CATALOG REVISION/MINOR CHANGE TO COURSE OUTLINE OF RECORD

INSTRUCTIONS TO COMPLETE THIS FORM

WHEN SHOULD THIS FORM BE COMPLETED?

1. When you are making a MINOR change to the course outline of record
2. When you are making a MINOR change to the catalog description of the course

Tips:

· The change should be MINOR. If larger changes such as changes to the Student Learning Outcomes of the course are being made, complete the Course Outline of Record form and check the box “Existing Course Outline” on the COOR form.
· These changes are usually changes to the information on page 1 of the COOR form.
Curriculum Committee Evaluation Criteria:
· Justification that the change is clearly “minor”.
HOW SHOULD THIS FORM BE COMPLETED?

Change to begin in catalog year:
· Indicate in which catalog year the requested change should begin.

Tips:

· The change must be reflected in the catalog before it can be implemented. The catalog deadline is November 1 of the current year for a change to the next catalog.  So for example, if you want to make a change to a course to be reflected in the 2006-07 catalog, your request should be received by the Dean/Sr. Dean by November 1, 2005 for review and approval by the Curriculum Committee.
The change is to:

· Select the appropriate category/categories that you want to change such as:

· Deleting the course permanently
· Inactivating a course, which means it can be reactivated later
· Reactivating a course that was previously made inactive. Please submit the original COOR with this form.
· Making a change to the discipline faculty authorized to teach the course. Check the Disciplines List on the Chancellor’s web site www.cccco.edu or in with your Dean in the Office of Instruction.
· Changing, adding or deleting an advisory to the course

· Changing, adding or deleting a pre/co-requisite to the course. Complete the pre-requisite validation form.
· Changing the title, name or number of the course

· Making a MINOR change to the units or hours or mode of instruction of the course. For example, changing the lecture/lab hours of the course.

· Changing the catalog description of the course

· “Other”  may include changes such as: 
· Offering an existing course completely or partially online for the first time.

· Changing the grading policy of the course from “Letter Grade” to “Student Choice”.
· Changing the repeatability of the course

Tips:

· Don’t forget to attach the Course Outline of Record if you are reactivating a course that was made inactive previously.
· Before you make a change to the Discipline faculty who can teach the course, check the Chancellor’s website www.cccco.edu or consult with your Dean to check the State Chancellor’s approved “Disciplines List” available in the Office of Instruction.
· If you are making a change to the pre/co-requisites, complete and attach a new pre/co-requisite form with the justification clearly explained and with the proper documentation where necessary.
· If you are making a change to teach an existing course Partially or Completely online for the first time, complete an “Online Course Supplement” form, and follow the instructions and approval process for that form.
Curriculum Committee Evaluation Criteria:
· Appropriate justification and documentation are provided for the change. 
Change from:

· Clearly state or explain what the course outline of record lists currently.
Change to:

· Clearly state or explain the change you are proposing.

Rationale:

· Clearly explain the reason for the change.
Curriculum Committee Evaluation Criteria:
· Appropriate justification and documentation are provided for the change. 
Signatures:

· The author should first get the signature of the Department Chair.

· The author then submits the form to the Dean/Sr. Dean for approval and signature.
· The Curriculum Committee Chair signs the form after the change is approved by the Curriculum Committee.

· The President (or his designee) signs the form and forwards it to the Office of Instruction for filing. 

NOT approved because:

· If the course is not approved by the Curriculum Committee, the reason for the lack of approval is noted on the form and the form is sent back to the Department Chair. 
TO WHOM SHOULD THIS FORM BE SUBMITTED?

1. Submit a paper copy of this form along with the signatures of the Department Chair to your Dean/Senior Dean.

2. Submit an electronic copy of this form to the Office of Instruction at the same time. 

SUBMISSION DEADLINES:

· To make a change to a permanent course outline or record and/or to the LMC catalog, the annual catalog deadline is November 1 of the current year.  The change will be reflected in the catalog of the next year.  So, for example, to make a change to the 2007-2008 catalog, the request for change should be submitted to your Dean/Senior Dean before November 1, 2006 for Curriculum Committee approval.  You may submit the Catalog Revision/Minor Change to Course Outline of Record request any time through the academic year until November 1 for the following catalog year.
SAMPLES OF COMPLETED FORM:

Child Development 92
Registered Nursing 31
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