PREPARING CURRICULUM PROPOSALS

Pierpont Community and Technical College 
INSTRUCTIONS

Draft your proposal in accordance with the guidelines below and the format shown on the following pages. Should any item under the several headings not pertain to your proposal, write N/A. Number the second and subsequent pages of your proposal.

Supply the preliminary information about proposal as indicated below:

PROPOSAL NUMBER:  Leave this space blank. A number will be assigned to the proposal by the Curriculum Committee. 

SCHOOL: Enter the name of the School (e.g., Health Careers), Program (e.g., Medical Laboratory Technician).
PREPARER/CONTACT PERSON: Enter the name of the person who prepared the proposal and his/her telephone extension number. Include the names of 2 reviewers.
Further, the preparer/contact person or a designated alternate, should attend both the curriculum committee meeting(s) and the assembly meeting(s) to explain the proposal. 

COPIES OF MEMOS SENT TO AFFECTED PROGRAMS: Attach these to the back of your proposal.
MODEL SCHEDULE SUTIABLE FOR PUBLICATION IN THE CATALOG MUST BE INCLUEDE:  Attach this after any appendices.

LETTERS OF SUPPORT FROM DEANS OF AFFECTED PROGRAMS: If the Curriculum Committee requests these letters, attach them to the back of your proposal. 

DATE SUBMITTED: The Curriculum Committee meets on the fourth Thursday of each month. Proposals are due to the chair of the curriculum committee 1 week prior to the committee meeting. 
REVISION SUBMISSION DATE: If changes are required to the original proposal, enter the date the proposal was resubmitted.

IMPLEMENTATION DATE REQUESTED: Enter the first day of the semester (or summer term) and year in which the proposed curriculum change(s) would take effect.

CURRICULUM PROPOSAL (Submit an electronic copy to the Chair of the Curriculum Committee by the third Thursday of the month) (Fill in non-shaded areas only).

	Proposal Number:
	
	

	School/Department/Program:
	
	

	Preparer/Contact Person:
	
	

	Proposal Reviewers:
	
	

	Telephone Extension:
	
	

	Date Originally Submitted:
	
	

	Revision: Indicate date and label it Revision #1, #2, etc.:
	
	Date of Revision

	Implementation Date Requested 
	
	

	

	I
	PROPOSAL. Write a brief abstract, not exceeding 100 words, which describes the overall content of the proposal.

	
	

	II
	DESCRIPTION OF THE PROPOSAL.  Provide a response for each letter, A-G, and for each Roman Numeral II - V. If any section does not apply to your proposal, reply N/A.

	
	

	
	A.
	Deletion of course(s) or credit(s) from program(s)

	
	1.
	Total hours deleted.
	
	

	
	B.
	Addition of course(s) or credit(s) from program(s)

	
	1.
	
	
	

	
	C.
	Provision for interchangeable use of course(s) with program(s)

	
	

	
	D.
	Revision of course content. Include, as an appendix, a revised course description, written in complete sentences, suitable for use in the college catalog.

	
	

	
	E.
	Other changes to existing courses such as changes to title, course number, and elective or required status.

	
	

	
	F.
	Creation of new course(s). For each new course

	
	1.
	Designate the course number, title, units of credit, prerequisites (if any), ownership (FSU, PC&TC, or shared) and specify its status as an elective or required course.

	
	


	
	2.
	Include, as an appendix, a course description, written in complete sentences, suitable for use in the college catalog.

	
	

	
	3.
	Include, as an appendix, a detailed course outline consisting of at least two levels.

	
	
	

	
	4.  
	Include, as an appendix, Incoming Expectations for Students, Outcome Competencies, and Methods of Assessment.  Examples are available upon request from the Chair of the Curriculum Committee.

	
	

	
	G.
	Attach an itemized summary of the present program(s) affected, if any, and of the proposed change(s). 

	
	
	1.
	Describe how this proposal affects the hours needed to complete this     rogram.                                    program.  Specifically, what is the net gain or loss in hours?   Use the   

format for Current and Proposed Programs in Appendix A.                                                

	
	

	III.
	RATIONALE FOR THE PROPOSAL. 

	
	
	1.  
	Quantitative Assessment:   Indicate the types of assessment data, i.e., surveys, interviews, capstone courses, projects, licensure exams, 

Nationally-normed tests, locally developed measurements, accreditation reports, etc. collected and analyzed to determine that curricular changes were warranted. Quantitative data is preferred.

	
	
	

	
	
	2.
	Qualitative Assessment:   Based upon the assessment data above, indicate why a curricular change is justified. Indicate the expected results of the change. Be sure to include an estimate of the increased cost, or reduction in cost of implementation. FOR EXAMPLE: Will new faculty, facilities, equipment, or library materials be required?

	
	
	

	IV.
	Should this proposal affect any course or program in another school, a memo must be sent to the Dean of each school impacted and a copy of the memo(s) must be included with this proposal.  

	
	

	V.
	ADDITIONAL COMMENTS.

	
	


APPENDIX A
	AA/AS/AAS/ Degree in _______________

	Current Program

	
	
	
	
	

	Required Major Courses
	HRS
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL Required Major Courses
	 
	XX

	
	
	
	
	

	
	
	
	
	

	TOTAL GENERAL STUDIES HOURS
	
	XX

	
	
	
	
	

	
	
	
	
	

	TOTAL HOURS
	 
	XXX


