CURRICULUM APPROVAL PROCESS 

Effective August 2003 
Initiator: 
Completes submission guide (optional) located on (http://adminps.rrcc.ccofc.edu/curriculumapproval/)
· Consults Curriculum Committee member: 
Rand Richards, Peggy Burrus, Kerry Edwards, Paul Gallagher, Stephanie Berg, Bob Thomas, Christie Burton, Thyra Powers 
· Writes/revises State Curriculum Guide (http://www.cccs.edu/cccns/Faculty.html ) & Cover Sheet 

· Submits both forms to Dean/AVP electronically
(http://adminps.rrcc.ccofc.edu/curriculumapproval/)

Dean/AVP:
 Reviews Cover Sheet and Curriculum Guide.

· Approval & submission to Thyra
· Disapproval

Thyra Powers (x6387):  Receives by e-mail both the State form and Cover Sheet:   thyra.powers@rrcc.edu
· Screens materials for accuracy and completeness.

· Passes forms on to committee or returns to initiator for corrections.


Curriculum Committee:
Reviews Cover Sheet and Curriculum Guide at scheduled meeting.

· Invites initiator to attend a Curriculum Meeting

· Approval

· Disapproval (Committee member calls initiator)

Instructional 

Vice President:
Final approval – Submits State form to CCCS

· Forwards forms to Thyra Powers
· Disapproval (Vice President calls Dean/AVP and returns materials)

Thyra Powers (x6387):
Distributes Cover Sheet & course description.

· Catalog Office 

· Dean/AVP

· Electronic archival

***Deletions, credit changes, etc. need only the Cover Sheet turned in***

CPFs are due to Thyra on the second Thursday of each month:
Once the above process is completed, the CPF is forwarded to the CCCS Office of Curriculum and Instruction for CCCS approval and entered into CCCNS database.  

Questions?  
Call Rand Richards, x 6514 or Christie Burton, ext. 6249.

