Graduate Studies Committee
Guidelines for Preparing Graduate Course Outlines
1. Catalogue Description. Text should be limited to 100 words.  The description should provide a clear overview of the course goals and content.
2. Course Goals and Objectives.  Goals and objectives should be clear and concise.  The goal statement should be broad.  Objectives should be consistent with the goals and should be specific and measurable.

3. Course Content, Instructional Approach, and Expectations.  The major topics covered in the course should be identified.  The major instructional methods to be used should be specified.  The essential course activities that students will need to perform in order to complete the course should also be described (reading expectations, exams, class participation, types of papers, group and/or single projects, and so).  Types of papers might include project reports, written case analyses, critical essays, and research papers.

4. Evaluation of Student Performance.  The methods used to assess student performance should be specified.  The assessment approach should be consistent with course objectives.  If multiple assessment methods will be used, the method of weighting the components should be specified.  If class participation represents a substantial proportion of the course work (more than 15%), criteria for assessment of class participation should be identified.

5. Topical Outline with required readings.  The distribution of topics and assignments over the duration of the course should be specified.  (The topical outline need not be organized on a week-by-week basis.)

6. Bibliography.  The bibliography should be appropriate for the subject content and should include current literature in the field.  The bibliography should be of reasonable length.

Check list for the course proposal
· Does the catalog description provide a clear, concise overview of the goals and content of the course?

· Are the stated goals and objectives clear?  

· Are the course requirements and expectations clear and consistent with the stated course goals and objectives?

· Are the evaluations standards and methods clear and appropriate? Do percentages add up to 100%?

· Are the reading assignments clearly specified?  Are they consistent with course objectives and course requirements?

· Does the bibliography reflect the recent literature?  Is the bibliography limited to a reasonable length?

· Overall, is there a clear connection among the various components of the outline?
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