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UNIVERSITY OF OTAGO

Proposal for New Paper

Name of Division/School/Department

Title of New Paper

(maximum number of characters is 60 including spaces)
Year of Introduction (Year Proposal Takes Effect)

Purpose of Proposal

(A succinct description of the purpose of the proposal including the introduction of new papers and any consequential amendments such as deletions of existing papers and amendments to schedules. Also note if you are proposing a number of related papers, please include on the one proposal form rather than filling out a separate form for each paper.)
Part (i)

(Please note that the information in Part (i) of this proposal is required for the University Calendar and the Guide to Enrolment.)

Qualifications Affected
(Major qualifications for which this paper will be offered)

Abbreviated Title of Paper
(No more than 25 characters including spaces.)

Prescription

(Refer to Guide to Enrolment for format.  Include proposed subject code, paper number, points value and anticipated EFTS, prerequisites, restrictions and whether to be taught in the 1st and/or 2nd Semester, during the whole year or Summer School.  The description of the content should be no longer than 30 words.)
Consequential Amendments to Regulations and/or Schedules

(All changes to regulations and schedules as a result of introducing this paper must be detailed below. It may be useful for both current and proposed forms of words for publication to be provided, with changes or additions in bold or italic type. This includes changes that will need to be made to Schedules, including Schedules A, B and C. Include Calendar page numbers. Changes to the Degree Charts in the Guide to Enrolment are not required. Consequential deletion(s) of papers must also be reported here in which case a separate Form 5, proposal to delete a paper, does not need to be completed.)
Transitional Arrangements

(Are there any transitional arrangements necessary as a result of introducing a new paper? If necessary, special arrangements must be specified for students who are part-way through programmes who would otherwise be disadvantaged, e.g. by changes to prerequisites or the redistribution of course content amongst a number of papers.)
Predicted Student Numbers/Limitation of Enrolment

(Please give an estimate of the number of students who will enrol in the paper. Please provide a justification for the estimate. Also, please indicate whether or not a limitation will be placed on the numbers enrolling. The limitation of enrolment is made on the grounds of insufficiency of staff, accommodation or equipment in the University, faculty, school or department. The University is legally required to list limitations of enrolment in the Calendar each year.)

Academic Consultation with other Departments/other Divisions

(Outline the consultation that has been undertaken with interested parties including other Departments and Divisions.  Detail any professional accreditation requirements. Please note that if you are introducing new papers as part of a new qualification, new major subject or new endorsement and have already outlined the consultation undertaken in response to Section A of Form 1, simply refer to that part of Section A under this heading.)
Part (ii)

(Please note that proposals for individual papers do not need to be approved by CUAP unless they are being proposed as part of a new programme. The information in Part (ii) of this proposal is consistent with that required by CUAP of all new papers being introduced in New Zealand universities.)

Justification and Relationship to Strategic Planning Goals

(A statement as to why the new paper is being proposed with reference to the strategic direction of the Department, Division and University, relevance to the academic discipline or profession nationally and internationally. The statement should also include such matters as background, context and evidence of demand. Please note that if you are introducing new papers as part of a new qualification, new major subject or new endorsement and have already outlined the justification and relationship to strategic planning goals in response to Section A of Form 1, simply refer to that part of Section A under this heading.)
Learning Outcomes (Aims/Objectives) of Paper

(Learning outcomes (aims/objectives) for individual papers can be described in a range of styles and should indicate what learners are able to do on successful completion of the paper. Outcomes for the paper should also contribute to the Graduate Profile of the programme – please identify which generic and specific attributes of the Graduate Profile are achieved by the paper. 
The course design should ensure alignment between learning outcomes, teaching and learning methods, and assessment. When considering outcomes, be sure to consider the different domains such as knowledge, skills (generic and subject-specific) and attributes. Note that assessment tasks later in this form will need to be aligned with the outcomes for the paper.
Course Outline
Provide a Course Outline. For the purposes of the approval of the development of the new paper, this outline can be brief but should include an outline of the content of lectures, laboratories and tutorials. A template for the more detailed Course Outline that should be provided to students is available at http://hedc.otago.ac.nz/hedc/asd/Digital-Resources-for-your-Teaching.html) 
Workload Expectations

(The expected student workloads are normally 180 hours for a 18-point paper, 240 hours for an 24-point paper, and 360 hours for a 36-point paper. 
However, every paper has a point value that indicates its contribution to the qualification enrolled for (or to any other qualification to which that paper can contribute).  These values have been derived on the basis of an equivalent full-time year of enrolment being 120 points.

It is recognised that Divisions may have guidelines for workload (total hours per point) for the undergraduate papers in their Division, including the ratio of contact to non-contact hours. If this is the case please state any differences to the University “norm”.
The required workload for a paper should include provision for lectures (50-minute lectures factored as 1 hour), seminars, tutorials, laboratories, use of computer resource rooms, field work, examinations and tests, preparation and private study. Allocations for each component should be specified in hours and the basis of the allocation given in brackets (suggestions are provided below). A paper that does not include a final examination will normally demand more work of a student during the 13 teaching weeks of a semester. 

These workload expectations should be part of the information provided to students at the beginning of the paper.)

(i) Contact hours 

 



hours
derivation

Lectures



(x per week for y weeks) 

Seminars



(frequency, duration, number of weeks)

Tutorials



(frequency, duration, number of weeks)

Laboratories



(frequency, duration, number of weeks)

Computer Resource Rooms

(frequency, duration, number of weeks)

Field work

Other

Sub-total

(ii) Non-contact hours 





hours
derivation

Class preparation


(e.g. x hours per week for seminar or laboratory prep)


Written assignments


(x reports each requiring y hours)


In computer resource rooms

(x occasions each requiring y hours)


Private study


(e.g. 1 hour per lecture)


Test preparation


(x hours for each of y tests)


Tests


Final Exam preparation


Final exam


Other


Sub-total

(iii) Total number of hours 

(iv) Evidence of consultation with student body in deriving the above workload expectations.

(v) Impact on semester workloads in relation to existing papers that could be expected to be taken in combination 

with the paper being introduced.
Terms Requirements

(Some departments require that a student gain terms before they sit final examinations i.e., fulfil certain specified conditions (e.g. attending classes; completing oral, written and practical work to a satisfactory level). If students are required to gain Terms before being permitted to sit the examination, please give details of these requirements. If there are no Terms Requirements please state this.)
Assessment Procedures

(Please provide details of the assessment procedures for the new paper. Demonstrate that the assessment tools are linked to the intended learning outcomes (aims and objectives) of the paper.)
This table should show clear alignment between particular learning outcomes, and how they will be taught and assessed. Add more rows as required. 

	Learning outcome
	Teaching and learning method
	Assessment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Please note that if a final examination is worth less than 50% of the final grade it would normally have a 2 hour examination. If the final examination is worth 50% of the final grade or less and the examination is 3 hours, a brief justification should be given. 
i) Internal Assessment

	Type of Task
	Number of Tasks

	Percentage Contribution to final Grade (figure
 should align with non-contact hours assigned to
 these tasks) 

	
	
	

	
	
	

	
	
	

	
	
	


ii)  Final Examination
	     Duration
	Percentage Contribution to Final Grade 

	
	


(If a minimum mark has to be achieved in the final examination to pass the paper as a whole, please state the minimum and provide a brief justification for the requirement. Will plussage apply to the paper? If so, please supply a justification.)
Internet Based Learning

(Please indicate whether teaching and learning in the paper is available in part or as a whole via the Internet by stating which one of the four classifications it falls under)
No Access

is where no part of the paper or course is accessible on line


Web – Supported
is where a paper or course expects students to access limited online materials and resources. Access is optional, as online participation is likely to be a minor component of study.


Web – Enhanced
is where a paper or course expects students to access online materials and resources. Access is expected, as online participation is likely to make a major contribution to study.





Web – Based
is where a paper or course requires students to access the accompanying online materials and resources. Access is required, as online participation is required. 

Proposed Timetable

(The Systems Management Office (incorporating the former Timetables Office) must be contacted in the early planning of the introduction of the paper. They can provide advice and information and they will need to know your intentions. Timetable allocations are dependent on the availability of suitable teaching space. Also please attach written confirmation from the Systems Management Office that requested facilities are available - Please contact the Systems Management Office at: timetables@otago.ac.nz. Please note that timetable consultation is not required for research only papers or where a paper is taught within departmental facilities to a circumscribed group of students taking no other subjects eg, 400 level papers.) 

When consulting with the Systems Management Office, please take into account the following:

(i) Lectures (for each stream)

(ii) Laboratories (for each stream)

(iii) Field Trips

(iv) Tutorials and any other teaching activity
(v) Identification of possible timetable clashes with other papers that could be expected to be taken in combination with the paper being introduced.
Part (iii)

Resources:

Confirmation of Availability of Resources 

(Please note that resource information regarding the paper being introduced should be provided in Part (iii) and will be considered by each relevant Division. If the academic and/or financial responsibility for the new paper is shared by more than one Division, or the paper resides academically in one Division but is the financial responsibility of another, then Part (iii) will need to be approved by each relevant Division. You should contact the relevant Divisional Office(es) in case there are any additional requirements regarding information on resources for the new paper. By signing this proposal, signatories are not only approving the academic soundness of the new paper, they are also confirming and approving the capacity for the sustained delivery of the new paper taking into account the consideration of relevant resources including library resources, teaching facilities, equipment and staff (human resources). Consideration should also be given to the following: 1) Is there evidence of potential demand for the new paper? 2) Does the paper have strategic relevance for the Department? 3) Has the Planning and Funding Office been consulted regarding the likelihood of TEC funding? 4) Have all new resources that are required for the sustainable, long-term delivery of the new paper including academic and general staff (new staff or time of existing staff), equipment, space, library and IT been considered? Will the delivery of the new paper be undertaken by more than a single academic staff member? 5) Will the new paper impact upon the Department’s workload in a way that will enhance its research outputs and aspirations?)
Library Resources

(Please identify the initial library purchases and the ongoing annual requirements. You should include all monographs, serials and electronic databases. Written confirmation from your library contact is required and should be attached:

Commerce, Humanities, Sciences and Health Sciences (Dunedin campus)

Marilyn Fordyce, Information Resources Manager (extn 8923, marilyn.fordyce@otago.ac.nz)

Health Sciences Christchurch

Marg Walker, Health Sciences Librarian, Canterbury Medical Library (extn 80505, marg.walker@otago.ac.nz)

Health Sciences Wellington
Rachel Esson, Medical Librarian, Wellington Medical Library (extn 5553, rachel.esson@otago.ac.nz)

Laboratories/ IT/Other physical resources
(Attach details of any additional costs for laboratory, IT or other resources related to teaching. If new staff are required, will there be a need for additional office or research space (see also Staffing Workload)?)

Equipment

(Attach details of any major new equipment required for the paper including computers.)

Staffing Workload

(Attach details of the impact introduction of this paper will have on the workload of the Department. You should address the following issues: Will any new staff be required? If so what percentage of their time will this paper require? Will any new tutors be required? If no new staff are required, how will the workload of the Department be managed in order to meet the increased responsibilities of the paper, i.e., is the teaching of the new paper in place of or in addition to present commitments? Does the new paper require administrative or technical support in addition to the responsibilities of the academic staff? Given the shift away from EFTS based funding toward performance based research funding, what impact will the introduction of this paper have on the performance based research and potential research based funding of the Department?)

Staff Member Responsible for Drafting Proposal

(Please give the name and contact details of the staff member who drafted the proposal if different from the Head of Department)

Head of Department  (Signature/date)
Dean (if applicable) (Signature/date)

Pro-Vice-Chancellor (Signature/date)

Important
(i)
Departments


Please ensure signature of Head of Department is






included before submission to Divisional Board and is






contained in any subsequent amendments.

(ii)
Divisions



Please ensure signature of the Pro-Vice-Chancellor






is included before submission to BUGS/BOGS and is 






contained in any subsequent amendments.
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