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APR 17: Electronic Curriculum Approval Process
Share Drive Etiquette:  Please be sure to save a copy of a form to your computer and close it on the share drive so that “shadow forms” don‘t remain in the share drive folder. 

Notes: 	a) It is a wise practice to invite curriculum proposal representatives to attend the 			curriculum approval meetings at all levels.
         	b) All forms and attachments for each AA4, AA5 or AA6 should be included in 			one word document.
	c) Once curriculum is approved and placed in the Approved Curriculum folder in 			each college’s approved folder it is up to the departments/colleges to 			update the relative websites to reflect the changes.

AA4: use an AA4 for all course changes that do not affect another department. (All other course changes/proposals, Liberal Studies changes/proposals and program changes are to be prepared on an AA5 or AA6)
1) Department develops AA4 form and after getting departmental approval submits the form to the college curriculum designee to process
2) Dean’s office designee obtains college level (curriculum committee and dean approval) and then places the electronic AA4 in the “Pending AA4” folder in the College curriculum folder on the share drive.  Be sure to use the same nomenclature to name the document, example: PAR 350-AA4. 
3) Provost Office checks the college folders each Friday morning to process AA4s.  All graduate level AA4 proposals will also be approved by the Graduate School.
4) Once AA4s are approved by the Provost designee (Associate Provost) they are posted back in the respective college folder found in the Approved Curriculum folder indicating the date of approval in the title.  The curriculum will also be copied and pasted into the Registrar’s Folder and the Graduate School folder (as applicable) for processing. The Graduate School will periodically review their approved curriculum folder and process as needed.
5) Departments/Colleges update websites to reflect changes
6) If a change also requires a program change all the changes for a specific program need to be done on ONE AA6---not an AA4

AA5/AA6: AA5s are used when changes are being made to one course that affects another department, all Liberal Studies course changes/proposals, and all new courses. AA6s are used for all program changes and new program proposals
1) Curriculum developed in department and approved by department head
2) Technical review done at the departmental level (with use of checklist)
3) Curriculum is submitted electronically to deans office 
4) Deans office designee posts all AA5/AA6 curriculum to the Curriculum spreadsheet:
a. Column A – Date curriculum posted in folder
b. Column B – Dept. of origination
c. Column C – course prefix & number or degree and program title
d. Column D – indicate “new course”, “number/prefix/description change”, “program change(s)”, “new program” , etc.
e. Column E – College abbreviation
5) Dean’s Office designee posts curriculum documents in the appropriate college folder using the following file name format: PAR350-AA5 or BA English-AA6 --- (AA5/6s must be posted from the college by the date indicated on the Curriculum Approval Schedule found in the Curriculum Forms and Resources Folder on the share drive.)
6)  College Curriculum Committees (Column F) and Deans (Column G) review curriculum and post decision on spreadsheet by the date indicated on the Curriculum Approval Schedule.
7) Provost Office Assistant checks college folders and spreadsheet periodically, but for sure on the day after the college approval deadline, to post documents for the University Level Committees to review where needed (turns on tracked changes for each document) 
8) Provost Office Assistant highlights each cell on the spreadsheet where each document will need to go for approval.
· University  responses (chair of curriculum committees—and/or designees-- will be the only ones that have editing rights to this spreadsheet---will indicate date of approval and put initials to identify him/herself)---a statement on the bottom of the spreadsheet would indicate that the date and initials are equivalent to a signature.
9) All documents will be programmed to track changes and curriculum chairs will have the capability of editing the proposals as needed---with the requirement to notify the department head who submitted the proposal if any changes are made.
10) Remember, anyone can view the proposals so department heads could then go in and review these changes and notify Provost Office Assistant to remove the proposal from the approval process---or otherwise it will continue through the process.
11) Deadlines for each level of review are indicated in the Curriculum Approval Schedule in the Curriculum Forms and Resources folder on the share drive. 
12) Curriculum committees could either choose to meet electronically or in person as long as the decisions were made and posted (on the spreadsheet) by the chair on or before the due date.
13) All of campus has view-only access to check progress of curriculum.  
14) On the day after the university level approval deadline the Provost Office Assistant submits items that have completed the process so far, to the Senate by moving the items to the Senate folder attaching the spreadsheet to the senate agenda for information and/or action.
15) Once Senate approves the curriculum, Provost Office Assistant prints out all the AA5s/AA6s  approved and gives them to Provost Office designee (Associate Provost) for approval and signature.  
16) Once signed Provost Office Assistant moves the documents to the Approved Curriculum Folder (college folders are in this folder) and updates the spreadsheets. Curriculum items in the Approved Curriculum folder will have the date of approval in their title so that if the same course/program is changed later the system will allow another version to be easily saved. A copy of each item will be copied into the Registrar’s Folder, Graduate School folder, College folder, and/or SACS folder as appropriate found in the Approved Curriculum folder.
17) The Registrar’s Office, Graduate School, Colleges, and SACS coordinator will periodically check the Approved Curriculum folder and process as needed.
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