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Course Prefix No.

UI&U LIFELONG LEARNING PROPOSAL COVER SHEET
Submit this cover sheet and two copies of proposal to the Director of Lifelong Learning.
Course Type: [ ]CEU’s [ ] Undergraduate Credit [ ] Graduate Credit

Course Begins: (Proposed starting date must be at least three weeks after
receipt of proposal by Lifelong Learning. Course must not be announced until written approval is received.)

Course Ends: Course Location*: Online**:
Course Title:

(35 Characters or less)

Number of Credits: Prerequisites:

Instructor(s):

Attach the following:

1. Course Description/Statement of Purpose (50-75 words).

2. Course Objectives and Learning Outcomes: List what you expect learners to learn in
this course and the outcomes by which learning will be assessed.

3. Syllabus (See back of sheet for detailed instructions.)

4. Resume(s) of instructor(s).

*Unless it is an online offering, location of the course must be in a state in which Union Institute & University (UI&U) is licensed to operate.
As of October 2002, this includes: Ohio, California, Florida for undergraduate credit only, and Vermont and Oregon for both undergraduate
and graduate credit. This list will change as other licensing applications are approved. On a case by case basis, special agreements may be
possible with other states.

** Please refer to Description of Methodologies on the back of this form.

Signatures above dotted line indicate that:
i the course proposal is at the appropriate level (graduate or undergraduate credit),
i faculty are qualified to teach the course,
iii the course does not compete with or impact negatively existing university course
offerings, and
iv the normal duties and responsibilities of university faculty teaching the course will
not be affected adversely.

Sponsor Date Coordinator of Lifelong Learning Date

For Office Use Only:

Academic Dean or Director  Date Price per Student Registrar Date
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Syllabus must include:

Course Dates and Times

Summary of Topics covered and activities for each course. (There should be a minimum
of 12.5 classroom hours (or equivalent) for every credit hour offered, with an expectation
of an additional two to three hours preparation for each hour of class. Non-credit
offerings require 10 contact hours per CEU.)

Description of the Methodologies used in various class sessions (i.e., lecture, discussion,
student presentation, simulation, online activity, etc.) If it is an online course, please
include description of online learning management system, learner technical support
available, and faculty technical expertise regarding the learning management system and
online teaching skills.

Required Books, Materials, and Other Learning Resources

Statement of Expectations with regard to attendance, participation, assignments, and
learning outcomes.

Documentation of Learning for the course. Substantial undergraduate or graduate level
documentation of learning is required for academic credit. Such documentation may take a
variety of forms including—Dbut not restricted to—formal papers, activities, reports, exams
(in some cases), portfolios or special projects which document the appropriate
undergraduate or graduate-level mastery of a topic.

Evaluation Process to be used. How will learning be assessed? What portion of
attendance, participation and assignments will indicate successful completion? Will letter
grades be given? Narrative evaluations? Both letter grades and narrative evaluations?
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