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A proposal to certify a course for General Education is to include: 

1. Completed General Education Course Certification Cover Sheet;

2. Catalog description, including credit hours, prerequisites and corequisites; 

3. Description of how this course fulfills each of the category guidelines for general education, as follows:
a. Please state each guideline, followed by a specific explanation that includes relevant references to course content;  

b. With regard to the guideline pertaining to the writing component, please describe the nature of the writing assignments and the percent of the course grade based on these assignments.

4. Model syllabus, including: 

a. All items listed in the standard syllabus;

b. A description of the course content that reflects the scope and depth of the material to be taught and the order of presentation (not necessarily a day-by-day calendar);

c. A statement identifying the course as a general education course in the appropriate category;

d. A description of course objectives that clearly reflect the general education guidelines for this category; 

e. Specific references to methods and/or assignments used to satisfy the general education writing requirement for this category and a statement of the relative weight given to these activities.

5.   A description of how your department plans to ensure that all instructors adhere to the general education guidelines for this course.  

Recommendations:  supply all instructors with the approved general education course proposal containing the above four items; establish beginning-of-the-semester meetings of instructors to discuss ideas and exchange useful materials related to general education guidelines; establish a standard syllabus for the course that includes the general education guidelines and references to course content that fulfills these guidelines; hold “post-mortems” on how well sections have adhered to general education guidelines, including examinations of tests, assignments, and so on.

6.
A description of how your department plans to document that students have achieved the goals set forth in the general education guidelines.  Departments need to provide the General Education Committee with this documentation during the recertification process (about once every five years), not only for the purpose of recertification but also to satisfy criteria for SACS accreditation.  Departments are strongly encouraged to make these materials accessible to instructors of the course and use these materials for internal assessments.*

7.
A description of how your department plans to use assessment results (see #6) to improve this course.

Suggestions:  monitoring for similar expectations among instructors; analysis of similarities and differences among instructors; identification and sharing of exemplary course materials and designs; and clarification of course goals and objectives.      

*  
Typically, departments keep general education course files with a folder for each instructor.  Each instructor’s folder needs to include: 

a.
a syllabus that meets general education requirements;

b.
copies of major tests and major quizzes;

c.
instructions for major assignments, such as projects, final portfolios, oral presentations, research papers, class activities and so on; and

d.
any other significant course information that illustrates how the course has fulfilled general education guidelines, especially the writing requirement.


Multiple folders for a general education course taught repeatedly by an instructor are appropriate only if the instructor makes significant modifications to the course from one semester to the next.

A sample proposal and a sample model syllabus are provided for your information.

Notes

•
The committee understands that the model syllabus is representative of syllabi used by individual instructors and that these syllabi may vary somewhat from the model.  Likewise, the committee understands that instructors may use different illustrations, examples, etc., to satisfy general education guidelines. 

•
The General Education Committee welcomes feedback on this process.


General Education Certification Procedure


1. 
A department may submit a general education course certification proposal at any time during the academic year. A certification is in effect starting with the semester in which it is approved.  A proposal submitted after January 15 may not be approved in time for the next year’s catalog.

2. 
A new or significantly modified course must first be approved by the Curriculum Committee and the Faculty Senate before a proposal for its general education certification is submitted to the General Education Committee. 

3.
Send the official signed General Education Course Certification Cover Sheet and a hard copy of the general education course certification proposal to the Records Office, to the attention of the Registrar.

4. 
Submit an electronic version of the proposal, in MS Word or pdf format, to the Chair of the General Education Committee.
5.  The Chair of the General Education Committee will inform the submitter regarding the date on which the proposal will be considered by the General Education Committee.  A representative of the department making the proposal should attend this meeting.  During this process, the chair or the committee may choose to return the proposal for more information. 

6.  The Chair of the General Education Committee will inform the submitter regarding the Committee's recommendation to the Faculty Senate (either approved or denied) and the date that the committee’s recommendation will be considered by the Faculty Senate.  The approval of the Faculty Senate is required for courses to be certified for general education.
Notes

•
Informing instructors of general education requirements 

If a course is certified for general education, the department is expected to make the approved certification proposal and other appropriate material available to instructors of this course.  Instructors need to be aware of departmental expectations regarding the means by which a course is to fulfill general education guidelines.  Failure to adhere to these guidelines will jeopardize its recertification.  (All general education courses are considered for recertification approximately every five years.)

•
Publication of course certifications
Certified courses will be listed as such in the next catalog, on the UTC web site listing certified courses, and on RAP sheets, etc.  

•
Catalog deadline
Complete proposals must be submitted to the General Education Committee no later than January 15 if the submitter intends for the course to be listed as certified for general education in the next catalog.      

Proposed changes to the cover sheet

1.  Modify title:     General Education Course Certification Cover Sheet
2.   Update list of Gen Ed categories:

Rhetoric and Composition (RC)

Oral Communication (OC)

Mathematics (MA)

Statistics (ST)

Natural Sciences-Lab (SL)

Natural Sciences-Nonlab (NS)

Humanities (HU)

Fine Arts (FA)

Western Humanities (WH1 or WH2)

Nonwestern (NW)

World Civilizations (WC1, WC2, or WC 3)

Behavioral/Social Sciences (SS)

Intensive Writing (IW)

Computer Literacy (CL)

Proposed changes to the on-line category guidelines:

Doublecheck the online guidelines against the official Green Book guidelines.  I think there’s a problem here.    

Fix typos.

Make sure titles are correct.  

Include official abbreviations for each category.

Proposed changes to webpage with standard syllabus:

	Standard Syllabus 
The general faculty urges all instructors to distribute syllabi containing, at a minimum, the following information.  The General Education Committee requires that all general education course syllabi contain this information. 

Instructor Information

· Name 

· Office Hours 

· Office Phone 

· Email address

Course Information 

· Number 

· Title 

· Number of Credit Hours 

· Catalog Description 

· Prerequisites and Corequisites 

· Course objectives

At a minimum, be sure to include objectives that address all guidelines of the General Education category for which the course is certified.

Other Information

· Attendance policy 

· Evaluation procedures and grading scale 

· Textbook 

· ADA Statement regarding reasonable academic accommodations for students with disabilities.  Sample statement:  If you are a student with a disability (e.g., physical, learning, psychiatric, vision, hearing) and think you might need special assistance or special accommodations in this class or any other class, call the Office for Students with Disabilities (425-4006) or go by that office at 110 Frist Hall.



	


