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Introduction

Cateqories of Changes
Required Routing, Approvals and Notification

Confusion sometimes occurs concerning the appropriate procedure for proposing changes to
academic programs. This manual originates from the Academic Affairs Committee of the Faculty
Senate and is intended to be used as a set of directions from which the information needed for a
particular situation may be found.

To use this manual, locate the desired specific academic change in the table of contents. The
section located describes the procedural elements that must be followed to accomplish the
proposed change. The forms needed to develop a proposal are given at the end of this manual. An
overview of all the steps is given in Table 1. Additionally, the symbol “+” is used throughout to
signify a term that is listed in the Glossary at the end of this manual.

The information in this manual is meant to be useful because it describes in detail the procedure
that must be followed for all matters relating to alterations in courses, curriculums, degrees, and
programs. Again, each of these alterations is initiated by a proposal that identifies the specific
alteration - new, change, or drop - for the course, curriculum, degree, or program. The form for
the proposal is intended to provide the pertinent information allowing the faculty to initiate the
approval process. Other departments and units affected by the proposal must be contacted and
their response included with the proposal. At any step along the process, the proposal may be
returned for clarification or it may not be a









I. Approval Procedure for Courses, Curriculums, Degrees and Programs

A. Undergraduate and Graduate Courses.
1. New
a. Permanent (+). [Use Form A]



3.) Graduate Council.
a.) The Graduate Council shall follow Steps 8 and 9 for courses
numbered greater than 599. The Dean of the Graduate School is
responsible for forwarding the proposal on to the Faculty Senate
(Faculty Senate Secretary). The Dean of the Graduate School is
responsible for notifying the graduate college faculty if the proposal



the proposal is not approved, and if approved, for notifying the
Faculty Senate Secretary that the proposal has been passed on to the
Graduate Council or to the Faculty Senate Academic Affairs
Committee.

3.) Graduate Council.
a.) The Graduate Council shall follow Steps 8 & 9 for an
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Senate Secretary is responsible for notifying the University if a
course/courses and course number(s) has/have been dropped from
the CDP. The action becomes official when Faculty Senate
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b. Title, credit hours, description, prerequis
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a.) A proposal is initiated by a department and Steps 1-3 should be
followed. All steps are shown in Table 1. The Department Head is
responsible for forwarding the approved proposal on to the Faculty
Senate Secretary. The proposal becomes official when the
Department approves the change.

b.) Other Departments and Colleges possibly affected shall be
informed and consulted about the proposed change. A letter
indicating any concerns (or lack of concern) from each Department
and College consulted must accompany the proposal.
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Senate.

2.) CIP Code (+): A CIP Code must be obtained by the College Dean
when Steps 4-6$ are followed for a new curriculum from the Planning and
Analysis Office. The CIP Code accompanies the proposal through the
change process.



The College shall follow Steps 4-6. The Dean of the College is
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responsible for notifying the College and/or the Graduate Council if the
proposal is not approved, and if approved, for forwarding the proposal on to
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information requested.
7.) Proposal involving the dropping of a degree or program shall follow the
applicable procedures of Appendix K of the Faculty Handbook



responsible for forwarding the proposal to the Board of Regents. The
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new degrees certificate programs, list student learning outcomes. Attach an
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I1. General Operations

A. Department (Step numbers 1,2,3). Table 1 shows the steps in the change process.
1. The faculty member(s) most clearly associated with the course(s) and/or curriculum(s)
change submit(s) the proposal change using the designated form for consideration and review
to the Department Curriculum Committee. Consideration should be given to availability of
faculty, space, equipment, library facilities, and budget in addition to the desirability of the
course content.
2. If the Department Curriculum Committee approves the proposal(s), the new offering is
considered for approval by the department faculty as a whole.



may reject, change, request revision and/or clarification, or approve the proposal. If the
proposal is approved, then copies of the approved information are made with a WHITE
cover including the following information:
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Senate.
4. Otherwise, when the proposal is approved, it is sent to the Academic Affairs Committee

of Faculty Senate.
5. Copies of the Graduate Council Minutes shall be sent to members of the Academic Affairs
Committee listing those courses, curriculums, and degrees approved.

D. Faculty Senate Academic Affairs Committee.
1. A minimum ten calendar day time period is required between the time the WHITE cover
material is received by the Committee and the time that it will be considered.
2. Objections to the proposals to be considered by the committee should, if possible, be sent
to the Chairperson prior to the meeting at which the proposal will be considered.
3. The Academic Affairs may take any of the following actions:
a. Request that the proposal be returned to the College Course and Curriculum
Committee for revision, modification, etc.



suppliers of the items required and the date needed.

G. University President.
Upon approval of a proposal, the President of the University forwards the proposal to the
Board of Regents.

H. Board of Regents.
1. The Academic and Extension Committee of the Board of Regents receives the proposal.
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I11. Procedure for Considering Matters of University Academic Policy

The following information is provided to promote and ensure an orderly and consistent
introduction, dissemination, information gathering, and decision making process regarding
matters of policy or criteria affecting courses, curriculum, degrees and other academic
matters. The information in this section augments the procedures for proposals regarding
courses, curriculums, and degrees.

A. Submission of Proposals to Academic Affairs Committee.
Any individual or group of standing in the university community (i.e. task forces,
Student Senate, faculty, committees, administrators, departments, and
interdisciplinary programs) may submit a proposal.
1. The Chair of the Academic Affairs Committee shall be contacted to
either place the item on the Academic Affairs Committee Agenda or refer
the item to the appropriate group for consideration.
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with phone number and e-mail address.

2.)Proposal text: Rationale for proposal, actual proposal,
supportive documentation and data (if any) relating to
implementation and impact of the proposal, other pertinent
information, and proposed effective date.

3.) Distribution of proposals: Copies of the proposal are
distributed by the sponsors as directed by Academic Affairs.
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a. Reject the proposal.
b. Return the proposal to the sponsor(s) for additional revision,
modification, etc.
c. Approve the proposal as submitted and forward it to the Faculty
Senate Executive Committee for inclusion on the next Faculty
Senate meeting agenda.
d. Approve the proposal with minor modifications and forward it to
the Faculty Senate Executive Committee.
e. Receive and forward the proposal on to the Faculty Senate
Executive Committee, with objections or commentary.
6. Faculty Senate Executive Committee places the item on the agenda for
the next Faculty Senate meeting. The Executive Committee may request
minor clarification or editorial corrections to the proposal. From this point
and onward, the standard procedures for courses and curriculums shall be
followed. See “F. Faculty Senate,” under “Il. General Operation Steps.”






Note: Original proposal must be sent to the Dean’s Office
Form B

Course/Curriculum/Degree Approval Checklist






