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THE DEVELOPMENT AND COLLEGE APPROVAL OF NEW

COURSES

Stage 1.       The Origination


The faculty member originating the course:
1.
prepares a Course Outline using established guidelines, indicated on the standard proposed course outline form.

2.
must act with a clear understanding of timelines.
Stage 2.       The Faculty Review of the Proposed Course


The faculty originator will:
1.
notify the Division Dean, the Department Chair, the C.C.I.


Representative and the articulation officer of the proposed course.
2.
work with any of these four to develop and refine the course.

3.
consult with other instructors within the discipline (or in related disciplines) on or off campus to further develop and refine the course.
4.
obtain the sign-off from the Articulation Officer.
5.
obtain the Library Sign Off.
All of the area faculty should have an opportunity to examine and review the proposed course keeping the following criteria in mind:

•
Course desirability - Is there an audience or need for the class?

•
Course usefulness - Does it meet a campus or discipline need?

•
Academic appropriateness - Is the content appropriate to the intended students?

•
Sufficient layout of detail - Is the Course Outline sufficiently detailed so that another faculty member could present the course consistently with its intent?

•
Lack of overlap with other courses - Does the course avoid overlapping or duplicating other courses on campus?  If there is some overlap, is the proposed course still unique and appropriate?


Ideally, all of this is handled in an open meeting where all items are thoroughly discussed.  If this is not possible, then the course outline can be reviewed by the instructors separately and they can submit their written comments to the originator.  With this approach, a Course Outline sign-off sheet should be used.  The Department Chair will facilitate the faculty review.

This Faculty Review is a required step in the development of new courses.

       The Role of the Division Dean in Review
The Division Dean has the following responsibilities.  

•
Ensures that the faculty review within the discipline has occurred.

•
Ensures that other disciplines are aware of the proposed course especially when there may be interdisciplinary conflicts.
•
Assists in resolving any concerns or conflicts.
•
Sends the proposed Course Outline to the Office of Instruction for a review of

the "mechanics" (e.g., the course number assignment, the unit value, contact hours).
Stage 3. 
The Signing-off

1.
The Department Chair will now “sign-off” the Course Outline, by e-mailing the outline to the Office of Instruction with copies emailed to the appropriate Division Dean, as verification that the relevant Department has completed the Review process.  The degree of support within the Department needs to be mentioned.

Stage 4. 
The sending of the proposed course to C.C.I.

1.
The sponsoring faculty member will submit the proposal (the Course Outline) to the C.C.I.

2.
The sponsoring faculty member has the right to submit this proposal even without the complete support of his department.
3.
The deadlines advertised at the beginning of the semester for items being placed on the next meeting's agenda will be strictly adhered to.

Stage 5. 
The C.C.I. Review of  the Course
1.
The proposed course is placed on the Discussion Agenda (even without department unanimity) for an upcoming C.C.I. meeting.

2.
The proposed course is discussed among the whole body of C.C.I. representatives.  It is required that the originator of the course or his/her designee, the Department Chair or Faculty Advocate, and the C.C.I. representative for that department attend this meeting in order to give necessary information and sufficient justification

3.
After a full discussion, the C.C.I. will do any of the following:


a.
Recommend revisions in the course


b.
Raise questions that need further clarification before any Action can be taken


c.
Recommend that the Course be placed on the Action Agenda at the next meeting

4.
At the next meeting when the Course is on the Action Agenda, the members will either:


a.
Vote for approval of the course and forward the Course Outline to the Office of Instruction for submission to the Vice Chancellor of Educational Services.

b.   Vote to extend the discussion of the course outline.


c.
Notification of approved actions is sent electronically to CCI, IPT, SSPT and on the Campus Computer Drive.

d.
Vote for disapproval of the course.  The initiating faculty member may then revise the proposal, have an additional review, and then return it to C.C.I. at a later date OR the faculty member may appeal the decision

Stage 6.  
The appealing of a negative decision


1 .
Upon a Disapproval vote from the C.C.I., the initiating faculty member or some member of her department may appeal the decision to the Academic Senate.
2.
Once upon the Senate's Discussion Agenda, the Senate has two weeks to discuss and make its decision on the fate of the proposed course

3.
The Academic Senate has two choices:

a.
To approve the course.  The Senate then forwards the course to the Office of Instruction for submission to the Vice Chancellor of Educational Services.
b.
To disapprove the course.  The appeal process is now concluded.  However, the Originator may opt to revise the course and initiate a new C.C.I. review process.


