	SYSTEM PROGRAM COORDINATOR DUTIES

	

	

	LEADERSHIP.  Support System policies with a style of leadership.

	

	

	ASSESSMENT:  See that assessment in conducted on a routine basis.

	1.  Coordinate, develop, and implement all direct and indirect measures to be used for your program’s assessment.

2.  Coordinate, collect, and analyze all assessment data from direct and indirect measures.  
3.  Maintain a Program Assessment File to collect all assessment paperwork for your programs.
4.  Coordinate and prepare yearly assessment plan.  (All plans are due at the end of Fall Quarter)  See the “Baker College Annual Academic Assessment Plan/Report Instructions/Template” document available on the Baker College Web Site.
5.  Coordinate and prepare yearly assessment report.  This report summarizes the progress from the previous year’s plan.  (All reports are due at the end of Fall Quarter)  See the “Baker College Annual Academic Assessment Plan/Report Instructions/Template” document available on the Baker College Web Site.
6.  Complete all other required assessment activities listed in the “Required Agenda Items for Curriculum Meetings” document, attached to the “Meetings Duties for Program Coordinators” document, available on the Baker College Web Site.

	

	

	CURRICULUM.  See that new courses and existing courses are developed and maintained in your  program area:

	1.
	Assign, coordinate, and follow up on all curriculum assignments in your department.  (This is essential to enable the System Curriculum Department to process curriculum by your scheduled due dates.)

	2.
	It is NOT your responsibility, however, to develop/revise ALL curriculum yourself.

	3.
	Communication is done through email, please access your Baker email account frequently.

	4.
	Make sure the curriculum is complete BEFORE signing off and submitting it to the System Curriculum Office for processing:  

	
	a.
	Give a copy of the Curriculum Checklist to each developer/reviser so he/she can follow it while preparing curriculum.  It contains two additional, helpful sections (“Tips for Writing Curriculum for Baker College” and “Critical Thinking Verbs for COs”).

	
	b.
	It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development -> Checklist for Curriculum Development.

	
	c.
	Review the “Curriculum Checklist” carefully against the curriculum submitted to you.

	
	d.
	Submit the curriculum to the curriculum auditor (ginny.ruffner@baker.edu, dawn.mclain@baker.edu) as an attachment through email.  State in the email that the attached curriculum is approved to be uploaded to the web in draft form.

	5.
	Forward the Master Curriculum Chart changes, every time a curriculum revision/development occurs or is scheduled in your program, to your Curriculum Auditor in the System Office for revision:  
(This needs to be done within one week of the meeting.)    (ginny.ruffner@baker.edu or dawn.mclain@baker.edu) 

	
	a.
	The Master Curriculum Chart is located on the Baker College Web Site as follows:  Faculty/Staff->SOLAR System->enter ID and Password->ORBIT System->Curriculum Information->Course Curriculum->Undergraduate->Press Submit.

	
	b.
	Each Master Chart section is located at the top of the course listing for each prefix area (ACC, MGT, etc.).

	
	c.
	The columns of information are:

	
	
	· Course Name and Number

	
	
	· Current Textbook, Software Used and Room Set-up

	
	· Developer & Reason

	
	· Status & Future Changes

	

	

	SUPPORTING RESOURCES:  

	1.
	Work with program members to continue to develop and collect Supporting Resource materials for all courses in your department.  There should be at least two for each course.  (Please do not include the current textbook as a supporting resource.  This is a request from the library.)

	2.
	Supporting Resources are teacher-developed materials to help support the course.  Examples:  Ideas and strategies, bibliography, topic outlines, audio visual list, handouts, projects and assignments, case studies, evaluation of competencies, equipment list, grading ideas, tests, modules, lectures, web sites, overheads and PowerPoint presentations.  Learning activities are considered a supporting resource.  How does the instructor engage students into the learning process to ensure they have the knowledge and/or have met the course outcomes?  Examples:  Checklist for hands-on activity, lab assignments, group activity, class project, portfolio, student presentations, role-play, journal writing, adapt a board game.

	3.
	You may refer to the handout, “Sample of Supporting Resources” for ideas on creating Supporting Resources.  

	

	

	CURRICULUM MEETINGS.  Chair your System Program Meetings:

	1.
	Meetings should be held two-three times per year.  TIP:  From time to time you might want to consider doing the meeting as a video, teleconference, or e-mail discussion to avoid traveling and expense.

	2.
	Refer to the "Meeting Duties for Program Coordinators" document for further information on meetings:

	
	a.
	It includes a list of "Required Agenda Items for Curriculum Meetings" for planning your meetings.

	
	b.
	It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Program Coordinators/Deans -> Meeting Duties for Program Coordinators.

	
	c.
	Assign a note taker for each meeting and have the minutes forwarded to you within two weeks.

	3.
	Refer also to the following policy documents on the Baker College Web Site if you are not already familiar with them:

	
	· "Curriculum Approval Process," which defines the required three-level approval process for System Curriculum approval, Presidents’ Council/System Executive Committee approval, etc., for curriculum development and revision.  It also includes the document, “Curriculum Development Approval Process,” which describes the steps for curriculum development within academic departments, such as Accounting, Management, etc.  (It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development -> Curriculum Approval Process.)

	
	· "Curriculum Checklist/Tips for Writing Curriculum for Baker College/Critical Thinking Verbs for COs."  This handout includes a one-page checklist for writing course outcomes and syllabus guides; tips for writing curriculum correctly for Baker College; and a list of Bloom’s Taxonomy critical thinking verbs to use when writing course outcomes.  (It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development-> Checklist for Curriculum Development.)

	
	· "System Curriculum Committee Proposals," which defines the required format and timelines for submitting proposals to the System Curriculum Committee, held during the ninth week of Fall, Winter, and Spring quarters.  (It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development -> System Curriculum Committee Proposals.)

	
	· "System Curriculum Proposal Template," this template is designed to allow you to insert your proposal information for submission.  .  (It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development -> System Curriculum Proposal Template.)

	
	· "Textbook Evaluation Form," a tool for reviewing textbooks, compiled from a variety of college textbook review tools.             Due to its length, specific sections may be targeted for review of the same textbook by all campuses.  Also included is a tool for determining the readability level of textbooks.  (It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development -> Textbook Evaluation Form.)

	
	· "Textbook Policy and Alternate Textbook Proposal Form," which defines the policy for official and alternate textbooks and includes the form to use to request authorization for implementing an alternate textbook.  (It is available on the Baker College Web Site as follows:   Faculty/Staff Resources -> Administration Web Site -> Curriculum Development ->Textbook Policy for Official and Alternate Textbook.)

	
	· "Pilot/Research Project Policy and Procedures," which defines the required approval process for implementing and following up on a pilot project.  (It is available on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Curriculum Development-> Pilot/Research Project Policy and Procedures.)


	4.
	Use the "e-mail" approach to meetings: 

	
	a.
	Keep an e-mail discussion group going for your department to "iron out" some meeting issues prior to the day of the meeting.

	
	b.
	It guarantees much shorter meeting days.

	5.
	Understand the "System Curriculum Committee"  process:

	
	a.
	These meetings are held the ninth week of Fall, Winter and Spring to handle all "Level 2" issues (as defined on the "Curriculum Approval Process" document, available on the Baker College Web Site as defined above).

	
	b.
	Your representatives = your System Department Coordinator and the System Directors of Curriculum and Assessment.

	
	c.
	Your proposals should be prepared as directed in the "System Curriculum Proposal" document, available on the Baker College Web Site as defined above.

	

	

	CONSULTING. Consult with campus and system personnel relating to program needs (Admissions, Career Services, etc.):

	1.
	TIP:  You may want to order a Baker College System Telephone/Email  Directory from the Help Desk (810-766-4060) to have a current contact list.

	2.
	You can also refer to the "Contact List (program coordinators, system office)"; it is prepared and updated regularly by the System Curriculum Department and contains both telephone and e-mail addresses.  It can be accessed on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> Program Coordinators/Deans -> Contact List.

	

	

	ACCREDITATION.  Maintain program accreditation where applicable.

	
	

	
	

	PUBLICATIONS REVISIONS.  Review and mark revisions for the following documents annually and submit to your System Department Coordinator by the due dates :

	1.
	COLLEGE CATALOG, STEP PLANS, AND ROTATION SCHEDULES:

	
	a.
	Submit catalog changes to the System Department Coordinator by the 7th week of winter quarter.

	
	b.
	Step Plans and Rotation Schedules are available on the AS/400 within the deans menu (go resdean) item 43 are the Student Step Plans/Rotations and item 44 are the Master Step Plans/Rotations.

	2. 
	DIRECT MEASURES SCHEDULE:

	
	a.
	Revise the “Assessment Schedule for Individual Classes – Done by Quarter.”

	
	b.
	This document is available on the Baker College Web Site.

	
	c.
	If you have any revisions, please notify the System Assessment Office at 810-766-4294 or contact Alison Rhoads by email.

	3.
	COURSE REVIEW SCHEDULE: 

	
	a.
	Revise this document prior to each Fall to make sure that courses are scheduled for review in the quarter they are offered on campuses.

	
	b.
	This document is available on the Baker College Web Site.

	
	c.         
	If you have any revisions, please notify the System Assessment Office at 810-766-4294 or contact Alison Rhoads by email.

	4.
	PROGRAM REVIEW SCHEDULE: 

	
	a.
	This schedule is written by the System Assessment Office.

	
	b.
	This document is available on the Baker College Web Site.

	
	c.
	If you have any revisions, please notify the System Assessment Office at 810-766-4294 or contact Alison Rhoads by email.
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