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COLLEGE CURRICULUM COUNCIL PROCEDURES

The internal operations of the College Curriculum Council will be conducted within the framework of the following procedure statements:

I.
MEETINGS
A.
Regular meeting days and times will be scheduled prior to each academic year.

B.
The chairperson or the vice chairperson* will call the meetings of the Council as deemed desirable by distributing the agenda and all supporting materials to all members at least one week in advance of the meeting.

C.
All meetings will begin promptly and adjourn at the predetermined time.

D.
If any member of the Council is unable to attend, he or she will notify the chairperson in advance of the meeting.

E.
All meetings are open to visitors and guests.

*
The chairperson and vice-chairperson is appointed by the Provost/Vice President for Academic and Learner Services (Provost/VP ALS).

II.
ACTION BY THE COUNCIL
A.
A quorum will consist of a majority of the members of Council.

B.
An affirmative vote of two-thirds of the members voting “aye” or “nay” is required to approve an item.  Abstentions do not count.  Proxies count on votes and towards a quorum. Written Proxy from absent member is required authorizing the proxy vote.
C.
Only items on the agenda will be formally acted on by the Council, unless agreed to by a majority of the Council present and voting.

III.
CURRICULUM COUNCIL BUSINESS
A.
Curriculum items will normally be introduced within the divisions.  If the division deems the proposal desirable, the division, through its Dean, will submit the proposal to Provost/VP ALS) for placement on the College Curriculum Council agenda.

B.
In the case of inter-divisional proposals, a committee selected by the involved divisions will submit the proposal to the Provost/VP ALS.

C.
Any member of the College may submit a proposal.  If not appropriate to a single Division, he or she may submit the proposal directly to the Provost/VP ALS .

D.
Determine if any course changes can be fast tracked. (See Curriculum Council Criteria document posted on the Curriculum Council webpage to determine if the course meets the criteria for fast-tracking.)
The division (committee or individual ) will provide The Office of the Academic and Learner Services with 5 (five) copies three-holed punched, double sided of the proposal and support documents.  In addition, the proposal and support documents will be posted on the electronic Curriculum Council SharePoint site.  All materials will be submitted according to the CC due dates.  
F.
When submitting items that affect other academic divisions, the sponsoring division will review the proposal with the affected division(s).  The review will be initiated so that the affected division(s) can discuss and respond during a regularly scheduled division meeting.  The formal disposition (vote) of the affected division(s) will be provided by the sponsoring division in its submittal to Curriculum Council. 

G. Course and program recommendations must be completed in time for inclusion in the College catalog to be implemented for the next academic year. Last date for submission is the January meeting.  Any exceptions, such as experimental courses, require the approval of the Provost/VP ALS and will be presented to the Curriculum Council as an information item only. 

H. The Curriculum Council agenda will be developed collaboratively by the Provost/VP ALS and the Council chairperson or vice-chairperson.  

IV.
PROPOSAL REQUIREMENTS FOR PROGRAMS
A.
Proposals for Associate Degree programs, Technical Major programs or One-Plus-One programs will be submitted in the corresponding Ohio Board of Regents format as follows:



Associate Degree

pp. 406.1 - 406.12



Technical Major

pp. 407.1 - 407.5



One-Plus-One


pp. 406.1 - 406.12

B.
A separate cover section should address the following internal matters:

1. A brief synopsis of the source of the proposal including committee or division approvals and results of review by divisions providing service courses.

2. Results of discussions with senior institutions regarding transferability where relevant.

3. A synopsis of student outcomes proposed for the program.

4. Any special or unique features not addressed in the Regents’ forms.

5. Result of supporting divisional vote.

V.
PROPOSAL REQUIREMENTS FOR NEW COURSES

A.
Proposals for new courses must include the following:  
1. Cover Letter signed by the Division Dean

2. Course Description with Student Outcomes Form

3. New and Revised Course Proposal

4. Quality Checklist 

5. Library/Learning Resources Review Form (Complete form for new or renumbered course.)  (IS&S/ITMS and/or Facilities Planning Resource Review Form(s) if needed.)

Forms and sample documents can be obtained from the Curriculum Council Webpage).  The Course Description with Student Outcomes form includes:
1. Course Outline describing the major content elements and topics to be provided in the course.

2. Catalog description summarizing the course outline and scope of the course.  Include the credit/contact, lecture laboratory hours, short title, prerequisites, corequisites and special fees.

3. Synopsis of Student Outcomes identifying the observable characteristics or capabilities which students will be expected to display upon successful completion of the course.  Prototypes will be available in each division and the College Catalog.

4. Evaluation methods for the proposed new course shall be stated in detail, including the approximate percent on major components of the course, such as:  hourly exams, final exam, term papers, laboratory, projects, etc.

5. Prerequisites, Corequisites, and Concurrent requirements should be justified as essential in terms of the student outcomes or observable student characteristics provided by the required course or preparation.  Corequisites imply that a student will receive the necessary background early enough in the corequisite course to provide needed preparation.  The corequisite courses must be taken simultaneously; concurrent enrollment permits but does not require simultaneous enrollment.  Prerequisites imply that substantial specific preparation is essential to success and must be completed prior to enrollment in the course in question.  Any special admissions requirements should be similarly analyzed and noted.

6. General Education Requirements.  Identify by number all General Education Outcomes achieved by the proposed course.  (Refer to LCCC catalog for a complete description of the eleven General Education Outcomes.) 

7. Transfer Module Requirement Impact.  Refer to the Ohio Articulation and Transfer Policy, pages 30-34, for a full explanation of the Transfer Module categories (see attached).   

B.
The following additional information must also be submitted:



1.
The need should be described in terms of:

a.  Employment and opportunities

b.  Transfer utility - include results of applicability after transfer

c.  Community service

d.  Personal value


2.
Estimation of enrollment and impact on current course offerings.


3.
Estimation of additional and/or special faculty and staff needs.

4. Estimation of the cost excluding faculty and staff needs.  

· A detail of equipment needs for the first year and for additional years.

· Identification of current and future funding sources.

· A detail of anticipated library and instructional media costs.


5.
Implementation plan and date(s).

6.
Evidence of review by division(s) using the course as a support course. 

7.
Result of supporting divisional vote.

C.
Proposals for course revisions shall be prepared in the strike through/underline format, i.e., deleted verbiage with a hyphen overstrike and new verbiage underline. 


1.
Proposals for course deletions shall contain a clear statement of rationale and a review of impact upon the College and the students.  This includes cost, evaluation, space, equipment, and staff requirements. 


2.
Evidence of a divisional vote supporting or not supporting the change. 


3.
Written evidence of the review by the division(s) using the course as a service course. 

VI.
MINUTES

A.  
Minutes of the previous meeting will be reviewed, corrected and approved at each meeting.

B.  
Copies of minutes will be distributed with the subsequent Curriculum Council agenda.  Council members will share the minutes with their constituent groups. 

C.  
Copies of the memo(s) from the Provost/VP ALS indicating support or non-support of the actions of the Curriculum Council will be reviewed as part of the Report of Actions by Provost/VP ALS at subsequent meetings. 

VII.
DISPOSITION OF ITEMS ACTED ON BY COUNCIL
A.  
The Council is a recommending body.  The recommendations are always submitted to the Provost/VP ALS.  In a situation where the Provost/VP ALS decision differs from the recommendations of the Curriculum Council, the Council will be informed.  Provost/VP ALS will inform the President of his/her recommendations and, if different, those of the Council.  The Provost/VP ALS will provide the President with the respective supporting rationales. 

B.  
Approval of the Board of Trustees will be sought before implementation of new program recommendations or program deletion recommendations.  All changes will be implemented with Board approval of the College catalog. 

These procedures for College Curriculum Council were reviewed and approved on November 5, 1998.

Revised and approved by Curriculum Council on March 4, 2008.
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