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c. Use department/school approved template for course syllabi. You must not change course 

descriptions, textbooks, or outcomes. The changes to the textbook and outcomes must be 

approved by the department. Changes to the course titles, descriptions, and outcomes must 

be approved by the unit, college, and KSU curriculum committees. 

i. The faculty will receive an email from the college on course syllabi. Please follow the 

instructions and upload your syllabi. Please note that all courses, including thesis 

and directed studies, must have a syllabus. 

d. Faculty must complete Faculty Course Assessment Report (FCAR) at the end of the 

semester. FCAR should be already built in the master course shell. After the course content 

is copied to D2L, the faculty should go to Other-> Competencies and verify the course 

learning outcomes and assessments are set up correctly. If in doubt, please contact the 

course coordinator. If there is no course coordinator, please consult the department 

chair/school director. 

i. The faculty will receive an email from the college on the course assessment report. 

Please follow the instructions and upload your report. 

e. If a new textbook is approved by the department, please contact the bookstore. 

12. (Full-time faculty only) Create an account in Concur. It is needed for full-time faculty members who 

plan to travel (to submit travel approval and reimbursement requests). Notice that all travel must be 

approved PRIOR to paying for any expenses and that approvalmight take several weeks to be 

processed. 

13. (Full-time faculty only) For any questions and support about research resources (this also includes 
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