2024-25 CIM OVERVIEW
NEW COURSE PROPOSAL



STEP ONE

NEW COURSE PROPOSAL CHECKLIST

REQUIRED INFORMATION

Application in Curriculum (Rationale) — a clear explanation as to why this course is being created and how it will add to the department/faculty programs/plans or course o erings.
Learning Outcomes

Learning Hours

NORMALLY REQUIRED SUPPLEMENTAL DOCUMENTATION

I-EDIAA Rubric

Syllabus or Course Outline unless it’ s a Topics Course (i.e., an umbrella course code that is repeatable for credit under dierent topic titles).

OTHER ITEMS TO CLARIFY BEFORE ENTRY INTO CIM

Select a new Catalogue Number that is available for use. If you are unsure, please contact Allie Corcoran at asc.curriculum@queensu.ca for a list of available numbers in your subject area.

Confi rm if the course is intended to be inperson or online for its fi_ rst o _erin§.e., Academic Career = Undergraduate or Undergraduate Online)


mailto:asc.curriculum@queensu.ca




STEP THREE

¥%,0nce you have selected the Course
Form link, you will be prompted by
Queen’ s SignOn.

Y4Please enter your existing NetlD and
password.

Note: All users in CIM have been entered with
their NetID in lowercase letters. Please ensure
you enter you NetID in lowercase or you will be
unable to edit items in the CIM system.




STEP FOUR

% Once you have successfully logged into the Course Form,
you may begin by pressing the Propose New Course
button.

¥ A new window will open, and all Course Form fi elds will be
blank.
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% Proceed through the Course Form and enter all applicable
course information. Please note that any form fi eld Y,
outlined in red is a required fi eld. You will be unable to
submit to workfl ow if a required fi eld is not fi lled in.

¥ If you have entered all the required information and
uploaded all applicable attachments, you may begin the m
curriculum cycle review process by pressing the Start
Workfl owbutton at the bottom of the Course Form. Once
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COURSE FORM OVERVIEW PART 1

The list below follows the format of the




COURSE FORM OVERVIEW - PART 2

The list below follows the format of the CIM Course Form.
fCourse Notes — When present, these indicate if the course is available at Bader College, if it is available Online, or if there are any fees or special requirements associated with the course.

™ Note: Course Notes that indicate priority registration for certain levels/plans will no longer be permitted in the calendar data (as t




COURSE FORM OVERVIEW PART 3

The list below follows the format of the CIM Cou
f Primary Component —







COURSE FORM OVERVIEW - PART 5

The list below follows the format of the CIM Course Form.

Learning Hours — Total Learning Hours that a typical student would spend in various activities associated with the course.

™ | earning hours should be consistent with the proposed units assigned to the course. For example, a 3.0 unit course would normally require 110 to 130 total learning hours on task, and a 6.0
unit course would normally require 220 to 260 total learning hours on task.

The blue text below will help you to determine what Primary, and Additional components need to be selected earlier in the form.
L = Lectures (Usually used as a Primary Component)

S =Seminars




COURSE FORM OVERVIEW -
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