CURRICULUM COMMITTEE OPERATING PROCEDURES

Charge

This committee shall serve to consider and recommend policies and procedures regarding curriculum and award development, requisites, graduation requirements, general education requirements, program review, grading policies, and program discontinuance.  On curricular and grading issues of a daily operational nature, this committee will make recommendations to the Board of Trustees with College Council review.
Mission
The mission of the Mt. San Jacinto College Curriculum Committee is to facilitate quality, advocacy, guidance, policies, and criteria to ensure that all instructional programs, including courses and awards, are academically sound and compliant with educational regulations, reflect excellence in instruction, and uphold the integrity of our institution.  The committee ensures that all curricular matters are responsive to the evolving educational needs and goals of the college community while preserving the mission of the college.

Committee Structure

Co-Chairs:

· Vice President of Instruction or designee (non-voting)
· One Elected Faculty Member

Faculty Members as follows:

· Single representation from the areas of Applied Technology, Student Development, Allied Health

· A representative from the Menifee Valley Campus and the San Jacinto Campus for the areas of Business/CIS, Social/Behavioral Sciences, Math and Science, Arts, and Language and Letters

· Faculty Members-at-Large (4), one of which will be reserved for an Associate Faculty member from a department that does not have any full-time faculty
· Non-Voting Technical Reviewers (3), who are faculty members with prior curriculum committee experience 

Membership:   

· Counselor
· Librarian 
· Learning Center Representative
· Distance Education Representative (from ETC)
· Two (2) Instructional Administrators
· Articulation Officer
· Classified Staff Member
· Two (2) Students, preferably 1 from each campus
Support Staff (non-voting):

· Class Scheduling and Informational Specialist

· Curriculum Clerical Support

· Director of Research

· Enrollment Services Dean or Evaluator or a representative
Membership Appointments

All appointments shall be forwarded to the Faculty Co-Chair prior to the end of the previous term.

· The Area Representatives are appointed by their Area with the approval of the Academic Senate.

· The Faculty Members-at-Large and the Counselor are appointed by the Academic Senate.

· The Non-Voting Tech Reviewers are appointed by the Curriculum Committee Faculty Co-Chair with the approval of the Academic Senate.

· The Instructional Administrators are appointed by the Vice President of Instruction
· The Enrollment Services Dean or Evaluator or representative is appointed by the Dean of Enrollment Services.

· The Classified Member is appointed by the Classified Senate.

· The Students are appointed by the SGA.


Selection of Faculty Co-Chair
The term of office for the faculty co-chair will be two years. During the first meeting in the spring semester in even years, the faculty members on the committee will elect a Faculty Co-Chair for the following two years from the current membership or other interested faculty.

The election date for the Faculty Co-Chair will be published in the Curriculum Committee Calendar in August at the beginning of the Academic Year.  The deadline for nominations will be two weeks before the election date.  The list of nominees will be published in the agenda for the first meeting in the spring semester.  Each candidate may speak for up to five minutes prior to the committee vote. If a candidate is unable to be present at the election, a representative may speak on the candidate’s behalf.

Voting for Faculty Co-Chair will be limited to faculty members serving on the Committee.  The election will be chaired by the Administrative Co-Chair or designee, and voting will be done by a secret ballot, which will be prepared prior to the meeting. Voting may be done by proxy. Permission for proxy voting must be submitted to the curriculum office prior to the meeting.

Committee Roles and Functions
All members are responsible for reviewing curriculum agenda materials prior to each meeting, attending each meeting and participating in the deliberation process. In addition, all members should report relevant curriculum policies, procedures, and actions to their respective constituencies in a timely fashion.  All faculty members are also responsible for participating in tech review.
Faculty Co-Chair

The Faculty Co-Chair will preside over the meetings of the Committee using an adapted form of Robert's Rules of Order.  In the absence of the faculty co-chair, another voting faculty member will be chosen by the Committee to conduct the meeting.  Other responsibilities of Faculty Co-Chair include, but are not limited to, the following:

· Remaining current on Title 5 and State Academic Senate Best Practices for curriculum and disseminating information to committee, faculty, and administration as changes are made; 

· Overseeing  the Office of Curriculum with respect  to creating materials, including meeting schedules, agendas and minutes and maintaining Committee web page; 

· Interpreting Curriculum Committee policy between meetings; 

· Serving as liaison with the Academic Senate, Program Review, Institutional Assessment Council, Dual Enrollment, college administration, and other college entities; 

· Overseeing the Technical Review process in CurricUNET which includes assigning courses to pedagogical reviewers, sending courses back to course authors for changes, forwarding courses to first read, reviewing courses for requested changes between first and second read, forwarding courses to second read, and sending them forward to  Board of Trustees for final approval; 

· Communicating curriculum policies, procedures, and actions to the faculty and the Academic Senate in a timely fashion; 

· Scheduling and overseeing relevant information, curriculum mentors, and curriculum and CurricUNET training sessions throughout the semester and during college-wide meetings and in conjunction with faculty-development activities;

· Developing and revising Best Practices handbook and CurricUNET user’s guide;

· Working with Curriculum Clerical Support in maintaining CurricUNET, problem-solving errors in process or database, and making changes to CurricUNET process and database.

Technical Review 

The pedagogical technical review subgroup will consist of all faculty on the committee with the exception of the librarian (who oversees the library resources aspect of curriculum), counselors (who review general education aspects of curriculum), and the Distance Education representative (who oversees DE portions of the tech review).  This group will develop a rubric for the review of curriculum for compliance with Title 5 and local policies by which they evaluate course proposals and revisions. Faculty representatives will be responsible for timely review of course proposals and revisions submitted as assigned by the curriculum faculty co-chair. 
The committee has established three types of technical review:

Technical

Technical review will be conducted by the Curriculum Clerical Support. It will entail checking objective information on curriculum forms as well as ensuring all required boxes on forms are completed and that the required forms are attached to course submissions. Objective errors may be completed by the Curriculum Clerical Support before material is sent to the Board of Trustees. 
Catalog

Catalog review will be conducted by the Class Scheduling and Information Specialist.  It will entail checking information that affects catalog and scheduling such as catalog description, prerequisite/co-requisite/recommended preparation language, and repeatability.  Additionally, information related to programs and certificates will be reviewed, monitored, and reported to the Chancellor’s Office for approval.
Pedagogical

Pedagogical review will be conducted by faculty committee members. It will entail providing feedback to the course author about bringing proposed curriculum content, including Distance Education addenda and prerequisites, into compliance with local and state curriculum guidelines.  Additionally, requested MSJC GE Breadth placement will be reviewed.  The pedagogical reviewers will also be responsible for ensuring changes required at first read have been addressed prior to course being forwarded to second read.
See Best Practices handbook for checklist of evaluation criteria used for Technical Review.

Prerequisite Review Subcommittee

Prerequisite Review Subcommittee shall be a standing subcommittee of the Curriculum Committee. The Subcommittee will be charged with (1) reviewing Title 5 requirements and the state of prerequisites, co-requisites, and recommended preparation at MSJC, (2) overseeing the implementation of Board policy in regard to prerequisites, co-requisites, and recommended preparation, (3) developing research-methods and statistical standards for justifying writing and math prerequisites, and (4) reviewing forms and policies for consultation with the committee.  

The composition of the Prerequisite Review Subcommittee shall include the following:

· One counselor

· Three additional faculty members from the curriculum committee
· One student

· Articulation Officer

· College Researcher (advisory)

· Class Scheduling and Information Specialist (advisory)

Non-Voting Technical Review Member

A non-voting technical review member of the committee will be a faculty member with prior curriculum committee experience who cannot attend committee meetings for an extended period of time but who wishes to continue to participate in the curriculum committee business.  The number of spots reserved for non-voting technical review members shall be limited to three.  These committee members are responsible for participating in the pedagogical technical review approval process through CurricUNET and will be assigned, when necessary, to blocks of courses to assist course authors in getting the courses through the approval process in a timely manner.  Although the non-voting technical review members are not expected to attend meetings, they are responsible for reviewing the agendas and minutes and staying abreast of changes to Title 5 and the MSJC curriculum process as required to be effective technical review members. Such a position will count as college committee service.
Non-Voting Faculty Member

A non-voting faculty member of the committee will not vote unless and until he or she is promoted to voting status to fill the vacancy of a voting faculty member on the committee.
Curriculum Committee Meeting Procedures
Robert’s Rules of Order and Quorum

Meetings will be conducted using a simplified approach to Robert’s Rules of Order as established by Committee tradition. Discussion should be limited to agenda items which have been motioned and seconded to bring them to the floor.

A quorum shall consist of one-third (1/3) plus one of the voting membership.
Meeting Schedule
The committee shall meet twice a month on Monday beginning at 3:30, with the first meeting of the month alternating campuses and the second meeting of the month held via CCCConfer with the exception of the November catalog meetings when the second meeting will also be held face-to-face and the third meeting, if necessary, held via CCCConfer.  Regular meetings will be held each month during the school year, generally August through May.  The Committee may meet more frequently if the Committee so votes.
Organization of Work:
The committee will work on a one month cycle: curriculum issues which require two readings for passage will be initiated at the first meeting of the month and come back for a final reading at the second meeting of the month.

· Generally, the first meeting is reserved for the introduction of new curriculum conceptual reviews, new course proposals, course revisions, 2-year Career Education reviews, new program proposals, prerequisite additions and changes, and program revisions on the Open Agenda.

· The second meeting of the month is reserved for final approval of the above items as well as proposed course addenda (honors/distance education).  Information Items are heard at both meetings.

The agenda will be organized by the type of curriculum issue being considered, as follows:

1) Opening of Meeting

a) Call to order

b) Approval of Minutes

c) Comments of individuals, groups, delegations limited to agenda items.

2) Consent Agenda - Action Items

a) Final Approval - New Course proposals- Second Reading

b) Final Approval - Course Revisions (including deactivations)- Second Reading

c) Final Approval - Prerequisite/Co-requisite/Recommended Preparation Proposals- Second Reading

d) Final Approval - New Program Proposals- Second Reading

e) Final Approval - Program Revisions (including deactivations) - Second Reading

f) Final Approval - Procedure Revisions - Second Reading

g) Final Approval - Other Curriculum Changes - Second Reading

h) Final Approval - 2 year Career Education Review – Second Reading
i) Final Approval - Honors Addendum Proposals- First and only Reading
j) Final Approval – Distance Education Addendum Proposals – First and Only Reading
k) Final Approval – Employment Concentration Certificates – First and Only Reading
l) Final Approval – New Curriculum Conceptual Reviews – First and Only Reading
3) Open Agenda - Action Items
a) Conceptual Approval - New Course Proposals- First Reading

b) Conceptual Approval - Course Revisions (including deactivations)- First Reading

c) Conceptual Approval–Prerequisite/Co-requisite/Recommended Preparation Proposals –First Reading

d) Conceptual Approval - New Program Proposals- First Reading

e) Conceptual Approval - Program Revisions (including deactivations)-  First Reading
f) Conceptual Approval–Procedure Revisions –First Reading

g) Conceptual Approval – Other Curriculum Changes - First Reading

h) Conceptual Approval - 2 year Career Education Review - First Reading

4) Information/Discussion Agenda
5) Adjournment
Unfinished Business

Regarding curriculum approvals with suggested amendments at final reading, the committee reached a consensus that items which are approved with required changes should be tabled pending re-submission with recommended changes and should return on the following Consent Agenda for the committee’s final approval.

All tabled items will be carried to the following Committee agenda unless the requestor asks that the item be removed.  At the end of the academic year, the last meeting minutes will be approved by electronic vote, and any unresolved items on the agenda will be removed from the agenda and from the CurricUNET approval process.   Curriculum can be approved up until the day before final exams start in the spring; any courses that complete the approval process by that date will be scheduled to be discussed at the September agenda of the following academic year.  There will be no carry over items forwarded for the new academic year.
Submission of Curriculum for Approval

Catalog Inclusion Date
Each academic year, the Curriculum office will publish a catalog inclusion deadline which accounts for committee action time, Board of Trustee approval dates, and College Catalog printing deadlines. When the catalog inclusion deadline has passed, curriculum submissions will apply to the next available catalog. Departments that miss catalog deadlines for courses that they plan to teach before the catalog is printed must follow Title 5 guidelines for publicizing such courses. Departments that intend to offer courses that are not printed in the current catalog are advised to consider carefully issues related to graduation requirements, transferability, and articulation of these courses.  All such exceptions require approval by the Vice President of Instruction.
Submission and Approval Process
Instructions are available in the Best Practices handbook, on the Curriculum Committee website, and through CurricUNET.  The two-meeting a month schedule with curriculum considered at each meeting is intended to stream-line the time period for adoption of new curriculum or revision of established curriculum.
Items that are tabled at the first read due to lack of representation will be dropped from the current cycle and be moved to the next cycle rather than carried on to the second meeting of the month.

Items that are tabled at first read to go back to Tech Review will stay on the agenda at the second meeting of the month provided any back up materials are received or requested changes are made by the deadline for the second meeting of the month.  If back up materials are not received or requested changes are not made by that deadline, the items are removed from the agenda of the second meeting of the month and placed onto the next month’s agenda, provided the materials are received or changes are made by that cycle’s deadline.

Items that are approved to second read with changes required will be placed at second read if the materials are received or the requested changes are made by the deadline for the second meeting of the month.  If the materials are not received or changes are not made by that deadline, the item will stay on the agenda with a note that the backup materials were not received/changes were not made, and the items will be tabled and reflected in the minutes.  If the materials are received by the deadline for the subsequent month’s meeting cycle, the items will stay on the agenda; if the materials are not received by the subsequent month’s meeting deadline, the items will be dropped from the agenda until the backup materials are received/ changes are made.

Submission Deadlines
Items requiring Technical Review (new courses, course revisions, and distance education addenda).

At least six weeks prior to the designated meeting, the outline (including, if applicable, distance education addendum) must be submitted/launched through CurricUNET for support from department faculty and chairs and approval of Technical Review.  After making the changes suggested and getting approval from  Articulation, Library, Assessment, Student Services, Pedagogical Review, Distance Education review (if applicable), CSI (Class Scheduling and Information Specialist) Review, and CCS (Curriculum Clerical Support) Review, the course will be forwarded to the department chairs and deans for review and approval.
At the time of submission of the course, the Honors addendum, if applicable, should also be submitted through CurricUNET so that the Honors committee can conduct a separate Technical Review once the addendum has received department faculty and chair support.   Once all requested changes have been made to the Honors addendum portions of CurricUNET, the Honors coordinator will approve the Honors course; the addendum must then get approval by the CSI (Class Scheduling and Information Specialist) Review and CCS (Curriculum Clerical Support), after which it will be forwarded to department chairs and deans for review and approval.  

Two-year Career Education revisions and course deactivations require abbreviated technical review: for 2-year revisions by the CCS (Curriculum Clerical Support) and for deactivations by Articulation, CSI (Class Scheduling and Information Specialist) and CCS (Curriculum Clerical Support). Once approved, the revision or deactivation will be forwarded to department chairs and deans for review and approval.

Courses and all appropriate addenda must complete the technical review process and receive all chairs and deans approvals by the due dates specified on the curriculum calendar for placement on the agenda. Cross-listed courses require email approval from cross-listed department chair(s) and dean(s) which must be attached to the course in CurricUNET. (For specific information and dates: See curriculum calendar.)
Items not requiring Technical Review (all submissions other than those listed above) 

Such items are due in the Curriculum Office approximately ten days prior to the meeting.  (For specific dates: See curriculum calendar.)
Inaction of department chair in CurricUNET approval process
It is the course author’s responsibility to monitor the status of each course in the approval process.  Holds are in place at various levels, and reviewers at all levels are given several days to take action.  However, if a course appears to be stuck at the department chair level for 10 or more days, the course author should contact the department chair who needs to be reviewing the class.   If the request does not result in action being taken, the dean for that campus will then take action on behalf of the chair, resulting in a chair’s forfeiture of the opportunity to approve or disapprove that curriculum.   For specific details, see Best Practices handbook.

Inaction of dean in CurricUNET approval process
It is the course author’s responsibility to monitor the status of each course or award in the approval process.  Holds are in place at various levels, and reviewers at all levels are given several days to take action.  However, if a course or award appears to be stuck at the dean level for 10 or more days, the course author should contact the dean who has not yet approved the class.   If the dean has a reason for not approving the course to first read, he or she should try to resolve the issues with the faculty author so that the course can proceed to first read.  If the department and dean cannot resolve the issue after a good faith effort has been made, the faculty author should notify the curriculum committee via email, copying the dean.  The course will be put on first read, and both parties may represent their support or lack of support for the course or award at the meeting.  
Required Representation for Curriculum Submissions

In order to assure that curriculum items will be considered by the Curriculum Committee, representation is required at meetings except for 2-year Career Education reviews. The Committee highly encourages the course author to speak to the issues regarding curriculum submissions but understands that it is not always feasible for the course author to attend at the scheduled meeting time and place. Therefore, the committee will accept representation by a department chair, a designated faculty member, or instructional administrator for that department as long as the committee determines that the representative is knowledgeable concerning the relevant issues and has reasonable access and commitment to communicate needed changes to the course author. If representation is not deemed adequate, the committee reserves the right to table the curriculum item. If someone besides the course author represents the course, the course author is responsible for contacting the representative concerning feedback from the Curriculum Committee.   In an effort to save paper and avoid waste, the committee no longer provides a copy of the committee agenda for each course author. Course authors can utilize the curriculum website to print out the appropriate pages from the agenda for their reference at the meeting; they should bring a hard copy to the meeting for reference and to make note of any changes requested by the committee. 
Curriculum is a Faculty-Driven Process
Based on California Ed Code §70902 (b) (7), Title 5 §53200 and MSJC Faculty Association CTA/NEA Contract Section VIII B.2.b (5), curriculum is a faculty-driven process. To that end, only full-time or associate faculty may write or revise curriculum.  Classified employees and consultants may be trained in the use of CurricUNET and will have the ability to view courses in CurricUNET, but they will not be assigned to a department or have access to the approval process.  Any staff member who was previously in a faculty position but is no longer employed as faculty will not be able to submit new or revised courses through the curriculum process.  Hired consultants may serve as a resource to assist faculty in writing or revising curriculum, but the courses must be submitted, revised, and represented by faculty members and, ultimately, be the faculty member’s responsibility.  This policy is in keeping with California Ed Code, Title 5, and the MSJC contract but also seeks to protect classified employees who would be taking on responsibilities that are outside of their contractual obligations if they engage in writing or revising curriculum.

Submission Types and Requirements

New Course
In order to submit a new course through the curriculum process, all other department curriculum must be in compliance. A faculty member must then present a conceptual overview of the curriculum before the committee.  To do so, the faculty member completes an A9 form, which can be found on the N drive as well as on the Curriculum Committee website, giving conceptual background of the course, including plans for prerequisites, units, DE or Honors addendum, and the rationale for adding the new course. The faculty member or a representative will attend a curriculum meeting and discuss the proposed new course.  After the proposed curriculum is approved conceptually, a shell for the course will be created, and the course can be submitted via CurricUNET. New course submissions require support from department faculty and department chair(s), approval from the Librarian and the Articulation Officer, technical review (including technical, catalog, and pedagogical – see above), Distance Education (as appropriate) approval, Students Services support (as appropriate), Honors approval (as appropriate),  Assessment Coordinator approval, chair(s) and dean(s) approval, two readings and Board of Trustee approval.  (For specific information and dates:  See Best Practices Handbook and curriculum calendar.)
Revised Course

Course Revision

Course revision submissions require support from department faculty and department chair(s), approval from the Librarian and the Articulation Officer, technical review (including technical, catalog, and pedagogical – see above), Distance Education (as appropriate) approval, Students Services support (as appropriate), and Assessment Coordinator approval, chair(s) and dean(s) approval, two readings and Board of Trustee approval.  Additionally, when a Course Outline of Record is submitted to the Curriculum Committee for revision, any Honors or Distance Education Addenda applied to that course must be reviewed, revised (as necessary), and resubmitted for approval at the same time as the revised Course Outline of Record.  The submission of a Course Outline of Record without the resubmission of applicable Honors and Distance Education Addenda will be deemed incomplete and will not be placed on the Curriculum Committee agenda until reviewed or revised Honors and Distance Education Addenda are submitted. Course revisions such as unit value change that impact awards will require submission of award revisions and cannot be processed without the accompanying revisions to awards. (For specific information and dates: See Best Practices Handbook and curriculum calendar.)
Career Education 2-year Review
Title 5 requires Career Education (CTE) curriculum be reviewed every two years.   In order to make this process more manageable for faculty, the Curriculum Committee has approved a process that allows faculty to review courses to meet this requirement without having to revise the courses unless major revisions are required.  Courses will need to go through the complete curriculum process at least every six years.  If, upon reviewing a course, changes in textbooks are the only revisions being made, these can be completed using the CTE 2 Year Review approval process in CurricUNET, provided that the course will not become out-of-compliance in fewer than two years. CTE 2 Year Review submissions require a truncated technical review by Curriculum Clerical Support, chair(s) and dean(s) approval, and two readings.   Approval of a Career Education 2-year review will include approval of all addenda associated with the course. (For specific information and dates: See Best Practices Handbook and curriculum calendar.)
Course Deactivation

Course deactivation submissions require a truncated technical review (by Curriculum Clerical Support and Class Scheduling and Information Specialist), chair(s) and dean(s) approval, two readings and Board of Trustee approval.  The action of deactivating a course will necessarily include the deactivation of any associated distance education addendum or honors addendum of the course although Honors addenda deactivations must also be submitted through CurricUNET.  In cases where a deactivation affects an award pattern, the course author will be required to submit award revisions; the deactivation cannot be processed without the accompanying revisions to awards.  (For specific information and dates: See Best Practices Handbook and curriculum calendar.)  See Sunset Policy below for further information pertaining to deactivation.
Prerequisite Change

Course prerequisite, corequisite, recommended preparation advisories, and other enrollment criteria must be processed with the course and require two readings and separate approval.  For prerequisite, corequisite, recommended preparation advisory or other enrollment criteria changes to previously approved courses, revision to course outlines is required.  (For specific information and dates: See Best Practices Handbook and curriculum calendar.)
The committee has established guidelines to standardize prerequisite, co-requisite, and recommended-preparation language:

1. Prerequisite, co-requisite, and recommended-preparation language should reflect economy of wording. It should not include the following wording:

a. “Or equivalent,” where equivalency is redundant

b. Other superfluous wording.

2. All prerequisite courses will include the language: “with a grade of C or higher.” (CurricUNET will automatically include it.)
3. For recommended preparation or co-requisites, the course only should be listed (do not use “with a grade of C or better”).

Distance Education Addendum

A Distance Education Addendum requires technical review (as part of the course approval process), one reading and separate approval on the curriculum committee agenda.  In order to add a Distance Education Addendum to a previously approved course, a revision to the course outline is required.  Additionally, when a Course Outline of Record is submitted to the Curriculum Committee for revision, any Distance Education Addenda applied to that course must be reviewed, revised, and resubmitted for approval at the same time as the revised Course Outline of Record.  (For specific information and dates: See approval flowchart and curriculum schedule.)
A Distance Education Addendum must be approved by the Committee in order for a course to be taught in Fully Online and/or Hybrid form. The approved fully-online Distance Education Addendum for a course will allow a department to offer the course in a hybrid form without additional Curriculum Committee approval. However, in the case that only a hybrid Distance Education Addendum exists, a department must submit a fully-online Distance Education Addendum in order to offer the course fully online. A fully-online Distance Education Addendum will replace any existing hybrid addendum. (See information on writing Distance Education classes and Regular Effective Contact Hours Policy.)

A department is advised to deactivate an existing fully-online Distance Education Addendum and replace it with a hybrid Addendum if the department determines that the fully-online format is not viable.

An Honors course requires a separate Distance Education addendum in order to be offered online.  However, the MSJC Honors Committee, as a member of the National Council of Honors Programs, follows the position of the NCHC and does not approve of honors addenda for fully online Honors courses. The Honors committee is willing to consider hybrid honors addenda that require some face-to-face meeting between the instructor and the student.

Honors Addendum

Honors Addenda require technical review by the Honors curriculum subcommittee, Curriculum Clerical Support, and Class Scheduling and Information Specialist, approval by department chair(s) and dean(s) and Honors coordinator, one reading and separate approval on the curriculum committee agenda.  In order to add an Honors addendum to a previously approved course, revision to the course outline is required.  For new Honors addenda for existing courses, the course author must contact the Office of Curriculum (via email) and request a new Honors course be created. Additionally, when a Course Outline of Record is submitted to the Curriculum Committee for revision, any Honors Addenda applied to that course must be reviewed, revised (as necessary), and resubmitted for approval at the same time as the revised Course Outline of Record.  Note that the Honors committee conducts a separate Technical Review.  See information above regarding submission deadlines.   (For specific information and dates: See Best Practices Handbook and curriculum calendar.)  It was the consensus of the committee that an Honors course will require a separate Distance Education addendum in order to be offered online.
New Award
New award submissions require appropriate Chancellor’s Office forms and back up materials attached to the submission in CurricUNET and require Class Scheduling and Information Specialist, chair(s) and dean(s) approval, two readings and Board of Trustee approval.  (For specific information: See the Best Practices Handbook.)

The Chancellor’s Office requires all new CTE award submissions obtain approval from the regional consortium.  This approval process can take place prior to launching a CTE award in CurricUNET or concurrently, but a new CTE award will not be placed on the agenda for first read at the curriculum committee unless a letter of approval from the regional consortium is attached to the award submission. The regional consortium approval requires two reads.  For more information on the details, see the Best Practices Handbook.  After approval by the consortium, the award requires two readings at the curriculum committee and Board of Trustee approval.

Award Revision

Award revision submissions of a title change, TOP code change, or unit value change require appropriate Chancellor’s Office forms and back up materials attached to the submission in CurricUNET and require Class Scheduling and Information Specialist, chair(s) and dean(s) approval, two readings and Board of Trustee approval.

State Approved Certificates (minimum 18 units)
New and revised state approved certificate submissions require appropriate Chancellor’s Office forms and back up materials attached to the submission in CurricUNET and require Class Scheduling and Information Specialist, chair(s) and dean(s) approval, two readings and Board of Trustee approval.

Employment Concentration (fewer than 18 units)

New, revised, or deactivated employment concentration submissions require appropriate approvals and back up materials and require Class Scheduling and Information Specialist, chair(s) and dean(s) approval and one reading on the Consent agenda.

College Curriculum Policy

Items of curriculum policy include, but are not limited to, grading, course equivalency such as CLEP and AP, and graduation requirements.  Such a proposal may be requested as “Information Item,” at which time the committee shall determine placement for consideration on future agendas.  Information items require the completion of an A7 form, which can be found on the public drive as well as on the curriculum website.  A7 forms require wet hard copy signatures and must be submitted to the Curriculum Office no later than 10 days before the curriculum committee meeting date. If an item is approved by the committee, it must be forwarded to the Board of Trustees for approval.

High School Articulation Agreements

High school articulation agreement submissions require the completion of an A7 form with appropriate signatures and back up materials and one reading on the “Information” agenda.
Sunset Policy

Title 5 §55003 requires course outlines be revised every six years (every two years for CTE classes).  Courses that are out of compliance jeopardize transfer, articulation, and licensing requirements.  Therefore, courses that have not been revised in eight or more years will be subject to the following sunset policy:

· Each September, a list of courses that are eight years old or more (out-of-compliance) will be published as an information item on the Curriculum Committee agenda, putting department faculty on notice.

· These out-of-compliance courses may be offered the subsequent Spring Semester to allow students to complete any relevant awards.

· During the subsequent academic year, these out-of-compliance courses will become inactive and cannot be offered.

· A list of inactive courses will be published as an information item on the November agenda of the year in which they are inactive. They will be automatically deactivated and removed from the catalog and any related awards.  Any awards in which a deactivated class is a requirement will also be deactivated.
To avoid deactivation, any inactive course must be successfully revised by the catalog deadline of the year (usually November) in which it is inactive.

An example of a possible timeline follows:


Fall 2014 COURSE XXX notified it is out-of compliance


Spring 2015 COURSE XXX may be offered


Fall 2015-Spring 2016 COURSE XXX inactive and cannot be offered 


Fall 2015 (November) COURSE XXX automatically deactivated


Fall 2016 COURSE XXX removed from catalog and awards

Other Curriculum Committee Roles and Responsibilities


Role of the Committee with respect to Course/Student Learning Outcomes

It is the consensus of the Curriculum Committee (1) to support the process of developing and assessing student learning outcomes at Mt. San Jacinto College on various levels and (2) to become a repository of assessment materials and results. 

At the course level, the Committee will continue to ask that learning objectives be phrased in the form of behavioral outcomes. These objectives along with examples of assignments serve as starting points for developing and applying assessment tools. To allow for flexibility in assessment, the committee has decided that the assessment procedures will not become part of the outline of record. A field in CurricUNET requires Course Learning Outcomes be developed for each course and are approved by the Assessment Coordinator so that all new and revised courses will be required to have corresponding Course Learning Outcomes.
At the department level, the Committee has added a field to the Request for Placement form which asks departments to explain how a new and revised program or course supports the discipline’s Departmental Learning Outcomes. The information will not become part of the outline of record or program proposal, but rather the question is intended to stimulate and maintain an ongoing discussion of DLOs.
At the institutional level, the Committee will be part of the process of developing and revising Institutional Learning Outcomes. A fundamental question in reviewing new or revised curriculum is how the curriculum supports the learning outcomes of the college as a whole.  The committee has also developed General Education Learning Outcomes (GELOs) so that any course that is approved in a General Education area will be tied to a Title-5 based and Academic Senate-approved definition of that area and to GELOs for each area, which reflect Institutional Learning Outcomes.
Role of Committee in Program Review

The committee will work with departments, programs, and the Program Review Committee in recommending new courses, revising outdated courses, and deactivating courses which are no longer needed in the curriculum.

The Committee has added a field to the Request for Placement form which asks departments to explain how a new and revised program or course supports the department’s program review. The information will not become part of the outline of record, but rather the question is intended to stimulate and maintain an ongoing discussion of the relationship between curriculum and program review.
The Curriculum Committee must review and approve policy and procedure established by the Program Review Committee which relates to the Curriculum Committee charge, that is, “curriculum development, prerequisite, graduation requirements, general education requirements, program review, grading policies, and program discontinuance.” Such policies and procedures will be dealt with as two-read action items; they require the completion of an A8 form, which can be found on the N drive as well as on the Curriculum Committee website.  The A8 form requires wet hard copy signatures and should be forwarded to the Curriculum Office by the appropriate calendar deadline for the meeting. 
In the event of financial crisis, the Curriculum Committee will develop guidelines for reducing or eliminating departments and programs.
Role of Committee in Distance Learning

The committee will work with the Education Technology Committee in developing policy for distance education including providing guidelines for distance education addenda, class size, and other pedagogical issues related to delivery of courses via internet technology.  The Distance Education Coordinator assigned to the curriculum committee will be responsible for a separate technical review of the Distance Education addendum for each course to assure quality of the online instruction as well as reflect up-to-date best practices of distance education and changing technology.
Role of Committee with respect to mediating department conflicts
In cases where two departments cannot agree on curriculum-related issues, the Academic Senate in consultation with the curriculum committee chair will meet to decide the appropriate course of action.  Actions may include but are not limited to the following: meeting with each department chair either separately or together to hear both sides of the issue(s); consulting with curriculum committee chair and academic deans to clarify the impact of the conflict and/or issues; and notifying department chairs and curriculum committee of the outcome and appropriate course of action.

Program Name Changes
Proposed program title change and possible new mnemonic (for courses) will need to be approved by the Academic Senate before being brought to the Curriculum Committee. Once approved and Academic Senate minutes have been received, an A8 Form (on the N: drive) will need to be developed for the program title change and presented to the Curriculum Committee for approval.  This will go through the first and second read process. At the same time as the A8 form is presented for the program title change to the Curriculum Committee for approval, an A7 Form – Information Item (also on the N:drive) will need to be developed to present the new mnemonic to the Curriculum committee.  This is just an information item. 

Once the Program Title change has gone through the Curriculum Committee for approval and is then approved by the Board of Trustees, it will be uploaded into Colleague and Program Title Changes in the Catalog will take place.  At this time, all courses that will assume the new mnemonic will need to be revised within the current Curriculum processes (please see Best Practices Handbook on how to Revise Courses and, if applicable, how to revise awards if the award titles are being revised).

Catalog deadlines will apply to Program Title Changes, as they do with courses and awards. 

Mnemonic Changes

In cases where a department wishes to change its mnemonic, the department chair should email the curriculum committee chair and the Academic Senate president with the request.  The curriculum committee chair and Academic Senate president will then confer to determine whether the issue should come before curriculum committee or the Academic Senate or both.  Once the change in mnemonic is approved, the department would need to revise courses for the mnemonic change to take effect. 

Articulation
A memorandum will be sent to the Articulation Officer and Curriculum Committee Counselor requesting:

a) A master schedule of dates for ASSIST, UC-TCA, IGETC, and CSU-GE submission for articulation purposes so that departments may more effectively plan the proposal/review/revision of curriculum.
b) Information on how we might improve the process of articulating courses with other systems of higher education to facilitate a seamless transfer process.
c) Information of how we might improve the process of placement of courses in the AA/AS degree and certificate requirements.
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