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New Course Proposal 
An electronic copy of this document must be submitted to the Office of the Associate Dean 
(Academic) at least one week before the meeting at which it is to be considered. 
This proposal will need to be considered by the Faculty Education Committee for 
recommendation to the COFA Standing Committee and approval by the Dean. 
The Commonwealth Government must be notified of the schedule of course offerings on or by  

• 1 October for courses running in Session 1 of the following year 
• 1 April for courses running in Session 2 

This needs to be taken into account in determining which FEC meeting the course proposal 
needs to be submitted to. For a schedule of meetings, please go to “Committee Meeting Dates” 
at  http://www.cofa.unsw.edu.au/export/sites/cofa/staff/learningteaching  
For further assistance please contact the Office of the Associate Dean (Academic) on Extn 
50773 or email: adaassistant@.cofaunsw.edu.au 

 

Committee Consideration 

 FEC Date of next scheduled meeting: 
 

a) Course Details 

Course Authority [name] 

 

Academic Unit 

 

Proposed Course Code: 

 
Use ‘X’ if you require the Student Centre to allocate 
a number (eg. SARTXXXX) 

Level of Course [UG, PG, 1st Year, Upper Level] 

 

Course Title – Long (Max 50 characters) 

 

Course Title – Short (Max 30 characters) 

 

Program/s in which the Course will be 
available 
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b) Course Resources 

Estimated number of enrolments over the next three years: 

# of Students per semester 
Year 

S1 S2 

20   

20   

20   

Staffing Requirements 

# of Staff Type of Staff HPW 

 FT Academic Staff  

 PT Academic Staff  

 General Staff  

c) Learning Resources 

Special equipment and/or materials 

 

 

 

IT requirements 

 

 

 

Library resources [please provide a list of key library resources required for the course. This section should be 
completed only after consultation with the COFA Outreach Librarian. 
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Is there a work experience component? 

 Yes  No 

Will other schools contribute to the teaching of this course? 

 Yes  No 

If yes, which schools are involved and what proportion of the course will they teach? 

(% by School):  

Special Teaching arrangements 
(eg travel to particular facilities, use of online facilities) 

 

 

 

 

d) Consultation 

What other interested parties, including academic units, students or professional bodies, have 
been consulted on this proposal? 

Provide further details and attach any copies of correspondence (including emails). 

There are no hard and fast rules here. The key phrase is “interested parties”. Clourses that 
might overlap with material taught in other Schools should be raised with those Schools and 
any correspondence attached. This saves a lot of time at meetings and can prevent a course 
being delayed. 

Please ensure that enough time is allowed to allow proper consultation. Parties should be 
contacted with the draft proposal at least one month before the relevant FEC meeting. 
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Dean’s Approval 

Final approval by the Dean is signed only after approval has been given at COFA Standing 
Committee. 

I have examined the resource implications of the above proposal in regard to staff, space, 
materials, equipment, capital funds, and IT requirements and certify that: 

 (i) the proposal involves no additional and/or a redeployment of existing resources; 
or 

 (ii) the proposal involves additional resources and it is proposed to redeploy existing 
resources within the faculty (A statement from the Head of School explaining 
how this will be achieved must be provided); or 

 (iii) the proposal involves additional resources to be obtained (refer to attached); or  

 (iv) the additional resources essential to bring the proposal into effect cannot be 
found within available resources. 

The proposal conforms to the University’s commitment to Equal Opportunity in Education. 

 

    
Signature Date 

  
Name 
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