Information for Educational Policy Paperwork

1. All COURSE changes are done through the CourseLeaf system with CIM (https://nextcatalog.unk.edu/courseadmin).

a. This includes new topics for Portal (188) and Capstone (388) courses.  These new topics need to go through the approval of Ed Policy and General Studies.
2. All PROGRAM changes are done through the CourseLeaf system with PIM (https://nextcatalog.unk.edu/programadmin).
a. You must manually change your college for either Natural and Social Sciences or Fine Arts and Humanities to Arts and Sciences.   Please do the following: Click “Edit Program”, then go to the first prompt that says “College” and select “Arts and Sciences” from the drop down menu. Next click “Save Changes” and then go back in and “Start Workflow.”

3. For requests to be considered, only those requests that are received 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 have to 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 has to be uploaded into the system.  The committee asks that the following be included in the syllabus.

a. Instructor name

b. Course description

c. Objectives (Course or Learning)

d. 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.
e. Grading Scheme (i.e., how do students earn their grade)

f. How grades will be assigned

g. ADA Statement

h. Pregnancy Statement

i. Reporting Sexual Harassment, Violence or Assault Statement
j. If applicable, please also include:

i. Touch Statement

Example:  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 trough 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:  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.
If you have questions or need help, any member of the CAS Educational Policy committee can help.

1. Kim Carlson – Chair – carlsonka1@unk.edu, 308-865-1554, BHS 201D
2. Annette Moser – moserac@unk.edu, 308-865-8802, BHS 201A
3. Jacob Rosdail – rosdailjr@unk.edu , 308-865-8735, LIBR MC 158
4. Mark Hartman – hartmanmd@unk.edu , 308-865-8845, FAB 315

5. Carol Lilly – lillyc@unk.edu, 308-865-8509, COPH 130G

6. Megan Hartman – hartmanme@unk.edu , 308-865-8984, THMH 205B

7. Ben Malczyk – malczykbr@unk.edu, 308-865-8477, WRNH 2017

8. Suzanne Maughan – maughansl@unk.edu , 308-865-8763, COPH 120B
Important Dates

Agenda Items must be received by



CNSS Ed Policy Meeting Date

Tuesday, September 3rd by 5:00 pm



Tuesday, September 10th   
More dates TBA
CAS Ed Policy Committee Meetings are held in the CAS Dean’s Conference Room, COPH 244, time is still TBA.
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