CCI Approval Process for New Courses  


	ONE
	Faculty Idea
	Originator writes Course Outline keeping in mind:

· Template

· Deadlines
· Placement of Course
	
	

	TWO
	Review
	Originator notifies: 

· Division Dean

· Department Chair

· CCI Representative
· Articulation Officer

· Library


	Department Chair facilitates faculty review: Discussion or Sign-off sheet includes all area faculty. With regard to the course:

· Is there a need?

· Are there students?

· Is it academically appropriate?

· Is the outline detailed enough?

· Is there overlap with other courses?  other disciplines?
	 Division Dean Responsible for:

· Notifying other disciplines

· Resolving concerns or conflicts

· Sending Outline to Office of Instruction

· Assisting in calculation of contact hours and units of credit

	THRE
E
	Sign-Off
	
The Department Chair sign-off must include any departmental
 concerns from Stage Two.
	Email to Office of Instruction with Outline attached and copying:
· Originator

· Division Dean

	Reply from Office of Instruction that outline has been received and is being placed on CCI Discussion Agenda

	FOUR
	CCI Agenda
	The Originator will submit the Course Outline to CCI requesting placement on the CCI Agenda.
	Email Outline and any necessary attachments to CCI 
	 Reply from Office of Instruction that outline has been received and is being placed on CCI Discussion Agenda

	F
I

V

E
	CCI Review
	CCI Discussion Agenda

Required Attendance:
· Originator

· Department Chair or designee
· CCI representative
Questions and/or recommendations from CCI

	CCI recommends outline be moved to Action Agenda with any recommended revisions.
CCI Approves or Disapproves
	· Approval means course is sent to Office of Instruction who sends it to the Vice Chancellor of Educational Services. Disapproval means originator may begin again or move to Stage Six.

	S

I

X


	Appeal to
Academic Senate

	Senate has two weeks for discussion
	Senate Approves or Disapproves
	· Approval means course is sent to Office of Instruction who sends it to the Vice Chancellor of Educational Services. Disapproval ends process.


Go to next stage





Go to next stage





Go to next stage





If necessary go to next stage











