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Procedures

Procedure Number: 	201.00
Procedure: 	 	Curriculum Review, Overview
Date Adopted:		5/2010		   
Last Revision:		10/13/11		
References: 		BOR Policy 303.1 and 309.1 
Approved by:		ASCRC and Graduate Council
		
The Faculty Senate approves recommendations for specific curricular changes in the various schools or departments through the Academic Standards and Curriculum Review Committee (ASCRC) and Graduate Council.
[bookmark: _GoBack]Curriculum changes are submitted to the Faculty Senate Office in the fall of each year (deadline is usually the second to last Friday in September). The fall deadline is necessary for timely publication of the class schedule/catalog for student registration.  Late proposals will not be considered without justification that is approved by the full ASCRC.  ASCRC does not review curriculum proposals in the spring unless there is a special circumstance that warrants the review.  

ASCRC and Graduate Council work through curriculum subcommittees to assure the proposed changes meet current academic policy and standards. The committee chairs present seconded motions to the Faculty Senate starting in November to be included in the following year's catalog. After Senate approval, Level I and II program changes are shepherded through the Board of Regents approval process by the Provost's Office.
Review Steps:
1. Department prepares a digital copy of the appropriate form (Course Form, General Education Form, Writing or Upper-division Writing Form, Service Learning Form, Program Modification Form , Level I Program Form, or level II Regential Form).  Additional forms are required for Level I and Level II proposals – see instructions on Provost’s website. 
2. The form is signed by the chair, other affected programs, the dean, and Provost Office  (Level I and Level II) and is submitted to the Senate Office, UH 221 by the deadline.  [Level II proposals must also be signed by the Library Dean.]  A digital copy is sent as an email attachment to the faculty senate administrative associate.
3. The proposal(s) are logged by the administrative associate, the digital copy and summary are posted to the Senate's web site under the appropriate subcommittee and the original is given to the subcommittee chair.  A summary of proposals is also provided to the subcommittee chair. The department may review the posted items at anytime to assure the accuracy and completeness of the information. 
4. The subcommittee reviews the online proposals, prepares and presents consent agendas to ASCRC, General Education Committee, Graduate Council, or Writing Committee and discusses problem forms with the full Committee. The Subcommittee Chairs follows-up on any problems and presents resolutions to the full Committee.  Requesters are invited to ASCRC or Graduate Council for discussion if necessary. A revised form is submitted if significant changes are made, otherwise notations are made on the original form and the online form is updated by the administrative associate.   
5. After the review the subcommittee gives the curriculum forms to the administrative associate for filing in the senate office. 
6. The administrative associate creates the curriculum consent agenda (seconded motion) for presentation by the ASCRC and Graduate Council Chairs to the Faculty Senate.  The consent agenda is reviewed by ECOS the week prior to the senate meeting. The curriculum committee chairs meet with ECOS to discuss prior to the Senate meeting if necessary. The curriculum motion is posted to the Faculty Senate agenda online.  (Common course review at the system level may result in course number or title changes of approved courses.)  
7. After Faculty Senate approval, Level I and II proposals are guided through the regential approval process by the Provost's Office.
8. Approval notices are created by the administrative associate and sent to the instructor, department chair, dean, provost, and associate registrar for the fall and spring semesters.  The approved curriculum motions are archived on the website and in the senate office files.  
9. The Registrar’s Office updates the catalog from the approval notice and online curriculum forms in coordination with the common course number review at the system level. 
10. The administrative associate revises the general education course list and the list of UM courses that fulfill the MUS core.  
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