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Course Specification Change Request Form

	Department
	

	Program
	

	Course Name (English)
	

	Course Name (Arabic)
	



	Course Information

	Course Catalog Code
	
	Level
	

	Prerequisite(s)
	
	Co-requisite(s)
	



	Credit Units
	
	Theory
	
	Practical
	

	Contact Hours1
	
	Theory1
	
	Practical1
	


1 Every contact hour equals minimum 50 minutes.
	Track Information

	|_|  University Requirement
	|_|  College Requirement
	|_|  Program Requirement

	|_|  Core                          
	|_| Elective



	Sections to be updated

	|_|  Course Description
	|_|  Course Learning Outcomes (CLOs)
	|_| Grading (assessment strategies)

	|_|Textbooks
	|_| References
	|_| Brief list of topics to be covered
	


  
	Term when the updates will be applied
	Term 2
	Academic Year
	2025-2026

	Request submitted by
	Name
	Rank
	Last term taught the course
	Number of times taught the course

	Course Coordinator
	
	
	
	|_| @ COC:    
|_| @ another college:  

	Course Instructor (s)






	
	
	
	|_| @ COC:    
|_| @ another college:   

	
	
	
	
	|_| @ COC:      
|_| @ another college:   

	
	
	
	
	|_| @ COC:     
|_| @ another college:   






	A- Course Description

	-Reasons for changes:
|_| The current course description is outdated with old topics and/or tools. Please state the reason for modifying course description in the “Additional comments or justification section”.
|_| The current course description is not synchronized with Course Learning Outcomes (CLOs).
|_| Changes recommended per course evaluation of last term it was offered (last term: …………………….)

	Current Course Description: (Do not leave blank, in case, there is no change, please write down current description)



	Proposed Course Description:



	Additional comments or justification:
|_| The proposed course description is updated with new topics and/or tools. 
|_| The proposed course description is synchronized with Course Learning Outcomes (CLOs).
|_| Additional comments:










	B- Course Learning Outcome (CLOs)

	Reasons for changes:
|_| Changes recommended per course evaluation of last term it was offered 
|_| CLOs and/or their mapping to Program Learning Outcomes (PLOs) are missing or not consistent in the course specification.
|_| CLOs and/or their mapping to PLOs outdated and required updates.
|_| CLOs are not consistent with ETEC Specialized standards. 

Please state the reason for updating course CLOs in the “Justification section”.


	Justification section





	Proposed Course Learning Outcomes
Knowledge and Understanding

Skills

Values, Autonomy, and Responsibility


	Additional comments:
|_| Proposed CLOs and/or their mapping to PLOs is included in the course specification.
|_| Proposed CLOs and/or their mapping to program PLOs is updated.
|_| Additional comments:

In the additional comments, you are required to explain how the updates were designed and reference the corresponding course specifications used as benchmarks.






	Grading (assessment strategies)

	Reasons for changes:
|_| Changes recommended per course evaluation of last term it was offered (last term: ……...)
|_| The college has revised the grade distribution. 
|_| Current grading methods are outdated and required updates. 
|_| A new assessment tool has been recommended by the Quality Committees.

Please state the reason for modifying grading in the “Additional comments or justification section”.


	Current grading methods: (Do not leave blank, in case, there is no change, please write down current CLOs)

	|_| Participation
	
	|_| Laboratory Reports
	

	|_| Project 
	
	|_| Quizzes
	

	|_| Midterm
	
	|_| Final
	




	Proposed grading methods:

	|_| Participation
	
	|_| Laboratory Reports
	

	|_| Project 
	
	|_| Quizzes
	

	|_| Midterm
	
	|_| Final
	




	Additional comments or justification:














	Material (Textbooks and References)

	Reasons for the changes:
|_| Changes recommended per course evaluation of last term it was offered (last term: ………………….)
|_| Current textbook(s) is/are older than 5 years.
|_| A newer edition of the same textbook is available.
|_| Changes in course description, or CLOs require updating textbooks/reference books. 
|_| Other reasons: 
Please state the reason for modifying material in the “Justification section”.

	Justification section



	Current Textbooks and References: (Do not leave blank, in case, there is no change, please write down current reference)


	Proposed Textbooks:



	Proposed Reference:



	Additional comments or justification:
|_| Proposed textbook(s) is/are published within the last 5 years.
|_| Proposed textbook(s) has/have been used at high ranked Universities such as (name at least three Universities using this a textbook for similar course)






|_| Additional comments: 







	Brief list of topics to be covered

	Reasons for changes:
|_| Changes recommended per course evaluation of last term it was offered (last term: ………………….)
|_| The current list of topics is missing from the course specification.
|_| The current list of topics is outdated and required updates to reflect changes in course objectives and/or description.
|_| The current list of topics is outdated and required updates to reflect changes in CLOs and/or description.
|_| Other reasons: Please state the reason for updating list of topics in the “Additional comments or justification section”.

	Current brief list of topics to be covered: (Do not leave blank, in case, there is no change, please write down current topics)





.

	Proposed brief list of topics to be covered:





	Additional comments or justification:








Required Documents

These documents must be submitted, by the course coordinator, with the form in an official email to the head of the department where the course is offered. Any missing document may delay or result in the disapproval of the update request.


|_| Benchmarking comparison.
|_| Course report with, CLOs assessment results and improvement plan.
|_| Student Course evaluation survey.
|_| New course specification using the latest NCAAA format.
|_| Course coordination meeting minute.





	Course Name
	
	Course Code
	

	
	Name
	Rank
	Date
	Signature

	Course Coordinator
	
	
	
	

	Course Instructor (s)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








This Section is for the Study Plan Committee

Update Classification
The course update and approval processes are described in the manual of policies and procedures for approving, modifying, and reviewing academic programs and courses, which is available on the college website.

	Item
	Select the updated item
	Update classification
	Approvals process

	Less than 20% of the course content (List of topics)
	|_|
	Minor
	1.	Study plan Committee
2.	Advisory Board Committee.
3.	Department Council

	Course practical tools
	|_|
	
	

	Course references
	|_|
	
	

	Course teaching and learning strategies
	|_|
	
	1.	PLOs measurement and evaluation committee
2.	Academic program committee
3.	Advisory Board Committee.
4.	Department Council

	Course assessment methods
	|_|
	
	

	Course assessment calendar
	|_|
	
	

	More than 20% of the course content (List of topics)
	|_|
	Major
	1.	Study plan Committee
2.	Advisory Board Committee.
3.	Department Council
4.	Study plan committee (College level)
5.	COC Advisory Council
6.	College Council

	Modify the contact hours
	|_|
	
	1.	Advisory Board Committee.
2.	Department Council
3.	Study plan committee (College level)
4.	Advisory Council
5.	College Council

	Modify the CLOs
	|_|
	
	1.	PLOs measurement and evaluation committee
2.	Academic program committee
3.	Advisory Board Committee.
4.	Department Council
5.	Quality Assurance Unit (College level)
6.	COC Advisory Council
7.	College Council

	CLOs-PLOs Mapping Matrix
	|_|
	
	



	Study Plan Chair:  
	

	Date:  
	

	Signature: 
	





Decision: 


	Approved
	|_|
	Rejected
	|_|




Decision Comments:



















Approvals:

	No.
	Committee/ Council
	Meeting minute number
	Meeting minute date
	Meeting minute link

	1
	Study plan committee (Department Level)
	
	
	

	2
	PLOs measurement and evaluation committee
	
	
	

	3
	Academic program committee
	
	
	

	4
	Advisory Board Committee.
	
	
	

	5
	Department Council
	
	
	

	6
	Study plan committee (College level)
	
	
	

	7
	Quality Assurance Unit (College level)
	
	
	

	8
	College Advisory Council
	
	
	

	9
	College Council
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