Reference Sheet for New Curricular Offerings
General Information  

The time block schedule may be found at this link:  

http://www.smith.edu/deanoffaculty/classscheduleblocks.html 

Please refer to that schedule and select an appropriate time block.  The Committee on Academic Priorities (CAP) requests that courses not be taught across time blocks or in other ways that make scheduling difficult for students.  Please note that 100 and 200-level 4-credit courses should meet at least twice per week
Normally, academic credit shall be awarded at the rate of 4 credits per course.  With the exception of seminars, 4-credit courses must require at least 150 minutes of class time per week (with 110-120 minutes of laboratory/performance/studio equal to 50 minutes of lecture/discussion).  Seminars for 4 credits must require at least 110 minutes of class time per week.  Two hours per week is considered a normal allowance for the average student in preparation for each credit of lecture or recitation work. (See Code of Faculty Legislation and Administrative Practice.)

Latin honors designation(s) may be suggested by the course proposer and can be found at this link:

http://www.smith.edu/deanoffaculty/theacademicprogram.html
No more than three (3) codes may be assigned to any one course.  Departments and programs are free to omit Latin Honors designations from courses considered to be general education courses, from interdisciplinary courses, or from other courses which do not easily fit into existing Latin Honors categories.

A request for a course to hold a dual prefix status (this allows one course to carry two prefixes) should be made only when it is clear that either departmental/program prefix accurately describes the inherent nature and content of the course.  Written approval from both departments/programs is required. 

For writing intensive courses (WI) and First-Year Seminars (FYS), please visit the links below for a description of their curricular goals:

Writing Intensive Guidelines
First-Year Seminar Goals
Due dates:
Fall and interterm course proposals are due November 15 of the preceding year.  

Spring course proposals are due March 15 of the preceding year.
First-Year Seminars and Presidential Seminars are due December 10 of the preceding year.
Submission:
Faculty members in collaboration with their chairs and directors should fill out the appropriate course proposal form.  Please scan or email the completed forms along with the syllabus or course outline to the Associate Dean of the Faculty ( dramdath@smith.edu ).  If you have problems securing signatures, please have the appropriate chairs and directors email their approval and comments to the Associate Dean of the Faculty.

Review Process:  Members of CAP will look over your course proposal and may email you and/or your chair questions, comments and suggestions.  Once CAP approves your course, CAP will take your course along with many others to a faculty meeting for faculty review and approval.  

Notification of Approved Courses:  Your chair/director is notified of all the curricular offerings that go before the faculty for approval.  Your chair/director will be aware when your course is approved.  

Have Questions?  You may contact any member of CAP during this process.

If you have questions about how to develop a writing intensive course, please contact Julio Alves, Director of the Jacobson Center for Writing, ( jalves@smith.edu ).

If you have questions about how to develop a First-Year Seminar, please contact Susan Etheredge, Director of the FYS program ( sethered@smith.edu ).

