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Completing a Curriculum Action Form 
 
 

This manual provides detailed instructions on how to complete the curriculum action form. The 
sections of the form are broken down below to explain what information needs to be entered into 
each block.  
 
Curriculum Action Forms are available as hard copies from the Registrar’s Office and as an 
interactive pdf on the Academic Affairs website. 
(http://www.southalabama.edu/academicaffairs/forms.html) 
 
After the curriculum action form has finished the approval process, it is sent to the Registrar’s Office 
for entry into Banner. The Curriculum action form must have the signature of the Senior Vice 
President for Academic Affairs or the designated representative. 
 
NOTE: Fee additions or changes require completion of a Special Course Fee Approval Form 
This form is available on the Academic Affairs website. 
(http://www.southalabama.edu/academicaffairs/forms.html) 
 
Section 1 - Basic Course Information 
 
This section contains basic course information such as college, subject, course number, title and 
the effective date. The codes for college or subject can be found on the appropriate validation 
tables (STVCOLL, STVSUBJ).  
 

 
 
To complete this section: 
 

1. Enter the two-character college code (e.g. Arts and Sciences – AS, Engineering – EG, etc.) 
 
2. Enter the subject code of the course (e.g. English – EH, Management – MGT, etc.).  

 
3. Enter the three-digit course number. A fourth space is provided for an approved course 

number suffix (e.g. BLY 101L). 
 

4. Enter the term of the academic year when the action becomes effective and its term code 
using four-digit year and two-digit term. Use ‘10’ for Fall, ‘20’ for Spring and ‘30’ for Summer. 
(For example, the Fall Term of academic year 2009-2010 will be ‘201010’ even though the 
term is in the calendar year 2009.) Effective dates of previous terms cannot be used. (For 
example, a curriculum action form submitted in January cannot have an effective date of the 
previous fall term.)  

 
Curriculum action forms effective for summer or fall semesters must be received 
in Academic Affairs for undergraduate courses and the Graduate School for 
graduate courses no later than December 1 preceding the effective term.  
Curriculum action forms effective for spring semester must be received in 
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Academic Affairs for undergraduate courses and the Graduate School for 
graduate courses no later than July 1 preceding the effective term.  This will 
help ensure an opportunity for the departments to enter new courses in the 
class schedule prior to publication on PAWS. 

 
5. Enter the course title on the line provided. Enter the abbreviated title (up to thirty (30) 

characters) on the line provided. If you have to abbreviate any portion of the title in order for 
the title to fit the 30-character limitation, be mindful of the result of your abbreviation. Some 
can be offensive.  
 
If a course has been approved as a writing course by the University Writing Committee, add 
a hyphen ‘W’ after the title. If an honors course, add a hyphen ‘H’ after the title. If a 
computer proficiency course, add a hyphen ‘C’ after the title.  
 
An example would be PSY 499 – Honors Senior Thesis – H. 
 

6. Check the box indicated if the title is variable (e.g. Special Topics, Directed Study). If the title 
is variable, end the title with a hyphen. When building a section of the course for the class 
schedule, the title should be abbreviated and followed by a hyphen before the remainder of 
the title for the term is added. 

 
7. Enter the appropriate code in the box indicated to designate who may waive a prerequisite. 

Indicate only one. This is informational only. 
 
Section 2 – Course Action 
 
This section designates what action is to be taken with the course information provided.  Check the 
action for the course.  
 
 
  
 
 
 
To complete this section: 
 

1. Courses that are being removed from the curriculum should be deleted. “Deleted” courses 
remain in the catalog as “inactive” effective beginning the term indicated in Section 1. 

 
2. New courses will be added. 

 
3. For courses with changes to existing information, specify all changes being made to ensure 

all revisions are entered into the system. Only the changes listed will be implemented. 
Note: To change a course number, the current course must be deleted on one 
curriculum action form and the new course (new number) created on a 
separate curriculum action form. 

 
 
Section 3 – Course Hours 
 
This section is used to enter the information on the course hours. This includes credit hours, contact 
hours and type of contact, the maximum number of times a course may be repeated and the 
maximum number of hours that can be applied toward degree completion.  
 
To complete this section:  
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1. Indicate the credit hours a student will earn by taking the course.  
For variable credit courses, enter the range in the low and high 
fields.  Also indicate whether the high and low is a ‘To’ or ‘Or’.  
Example - 1 To 3 hours.  For fixed hour courses, enter the hours 
in the low field only.  

 
2. These fields are used for contact hours with the student or the 

number of hours the student spends in the classroom or 
laboratory. (Fifty (50) minutes equal one (1) academic contact 
hour.) Enter the number of academic hours of contact on the 
lines for the appropriate contact type. 

 
3. Enter the maximum number of times the course may be 

repeated. If no limit is indicated, the University repeat policy will 
apply (98 repeats).  

 
4. Enter the maximum number of credit hours a student may earn toward degree completion by 

repeating this course. If the course is not repeatable, the value should be equal to the highest 
number of credit hours assigned to that course in the catalog. 

 
 
Section 4 – Schedule Information 
 
This section contains information on credit level, grading, course presentation, corequisites, and 
equivalent courses. 
 
 

 
 
 
To complete this section: 
 

1. Enter all appropriate levels at which a course can be taken and credit can be received. If 
credit for a course can be awarded at more than one level (e.g. graduate and professional), 
both levels should be listed. The credit will be applied at the level of the student. Students 
who should be receiving credit at a level different from their own must be reported to the 
Registrar’s Office so adjustments can be made in academic history. If credit is only awarded 
at one level (e.g. only undergraduate), the student will receive credit at that level regardless 
of the student’s level. The level at which credit is awarded will determine which transcript will 
include the course record (i.e. undergraduate, graduate, or professional). 

 
2. Enter all codes that apply for the grading modes for the course (see Table 1). The first mode 

listed should be the default grading mode. This grade mode will be automatically assigned 
when students register. Students have the option to choose any other grade mode 
assigned. Be sure to include ‘A’ (Audit) if the course may be audited. 
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Table 1: Grade Mode  
Grade Mode Code Notes 

Audit A Include if course may 
be audited 

Combination C A,B,C,F 
Standard –  
College of Medicine 

G  

Honors/Pass/Fail – 
College of Medicine  

H S,U 

In progress-Standard 
Letter 

I A,B,C,D,F,P 
 Use for multiple term 

courses 
In progress-Pass/Fail J S,U,P 

Use for multiple term 
courses 

Mixed M A,B,C,U 
Pass/Fail P S,U 
Standard Letter S A,B,C,D,F 

 
3. Enter all the schedule type code(s) that apply for the course (see Table 2). If a course has 

more than four schedule types, attach a separate sheet. The schedule type describes the 
different methods of presentation for the course.  There is no default value. When a section 
of the course is created in the schedule, only one schedule type can be applied to that 
section.  
 
In addition to the other traditional methods used to present a class, be sure to indicate ‘Web’ 
if the course will ever be offered entirely on the web.  Web-enhanced and web-enhanced 
labs would apply to those campus courses having a web component. Web-based, web-
enhanced courses and web-enhanced labs are offered through eCollege. 
 
If a course is to be offered as web-based for the first time, a Transmittal Sheet for Online 
Courses must be completed and processed. This form is available on the Forms page of the 
Academic Affairs web site (http://www.southalabama.edu/academicaffairs/forms.html). 
 

4. Enter the subject code and course number of courses that must be taken in the same term 
as the course listed in Section 1. 

 
5. Enter any courses that may be used as a substitute for this course. If the description states 

that a course is’ the same as’ or ‘identical to’ another course, the other course should be 
listed as equivalent. Be sure to include any courses that were offered in the past such 
as quarter system courses or courses where the number has been changed. You must 
also indicate the start and end terms for which the equivalency is effective. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Table 2: Schedule Type  
Type Code Type Code

Activity Course Y Preceptorship H 
Clerkship - MD K Recitation/Discussion R 
Clinical F Research E 
Co-op J Self-paced S 
Directed Studies D Seminar SM 
Dissertation Z Study Abroad X 
Elective - MD V Supplemental 

Instruction 
Q 

Externships O Teaching 
Assistantship - MD 

A 

Independent Study I Test G 
Internship N Thesis T 
Lab B Web-based W 
Lecture L Web-Enhanced M 
Lecture/Lab C Workshop WK 
Practicum P   

See complete list 
on STVGMOD

See complete list 
on STVSCHD 



  

 5

 
Section 5 – Course Detail 
 
This section includes the course description and the attributes that are attached to a course. 
Attributes are for use with the degree audit system (CAPP). 
 
 

 

 
 

 
To complete this section: 
 

1. Enter the code for any degree attributes this course will satisfy, such as Honors (HONR), 
Writing Intensive (WRIT), Computer Proficiency (CPRF), or Area 2 – Language (A2LG). It is 
essential that all attributes that apply to this course be listed in order for the degree audit 
system to be effective. A complete list of attribute codes can be viewed in the Banner 
system on the Attribute Validation Form (STVATTR). If a course has no attributes, enter 
NONE. If a course has more than four attributes, attach a separate sheet, check ‘Yes’ at the 
top of the Course Detail block, and enter “See attached” in the space provided for the 
attributes. 
 

2. Writing courses must be submitted to the Writing Committee for approval. For information on 
the approval process, contact the respective Dean’s Office. Approval will be indicated by the 
initials of the Writing Committee chair and the approval date in the shaded box on the upper 
right in Section 5. 
 

3. Enter the description for the course as it should appear in the bulletin. If a course requires 
special permission of any kind, please specify the approval source at the end of the 
description (instructor, department chair, etc.). 
If the description is too lengthy for the space provided, attach the description on a separate 
sheet, check ‘Yes’ at the top of the block, and enter “See attached” in the space provided for 
the description. 

 
Section 6 – Registration Restrictions 
 
This section lists all registration restrictions that should be placed on a course at the catalog level. It 
will indicate if the course is restricted to or from students in a specific college, class,  
major, level, degree, or program. This information will also be applied to each section of the course 
as the schedule is built. Use ‘I’ for ‘Include’ and ‘E’ for ‘Exclude’ to identify the specific population of 
students affected (e.g. “Include – Graduates”)  
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To complete this section: 
 

1. If a course is restricted to students in a specific college, enter ‘I’ for Include and the two-
character code for the college. 
If students in a specific college are restricted from taking this course, enter ‘E’ for exclude 
and the two-character code for the college. 
 

2. If a course is restricted to students in a specific major, enter ‘I’ for Include and the four-
character code for the major.  
If students in a specific major are restricted from taking this course, enter ‘E’ for exclude and 
the four-character code for the major. 
 

3. If a course is restricted to students in a specific class (e.g. senior, junior, etc.), enter ‘I’ for 
Include and the class.  
If students in a specific class are restricted from taking this course, enter ‘E’ for exclude and 
the class. 
 

4. If a course is restricted to students in a specific level (e.g. undergraduate, graduate, 
professional), enter ‘I’ for Include and the level.  
If students in a specific level (e.g. undergraduate, graduate, professional) are restricted from 
taking this course, enter ‘E’ for exclude and the level. 
 

5. If a course is restricted to students seeking a specific degree (BA, MS, PHD, etc.), enter ‘I’ 
for Include and the degree abbreviation.  
If students seeking a specific degree (BA, MSCE, PHD, etc.) are restricted from taking this 
course, enter ‘E’ for exclude and the degree abbreviation. Degree codes can be found on 
the STVDEGC validation table. 
 

6. If a course is restricted to students in a specific program, enter ‘I’ for Include and the Banner 
code for the program (e.g. EG_MECH_BSME).  
If students in a specific program are restricted from taking this course, enter ‘E’ for exclude 
and the Banner code for the program (e.g. EG_MECH_BSME). Program codes can be 
found on the SMAPRLE form in Banner. 

 
 
 
Section 7 – Course Prerequisites 
 
This section lists any prerequisites for the course. These prerequisites will include test scores 
(e.g. ACT, SAT, etc.) or courses that must be taken prior to registering for the course listed in 
Section 1. Prerequisite information must include the minimum acceptable test score or course 
grade and whether the prerequisite can be taken at the same time as the course listed in 
Section 1. Prerequisite course information must also include the prerequisite course level. 
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To complete this section: 
 

1. Enter any tests or prerequisite course with the appropriate course level. If an equivalent 
course exists for the prerequisite, list that as well along with all of the necessary information. 

 
2. Enter the minimum score/grade required to qualify as a prerequisite. This information is 

required for all course prerequisites. Required tests must have a minimum acceptable score 
listed. 

 
3. Enter a ‘Y’ if the prerequisite course may be taken in the same term as this course. 
 
4. Include the logical operators ‘and’ and ‘or’ between items if including multiple items. 

 
5. Repeat Steps 1 through 4 until all prerequisites are listed. 

 
After the completion of all curriculum forms, submit to the appropriate office to begin the approval 
process. 


