CURRICULUM DEVELOPMENT/REVISION PROCESS
Step1:  Initiation


Curriculum changes/revisions generally occur as follows:

· The campus Bookstore Manager notifies the System Department Coordinator and/or System Program Coordinator of any known textbook edition changes and/or textbooks going out of print.

· Changes proposed at the System Program Meeting and/or by email notification are coordinated by the System Program Coordinator.

Step 2:  Assignment

The curriculum assignment must include:

· The course name and number



· The effective date (quarter and year the course will first be offered)

· The developer's name and campus

· The due date

· The textbook information (title, edition, author, publisher, copyright, and ISBN)

The System Program Coordinator forwards this information to the appropriate Curriculum Auditor for recording on the Master Curriculum Chart and notifies the appropriate Dean of the assignment.

Step 3:  Development/Revision
· The developer/reviser submits one copy of the draft curriculum (SG, COs, SY and SR) to his/her Campus Dean/Department Chair and one to the System Program Coordinator for review.

· The System Program Coordinator reviews and approves the draft curriculum from the developer if all required components are included.  If components are missing, it is returned to the developer/reviser for completion.  (Refer to the "Curriculum Checklist" documents located on the Administration Web site.)  If the curriculum is developed/revised by the System Program Coordinator it must be reviewed and approved by the System Department Coordinator.
· When approved, the System Program Coordinator sends the approved curriculum (electronically) to the appropriate Curriculum Auditor giving approval to process and upload the documents.
· Once the curriculum is available on the Web site the System Program Coordinator may contact the Dean for payment.

Step 5:  Processing the Draft

· The Curriculum Auditor processes and uploads the draft curriculum.

· The draft curriculum is then audited by the Curriculum Auditor to ensure all components are included.

· The Director of Curriculum will email the System Department Coordinators, System Program Coordinators and others (as requested) informing them that the draft curriculum is available on the Web site.

Step 6:  Department Approval of Curriculum

· The System Program Coordinator notifies appropriate parties (faculty, dean, department chair, etc.) to download, review, and use the draft curriculum for the appropriate quarter.  Comments and suggestions from those who use the curriculum should be sent to the System Program Coordinator or taken to the next System Program Meeting for possible changes.
· The System Program Coordinator collects comments, any appropriate revisions are made, revisions are then submitted (electronically) to the Curriculum Auditor for uploading.

Step 7:  Finalization of Curriculum
· The Curriculum Auditor contacts the System Program Coordinator requesting approval of the curriculum.  After the approval is received, the curriculum is finalized and uploaded.

· The Direct of Curriculum will email the System Department Coordinators, System Program Coordinators and others (as requested) that the course is finalized and available.
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