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 CURRICULUM PROPOSAL PROCEDURES & PROCESSES


PROPOSALS FOR NEW AND REVISED CURRICULUM
There are different types of curriculum proposals: new courses and programs, major or minor modifications to existing courses and programs, requests for distance learning modality,  or  request for approval as a general education course.  The steps in the submission and review process are determined by the type of proposal being submitted.  The review processes (new, major, minor, etc.) and types of proposals are listed below.   All proposals are included in a summary report prepared at the end of each semester.

Consent Agenda Items/ Technical Changes	
Technical changes to the course outline of record are communicated to the committee on the consent agenda. Submission of a technical change will be reviewed at the department level and the department chairperson will conduct and record the vote.  The Curriculum Specialist will report changes to the committee chairperson for inclusion in the consent agenda at the next scheduled meeting.  Technical changes  will be forwarded to the appropriate department/person identified below.  It will be the purview of the AP&P Committee to remove any item from the consent agenda to place on the regular agenda for review and discussion.

	Technical Change		
	Curriculum Specialist will forward/notify:

	Corrections
	 Scheduling Office

	New edition textbook  		
	LRC

	Change textbook		
	LRC

	Supplies/Supplemental Readings
	LRC

	*Adding/Revising Course Outcomes
	Learning Outcomes Analyst (updates eLumen)

	New Topic with no changes to COR
	Scheduling Office


	*Technical change process does not apply to courses that are active participatory courses related in content or courses that 	have been designated as part of a family of courses. 

Minor Modifications  
Minor modifications to a program or course outline of record will be reviewed by the curriculum committee and placed on the consent agenda. A minor modification proposal may be submitted if the modification(s) do not substantially change the overall scope of the course, or program, and do not materially affect the standards (statutory or regulatory) by which the course was approved.  Minor revisions will be pre-screened prior to being placed on the consent agenda for committee action and vote.  It will be the purview of the AP&P Committee to remove any minor modification proposal from the consent agenda to place on the regular agenda for further review and discussion. 

1. minor or non-substantial revisions to catalog description, course or program objectives, or course content
2. course or program title change
3. course prefix change (within the same level, e.g. 300 level to 300 level)
4. new special topics that include minor modifications to the course outline of record.
5. adding/removing courses in a program’s selected/elective units
6. mandates from state or federal agencies (a.k.a. state-mandated modifications), verification must be attached)
7. modifications required for C-ID approval (must attach CID descriptor)

Note: depending on the proposed changes a proposal may be re-routed as a major modification).


New Proposals and Major Modifications  
New curriculum proposals and major modifications to courses and programs require a full review by the curriculum committee.  New curriculum proposals should be well planned with special attention to established processes and deadlines prior to submitting in CurricUnet.  Major modifications to a course outline of record can be compared to writing an integrated course outline and/or leveling courses in that the modifications being proposed trigger a complete analysis of the course outline.  (see Curriculum Development Handbook Sections 3 and 4, The Course Outline of Record: A Curriculum Reference Guide,  ASCCCC, 2008).  

In addition to new curriculum, major modifications require a full review and recommendation by the curriculum committee including but not limited to:
1. new curriculum  (including experimental courses and new special topic shells)
2. new degree or certificate (including low-unit certificates)
3. conversion to distance learning as an instructional methodology
4. major change to catalog description, objectives, or content which:
	calls into question the ability of the course or program to meet standards in Title 	5 or locally established policies.
5. changing a course from one level to another (e.g. 300-level to 100-level, etc.)
6. drop/sunset course, degree or certificate
7. adding or removing courses from a programs core units 
8. increase or decrease in course units or hours 
9. changes to the following course data elements: TOP code, SAM code, transfer status, and basic skills , non-credit or credit status 
10. request for general education course status (AHC GE, multicultural gender studies, and physical education, health education and first aid and safety)
11. reclassification of AHC general education or multicultural gender studies   
12. establish a new prerequisite, corequisite, advisory, or limitation on enrollment
13. modify an existing prerequisite, corequisite, advisory or limitation on enrollment
14. cross listing of an existing course 
15. designation of course repeatability status 
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Allan Hancock College
New or Major Modification –Curriculum Review Process
	Discipline Faculty and Department Collaboration 
REQUIRED Prior to CurricUnet Submissions


	Level I.00
Initiator 


	
Level 2.00
Dept. AP&P Rep

	Level 3.00

	Adaptive Technology/Internet Access Specialist (only if DL request)
	
Learning/Library ResourcesLRC Dean 

	Distance Learning Coordinator 
(only if DL request)
	Articulation Officer 
(only if 100-level course)
	Curriculum Specialist

	Level 4.00

	Department/
Discipline Faculty

	Department Dean

	
Dept. Chair


	Level 5.00

	
Vice President Academic Affairs

	AP&P Committee


	Level 6.00
Academic Affairs

	
Summary Report Academic Senate & Board Approval


	Scheduling Office
(updates Banner)
	SLO Analyst 
(updates elumen if applicable)
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Allan Hancock College
Minor Modification Curriculum Review Process 
	Level I 
Originator


	

	LRC 
	
Level 2.00
AP&P Rep

	Curriculum Specialist

	Level 3.00

	
Department Chair

	Department Faculty
	Department Dean

	Level 4.00
AP&P Committee

	Level 5.00
Academic Affairs 

	Summary Report
 Academic Senate &
 Board of Trustees

	
SLO Analyst (for course LO’s)
	Scheduling Office





Consent Agenda Items: Technical Changes

Faculty Initator
Department/Discipline Faculty/Dept. Chair/Curriculum Specialist
Consent Agenda
Appropriate Dept/Staff Notification



New Curriculum or Major Modification Process

Prior to CurricUnet-Initiators will collaborate with their AP&P representative, department chair, 	department/discipline faculty (including faculty in other departments or disciplines, 	articulation officer, DL coordinator or staff) and meet with their dean.  	
		The department dean assists faculty initiators in planning and preparing curriculum 	proposals that are appropriate to the mission of the college, that demonstrate a need, 	and 	which have the necessary resources available to offer the course/program within 2 years.  	
		Initiators will need to refer to the Curriculum Development Handbook and review pertinent 	curriculum related policies and procedures prior to working on a proposal. (Current process, 	ref. Curriculum Development Handbook, Section 2 Roles and Responsibilities)
CurricUnet Review Levels
Level 1		Faculty initiator, selects the 	appropriate curriculum proposal process (major, minor, new, etc.) in 	CurricUnet and completes all sections of the proposal and course outline fields and submits 	the course to be reviewed in CurricUnet.
Level 2		AP&P Rep reviews the proposal in CurricUnet and assists initiators in submitting a complete 	curriculum 	proposal.  (Current process, ref. Curriculum Development Handbook, Sec 2)					
Level 3		Persons reviewing at this level may request 	changes to a proposal based on their area of 	expertise. 
	Articulation Officer  reviews all 100-level course proposals for appropriate content and 	ensures that comparable UC and CSU courses have been included in the proposal.  (Current 	process, ref. Curriculum Development Handbook, Sec 2, CSU Guiding Notes for General 	Education Course Reviewers)
	 	Adaptive Technology Internet Access Specialist  reviews distance learning course proposals to ensure that the course is accessible to all students and addressed early in the curriculum development process; comments may include recommendations that ensure accessibility to all students.  (Current process, ref CCCCO Distance Education Accessibility Guideline for Students with Disabilities)
	DL Coordinator reviews  proposals for distance learning modality  and reports findings to LRC dean.  (Current process)
 	Library/LearningResources/LRC Dean - available library resources are researched by librarians and the findings are forwarded to LRC dean; LRC dean documents available resources and/or estimated costs to purchase adequate library resources;  recommends proposals for distance learning modality, may request appropriate corrections/revisions. (Current process)
 	Curriculum Specialist - verifies correct proposal process is being used (major/minor, etc), 	reviews for technical errors, appropriate attachments and monitors all submissions during 	the review process.	(Current  process)
Level 4  		Department and/or discipline faculty review the proposal and may submit comments, 	suggestions, etc. 
 		Dept. Dean acknowledges his/her involvement in the proposal process; assigns T.O.P. 	and SAM codes to courses/programs, and may recommend a proposal for AP&P 	review or include minority report; forwards proposal to the next level.
		Dept. Chair  assists faculty initiators in the proposal process as needed and reviews the 	proposal;  conducts and records department vote; considers course/program proposal 	impact on scheduling. 	
		
Level 5	Vice President Academic Affairs  reviews proposals with special attention to need, feasibility, 	quality, and compliance; may request additional information. (Current process, ref CIO Manual 	July 16, 2012)
		AP&P Committee  reviews curriculum proposals  via CurricUnet in preparation for AP&P meetings; ensures course quality, standards, and integrity of curriculum; may requests revisions and/or documentation;  meets to formally vote for recommendations. (Current process, ref Curriculum Development Handbook, Section 1, The AP&P Committee)
Level 6	Academic Affairs reviews recommended proposals and prepares summary report to Academic Senate and Board of Trustees for approval; prepares proposals for submission to Chancellor’s Office; forwards approved curriculum to appropriate departments.
Minor Revision Process

Level 1	Faculty Originator after collaboration with faculty peers and department dean, completes all screens in CNET and submits proposal.
	
Level 2  	AP&P Rep reviews the the proposal in CurricUnet and assists initiators in submitting a complete curriculum proposal.
	Curriculum Specialist - verifies correct proposal process is being used (major/minor, etc), monitors all 	submissions in the review process, reviews for technical errors, appropriate attachments etc.  
	Library/Learning Resources LRC Dean -   available library resources are researched by librarians and the findings are forwarded to LRC dean; LRC dean documents available resources and/or estimated costs to purchase adequate library resources.

Level 3 	Department and/or discipline faculty review the proposal.

	Dept. Chair assists faculty initiators in the proposal process as needed and reviews the proposal;  conducts and records department vote.

	Department dean reviews proposal and forwards to next level..

Level 4	AP&P Committee reviews courses in CurricUNET in preparation for meetings, meets to vote for recommendation to adopt. 

Level 5	Academic Affairs reviews minor revisions for inclusion in summary report; prepares proposals for submission to the state’s course/program inventory; forwards modified curriculum to appropriate department.


