[bookmark: _GoBack]Curriculum Course Submission Guide
The purpose of this guide is to help courses move smoothly through the curriculum approval process.  This guide is to be used for all new courses and for course submissions.  If you have questions and want clarification at any time during the process, reach out to a curriculum committee member.
Submission Timeline:
I. All new courses and course revisions need to be emailed to the curriculum committee chair by the 15th of the month.	Comment by Maxwell, Desi: May not know who the chair is, maybe also allow them to send to Deans who can do a quick review and send to chair if OK	Comment by Alger, Jean: we could just say who the chair is and update the document
II. Curriculum chair will do a quick review the submitted documents. Ensure they are submitted using the CCCS template, that the form is completely filled out, and that CLOs begin with verbs.	Comment by Maxwell, Desi: to ensure that
III. Courses that pass the initial chair review are then uploaded to the curriculum committee sharepoint for curriculum committee members to review by the 20th of the month.   With reviewer assignments emailed out to the committee (minimum 2 reviewers per course).	Comment by Alger, Jean: should III and IV be subpoints of II, just for organizational clarity? 	Comment by Maxwell, Desi: SharePoint
IV. Courses that do no pass the initial chair review will be sent back to the submitter with instructions for improvement and contact information for a curriculum committee on their campus that can help with the resubmission.  If resubmitted before the next meeting, they may get reviewed.
V. Curriculum committee members review their assigned courses and make suggestions using the Comment function in the Sharepoint before the scheduled curriculum committee meeting.	Comment by Maxwell, Desi: SharePoint
VI. Curriculum committee meets the fourth Friday of the month to discuss the courses submitted that month.  	Comment by Maxwell, Desi: Invite the submitter to attend. Share the time and location to anyone invloved in current course submissions. 	Comment by Alger, Jean: I think this is a good idea-- we could more easily ask questions and make immediate revisions that way	Comment by Dineen, Martin: Depending on who is chair and availability, having a set meeting every 4th Friday may not be an option, more for me personally with clinical for nursing
VII. Courses approved by the curriculum committee are forwarded to the Vice President of Academic Affairs to be submitted to the CCCS Curriculum Manager (Denise Mosher) by the 5th of the month.
VIII. Courses get added the CCNS proposed database and the Bulletin Board.  Must be on the Bulletin Board for 30 days.
IX. Courses are then reviewed by SFCC.  If a course is sent back by SFCC, then an SFCC representative will work with on the revisions and help with the resubmission.  Resubmissions do not need to go through the TSJC curriculum committee again.	Comment by Alger, Jean: will work with the submitter ?

1. Submit your course as a Word document using the CCCS template. You can download the template here: https://internal.cccs.edu/academic-affairs/common-course-numbering-system/ 
2. Complete the information regarding who is submitting the course, the college, and the date.
3. Click the box to indicate if the course is new or if it a revision
a. If the course if being revised, indicate which times are being revised	Comment by Alger, Jean: this is confusing to me, so it might be confusing to someone unfamiliar with curriculum committee as well...
b. Even if only one aspect of the course being revised, the entire course is up for review. Therefore, make sure all parts of the course are meeting standards.
4. Complete the course information (all sections)
a. CIP code can be found here: https://internal.cccs.edu/academic-affairs/common-course-numbering-system/
b. Classroom hours: LEC 1 credit = 15 hours; LAB 1 credit = 2 hours; LLB (CTE) 1 credit = 22.5 hours; LEL (Academic) need to separate lecture credits from lab credits  lecture is 1:1 and lab is 2:1 (1cr lec = 15 hour; 1cr lab = 30 hours).
5. Course catalog description	Comment by Maxwell, Desi: No more than 75 words
a. Focus needs to be on what the course does, not what students will get out of the course
b. First sentence is incomplete and begins with the implied “This course”
c. All subsequent sentences are complete sentences.
d. The description should not be prescriptive in how the course is taught. (i.e. do not specify specific readings, activities, or teaching methodology)
e. Oxford comma is used
6. Course learning outcomes
a. Each course learning outcome begins with a verb that is on Bloom’s Taxonomy
b. Each course learning outcome is measurable
i. Do not include words that are not measurable such as: understanding or appreciation
ii. Be cautious of multiple outcomes listed as one	Comment by Alger, Jean: wording might be off on this one, but I'm thkning of the "and"  issue 
c. Each learning outcome should be assessed in one assessment.  This usually means just having one verb.
d. CLOs should not be prescriptive in how the course is taught. (i.e. do not specify specific readings or activities)
e. CLOs use Arabic numbers
f. Oxford comma is used
g. Each CLO ends with are period.
7. Topical outline
a. All items that in the CLOs need to be covered someplace in the topical outline
i. They do not need to be in the same order
b. Topical outline is statements and do NOT begin with a measurable verb
c. Subtopics (A, B, C, etc.) are used instead of lists
d. The topical outline should not be prescriptive in how the course is taught. (i.e. do not specify specific readings or activities)
e. Topical outline uses Roman numerals

