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Introduction

A. The Importance and Role of Curriculum
Our curriculum is who we are. It reflects the diversity of the disciplines that make up our college community, the myriad pedagogical philosophies we bring to the classroom each day, and the strengths of our education and training. Faculty are vested with the primary responsibility for the development of new courses and programs and the revision of existing courses and programs. The college’s course outlines and degree and certificate programs reflect our own academic mission and philosophy. Each outline and program has been rigorously reviewed to ensure it meets the standards set forth in the State Educational Code and Title 5 as well as the standards for excellence that we have established as an educational institution.  
Central to the curriculum of the community college is the course outline of record. The course outline serves a number of purposes:
· It forms the basis for a contract among the student, instructor, and institution, identifying the expectations which will serve as the basis of the student’s grade and giving the fundamental required components of the course which the student is guaranteed to receive from the instructor and institution.

· It is a document with defined legal standing which is read by many more eyes than just those of the instructor and student.

· It assists faculty in presenting their courses in a format which accurately reflects the quality instruction they are providing.

· It states the content and level of rigor for which students – across all sections of the course – will held accountable.

· It states the prerequisites students need to advance successfully through a series of courses.

· It is used to satisfy the State Chancellor’s office that all of the required components are present in the course to the required degree of rigor as specified in Title 5 and the Curriculum Standards Handbook.

· It serves as the basis for transfer or articulation agreements with individual 4-year colleges and universities and with the CSU and UC systems.

Degree programs established by the institution must meet state mandated requirements for general education. Degrees must be submitted to the Systems Office for approval. There are two different types of certificates that can be awarded by the College. Certificates of Achievement must be submitted to the Systems Office for approval. Typically Certificates of Achievement contain 18 or more units. Completion of a Certificate of Achievement will be notated on student transcripts. The second type of certificate, Career Certificates, must be less than 18 units. These certificates do not need to be submitted to the Systems Office and are not notated on student transcripts. Career Certificates are meant to provide students with a group of classes that will prepare them for a specific career or industry certification.
B. The Curriculum Committee
Title 5 assigns eleven duties as the primary responsibility of the Academic Senate and allows the Senate to delegate some of those duties to the curriculum Committee as a subcommittee of the Senate. 
The Curriculum Committee (hereafter referred to as “the Committee”) is responsible for ensuring and preserving the academic integrity and quality of all courses and programs offered by Las Positas College. The Committee’s primary responsibilities lie in five major areas, as specified by Title 5 [Title 5 §53200]:

· Curriculum

· Degree and certificate requirements

· Grading policies

· Educational program development

· Standards or policies regarding student preparation and success

As a subcommittee of the Academic Senate, the Committee reports its recommendations for approval in the areas of Curriculum and Educational Programs to the Senate as informational items and forwards its recommendations in these areas to the Office of the Vice President of Academic Services. This office prepares the recommendations for presentation to the Board of Trustees by way of the Office of the President of the College. The Board of Trustees is the sole authority for approval of all curriculum recommendations in the areas of Curriculum and Educational Programs.  In the area of Degree and Certificate Requirements, it is the duty of the Committee to formulate policies for approving degree and certificate requirements for presentation to the Senate. Changes to the general education pattern for the Associates degree may be recommended by the Committee, but must be agreed upon through collegial consultation with the Curriculum Committees and Academic Senates of both colleges and approved by the Board of Trustees.

The Committee’s duties and responsibilities in each of the areas are defined as follows:

1. Curriculum

In the area of curriculum the Committee’s duties include, but are not limited to, approval of 

· new and revised course outlines of record for degree-applicable credit courses, non-degree credit courses, and noncredit courses;
· prerequisites, corequisites and advisories for courses;
· limitations on the number of times a course may be repeated;
· courses to be taught in distance education mode;
· courses for inclusion in the requirements for the Associate degree (AA or AS);
· courses for articulation and transfer to CSU and UC and submission of courses to meet the CSU GE Breadth and IGETC requirements;
· discontinuation of existing courses or programs; and
· placement of courses within disciplines.
2. Degree and Certificate Requirements

In this area the Committee’s duties include, but are not limited to, 

· recommendations for changes to the general education pattern for the Associate degree;
· definition of criteria for placement of courses within general education areas; and
· periodic review for appropriateness and relevancy of the courses listed within a specific general education area.
3. Grading Policies

The Committee’s duties in this area include, but are not limited to,

· review of grading policies for individual courses (e.g., whether the course is grade only); and
· review of course work required of students (as specified in the course outline of record), to ensure that course work meets rigorous academic standards.
4. Educational Programs

Educational programs are initiated and developed within appropriate areas or disciplines. The Committee’s duties include, but are not limited to, approval of 

· educational (degree and certificate) programs and requirements for such programs; and
· prerequisites, corequisites and advisories for new and revised programs.
5. Standards or Policies Regarding Student Preparation and Success

The Committee role in this area is related to its charge to approve course outlines and prerequisites. The Committee must ensure that prerequisites, co-requisites and advisories are appropriately selected in such a way as to ensure students are adequately prepared for a course and will have the skills necessary to succeed in the course. The Committee must also ensure that prerequisites, co-requisites and advisories do not act as a barrier to students seeking to complete course work or programs.

C. Curriculum Committee Membership and Meeting Dates
The members of the committee are drawn from the faculty, the administration, the classified staff and the student body.

Committee Membership (voting members): 

· 2 faculty from each Academic Division

· 2 faculty from the Student Services Division

· 2 at-large faculty representatives consisting of the articulation officer and a librarian. The articulation officer and the librarian may also serve as division representatives, if necessary.

Committee Membership (ex-officio members):

· Chair (see below) (votes only as a tie-breaker)

· Vice-president of Academic Services

· Academic Division Deans

· Students Services Division Dean

· Student Records Evaluator (attends as needed)

· Scheduler (attends as needed)

· Academic Services Administrative Assistant (acts as secretary of the Committee)

· 2 student representatives of the ASLPC

Committee Meeting Days:

The Curriculum Committee meets the second and fourth Mondays of each month.

D. An Overview of the Curriculum Process
The curriculum process begins with you. Faculty are vested with the primary responsibility for the development of new courses and programs and the revision of existing courses and programs. Title 5 mandates regular review of course outlines (5 years for academic courses, 3 years for vocational) and the College’s Program Review process includes review of course outlines. Ultimately the approval of most curriculum proposals rests with the State Chancellor’s Office. In between, there are five key steps in this process.
· Planning and Development

· Writing the Outline and Preparing the Curriculum Proposal Packet
· Presentation of the Proposal to the Division

· Presentation of the Proposal to the Curriculum Committee

· To the Board of Trustees and Beyond
While each of these steps will be explored more fully in the sections to follow, a brief synopsis of each step is given here.  

· Planning and Development (Handbook Section II). Faculty members initiate proposals for new courses or programs and revisions to existing courses and programs. These proposals and revisions should be discussed with discipline colleagues so that substantive issues regarding appropriateness, content, etc. can be resolved. Ideally, for shared courses and programs, it is at this stage that approval from discipline colleagues at Chabot should be sought. Once there is agreement, the faculty member should schedule a meeting with their division Dean to brief the Dean on the discussions that have taken place, to discuss any issues that have arisen or that remain unresolved, and, where appropriate, to consider the impact of the proposal in areas such as enrollment management and technical support.

· The Outline and Curriculum Proposal (Handbook Sections III and IV). The faculty member prepares a curriculum proposal consisting of a set of curriculum forms and course outline. The faculty member is responsible for obtaining all necessary signatures on the curriculum proposal form.

· Presentation to the Division (Handbook Section V). Each division determines a procedure for reviewing curriculum proposals by the faculty in that division. It is recommended that this review include a technical review of the outline.  After completion of the division review, the curriculum proposal packet is signed by the division Dean and forwarded to the Office of Academic Services for review. If all is in order, the packet will be forwarded to the Curriculum Committee for consideration at their next meeting.

· Presentation to the Curriculum Committee (Handbook Section VI). The faculty proposer, or their Curriculum Committee representative, will present the proposal to the full Committee. The Committee will take the proposal under consideration and typically, the proposal will be voted on at the next Curriculum Committee meeting after the presentation. Once a proposal is approved by the Curriculum Committee, it will be forwarded to the Office of Instruction and prepared for presentation at the next Board of Trustees meeting.  Following approval by the Board, the proposal will be forwarded to the State Chancellor’s Office for final approval.  At this stage, also, any requested articulations will be submitted by the Articulation Officer.
The first two steps outlined above lay the groundwork for success in the later steps.  A well-thought out and correctly prepared proposal should transition smoothly through the curriculum process.

The Las Positas College Curriculum Handbook is intended to 

· Provide guidance in the development of new courses or programs or the revision of existing courses or programs

· Educate faculty regarding the regulations that govern curriculum approval

· Assist faculty in the writing of course outlines and the preparation of curriculum packets

· Support faculty through the steps of the curriculum process

The Handbook is a living document that must be responsive to the needs of faculty. The Curriculum Committee solicits your feedback regarding the usefulness of the Handbook and welcomes suggestions for improvement.

Your Curriculum Team consists of faculty colleagues with curriculum experience (e.g., curriculum representatives), your Dean and staff assistants, the Curriculum Chair and Vice-Chair, the Articulation Officer, and the Office of Instruction. We are here to help you at every step of the way. 
Planning and Development

E. General Information
This first step in the curriculum process is the most important one. Since the majority of curriculum proposals involve new or existing courses, we will focus here on the planning and development process for course proposals.  Deans have a crucial role to play in this stage of the process. They should guide and assist faculty, by making sure that they are aware of important deadlines, and by facilitating joint approval with Chabot, when necessary.  Deans can provide vital assistance in the areas of enrollment management and technical support. Their knowledge of budgeting and planning can help faculty answer questions about staff, technical and equipment needs.

Whether you are developing a new course or revising an existing one, there are some key aspects of the planning and development stage that are the same for all faculty. These include

· Timeline

· Curriculum packet

· Consultations with

· Discipline colleagues
· Colleagues in related disciplines
· Dean

· Chabot discipline colleagues

· Librarians

· Articulation Officer

· Consideration of

· Requisites

· course units, lecture hours, lab hours and repeatability

· the College mission and core competencies

· staffing needs 

· classroom, equipment or technological needs 

· library resources

Some of these aspects are interconnected and the nature of the consultation or consideration may vary depending on the nature of the proposal. We will consider each of these aspects in the sections that follow. But the one invariant, regardless of the nature of the proposal is … time.

6. Planning: The Timeline.

Time – never enough of it - and the curriculum process takes time. The approval of curriculum takes place according to a calendar, published each spring for the following academic year. The calendar is posted on the Curriculum website (http://www.laspositascollege.edu/facultystaff/curriculum.php) accessible from the LPC website home page (click on Quicklinks, then Curriculum Development). In general, you should plan on the college curriculum approval process taking at least two months. That means, for example, if you want your curriculum proposal to be approved by the end of fall semester, you should plan on presenting your proposal no later than the first curriculum meeting in November. Additionally, articulation, schedule and catalog deadlines can impact the effective dates of changes to existing courses or the first offering of a new course.  As a general rule of thumb, proposals will take effect one year after they are approved (e.g., a proposal approved in the fall of 2009 will become effective in the fall of 2010). Some articulations may take even longer to take effect (refer to the section on Articulation and Transfer in the Appendix).

Working with your discipline colleagues, Curriculum Representatives, Dean and Articulation Officer, as needed, develop a timeline for your proposal. Determine the date by which you should have your outline and proposal packet ready to submit to your division and Dean for review and approval so that your proposal can be forwarded to the Curriculum Committee in a timely manner, so as to guarantee completion of the curriculum process by the appropriate deadline.

7. Planning: The Curriculum Packet

The majority of curriculum proposals are for revisions to existing courses or creation of new courses. The faculty member making the proposal must complete a course proposal packet consisting of two items: a course outline of record and a Course Proposal Form.  The course outline template and Course Proposal Form can be found on the Curriculum Development website. Instructions for writing the course outline and using the course outline template can be found in Part III and Appendix D of this handbook, while information about the form can be found in Part IV. It is recommended that you obtain copies of these documents and have the form with you as you develop your proposal.

If you are considering a degree or certificate proposal, read Appendix G.

8. Development: Considerations and Consultations

The development stage of the curriculum process is really the nuts-and-bolts stage. This is where you consider the many technical aspects of the putting a course proposal together, from simple (how many units, repeatability) to substantive (prerequisites, transfer).  Once you have a firm grasp on how you want to structure your course, how you want to offer it, what its role in the curriculum of the college will be, then you are ready to write your outline and put your proposal together.

After reviewing the curriculum calendar and determining a timeline for your proposal, the first question to ask and answer is: Are you revising an existing course or developing a new course?

If you are revising an existing course, please read section B. Revising an Existing Course. If you are developing a new course, then read section C. Developing a New Course. If you wish to propose a course (new or existing) for distance education, please refer to the section on Distance Education in the Appendix.

F. Revisions to an Existing Course
The revision of a course outline must take into consideration a number of important aspects of the course outline and curriculum approval process. Giving some thought to these aspects before you revise your outline, can help you navigate successfully through the process and ensure that all state and local requirements have been met.  Considering and answering, for yourself, the questions posed below, will help you develop a cohesive proposal.

9. Are you making minor changes or significant revisions to the course? 
Minor changes might include:
· Rewriting an old outline to put it in Title 5 format

· Updating of texts

· Changing the title of the course

· Making minor revisions to measurable objectives or content (e.g., rewording)

· Revising types or samples of assignments, frequency of exams, etc.

More significant changes could include: 

· changes to the catalog description

· changes in the number of units and/or lecture or lab hours

· changes with respect to prerequisites, co-requisites or recommended advisories

· major revisions of the course content or objectives

If you are making substantive changes to a course, consider the questions below. Many of these questions are interconnected and your resources for answering them are varied.

10. Considerations

a. Rationale: What are your reasons for making these changes? 

For example, are they being made as a response to changes in industry, new regulations or the development of new technology? You should develop a well-thought out rationale for making the changes. This rationale will be included in Section 2 of the curriculum proposal form and may include a summary of your responses to some of the questions below.

b. College Mission and Core Competencies.

How do the objectives of your course align with the College’s mission statement and core competencies? 
c. Do the changes proposed significantly alter the scope or level of the course? In what way?

Provide a rationale for the alterations. If the course is transferable these changes may affect articulation or transfer agreements (see item 5 below).

d. Will the proposed revisions affect other courses or disciplines?

For instance, if your course is a prerequisite for another course, how will the revisions affect that course? If your course is an advisory for a course in another discipline, you should consult with faculty in the affected discipline(s) to ensure that your proposed changes will not have negative impacts on their courses. If you are making significant changes to the content, scope or level of the course, consider any impact these changes might have on other courses or disciplines.

e. Prerequisites, co-requisites, and advisories. 
Are you making changes to the prerequisites or advisories for your course? For instance, are you changing a prerequisite to a “strongly recommended” advisory? Are you adding a prerequisite? What are your reasons for making this change? Review the course objectives in the requisite course. Which are most necessary for success in your course? Will changes in the prerequisite affect other disciplines? Discuss the possible impacts of these changes with your discipline colleagues, counseling and your Dean. If your course is transferable, then you should also consult with the Articulation Officer regarding the possible impact of the change. Appropriate determination of prerequisites can be one of the most technically challenging areas of curriculum development. It is very important that you consult with your Dean and the Curriculum Chair to discuss establishing prerequisites or other advisories. More information can be found in the section on Prerequisites, Co-requisites and Advisories in the Appendix.

f. Units, Hours and Repeatability

Are you making changes in the number of units or lecture or lab hours? You may need to consider the impact of these changes on degree programs or other courses. Consult with your Dean and counseling to ensure changes in units or hours will not adversely affect students. The number of lecture and lab hours determines the unit value of a course. The relationship between lecture hours, lab hours and units is detailed in table in the Appendix. 
g. Is it appropriate for students to be able to take your course more than one time for credit? Why? 
There are state guidelines that cover the number of times a course may be taken for credit. A summary can be found in the section on Repeatability in the Appendix.

h. How will the proposed changes affect students? 
This question is, of course, the most important one. It is both the first question asked and the last, because students are always our primary concern. By carefully answering the questions posed here and considering all of the ramifications of what we are doing when we change a course, we can guarantee that we continue to offer a curriculum that meets the needs of a diverse student population while serving the mission and learning goals of our profession, our college and our community.

11. Consultation at LPC

i. Your Dean

Will the proposed changes impact enrollment management for your discipline? Will it change staffing needs? To ensure there are faculty resources available to support offering the course you should consult with your Dean to determine the answers to these questions and how to address any required changes. 

Will the revised course have new or different classroom, technological or equipment needs? What are they? Consult with your Dean regarding these changes. You may need to discuss purchase of new software or equipment with the college’s technical director Steve Gunderson or your Dean.

j. Your Discipline

Have you discussed the proposed changes with your discipline colleagues at LPC and are they in agreement with the changes? Changes to courses should not be made without the agreement of other faculty within the discipline. If consensus has not been achieved, work with your Dean and discipline colleagues to resolve any differences. Where feasible, consult with adjunct faculty before making significant changes to a course.

k. Other Disciplines

Will changes in your course affect other disciplines? Is your course a prerequisite or advisory for courses in other disciplines? Is your course required as part of a degree program in another discipline? 
l. Articulation Officer

You should meet with the college Articulation Officer for consultation and guidance. Completing this step before developing curriculum can be helpful in assuring the appropriate criteria are included in the course outline. Take the Course Proposal Form with you to your meeting, so that you can complete Section 4 of the form with the assistance of the Articulation Officer.

Does your course currently satisfy LPC GE? If not, do you want to propose your revised course for a Las Positas general education area? Consult with the Articulation Officer to answer these questions. If you are proposing your course for a LPC general education area, read the section on LPC General Education in the Appendix. 

Does your course transfer to a 4-year institution? Is it articulated with a 4-year institution? Does your course satisfy CSU GE or IGETC? The published catalog description will indicate the status of your course with respect to articulation and transfer. Will your proposed changes affect your courses status vis-à-vis the four year schools? Would you like to propose your course for articulation, transfer or GE?  Work with the Articulation Officer to answer these questions. If you are unsure what the difference between transfer and articulation is or what the criteria for CSU GE and IGETC are, you can find out more by reading the section on Articulation and Transfer in the Appendix.

m. Library

Are library resources needed for your course? Discuss your needs with the library staff and work with them on a plan for meeting your needs. Take the Course Proposal Form with you to your meeting, so that you can complete Section 5 of the form with the assistance of the librarian.

n. Consultation with Chabot

Is the course shared with Chabot? Consultation with your discipline colleagues at Chabot is imperative to ensure that they are in agreement with your changes and that they are taking steps to make the same changes in their course. Changes to one college’s course outline do not automatically change the other college’s outline. To take effect, any changes to an outline must go through the curriculum process on both campuses. A delay in the approval of the outline on one campus can delay the effective date of the changes.

Coordination with Chabot College Faculty:

· As part of a multi-college district, we need to share our ideas with our colleagues at Chabot. This is a great opportunity for you to speak with your counterparts at the other college and discuss ideas. If you do not know who your counterpart is at Chabot, consult with your Division Dean.

· The Curriculum Committees at both Colleges hope that a mutual agreement can by reached on the proposed curriculum. But, if you do not agree, that is OK; you can still proceed. 

· Document the person you spoke with, the date, and the outcome of the discussion. 

· If you are revising a course that is offered at both campuses and you share a rubric, the catalog/course description, # of units, lecture/lab hours, and advisory requisites cannot be changed without agreement by both colleges. All other sections of the outline can be modified.

· Be aware that any agreed upon changes must be submitted to, and approved by, the Curriculum Committees of both campuses before they can take effect. Consult the curriculum calendar for your disciplines presentation date at Chabot, to ensure timely approval. 

· In addition to sharing our discipline with our Colleagues at Chabot, we share the same Banner computer system that builds our college catalogs and course schedules. If you and Chabot do not agree on the curriculum, we may need to change the “rubric” or course number to accommodate the Banner system. 

CONCLUSION: Your answers to the above questions will lay the foundation for your course outline and the accompanying curriculum proposal forms. Only when you have formulated clearly the answers to these questions can you move on to the writing stage. 
G. Developing a New Course
The development of a new course must take into consideration a number of important aspects of the course outline and curriculum approval process. Giving some thought to these aspects before you write your outline, can help you navigate successfully through the process and ensure that all state and local requirements have been met.  Considering and answering, for yourself, the questions posed below, will help you develop a cohesive proposal.

12. Considerations

o. Rationale: What is your reason for proposing the new course? 
For example, is it being created in response to changes in industry, new regulations or the development of new technology? Are you adopting a course that already exists at Chabot? You should develop a well-thought out rationale for proposing the new course. This rationale will be included in Section 2 of the curriculum proposal form and may include a summary of your responses to some of the questions below.

p. College Mission and Core Competencies.
 How does your proposed new course fit in with the LPC mission statement and core competencies? Does your course address a specific institutional learning goal? Include your response to this question in your rationale for the proposal.

q. Will the proposed new course affect other courses or disciplines?
For instance, will your course be a prerequisite for another course or an advisory for a course in another discipline? Is a similar course offered by another discipline?  Consult with faculty in the affected discipline(s) to ensure that your proposed new course will not have negative impacts on their courses.

r. What population will the new course serve? 
Who will take your course and why? Is it a major course or a survey course? You may want to consult with your discipline colleagues and student services to determine whether there is a need for your course and to identify a target audience.

s. Is your course a lecture only course or will it have a lab component?
How many hours per week of lecture and/or lab do you want to have? The number of lecture and lab hours determines the unit value of a course. The relationship between lecture hours, lab hours and units is detailed in the table in the Appendix. A related question has to do with repeatability of the course. State regulations allow for certain courses to be repeated for credit. For more information about repeatability, go to the section on repeatability in the Appendix.

t. Will the proposed new course have a prerequisite, corequisite or advisory? 
If so, what is it? Is the requisite course within your discipline or is it an out-of-discipline course? Title 5 contains specific regulations with respect to instituting prerequisites for a course and varying levels of justification are required to establish prerequisites for a course. This can be one of the most technically challenging areas of curriculum development. It is very important that you consult with your Dean and the Curriculum Chair to discuss establishing prerequisites or other advisories. More information can be found in the section on Prerequisites, Co-requisites and Advisories in the Appendix.

u. How will the proposed new course benefit students? 
This question is, of course, the most important one. It is both the first question asked and the last, because students are always our primary concern. By carefully answering the questions posed here and considering all of the ramifications of what we are doing when we create a new course, we can guarantee that we continue to offer a curriculum that meets the needs of a diverse student population while serving the mission and learning goals of our profession, our college and our community.

13. Consultation at LPC

v. Your Dean
Will the proposed changes impact enrollment management for your discipline? Will it change staffing needs? To ensure there are faculty resources available to support offering the course you should consult with your Dean to determine the answers to these questions and how to address any required changes. 

Will the revised course have new or different classroom, technological or equipment needs? What are they? Consult with your Dean regarding these changes. You may need to discuss purchase of new software or equipment with the college’s technical director Steve Gunderson or your Dean.

w. Your Discipline.

Have you discussed the proposed new course with your discipline colleagues at LPC and are they in agreement with the creation of the course? New courses should not be introduced without the agreement of other faculty within the discipline. If consensus has not been achieved, work with your Dean and discipline colleagues to resolve any differences. Where feasible, consult with adjunct faculty before making introducing new courses.

x. Other Disciplines

Will changes in your course affect other disciplines? Is your course a prerequisite or advisory for courses in other disciplines? Is your course required as part of a degree program in another discipline? 
y. Articulation Officer

You should meet with the college Articulation Officer for consultation and guidance. Completing this step before developing curriculum can be helpful in assuring the appropriate criteria are included in the course outline. Take the Course Proposal Form with you to your meeting, so that you can complete Section 4 of the form with the assistance of the Articulation Officer.

Would you like your course to satisfy LPC GE? If you are proposing your course for a GE area, read the discussion of LPC General Education in the Appendix. The Articulation Officer or the Curriculum Chair can assist you in determining whether your course is appropriate for GE.

Would you like your course to transfer to a 4-year institution? or to articulate with a 4-year institution? Would you like your course to satisfy CSU GE or IGETC? Work with the Articulation Officer to answer these questions. If you are unsure what the difference between transfer and articulation is or what the criteria for CSU GE and IGETC are, you can find out more by reading the section on Articulation and Transfer in the Appendix.

z. Library

Are library resources needed for your course? Discuss your needs with the library staff and work with them on a plan for meeting your needs. Take the Course Proposal Form with you to your meeting, so that you can complete Section 5 of the form with the assistance of the librarian.

aa. Consultation with Chabot

Is the course to be shared with Chabot? Consultation with your discipline colleagues at Chabot is imperative to ensure that they are informed about your new course and, if they want to adopt the course, that they are taking steps to take the course through the Chabot curriculum process. Approval of a course outline on one campus does not mean the course can be offered at the other campus. To take effect on both campuses, the course outline must go through the curriculum process on both campuses. 
Coordination with Chabot College Faculty:

· As part of a multi-college district, we need to share our ideas with our colleagues at Chabot. This is a great opportunity for you to speak with your counterparts at the other college and discuss ideas. If you do not know who your counterpart is at Chabot, consult with your Division Dean.

· The Curriculum Committees at both Colleges hope that a mutual agreement can by reached on the proposed curriculum. But, if you do not agree, that is OK; you can still proceed. 

· Document the person you spoke with, the date, and the outcome of the discussion. 

· If you are creating a new course that is to be offered at both campuses, with the same rubric and course number, then the catalog/course description, # of units, lecture/lab hours, and advisory requisites must be the same in both the LPC and Chabot course outlines. The other sections of the outline can have slight differences. The two outline formats will not match, as the outline format followed at Chabot is different from LPC’s.

· Be aware that if your new course is to be taught at both campuses, the outline must be submitted to, and approved by, the Curriculum Committees of both campuses before it can take effect. Consult the curriculum calendar for your disciplines presentation date at Chabot, to ensure timely approval. 

CONCLUSION: Your answers to the above questions will lay the foundation for your course outline and the accompanying curriculum proposal forms. Only when you have formulated clearly the answers to these questions can you move on to the writing stage. 
H. Chabot Course Adoption
If you are adopting a course that already exists in the Chabot catalog of courses, then you must adopt the same course rubric, number, title and catalog description. The catalog description includes any requisites (e.g., prerequisites), as well as units, lecture hours, lab hours or studio hours.
Writing the Course Outline of Record
I. The Role of the Course Outline of Record
The course outline of record plays a central role in the curriculum of the California Community Colleges. It has evolved considerably from the list of topics covered which an instructor would share with students in the class. It is now a document with defined legal standing which is read by many more eyes than just those of instructor and student. It forms the basis for a contract among the student, instructor, and institution identifying the expectations which will serve as the basis of the student’s grade and giving the fundamental required components of the course which the student is guaranteed to receive from the instructor and institution. It should be specific enough to guide all potential instructors, but broad enough to allow for academic freedom. It should be specific enough that all potential students will know what to expect in the course, but broad enough to allow content to be tailored to meet specific needs or to accommodate different points of view. 

The course outline of record

· is a document with defined legal standing which is read by many more eyes than just those of instructor and student 

· assists faculty in presenting their courses in a format which accurately reflects the quality instruction they are providing. This format is intended to clearly demonstrate that the course will stand up to the scrutiny of the state and four-year institutions.

· states the content and level of rigor for which students--across all sections of the course--will be held accountable.

· is the primary vehicle for course planning.

· states the prerequisites students need to advance successfully through a series of courses.

· is used to articulate courses, establish inclusion of courses on transfer lists and GE (CSU breadth, IGETC).

· is used to satisfy the state chancellor’s office that courses meet necessary Title 5 requirements in terms of rigor.

· may be used by outside agencies, such as accrediting agencies, as a means of evaluating institutional effectiveness. 
 “Standards for the course outline appear in Title 5, in the Curriculum Standards Handbook, in accreditation standards, in intersegmental general education agreements with the California State University and the University of California 

(IGETC and CSU-GE), and serve as the basis for transfer articulation agreements with individual CSU and UC campuses.”

It is the responsibility of the college curriculum committee to review course outlines submitted by discipline faculty to assure that they meet these standards. Such course approval is the central task of the curriculum committee. 
An integrated course outline of record is constructed in accordance with regulation (Title 5) and best practices as laid down by the Curriculum Committee of the State Academic Senate. In an integrated course outline, the measurable objectives are clearly linked to the course content and methods of evaluation. At Las Positas College, the course outline consists of 10 sections, arranged in outline format, as follows:

I. CATALOG DESCRIPTION
II. NUMBER OF TIMES COURSE MAY BE TAKEN FOR CREDIT
III. PREREQUISITE AND/OR ADVISORY SKILLS
IV. MEASURABLE OBJECTIVES

V. CONTENT
VI. METHODS OF INSTRUCTION
VII. TYPICAL ASSIGNMENTS
VIII. EVALUATION
IX. TYPICAL TEXTS
X. OTHER MATERIALS REQUIRED OF STUDENTS
In Section B, we provide a detailed discussion of each part of the course outline, including: appropriate outline format, instructions for completing each part, and examples. Instructions for using the on-line outline template and formatting the outline are included in section C. In addition, sample course outlines and the outline template are available in Appendix D.

J. Section-by-Section Instructions for Writing a Course Outline
In Part B of Handbook Section III, we provide, for each section in the course outline, an example of the format for the section, instructions for completing the section and examples of correctly completed section.

14. Course Outline Sections I and II
Format

I. CATOLOG DESCRIPTION:

Course # - COURSE TITLE - # of units

(Descriptive paragraph – see instructions )

II. NUMBER OF TIMES COURSE MAY BE TAKEN FOR CREDIT: #

Instructions
· For revisions to existing courses, use the current course number. If you are proposing a new course, or changes to the existing course number, use a placeholder of the form XX for the course number.

· The course title should be in capital letters. If a new title is being proposed for an existing course, use the proposed title. 

· The number of units is determined based on lecture/lab hours per week, based on an 18 week semester. See the section Units, Hours and Repeatability in the appendix.

· Descriptive paragraph

· Write a short paragraph which succinctly states the topics to be covered, the scope of the course, its level, and the kinds of goals it is designed to fulfill. It may state who the course is designed for (for example – “designed for engineering majors”).

· List any requisites and/or advisories 

· List the number of hours per week based on a regular 18 week semester (lecture and/or lab) 

· Title 5 regulates the number of times a course may be taken for credit. Please refer to the section Units, Hours and Repeatability in the appendix for guidelines.

Example 1 – a course with lecture hours and a prerequisite.

I. CATOLOG DESCRIPTION:

ENG 4 — Critical Thinking and Writing About Literature — 3 units

Develops critical thinking, reading, and writing skills as they apply to the analysis of fiction, poetry and drama; literary criticism; and related non-fiction from diverse cultural sources and perspectives. Emphasis on the techniques and principles of effective written argument as they apply to literature. Some research required. Prerequisite: English 1A with a grade of “C” or higher. 3 hours.

II. NUMBER OF TIMES COURSE MAY BE TAKEN FOR CREDIT: One
Example 2 – a course with lecture and lab hours and an advisory.

I. CATOLOG DESCRIPTION:

BIOL 31 — INTRODUCTION TO COLLEGE BIOLOGY — 4 units

Basic principles of biology. Includes origin of life, cell structure and function, cell division, reproduction, genetics, taxonomy, evolution, and cell metabolism. Laboratory emphasis on developing various laboratory skills, using the metric system, collecting data, graphing, interpreting data, utilizing statistics, operating a computer, and preparing for and taking laboratory practicals. Designed to prepare the necessary concepts and laboratory skills and experience that are needed to succeed in more advanced courses in biology. Strongly recommended: Mathematics 65 or Mathematics 65B or Mathematics 65Y and eligibility for English 1A or 52A. 3 hours lecture, 3 hours laboratory.

15. Course Outline Section III

Format

For prerequisites or “strongly recommended” advisories, use:

III. PREREQUISITE SKILLS:

Before entering this course the student should be able to:

A. Xxxxx;

B. Xxxxx;

C. xxxxx.

OR

III. ADVISORY SKILLS:

Before entering this course, it is strongly recommended that the student be able to:

A. Xxxxx;

B. Xxxxx;

C. xxxxx.

OR, for co-requisites, use:

III. CO-REQUISITE:

(List of skills from the co-requisite course or a brief narrative giving the rationale for the co-requisite.)

Instructions
Prior to completing this section you should have

1. determined which course, or courses, you wish to list as prerequisites/co-requisites/advisories;

2. read the section on Prerequisites, Co-requisites and Advisories in the Appendix; and

3. completed the skills analysis in Section 3 of the Course Development Form.

In the outline,

· For Advisory skills state: “Before entering this course, it is strongly recommended that the student be able to…” then list the skills (those ranked 1 or 2) from Form Section 3. At your option, you may list skills ranked 3. Do not include skills ranked 4. If there is more than one advisory course, list the skills separately from each course (see example below). 
· For Prerequisites state: “Before entering this course, the student should be able to…” then list all of the necessary skills (those ranked 1 or 2) from Form Section 3. At your option, you may list skills ranked 3. Do not include skills ranked 4. As with advisories, separate lists are needed for each prerequisite course. 
· For a co-requisite course you may either list the pertinent skills or provide a brief narrative giving the rationale for the co-requisite.

Example 1 – This course has English 1A as a prerequisite.

III. PREREQUISITE SKILLS:

Before entering this course the student should be able to:

A. demonstrate in class discussion and compositions competence in:

1. reading, summarizing accurately, synthesizing and critically analyzing works from a range of academic contexts and cultural backgrounds;

2. analyzing and comparing essays, book-length works and/or other media for structure, purpose, audience, and effectiveness of argument;

3. seeing how ideas under discussion are related and how they relate to the student’s own experience;

B. write compositions demonstrating college-level standards of academic prose by:

1. defining a line of inquiry;

2. developing a focused thesis or proposition;

3. selecting relevant evidence and presenting it in a persuasive manner;

4. anticipating the needs and assumptions of an intended audience;

5. organizing the essay in the interests of purpose, coherence and clarity;

6. separating fact from inference and judgment;

7. identifying assumptions;

8. using inductive and deductive reasoning;

9. recognizing and clarifying viewpoints;

10. using diction, style and tone appropriate to subject and audience;

C. demonstrate understanding of the purpose of research; gather, evaluate and incorporate information from outside sources into his/her writing.

Example 2 – This course has two strongly recommended advisories. Similar format would be used for multiple prerequisites.

III. ADVISORY SKILLS:

Before entering this course, it is strongly recommended that the student be able to:

From Mathematics 65:

A. solve linear equations in one variable;

B. solve and graph linear inequalities in one variable;

C. develop and graph linear equations in two variables using various methods;

D. add, subtract, multiply, and divide, and simplify rational expressions;

E. apply the laws of integer exponents;

F. use algebraic methods to solve word problems;

G. solve systems of equations by the addition method and substitution;

H. solve literal linear equations for any given variable;

I. add, subtract, multiply, divide, and simplify expressions involving square roots;

From English 104:

A. assess the reading task in advance according to the purpose for reading and the difficulty of the materials to be read;

B. establish outcomes for the reading material prior to reading it by forming appropriate questions;

C. pause at intervals to recite, reflect and develop additional questions or outcomes for the reading;

D. respond critically to reading by means of class discussions and through writing;

E. develop a focused, active style of reading;

F. apply structural elements in writing that are appropriate to the audiences and purpose;

G. develop a flexible reading style which adjusts reading rate according to the purpose for and the difficulty of the material;

H. effectively use textual annotation;

I. write short comparison/contrast essays based on reading;

J. continue to use a descriptive grammar to check sentences for correct usage and for correct punctuation

K. proofread her/his own prose.

16. Course Outline Section IV

Format
IV. MEASURABLE OBJECTIVES:

Upon completion of this course, the student should be able to:

A. Xxxxx;

B. Xxxxx;

C. Xxxxx.

Instructions
In this section you list the knowledge, skills and abilities you would like students to have achieved upon successfully completing the course. The objectives must establish that critical thinking is an integral part of the course. They should

· be broad and introductory in scope, not too narrow or specific.

· adequately cover theory, principles, and concepts.

· use skills and applications to reinforce and develop concepts. Don’t add concepts to supplement skills.

· be measurable.

· be specific about what (Content) the learner is acting upon. Use verbs showing analysis: rather than “understand,” “identify” or “describe” say “explain” or “compare and contrast.” Use active verbs for observable behaviors. For example, rather than “describe animal hunting behavior” state “compare and contrast social aspects of hunting tactics of major mammals.” To assist you in this task, here is a sampling of such words (Rothwell & Kazanas, 1992; Tracey, 1992):

	Acquisition of Knowledge
	Enhancement of Thinking Skills
	Development of Psychomotor Skills
	Changes in Attitudes, Values

	identify

list

describe

state

prepare

recall

express

categorize

chart

rank

distinguish

explain

outline

inform

label

specify

tell
	reflect

compare

contrast

catalogue

classify

evaluate

forecast

formulate

investigate

modify

organize

plan

research

study

translate

differentiate

analyze

compute

devise

review


	demonstrate

produce

assemble

adjust

install

operate

detect

locate

isolate

arrange

build

conduct

check

manipulate

fix

lay out

perform

sort

construct

draw


	challenge

defend

judge

question

accept

adopt

advocate

bargain

cooperate

endorse

justify

persuade

resolve

select

dispute

approve

choose

feel

care

express

reflect


If you want your course to satisfy LPC GE, to be transferable to UC or CSU, to articulate with courses at UC or CSU, or to meet CSU-GE or IGETC requirements, then your objectives should include abilities or skills relevant to general education, transfer or articulation criteria.

When listing the objectives in the course outline, state in measurable terms what students should be able to do: “Upon completion of the course the student should be able to....”

Example
IV. COURSE OBJECTIVES:

Upon completion of this course, the student should be able to:

A. identify the use and function of computerized information systems within an organization's environment;

B. explain the impact of the computer's capabilities upon society;

C. identify basic computer hardware components;

D. apply basic commands in Windows or other operating systems;

E. identify the use and capabilities of applications such as word processors, spreadsheets, databases, graphics packages, email, WWW browsing and searching;

F. describe the capabilities, use, and characteristics of programming languages in a computer environment;

G. investigate current issues in computer environments such as security, society and business ethics over the use of computer data, and organization of data processing resources within the organization.

H. demonstrate a mastery of techniques for writing technical reports, including informal memos, letters, and formal reports with illustrations;

I. demonstrate a mastery of techniques of data collection, outline writing, and revising preliminary drafts;

J. write grammatically correct, concise, clear, and objective technical report;

K. demonstrate technical proficiency in personal computing skills and use the computer to solve problems by

1. demonstrating the ability to recognize and use technology as a productivity tool

2. selecting the appropriate technology components for the task to be completed

3. identifying and selecting appropriate technologies for use in their environment

4. demonstrating familiarity with the computing environment, including the hardware, operating system, the user interface, and the application

5. communicating electronically via email and other electronic technologies

6. applying productivity tools including, word processing, spreadsheets, databases, presentation software, as well as discipline specific tools

7. operating a computer in a networked environment

17. Course Outline Section V 

Format
V. CONTENT:

A. Text

B. Text

1. Text

2. Text

a. Text

b. Text

i. Text

ii. Text

C. Text
D. Text

E. Text

F. Text

G. Text

H. Text

I. Text

J. Text

Instructions
The central component of the outline is the course content. This section should include a complete listing of the topics taught in the course. The content may include the perspective from which topics are taught, such as “social aspects of mammal hunting tactics.”

· Compile a list all topics to be taught in the course, listing ideas, not just key words. Arrange the list by topics, with sub-topics, in outline form.

· The content must reflect the “Course Objectives” listed in Section IV of the outline. 

· If you want your course to satisfy LPC GE, to be transferable to UC or CSU, to articulate with courses at UC or CSU, or to meet CSU-GE or IGETC requirements, then section V should include content relevant to general education, transfer or articulation criteria.

Example
V. CONTENT:

A. Child Study

1. Scientific method

2. Research strategies

3. Historical overview

4. Social and cultural context

5. Theories

B. Role of heredity, genetics: the Nature - Nurture controversy

1. Influence of chromosomes

2. Conception - anatomy and family planning

C. Prenatal development

1. Stages of growth - zygote, embryo, and fetus

2. Prevention of and understanding of causes of birth defects

3. Birth process

D. Neonatal development

1. Early reflexive behavior and early neurological development

2. Complete dependence

3. Problems of premature babies

E. Development during infancy

1. Physical and intellectual development

2. Personality and socialization

3. Foundation for early literacy

4. Role of early educators 

a. Foundations of basic sense of trust 

b. Dependency needs

c. How to meet infants’ needs for early neural development

F. Growth and development during the second year

1. Toddlerhood

a. Foundations of autonomy

b. Individualistic education and developing sense of self

2. Language development

a. Structure

b. Content

c. Functions

d. Emergent literacy

e. Recognizing problems

f. Responding to infant's needs for interaction

3. Cultural and social factors

4. Regulation of behavior

a. Toilet training

b. Eating

c. Setting limits

G. Development in Preschool Years (Ages 2-6)

1. Psychosexual development

a. Awareness of self-need for competence 

b. Emotional development

2. Physical development

3. Cognitive development

4. Promotion of continued literacy development

5. Communication with peers and adults

6. School for preschool children – social development

7. Role of play in development

H. Development in early primary years (6-8)

1. Psychosocial development

a. Increasing need to perform competently

b. Emotional development

c. Importance of high self-esteem

2. Influence of peers, teachers, parents, television and computers

I. The influence of current societal issues

1. Effect on family life

2. Challenges to early care and education settings

a. Culturally sensitive care

b. Anti-bias implementation

J. Code of Ethical Conduct-responsibilities to children

18. Course Outline Section VI

Format
VII. METHODS OF INSTRUCTION:

A. xxxxx

1. xxxxx

B. xxxxx

Instructions
· The type or examples of methods of instruction should be specifically related to the course objectives and course content.

· Methods of instruction should reflect an understanding of various learning styles and they should provide real guidance to instructors in designing their class sessions. For example, rather than stating “lecture” the description might be “lecture and demonstration by instructor, with in-class prac​tice, including feedback, coaching, and evaluation by the instructor.”

· Examples of methods of instruction are appropriate. If all instructors of the course agree, then a specific teaching pattern may be listed. Otherwise, instructors have academic freedom to choose how they will teach as long as the methodologies used are equivalent (in covering course content and achieving course objectives) to those illustrated in the course outline. You may need to state: “Some instructors may have class field trips to…” or “In some classes, students will be required to …”

Examples
VI. METHODS OF INSTRUCTION:

A. Lecture supported by transparencies and board work

B. Audio-visual materials with handouts for video notetaking, Self-Thought, and a Small Group discussion

C. Discussion as class partners, then as the whole class

D. Small group problem solving

E. Observation reporting

F. Readings in text and handouts or study guide applications

G. Written exercises and case studies

VI. METHODS OF INSTRUCTION:
A. Lecture and classroom discussion with demonstrations

B. Research and writing assignments

C. Lab experience: Hands-on lab assignments 

D. Computer demonstrations with overhead display panel

E. Read text and other supplemental sources (example, Internet sites)

F. PowerPoint presentations

G. Periodic examinations

H. Chat rooms

I. Discussion boards

19. Course Outline Section VII

Format
VII. TYPICAL ASSIGNMENTS:

A. Xxxxx

1. xxxxx

B. Xxxxx

1. xxxxx

Instructions
Assignments should be directly related to the objectives of the course.  A description of the type or examples of assignments is re​quired. This section must establish that the work is demanding enough in rigor and inde​pendence to fulfill the credit level specified. 

· Give at least two (2) specific examples of typical assignments that reflect coverage of objectives and content in the class.

· The nature of the assignments must clearly demand critical thinking.

· If a reading assignment is expected, list a typical assignment.

· If a writing assignment is expected, list a typical assignment/topic.

· Appropriate out-of-class work is required for credit courses.  Be sure to include out of class assignments sufficient to show independent work.

· Assignments should be adequate to assure that students who successfully complete them can meet the objectives of the course. 

· Be sure that knowledge of required material constitutes a significant portion of the grade as reflected in assignments and methods of evaluation (Section VIII).

Examples of typical assignments should be specific enough to provide real guidance to faculty and clear expecta​tions for students. Individual instructors are, however, free to use different assignments as long as the types they use are equivalent (in covering course content and achieving student outcomes) to those illustrated in the course outline. 
Example 1 – from a Business course.

VII. TYPICAL ASSIGNMENTS:

A. Lectures

1. Training and developing new and continuing employees

2. Assessment instruments for appraising/evaluating employees

3. Compensations Option: salaries and benefits

B. Reading

1. Read chapter “Developing, Appraising, and Rewarding Personnel” in text for vocabulary development and concept development.

C. Writing

1. Chapter Review: Using complete sentence structure, write answers to questions at the end of the chapter that require definitions, identifications of methodologies, descriptions of assessments of evaluation systems, extrinsic and intrinsic rewards and composition of good/poor performance reviews to employee compensation. Write a Case review of the chapter’s Case Study.

2. Project: Obtain a copy of an evaluation system for a specific employee group used in a workplace or in a periodical/book. Individually analyze the strengths and weaknesses of the evaluation instrument and list their initial comments with recommendations.

D. Small Group Work: share evaluation forms, appraisal of them, and recommendations. Critique of other members of forms, appraisal, and recommendations. Using the input from the other four students, each student shall prepare a report recommending changes to the evaluation form used. The group shall prepare a one-to two-page report on ways the members of the group worked well together, on ways that members did not work well together, and on recommendations of how they could have worked better together.

Example 2 – from an advanced Mathematics course.

VII. TYPICAL ASSIGNMENTS:

A. Homework

1. Homework should be assigned from the text and should include a sufficient number and variety of problems to develop both skill and conceptual understanding. Problems should range in level of difficulty from introductory level to challenging. A typical assignment should take an average student 1 to 2 hours for each hour in class.

B. Collaborative learning

1. Collaborative learning, done in small groups of 2-4 students, can be used to introduce new concepts, build skills, or teach problem solving.  Students may be asked to present their results on the board.

2. Example collaborative learning assignment: Give each group a description of a possible subspace and ask them to determine whether it is a subspace or not. Then have the group present their results to the class and either explain why it is not a subspace or prove that it is.

C. Laboratory assignments

1. Laboratory assignments can be used to reinforce fundamental concepts and skills, to explore certain concepts in more depth than is possible in-class, and to solve numerically challenging problems. They may be designated for individual or group work.

2. Example lab assignment: Students are directed to import a data set from the internet and use MATLAB™ to perform a least-squares analysis of the date and then to interpret their results.

3. Example lab assignment: Use MATLAB™ to graph polar curves and perform linear transformations of the curves.

20. Course Outline Section VIII

Format
VIII. EVALUATION:

A. Methods

1. xxxxx

2. xxxxx

3. xxxxx

B. Frequency

1. xxxxx

2. xxxxx

3. xxxxx

Instructions:
Types and examples of methods of evaluation should be listed. This section should be substantively related to the stated objectives of the course. 
· Explain both the methods of evaluation and the frequency of evaluation.

· Grades for the course must be based, at least in part, on demonstrated proficiency in written essays and/or problem solving ability.

· In addition to listing graded assignments, give the basis for grading, and re​late to skills and abilities in objectives. For example, say “written assign​ments which show development of self-criticism.” Attach examples if needed.

· The evaluation must clearly show that critical thinking skills are re​quired.

· Statements in this section should clearly show the basis for grading. For example, “term paper shows topic coverage, basis of comparison, and critical analysis.”

· Be sure that knowledge of required material constitutes a significant portion of the grade as reflected in assignments and methods of evaluation.

· Allow for academic freedom of instructors by stating “typical examples of evaluation… ,” or “possible field assignments…”

Example 1 – From a Botany course with a laboratory:

VIII. EVALUATION:

A. Methods

1. Quizzes, midterm(s) and final examination

2. Laboratory reports

3. Laboratory practicums

4. Student project or term paper

B. Frequency

1. Quizzes weekly

2. Midterms 3 per semester

3. Final examination once per semester

4. Laboratory reports twice weekly

5. Laboratory practicums 4 per semester

6. Student project or term paper once per semester

Example 2 – From an ESL course:

VIII. EVALUATION:

A. Methods:

1. Reading, writing, speaking and listening tasks

2. Completed homework assignments

3. Quizzes

4. Mid-term examination

5. Final examination

B. Frequency:

Instructors may choose how often to evaluate students with quizzes and tests. However, at this level of developing academic language skills, students need frequent feedback to let them know if they need to change their study techniques and develop alternative strategies for learning. Frequent quizzes to evaluate newly learned grammar help students monitor their own learning.

21. Course Outline Sections IX and X and Dates

Format
IX. TYPICAL TEXTS:

A. Author. Textbook. Edition. Place: Publisher, Year.

B. Author. Textbook. Edition. Place: Publisher, Year.

C. Author. Textbook. Edition. Place: Publisher, Year.

X. OTHER MATERIALS REQUIRED OF STUDENTS: 

Xxxxx

Creation Date:


Revision Date:

Date Approved by Curriculum Committee: (to be filled in by the Office of Academic Services)

Date Approved for Distance Education: (to be filled in by the Office of Academic Services)

Effective Date: (to be filled in by the Office of Academic Services)

Instructions  
IX. TYPICAL TEXTS:

The text and other instructional materials should show the required rigor and scope of the course. In de​gree credit courses, texts should be written for college level students and cover the theory and principles of the subject, but primary sources need not be college level. If “instructor-designed materials” are the only citation, a description of their scope should be in the outline and samples included.

If a text is required in the course, list at least two, but preferably three to five (3-5) typical textbooks. 
Textbooks must be current.

Use full MLA citation form:

Author. Text. Edition. Place of Publication: Publisher, Date of Publication.

Instructions 

IX. OTHER MATERIALS REQUIRED OF STUDENTS: 

If additional materials are required, list them here.

Additional materials may include: safety goggles, calculators, software, special clothing, art supplies, computer disks, internet access, etc.

Instructions For Outline Dates/Tracking
It is important to list the specific date of your creation or revision. Your outline will probably go through several revisions before it is accepted as the official Course Outline of Record, and simple changes can be difficult to see. It can be difficult to tell which version is the “newest” version. So, list the month/day/year.

Example:
IX. TYPICAL TEXTS:

A. Ron Larson and Edward, Bruce H. Elementary Linear Algebra. 5th Edition. Boston, MA: Houghton Mifflin Company, 2004.

B. Howard Anton and Rorres, Chris. Elementary Linear Algebra with Applications. 9th Edition. New York, NY: John Wiley & Sons, Inc., 2005.

C. David Poole. Linear Algebra: A Modern Introduction. 2nd Edition. Belmont, CA: Thomson-Brooks/Cole, 2006.

IX. OTHER MATERIALS REQUIRED OF STUDENTS: 

Graphing calculator.

Creation Date:
2/01

Revision Date:
10/01, 10/06

Date Approved by Curriculum Committee: (to be filled in by the Office of Academic Services)

Date Approved for Distance Education: (to be filled in by the Office of Academic Services)

Effective Date: (to be filled in by the Office of Academic Services)

Using the Course Outline Template

1. To download the course outline template from the web, go to the LPC Home Page (www.laspositascollege.edu). 

2. Click on the Faculty + Staff link. 

3. Click on the Curriculum Development link at the left side of the screen. 

4. Click on the Course Outline Template link.

5. Select Save.

6. Navigate to the drive and folder where you want to save the outline.

7. Type the name of the course for which you are creating an outline, e.g. CURR 101—You Can Do It.

8. Select Save. 

9. Select Open to open the file in Microsoft Word so that you can begin creating your outline.
Note: The template contains the major headings needed in a course outline as well as placeholders for topics/subtopics under each heading. You will be able to add additional topics and subtopics, as needed. You can also delete unneeded placeholders. 

10. Select placeholder text and type the information for your course.

· Styles are used to format the text in the outline. The use of styles is important as it controls how the document will look when uploaded to the web. Each paragraph has been formatted using a style. If you click in any line of text, you can determine the style used to format the text by looking at the Style box at the left side of the Formatting toolbar. For example, the main heading CATALOG DESCRIPTION is formatted using the style called Heading 1. At this time, there are five heading levels available.
Heading 1—Uppercase roman numerals
Heading 2—Uppercase letters
Heading 3—Arabic numbers
Heading 4—Lowercase letters
Heading 5—Lowercase roman numerals

· Do not use spaces or tab to align text. If you want to create a new line without adding a number/letter, press Shift and Enter.

· To add additional topics, click at the end of the list of topics and press Enter. The next letter/number should display. 

· To create subtopics, press Enter to create a new line. Click on the down arrow beside the Style box (at left of the Formatting toolbar), select the appropriate heading level.
Note: It is likely that you will need to instruct Word to restart the numbering of the subtopics. To restart the number of subtopics, select Format, Bullets and Numbering, Restart numbering, OK. 

· If you accidentally delete a number/letter for a topic or subtopic, reapply the style clicking on the down arrow beside the Style box and select the appropriate heading level. 

· If the number on a list of subtopics is not correct, (e.g., it doesn’t start with the current number, has duplicate numbers, skipped numbers, etc.):

· Check that the correct style has been applied to all subtopics in the group. Reapply style in necessary.

· Select Format, Bullets and Number, Restart numbering, OK. 

· These two steps fix the majority of problems but occasionally Word just doesn’t respond the way we want it to. Don’t worry. It will get fixed before it goes on the web. 
· Your Staff Assistants have experience formatting outlines. Let them help you!!!

The Role of the Course Proposal Form

The Course Proposal Form serves a variety of purposes. It provides a summary of the key aspects of your course proposal and acts as a checklist to ensure that regulations have been satisfied and best curriculum practices have been followed. The process of completing the form can help the faculty member writing the proposal organize the various aspect of putting a proposal together. The completed form is used to track the progress of your proposal through the curriculum process and it helps the members of the Curriculum Committee understand your proposal.

It is recommended that you have the form by your side as you plan and develop your proposal and that you take it with you when you consult with the Articulation Officer and librarian.

SECTION-BY-SECTION INSTRUCTIONS FOR COMPLETING THE FORM

K. SECTION 1: Approvals

This is the “tracking” section, in which the faculty member provides basic information about the origin of the proposal and the progress of the proposal through the division review process, the Office of Academic Services and the Curriculum Committee is recorded. The outcome of any consultation with Chabot is also included in this section. For a complete discussion about coordination with Chabot, refer to the LPC Curriculum Handbook, Part II. Planning and Development.

The Form:

	SECTION 1: Approvals

	Division Approval

	Faculty Proposer(s): 
      

	Division: 

 FORMCHECKBOX 

Arts and Communication

 FORMCHECKBOX 

Business, Computing, and Applied Technology
 FORMCHECKBOX 

Mathematics, Science, Engineering, and Public Safety
	 FORMCHECKBOX 

Social Sciences and Wellness

 FORMCHECKBOX 

Student Services

	Technical Review done at Division level: 
 FORMCHECKBOX 
 Yes 


 FORMCHECKBOX 
 No

	Coordination with Chabot College Faculty
	Person Contacted:      
	Date:      

	Outcome of Discussion:
	     

	Date Approved by Division:         

	Dean’s Signature: _______________________________________ 
Date:
_____________

	Academic Services Approval

	Vice President, Academic Services: ____________________________
Date:
____________

	Date of Presentation to Curriculum Committee: _____________________

	Date Approved by Curriculum Committee: _________________________

	Effective Date: ________________________________________________


L. SECTION 2: General Information

This is a summary section that identifies key information about your proposal and gives the Curriculum Committee an overview of your course. It provides basic information about your course proposal including the discipline name (English, Math, etc.), the rubric (ENGL, MATH), and whether or not the rubric is shared with Chabot College. Also, information on the type of proposal should be provided including, the name of the course and the type of action you want the Curriculum Committee to consider.  Additionally, it is in this section that you state your rationale for the proposal. 
Section 2 of the course proposal form is broken down into seven subsections.  

22. Subsection A. Type of Proposal

Check ALL of the boxes that apply.

· New Course: You are proposing curriculum for a course that is not currently taught within the CLPCCD.

· Requisite Change: If any of the prerequisite, corequisite, or strongly recommended courses are changing, check this box. 

· Title Change: Check this box if you are changing the title of an existing course.

· Course Revision: You are proposing any type of change to an existing course within the CLPCCD. This includes Title V updates.

· Catalog/Course Description Change: The course description is the same as the catalog description. It is a short paragraph which succinctly states the scope of the course, its level, and the kinds of goals it is designed to fulfill.

· Unit Change: Check this box if you are changing the lecture and/or lab units for an existing course.

· Distance Education Format: Check this box only if you plan to deliver this new course OR existing course in a Distance Education Format. The California Community College Chancellor’s Office (CCCCO) requires separate approval for the delivery of courses through distance education. Complete a separate Distance Education Proposal Form, found in Appendix F of the LPC Curriculum Handbook.

· Non-credit Course: Check this box if you are proposing a non-credit course.

· Chabot Course Adoption at LPC: If you would like to offer a course that has been approved at Chabot, then you will need to put the course into LPC Course Outline Format and gain LPC Curriculum Committee approval. If the course is transferable, you will need to work with the Articulation Officer to apply for transferability. Courses are articulated with transfer institutions by individual colleges. 

· Reinstate Inactive Course: If an approved course is not offered for a period of two years, the CCCCO deems it “inactive.” An inactive course must be reinstated before it can be offered again.

· Include your discipline name, rubric (the three or four letter code used to identify your courses in the schedule of courses, e.g., ESL is the rubric for English as a Second Language), course name, and, for existing courses, the course number. If the same course (same rubric and number) is offered at Chabot, check the “yes” box for Shared with Chabot?

The Form:

	SECTION 2: General Information

	A. Type of Proposal

	Check all boxes that apply.

	 FORMCHECKBOX 

	New Course(s)
	 FORMCHECKBOX 

	Requisite Change (prerequisite/corequisite/advisory)
	 FORMCHECKBOX 

	Title Change

	 FORMCHECKBOX 

	Course Revision(s) (including Title V updates)
	 FORMCHECKBOX 

	Catalog/Course Description Change
	 FORMCHECKBOX 

	Unit Change

	 FORMCHECKBOX 

	Distance Education Format
	 FORMCHECKBOX 

	Course Inactivation
	 FORMCHECKBOX 

	Non-credit Course

	 FORMCHECKBOX 

	Chabot Course Adoption at LPC
	 FORMCHECKBOX 

	Reinstate Inactive Course
	
	

	Discipline Name:      
	Rubric:      
	Shared With Chabot?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Course Name: 
     
	Course Number:
     


23. Subsection B. Rationale for Proposal

The rationale is a succinct statement summarizing your reasons for making changes to an existing course or proposing a new course. For more about the importance of the rationale, review the LPC Curriculum Handbook, Part II. Planning and Development.

The Form:

	B. Rationale for Proposal (box expands to accommodate written rationale):

	     



24. Subsection C. Grade Type

Please check one item.

· The grade type for a course is up to the discretion of the Faculty proposer. 

· Often, introductory course in a discipline are offered CR/NC to encourage students to branch out and not be intimidated by different or difficult disciplines.

· If course is for degree credit, transferable, or will serve the student in future academic pursuits, it is recommended that the course be Grade Only.

· If the course is for personal enrichment or non-academic, Credit/No Credit Only may be recommended.

· If you would like to give the student the option to file a “Petition for Credit/No Credit,” then check the Grade or C/NC option. Be advised that if a student files a petition for Credit/No Credit, a grade cannot be assigned later, even if the student needs one for his/her transfer institution. 

The Form:

	C. Grade Type: Check 1 box that applies

	 FORMCHECKBOX 

	Grade Only
	 FORMCHECKBOX 

	Credit/No Credit Only
	 FORMCHECKBOX 

	Grade or C/NC Option


25. Subsection D. Number of Units

Lecture Units/Lab Units:

· If the course has a lecture component, enter the number of lecture units.

· In the course has a lab component, enter the number of lab units.

· The number of lecture/lab units is related to the number of hours per week students are engaged in those activities. To determine the appropriate number of lecture/lab units, consult Appendix E. Course Numbering, Units, Hours and Repeatability of the LPC Curriculum Handbook.

Total Units:

· Enter the total unit number of units.

The Form:

	D. Number of Units: Enter appropriate unit numbers in boxes below

	Lecture Units:
     
	Lab Units:
     
	Total Units: 
     


26. Subsection E. Hours per Week

This section refers to hours spent in the classroom or laboratory, including arranged lab hours. It does not include any of the hours that students are expected to spend outside of class doing homework, etc. Indicate the number of Lecture Hours per Week/Scheduled Lab Hours per Week/Arranged Lab Hours per Week in the appropriate boxes. The number of hours per week is related to the number of units assigned to lecture and lab. To determine the appropriate number of lecture/lab hours, consult Appendix E. Course Numbering, Units, Hours and Repeatability of the LPC Curriculum Handbook.
The Form:

	E. Hours per Week: Enter appropriate numbers in boxes below

	Lecture Hours/Week:      
	Scheduled Lab Hours/Week:      
	Arranged Lab Hours/Week:      


27. Subsection F. The Number of Times a Course May Be Taken for Credit.

Most courses may be taken only one time for credit, but exceptions are allowed for certain technical, skill, vocational and performance courses. Please refer to Appendix E. Course Numbering, Units, Hours and Repeatability of the LPC Curriculum Handbook.

The Form:

	F. Indicate with an X number of times course may be taken:
	1:  FORMCHECKBOX 

	2:  FORMCHECKBOX 
 
	3:  FORMCHECKBOX 

	4: FORMCHECKBOX 



28. Subsection G. Semester and Year course will first be offered:

Indicate the semester and year when the proposed course will FIRST be offered.

· Indicate the semester and year you would like to first offer this course. 

· This is important particularly for degree credit courses and transferability. A course must be articulated with transfer institutions before a student can complete the course and expect to transfer it. Articulations typically occur during the summer following the academic year you propose a new course. Discuss deadlines for submission of courses to transfer institutions with the Articulation Officer.
· Scheduling and catalog deadlines can affect the effective date of a course proposal.

· If you propose a new course in the Fall 2009, which you hope to be transferable, then the earliest you would want to offer the course would be Fall 2010. (Yes, it takes a full year to go through all the hoops)

· If you are proposing an experimental course (49 or 99), then you may be able to offer the course for the first time within the academic year approved.

The Form:

	G. Semester and Year course will first be offered:
	     


M. SECTION 3: ADVISORY REQUISITES

This section may be skipped if your course has no advisories or requisites.

Section 3 must be completed for ALL new and existing courses which have prerequisites, co-requisites or strongly recommended advisories. It provides supporting documentation for the inclusion of advisories in the catalog description (Outline Section I) and for the information that appears in Section III of the course outline. The information given in Section 3 of the proposal form and in Sections I and III of the course outline must be the same.

A detailed discussion of prerequisites, co-requisites and strongly recommended advisories can be found in Appendix A. of the LPC Curriculum Handbook. The information in that appendix should be reviewed before you complete this section and write your course outline.

During the planning and development phase you will have determined which course or courses, if any, you want to include as prerequisites, corequisites or advisories. To complete Section 3, you identify those courses and perform a “skills analysis” in which you list all outcomes of the requisites course(s) and rank them according to their importance in the course being proposed. It is very important, in completing this section of the forms, that you

· list ALL outcomes from the requisite course(s) exactly as they appear in the course outline of record for the requisite(s)

· consider carefully the importance of the outcomes as they pertain to the course being proposed

· transfer those outcomes ranked 1 or 2 to the course outline exactly as they appear here

· outcomes ranked 3 may be included at the discretion of the writer

To perform the skills analysis:

· Find the current course outline of record for each of the requisite courses listed. To obtain the course outline(s), go to the Las Positas College website at: http://www.laspositascollege.edu, and follow the links to Academic Programs, Course Outlines, the appropriate Discipline, and the appropriate Course. If you don’t find the course outline on the web, contact the Office of Academic Services at phone ext. 1104.

· Identify the Expected Outcomes for the requisite course. They should be listed under section IV Expected Outcomes for Students. 

· List all of the Expected Outcomes from the requisite course outline of record in the Section 3 box titled Skills Analysis 
· Go through each Expected Outcome from the requisite course and rate its degree of importance for student success in your proposed course.

· 1= Critical for student success

· 2= Very Helpful for student success

· 3= Desirable for student success

· 4= Not Necessary

· Repeat this process for each of the requisite courses you listed.

If there is more than one requisite course, be sure to label/group the expected outcomes with the requisite course.

The Form:

	SECTION 3: Advisory Requisites (Prerequisites, Corequisites and Strongly Recommended)
Place an X next to item(s) that apply to this course and complete necessary information:

	 FORMCHECKBOX 

	None – Proceed to Section 5

	 FORMCHECKBOX 

	Prerequisite Course(s):

	 FORMCHECKBOX 

	Corequisite Course(s):

	 FORMCHECKBOX 

	Advisory Course(s):


List ALL “Expected Outcomes for Students” from the requisite course(s) in the Skills Analysis section below.

Rank the degree of importance of each using the scale:



1=Critical, 2=Very Helpful, 3=Desirable, 4=Not Necessary.

Only the Expected Outcomes identified as 1 (Critical) and 2 (Very Helpful) should be listed on the course outline.

	SKILLS ANALYSIS

(boxes expand to accommodate typing)

	Degree of importance
	Expected Outcomes for Students from requisite course 

	     
	     


N. SECTION 4: Transfer-Baccalaureate and Las Positas College General Education

Complete this section of the form only if your course is currently approved for LPC GE, CSU transfer or GE, UC transfer or IGETC or if you would like to propose it for approval in any of those areas.

Information about LPC general education (GE) can be found in Appendix B of the LPC Curriculum Handbook, while information about transfer and articulation can be found in Appendix C. During the planning and development phase you should have met with the college Articulation Officer to discuss appropriate inclusion of your course in any of the GE or transfer areas. The Articulation Officer can assist you in determining which boxes of the form should be checked. If you have not previously done so, you should review the GE and transfer criteria in the appendices and schedule an appointment with the Articulation Officer to review your proposal and obtain her signature on this form. 
To complete the rationale section of this form, describe in detail how your course fits into the requested GE or transfer area. Give specific examples showing how the content of your course meets the criteria for the area.

The Form: 

	SECTION 4: Transfer-Baccalaureate and Las Positas College General Education.


Use this section only if course(s) is/are to meet Las Positas College General Education Degree, CSU Transfer, UC Transfer, CSU General Education Breadth, or Intersegmental General Education Transfer Curriculum requirements. Please read the descriptions of each of these areas in the Curriculum Handbook to determine initial category. You must meet with the Articulation officer for review and advice in completing this section.

	If applicable, how is/are course(s) already included in the LPC GE, CSU, UC, or IGETC transfer pathways?

	     


How would you like course(s) included in the college’s degree or transfer pathways? 

(Place an X next to all that apply)
	 FORMCHECKBOX 

	No change requested – Verify this with the Articulation Officer and proceed to Section 5

	 FORMCHECKBOX 

	Las Positas College – General Education (GE)

	 FORMCHECKBOX 

	California State University (CSU) Transferable list (elective units only)

	 FORMCHECKBOX 

	California State University GE 

	 FORMCHECKBOX 

	University of California (UC) Transferable list

	 FORMCHECKBOX 

	Intersegmental General Education Transfer Curriculum (IGETC) 


	Rationale:

     


	Articulation Officer:
	Date:

	Comments:      


O. SECTION 5: Library/Learning Resources Review

The System Office (formerly the State Chancellors Office) requires that section 5 be completed for ALL courses.

· Please schedule an appointment IN ADVANCE (during the planning and development phase) to meet with the LPC Curriculum Librarian.

· Be prepared to tell the Librarian the subject area of your course.

· Prior to your meeting, a Librarian will research all of the resources available to support your course/program.

· During your scheduled meeting, the Librarian will go over the resources currently available to support your course and your student’s success. 

· You will have the opportunity to make recommendations for future library acquisitions if necessary. 

· The resource review will be documented by the Librarian and held by the LRC to direct future acquisitions. 

· Have the Librarian you met with sign and date Section 5.

The Form:

	SECTION 5: Library/Learning Resources Review


Please schedule an appointment to meet with a LPC Librarian to discuss Library/Learning Resources to support your course/program and student success. 
	Librarian:
	Date:      

	Comments:      


P. SECTION 6: College Technology Resource Assessment
This information will be used to direct technology acquisitions and room scheduling. VCR, DVD, overhead project, computer, computer projector, and internet connection are standard to all classrooms. Complete this form only if you will require additional or specialized resources to teach the course you are proposing.

Indicate which technology resources, if any, you will require to teach your course on a regular basis. (A regular basis would be considered weekly for a full term course. If you will only need the resource once during the term, do not indicate that you will need it on a regular basis).

A. Computer Lab 

B. Specialized hardware

C. Specialized software

D. Other

The Form:

	SECTION 6: College Technology Resource Assessment


TV, VCR, Overhead Projector, Computer, Projector, and Internet Connection are standard to all classrooms. If you will require additional or specialized resources to teach this course, please describe:

(Check all that apply.)

	 FORMCHECKBOX 
 Computer lab: 
Describe:      
	 FORMCHECKBOX 
 Specialized Hardware
Describe:      
	 FORMCHECKBOX 
 Specialized Software
Describe:      

	 FORMCHECKBOX 
 Other (please describe):      


Q. SECTION 7: Distance Education Request
This section needs to be completed only if you plan to offer the course in distance education or hybrid format. Samples and instructions for complete are found on the Curriculum Development webpage (http://www.laspositascollege.edu/facultystaff/curriculum.php).

Presentation of the Proposal to the Division

R. DIVISION REVIEW

Once the curriculum packet is complete, the proposal is presented to the Dean and faculty members of the division for discussion and, possibly, approval. This administrative/peer review at the Division level is an important part of the curriculum approval process.  While each division determines for itself the review process it will follow, and whether a formal vote of approval is needed or not, it is strongly recommended that the division review includes a formal presentation of the proposal to the division and a technical review of the proposal. 

The formal presentation of the proposal may take place through paper or electronic transmission. Division members should review the curriculum proposal and relay any questions or suggestions to the faculty proposer.  Discussion of the proposal may take place at the Division meeting. This period of peer review by colleagues within and outside of the proposer’s discipline, can provide important feedback to the faculty member making the proposal.  Faculty with curriculum experience can bring their insights and knowledge of the curriculum process to the assistance of the faculty proposer and assist them in putting together a curriculum proposal which will sail smoothly through the curriculum process.

After completing the division level review, the Division Dean signs the form and the entire packet is forwarded to the Office of Academic Services where it is prepared for presentation to the Curriculum Committee. 
S. TECHNICAL REVIEW

Technical review of course outlines and proposals is an important part of the curriculum approval process. While this type of review does occur at the Curriculum Committee level, the curriculum approval process will run more smoothly for faculty if technical review is performed at the division level. A technically correct outline will have a good chance of clearing the Curriculum Committee hurdle on the first or second reading, while a proposal that is technically incorrect will take longer to move through the curriculum process.  For this reason, the Divisions are encouraged to establish a Division Technical Review Committee or some type of technical review process, if they do not already have one. 
What is technical review and what does technically correct mean? While the definitions of “technical review” and “technically correct” may change over time, at a minimum they imply that the appropriate curriculum forms have been completely and correctly filled out and that the outline is in correct Title 5 format.

All too often faculty who are preparing outlines and filling out curriculum forms feel that they are floundering in a sea of paperwork and grappling with an unruly template. The Division Technical Review Committee can work with the faculty in their division to ensure that the curriculum process works smoothly. They can help faculty understand why they need “all those signatures” and how to work with prerequisites and advisories. The following questions can serve as a guide for technical review:

1. Have the appropriate forms have been completed? Have the forms have been filled in correctly?

2. Is the outline in correct Title 5 format?

3. Is there agreement between the information recorded in the form and the outline? In particular, check 

a. the course rubric, numbering and title

b. the hours and units

c. requisites (Section 3 of the form and Section III of the outline)

4. Are the hours and units calculated correctly? 
5. Are the requisites taken verbatim from the requisite course and only those ranked 1 or 2 in Section 3 of the Course Proposal Form listed in Section III of the course outline?

6. Are the textbook citations in correct format? Have at least two current titles been listed?

By providing timely support and working with faculty at the Division level to catch technical errors, the TRC will ensure that when proposals are presented to the Curriculum Committee they will not have to be sent back for correction of technical faults. This will allow the committee to focus, as it should, on the academic merits of the proposal.

T. PREPARATION OF THE PROPOSAL FOR PRESENTATION

Once a curriculum proposal has passed through Division review, it is forwarded to Academic Services where it is prepared for distribution to the members of the Curriculum Committee. The Curriculum Chair determines the placement of the proposal on the Curriculum Committee agenda. To provide for sufficient time to review and prepare curriculum proposals for presentation to the Curriculum Committee and place them on the agenda, proposals need to be received by the Office of Academic Services a minimum of 10 days in advance of the Curriculum meeting at which they are to be presented. Unless there is a compelling need, proposals received less than 10 days before a Curriculum meeting will be held over for presentation at the next meeting thereafter. You should discuss any special presentation scheduling needs with the Curriculum Chair.

U. PRESENTATION TO THE COMMITTEE

Once a curriculum proposal is placed on the agenda, the faculty member will be notified of the presentation date. It is strongly recommend that the faculty member presents their proposal to the Curriculum Committee, as this facilitates the committee review and feedback process. However, in the event that the proposer cannot be present, then a division curriculum representative may present the proposal. After the presentation, the Committee will take the proposal under consideration. There may be some discussion at the initial presentation or, during the period of consideration, Curriculum Committee members may contact the proposer with questions or suggestions. In the event that the faculty proposer is not at the initial meeting, it is the responsibility of that faculty member’s Dean to see that questions and suggestions are forwarded to the faculty member and followed through on. Assuming that all questions have been resolved and any necessary changes made, the proposal will be voted on at the next Curriculum Committee meeting after presentation. A well-developed and well-planned proposal which has been through technical review is unlikely to encounter any significant delay when it reaches the Curriculum Committee.

V. REVIEW AND VOTE

Since the Curriculum Committee meets the second and fourth Wednesdays of the month, typically there will be a two week period between the presentation of the proposal and the vote on the proposal. During this period the Curriculum Committee members may contact the proposer with questions or suggestions for changes or corrections. It is the responsibility of the proposer to follow through on making any changes or corrections required by the Committee. The proposer must provide corrected versions of the outline and forms to the Office of Academic Services at least four days prior to the next meeting in order for the vote on the proposal to occur. If the corrections are not received in time, it may delay final approval of the proposal. The faculty member making the proposal has the option of attending the meeting at which the vote will occur. 
The vote to approve a proposal occurs after a motion to approve the proposal and a second are made by a member of the Committee. Separate votes are required for prerequisites, articulation and distance education.

W. WHAT HAPPENS AFTER COMMITTEE APPROVAL

Following approval by the Curriculum Committee, the proposal is prepared by the Office of Academic Services for transmission to the Board of Trustees by way of the Office the President of the college. Once the proposal has Board approval it is forwarded to the System Office (formerly the State Chancellor’s Office) for final approval. Also, after approval by the Curriculum Committee, the Articulation Officer processes any approved transfer or articulation requests. Final State approval and some articulations may take several months.
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