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Chapter 1: Overview
Route to Approval of Curriculum

1. Item is prepared by individual faculty member, department head, etc., in CourseLeaf or using the
appropriate paper forms. The submission will be sent to the department head(s) for approval.

2. If approved by the department head(s), the request is sent to the respective College/School
Curri�c u





Deadlines for the Curriculum Review Cycle
Final approvals must be received by the Office of the Registrar by March 1 to be included in the next

Catalog

Request Type Form Method Location Deadline

Special Topics (-93) CourseLeaf Miscellaneous
Request

Management

Set by Registrar’s Office

Summer Special Topics
(-95)

CourseLeaf Miscellaneous
Request

Management

Set by each unit

*Non-Thesis Research
(-98) Course
*Thesis/Dissertation (-99)
Course

Format 1C
Form

Format 1D
Form

Registrar’s Office Set  by Registrar’s Office

*Seminar (-92) Format 1E
Form

Registrar’s Office Set by Registrar’s Office

*Trial Course (-94) Format 1 Form Governance Office Spring - 2nd Friday in September
Fall - 2nd Friday in February

New Course CourseLeaf Course Inventory
Management

1st Friday in November

Course Change CourseLeaf Course Inventory
Management

1st Friday in November

Course Compression CourseLeaf Course Inventory
Management

1st Friday in November

Course Drop CourseLeaf Course Inventory
Management

1st Friday in November

New Program CourseLeaf Program
Management

1st Friday in October

New Minor CourseLeaf Program
Management

1st Friday in October

Occupational Endorsement CourseLeaf Program
Management

1st Friday in October

Program Change CourseLeaf Program
Management

1st Friday in October

Program Deletions CourseLeaf Program
Management

1st Friday in October

*Submissions on paper form only
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Information for Faculty Senate Curriculum Chairs

Chairs of Faculty Senate committees that review curriculum are members of the Administrative
Committee. For those curriculum committees working with new program requests, or curriculum policy
matters, attending Administrative Committee is necessary to develop motions that may be brought before
the full Faculty Senate for voting. If a Chair cannot attend a meeting in person or by video conference, a
designee should attend, and the Faculty Senate Office should be informed by calling x7964 or emailing
uaf-faculty-senate-office@alaska.edu.

More information for chairs is available at:
https://www.uaf.edu/uafgov/faculty-senate/committees/index.php

With regard to new programs that require approval at the level of the Board of Regents’, curriculum
committees should take into account the meeting timeline for Faculty Senate, System Academic Council,
and the BoR. Agenda items for BoR are typdtge
os p
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Stacking: Courses offered simultaneously at different levels (100/200 or 400/600, for example) with
higher-level credit requiring additional effort and possibly higher-order prerequisites from the
student. Two existing courses may never be stacked with one another. These courses are
designated in the class listings by “Stacked with _____” and in Course�ucoith_
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Chapter 3: Trial Courses
Use paper form Format 1

Trial courses are used to gauge the demand and interest in a new course topic area. Once a trial course
is approved, they can be offered up to three times. The semesters in which they are offered do not need
to be consecutive. Course numbers for trial courses end in -94. These courses are not published in the
UAF catalog.

These courses must undergo review by the appropriate Faculty Senate curriculum committee once it has
been approved at the College/School level. Undergraduate trial courses are reviewed by the Curriculum
Review Committee (CRC), while graduate trial courses are reviewed by the Graduate Academic &
Advisory Committee (GAAC). Trial courses that wish to be stacked will be reviewed by CRC and GAAC.
Trial courses do not carry GER designators (although students may petition for GER/Core credit after
taking the course).

Once a trial course has received final approval from the College/School level, it will need to be forwarded
to the Governance Office then forwarded to the appropriate Faculty Senate committee by the appropriate
deadline to be considered for the following semester. The Provost/Chancellor has the final approval for
Trial Courses.

Submit Trial Courses Format 1 to:
Governance Office
328 Signers’ Hall

Box 7500
uaf-faculty-senate-office@alaska.edu
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Chapter 4: Course Inventory
Management (CIM)
Introduction to Course Proposals

The Course Inventory Management portal of CourseLeaf is where all course proposals will be submitted.
To access the Course Inventory Management portal log into the website below:

https://nextcatalog.uaf.edu/courseadmin/

Login is the same single sign on UAOnline login information. If unable to login with single sign on
UAOnline, please contact the Curriculum Team at uaf-curriculum@alaska.edu for access.

The Course Inventory Management proposal form is considered a smartform and may auto populate
answers and/or ask additional questions depending on how the previous questions are answered. This
form will automatically determine the workflow depending on the changes being submitted. It has been
programmed to determine if the proposal is a major or minor change. The Curriculum Team has built in a
few stop gaps to ensure the proposal received all of the appropriate approv]t̀h u܀ v]̀  

umredis prod 

܀
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A course that is REQUIRED to be taken simultaneously with another course (CHEM F105X General
Chemistry I, Corequisite: CHEM F105L as an example) and must be listed in the box titled Corequisites.

Mode of Delivery
When editing a course please DO NOT remove Directed Study from the Mode of Delivery. All courses
listed in the catalog can be offered as a Directed Study, and this option will be re-added by the Office of
the Registrar prior to the course being added back into Banner.

Course Deactivations
Courses needing to be deactivated CANNOT be part of a program or listed as a prerequisites for another
course. The course will need to be removed from these programs or courses, through a change in
CourseLeaf, prior to being deactivated. If a course to be deactivated is part of a suspended/deactivated
program, the course must remain active for 10 years.
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Major Course Change Workflow

Major course changes as listed above, includ�က d



Minor Course Change Workflow

Minor course changes as listed above, will follow the workflow listed below. There are a few exceptions
depending on departments, always preview the workflow to see what the course workflow looks like. With
the exception of minor changes to GER courses, which will go through GER&C, minor changes will not go
through the Faculty Senate committees or to the Provost, the final approval for these changes lie with the
College/School Dean.
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Chapter 5: Program Management
Introduction to Program Proposals

The Program Management portal of CourseLeaf is where all of the following program proposals will be
submitted: Graduate Programs, Undergraduate Programs, Minors, Certificates, and Occupational
Endorsements. To access the Program Management portal log into the website below:

https://nextcatalog.uaf.edu/programadmin/

The login is the same single sign on UAOnline login information. If unable to login with single sign on
UAOnline information please contact the Curriculum Team at uaf-curriculum@alaska.edu for access.

The Program Management portal requests the same information as the paper forms and is also a
smartform. Unlike the course proposals, the initiator will have to choose major change or minor change. It
is very important for the initiator to choose the appropriate type of change to ensure the correct workflow
is started. As with Course Proposals, the Curriculum Team has built in a few stop gaps to ensure the
proposal received all of the appropriate approvals:slt sived all o t㘀 tprov Pchdtoo choilt r㘀 tf dduofin bsiteԐ g༐ጀ
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Minor Program Change Workflow
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New Degree Programs

UA Regulation 10.04.02 has a long list of elements required for a new degree program submissions. The
required documents include:

● BoR Program Action Request (PAR) Form
● Resource Commitment Form
● Draft Prospectus for the Northwest Commission on Colleges and Universities (NWCCU)

New courses associated with new degree programs must be created in the Course Inventory
Management portal at the same time as the new program. When a new course is created in CourseLeaf,
and it has been added to a new program submission prior to approval, if added correctly, it will
auto-populate into the new program once the course is fully approved and created in Banner.

The review process for new degree programs is a lengthy process and may take upwards of 1-2 years. It
is strongly recommended that the initial discussion(s) of whether to develop a new program include the
UAF Provost before work commences on the necessary forms.

New Program Workflow
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Note: All new degree programs go to the Board of Regents for approval with the exception of graduate
certificates, workforce credentials, and occupational endorsements. CourseLeaf proposals for graduate
certificates, workforce credentials, and occupational endorsements do not require the PAR form. In
addition, all new degree programs that are 30 credits or more go to the NWCCU for approval/notification.
CourseLeaf proposals for new degree programs that are 29 credits or less do not require the NWCCU
Prospectus.

Program Deletions

Program deletions require approval at the level of the UA Board of Regents as stipulated by UA
Regulation 10.04.02.

Department Initiated Deletions
This process applies to requests for program deletion which originate from a department within a school
or college. The program deletion is signed off by the appropriate department head, curriculum council
chair and dean, then it is sent to the Faculty Senate office. Following review and approval by the
appropriate Faculty Senate curriculum review committee (including Curricular Affairs Committee for
undergraduate programs), the program deletion request is sent to the Administrative Committee for
inclusion on the next Faculty Senate agenda. After approved by Faculty Senate, the program deletion is
signed off by the UAF Chancellor. The UAF Provost takes the approved deletion to the System Academic
Council and then it is forwarded to the UA Board of Regents for final approval.  Notice is sent to NWCCU
after approved by BoR.

Program Review Initiated Deletions
The process of program deletion as a result of the formal program review process is different in that the
deletion request originates from the UAF Provost in consultation with the Chancellor’s Cabinet and then
goes directly to the Administrative Committee of the Faculty Senate. The matter then goes before the full
Faculty Senate for a vote. Faculty Senate will review the recommendations to discontinue or suspend
programs and states their collective agreement or disagreement with the Chancellor’s Cabinet’s
recommendation. If the Faculty Senate disagrees, it shall provide an alternate recommendation by the
end of the semester in which the Chancellor’s Cabinet’s recommendation is made. The Chancellor
reviews all levels of recommendations and decides whether to recommend program discontinuation to the
Board of Regents.

The Faculty Senate amended the Academic Program Review Procedure Policy at meeting #222 on April
3, 2017.
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Program Deletion Workflow
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Chapter 6: New Minors

Introduction to New Minors

The Program Management portal of CourseLeaf is where new minor proposals will be submitted. To
access the Program Management portal log into the website below:

https://nextcatalog.uaf.edu/programadmin/
mailto:uaf-curriculum@alaska.edu


New Minor Workflow
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○ Specify the objectives and career opportunities. It is essential that the objectives of the
program be clearly identified so that the activity may be evaluated in terms of how
successfully it fulfills its stated objectives.



Other:
● Additional Rationale not previously stated
● Additional Attachments - any supporting documentation

○ A letter of Support from Industry or Advisory Council Representatives

Route of Approval:
1. Program Head responsible for the transcription request
2. The Academic Council of the college/school housing the Occupational Endorsement
3. Dean of school/college housing the Occupational Endorsement
4. Chair for the Faculty Senate Curriculum Review Committee (not the full committee)
5. Chair for the Faculty Senate Curricular Affairs Committee (not the full committee)
6. President of the Faculty Senate (not the full Senate)
7. Provost
8. Chancellor (designated by President as approving authority)

Occupational Endorsement Workflow
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EFFECTIVE: Fall 2016

RATIONALE: The UA Board of Regents adopted a resolution at its April 3-4, 2014 meeting
charging the faculty across the UA system to develop and adopt common general
education requirements.

The Faculty Senate adopted a resolution at its May 7, 2015 meeting calling for the
adoption of a classification list system that will meet general education requirements in
arts, humanities, and social sciences.

The UAF Faculty Senate desires to widen student choice related to general education.

It is the intention of the Faculty Senate that the current ethics requirement be
retained.
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Appendix A: Guidelines & Samples

Course Stacking

Faculty Senate approved the course stacking regulations and guidelines for course stacking at Faculty
Senate meeting #232 on May 7, 2018 as shown below:

Course Stacking Regulations:

With the exception of 400/600, stacked courses must be of adjacent levels (e.g. 200/300). Other stacked
combinations (e.g. 100/600) are not allowed under any circumstances. Two existing courses may never
be stacked with one another. Stacked courses are required to have the same title, course description, and
number of credits. The additional effort required for higher level credit must be clearly spelled out in the
course syllabus.

Guidelines for Stacking courses:

It is impossible to offer identical courses simultaneously at two different levels. We use stacking because
it helps with course enrollment problems, but the challenge is to create something that’s not simply one
level. We recognize that the design of a ‘stacked’ course requires compromise to create content that
challenges graduate students while remaining accessible to undergraduates. We offer the following
guidelines to help prepare such a course and to provide the UAF Faculty Senate committees with
sufficient information to enthusiastically endorse the new creation.

The additional effort required for higher level credit must be clearly spelled out in the course syllabus.
This reduces the opportunity for later conflicts by providing students with a clear understanding of the
differences in requirements and grading. This will be given serious consideration in the approval process
for such courses.

The creation of two different syllabi will help emphasize the different learning outcomes of what are
supposed to be two different courses. We encourage at least weekly, if not daily, differences in reading
assignments, homework assignments, meetings with students, and other class activities. Only adding an
extra term paper to the graduate section of a stacked course is unlikely to transform an undergraduate
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class into a graduate class. Such an extra paper, however, can be part of a systematic difference between
the two versions.

With the exception of 400/600, stacked courses must be of adjacent levels (e.g. 200/300). Other stacked
combinations (e.g. 100/600) are not allowed under any circumstances. Stacked courses are required to
have the same title, course description, and number of credits. The additional effort required for higher
level credit must be clearly spelled out in the course syllabus.

The higher level version of the course must require additional student effort. In the case of 400/600 level
stacked courses additional student effort for the 600 level version, such as a seminar or a term paper,
should reflect the greater acuity that we expect from graduate students. Prerequisites of graduate
standing or permission of the instructor is required for graduate enrollment.

400/600 level stacked course applications are reviewed by the (Undergraduate) Curriculum Review
Committee (CRC) and by the Graduate Academic and Advising Committee (GAAC). The committees will
determine: 1) whether the two versions have sufficiently different learning outcomes (i.e. is there
undergraduate and graduate level content being offered); 2) are undergraduates being overtaxed?; 3) are
graduate students being undertaxed? In this context, the CRC and GAAC are looking out for the interests
of the students taking the course. Typically, if either committee has qualms, they both do.

In developing a proposal for a new stacked course or for revising an existing course, keep in mind the
education level and training needs of undergraduates and graduates and provide documentation to show
what each section of the course will offer learning experiences appropriate for the students. Students will
be grateful for giving them -- within the limitations of the ‘stacked’ framework -- the best possible
educational experience.

When courses are unstacked, this is also considered a minor change; however, the course listed as the
secondary course will be deleted. If the secondary course should remain active, the new course proposal
for that course will need to be submitted in CourseLeaf, with a different name, different course number,
and different course description. This new course proposal will have to go through the entire curriculum
approval process.

Course Cross-Listing

Courses are considered cross-listed if they are sponsored by two or more departments (e.g.
Theater/Art/Music 200X). Proposing a cross-listed course, starting with an already existing course, is
considered a minor change. When courses are uncross-listed, this is also considered a minor change;
however, the course listed as the secondary course will be deleted. If the secondary course should
remain active, the new course proposal for that course will need to be submitted in CourseLeaf, with a
different name, different course number, and different course description. This new course proposal will
have to go through the entire curriculum approval process.

No Print Status

For a course to be placed into no print, edit the course in the Curriculum Inventory Management and
select the Course will NOT print in catalog option. This will then be forwarded to the Curriculum Council
Chair and the Dean for approval. A course cannot be placed in no print status if it is listed as part of a
program or as a prerequisite for another course or is cross-listed/stacked with another course. The
Course Inventory Management portal will show how the course in question fits into the catalog. If the
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course is listed in a program or as a prerequisite or is cross-listed/stacked with another course, a program
or course change will need to be made to remove the course.

Syllabus Checklist

Faculty Senate approved the new syllabus checklist at Faculty Senate meeting #244 on December 2,
2019. The Administrative Committee revised the new syllabus checklist with the addition of a COVID
statement on July 10, 2020. The UAF Faculty Senate approved the concept of the syllabus addendum in
May 2020.The syllabus addendum contains non-academic information for all UAF syllabi. See a Google
Doc version of the syllabus addendum linked here.

Syllabus Checklist For All UAF Courses

The Faculty Senate curriculum committees will review the syllabus to ensure that each of the items listed
below are included. If items are missing or unclear, the proposed course (or changes to it) may be denied.
DISCLAIMER: radically changing your course requirements once a semester has started is problematic
and should be avoided to limit possible negative impacts on you and your students.

Instructor’s Name and email, Date, course number (enterable fields)

Is this course listed as a General Education (GER) Course? Y/N

If this is a GER course, with which of the following is it associated: Communication, Arts, Humanities, Social
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withheld without penalty until the course requirements are met within an approved time.  For
undergraduate courses, the grade will automatically change to a W (withdrawn) after two years unless an
extension is requested and granted by the Registrar.

***************************************************************************************************

The latest amendment to the grading policy concerning grade of C- was approved at Faculty 

/files/uafgov/12-13_FS-191_Motion-to-amend-C-grading-policy-to-include-undergrad-pgms-signed.pdf
https://catalog.uaf.edu/bachelors/
https://catalog.uaf.edu/bachelors/
https://catalog.uaf.edu/bachelors/




Grade Appeals Policy

The G

http://www.uaf.edu/files/uafgov/Grade-Appeals-Policy-03052018.pdf


= 2 hours/per week for non-natural science/engineering lab/studio activities + 1 hour/week outside work
= 3-6 hours/week of supervised practicum or other scholarly activity
= 3-10 hours/week of internship, externship, or clinical activity

Credit hours may not be divided, except by one-half credit hours may be granted at the appropriate rate.

For short courses and classes of less than one semester in duration, course hours may not be
compressed into fewer than three days per credit. Any existing semester-long course that is to be offered
in a “compressed to less than six weeks” format must be approved by the college or school’s curriculum
council and the appropriate UAF Faculty Senate Committee (SADA, Core Review, Curriculum Review or
GAAC). Any new course proposal must indicate those course compression format(s) in which the course
will be taught. Only approved course formats will be allowed for scheduling.

Given the above information the formula used for computing credit/contact hours is 800 minutes (13.3
hrs) per credit. This equates to approximately 1 hour of lecture per week for a normal 14 week semester.
For courses that do not employ lectures, but that are intended to achieve learning outcomes equivalent to
those of a lecture course (e.g., some eLearning classes), 800 minutes of structured instructional activities
are expected per credit, in addition to at least 1600 minutes/credit of other work that the student
completes independently. “Structured instructional activities” is not restricted to mean synchronous
interaction with an instructor, but rather faculty-designed instructional activity intended to facilitate student
learning.

-------------------------------------------------------------

Existing Guidelines:

Practica, internships, and supervised scholarly activity differ from lab instruction in that there is no
structured daily educational exercise nor daily instructor evaluation, and a significant portion of the activity
is not supervised by the instructor of record.

A practicum is a hands-on supervised work experience done by a student either as part of or in
conjunction with an academic class as an educational strategy to attain the class objective. A faculty
member, usually the class instructor, supervises the work, establishes the objectives and evaluation
metrics, evaluates the outcome and assigns a final grade. Credit for practi�de.�䀀 ddit for vised wv蝰t ss m ]for vi trido� h auched asct ne bdition to ioleast 1600g e ssig n athvi con
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descriptions indicate the number of lecture; laboratory; and practicum, internship, or scholarly activity
hours the class meets each week for one semester.

● Generally a 1 credit course meets once a week for 1 hour for 14 weeks, plus a 2 hour final (1+0).
● A 3 credit course meets 3 hours a week for 14 weeks, plus a 2 hour final (3+0).
● A science course for 4 credits typically meets for 3 lecture hours and 3 lab hours for a 14 week

semester plus a 2 hour final (3+3).
● An Art course for 3 credits meets 1 lecture hour and 4 lab hours for 14 weeks plus a 2 hour final

(1+4).
● An internship meets at varying times during the semester as scheduled by the individual student

and instructor, but includes supervised work in a professional setting for 3-10 hours per week for
a 14 week semester.  A student worked 9 hours weekly could earn 1, 2, or 3 credits as
determined by the faculty to be appropriate for the discipline (0+0+9)

Examples of credit hours are: (1+0) 1 credit, (3+0) 3 credits, (3+3) 4 credits, (1+4) 3 credits, or (1+0+40)
for 6 credits, where the first number is the lecture hours, the second number is the lab hours, and the third
number is practicum/internship/scholarly activity hours.

Older motions concerning Academic Credit Unit, for reference:

● Motion to define academic credit for practicum, internship, or scholarly activity (FS meeting #141,
February 5, 2007)

● Motion to more clearly define the academic credit hour requirements for laboratory instruction (FS
meeting #180, February 6, 2012)

Course Compression

The latest amendment to the policy on course compression and course approvals was approved at
Faculty Senate meeting #175 on May 2, 2011.

MOTION:

The UAF Faculty Senate moves to amend the policies on course compression and course approval as
shown below:

EFFECTIVE: Fall 2011

RATIONALE: If core courses are important enough to be reviewed for compressed offerings,
then why not all courses? Are not all courses important? Doing so creates a uniform evaluation
method for this variety of course offerings. Further, we out to be able to use the lessons learned
in compressing core courses to non-core courses. Along those lines we intend to have guidelines
for course compression created as part of the ‘course and degrees manual’.

[[ ]] = Deletions
CAPS = Additions

Any EXISTING SEMESTER-LONG course THAT IS TO BE OFFERED IN A “compressed to less than six
weeks” FORMAT must be approved by the college or school’s curriculum council AND THE
APPROPRIATE FACULTY SENATE COMMITTEE (SADA, CORE REVIEW, CURRICULUM REVIEW OR
GAAC).  Any NEW [[core]] course [[compressed to less than six weeks must be approved by the Core
Review Committee.]] PROPOSAL MUST INDICATE THOSE COURSE COMPRESSION FORMAT(S) IN
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WHICH THE COURSE WILL BE TAUGHT.  ONLY APPROVED COURSE FORMATS WILL BE
ALLOWED FOR SCHEDULING.

Special or Reserved Course Numbers

The latest amendment to the policy on Special and Reserved Numbers was approved at Faculty Senate
meeting #250 on October 5, 2020.

MOTION:

The UAF Faculty Senate moves to update regulations and guidelines on offering cross-listed and
stacked courses with reserved number courses (-92, -93, -94, -95).
Regulation and policy is revised as follows:

● Non-credit (001-049), special topic (-93 or -95) and trial (-94) courses may only be cross-
listed with another course ending in the same numeric suffix.

● Seminar courses (-92) may be temporarily cross-listed with different numbered existing
courses in other departments. The temporary cross-listed course (-92) and host course
may use slightly different titles but subtitles, descriptions, credit hours and prerequisites

must be identical. For example, WGS 492 - Seminar - Emily Dickinson may be cross-
listed with ENGL 435 - Authors - Emily Dickinson.

● Departments wishing to offer seminars cross-listed with other courses should consult and
collaborate with the host department before scheduling cross-listed seminar courses.
● Special Topic (-93 or -95) and Trial (-94) courses may only be stacked with another
course ending in the same numeric suffix.
● Special Topic courses (-93 or -95) may only be offered once. If student interest or
demand warrants additional offerings, a trial course proposal should be submitted for the
curriculum review process. This does not affect special topic courses on “Current Topics”
provided the content is different from offering to offering.

Another amendment to the policy on Special and Reserved Numbers was approved at Faculty Senate
meeting #126 on December 13, 2004.

MOTION:

The UAF Faculty Senate moves to amend the policy on Special or Reserved Numbers as follows:

Special or Received Numbers
Courses identifi�2004.
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Non-Thesis Research / Project (x98) or Thesis / Dissertation (x99) is approved by the
Program/Department ChaimӀ
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