[bookmark: _Toc266878484]14.00 POLICIES AND PROCEDURES FOR CURRICULUM DEVELOPMENT AND REVISION
The responsibility for curriculum development and revision rests with the faculty.  Primary responsibility resides in the department and college in which the curriculum is housed and delivered.  Four university-wide groups have responsibility for reviewing proposed changes in the curriculum.  These are the Liberal Studies Committee, the Graduate Council, the Professional Education Council, and the Faculty Senate.

The Liberal Studies Committee considers all changes in the liberal studies program.

The Graduate Council considers all changes in the graduate curricula of the university.

The Professional Education Council considers all changes in undergraduate and graduate education programs.

The University Curriculum Committee considers all new programs as well as new courses not related to Liberal Studies, Graduate Council, or Professional Education Council. 

The Faculty Senate considers new programs, new degrees, new majors, new minors, liberal studies changes, program deletions, and changes to university level curriculum policies and requirements.  New programs are discussed and acted upon by the Faculty Senate, concurrently with or, before a request to plan or a request to implement is forwarded to General Administration.  After Senate discussion and action, new program proposals will follow the process detailed below.

Approval Process for Curriculum Changes
Proposals originate with a faculty member or an appropriate departmental committee—being sure to comply with the items listed in the technical review found in the Curriculum Folder on the share drive.  The originating department consults with the University Librarian/staff about library resources required for a new course or program.  After consultation with the University Librarian, the department generates the AA-4 form for changes to courses that do not affect any other department, the AA-5 form which is used for new courses or course changes that affect more than one department, of the AA-6 for all program changes and new program proposals. Any change to a Liberal Studies course must be done on an AA-5. When AA-4 forms are completed, they are submitted by the department to the Dean of the College, Graduate Dean (for graduate changes) and then to the Provost (or designee) for final approval of the proposal.  If the proposal is not approved by the undergraduate and/or graduate dean, the proposal is returned to the department.

The college curriculum committee reviews and approves AA-5 curriculum changes for the college; minutes for meetings of the college committee are distributed to all academic deans.  Departmental proposals involving another department or college [e.g., an interdisciplinary course or program, or any plan that would change courses required by another department] must be discussed by the departments/colleges involved; and, consultation forms must be signed by the affected parties.  In case of objection to the proposed action, the responding dean(s), head(s) or their designees will contact the originating dean to discuss the proposal.  If the objection cannot be resolved, the Provost (or designee) will serve as mediator in the objection.  At any time during this process, the dean of the originating college has the option of withdrawing the proposal.

Approved proposals (AA-5 and AA-6 forms) are submitted to the dean of the originating college.  If a proposal is not approved by the dean, it is returned to the college committee.  If approved by the dean, the completed forms are uploaded to the Curriculum Folder found on the university H (share) drive.

The Office of the Provost routes the proposal to the Liberal Studies Committee, the Professional Education Council, the Graduate Council, and/or the University Curriculum Committee as appropriate. After deliberation and endorsement, the specific committee or council indicates action taken on the Curriculum Spreadsheet on the share drive.  If not endorsed, the Office of the Provost indicates that on the curriculum spreadsheet.

The Office of the Provost moves the proposal forward for information and action to the Faculty Senate. Any Faculty Senate member may request that a curriculum item presented as information only be moved to information and subsequent action.  If the proposal is approved, it is submitted to the Office of the Provost.  Upon approval, the Office of the Provost, routes copies of AA-5 and AA-6 forms to the appropriate “Approved Curriculum” folders on the share drive.

Approval Process for New Programs 
New programs are important because they affect resource allocations and most or all departments across the university.  Therefore, these types of changes must be discussed and acted upon by the University Curriculum Committee before these types of changes are discussed and acted upon by the Faculty Senate.  The Faculty Senate is involved in early consultation and in making a recommendation to the Provost.

Deletion of a Degree Program
This proposal would proceed through all the curriculum flow chart from the department to the Faculty Senate for information and subsequent action.  The proposal, if approved, would be forwarded to the Office of the President.

Other Policies
The policy involving emergency actions and Programs and Courses Instituted on an Experimental Basis would remain unchanged.







AA-4 FORM :  SIMPLE COURSE CHANGE  (to be used to make changes to courses that do not affect any other department—any change to a Liberal Studies course must be done on an AA5)
						
Department:      	College:      
[bookmark: Text33]Contact Person for this proposal:      	Phone Number:      	date:      
[bookmark: Text31]Course Prefix:                 Course Number:      
I have checked the catalog and testify to the fact that this proposal does not affect any other department. Provide Initials & date:      
               (A report can be accessed in banner to assist you at ReportsPortal>Curriculum>CourseImpact.)
Provost Office approval/action:      
	* If a course change also reflects a program change you must submit a form to change the program (AA6 as appropriate). The AA4 will not be implemented until the program change has been approved as well.
Once curriculum is approved and processed the department needs to check the degree audit for accuracy. 

	[bookmark: Check1]1. Change(s) Proposed (check all that apply)
[bookmark: Check8]|_| course prefix change (complete 1-4)                                             |_| course credit change (complete 1-3 & 10)
[bookmark: Check7][bookmark: Check10]|_| course title change (complete 1-3 & 5)                                         |_| course activity change (complete 1-3 & 11)
|_| course number change (complete 1-3 & 6)                                   |_| course contact hours change (complete 1-3 & 12)
[bookmark: Check4]|_| course level change (complete 1-3 & 7)                                       |_| course grading change (complete 1-3 & 13)
[bookmark: Check3]|_| course description change (complete 1-3 & 8)                             |_| course deletion (complete 1-3)
[bookmark: Check6]|_| course prereq/coreq change (complete 1-3 & 9)                           |_| other (complete 1-3 & 14) 
· Complete items 15-18 for all proposals.
Copy and paste the course & description from the PROPOSED 2010-2011 catalog:
      

	[bookmark: Text9]2. Brief explanation of why change is needed:       

	[bookmark: Check22][bookmark: Check23]3.* Does the course change affect any program or plan of study within the department?  |_|yes        |_| no
        If yes, list the program(s)/plan of study here and include consultation documentation from each program director (in space for #18).
[bookmark: Text17]              Program(s)/Plan of Study:       
*Be sure to process AA6 for any program change(s).

	4. Current prefix:      
	Proposed prefix:      

	5. Current title:      
	Proposed title:      

	6. Current number:      
	Proposed number:      

	7. Current level: |_| undergraduate |_| graduate |_| ug-g cross-listed
	Proposed level: |_| undergraduate |_| graduate |_| ug-g cross-listed

	8. Current description:      
	Proposed description:      

	9. Current prereq/coreq:      
	Proposed prereq/coreq:      

	10. Current credit:      
	Proposed credit:      

	11. Current activity: 
|_|Lecture       |_|Lab	|_|Lecture/lab      	|_|Seminar   
|_|Internship   |_|Clinical       |_|Coop. ed.         	|_|Student tchg.
|_|Studio   	|_|Perf/recital/ens |_|Lesson/ind. instruction  
|_|Ind. Research       |_|Ind. Study        |_|Thesis
|_|Informal credit activity    |_| PE/outdoor/act.|_|Other  (specify:      )
	Proposed activity: 
|_|Lecture       |_|Lab	|_|Lecture/lab      	|_|Seminar   
|_|Internship   |_|Clinical       |_|Coop. ed.         	|_|Student tchg.
|_|Studio   	|_|Perf/recital/ens |_|Lesson/ind. instruction  
|_|Ind. Research       |_|Ind. Study        |_|Thesis
|_|Informal credit activity    |_| PE/outdoor/act.|_|Other  (specify:      )

	[bookmark: Text12]12. Currently scheduled student contact hours per week:       
	[bookmark: Text32]Proposed scheduled student contact hours per week:      

	13. Current grading: 
Undergraduate Grade Modes                                                                                    
|_|First-Year Seminar:     (A, B, C, I, U)                                                                       
|_|Reg. Grading with IP:   (A+, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)               
|_|Reg. Grading:               (A+, A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I)                |_|S/U Grading with IP:           (S, U, I, IP)
|_|S/U Grading:                       (S, U, I)
|_|Thesis-Reg. Grading:   (A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)
Graduate/Doctoral Grade Modes
|_|Regular Grading:  (A, B, C, F, I) 
|_|S/U Grading with IP:    (S, U, I, IP)
|_|S/U Grading:                 (S, U, I) 
|_|Thesis-Reg. Grading:   (A, B, C, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)                                          
	Proposed  grading:
Undergraduate Grade Modes                                                                                    
|_|First-Year Seminar:     (A, B, C, I, U)                                                                       
|_|Reg. Grading with IP:   (A+, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)               
|_|Reg. Grading:               (A+, A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I)                |_|S/U Grading with IP:           (S, U, I, IP)
|_|S/U Grading:                       (S, U, I)
|_|Thesis-Reg. Grading:   (A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)
Graduate/Doctoral Grade Modes
|_|Regular Grading with IP:    (A,B,C,F, I, IP)
|_|Regular Grading:  (A, B, C, F, I) 
|_|S/U Grading with IP:    (S, U, I, IP)
|_|S/U Grading:                 (S, U, I) 
|_|Thesis-Reg. Grading:   (A, B, C, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)

	14. Explain other change needed not listed above:      

	[bookmark: Text13]15. Course(s) with which this proposed course change is cross listed:       

	[bookmark: Text14]16. *Semester and year proposal to become effective:         * The change will be effective the fall term of the academic year immediately following approval unless a different date is established in cooperation with the Registrar’s Office. The department is responsible for contacting the Registrar’s Office.

	[bookmark: Text15]17. Term(s) course to be offered with change:       

	18. (Insert any additional information or pages in the text box provided below this line.)
     






AA-5 Course Proposal/Change Form (to be used for course changes that affect more than one department and for all new course proposals)		

Department:      	College:      
[bookmark: Text57]Contact Person for this proposal:      	Phone Number:      	Date:      
Provost Office approval/action:      
	If this course proposal warrants a program change you must complete the AA6 Program Proposal/Change form.
Liberal Studies course proposals require supplementary materials (found in Curriculum Forms and Resources folder on the share drive).

	1. Change(s) Proposed (check all that apply)
|_| New course Proposal
|_| course prefix change (complete 1-7)                                               |_| course credit change (complete 1-6 & 13)
|_| course title change (complete 1-6 & 8)                                           |_| course activity change (complete 1-6 & 14)
|_| course number change (complete 1-6 & 9)                                     |_| student contact hours change (complete 1-6 & 15)
|_| course level change (complete 1-6 & 10)                                       |_| course grading change (complete 1-6 & 16)
|_| course description change (complete 1-6 & 11)                             |_| course deletion (complete 1-6)
|_| course prereq/coreq change (complete 1-6 & 12)                           |_| other (complete 1-6 & 17) 

	[bookmark: Text41]2.  What is being proposed and why (or brief description of change)? :      

	3. Copy and paste the current course & description from the PROPOSED 2010-2011 catalog and track changes OR provide proposed new course & description in catalog format (prefix, number, title, hours, description ≤ 25 words, prereq/coreq, LS category-if applicable):
      

	4.a. * Does the course change/proposal affect any program or plan of study?   |_|yes        |_| no
             (A report can be accessed in banner to assist you at ReportsPortal>Curriculum>CourseImpact.)
   b.   If yes, list the program(s)/plan(s) of study here as well as the department(s) and include consultation documentation (in space for #23)      from each department.  Program(s)/Plan of Study:       
c.*Has an AA6  been processed to reflect the program change(s) for all programs affected?  |_|yes        |_| no

	5. Will approval of this proposal result in the need for additional faculty, equipment, supplies and/or support? |_|yes |_|no 
            If yes, explain how resources will be provided:     

	6a. *Semester and year proposal to become effective:      
* The change will be effective the fall term of the academic year immediately following approval unless a different date is established in cooperation with the Registrar’s Office. The department is responsible for contacting the Registrar’s Office. 
	6b. Semester (s) course to be offered:      

	Current Course Information
[bookmark: Text55]CIP code for existing course:      
	Proposed Changes or New Course Information
[bookmark: Text54]CIP code for new course:      

	7. Current prefix:      
	Proposed prefix:      

	8. Current title:      
	Proposed title:      

	9. Current number:      
	Proposed number:      

	10a. Current level: |_| undergraduate |_| graduate |_| ug-g cross-listed
	Proposed level: |_| undergraduate |_| graduate |_| ug-g cross-listed
· If cross-listed describe how the undergraduate and graduate courses will be different in # 10b.

	[bookmark: Text56]10b.  Explain the differentiation of the cross-listed courses (requirements, readings, grading, rigor, etc):      

	11. Current description:      
	Proposed description:      

	12. Current prereq/coreq:      
	Proposed prereq/coreq:      

	13. Current credit:      
	Proposed credit:      

	14. Current activity: 
|_|Lecture       |_|Lab	|_|Lecture/lab      	|_|Seminar   
|_|Internship   |_|Clinical       |_|Coop. ed.         	|_|Student tchg.
|_|Studio   	|_|Perf/recital/ensemble |_|Lesson/ind. instruction  
|_|Ind. Research       |_|Ind. Study        |_|Thesis
|_|Informal credit activity    |_| PE/outdoor/act.|_|Other  (specify:      )
	Proposed activity: 
|_|Lecture       |_|Lab	|_|Lecture/lab      	|_|Seminar   
|_|Internship   |_|Clinical       |_|Coop. ed.         	|_|Student tchg.
|_|Studio   	|_|Perf/recital/ensemble |_|Lesson/ind. instruction  
|_|Ind. Research       |_|Ind. Study        |_|Thesis
|_|Informal credit activity    |_| PE/outdoor/act.|_|Other  (specify:      )

	15. Currently scheduled student contact hours per week:       
	[bookmark: Text53]Proposed scheduled student contact hours per week:      

	16. Current grading: 
Undergraduate Grade Modes                                                                                    
|_|First-Year Seminar:     (A, B, C, I, U)                                                                       
|_|Reg. Grading with IP:   (A+, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)               
|_|Reg. Grading:               (A+, A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I)                |_|S/U Grading with IP:           (S, U, I, IP)
|_|S/U Grading:                       (S, U, I)
|_|Thesis-Reg. Grading:   (A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)
Graduate/Doctoral Grade Modes
|_|Regular Grading:  (A, B, C, F, I) 
|_|S/U Grading with IP:    (S, U, I, IP)
|_|S/U Grading:                 (S, U, I) 
|_|Thesis-Reg. Grading:   (A, B, C, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)                                          
	Proposed  grading:
Undergraduate Grade Modes                                                                                    
|_|First-Year Seminar:     (A, B, C, I, U)                                                                       
|_|Reg. Grading with IP:   (A+, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)               
|_|Reg. Grading:               (A+, A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I)                |_|S/U Grading with IP:           (S, U, I, IP)
|_|S/U Grading:                       (S, U, I)
|_|Thesis-Reg. Grading:   (A, A-, B, B+, B-, C, C+, C-, D, D+, D-, F, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)
Graduate/Doctoral Grade Modes
|_|Regular Grading with IP:    (A,B,C,F, I, IP)
|_|Regular Grading:  (A, B, C, F, I) 
|_|S/U Grading with IP:    (S, U, I, IP)
|_|S/U Grading:                 (S, U, I) 
|_|Thesis-Reg. Grading:   (A, B, C, I, IP)
|_|Thesis-S/U Grading:    (S, U, IP)

	17. Explain other change needed not listed above:      

	18. If new course, provide library consultation in space provided in #23.

	[bookmark: Text47]19. If new course, list course objectives:      

	[bookmark: Text48]20. If new course, list proposed requirements:      

	[bookmark: Text49]21. If new course, list proposed text(s) with ISBN:      

	[bookmark: Text50]22. If new course, list faculty and credentials who may possibly teach the course:      

	23.Provide consultations and other information in this box as needed.
[bookmark: Text45]     




Course Proposal Technical Review Checklist 
(Curriculum Proposal Guide is in the Curriculum Forms and Resources folder in the Curriculum folder on the share drive)

1. _____ Has the number been used in the last 10 years (Check with Ann Green before selecting a new number)
2. _____ course prefix and number reflects Curriculum Proposal Guide
3. _____ course title reflects Curriculum Proposal Guide
4. _____ course description is 25 words or less
5. _____ course prereq/coreq reflects Curriculum Proposal Guide
6. _____ Library consultation included
7. _____ consultation(s) from department(s) as needed (see reasons in Curriculum Proposal Guide)
8. _____ LS course proposal form attached (as needed)
9. _____all course elements  including
i. _____ course prefix, number, title, and description (same as catalog entry)
ii. _____ course objectives
iii. _____ liberal studies objectives (as appropriate to the LS category—see LS obj. doc)
iv. _____ textbook (or textbook possibilities if instructor not identified)
v. _____  proposed course assignments/requirements
vi. _____ faculty listed comply with SACS faculty credential requirements
10. _____ current catalog description is from proposed 2010-2011 catalog  and tracks changes (if changing existing course)
11. Format for course catalog entry
PREF
### (credit hours)
Course description in 25 words or less. Contact hour clarification if needed. Prereq/coreq (LS category)

			

								
		AA-6 Program Proposal/Change Form (for all program changes and new program proposals)		

[bookmark: Text37]Department:      	College:      
[bookmark: Text36]Contact Person for this proposal:                Phone Number:      	Date:      
[bookmark: Text35]Provost Office approval/action:       

	Once curriculum is approved and processed the departments need to work with the Registrar’s Office to ensure degree audits are accurate.



	1. Type of Request (check all that apply)
   |_|Program change (check all that apply)   
                   (Program CIP code:      )  
             |_|add courses to program mix
             |_|delete courses from program mix
             |_|change course prefix/number/title to program mix
             |_|add concentration
             |_|delete concentration
             |_|update program description
             |_|change non-course program description requirements
   |_| New Undergraduate/Masters Program(Attach Appendix A in #13)
[bookmark: Text51]                   (Program CIP code:      ) 
   |_| New Doctoral Program  (Attach Appendix B in #13) 
[bookmark: Text52]                    (Program CIP code:      )
   |_| Program deletion (Attach Appendix D) 
                    (Program CIP code:      )        
   |_| Other (specify):      

	[bookmark: Text5][bookmark: Text39]2. |_|Current or |_|New       Program Title:           

3. |_|Current or |_|New       Degree Title (BS, BA, etc.):      

4. Level of  |_|Current or |_|New Program (check all that apply): 
[bookmark: Check16]             |_|undergraduate                             |_|graduate 
[bookmark: Check17]             |_|degree program                           |_|masters
             |_|minor                                           |_|specialist
             |_|ug certificate                               |_|doctoral
             |_|post baccalaureate certificate      |_| graduate concentration
             |_|ug concentration                          |_| post masters certificate
                                                                       

	5.  What is being proposed and why (or brief description of change)? :      

	6. Discuss the congruence of the request with goals and plans of the department, college and university.      


	[bookmark: Text42]7. If proposal is a change to an existing program copy and paste the program requirements from the PROPOSED 2010-2011 catalog and track                                                           changes.  If this is a new program provide the program description in catalog format:      
  

	8. Total number of hours for the Program:      
	9.  If new program or substantive change to program attach Library Consultation in #13.

	10a.. Will this proposal affect any other degree program, minor or plan of study? |_|yes |_|no 
             (A report can be accessed in banner to assist you at ReportsPortal>Curriculum>CourseImpact.)
[bookmark: Text44]            If yes, list programs/departments and attach consultations from each (if outside the department of this proposal).      
     * If this proposal will affect requirements in any other program, an AA-6 will be required for that program. 
10b. Will this proposal affect an existing articulation agreement? |_|yes |_|no (Contact the Admissions Office if you are not sure.)
           If yes, attach a copy of the revised articulation agreement in the space provided in #13.


	11. Will approval of this proposal result in the need for additional faculty, equipment, supplies and/or support? |_|yes |_|no 
           If yes, explain what is needed and how resources will be provided:     

	12. *Semester and year proposal to become effective:      
* The change will be effective the fall term of the academic year immediately following approval unless a different date is established in cooperation with the Registrar’s Office.  The department is responsible for contacting the Registrar’s Office. 

	13.Provide consultations and other information here as needed.
     


Technical Review Checklists are on the next page.
			


Undergraduate Program of Plan of Study Proposal Technical Review Checklist 
1. _____ Appendix A or B and Cover Sheet is included--- complete with hard data justifying numbers of majors proposed (for 		new programs
2. _____ Degree title change is to be prepared on an AA-5
3. _____ Minor is between 15-24 hours
4. _____ Consultation forms attached from the library and department(s) as needed
5. _____ no less than 120 hours and no more than 128 hours required in the program 
6. _____ all concentrations have equal number of hours in the program (may include different number of electives)
7. _____ concentration does not exceed 26 hours
8. _____ majors with 27-45 hours require minor, second major or other approved program
9. _____ 46-64 hours in majors that do not require a minor or second major
10. _____ 50% of courses required in the major at the 300-400 level 
11. _____ 25% of the total degree program courses are required at the 300-400 level 
12. _____ 8 semester plan attached and accurately reflecting LS requirements as well as requirements in the major
13. _____ Catalog format for degree (consider all that apply):
Major Title   Degree (total hours)
Admission to the Program requirements as well as any other requirements (i.e. maintain 3.0 in major, etc)
Liberal Studies requirement statement (and specific guided LS courses if needed)
Major Requirements
	Core Requirements (credit hours)
		List of Core Requirements
	Concentration  OR second major /minor statement (credit hours required)
	Concentration I Title
		List of requirements for this concentration
	Concentration II Title
		List of requirements for this concentration
Guided Electives
General Electives

Graduate Program  Program of Study Technical Review Checklist 
1. _____ Appendix A (B for doctorate) and Cover Sheet complete with hard data justifying numbers of majors proposed
2. _____Appendix F for distance program (with Distance Education Impact Cover Sheet attached)
3. _____ Consultation forms attached from the library and department(s) as needed
4. _____ all concentrations have equal number of hours in the program
5. _____ 50% of courses required for master’s degree at 600 level or above
6. _____ 50% of courses required for education specialist degree at 700 level or above
7. _____ at least 24 hours must be earned as resident credit hours 
(check with the Graduate School about rules for distance programs)
8. _____ teacher education programs require at least 1 semester of full time graduate work
9. _____ must be stipulated that degree programs must be completed within 6 years
10. Catalog format for the graduate degree
	Major Title   Degree (total hours)
	Admission to the Program requirements as well as any other requirements (i.e. maintain 3.0 in major, etc)
	Major Requirements
	Core Requirements (credit hours)
		List of Core Requirements
	Concentration  OR second major /minor statement (credit hours required)
		Concentration I Title
			List of requirements for this concentration
		Concentration II Title
			List of requirements for this concentration
	Guided Electives
	General Electives 
						
 



image1.emf



Academic Policy and Review Council


Process for AA5 and AA6 Reviews
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This process, along with electronic submission, review, and approval of AA5s should streamline curriculum


Implementation without loss of quality and oversight. 
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