposal 

to the Department and Faculty.  It does not need to be included in the 

submission to the Curriculum Committee.  If the course requires special 

facilities or technical resources (including regularly scheduled sessions in a 

computer lab), then there must be assurance that adequate resources 

exist. 

 



Field Course A statement of the length of field study (if applicable) and the location(s) 

field work is done. 

 

Comments Reason(s) for proposal. 

 

Submitted 

by: 

Faculty Name and Department.  Please PRINT legibly. 

Library 

Review 

Attach a listing of books, serials, and electronic resources (e.g., journal 

databases, statistical or data sources, etc.) that will support the course. 

Also list any materials not currently owned by the Library that should be 

purchased to support the course. A librarian will evaluate the resource 

requirements of the course and may initiate the purchase of additional 

material using the departmental allocation. Please allow two weeks for the 

Library’s assessment. 

Resources adequate:  Yes    No (attach comments) 

 

     Date: 

Department 

Approval 

     Date: 

Faculty 

Approval 

     Date: 

 


