General Check Points for Reviewing Curriculum
1.  If a change is requested for the Course ID, it is necessary to submit a cover memo explaining rationale for the change.  This kind of change can take a significantly longer time to approve than a regular course amendment.

· Remember that if the course appears in certificates or degrees, a program change needs to be submitted to change the certificate or degree requirements.

2.  For a new course proposal or any recommended change in class size, make sure the appropriate form to petition for class size is completed accurately and sent with the course proposal.  (This form is included on WebCMS, so when faculty are inputting their courses, they can/should take care of this.)  Incomplete forms will be returned by the Class Size Committee.

3.  For courses proposed for lab-lecture parity, make sure the petition form is completed (completed completely) and that it includes all necessary attachments (like the sample syllabus required).  The committee can’t approve a course for teaching lab status unless the documentation is available for committee review that demonstrates a valid basis for establishing parity.  (The form is NOT available as a supplemental form on WebCMS at this time.)

4.  Make sure the SAM code is correct.  Only the last 3 or 4 courses in a voc ed certificate should be labeled “Advanced Occupational.”

5.  For establishing course prerequisites or co-requisites or for changing them, course need Content Review forms attached with the submission of a course.  For any course amendment with a prerequisite that was validated previously, a content review form needs to be included that officially provides the rationale for its establishment.

6.  Review the Course Descriptions (long and short versions).  The short version should essentially mirror the long version (communicate the same emphasis for the course).  Generally one sentence from the long course description can be used appropriately for the Course Schedule Description.  On WebCMS, the short (or Class Schedule Description) is limited to 130 spaces (including punctuation, characters, and spaces).

7.  For the course outline:

· Remember to eliminate “week” before each topic.  

· Topics need to be separated by a dash at the beginning of the line.

· Avoid listing exams or quizzes as a topic, but identify a final exam for the last entry.

· If the Course Description or Title of the Course has changed, ED will look for a corresponding change in the course outline (i.e., any indication that the course itself has changed to trigger a title and/or description change)

8.  For the course laboratory outline:

· Make sure to include a lab outline for lab courses (including teaching labs)

· Avoid using the same entries in the course outline and the lab outline; the lab outline should reflect activities corresponding to the lecture portion of the course.

· Avoid listing a final examination as one of the lab outline topics unless it is a stand alone lab course.

· Remember to eliminate “week” before each topic.  

· Topics need to be separated by a dash at the beginning of the line.

9.  For sample assignments, follow the “Guidelines for Writing Sample Assignments,.”  These guidelines can be used as a checklist for reviewing courses.  Getting sample assignments correct greatly speeds time needed for course review and seems also to greatly reduce the probability that the course will be held up for changes before the approval process can be completed.

10.  For Course Measurable Objectives, the course should have 5 to 10 objectives.  

· The measurable objectives should be general statements of what the students can do at the end of the course or skills they can demonstrate and the instructor can measure.

· Each objective should be stated in a statement beginning with an active verb.  

· At least some of the measurable objectives require higher level thinking skills (analyze, evaluate, synthesize, etc.). 

· Review Measurable Objectives to make sure they are aligned with topical outlines and methods of evaluation.  Especially for amended courses, it is easy to pass over components of the course that aren’t being changed.  However, the course as a whole must demonstrate coordination between topics taught, methods of evaluation, and measurable objectives.

· Avoid vague objectives that cannot be measured (e.g., Know, understand, demonstrate ability, etc.).

11.  Make sure the Methods of Evaluation section is filled out.   Occasionally this part seems to get lost in the review process.

· WebCMS includes space for brief descriptions instead of a simple listing of assignment terms that we have used for many years (e.g., term or other paper, written homework, etc.).  Title V regulations require that methods of evaluation be included by describing types of class assignments falling under the various categories in this section of the course outline.  Examples of expanded methods of evaluation are provided on a separate handout.

· Entries in this section are differentiated from “Sample Assignments” in that Sample Assignments should very specifically be individual assignments that might be given to students rather than a type of assignment.

12. General
· Review spelling and grammatical correctness.  Web CMS allows for spell checking, but it has to be prompted.  Making simple corrections in our office for all courses when the errors are identified in committee review increases Marge’s workload significantly.  We’d like to remind faculty, departments, and division offices to check for correctness and make the changes before the courses come to ED.  

· If it is imperative that a course be sent out for articulation, make every effort to get it to committee for review by October 1.  Also, check to make sure that the faculty member promoting the course has met with Jamaika Fowler or Wanda Fulbright-Dennis to review articulation issues BEFORE the course comes to committee.

· If it is imperative that a course be reviewed for the following fall semester, make every effort to get it to committee in January.  

· When the committee has questions or suggestions about a course, Matt Judd will contact the faculty member to identify the problems and suggest revisions.  The division office will be copied in the email.  Remember that once this contact has been made, the course is put on hold and will stay there indefinitely until the changes are made.  Sometimes follow-up at the department level takes a year or even two years!  Until the course is officially approved, faculty cannot begin implementing proposed amendments. 

· An important part of the process is that the department as a whole reviews and approves changes to a course or a new course proposal before it goes to the division office.  Often when individual faculty members take the course through the approval process, it is not clear that the department as a whole is aware of the specifics.  Please support an appropriate course review at the department level before you review and approve courses at the division level.

