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Instructions for Course Proposal Form  
Form Use: 
The “course” is the basic unit by which the college grants credit and records effort expended toward degree 
requirements. In most cases, a course is an entity with a specific credit weight, one or more instructors, and a 
specific subject matter. However, “course” can describe other modes of instructional delivery or learning, e.g., 
independent study and internship. 
 
The Course Proposal Form provides the divisional office and Academic Affairs with information about 
curriculum, staffing, and potential resource needs. It provides the Registrar’s Office with all the details 
necessary to create the course in the school’s database and program how it will feed credit into a student’s 
department or school-wide requirements for graduation. 
 
For changes to the characteristics of existing courses, use the Course/Section Revision Form. 
 
Standard Process: 
• Faculty member with help of department head and/or department coordinator fully completes the Course 

Proposal Form for each new course. Also, faculty member supplies a corresponding syllabus.  
• The form(s) are emailed to the divisional dean. 
• The dean’s office will forward approved forms to Academic Affairs (mlewis@risd.edu) for review of faculty 

workload and funding, onboarding of new faculty and contracting adjunct faculty, if applicable. 
• If course review is necessary by peer faculty, it will be sent to the Curriculum Committee. Courses to be 

offered only during Wintersession will be reviewed by the Wintersession Committee, not the Curriculum 
Committee, if a review is necessary. 

• If review is not necessary at this time, then the form is handed off to the Registrar’s Office for processing.  
• If the course needs committee review, processing stops until the committee has notified Academic Affairs 

of the approval.  
 
Review by Faculty Standing Committees: 
The CC or WSC require that a full syllabus (13 weeks) attached to each Course Proposal form for courses under 
review. In cases of curriculum changes, departments must also submit a “Changes to an Existing Curriculum 
form” and a markup of the current curriculum page published in the current year Course Catalog. The 
guidelines for submitting material to the Curriculum Committee can be found on the Academic Affairs google 
site. 
 

Curriculum Committee Reviews the following: 
- Expired one-time trial courses 
- Changes to existing curriculum (including new requirements for majors) 
- Courses that are offered in programs that grant degrees and are offered for the purpose of fulfilling 

degree requirements 
Note: Special Topics courses, once approved, do not need a new Course Proposal or be  
reviewed when the topic changes. 

 
Wintersession Committee Reviews the following:  
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- Courses with restrictions  
- Graduate-taught courses 
- Travel courses (new and repeat travel courses will be reviewed prior to the semester the course is 

being offered). An on-campus alternate course must also be submitted in case the travel course is 
cancelled for low enrollment. Travel courses obligate faculty to administrative responsibilities 
which are described in meetings held for instructors of travel courses held by RISD Global and 
Academic Budgets and Resources. 

 
Special Considerations for Wintersession: 

- Courses offered during Wintersession should be open to all levels of students 
- There should be no registration restrictions otherwise committee review will be necessary 
- Courses should be either liberal arts or studio electives open to majors and non-majors 
- Courses should be available for registration sign up via web-registration. Seeking “permission of 

instructor” is discouraged. If the department would like to advocate for restrictions, complete the 
“restricted WS Course Rationale” on the page 2 of the Course Proposal Form.  

- Elective courses to be taught by graduate students must be reviewed and approved by the department 
head, divisional dean and finally WSC.  
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DEFINITIONS 
 

Course Description: A reasonably short description of the course for publication in the Course 
Announcement. It should be one paragraph in length and contain the following components: (1) a brief 
description of the content of the course, (2) information on the methods to be used for assessing students 
(e.g., papers, exams, projects). 
 
Syllabus: A week by week itemization of what will be taught in the course (13 weeks during Fall/Spring, 5 
weeks during Wintersession). It should include readings, material lists, course requirements, course 
objectives, assessment methods, and required and recommended textbooks. 
 
Course Title: The full title of the course is published in the Course Catalog. There is no character limit.  
 
Abbreviated Course Title: The abbreviated course title limited to 22 characters. The abbreviated title 
appears in Student Planning and on student transcripts. 
 
Reason for New Course: There are various reasons for new courses, some short and some longer. If more 
space is needed, please attach a separate page. Address what this course adds to the education of our 
students or to the overall offerings of the College. If you enter something succinct, such as “replaces such 
and such in the curriculum,” be prepared to respond to the faculty peer committees with more detail. If 
you enter a reason such as “new elective” you might be asked to describe what the course content 
contributes to the curriculum or to the overall general education of the student that isn’t already offered 
elsewhere. 
 
Course Use: This provides information on where the course fits into the curriculum. Since majors and non-
majors may use the course differently, you need to check all categories that apply. If “Major: required” or 
“Major: elective” are checked but “Non-major elective” is not, then it implies the course should be listed 
for majors only (cf. Registration Restrictions) In our present registration process, a “major required” course 
will be preregistered by the department and will not be available at all for registration via Student 
Planning. 
 
Course Level/Students eligible to take this course: This indicates the level at which the course is taught 
and indicates which level of student can take the course. This information limits on-line registration for the 
course to just the level of student indicated. For example, if you check senior/5th year/graduate, Student 
Planning will not allow freshmen, sophomores, or juniors to register for the course. See the next section 
for additional restrictions on who may sign up for the class. 
 
Registration Restrictions: List any restrictions, in addition to course level, as to who may register for the 
class. The primary use of this area is to restrict the course for majors only. If a course is restricted to majors, 
is the course open to non-majors on a space available basis during the add/drop period. 
 
Number of Credits: A credit hour is a unit of measure that gives value to the level of instruction, academic 
rigor, and time requirements for a course. At its most basic, a credit hour is a proxy measure of a quantity of 
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student learning.  The higher education community has long used the credit hour, as defined by the Carnegie 
unit, as part of a process to establish a standard measure of faculty workloads, costs of instruction, and rates 
of educational efficiencies as well as a measure of student work for transfer students. It also provides a 
reasonably consistent measure of at least a minimum quantity of a student’s academic engagement. 
 
For a lecture/seminar at RISD, one-credit represents 60 minutes of instructional contact time each week 
for the semester. For a studio, one credit represents 100 minutes of instructional contact time each week 
for the semester. For Experimental and Foundation Studies courses, the contact time is 150 minutes for 
one credit. Usually a course is offered for three credits, although some studios carry six credits. If the 
course can be taken for a variable amount of credit, depending on the amount of work to be accomplished 
by the student, this must be indicated here and explained as it is part of the review and approval 
considerations. 
 
Instructional Method: Indicate the primary method of instruction to be used in the class, e.g. studio, lecture, 
or seminar. 
 
Modality: Learning mobility of the course e.g., in-person, online or hybrid. 

 
Can course be repeated for credit?: As a rule, a course which has been successfully completed may be taken 
only once. However, if the subject matter of the course changes or there is some other reason for allowing 
the course to be repeated it should be indicated and explained here. 
 
Is permission of instructor required?: A “yes” obligates the instructor to provide written permission for each 
student who wishes to enter the class.   If “yes” is checked, explain the value added by the instructor’s 
permission. 
 
Travel: Is there a travel component?: Indicate whether the course includes international or domestic 
travel, the destination of that travel and duration of the travel, and the second responsible adult who will 
travel with the group along with the faculty member. 
Field trips (travel of less than 24 hours) do not require a second responsible adult. The offices of Academic 
Budgets and Resources, Risk Management, and RISD Global (for international travel) will contact faculty for 
more information regarding the travel component. 
 
Create WebAdvisor waitlist?: This indicates whether the electronic waitlist feature should be turned on 
during web-registration. It cannot be turned off or bypassed once registration begins. Courses with 
instructor permission cannot use electronic wait listing.  
 
Course Cost: Complete a “Course Cost Worksheet” to quantify and document expenses, e.g. trip, video 
rentals, etc. per student. Cost is recorded in the database for billing Brown students.  
 
Dept. to receive funds: This indicates which department will receive course cost. This is not visible on 
Student Planning; it is an internal indicator to Academic Affairs, the Registrar’s Office, and Finance and 
Administration. 
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Required Deposit: Fill in the amount. At this writing this amount is usually not part of the student bill, 
but is paid by the student to Student Accounts during the first week of class. The deposit amount is 
published on WebAdvisor and in the Course Announcement. 
 
Estimated Materials Cost:   Fill in the estimated amount each student can expect to spend on materials 
out-of-pocket for the term. Although listed on Student Planning and in the Course Catalog for 
informational purposes. This amount is not billed or collected by the College. 
 
Section Enrollment: 
Maximum: This is the capacity of students who can enroll in the class. The limit is determined by type of 
class (e.g., studio, seminar, lecture, etc.) and the facility required, and is set in conjunction with the 
department head and divisional dean. 
 
Minimum: The minimum number of registrants needed for the class to run. The general rule is 10 for 
undergraduate courses and 8 for graduate courses. It is written into the hiring contract for part time 
instructors. Under-enrolled courses may be cancelled by department heads or deans, using the Course 
Section Revision form that is routed through Academic Affairs and the Registrar. 
 
Cross-listed Course: If the course is cross-listed with another department fill in the number of seats 
allowed for each department. 
 
Prerequisites: List the courses or other requirements that must have been completed prior to taking this 
class. If the student has not completed them, or is not currently registered for them, they will not be able 
to register for the class through Student Planning. During the add period, a student with a signed add form 
will be allowed into the class regardless of whether they have taken the pre-requisites as the instructor’s 
signature on the add form is taken as permission to add the class. 
 
Co-requisites: List the courses or other requirements that must be taken during the same term this class is 
taken. If the student does not attempt to register for the co-requisite, then they will not be allowed to 
register using Student Planning.  

 
Academic Year & Term: Identify the academic year (i.e. 2015/16) and term (i.e. FA, SP) the course will first 
be offered. 
 
Department(s): Identify the department(s) sponsoring the course. 
 
Schedule: Provide the proposed days and times for the course and the building and room. In the cases of 
late submittals, this information is critical. If there is a need for a special room such as the Old Library or 
Co-works, additional approval is required. 
 
Instructor (A) (B): List name of instructor(s) include the instructor type (full-time, part-time, or other). 
Indicate number of teaching units. If faculty contracts are to be charged to an account other than the 
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department’s operating budget, indicate the account number to be charged. 
 

Approval (A) (B): Approval of Department Head, Divisional Dean (for all departments and divisions the 
course is offered in) and Academic Affairs are required.  

 


