Information for Educational Policy Committee Submissions
1. All COURSE changes are done through the CourseLeaf system with CIM (https://nextcatalog.unk.edu/courseadmin).

2. All PROGRAM changes are done through the CourseLeaf system with PIM (https://nextcatalog.unk.edu/programadmin).
3. For requests to be considered, only those requests that are received and complete the Catalog Editor Step one week prior to the scheduled meeting will be considered by the committee.  This includes the entries in the CIM and PIM.  Please note that all submissions to CIM and PIM must be routed through the Registrar and Catalog Editor BEFORE they are sent to the Educational Policy committee.  Therefore, you should submit your requests at least 10 working days in advance of the scheduled meeting to make sure they are included on the agenda.  Those requests not received at least a week prior to the scheduled meeting will be tabled until the next month’s scheduled meeting.  
4. Syllabus – This must be uploaded into the system.  The university requires that the following (listed below a. through p.) be included in the syllabus. Course proposals lacking proper syllabi will be returned to proposer for correction, slowing down the approval process. Please check that your required syllabus statements are current – as this will be flagged by the committee and rolled back for correction!

Key point – when you are looking at the syllabus you submit, ask yourself – would you hand this syllabus to a student on the first day of the next time you offer the course? The course syllabus you submit needs to be current for CAS Ed Policy approval!
a. Course number and name (e.g. BIOL 103)

b. Instructor name

c. Pre-requisites and/or co-requisites

d. Catalog description
Must be an exact match to catalog description in CIM!
e. Objectives (Course or Learning)  Must be an exact match to objectives in CIM!
f. Lecture or Activity outline or topics for the semester (can be chapters, assignments, etc) – Just need some information on what is going to be covered during the semester in the class.  If there is a lab component, the schedule for activities needs to be included.
g. Grading Scheme (i.e., how do students earn their grade)

h. How grades will be assigned

i. Attendance Policy Statement
j. Finals Week Policy Statement

k. Academic Honesty Statement



Current statements at following link:
l. Students with Disabilities Statement


Course Policies and Resources
m. Pregnancy Statement
n. Diversity & Inclusion Statement

o. Reporting Sexual Harassment, Violence or Assault Statement

p. If applicable, please also include:

i. Touch Statement (Example included)
Special note on touch:  Dance is an art from that is centered on body movement.  There are many forms of feedback that will help students improve.  These consist of verbal correction, visual examples, and direct touch.  It is useful for the instructor to sometimes make a correction on a student’s body through contact.  This is a familiar practice among dancers, but it is also a practice that may make some students uncomfortable.  Students should email or speak with the instructor directly if this practice will bother them; it will not affect the student’s final grade.  In the case of group works, students should ask one another for permission in order to touch.

ii. Discussion Disclaimer (Example included)
NOTE:  The purpose of a University is to explore diverse and controversial ideas, but such discovery cannot occur without the willingness to feel uncomfortable and the ability to handle such discomfort.  Thus, continued enrollment in this course constitutes an express waiver by you of any objection to exposure to issues, ideas, portrayals, or words in course materials or discussions that some people may find offensive and/or disturbing.  Indeed, continued enrollment at this or any University constitutes express desire on our part that all your most cherished thoughts be directly and vigorously confronted and challenged through such education.  You are not, of course, giving up fundamental rights that you possess as a student at this institution.

iii. Experiential Learning (Link for more information: EL for Faculty and Staff)
If you are submitting your course for EL credit, please refer to the EL Approval Request and the Approval process for EL designated courses documents for more information. If you need these again, please reach out. The CAS Educational Policy committee has two years of approval experience, so if you have any questions, please reach out to avoid common mistakes (e.g. lacking proper reflection component).
If you have questions or need help, any member of the CAS Educational Policy committee can help.

1. Megan Hartman, Chair, English, THMH, 865-8293, hartmanme@unk.edu
2. Matthias Woeckener, Secretary, Criminal Justice, COPH 203B, 865-8961, woeckenerm@unk.edu
3. Nadine Saylor, Art and Design, FAB 306A, 865-8253, saylorn@unk.edu
4. Brandon Marshall, Physics & Astronomy, DSCH 334, 865-8145, marshallb@unk.edu
5. Christopher Jacobs, Modern Languages, THMH 205A, 865-8536, jacobsc@unk.edu
6. Kristen Majocha, Communication, URS D204, 865-8705, majochak2@unk.edu
7. Diane Duffin, Political Science, COPH 220B, 865-8758, duffind@unk.edu

8. Jayne Jonas-Bratten, Biology, BHS 318, 865-8224, jonasj@unk.edu 

Important Dates

Agenda Items must be received and through Editor by:
CAS Ed Policy Meeting Dates-3:30 PM
Tuesday, September 3rd by 5:00 pm



Tuesday, September 10th
Tuesday, October 1st by 5:00 pm
 


Tuesday, October 8th 
Tuesday, November 5th by 5:00 pm



Tuesday, November 12th 
Tuesday, December 3rd by 5:00 pm



Tuesday, December 10th 

Tuesday, January 7th by 5:00 pm



Tuesday, January 14th 

Tuesday, February 4th by 5:00 pm



Tuesday, February 11th 

Tuesday, March 4th by 5:00 pm



Tuesday, March 11th 

Tuesday, March 18th by 5:00 pm



Tuesday, March 25th
Please note: Spring 2025 meeting dates are subject to change due to changes in committee members availabilities during the Spring semester. That said, the week the meeting is held will not change, therefore the Agenda Items due date (left column) will remain the same. Also, to ensure items arrive to the Academic Affairs committee on time, the April meeting will be held on March 25th (or the last week of March).
We will communicate ahead of any changes to this calendar!
A more complete schedule including all steps and deadlines is included on the next page.

CAS Ed Policy Committee Meetings will be held via Zoom. Please contact the committee chair for the meeting link if you would like to attend.
Deadlines to be aware of for 2024/25 AY:

	Proposals due to CAS Ed Policy Committee (submitted by 5 p.m.) – must be available to Committee on Courseleaf
	CAS Ed Policy Committee Meeting 
(Tuesdays 4PM via Zoom)
	Proposals due to Registrar’s Office (after going through CAS Dean’s Office)
	FSAA Subcommittee meetings
	FSAA Committee meetings
	Deadlines for inclusion in catalog and class schedules

	
	
	September 2
	September 11
	September 19
	

	September 3
	September 10
	September 30
	October 9
	October 17
	

	October 1
	October 8
	November 4
	November 13
	November 21
	

	November 5
	November 12
	
	
	
	

	December 3
	December 10
	January 6
	January 15
	January 23
	Course deadline for Fall 2025 schedule is Jan 6th

	January 7
	January 14
	February 3
	February 12
	February 20
	

	February 4
	February 11
	March 3
	March 12
	March 27
	

	March 4
	March 11
	March 31
	April 9
	April 17
	Course deadline for Spring and Summer 2026 schedule AND program deadline for 2025/26 catalog is March 31

	March 18*
	March 25*
	March 31
	April 9
	April 17
	

	
	
	
	
	
	


*Educational Policy Committee will meet for our April meeting on March 25th to ensure items can be processed ahead of the April 9th FSAA Subcommittee meeting.
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