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GUIDELINES FOR THE COURSE REVISION FORM

These guidelines are intended to accompany the McGill University Course Revision form; Minerva online submission of courses should be used.
Updated October 2021
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Acronyms:

AP(T&AP)
Associate Provost (Teaching and Academic Programs)

APB


Analysis, Planning, and Budget within the Provost’s Office

APC 
Academic Policy Committee of Senate [formerly APPC]
ES
Enrolment Services

GPS
Graduate and Postdoctoral Studies 

GRAD 
Graduate

SCTP 
APC Subcommittee on Courses and Teaching Programs

UG 
Undergraduate

1. Contacts/Communications

These people can be contacted for specifics related to meeting dates, faculty-specific and other issues.

APC Secretary

Paola Colapelle, Academic Planning Administrator 

Tel: 
398-TBA
paola.colapelle@mcgill.ca
Room 640. James Administration Building

Office of the Associate Provost (Teaching & Academic Programs)

SCTP Secretary
Cindy Smith, Course and Program Officer
Tel:
398-2624

cindy.smith@mcgill.ca 

Room 639, James Administration Building  

Office of the Associate Provost (Teaching and Academic Programs)

Director – Resource Allocation

Marilyn Baron

Tel:  398-2312

marilyn.baron@mcgill.ca
James Administration Building

APB, Office of the Provost & Vice-Principal

(Academic)

Faculty of Agricultural and Environmental Sciences

Joanne Ten Eyck

Tel:
398-8677

joanne.teneyck@mcgill.ca 

Dean’s Office, Macdonald-Stewart Building

Macdonald Campus

Faculty of Arts

Jackie Gregory 
Tel:
398-1737
jackie.gregory@mcgill.ca 

Dawson Hall

School of Continuing Studies
Associate Dean Sue Laver
Tel:  398-2351

sue.laver@mcgill.ca
Dean’s Office


Faculty of Dentistry

Patricia Bassett – Undergraduate proposals

Tel:
398-4400 ext. 00091

parricia.bassett@mcgill.ca 
2001 McGill College


Crystal Noronha – Graduate proposals

Tel:
398-7728
crystal.noronha@mcgill.ca  


2001 McGill College, Dean’s Area
Faculty of Education

Associate Dean Adam Dubé
Tel:
398-4228

adam.dube@mcgill.ca  

Dean’s Office, Room 230, 3700 McTavish Street

Faculty of Engineering

Min Xiong
Tel:
398-7261

academic.engineering@mcgill.ca  

Office of the Dean
Graduate and Postdoctoral Studies 

Maggie Do Couto
Tel:
398-3050
cgps.gps@mcgill.ca  

Room 400, James Admin. Building

Faculty of Law

Lianne Barski – Undergraduate proposals

Tel:
398-6608

lianne.barski@mcgill.ca  

Chancellor Day Hall

Bianca Bourgeois – Graduate proposals

bianca.bourgeois@mcgill.ca 

Tel:  398-6635

Chancellor Day Hall

Desautels Faculty of Management

Rafael Frota – Undergraduate proposals

Tel:
398-TBA
rafael.frota@mcgill.ca  

B.Com Program, Bronfman Building

Katherine Correia – Graduate proposals

Tel:   398-4042

katherine.correia@mcgill.ca 
MBA Program, Bronfman Building

Faculty of Medicine and Health Sciences

Kimberly John

Tel:
398-2849
fcc.med@mcgill.ca
McIntyre Medical Sciences Bldg., Room 637


Schulich School of Music

Diana (Dino) Dutz
Tel:
398-6337
diana.dutz@mcgill.ca 

Associate Deans Office, Strathcona Music Building

Faculty of Science


Josie D'Amico


Tel:
398-4215


josie.damico@mcgill.ca 


Dawson Hall
· The SCTP Faculty Contact is the only person who submits course/program proposals for approval [either to GPS or SCTP].

· Communications regarding course and program decisions are sent via the above faculty contact people. Course and program approvals appear in reports and minutes posted on the Web (see Section 5).

2.
The Pathway for Approval
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2.2 
Faculty Deadlines

Contact your faculty contact person for faculty internal deadlines and timelines.

2.3  
Meetings
SCTP meets on alternate Thursdays from APC, September until May.  The meeting dates for APC and SCTP can be found on their respective Web sites.

3. 
Length of Time for Approval

3.1 
Normal time
More than half of course proposals take 5 to 8 weeks to be approved [beginning from the departmental approval process up to final approval by SCTP/AP(T&AP)]. More time may be needed if your proposal needs to be approved by “Other Faculty”.
3.2 
Range of time

Course proposals can take from 3 to 29 weeks to be approved.    

3.3 
Reasons for delay 
These are usually related to inaccurately completed forms, content revisions requested by SCTP/AP(T&AP), or missing consultation documents.  To avoid unnecessary delays it is very important to:

3.3.1
Explain in detail, within the Rationale box, reason for all revisions.

3.3.2
Make sure that the course description (100 words) and title (30 characters) do not exceed their maximums. 

3.3.3 If the course could overlap with courses of another department, please provide evidence of the other department’s consent for the course [see Appendix A for consultation form that may be used].  

E-mail consultation is also acceptable – ensure person providing consultation indicates their coordinates [name, title, department/faculty].
To minimize approval delays, it is recommended to submit a DRAFT of the proposal, before it begins the approval process, to the Course and Program Officer [Cindy Smith, Secretary to SCTP].

 4. 
Important Deadlines

4.1
November 1st submission to SCTP for course revisions to be updated in the Calendar for the following academic year.  If your proposal does not receive faculty approval within two months of submission, please communicate with the faculty contact person.  It is essential that you follow-up with your Faculty’s contact person on a regular basis to track the status of your proposal.

4.2 
March 1st submission to SCTP for a course revision proposal to be approved in time for September registration.  

5. 
How to Find the Course Revision Form

5.1
The Minerva online submission of course proposals may be found at:  www.mcgill.ca/minerva/ - SR Admin, Catalog and Schedule Menu, Course Proposal/Revision; academic staff:  instead of SR Admin, click on Faculty tab.  This version of the course revision proposal must be used.


If revising a course number to a new subject code or splitting an existing course into two, then the Word or PDF version of the form may be used; this form is located at:  www.mcgill.ca/sctp/guidelines.   Click on this link and save the blank form on your computer system for further use.

5.2
On the SCTP Web page, below the guidelines, is a link to Microsoft Word or PDF versions of the latest Course Revision Form. Click on this link and save the blank form on your computer system for further use.

NOTE: Handwritten proposals will not be considered.

5.3
Attach any additional information required by the form, e.g., completed consultation from other departments, Fee Advisory Committee approval for extra fees appended to the course or revision to the fee, or  financial consultation.  Course outlines are not required by SCTP/AP(T&AP) unless specifically requested.
5.4
After the proposal has been approved by the department, send the form to your faculty, which will then review it, and once approved, it will be submitted to SCTP/AP(T&AP), via your Faculty’s SCTP Contact, for review and approval.  Final approval rests with SCTP for course revision proposals.
5.5
To determine approval status, you may search the SCTP Minutes or AP(T&AP) Reports on the SCTP Web site [www.mcgill.ca/sctp], consult your SCTP Faculty Contact, or contact Cindy Smith [Course and Program Officer/Secretary to SCTP].

6.
How to Fill Out the Course Revision Form

NOTE:  Change in modality of course offering must be reported to SCTP for approval; this means changing a course offered on campus to offering it online or vice versa.
PLEASE USE CANADIAN SPELLING
The section numbers and titles listed below correspond with the boxes on the WORD/PDF proposal form – all of these boxes also appear on the Minerva online version of the proposal form. See example of a properly-completed form on the guidelines Web site.

6.1 
Will this course revision affect a current program?

If YES is checked, two additional options are given.  If other adjustments/changes are needed to the affected program(s) [= complex change], then a program revision proposal must accompany the course revision proposal - check “Program Revision Form submitted concurrently”; this is especially important if the course appears within a program’s list of required courses.  Or click NO and indicate affected courses and programs [= simple change] – all programs should be listed by full program title.
For WORD/PDF versions:  Check “in the Rationale section below ( ” if the revision does not result in additional revisions to the program and list all that are affected:  courses and programs [see Retirement, Number Change, and Credit Weight Change sections below for specific scenarios]. 
If Yes is checked and other revisions are needed to a program [= complex changes], then a program revision MUST be concurrently submitted with the course revision proposal to reflect the revision(s) appropriately [this is imperative for degree audit purposes].  If the program revision proposal is not concurrently submitted with the course revision proposal, the course revision proposal will be returned to the faculty.  If the title of a course changes, but the number and credit weight remain the same, a program revision proposal is not necessary; Banner should automatically update affected programs for course title changes – if not updated properly, contact Cindy Smith, Secretary to SCTP. 
6.2
Teaching Department 

Indicate the name of the academic unit/department that will offer the course. 

6.3 
Administering Faculty/Unit

Indicate the name of the faculty that will administer the course (500-level courses and below).

Example:  PHGY 311 – Teaching Department = Physiology, Administering Faculty/Unit = Science [even though the Faculty of Medicine and Health Science OFFERS the course].

Indicate the name of Administering Faculty/Unit as Graduate and Postdoctoral Studies for all 600- and 700-level courses – only exception is 600-level courses within the School of Continuing Studies.

Example:  PHGY 601 – Teaching Department = Physiology, Administering Faculty/Unit = Graduate and Postdoctoral Studies.

6.4
Campus (Downtown, Macdonald, Off Campus, Distance Ed, Other – specify)


Please specify whether the course will take place at the downtown campus, Macdonald Campus, elsewhere, or online.  NOTE:  Courses offered online should have a course activity/schedule type of Web Course.
6.5
 
Effective Term of Implementation

Indicate the term in which the course revision(s) should be available [this must be a realistic date according to the timelines in Section 4].  


Example:  indicate year and term [Fall 2019 or January 2020; also acceptable:  201909 or 202001].


NOTE:  Revisions may not be made effective retroactively [with the exception of course retirements that do not affect programs].  Revisions may not be implemented in January if the proposal is only submitted in January or thereafter of the same year; implementation date must indicate September in this case [or summer at the earliest].


Retirement ( - Check this box if the proposal is for a course retirement.  This effective term may be made retroactive [if no programs are affected].  Also, keep in mind the effective term of implementation for program revisions, which include the revised/retired course, should correspond.

( The following scenarios are when course retirements do not require by SCTP/AP(T&AP) a program revision proposal [but indication of affected programs should appear in the first box or Rationale box on the Word/PDF version of the course revision proposal]:



6.5.1
course appears in a list of Complementary Courses or in a specific list of Elective Courses and the number of credits to be chosen is not affected;




6.5.2
course appears in a list of courses within the Calendar that are to be chosen within a group of Complementary or Elective Courses and the number of credits to be chosen is not affected;




6.5.3
course appears as an alternative Required Course and number of credits to be chosen is not affected;



6.5.4
it is a 0-credit course that is being retired and removed from the program.
The following scenarios are when course retirements do require a concurrent submission of a(or several) program revision proposal(s) to SCTP/AP(T&AP):



6.5.5 
course appears in a list of Required Courses and it is not 0 credits;


6.5.6 
course appears in a list of Complementary Courses where the choice is only two courses [i.e., choice is indicated that students choose one of two courses listed] and similar situations where the removal of the course(s) eliminates any choice. 


Academic units are responsible for searching the University eCalendars for affected courses/programs.  Contact the SCTP Faculty Contact for your Faculty/School for instructions on searches [see pp. 3-4].

NOTE:  There is a process for reinstating a retired course.  Contact the Secretary to SCTP for details.

6.6
Responsible Instructor
This information is not mandatory for SCTP review purposes but, rather, is often requested at the faculty review level.  Confirm with your SCTP Faculty Contact whether this information is required by your Faculty/School.

6.7
Credit Weight (
The first box is for what the proposed revised credit weight [or the current credit weight if it is NOT being revised]; the second box is for the old credit weight [if it is being revised].  If the credit weight is not being revised, only the first box MUST be filled in.  NOTE:  When the credit weight changes, the schedule type and hrs/wk [box 18] MUST be revised and completed – the hrs/wk determine the credit weight of a course and box 18 verifies the appropriate credit weight assigned to the course.  Existing info must be indicated within the rationale of the proposal.
Some faculties (e.g., Engineering and Science) have their own regulations concerning credit weight.  Normally, courses with 3 lecture hours per week for one term [13 weeks] are awarded 3 credits.  Conferences are usually not counted as lecture hours unless attendance is compulsory.  Graduate seminars may be 2 or 3 hours/week with a credit weight of 3.  Normally, a 3-hour laboratory per week is awarded 1 credit per term.

Special rules 

6.7.1 Ph.D. Comprehensive Examinations are worth 0 credit [no exceptions].

6.7.2 Graduate project courses may be worth a maximum combined total of 18 credits.

6.7.3 Thesis courses must be worth a minimum total 18 credits [combined].

( The following scenarios are when course credit weight changes do not require by SCTP a program revision proposal [but indication of affected programs should appear in first box or Rationale box on the course revision proposal – the latter if the Word or PDF version used]:


6.7.4 
course is listed in a group of Complementary or Elective Courses and number of credits to be chosen in the program is not affected;



6.7.5
vague requirements in a program, example:  “6 credits at the 500 level or higher chosen from …” and no specific list of courses is indicated.
The following scenarios are when course credit weight changes do require a concurrent submission of a(or several) program revision proposal(s) to SCTP:



6.7.6 
course appears in a list of Required Courses and it is not 0 credit;



6.7.7 
course appears in a list of Complementary or Elective Courses where the number of credits to be chosen is affected;



6.7.8
credit weight of research, project, or thesis courses listed in an honours or graduate program is changed.

Academic units are responsible for searching the University eCalendars for affected courses/programs.  Contact the SCTP Faculty Contact for your Faculty/School for instructions on searches [see pp. 3-4].
6.8
Course Number 
Indicate here what the course number should be [this MUST be completed even if the course number is not changing].  If the course number is being revised, the original number is indicated in box 9.  Also, the number 
revision results in a restriction revision – only exception is if the course has slot status.  Box 22 must be completed:  first box should include any existing restriction(s) plus “Not open to students who have taken ABCD ###” [whatever the original course number was].  The “Old Restriction” should indicate the existing restriction or “None” if none previously existed.  
Normally, 200-level numbers should be reserved for courses taken in U1, 300-level numbers for courses taken in U2, 400-level numbers for courses taken in U3, 500-level numbers indicate courses that may be taken by undergraduate and graduate students, 600-level numbers are used for courses taken by Master’s students, and 700-level numbers for courses taken by Ph.D. students.  It is the department’s responsibility to ensure new course numbers are not currently in use and that any recycled number has had zero enrolment in at least five academic years. 

6.8.1 To verify whether a course number has been used in the last five academic years, the department can

check in Banner for information from Fall 2002 (200209) and onward.  If not sure how to find the information within Banner, contact the Secretary to SCTP for help.
Course numbers also indicate whether the course is offered as a single term or as a spanned-term course.


Span courses have a suffix attached to the 3-digit course number, single-term courses do not.

D1/D2 = two consecutive terms;

N1/N2 = two non-consecutive terms;

J1/J2/J3 = three consecutive terms.

Course may be offered as both single and span terms. 

To request a different version/span of an existing course, contact the Secretary to SCTP for details in submitting this request via email; this change is not done via a course revision proposal.

The following scenarios are when course term changes do not require by SCTP/AP(T&AP) a course revision proposal:
6.8.2 Retirement of spanned terms when single term is also available - this change may be requested of the 


Class Schedule Office in writing [classschedule@mcgill.ca] or contact the Secretary to SCTP;
6.8.3 Addition of a single term to an existing course with spanned terms – request sent to 


classschedule@mcgill.ca or contact the Secretary to SCTP.
The following scenario is when a course term change does require by SCTP a course revision proposal:


6.8.3.1
split of a spanned-term course into two single-term courses – two course REVISION proposals are required.  Minerva online submission of courses does not handle this well, especially if the original number is to be retained – use the Word or PDF version.
6.9  
Number Change From (
If the course number is NOT being revised, nothing is indicated here.  If the course number is being revised,  the existing number is indicated here [be sure to indicate the existing terms, e.g. D1/D2, N1/N2, etc.].

( The following scenarios are when course number changes do not require by SCTP a program revision proposal [but indication of affected courses or programs should appear in first box –> Rationale box on the Word or PDF course revision proposal]:



6.9.1
a 200-, 300-, 400-, or 500-level course is renumbered to the undergraduate level;



6.9.2
a 600- or 700-level course is renumbered to the same level [600 or 700];



6.9.3
a subject code change but number stays the same.

The following scenarios are when course number changes do require a concurrent submission of a(or several) program revision proposal(s) to SCTP:



6.9.4
600-level course is renumbered to an undergraduate-level course and this course should now be included in an undergraduate program as required;



6.9.5
500- or other undergraduate-level courses renumbered to a 600- or 700-level course and the course is to be added to graduate programs as required.

Academic units are responsible for searching the University eCalendars for affected courses/programs.  Contact the SCTP Faculty Contact for your Faculty/School for instructions on searches [see pp. 3-4].

6.10
Consolidation of Courses

When consolidating two or more courses, one of the numbers is retained for the revised course and the other course(s) is(are) retired automatically by the University Class Schedule Office (a course retirement proposal is not necessary) – these retirements are recorded in the report produced by the Secretary to SCTP.  

Academic units are responsible for searching the University eCalendars for affected courses/programs.  Contact the SCTP Faculty Contact for your Faculty/School for instructions on searches [see pp. 3-4].
6.11 
Split of Multi-Term Course
Indicate the multi-termed course number here, e.g., PSYC 380D1/D2, or the single-term course number and credit weight, e.g., GEOG 688 (3 cr.), which will be split.  When you split a multi-term course into two courses, one of the courses should retain the number of the original course.  The Course Revision Form that lists the original number would also indicate title revision [if revising], prerequisite revision [if revising], description revision [if revising]; the second Course Revision Form would NOT indicate title revision, prerequisite revision, description revision, or number revision [this does not get submitted on a New Course Proposal Form].  The revisions are minor changes and, therefore, quickly approved.  If the total credit weight of the split courses is different from the original credit weight, this may need program revisions (s) if course is required [e.g., PSYC 380D1/D2 (6 cr.) is split into PSYC 380 (2 cr.) and PSYC 381 (2 cr.)].  It is also important to list affected courses and how they need to be revised.
Academic units are responsible for searching the University eCalendars for affected courses/programs.  Contact the SCTP Faculty Contact for your Faculty/School for instructions on searches [see pp. 3-4].
6.12
Course Title 

The first box is for the proposed title.  If the title is NOT being revised, only the first box is filled in with the existing title; if the title is being revised, the existing title should be indicated in the second box “Old Course Title”.  Title cannot exceed 30 characters, including spacing and punctuation.  Please note that student transcripts will display this 30-character title.  The words “Introduction” and “Elementary” should normally be reserved for 200-level courses.  If you wish to use these words in titles of 300- or 400-level courses, please state reason in the Rationale.  See Appendix B in this document for a list of standard abbreviations for commonly-used words – as used at McGill.
6.12.1 The same title may not be used for graduate and undergraduate courses. 

6.12.2 Multiple courses under the same subject code may not contain the same title.

6.12.3 If the course title is longer than 30 characters, please shorten it prior to submitting the proposal.  Shortening the title may require some creative thinking if there is not already an abbreviation available for commonly-used words [list has been compiled by Banner staff; see Appendix B].  For example, a proposed course title revision might be “Theoretical Foundations of Syntactic Variations,” which is 47 characters long.  An initial shortening of the title might be “Th. Found. of Syn. Var.,” which is 23 characters long.  However, the shortened title does not convey the subject of the course clearly.  A better shortening is “Syntactic Variation Theory,” which is 26 characters long and clearly states the course’s subject.  Note:  the transcript and calendar titles may not be different or contain any different words.
6.12.4 Arabic numerals [e.g., 1, 2, 3] should be used in course titles and not Roman numerals [e.g., I, II, III].

6.13
Course Title to Appear in the Calendar (optional)

This allows for the elongation of abbreviated words in box 12 and is limited to 59 characters.  Words may not be added to, or deleted from, the title appearing in box 12 [transcript title]. 

6.14
Rationale for revised course (and affected programs where streamline procedures allow; see (  in guidelines)
 
All proposals must include a rationale. The rationale is not an expansion of the course description.

Explain the reasoning for the course revision(s) proposed, and how the proposal relates to the overall offerings of the department/program.  ALL REVISIONS MUST BE EXPLAINED!


When indicating affected program in this box [i.e., scenarios where a course revision proposal is not required by SCTP], the FULL program title needs to be specified, for example:  “Affected program is M.A. in Curriculum Studies; Thesis – group of ‘six credits from the following’ Complementary Courses”.

The following is an example of an inappropriate rationale, followed by a revision:

Original proposal

These revisions are necessary in order to inform students of course content.  It includes lectures, readings, and independent study that will allow the student to further her knowledge of the field. The course will be taught by professors from two different departments. 

Revised proposal
These revisions are necessary to bring subject matter up-to-date in a constantly changing topic. Prerequisite courses have recently been renumbered and information needed to be updated. 

6.15
New Course Description
The revised description is indicated here ONLY if it is being revised.  The revised description should not exceed 100 words maximum and should give a brief, concise, and clear idea of the course content/subject.   Please keep the following in mind:
· Avoid referral to students; otherwise, use gender neutral language and avoid using first person.
· Information about assignments and instructors belong on the course outline/syllabus, not in the course description.
· Information about the mode of presentation typically belongs on the course outline/syllabus, but it may be included in the course description, if the mode of presentation provides a distinctive learning experience (e.g., field course, project course, internship, distance education, etc.).

· It is understood that some topics may change from term to term and that these variations will be identified in the course outline. The potential for variability should not be communicated through the official course description – instead, indicate this in supplementary info box.  Do not use ‘may contain’ statements and “etc.” 
· Do not make statements like:  “The student will learn …” or “The student is expected …” as it is not guaranteed; and do not begin the description with:  “The course will discuss/examine …”  
· Do not repeat pre-/co-requisites, restrictions, and enrolment limitations information as this information is available to students in other boxes on the form.
· Engaging language that is intended to inspire the interest of students is permitted if it applies to the course regardless of when it is offered. For example,  “Delivered as a field course in an international community; …”

The following is an example of a course description that follows the guidelines:
Metaphysics and essential material in the field of modern metaphysics.

The following is an example of a description of the same course written in a way that does not follow the guidelines:
A review of metaphysics.  Course is led by faculty from two disciplines, a review of essential material in the field of modern metaphysics, and original research by the student.  The grading system is pass/fail.  Students will submit two term papers and complete a final examination.

Additional examples of course descriptions that follow the guidelines:

(1) Introduction to fault-tolerant systems. Fault-tolerance techniques through hardware, software, information and time redundancy. Failure classification, failure semantics, failure masking. Exception handling: detection, recovery, masking and propagation, termination vs. resumption. Reliable storage, reliable communication. Process groups, synchronous and asynchronous group membership and broadcast services. Automatic redundancy management. Case studies.

(2) An examination of evolutionary theory and the fossil and archaeological record for human origins, emphasizing the interaction between physical and cultural evolution. The use of primate behaviour in reconstructing early human behaviour. The origin and meaning of human variation.

(3) The basic ethical and legal issues and problems arising in clinical medicine and to develop the skills needed to identify and resolve ethical dilemmas. Emphasis is placed on the following subjects:  informed consent, risk disclosure, patient competence, confidentiality, research ethics, discontinuing life support, physician impairment, and ethics in the team context.

(4) The planning of projects and research activities provides hands-on experience related to tropical food, nutrition, or energy at the local, regional, or national scale in Barbados.  Projects and activities are designed in consultation with university instructors, government, non-governmental organizations, or private partners, and prepared by teams of two to three students working cooperatively with these mentors.   While in Barbados, lodging will take place at the Bellairs Research Institute.

6.16
Old Course Description
If the course description has been revised in box 15, then the existing description MUST be indicated here.  If the existing description does not show in the eCalendar, check on Banner.  If there is currently no existing description for the course, then “None” should be indicated in this box.  


6.17
Supplementary information to appear in the Calendar in addition to the course description

Such as:  equivalent course(s), contact hours, enrolment limitations, language of instruction, etc.

Please enter the information as it should appear in the Calendar notes.

Only fill in this box if any of the “extra” information is being revised.  Please indicate if course enrolment is limited by inclusion in a particular academic program (e.g., honours courses for students in honours programs only).  Existing info MUST be indicated within this box or rationale.
6.18 
Schedule Type(s)  

Types of Courses – Hours/Week.  If the course credit weight is revised or the schedule type(s) changes, then this box MUST be completed [if not, provide a rationale].  Otherwise, if the schedule type does not change then it is not necessary to complete this section.  If this is being revised [i.e., a lecture course being revised to a laboratory], indicate all that apply and the hrs/wk for each type, along with total hrs/wk and total number of weeks.  Existing information must be indicated within the rationale.
The following scenario is when course schedule type change does not require by SCTP/AP(T&AP) a course revision proposal:



6.18.1 
schedule type is being added to a course where hours are used from an existing schedule type [example, 3 hrs/wk of Lecture are listed but Lecture is reduced to 2 hrs/wk and 1 hr/wk is scheduled as Conference] – the total number of hrs/wk does not change.  This change may be made by the Class Schedule Office with a request in writing by the department.
The following scenario is when course schedule type changes do require a submission of a course revision proposal to SCTP:



6.18.2
total hrs/wk is revised;



6.18.3
Lecture course is revised to a Laboratory course, or vice versa, and the hrs/wk remain unchanged.



Schedule Types/Course Activities:

	Code
	Description
	Code
	Description

	BR 
	Break-Out Room                
	Q  
	Conference                    

	BU 
	Business Simulation           
	ES 
	Essay                         

	CS 
	Case Study                    
	EV 
	Evaluation                    

	CT 

CSR
	Class Test  
           Clinical Site Observation       
	EM 
	Examination                   

	K  
	Clinical Teaching             
	EX 
	Exchange Term Away            

	C  
	Colloquium                    
	DF 
	Field Course (DEPT)           

	Z  
	Comprehensive Exam            
	F  
	Field Course (GDEU)           

	FE 
	Final Exam                    
	PC 
	Practicum                     

	IS 
	Independent Study             
	PR 
	Presentation                  

	IBL

IN 
	Inquiry-Based Learning

Internship                    
	PG 
	Progress Report               

	IU 
	Inter-University Transfer Crse
	P  
	Project                       

	L  
	Laboratory                    
	W
	Web Course

	LR 
	Language Requirement          
	PP 
	Proposal                      

	LJ 
	Law Journal                   
	R  
	Reading Course                

	LV 
	Leave of Absence              
	RG 
	Registration Course           

	A  
	Lecture                       
	E  
	Research Course               

	W  
	Lecture-demonstration         
	SC 
	Screening                     

	LC 
	Legal Clinic                  
	M  
	Seminar                       

	V  
	Master Class                  
	G  
	Small Group Teaching          

	ME 
	Midterm Exam                  
	ST 
	Stage                         

	D  
	Modular course                
	S  
	Studio                        

	MC 
	Moot Court                    
	TS 
	Teaching Stage                

	NF  
	No formal lecture             
	TA 
	Term Away                     

	OT 
	Optional Tutorial             
	U  
	Thesis Course                 

	X  
	Other                         
	TC 
	Topics Course                 

	PA 
	Paper                         
	T  
	Tutorial                      

	Y  
	Practical Examination         
	O  
	Workshop                      


6.19
Projected Enrolment
Fill in this box only if the number of students you expect to enrol in the course will increase or decrease from the usual projected enrolment.

6.20
Revised Prerequisite(s) (Courses or Tests) (in full)

This box only needs to be filled in if the existing prerequisite(s) is(are) being revised.  Please enter in the first box what the entire revised prerequisite(s) should appear as in the Calendar; e.g., “MATH 200, MATH 300 or MATH 310 or permission of the instructor” indicates students must take MATH 200 AND MATH 300 or MATH 310 or get the instructor’s permission to take the course.  Do not indicate course titles in prerequisites. Old Prerequisite course number(s) box should indicate what the existing prerequisite(s) is(are); e.g., “MATH 300 or MATH 310 or permission of instructor”.  If none currently exists, then indicate the word “None”.
If the student does not have a prerequisite should web registration be blocked?
Yes indicates that the prerequisites should be entered on Minerva; this means that registration will be blocked if the student does not have the required prerequisite(s), this is sometimes referred to as “true prerequisite checking”.  Most faculties opt for the Minerva enforced prerequisites for all or most of their courses.

If “yes” complete A & B:

A. Indicate minimum grade or test score(s)……

The default grade for undergraduate-level prerequisite(s) is C, if no other minimum grade is entered on the CPF, a C will be entered on Minerva [NOTE:  if a higher passing grade for undergraduate prerequisite courses is preferred, a note to students in the supplementary info box needs to be indicated].  The passing grade for graduate-level course prerequisite is B- [NOTE:  a different passing grade for graduate prerequisite courses is not possible].
B. Can the prerequisite(s) or test(s) be taken in the same term as this course?

Normally, prerequisites must be taken in previous terms; if concurrency is allowed, Banner may be adjusted accordingly. 

If the minimum grade or test score is revised, indicate revised grade or score in box A and indicate existing in the Old prerequisite … test score box.

6.21
Revised Corequisite(s) Course Numbers

Please enter in the first box what the entire revised corequisite(s) should appear as in the Calendar; the existing corequisite should be indicated in the “Old corequisite course numbers”.  If none currently exists, then indicate the word “None”.

If the student does not register for the corequisite in the same term, should web registration be blocked?

If the corequisites are “absolute” then the courses MUST be taken in the same term – web registration can be blocked on Banner.

At McGill, many faculties/departments define corequisites as courses that may be taken in the same term or may be taken in different terms – what Banner defines as concurrent prerequisites.  It is possible to block or allow registration in both types of corequisites.  The University Class Schedule Office will verify all corequisites with the department to confirm whether they should be “McGill” corequisites or “absolute” corequisites.


6.22
Revised Restriction(s)
Indicate here what the entire revised restriction should be.

Old Restriction(s)

Indicate here what the entire existing restriction is.  If no restriction existed before the revision, indicate “None” in this box.

NOTE:   For revision to a course number, a consolidation of courses, and a split of a course, the revised restriction must include:  “Not open to students who have taken (indicate original course number)”.   The only exception would be if the original course had slot status or was a topics course.
6.23
Additional Course Charges


If you are revising the course charge or are adding one, this box should be completed.  All additional fees for courses, screening fees, copyright charges, MACES fees, etc. must be approved by the Fee Advisory Committee.  Please contact Mary Jo McCullogh [mary.mccullogh@mcgill.ca] for more information.

6.24
Requires Teaching, Physical, or Financial  Resources Not Currently Available

If YES, a memo from the Dean or the Provost must be attached to the proposal that indicates that the necessary resources will be made available to offer the course.  If this write-off is not attached to the proposal, the revision will be returned to the proposing faculty.

6.25
Consultation Reports Attached
Consultation reports are required for courses that may overlap with offerings in other departments. Where appropriate, a course outline and/or a bibliography of suggested readings for students should be attached to the course proposal form.  The example of a consultation report form is appended to this guide as Appendix A.  Email consultation is also acceptable – please ensure the responder’s coordinates are included.
6.25.1
Whom do I consult?  
(
Other departments that may offer courses with similar content.



(
APB.
6.25.2
When do I submit it?
 
(
The consultation reports must be submitted with the proposal.

INFORMATION for ENROLMENT SERVICES
To be completed by the Faculty

Slot Course:

Slot courses change their subject content from year to year – checking YES enables students to take the course more than once and receive the credit each time.  NOTE:  It is up to the offering unit to keep of which topic was taken by which students.
Thesis Component:

If the course will count towards the thesis requirement for the degree, check yes. Please note that any course that is considered a thesis component must have the Schedule Type:  U = Thesis Course.

Enrolment Services is responsible for completing the following:

CIP Code

For Continuing Studies Use
To be completed by the School of Continuing Studies.
6.26
Approvals

Approvals must be obtained before the revision proposal becomes effective.  All courses (600 and 700 level included) must be submitted to the offering faculty for approval before submission to SCTP/AP(T&AP).


Departmental Contact Person

Complete this information so that if there are questions concerning the information included on the proposal, 

quick contact may be made to avoid delays in approval.  At the very least, if the contact person’s e-mail 

address is indicated, this will ensure receipt of a copy of the follow-up reported to the SCTP Faculty Contact.

If you have any questions, please contact Cindy Smith, Secretary to SCTP.  We will be making on-going changes to these guidelines, so we would appreciate your input on all sections that are not clear.

                                                                                 APPENDIX A

CONSULTATION REPORT FORM

RE COURSE PROPOSALS
DATE:

TO:

FROM:

The attached proposal has been submitted to the Curriculum/Academic Committee, and it has been decided that your department should be consulted. 

Course Subject Code + #, Title, Credit Weight:

Would you be good enough to review this proposal and let me know as soon as possible, on this form, whether or not your department has any objections to, or comments regarding, the proposal.




NO OBJECTIONS





SOME OBJECTIONS

COMMENTS:

Signature:








Date:









APPENDIX B

	McGILL STANDARD ABBREVIATIONS

(To be used when course titles exceed 30 characters)



	
	Abbreviation(s)

	ABORIGINAL
	Aborig

	ACCOUNTING
	Acct

	ACQUISITION
	Acqsn

	ADMINISTRATION

	Admin

	ADVANCED

	Adv

	AESTHETICS
	Aesth

	AGRICULTURE
	Agric or Agr

	AMERICAN 
	Amer

	ANALYSIS
	Analy

	ANALYTICAL
	Anlytcal

	ANALYTICS
	Analyt

	ANATOMY



	Anat

	AND

	&

	ANTHROPOLOGY
	Anthro

	APPLICATION
	App

	APPLICATIONS
	Apps

	APPLIED
	Appl

	ARCHAEOLOGY
	Archaeol

	ARCHITECTURE
	Arch

	ATMOSPHERE


	Atmosph or Atmos

	BACHELOR
	Bacc

	BEHAVIOUR

	Behav

	BEREAVEMENT


	Bereavemt

	BIBLIOGRAPHY
	Bib

	BIOCHEMISTRY 
	Biochem

	BIOLOGY
	Biol

	BIOMEDICAL
	Biomed

	BIOMOLECULAR


	Biomol

	BIOPHYSICS
	Biophys

	BUSINESS



	Bus

	CENTURY
	C

	CERTIFICATE


	Cert or 

	CHEMISTRY
	Chem

	CLASSROOM


	Classrm

	CLINICAL



	Clin

	COMMERCE
	Comm

	COMMUNICATION
	Communctn

	COMMUNICATIONS
	Commun

	COMPARATIVE


	Compar

	
	Abbreviation(s)

	COMPUTER

	Comput or Compu

	COMPUTER SCIENCE
	CompSci

	CONTEMPORARY

	Contemp

	CONCENTRATION
	Conc

	CONTEXTS
	Cntxts

	CRITICISM

	Crit

	CULTURE

	Cult

	CURRENT
	Curr

	DENTISTRY
	Dent

	DEVELOPMENT
	Dvlpmnt or Dev

	DECISION
	Decis

	DIPLOMA

	Dip

	EAST ASIAN STUDIES 
	East Asian St or E Asian St

	ECONOMICS

	Econ

	EDUCATION

	Educ or Ed

	ELECTIVE
	Electv

	ELECTRICAL
	Elect or Elec

	ELEMENTARY
	Elem

	ENGINEERING
	Engin or Eng

	ENGLISH
	Engl

	ENTREPRENEURIAL
	Entrprnrl or Entr

	EPIDEMIOLOGY
	Epid

	ENVIRONMENT
	Environ

	ENVIRONMENTAL  
	Envrnmntl

	EVALUATION
	Eval

	FIELD

	Fld

	FINANCE
	Fin

	FINANCIAL
	Finl

	FIRST, SECOND, THIRD, etc.
	1st, 2nd, 3rd, etc.

	FORECASTING
	Frcstg

	FOUNDATIONS
	Fndns

	FRENCH
	Fr

	FUNDAMENTALS
	Fundls

	GEOGRAPHY
	Geog

	GEOLOGY
	Geol

	GLOBAL
	Glob

	GRADUATE

	Grad

	GREEK
	Grk

	HEALTH
	Hlth

	HISPANIC
	Hisp

	HISTORY
	Hist

	HONOURS
	Hons or Hon

	HUMANITIES
	Human

	II, III, IV, VI, VII etc.
	2, 3, 4, 6, 7 etc.

	
	

	
	Abbreviation(s)

	IN
	: 

(e.g., replace Seminar in U.S. 

History, with Seminar:U.S. History)

	INDEPENDENT
	Indep

	INDUSTRIAL

	Indus or Ind

	INDUSTRIAL RELATIONS 
	Ind Rel

	INFORMATICS
	Infrtcs

	INFORMATION
	Info

	INORGANIC

	Inorg

	INSTRUCTIONAL

	Instrc

	INSTRUMENT
	Instrum

	INTERDISCIPLINARY
	Interdisc

	INTERMEDIATE
	Intermed

	INTERNATIONAL

	Intl

	INTERNSHIP
	Intern

	INTERPRETATION

	Interp

	INTRODUCTION

	Intro

	INTRODUCTORY

	Intrdctry

	ISLAMIC

	Islmc

	ITALIAN
	Ital

	KEYBOARD

	Kybd

	LANGUAGE

	Lang

	LATIN

	Lat

	LATIN AMERICAN
	Lat Amer

	LEARNING

	Lrng

	LINGUISTICS
	Ling

	LITERATURE
	Lit

	MAKING
	Mkg

	MANAGEMENT
	Mgmt

	MANAGEMENT INFORMATION SYSTEMS  
	MIS

	MANAGERIAL
	Mngrl

	MANAGING
	Mng

	MARKETING
	Mktg

	MATHEMATICS
	Math

	MECHANICAL
	Mech

	MEDICAL 
	Med

	MEDICINE
	Med

	MENTAL
	Ment

	METALLURGICAL
	Metall

	METHODS
	Mthds

	MICROBIOLOGY

	Microbio

	MIDDLE
	Mid

	MODERN

	Mod

	MOLECULAR
	Mol

	MUSIC

	Mus

	
	Abbreviation(s)

	NATIONAL

	Natl

	NATIONS

	Natns

	NEGOTIATION
	Negotiatn

	NUTRITION

	Nutr

	OCCUPATIONAL
	Occ

	OPERATIONS
	Ops

	ORCHESTRAL
	Orch

	ORGANISMAL
	Orgnsml

	ORGANIZATIONAL
	Org

	PERFORMANCE
	Perf

	PERSONAL
	Persnl

	PERSONNEL

	Pers

	PHARMACOLOGY

	Pharma

	PHYSICAL EDUCATION
	PhysEd

	PHYSICS
	Phys

	PHYSIOLOGY
	Physiol

	PLANNING
	Plang

	POLITICAL 
	Poli

	POLITICAL SCIENCE
	PoliSci

	PRACTICE
	Prac

	PRACTICES
	Pracs

	PRINCIPLES
	Princ

	PROBLEMS
	Pblms

	PROGRAM
	Prog

	PSYCHOLOGY
	Psych

	PUBLIC
	Pub

	QUALITATIVE
	Qualtve

	QUANTITATIVE
	Quantve

	RELATIONS
	Rel

	RELATIONSHIPS
	Relshps

	RELIGIOUS
	Relig or Rel

	REMEDIAL
	Remed

	RESEARCH
	Resrch or Res

	RESISTANCE
	Resist

	RESOLUTION
	Resltn

	RESPONSIBILITY
	Rspnblty

	SCIENCE

	Sci

	SCHOOL

	Sch

	SECONDARY
	Sec

	SERVICES

	Serv

	SOCIAL 
	Socl

	SOCIAL WORK
	SocWk

	SOCIETY

	Soc

	SOCIOLOGY

	Socio or Soc

	SPANISH

	Span

	
	Abbreviation(s)

	STATISTICS

	Stats

	STUDENT

	Studt

	STUDIES

	St

	SUPPLY
	Sply

	SUSTAINABILITY
	Sustain

	SYSTEMS

	Sys

	TEACHING
	Teach

	TECHNICAL
	Tech

	TECHNOLOGY
	Techno

	THESIS

	Thes

	TRADITIONS
	Trads

	TRANSLATION
	Transl or Trans

	VOCATIONAL
	Voc
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