Committee Operational Guidelines 
Curriculum Committee / CoA at TTU

Preamble:
This document was adopted on 10/07/04 and provides an overview of the responsibilities of the committee and provides a structured process for establishing an agenda item and presenting it to the committee for review by facilitating:

1) a clear timetable for reviewing, deliberating, and voting on agenda items,

2) a clear and standardized set of agenda item submission requirements, 

3) a broad awareness of the committee’s agenda and better opportunities for input amongst the college faculty.

Procedure:
All new course proposals and any changes in the college that will affect: the text of the university bulletin, the sequencing of curriculum, the content of individual course curricula, placement of courses within the curriculum, and / or material conveyed to students for academic advising will be submitted as an agenda item for this committee before implementation.

Proposal authors should consult the Coordinator of Academic Programs (“CAP”), the Associate Dean for Academic Affairs (“ADAA”) or, for MS course proposals, the Associate Dean for Post Professional Programs (“ADPP”) and the Chair of Instruction (“CI”) as they begin developing their proposals for scheduling, consideration of potential conflicts and proposal viability, and paperwork reviews. Signatures should be obtained where required on the form prior to submittal to the Curriculum Committee.
The first annual meeting of the committee will be in the first few days after reporting back in the Fall semester and before the first class day of the semester. Each semester regular meeting dates will be decided upon by the body of the committee and announced in a memo to all faculty via electronic mail. 
Changes to committee procedures will be considered only in the first annual meeting.  The business time of the committee should be budgeted by the committee chair so as to provide for an average meeting time of one hour per month.  The chair will notify the committee in advance if a longer meeting time will be needed.

Agenda items can be brought to the committee as new business via a committee member, from the administrative council, or through the co-authorship and support by three tenured and / or tenure-track faculty members.

As a recommended schedule for submission, new courses that are to be taught initially in a Fall or Summer semester should be brought to the committee for consideration no later than the prior November.  Courses to be taught initially in a Spring semester should be brought to the committee and for consideration no later than the prior April’s committee meeting.  All other items will need to be presented to the committee two business meetings before proposed implementation.

Requirements:  When beginning consideration of a curricular modification, an author should consider:
1) A timetable for implementation.

2) How will the proposed change / addition affect the overall curriculum?

3) How does the proposed change / addition impact the curriculum sequence?

4) What is the need for the change / addition and what will it accomplish?

5) The staffing Implications. (to be reviewed by the “CI”)

If the proposal is a new course or the content of an existing course is changed:

6) What will be the facility and instructional media needs?

7) What will be the fiscal implications of the proposal? (to be reviewed by the “CI”)

To bring an item for consideration by the committee an author(s) should submit in writing a complete proposal to the committee, via the “CAP”, as a new business item tabled for deliberation and vote in the following month’s committee meeting.  In other words, any item or issue that is brought to this committee will have to be presented as a complete submission at a regularly scheduled meeting, tabled at that meeting as an agenda item for the following month, and opened as current business at the following meeting.

The paperwork for submission to the Curriculum Committee will include:

1) a self-generated proposal statement (150 words maximum).

2) paperwork needed to apply for a change or addition to university publications.

3) paperwork needed for university level approval and adoption (such as the Graduate School).

4) the committee’s “Curricular Change and New Course Proposal Form” which is available on the college’s website and through the Student Advising Office (“P2ARC”)

If this is a new course addition or a change to existing course content, it should also include:

5)
a tentative syllabus showing proposed course objectives, texts, assignments, and assessment structure.

Completing all the paperwork through to full university approval is the responsibility of the authors of the proposal, not the CAP or the P2ARC. Once complete and reviewed by the “CI” and “ADAA” paperwork for a proposal to the Curriculum Committee should be submitted to the “CAP” for distribution to committee members.

Once submitted, all tabled proposals will be announced as an upcoming committee agenda item in the subsequent faculty meeting and voted on in a Curriculum Committee meeting that follows that announcement. 
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