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Procedures for New Courses or Changes to a Course 
 

1. Initial Course Development and Review 
Faculty members proposing a new course or a significant change to an existing course should 
first: 

 Check for duplication of course content in the College of Education (CED) and other 
units across campus. Courses that substantially overlap with an existing course in title or 
content may have difficulty receiving approval. 

 Consider conducting a student-interest survey or other assessment of student demand 
before developing the full proposal. 

 Discuss all new course proposals and revisions with the appropriate Program Director 
before proceeding. 

New courses should also align with applicable Comprehensive Learner Record (CLR) metrics 
and/or Experiential Learning criteria, when appropriate. 
 
2. CAPA Proposal 
The faculty member should complete a blank CAPA form, available on the CED Policies and 
Resources page: https://ced.uga.edu/resources/faculty-staff/ced-policies/ 
The completed form should be submitted to the Program Director. The Program Director will 
consult with the Associate Dean regarding: 

 Faculty credit-hour production 
 Program and curricular need 
 Student interest and demand 
 Course scheduling and anticipated frequency of offering 

 
3. General Education Curriculum Review 
Faculty proposing a General Education course should ensure that the proposal clearly 
addresses the applicable Area of Focus learning outcomes found here General Education Core 
Curriculum - UGA Office of the Registrar The appropriate General Education requirements and 
learning outcomes should be identified and addressed in the course proposal before 
submission. Please review all policies and complete the General Education Form found here 
General Education Core Course Approval System. Once the class has been approved by the 
University Curriculum Committee, it will need to go through the UGA General Education 
Committee review and approval.  
 
 4. Program Curriculum Review 
All new course proposals and substantive course changes should be reviewed by the 
appropriate program curriculum committee. 
The proposal should also be shared with the other Program Directors to provide an opportunity 
for review and to identify potential duplication, overlap, or interdisciplinary implications. 
 
5. Proposal Deadlines 



  
 

 

 

 

Proposals for courses to be offered in the following academic year should be submitted to the 
Program Director by the first Monday in October of the preceding academic year. 
For example, a proposal for a course that will first be offered during AY 2027–28 should be 
submitted to the Program Director by the first Monday in October 2026. 
This timeline allows sufficient time for: 

 Program curriculum committee review 
 Consultation with other programs 
 Revisions to the proposal 
 Submission through the CAPA process 
 Final course scheduling 

The Program Director or course scheduler will submit the proposal to CAPA according to the 
applicable CAPA deadline. Current deadlines, typically the first week of February, but faculty 
and programs should verify the deadline for the applicable academic year. 
 
6. Marketing Elective and General Education Courses 
For new elective or General Education courses, faculty should develop a flyer or brief 
promotional document that can be used to communicate the course to students. 
The flyer or promotional material should be shared with: 

 Program Directors 
 Academic advisors 
 Other appropriate advising contacts 

Program Directors and advisors may then distribute the information through internal postings, 
advising communications, or appropriate advisor listservs. 
 
7. Banner and Final Scheduling 
Once the new course has been approved and scheduled for offering, the Program Administrator 
or course scheduler will enter/upload the course information into Banner. 
The course is then available for inclusion in the appropriate course schedule and registration 
processes. 
 
What happens if I miss a deadline? If a proposal or change is not submitted on time, faculty 
will continue teaching other courses the following year 
What happens if my course doesn’t make due to low enrollment?  
If an elective doesn’t make for more than two years, it will be removed from the schedule 
https://reg.uga.edu/faculty-and-staff/course-scheduling/section-cancellation-requests/. 
Faculty whose electives don’t make should be prepared to teach an increased course load 
within a year of the cancelled course.  
 
 


