Iowa State University

OF SCIENCE AND TECHNOLOGY

Interoffice Communication

DATE:

October 8, 2012


TO:
  
Department Chairs

FROM:
 
Diane Rupp, Associate Registrar

RE: 
 
Course Offerings for Fall 2013 
DUE DATE:  Monday, November 26, 2012
Enclosed are preliminary course offering materials for fall 2013.  
Timeline and Instructions for Review – 

Please review and update your offerings for the Fall 2013 Schedule of Classes.  Note your course offering corrections in red on the enclosed report and return as follows by Monday, November 26, 2012.  

Original
- Send to the Registrar's Student Scheduling Office, 10 Enrollment Services Center

One copy
- Send to your dean's office (except LAS College)

One copy
- Send to Room Scheduling, 200 General Services Building


One copy
- Retain for your files

A proof copy for fall, reflecting any changes submitted on this report, will be available through e-Reports on AccessPlus, on Thursday, January 17.  The fall offerings, as they exist at that time, will be posted to the Schedule of Classes website.  The updated offerings will be made available on the web on Saturday, February 23.  
To complete your review, go to http://www.registrar.iastate.edu/courses/offeringinfo.shtml.
It’s your decision whether to print some or all of the on-line resources.  You are especially encouraged to reference the Procedures for Verifying/Revising Course Information, available from this site.  

The website includes a variety of information to help you prepare your course offerings.  Information available from this site includes: (1) course offering submission instructions, (2)  procedures for verifying/revising course information, (3) definition of instruction types, (4) standard day and times procedures, and (5) standard university course numbers.  In addition, from this site, you can download the experimental course approval form, should you need to complete that process for a course you are including on your Fall 2013 offerings.  Questions about special course fees should be directed to Shawna Saad at ssaad@iastate.edu or 4-9179.
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REVIEW CHECKLIST 
( Go to http://www.registrar.iastate.edu/courses/offeringinfo.shtml.  Choose Procedures for Verifying/Revising Course Information.                                                                
( Review all information on the course offering report, and note changes in RED.
( When adding sections, we welcome you to add these sections on the course offering report rather than using the Supplemental Course Section Offering page.  The supplemental page should only be used when making major revisions.  Please don’t duplicate your efforts by putting the information on both the report and the supplemental page.  The Supplemental Course Section Offering page is available at http://www.registrar.iastate.edu/forms/supplemental.xls.

( Course information is stored at the course catalog level and at the section level on the Registrar’s files.  Characteristics can be defined at the course and/or section level and include those items that are definitive or restrictive about that course and/or section.  

All course information for catalog year 2013-14 is included on this report, regardless of whether the course has section offerings for fall 2013.  If the course has one or more sections offered for the term, section information will follow the course information.  If the course is not offered fall, no section information will follow.  
· Please verify all information at the section level.  

· Please thoroughly review the course catalog level information on the fall 2013 course offering pages; this review is important since fall 2013 is the first term under the 2013-2014 Catalog.  At the course catalog level, only mark 1) improvements to title abbreviations or 2) corrections to bring the course offerings files in line with the 2013-2014 Catalog.  College Curriculum Committee approval is required to change fixed or variable credit hours, satisfactory–fail, dual list, cross listings, diversity/international perspectives, subtopics, non-major graduate credit, and repeatable from term to term.  You may not change course number, title or description.    

( Sections with zeroes in the max limit were cancelled for fall 2012.  The limits on these sections must be raised or the section crossed out.  Failure to address the 000 max limits will result in default action by the Registrar’s Office of deletion of the section.
( This report lists all enrollment restrictions stored on the Registrar’s file under the general course information.  If a restriction is actually being used, it will appear as a course or section comment.  Please review those restrictions being used this term.    

( If you have multiple sections that meet together in a common room or have other special room characteristics or considerations, specifics must be noted in the comments area.  Failure to do so will result in room assignments that may not meet the needs of the course.    
( Any major change to the max enrollments (35 or above) to existing or new sections using university classrooms is pending approval by Room Scheduling.  Late requests and requests which are not preapproved may not be honored due to room availability.  Once registration begins all changes must be approved by Room Scheduling.  If using departmental rooms be sure to relay that to both Room Scheduling and the Student Scheduling Office.  Questions about room scheduling should be directed to roomscheduling@iastate.edu.
( Departments are responsible for entering instructor information.  If your department does not currently have ADIN update access for instructor information, please contact Diane Rupp in the Office of the Registrar. Instructions for entering instructor information are available on the Office of the Registrar’s Web site.  Choose “For Departments” in the upper left hand corner, then choose Instructor Updates from the menu on the left bar.  Instructor role is required for all instruction types; percent of time is only required for role 1.  Role 1 should be assigned to any instructor directly involved in the instruction of students.  If more than one instructor is assigned to role 1, the percent of time must be divided so that the total is no more or no less than 100%.
( Departments are requested to enter the URL for the course section and its syllabus on the CO system – WR (Web Reference) screen.  Web addresses should not be included as part of a course or section note.  By entering this information on the WR screen, it will print in the Schedule of Classes and on the student’s AccessPlus schedule.  Web addresses do not carry forward from one term to the next or from one year to the next, and subsequently must be reentered each term.  

(  University policy states that night examinations for courses that do not meet in the evening must be published in the Schedule of Classes.  Departments that have traditionally administered night exams will be contacted about specific night examinations dates for fall 2013.  If your department does not normally schedule night examinations, but wants to schedule night exams for fall 2013, please contact Diane Rupp at drupp@iastate.edu or 4-1566 not later than December 1, 2012.
( Any course containing an international travel component should be submitted to the Study Abroad Center, not included as part of this submission.  Study Abroad will review those courses and then forward the approved course information to the Office of the Registrar.

( Unpublished sections are printing in the course offerings.  However, please do not mark your additions and deletions of unpublished course sections on these pages.  You will be receiving the standard printed copies of the unpublished course offerings for fall 2013 and summer 2013, on which you will make your changes, in a separate mailing.

( Additional paper work is required if you intend to do any of the following:

1. Offer an experimental course – Choose “E” in the Index on the Iowa State University homepage to access information on Experimental Course Procedures and/or the Experimental Course approval form.  June 1 is the deadline for adding an experimental course to the offerings for fall 2013.  Rules exist that govern the number of times a course may be offered experimentally, and whether a course may be carried forward from one catalog to the next.  Questions about experimental course procedures or offerings should be directed to Char Hulsebus in the Registrar’s Office cchulse@iastate.edu or 4-6329.

2. Dual list a course – Go to www.registrar.iastate.edu/forms/ to find the procedures for dual listing a course.  

3. Change any course information requiring college curriculum committee approval.  You may not change course information requiring college curriculum committee approval by making that change on this report.  Your department chair and your college curriculum committee must approve that change and communicate their approval to Diane Rupp, Associate Registrar, via a memo.  
If you have any questions related to fall offerings or catalog information, please call Barb Hotchkiss at 
4-2388.
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