SEATTLE CENTRAL COMMUNITY COLLEGE

Office of Instruction

Instructions for Establishing or Revising a Course
The course establishment process is designed to:

· Help faculty develop course outlines that clearly identify content and outcomes while maintaining academic freedom
· Support college curricula that meet student needs and the college mission
· Ensure that consistent and accurate course information is recorded in a timely manner 
· Meet the institutional obligation to maintain current and accurate course documentation
· Help faculty link outcomes with assessment at the course level

The committee assumes that proposals with faculty and dean signatures indicate that a course is a legitimate and desired addition to the curriculum. The committee reviews proposals for clarity and consistency with careful attention to goals, descriptions, and outcomes.
Before submitting a proposal:

· Check the district catalog for similar courses. Communicate with your administrator and peer faculty in the district. For transfer courses, provide evidence of concurrence from North and South campuses with the course coding form.
· For course revisions, request a copy of the outline on file from Mark Baumann at Siegal Center. 

· For new courses, request a course number from Mark Baumann at Siegal Center.

· If appropriate, work with Advising and the appropriate University of Washington department to establish transferability. 

· Contact Information Technology Services (587-4344) to be sure they can provide the computing resources needed for this course. 

· Notify the library (clibreference@sccd.ctc.edu or 587-5421) to be sure needed information resources (books, periodicals, online databases, etc.) are available.

· Obtain approval from your division Dean. For workforce education courses, get approval from the Executive Dean for Workforce Education as well.

For more information about course proposals: Our web page is http://seattlecentral.edu/users/crc/Course/cacmain.htm 

CAC Chair, Fred Goglia (206-587-6955) or FGoglia@sccd.ctc.edu
For help with outcomes and assessment: http://seattlecentral.edu/users/crc/Assessment/assessmentmain.htm  or the IAC chair Bruce McKenna bmckenna@sccd.ctc.edu.
Important: CAC will provide feedback within two weeks of the quarterly meeting. Courses that need revisions or corrections may require additional time. Although courses may be offered as soon as they are approved, the printed course schedule requires 2-3 quarters lead-time. 
How to submit: By the deadline, prepare both paper and electronic copies of:

1. Course Establishment Form/Outline , completed and saved with a file name that follows this pattern: ENG102_yourlastname.doc. Also include a printed copy with faculty and dean signatures. 
Note: If your proposal does not involve a change to the outline, include a copy of the existing course outline, available from Mark Baumann at Siegal Center.
2. A sample syllabus (this optional template offers suggested and required elements)
3. SCCD Course Coding Form with the dean’s signature and evidence of concurrence from North and South campuses 
Submit the required forms to the Course  Approval Chair, Fred Goglia (FGoglia@sccd.ctc.edu) by 4 p.m. on the deadline for review during the same quarter. 
You are encouraged to attend the course review meeting to expedite the review. Contact the committee chair if you plan to attend. The chair  will contact you about your proposal after the meeting.
Instructions: Application to Establish or Revise a Course 
Use these instructions to complete the Course Establishment Form
	Course number: Obtain a course number from Mark Baumann. You may specify your desired prefix & number.
	Course title: Give the complete course title to use on the syllabus and outline and in the course catalog.

	Submission date: The date the course is submitted to CAC. Provide both electronic and paper copies with signatures and concurrence. See calendar.
	Next Course Establishment meeting date: Visit the CAC calendar of course establishment meetings. Courses must be submitted by the quarterly deadline.

	 FORMCHECKBOX 
 New Course  For the following options, provide a copy of the outline on file with the District. Contact Mark Baumann.

 FORMCHECKBOX 
 Significant Course Revision*  

 FORMCHECKBOX 
 Minor Modification (e.g., title or number change)* 

 FORMCHECKBOX 
 Mode of Delivery addition or change

*Submit existing course outline with this proposal.
	Proposal description:  Please briefly describe the purpose of the proposal. For revisions and modifications, indicate what is different or new.   


	Designations Requested:  FORMCHECKBOX 
 QSR 
 FORMCHECKBOX 
IS
 FORMCHECKBOX 
C 
 FORMCHECKBOX 
GS
 FORMCHECKBOX 
US
 FORMCHECKBOX 
 None

These designations are used for the AA and AAS transfer degrees. Review the designation criteria.

	Additional comments:      

	Faculty Contact(s):        Division:        Mail stop:        Email:       Phone:      
       Division:        Mail stop:        Email:       Phone:      

	 FORMCHECKBOX 
 Emergency Approval Request Request emergency approval if the course is needed before it can be reviewed according to the committee’s regular schedule.
Reason for emergency request:      
Emergency  approval allows a course to be offered before the committee has completed its review. All normally required documentation must be provided. Requests will receive a response within 2 weeks when paperwork is received during fall, winter or spring quarter. Emergency  approved courses must go through committee review and be revised as needed for full approval within two quarters. 

CAC use: Emergency  approval valid through: _____. Full approval must be obtained by: _____


Routing & Signatures (Signatures indicate approval of the course outline and details as proposed.)
	The faculty and dean signatures must be provided with the course proposal.
	
	

	Proposing Faculty

Have your dean review and sign the proposal.
	
	Date

	Dean and/or Executive Dean for Workforce Education
 The CAC Chair will sign here to indicate CAC approval of the course. 
	
	Date

	Curriculum Approval Chair.
	
	Date


	Manager of Instructional Information Course will be routed to Diane Gherman after CAC approval
The VP will be last to sign. 
	
	

	Vice President for Instruction
	
	Date


Upon approval copies to:  Siegal Center, Proposing Faculty, Division Office, Advising, Library
Course Outline
The course outline is the guide for all instructors who teach a given course, regardless of delivery mode. Syllabi should reflect individual instructors’ offerings of a course. Although course title, goals, and outcomes should be the same for all offerings of a given course, syllabi, assignments, textbooks, and order of content may vary by instructor. These variations should be reflected in syllabi.
Note: All new courses must provide an outline. New outlines are also required for any changes to any of the content below. Change in mode proposals may not require a new outline.
	Course Prefix & No.: see above.
	Title: See above.
	Credits: Indicate the number of credits for the course.

	Division: The division under which the course is being proposed.
	Program/Department: The program or department that will be responsible for this course.

	Maximum Class Size:      
	Course length:       weeks Typical courses last 11 weeks, but length may vary.
	Prerequisite(s): Be sure that prerequisites are consistent with your division’s regular practice.

	Total Contact Hours:       
Lecture:
      (11 h. = 1 cr.) online courses usually list hours as “lecture” 
Lab: 
      (supervised; 22 hrs.=1 cr.) see criteria
Clinical:
     

Other:  
      (unsupervised; 33 hrs. = 1 cr.)
	Mode(s) of Delivery: 
 FORMCHECKBOX 
 On campus self-contained  

 FORMCHECKBOX 
 Correspondence  

 FORMCHECKBOX 
 Telecourse


 FORMCHECKBOX 
 Online instruction

 FORMCHECKBOX 
 Hybrid (e.g., online and on campus)

 FORMCHECKBOX 
 Other (please describe):      

	Course Description
	Describe the basic purpose, format, emphasis, and content of the course.

	Learning Outcomes
	As a result of taking this course, students will be able to:

List specific learning outcomes for this course. These are the outcomes that will be assessed in this course. – Outcomes state what students should demonstrate or represent relative to the objective. – Review Writing Course Outcomes for guidelines on writing effectives outcomes. - CAC will evaluate outcomes based on these guidelines.- Typical courses have 5-8 outcomes.

	Program or AA/AS Outcomes
	This course addresses the following program or degree outcomes:

· Review the program outcomes or degree and list the outcomes supported by this course.

	Topical Outline and/or Major Divisions
	Provide a basic outline of what will be covered in the course. This outline will describe the content of the course, but it does not prescribe the order or manner in which individual instructors will cover this content.

	Distribution Area
	Select a distribution area for AA and AAS degree courses.

	Additional Information
	     

	CAC Use Only

Special Designation (s)
	 FORMCHECKBOX 
 QSR
 FORMCHECKBOX 
IS
 FORMCHECKBOX 
C
 FORMCHECKBOX 
GS
 FORMCHECKBOX 
US
 FORMCHECKBOX 
 None

	Outline Prepared by: List the name of the person who prepared the outline.

Date:      


Additional Information
All new courses and major revisions: 

Review the Seattle Central Community College Mission and Values and Learning Outcomes (see left menu bar at http://seattlecentral.edu/sccc/) and respond briefly (150-300 words each) to the following: 

Mission and Values: How does the course support the college’s Mission and Values? 

Required for new courses and major revisions. Review the college’s mission and values and explain how the course contributes to them. Focus on the values that the course contributes most to; not every course will contribute to every value. 
Assessment: Briefly explain how you will know students have achieved the course specific and college wide or program outcomes you have identified for the course. 

Required for new courses and major revisions. Refer to the outcomes for the course, your program, or the college-wide outcomes, and note how these outcomes will be assessed. What are the major assessment strategies for the course? 
Mode Statement (required for all modes other than face-to-face): 
Explain how the course outcomes will be met in the proposed mode(s):
This statement should identify how the course outcomes will be addressed and assessed in the proposed mode .Face-to-face modes do not require this statement. For all other modes, comment on how content will be delivered, and how students will interact with the instructor and each other. 
Required if special designations are requested: 

For each designation requested explain how the course will meet the designation criteria found at http: http://seattlecentral.edu/users/crc/Course/cacresources.htm.
Designation Requested:  FORMDROPDOWN 
  

Statement: 
These designations apply to the AA and AAS degrees. A statement is required for each designation requested. This statement should refer to the special designation criteria linked above. 
Designation Requested:  FORMDROPDOWN 
  

Statement: 
     
