
Division of Undergraduate Education and Student Success (UESS)
AY 2025-2026
Curriculum and Instructional Policy and Guidance 
Table of Contents
Overview	1
Core Values Guiding This Policy	2
Governance	2
UESS Curriculum Policy & Process	3
New Course Proposal Process	4
UESS Course Numbers	5
Course Proposal Submission Deadlines	6
UESS Instructional Policy & Process	7
Instructor of Record Approval Process	7
Instructional Workload Standards and Scope	8
Instructional Compensation and Hiring Process	9
Appendix: Instructional and University Course Policies	11










[bookmark: _Toc1324898737]Overview
In support of its commitment to ensuring that every undergraduate student at the University of Oregon has the support needed to thrive academically and graduate on time, Undergraduate Education and Student Success (UESS) advances the university’s academic mission primarily through direct student support services and institution wide academic and cocurricular strategies. UESS serves as the steward of the UGST (Undergraduate Studies) subject code but the division is not a traditional academic unit such as a college, school, or department, and instruction is not the primary mechanism through which most UESS units contribute to undergraduate education.
UESS maintains longstanding instructional strengths that are central to the undergraduate experience and to student learning and success. These include first-year course offerings associated with First Year Interest Groups (FIGs) and Academic Residential Communities (ARCs), as well as learning and study strategy courses offered through the Tutoring and Academic Engagement Center (TAEC). Instructional responsibilities within UESS are not uniform across units and reflect the distinct structures and purposes of these programs. FIG and ARC courses typically rely on instructional faculty with disciplinary homes in academic departments and are often designed as corequisites or complements to disciplinary coursework. In contrast, TAEC maintains instructional responsibilities that are explicitly embedded within position descriptions to sustain its longstanding curricular offerings.
This document outlines the policies and practices governing curriculum offered under the UGST subject code, including expectations for UESS staff serving as instructors of record and the processes for proposing, reviewing, and approving UGST coursework.
[bookmark: _Toc371150866]Core Values Guiding This Policy
· Student-Centered: The development and delivery of experiential learning, academic support, inquiry-based, and career preparation curriculum centers student learning outcomes aligned with Oregon Rising goals and divisional priorities for student success. 
· Collaboration: UGST coursework is developed and delivered in collaboration with academic units and campus partners in ways that complement disciplinary curricula and institutional priorities. 
· Equity: This policy ensures equity for divisional staff and units in instructional compensation and labor.  The curriculum offered through UGST subject code courses also creates equitable access to and engagement with high-impact learning environments for students from all schools and colleges to ensure they benefit from the full resources and opportunities of the public research university. 
· Impact: The UGST subject code and UESS staff instruction contribute to student learning outcomes from confidence, persistence, resilience, and belonging, to the acquisition of skills, knowledge, and mindset platforming students for success in their core education and major related coursework as well as experiential learning and capstone projects and programs. 
Growth: The UGST subject code and UESS staff instructors contribute to initiating, sustaining, and scaling innovative curricular interventions and pedagogies aligned with Oregon Rising goals.  
[bookmark: _Toc2033763558]Governance
The UESS Curriculum Committee serves as the primary governing body for curriculum offered under the UGST subject code. The committee is responsible for ensuring alignment with divisional priorities and compliance with institutional curriculum policies and performs functions analogous to those of a school or college curriculum committee.
Course proposals must demonstrate unit level support and AVP pre-approval prior to UESS Curriculum Committee review. The committee evaluates proposals for alignment, scope, appropriateness within the UESS mission, and adherence to policy, and may approve, request revision, or decline proposals. While the committee may provide consultative guidance during course development, it exercises formal curricular governance authority for UGST offerings. Final approval of all UGST courses is granted by the Vice Provost for Undergraduate Education and Student Success (VP UESS).  All UGST coursework must comply fully with applicable university policies governing courses and curriculum.
[bookmark: _Toc1569758294]UESS Curriculum Policy & Process
The development of new curriculum or individual courses within UESS is an intentional and selective activity that must align with divisional goals and priorities, core services and functions, and broader university priorities. All UGST coursework must comply fully with applicable university policies governing courses and curriculum.
In evaluating proposed coursework, UESS considers whether a credit bearing course is the most appropriate and effective delivery method for achieving the intended student learning or success outcomes. UGST courses should not duplicate free services, resources, or supports already available to students, nor should they be proposed where comparable outcomes could reasonably be achieved through noncredit bearing formats, including workshops, embedded academic supports, cocurricular programming, or other scalable interventions.
UESS staff with ideas for new courses must begin by consulting with their supervisor and unit director or AVP to confirm unit level support, alignment with divisional priorities, and operational feasibility prior to formal proposal submission.
All UGST courses offered through UESS must comply with applicable University of Oregon course and instructional policies. Course proposers and instructors should attend carefully to university expectations related to credit and student time commitment, syllabus requirements, and core instructional responsibilities governing accessibility, attendance and engagement, assessment, grading, and instructor availability. Key university policies and resources most relevant to UGST coursework are summarized in Appendix: University Instructional and Course Priorities and are housed on the Office of the Provost’s website: https://provost.uoregon.edu/academic-policies-procedures-and-guidance.
[bookmark: _Toc1101612813]New Course Proposal Process
All new and revised course proposals offered under the UGST subject code must follow the review and approval pathways described below.  Proposals may be for permanent, generic, or experimental course numbers and must be submitted using the UESS Course Proposal Form, accompanied by the UGST Course Instructor – Supervisor Approval Form, when applicable.
Courses Following Established Program Models
Certain UGST courses are offered within established, regularized program models that have permanent course numbers approved by the Committee on Courses and the University Senate. Course offerings and instructor assignments that adhere to these standard models follow established programmatic approval processes and do not require separate UESS Curriculum Committee review, unless otherwise noted.
These include:
· First‑Year Interest Groups (FIGs):
The standard FIG model consists of a coordinated set of three courses, including a one‑credit seminar (UGST 109) linked to two additional courses, typically taught by instructional faculty with disciplinary expertise and departmental academic homes.
· Academic Residential Communities (ARCs):
The standard ARC model integrates academic and residential experiences and includes a year‑long, four‑credit UGST seminar (UGST 111, 112, or 113) satisfying core education group area requirements, and typically taught by instructional faculty with departmental appointments and designed to complement disciplinary coursework.
· Tutoring and Academic Engagement Center (TAEC):
TAEC offers established UGST courses with permanent course numbers that reflect longstanding instructional responsibilities embedded within unit positions.
Courses Requiring UESS Curriculum Committee Review
Any UGST course proposal that falls outside an established program model or represents a new, revised, or experimental offering must be submitted to the UESS Curriculum Committee for review and approval and must follow divisional and institutional course review, approval, and build processes.
This includes, but is not limited to:
· Deviations from standard FIG or ARC models, such as stand‑alone seminars, offerings not embedded in a coordinated curricular structure, or courses taught outside a disciplinary context
· TAEC courses that are not already regularized or historically offered under approved course numbers
· All experimental courses proposed to pilot or test new instructional approaches
Proposals for UESS staff to serve as instructors of record for ARC and FIG seminars (within the standard model) will be submitted to the UGST Course Instructor – Supervisor Approval Form with final approval determined by the AVP of the proposed instructors UESS unit.    
[bookmark: _Toc2111635577]UESS Course Numbers
Permanent Course Numbers Approved by Committee on Courses
UESS has five established curricular-based programs with permanent course numbers approved by the Committee on Courses and University Senate:
· Academic Residential Communities (ARCs)
· UGST 111, UGST 112, UGST 113
· First-Year Interest Groups (FIGs)
· UGST 109
· Tutoring and Academic Engagement Center (TAEC)
· UGST 101
· Undergraduate Research and Distinguished Scholarships (URDS)
· UGST 114
· Reacting to the Past
· UGST 211 Reacting to the Past (typically used with FIGs)
Experimental Course Numbers
Experimental UGST courses are regular academic credit courses offered on a temporary and developmental basis to pilot, assess, and refine instructional approaches aligned with UESS’s student success mission and institutional priorities. Within UESS, experimental courses are programmatic in nature and are used to evaluate whether a course‑based delivery method is an effective mechanism for achieving defined student learning or success outcomes.

Experimental courses may be proposed to test new instructional approaches, respond to emerging student needs or institutional priorities, or support time limited initiatives where assessment is needed prior to consideration for permanent approval.

Per university policy, experimental courses may be offered up to three times. Following the third offering, any course intended to continue must reconfirm unit level support, undergo review and approval by the UESS Curriculum Committee, and receive approval from the VP UESS prior to submission as a new course proposal to the Committee on Courses for review and approval in order to be regularized within the university curriculum. Courses not advanced through this process must be discontinued.

UESS currently offers experimental courses under evaluation for, or in the process of, transitioning to permanent course numbers.
· Ronald E McNair Scholars Program
· UGST 399
· Tutoring and Academic Engagement Center
· UGST 199
Generic Course Numbers
Certain numbers are reserved for generic courses that may be repeated for credit under the same number. Credit is assigned according to the workload in a particular course. Credit ranges indicate minimum and maximum credits available in a single course for a single term, and departments determine their own credit ranges.
· UGST 198 Workshop or Laboratory Projects
· UGST 404 Internship 
· UGST 405 Reading and Conference
· UGST 406 Practicum
· UGST 407 Seminar
· UGST 408 Workshop
· UGST 409 Practicum
· UGST 410 Experimental Course
[bookmark: _Toc1661680955]Course Proposal Submission Deadlines
New course proposals must be submitted one academic year in advance of the term in which the course is intended to be offered (e.g., a Fall 2027 course offering requires submission by Fall 2026). To ensure sufficient time for review, consultation, and approval, proposals must be submitted no later than the end of Week 5 of the submission term.
In exceptional circumstances, proposals may be considered on an expedited timeline to respond to documented student need, emerging institutional priorities, or time‑limited initiatives. Expedited review is not guaranteed and requires clear justification at the time of submission.
Approved UESS course proposals will be entered into the Courseleaf system by the UESS Curriculum Committee and advanced to the UO Committee on Courses for review.
The UO Committee on Courses annual Curriculum Timetable is available for reference.
[bookmark: _Toc1416009585]UESS Instructional Policy & Process 
In support of institutional, divisional, and unit goals and priorities, UESS staff may be asked to serve as an instructor of record for a UGST subject code course.  Whether or not staff have instruction stipulated in their position description as a formal responsibility, there is not a guarantee of instruction or a fixed “instructional load” for UESS staff. 
Prior to completing the instructor of record approval process, the UESS supervisor of the proposed instructor of record should consult with the unit director/AVP to ensure alignment with divisional priorities, and operational needs. 
[bookmark: _Toc1971344641]Instructor of Record Approval Process
There is a two-step process for UESS employees receiving approval to teach UGST subject code courses and serve as an instructor of record.  
Step One: Supervisor Approval 
The supervisor of the employee submits the UGST Course Instructor – Supervisor Approval Form and the unit Assistant Vice Provost (AVP) or Vice Provost of UESS reviews the form and makes final approval.  
· For employees with instruction in their position descriptions and not receiving compensation in the form of overload salary stipends, supervisors must make clear how the unit will   maintain its service provision levels while allowing staff to serve as an instructor of record.

· For employees without instruction in their position descriptions and receiving compensation in the form of overload salary stipends, it is a supervisory expectation to ensure that staff meet their normal full-time workload obligations and work hours in addition to instructional obligations. If courses are taught by the staff member during regularly scheduled work hours (8-5pm, with an hour break for lunch), the employee and supervisor must complete a flexible work agreement showing how the employee will maintain a 40 hour a week schedule in addition to scheduled instructional time. 
Step Two: UESS Curriculum Committee Approval
UESS staff approved to teach a UGST subject code course will submit their credentials to the UESS Curriculum Committee via the UESS Pro Tem Instructor Pool (part-time employees) or the UESS Curriculum Committee Instructor of Record Credential Form (full-time employees).
· Teaching credentials will include cover letter, curriculum vitae/resume, and references.  
· The UESS Curriculum Committee serves as the custodian for the UGST subject code and is charged with confirming that proposed instructors of record possess the credentials to qualify as an instructor per institutional accreditation policies and practices, including potential exceptions to the practice of the instructor having one degree higher than the level of the course being taught.    
· HR and Past have confirmed the following minimum qualification for serving as an instructor of record for an undergraduate level course: "A masters degree in a relevant field and in certain circumstances, a bachelors degree in a relevant field with related experience equivalent to a master's degree." 
· Exception requests with statements of rationale will be submitted to the Office of the Provost for review. 
· The Office of the Registrar will be notified by Human Resources when instructor approval is granted. Instructional Workload Standards and Scope

[bookmark: _Toc1804659093]Instructional Workload Standards and Scope
To ensure equity in labor and compensation for UESS staff serving as instructors of record, the division has established the following workload standards.  
· Full-time equivalency (FTE) by course-credit = .12FTE (5hrs/week)
· Instructional FTE is generally intended to account for all instructional responsibilities, including:
· revising syllabi and Canvas sites for assigned courses as needed to incorporate advances in academic content and pedagogy or programmatic outcomes
· submit final version of syllabus to the UESS Curriculum Committee via the UGST Course Syllabi Collection Form by the end of the first week of term the course if offered. 
· preparing for class and in-class teaching
· implementing AEC accommodations 
· holding weekly office hours (no less than 2 hours per week)
· communicating with students and providing reasonable availability via email and/or other appropriate online media
· evaluating/grading course assignments
· submitting course grades at end of term
· completing Instructor Reflection form at end of term as part of the UO teaching evaluation process
· Note: course development—the labor of designing a new course not previously offered in the UGST subject code is outside the scope of instructional workload standard.
Instructional Support 
The UESS Curriculum Committee and supervisors will provide guidance and support for instructors of record managing these workload standards.  The UESS Curriculum Committee facilitates a community of practice among UESS staff instructors and collaborates closely with the Office of the Provost and Teaching Engagement Program (TEP).
[bookmark: _Toc1255278769]Instructional Compensation and Hiring Process
Full-time UESS Staff Without Instruction in their Position Descriptions:
· Compensation: Overload Salary Stipend - $1,500 per credit (inclusive of OPE). UESS staff without instruction stipulated in their position descriptions as a formal responsibility will receive additional compensation that requires five additional hours per week of labor outside of the OA’s normal work hours and responsibilities.  Unit directors or AVPs of the UESS unit offering the course submit an overload stipend request to PAST.  This is treated like a programmatic stipend and is funded through unit budgets. There is no centralized divisional funding to cover instruction unless a budget augment request has been approved by the VPUESS.	Comment by Grant Schoonover: Double check if there are any stipulations related to summer instruction - there was at one time.
· Hiring: Full-time employees cannot be “hired” into another position at the institution and hence they would not apply to the UESS Pro Tem Instructor Pool. Full-time employees submit their teaching credentials to the UESS Curriculum Committee Instructor of Record Credential Form, and once approved as the instructor a stipend request will be processed. 
Part-time UESS Staff Without Instruction in their Position Descriptions:
· Compensation: Salary Stipend - $1,500 per credit (inclusive of OPE).  
Part-time (less than .88 FTE) UESS staff without instruction stipulated in their position descriptions as a formal responsibility will receive additional compensation but not as an overload stipend.  Unit directors or AVPs of the UESS unit offering the course submit a non-overload salary stipend request to PAST.  This is treated like a programmatic stipend and is funded through unit budgets.
· Hiring: Part-time UESS staff will apply to the UESS Pro Tem Instructor Pool.  They will be hired into the position of instructor of record for the specific course.  The part-time UESS staff must have the available FTE to accommodate the instructional FTE without being above 1.0FTE.  (i.e. a maximum existing FTE of .88 to teach a one-credit course at .12 FTE)
· Full-time or part-time UESS Employees with Instruction in their Position Descriptions.
· Compensation: No additional compensation. Instructional responsibilities are allocated at .12FTE per credit / 5 hours per week. Annual teaching responsibilities are determined by the UESS supervisor and unit director based on operational needs and may fluctuate from term to term. Instructional responsibilities are not guaranteed and may shift to other professional responsibilities as needed and within the scope of the position description. 
· Hiring: No hiring process.  Employees with instruction in their position descriptions will submit their teaching credentials to the UESS Curriculum Committee Instructor of Record Credential Form to have these materials on file with the UESS Curriculum Committee.












[bookmark: _Toc215223421]Appendix: Instructional and University Course Policies
This appendix summarizes key University of Oregon course and instructional policies most relevant to UGST coursework. Authoritative policy language is housed on the Office of the Provost’s Academic Policies, Procedures, and Guidance website: https://provost.uoregon.edu/academic-policies-procedures-and-guidance.
	Policy
	What to do (brief takeaway)

	Credit & workload
	Design credit hours to match student time-on-task expectations; ensure assignments/activities plausibly align with credit awarded.

	Syllabus (required)
	Provide a syllabus by day 1 (or sooner) and include required elements (objectives, office hours, grading, absences policy, etc.).

	Accessibility (AEC)
	Implement approved disability accommodations promptly and coordinate with AEC as needed.

	Canvas (required use)
	Publish a Canvas site by day 1 (for covered courses) and use it at minimum to communicate required course information.

	Attendance &  engagement
	State attendance/engagement expectations and make-up/late-work rules in the syllabus; maintain reason-neutral compliance; recognize that university absence policies supersede course rules.

	Absences “special cases” (rolled up)
	Be aware of how religious accommodation, mandatory first-class attendance, and university-sponsored events intersect with course policies; follow the referenced processes and documentation expectations.

	Dead Week
	Follow restrictions on exams/major assessments and due dates during Dead Week; ensure anything due is clearly specified early in the term.

	Final exams
	Hold finals only during the scheduled final exam period; follow conflict and overload rules.

	Grades: Incompletes
	Use Incompletes only when criteria are met and a contract process is followed; not for poor performance or re-taking.

	Grades: last date of attendance/participation
	For non‑passing grades (F/N), record the last date of attendance/participation per federal aid compliance requirements.

	Instructor availability & office hours
	Provide predictable student access, including a minimum expectation for synchronous availability/office hours during teaching terms.

	Unregistered student participation
	Do not allow non‑enrolled individuals to access Canvas; attendance prior to add deadline is limited and conditional; follow observer/guest guidance.

	University course approval process
	For new/revised courses (and regularization after experimental use), follow the institutional approval pathway and required tools/timelines.
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