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A.
COMMITTEE CHARGE AND REPORTING
Charge:  Review, analyze, and make recommendations on matters pertaining to curriculum improvement and development in relation to the College’s philosophy and objectives, the needs of students, and the needs of the community.

Reporting: The Committee reports to the Vice President of Academic Affairs.

B.
COMMITTEE SCOPE
All matters pertaining to curriculum must be submitted to the Curriculum Committee.  These include but are not limited to:

Courses:  New, Revised, Inactivated and Deleted:     Note:  Effective 20081, the form ‘F/T Faculty Endorsement of New Course Proposal for GenEd inclusion’ needs to be completed and submitted for all proposed NEW courses seeking general education status.
· New courses and extensive course content revisions;

· Substantive course changes (course descriptions, titles, common course numbers, credit/clock hours, prerequisites, etc.);

· Non-substantive changes (If the Committee determines that the change is substantive, then the Committee shall request that normal procedures be followed and paperwork submitted);

· Course inactivations/deletions;

· General Education (See specific procedures - Section H);

· Special Topics (For Information Only:   Section I);

· Pilot courses  (For Information Only:   Section J).

Programs:  New, Revised, Inactivated, and Deleted:     Note:  Effective 20041, the form ‘New Technical Program / Program Expansion’ needs to be completed and 
submitted for all new and expansion of program proposals.
· New programs and new program descriptions (definitions can be found in Section L);
· Program revisions (changes in degree requirements);
· Revised program descriptions;
· Program inactivations/deletions 

C.
MEMBERSHIP AND SUPPORT STAFF
Appointed/Voting Members:  The Committee is composed of 19 members, including 3 students distributed among the disciplines and campuses of the College.  The membership is appointed jointly by the President of the College and the President of the Faculty Senate.  Students are appointed upon the recommendation of the Director of Student Affairs Programs, Services, and Organizations.

Replacement of Committee Members:  At the discretion of the Committee, an alternate may replace a committee member who misses two consecutive meetings.  In addition, replacements may be necessary because of resignation, illness, or other extenuating circumstances.  Should a Committee member need to be replaced, the Chair will consult with the President of the College and the President of the Faculty Senate.  The replacement should reflect, as closely as possible, the campus, discipline, and faculty/administrative status of the person being replaced.

Ex-Officio Members:  Vice President for Academic Affairs, Associate Vice President for Technical Education, Provost for Health Sciences, President of Faculty Senate, Deans of Academic Affairs, Deans of Student Affairs, Director of Curriculum Services, and the College Registrar.

Support Staff:  The Director of Curriculum Services and the Curriculum Committee secretary provide support services for the Committee and serve as information resources.

Curriculum Consultants:  These individuals are:  the Director of Curriculum Services, Provost for the Center of Health Science Education, Vice President for Academic Affairs, the Associate Vice President for Technical Education and/or the Academic Deans. The consultant assists with the overall development of the proposal packet and provides specific instructions on the current procedures, standards, review, transmittal methods, and time schedules. The Consultant should review the proposal for accuracy and completeness before appropriate signatures are obtained and the proposal is formally submitted to the curriculum committee.  (NOTE:  Early contact is beneficial)
D.
MEETINGS AND TIMELINES
Meetings:  The Committee typically meets once a month during Term 1 and 2. Extra meetings may be scheduled during Term 2 to accommodate the catalog deadline and/or during Term 3 for special circumstances.  In the event of a meeting cancellation (i.e. hurricane, etc.), the following outlines how old/new business transactions will be handled:

     ‘Old’ business items will be carried forward to the next regularly scheduled 

     meeting as ‘old’ business;

     ‘New’ business items will be carried forward to the next regularly scheduled 

     meeting as ‘new’ business; items to be labeled with ‘’Request Waive of First 

     Read’ tag for the next meeting.
Timelines:  Committee meeting dates and proposal deadlines are established by the Committee and distributed widely throughout the College, via Curriculum Services web site (Meetings:  Calendar)  Proposals are typically due in the Office of the Director of Curriculum Services, at least 12 working days prior to the date of the meeting.  After the Committee has acted upon a proposal, a recommendation is forwarded for approval to the Vice President of Academic Affairs. The Vice President then submits the proposal to the President. Final approval rests with the Board of Trustees. Courses or programs cannot be offered until the Board of Trustees approval has been secured.

Procedures:  Meetings are conducted using Roberts' Rules of Order.

Quorum:  The Curriculum Committee requires that a quorum of Committee members be present for conducting business, if the action involves the making of recommendations to the Vice President of Academic Affairs.  A quorum is defined as 50% of the voting members (truncated), plus one.

E.
GENERAL GUIDELINES
Who May Submit:  Any College faculty member, administrator, academic unit
or committee may submit proposals to the Committee.

Availability of Procedures:  Procedures for submitting proposals are available on the Office of Curriculum Services web site, as well as from the Chairperson of the Curriculum Committee, Vice President for Academic Affairs, Provost for the Center of Health Science, Associate Vice President for Technical Education, the campus Academic Deans, and the Director of Curriculum Services.

Contact to Credit Hour Ratios:  For new or substantially modified courses:

· College credit:  The norm for lecture is a 1-to-1 contact hour to credit hour ratio, and for lab is at least a 2-to-1 contact hour to credit hour ratio.

· Vocational certificates:  The norm is 30-clock hours-to-1 vocational credit hour. Vocational credit hours must be in multiples of 0.5 hours.

· Exceptions:  Exceptions to these norms should be identified and justified for the exception provided by the originator.

Handling of Proposals by the Committee:

· Two Reading Rule:  Proposals shall be presented at one meeting for a first reading and shall then be acted upon at the next meeting.  This procedure gives the Committee time to discuss them, gather additional information, etc.

· First Read Exemption:  An exemption to the two reading rule may be made for such transactions as state/external-agency required changes and discipline specific course/program changes.  To request such a waiver, the originator(s) must indicate the request in the appropriate box on the proposal’s articulation form.  Approval of the waiver shall require a two-thirds affirmative vote of the committee members present at the meeting.  The two-thirds vote occurs after the presentation of the proposal.
· Presentation:  A proposal should be presented to the Committee by its originator(s), by the Director of Curriculum Services, or by the appropriate representative responsible for the discipline area curriculum.  The originator(s) should return for the discussion at the second reading when final action shall be taken.
· Dissenting Opinions:  Any person not agreeing with a proposal shall either appear in person or submit a written statement to explain his/her objections.

· Forwarding of Committee Recommendations for Approval:  Committee recommendations are forwarded to the Vice-President for Academic Affairs or Vice President for Technical Education/Provost for Health Sciences for approval. The Committee will be notified, in writing, of the disposition of all recommendations that do not receive approval.

· Approval of Recommendations by the President/Board of Trustees: 
The Vice-President of Academic Affairs forwards proposed changes to the President. If the President concurs, the recommendations are submitted as agenda items for the next meeting of the Board of Trustees.

· Implementation of Recommendations:  After approval by the Board of Trustees, recommendations shall normally be put into effect at the beginning of the next academic year. Rationale for earlier implementation should be included with the proposal.

F.
FORMS
The following forms are used in the Curriculum Committee process:
· Curriculum Committee Proposal Articulation Form
· New Technical Program / Program Expansion Form

· Course Outline Form

· Permanent Course Information (PCI) Form

· Special Fee Course Form


Not all forms are needed for all transactions.  A description and ‘word’ document 


version of each form is available at this web site (Proposals:  Forms).
G.
PREPARATION AND SUBMISSION OF A PROPOSAL

· Contact the Appropriate Curriculum Consultant:  This may be the Director of Curriculum Services, Vice President for Academic Affairs,  Provost for Health Sciences, or Associate Vice President for Technical Education or the Dean of Academic Affairs. The Consultant should review the proposal for accuracy and completeness before appropriate signatures are obtained and the proposal is formally submitted to the curriculum committee. This person assists with the overall development of the proposal packet and provides specific instructions on procedures, standards, review, transmittal procedures, and time schedules.  Early contact is beneficial.
Prepare a Draft Proposal, including appropriate forms:  When sufficient background and content of the desired curricular action have been developed, a draft proposal is prepared.  Proposal packets should include a number of documents that vary according to the type of proposal.  Please consult (Proposal Checklists) at this web site to verify the required forms for each transaction.
Provide for Faculty/Advisory Committee review:  The originator(s) and the Curriculum Consultant present and/or provide the proposal draft to all full-time faculty and administrators in the related discipline area, and to the Advisory Committee, if applicable, for their written input and reaction.
Finalize the Proposal, Incorporating Feedback:  Feedback on the draft proposal should be reviewed and the proposal modified as appropriate.  The Curriculum Consultant assists in determining if a modified proposal requires any additional review/input by area faculty and administrators.  The goal is to reach consensus among the various stakeholders before final submission.  The Curriculum Committee packet should include all written reactions and objections that were not accommodated by the modified proposal.
Gather Articulation Form Signatures:  Proposals requiring Curriculum Committee action must include an Articulation Form with accompanying ‘e-signatures’ from the appropriate individuals as noted below.  All ‘e-signatures’ must be submitted by the stated deadline as part of the proposal documentation.  Objections to proposals must be stated in writing.
1. AA Proposals:  A.A. proposals shall require all e-signatures designated on the acknowledgment page of the Articulation Form. 

2. AAS, AS, Applied Technology Diploma, Certificate Proposals:  In instances where the proposal is specific to a technical program offered on one campus location; and affects only the major courses offered by that program; and has no academic implications outside of that program on other academic departments and their related courses or operations, then only the e-signatures of that program's academic administrators shall be required.
Deliver Original Proposal and to the Office of Curriculum Services:  
1. Proposal(s) must be submitted at least 12 working days prior to the meeting at which the proposal(s) shall be considered (Meetings:  Calendar) 

2.   Proposal packets shall not be accepted unless all appropriate documents 

      are completed and e-signatures are included (Proposal Checklist);
3. The Executive Curriculum Services Specialist will place the proposal on the agenda.
H.
GENERAL EDUCATION COURSES  Note:  Effective 20081, the form ‘F/T Faculty Endorsement of New Course Proposal for GenEd inclusion’ needs to be completed and submitted for all proposed NEW courses seeking general education status.
· Between full and comprehensive reviews of the Associate of Arts degree requirements, including general education requirements, new courses may be added to the designated discipline areas of general education with certain caveats: 

1.  The proposed course is a new course; 

2. The proposed course will not replace any other course on the list; 

3. The proposed course will not result in any changes to categories within 


      the discipline areas; 

4. The proposed course meets certain criteria that have been established 
      for consideration as a general education course.  

These criteria include the relationship of the course to the stated goals of general education; the transferability of the course; the course’s designation as a common prerequisite for a major; the justification for adding the course to the discipline area/category; the impact the course would have on other courses; demonstrated support for this course among discipline faculty; and implementation requirements.

· A request for general education status should be made at the same time that the new course is being submitted to the Curriculum Committee;
· The request will be considered by an ad-hoc committee appointed by the Vice President of Academic Affairs in consultation with the Chair of the Curriculum Committee and the President of the Faculty Senate;
· Both the Curriculum Committee and the ad-hoc committee should be present at the “first reading” of the course;
· The ad-hoc committee will make a recommendation to the Vice President of Academic Affairs as to whether or not the course should be included as part of the general education requirements after the Curriculum Committee has approved the course for inclusion in the College’s permanent course inventory.

· In cases where the State has mandated changes that affect the general education program, the Vice President of Academic Affairs will meet with the Curriculum Committee and, when appropriate, with the ad-hoc committee on general education to explain the required changes.

I.
SPECIAL TOPICS COURSES

· Special Topics Courses were created to address a variety of timely subjects within a discipline area. Topics or focus may vary from semester to semester. Recurring topics may be offered periodically but are not considered to be part of the regular curriculum. Should there be a desire to make a Special Topics course a part of the regular curriculum, the normal Curriculum Committee process must be followed. Students should be made aware that transferability of a Special Topics course is at the prerogative of the receiving institution.
· All Special Topics courses shall be submitted to the Director of Curriculum Services (or individual responsible for the subject area curriculum) prior to being included in the term schedule, and shall be accompanied by a PCI form with a course outline.
· The submission shall follow the same process of articulation that governs new courses.
· These courses shall also be submitted "for information only" to the Curriculum Committee.
J.
PILOT COURSES

Intention:  Pilot courses are intended to provide faculty with the opportunity to evaluate a new course or modify an existing course.  After the assessment is completed, the course may be submitted to the Curriculum Committee to become a part of the permanent curriculum, following the procedures designated for new courses.

Limitations:  A Pilot course is subject to the following limitations:

1. Pilot courses are usually limited to one semester;
2. Under special circumstances, Pilot courses may be offered for two semesters, with approval of the Curriculum Committee and the Vice President of Academic Affairs;
3. Pilot courses shall not be required of any student to meet degree requirements;
4. Pilot courses must include a strong evaluation component;
5. In exceptional circumstances when the Curriculum Committee is not in session, the Vice President of Academic Affairs can approve the pilot course.

Submission:  All Pilot course proposals shall be submitted to the Director of Curriculum Services, as well as the appropriate academic units and administrators for “information only.”
Curriculum Committee "For Information Only":  The proposal shall be presented as "for information only" to the Curriculum Committee.

Forwarded for Approval:  After being presented to the Curriculum Committee, the proposal shall be submitted to the Vice President for Academic Affairs for approval.

K.
PROCEDURES FOR APPROVAL OF NEW OR MODIFIED SPECIAL COURSE FEES

The establishment or modification of a new college vocational/technical special fee for a course not only must comply with the requirements and limitations delineated in Florida statute, but also must follow an institutional review process to ensure that all course fees are appropriate and necessary. The process involves several steps: 

· Request for fee approval

· Justification of the fee

· Approval process

· Implementation of the fee

Request for Fee Approval

1. A request for the establishment of a special fee for a new course or the modification of an existing special course fee should be made at the time that the course is presented to the Curriculum Committee. The proposed fee is presented to the Curriculum Committee on the articulation form, with a completed ‘Course Special Fee’ form as part of the proposal documentation.
2. A request to create a special fee or modify a special fee should be made by the end of December to ensure adequate time to discuss the fee, approve it, and include it in the following year’s budget projections.

Justification of the Fee

1. Before a department or program seeks to establish or change a special course fee, it must provide a written justification for the establishment or modification of the fee.

2. Among the expenses that can be considered in justifying the fee are:

· Consumables

· Maintenance/repair of equipment

· Maintenance of service contracts

· Tutoring and other academic support services

· Lab support personnel – part-time only

· Copying of materials

· Standardized tests

· Replacement of equipment

· Other special considerations

3. If the special fee is being requested as part of a new or revised course proposal, the special fee form should be attached to the Permanent Course Information (PCI).


Approval Process

1. If the special fee is being applied to a course that is offered at a single campus, the following individuals/groups must support and recommend the fee before it is submitted to the District Board of Trustees for approval:

· Campus Dean of Academic Affairs;
· Campus Provost;
· Vice President for Academic Affairs;
· President

2. If the special fee is being applied to a new college vocational/technical course offered at more than one campus or collegewide, the following individuals/groups must support and recommend the fee before it is submitted to the District Board of Trustees for approval:

· All affected Associate Deans;
· Deans of Academic Affairs of affected campuses;
· Provosts of affected campuses;
· Vice President for Academic Affairs;
· President

3. If the proposal is to create a special fee or modify a special fee for an entire category (college preparatory, open college, etc.), then the Vice President for Academic Affairs will bring the proposal to the President’s staff for discussion and recommendation before it is submitted to the President and the District Board of Trustees for approval.


Implementation of the Fee

1. New/revised course special fees are implemented prior to registration for session one of the next academic year.  Exceptions must be approved by the Vice President of Academic Affairs and submitted in writing to the College Registrar’s office.

2. Once the Board of Trustees has approved the fee, the College Registrar will input the fee into the course dictionary

3. The Director of Curriculum Services will verify that all approved special course fees have been entered into the computerized integrated database system at the end of each term.

L. DEFINITIONS:  Degrees, Certificates, Diplomas
Associate of Arts (A.A.) degree

The Associate of Arts degree is a transfer degree that offers a course of study equivalent to those offered to the freshman and sophomore students in the lower division of Florida’s state universities. The degree requirements consist of thirty-six semester hours of general education which parallel the university requirements and twenty-four semester hours of electives in preparation for a major area of study. If students receive the Associate of Arts degree from Broward Community College, their degree, in most cases, will meet the lower division requirements of a university and will admit them to the junior-level status.

Associate in Science (A.S.) degree
The Associate in Science degree is a career education and transfer degree. It is a 60+ credit hour degree intended to prepare students for immediate employment in a specific occupational area and/or for transfer into the State University System. The degree requires the completion of at least 15-18 semester hours of transferable general education courses that meet the Commission on Colleges of the Southern Association of College and Schools criteria along with technical courses which may or may not transfer. The general education courses will transfer and apply toward the thirty-six credit hours required for the baccalaureate degree in the State University System. In some areas of study, statewide program specific articulation agreements have been developed ensuring the transfer of the Associate in Science degree. The student is advised to see an advisor for a list of these programs.

Associate in Applied Science (A.A.S.) degree

The Associate in Applied Science degree (AAS) is a career/technical degree. The A.A.S. degree is a 60+ college credit hour degree consisting of both general education and technical courses. Graduates from such programs shall have the technical courses. Graduates from such programs shall have the technical skills, as well as the communication, problem-solving, and scientific skills to complete successfully in the job market and to advance in the workforce. In some areas of study, articulation agreements have been established with state universities and private colleges enabling the transfer of degree credits.

Technical Certificate Programs

A Technical Certificate is a program of study of less than sixty (60) credits of college-level technical courses that prepares students for immediate entry into the workforce. The certificate may be a part of an Associate in Science or an Associate in Applied Science degree and generally does not require the completion of general education courses.

Advanced Technical Certificates

The Advanced Technical Certificate (ATC) consists of a program of instruction consisting of nine (9) hours or more but less than forty-five (45) credit hours of college-level courses. The certificate is awarded to students who have already received an Associate in Science, Associate in Applied Science or related undergraduate degree and are seeking an advanced specialized planning program of study to supplement their degree.

Vocational Certificate

A Vocational Certificate is a program of instruction consisting of non-college level courses to prepare students to enter the workforce. The student receives vocational credit(s) upon completion of each course within the program. The Vocational Certificate is awarded upon completion of all vocational courses and demonstration of attainment of predetermined and specified performance requirements (reading and mathematical skills) as defined by Florida Law and Rule.

Applied Technology Diploma

The Applied Technology Diploma (ATD) consists of a course of study that is part of an Associate in Science degree or an Associate in Applied Science degree and leads to employment in a specific occupation. The diploma is less than sixty (60) college credit hours or vocational credits and is approximately fifty percent of the technical component of the degree. The ATD is awarded upon student completion of all technical courses and demonstration of attainment of predetermined and specified performance requirements (reading and mathematical skills) as defined by Florida Law and Rule. Transfer of coursework that is part of an ATD to an associate degree program is guaranteed for a period of three years following the date of the award of the ATD and based upon the AS or AAS articulation agreement.

M:
CHECKLISTS:  See Curriculum Services web site … menu item ‘Proposal Checklists’
cc-proposal-manual-04-05 ….. 8/04

Page 12  of  13
Page 9  of  13

[image: image1.png][image: image2.png]