
UNIVERSITY OF HAWAI‘I AT MĀNOA 
UHM‐1 FORM (ADD A COURSE) 

See Guidelines for instructions and deadlines. For undergraduate courses, submit an original and 4 copies; graduate courses, submit an original and 6 
copies. If cross‐listed, include extra copies for cross‐listed department(s) & college(s). List one course per form. Attach additional sheets as needed. 

1. Course Subject  
 
See page 8 

2. Course Number 
See page 8-9; refer to 
box for limitations on 
course numbers 

3. Effective Term (semester & year) 
  See page 
10;   do not 
abbreviate 

4. Frequency(check all that apply) 
  Fall semester  Alternate years 
  Spring semester 
  Summer semester         See page 10 

5. Offering Status (check one) 
 

 Regular    See p.10 
 Experimental 
 Single‐term 

6a. Full Course Title (Alpha courses: attach separate sheet & specify title for each alpha 
   See p,10-11;   99 CHARACTER LIMIT 
 
6b. BANNER Course Title (30 characters max, including spaces/punctuation.  Alpha courses: attach separate sheet & specify title for each alpha) 
See page 10-11;   30 CHARACTER LIMIT 

7. Grade Option (check all that apply) 

  Letter Grade   Satisfactory/Unsatisfactory 
  Credit/No Credit (500, 700, 700F, 800, 800C only) 

  Audit   See page 11   Honors (Medicine only) 

8. Gen Ed Core or Hawaiian/Second Language Requirement Designation (check one) GEC Use: 
   Do not consider for Core or Hawaiian/Second Language designation.   Approve 
   Request approval of    Diversification (DA, DH, DL, DB, DP, DY, DS),   Deny 

See p   Foundations (FW, FS, FG), or Hawaiian/Second Language (HSL) designation. 
 12-13      (For Foundations, also submit a proposal to General Education Office.) GEC Initials 

9. Contact Hours (meeting hours per week – if 10. # of credits (if variable, give range) 11. Repeat Limit (Do NOT write "None") 12. Credit Limit (Do NOT write "None") 
variable, specify range) See p 13 ; 50 min                    See page 13                                                  See page 13  (0 to unlimited)                  See page 13-14; write credit max or 
instruction / 3 hr lab per credit hour                                                                                                                                                              “unlimited” 
13. Schedule  Lecture (LEC)  Seminar (SEM)  Thesis/Dissertation (THE)   Field Experience/ 
Type (check all  Laboratory  Lecture/Discussion combined (LED)  Hybrid Technology Intensive (HTI)  Internship/Practicum 
that apply)  (LAB)  Lecture/Laboratory combined (LEL)  Directed Reading or Research (DRR)  (PRA) 
See  p 15                   Discussion (DIS) 
14. Co‐requisite Course(s) 
See p 15-16 

15a. Major Restriction (as it should appear 15b. Banner codes of acceptable majors 
in Catalog)      see p. 16                                    See p 16                                                                                                     

16. Class Standing Restriction 
See p 16-17; 500+ automatically 
restricted to GRAD standing 

17a. Prerequisite Course(s) (Use “ands”, “ors” and punctuation to indicate relationships between prerequisites. “Or consent” is implied for ALL prerequisites. ”Consent” 
requirements can be implemented through your class schedules each semester.) 

   See p 17-18; must specify a minimum 
   grade 
  17b. Minimum required grade for prerequisites 17c. Blanket requirements listed in Catalog (if none, write “none”) 
  See p 18; must be completed; check current minimum      

grades for current courses/ blanket statements                 
                                                                                          See p 18; must be in agreement with 17b; blanket requirements NOT automatically applied to cross-listed courses 
 18. Catalog Description (Limit 35 words; 85 words for alpha courses) 
 
See p 18-20;   LIMIT OF 35 WORDS; 85 WORDS FOR ALPHA COURSES 

19. Justification Attach separate sheets and indicate the rationale for the request, expected course enrollment, and a course syllabus specifying student learning objectives for 
the course. Syllabi are not required for “~99” courses.   See p 20   
20. Cross‐listed or Honors Course(s)  See p 20-21;  cannot cross-list with more than two courses; courses must be at same level; use UHM-1 if new course; use UHM-2 
for an existing course to add a new cross-list. 

Course Subject & Number Chair/Director Signature Date 

 
 

Course Subject & Number Chair/Director Signature Date 
21. Requested By 
I certify that the student learning objectives for the course are consistent with the learning objectives of each program under which the course is listed. 

 
  See p 21 

Department/Unit Chair/Director Signature Date 

Approved By 
 

1st College or School Dean Signature Date 
 
  

2nd College or School Dean Signature Date 
General Education (Undergraduate courses numbered 100‐499) 

 
Director Signature Date 

Graduate Division (600 level and above) 

 

   
Mānoa Chancellor’s Office 

 
Vice Chancellor for Academic Affairs Signature Date 

 
Rev. 7/2013 

Lynne Higa
Sticky Note
Whenever possible, course numbers should not be reused for a period of at least five years.

IMPORTANT: Course numbers that are currently being used by a campus in the UH system may not be used by UHM unless the courses are equivalent. (UH course numbers can be checked via the UH Master Course) - click on button.

The following course number types have been reserved for special uses:
‘97‛ & ‘98‛: Experimental courses (See  Experimental Courses section for more information)
‘99‛: Directed Reading/Research courses
‘L‛: Labs
‘A‛: Honors courses (See  Honors Courses section for more information)
‘B-K, M-U, X-Z‛: Alpha course sections (See  Alpha Courses section for more information)
DO NOT attached 'V' to a course number to indicate that a course is variable credits.

A course cannot have more than one alpha designation (for example, you cannot attach a honors designation (A) to a Lab (L)


Lynne Higa
Sticky Note
Do not abbreviate (e.g., Spring 2015 not S 2015)

Fall submissions:  earliest effective date is the following fall term.

Spring submissions:  earliest effective date is the following spring term.

Lynne Higa
Sticky Note
Note that the Catalog Office will update the course description based on this information.

Frequency is included in the UHM Catalog when only one box is checked, and the course is taught only in one temr (e.g., Spring only), or in alternate years (e.g., Alt. years).

If the frequency is “complicated,” check off alternate box, then put a colon and write your own statement
For example:    Alternate : Fall only       


Lynne Higa
Sticky Note
Experimental courses receive approval for two years.   At the end of the two years, the course must be modified into a regular course using a UHM-2 form, or the the course will be deleted.

Experimental courses should be numbered X97 or X98

Experimental and single term courses do not appear in the Catalog.

Experimental courses are not eligible for foundations or diversification designations; they may only qualify for focus designations.

Lynne Higa
Sticky Note
Two or more courses within the same subject should share the same title.  One year sequences can be distinguished using I and II.  

Lynne Higa
Sticky Note
The following types of courses are NOT eligible for diversification designations:  graduate level, experimental, directed reading/research, internship, and practicum courses.

Lynne Higa
Sticky Note
The Repeat Limit is "0" for a course that may only be taken once.  If there is no limit on repeats, enter  “unlimited”.   Do not enter “none”. 

Attempts at a course that earn grades of C-, NC, or lower are not counted towards the repeat limit for registration purposes.

Lynne Higa
Sticky Note
This is the maximum number of credits that a student may earn.  

In most instances this is the (# of credits) times (# times course can be taken).   Set maximum credit limits here for variable credit courses OR courses that have a repeat limit of "unlimited." 

 This credit limit is NOT enforced at the time of registration.

Refer to Guidelines for more information on repeat/credit limits for variable credit courses AND the removal of excess credits for variable credit courses.


Lynne Higa
Sticky Note
A&S limitations:
only 9 credits of directed reading/research and 12 credits of practicum /internship credits can be used towards satisfying the total credit requirement. 

Lynne Higa
Sticky Note
Credit must already be EARNED to count towards the class standing calculation.

Effective Fall 2015:
Freshmen: 0 -29.99 credits
Sophomore: 30-59.99 credits
Junior: 60-89.99 credits
Senior:  90 credits or more

Prior to Fall 2015
Freshmen: less than 25 earned credits
Sophomores: 25-54 earned credits
Juniors: 55-88 earned credits
Seniors: 89+ earned credits


Lynne Higa
Sticky Note
Click on the "Banner Major Codes" for majors that take NatSci courses.

Note that major restrictions can be changed on a semester-by-semester and section-by-section basis via the Scheduling Office.

Lynne Higa
Sticky Note
Enter the major restriction as you like it to appear in the Catalog (e.g., Biology majors)

Box 15b must be completed if you fill out 15a.

Lynne Higa
Sticky Note
The use of higher-numbered courses as prerequisites is generally not allowed.

Graduate level courses requiring specific undergraduate courses can be problematic.

Stating"or consent" is not necessary, unless the department wants to remind and encourage students to request consent. 

"Consent" by itself requires departments to put in approval codes for all students.  

Use "and", "or", AND punctuation



Lynne Higa
Sticky Note
This is used to add to an existing blanket statement.   

To create a new blanket statement, use a new UHM-1 form, put course subject  in Item 1 and the words "blank requirement" in item 2, and put the the wording in item 18. 

New policies related to blanket requirements (6/4/2014): http://www.manoa.hawaii.edu/ovcaa/admin_memos/pdf/memo_06022014_blanket_req_mod.pdf


Lynne Higa
Sticky Note
Click on button for a list of required information for new courses.

For alpha courses, the requirements above must be addressed for each alpha.  

Lynne Higa
Sticky Note
To create two (or three) new courses that are to be cross-listed, submit a single UHM-1 form listing one course in Box 2 and the other course(s) in Box 20. All courses will be created based on the one UHM-1 form.
To create a new course that is to be cross-listed with an existing course, a UHM-2 should be used.  The original course # should be listed in box 2. (the new course is listed in box 8n)  A UHM-2 form to add the cross-listing to the existing course is all that is needed. You do not need to submit a UHM-1 for the new course; the new course will be created based upon the information already on file for the existing course. Other changes noted on the UHM-2 form (e.g., change in title, number of credits, etc.) will be applied to both the existing course and the new course.

A course may be cross-listed with no more than two other courses at a time.
Cross-listed courses must have the same General Education designation(s).
In some cases, cross-listed course numbers may be different, but they should at least be the same level
(e.g., 200-level courses should not be cross-listed with 300-level courses).

Cross-listings must be approved by the cross-listed Department Chair(s) and Dean(s).

Lynne Higa
Sticky Note
Cross-listing must be approved by cross-listed department chair(s) and Dean(s), in addition to the the requesting department/college.

Lynne Higa
Sticky Note
Cross-listing must be approved by cross-listed department chair(s) and Dean(s), in addition to the the requesting department/college.

https://www.sis.hawaii.edu/uhdad/bwckctlg.p_disp_dyn_ctlg
http://www.hawaii.edu/gened/
https://manoanatsci.org/pcc/Banner_Major_Codes.pdf
https://manoanatsci.org/pcc/Concurrent_CoReq_Banner.pdf
https://manoanatsci.org/pcc/Concurrent_CoReq_Banner.pdf
Lynne Higa
Highlight

Lynne Higa
Sticky Note
Do not leave blank - you must specify a minimum required grade due to the implementation of automated prerequisite checking by Banner.  

Lynne Higa
Sticky Note
College of Natural Sciences
Kevin Bennett

http://manoa.hawaii.edu/ovcaa/planning_approval/pdf/SubmittingGuidelinesUHMForms.pdf
http://manoa.hawaii.edu/ovcaa/planning_approval/pdf/UHM-1_form.pdf
https://manoanatsci.org/pcc/InstitutionalLearningObjectives_APPROVED_FS_2012-05-02.pdf
https://manoanatsci.org/pcc/justification.pdf
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