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Checklist for Curriculum Chairs
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· Attend this conference
· Research what relationship your curriculum committee has with your Board of Trustees and with your Academic Senate.  

· Determine the size of your job:

· Course approvals

· New Program Approvals

· Program Review

· Program Discontinuance

· SLO’s

· CurricuNet

· Tech review

· Gather reference materials:

· Title 5

· Local policies and procedures

· Academic Senate good practices and model papers

· Program and Course Approval Handbook
· Understand apportionment at least as it applies to curriculum.  

· Understand the difference between Title 5, apportionment, local, and accreditation requirements

· Understand the difference between Title 5, Academic Senate, and Chancellor’s office rules, procedures, and recommendations

· Understand the Brown Act and how it applies to curriculum committees and meetings

· Read Robert’s Rules of Order

· Know how to run a meeting

· Get your calendar set for the year and communicate important dates to faculty

· Be sure you are the official curriculum representative on the Chancellor’s office listserv

· Sign up for CaCurricChairs on yahoo groups

· If you have a local curriculum manual, find it, read it, and think about updating it

· Be aware that most faculty are not curriculum experts – they need assistance and not criticism when developing new courses and programs

· Be aware that it is the exceptions that will trip you up

· Late submissions

· Substantive vs. non-substantive changes

· Find a good suit of armor

Reference Materials

Chancellor's Office:  http://www.cccco.edu
/ Academic Affairs:  http://www.cccco.edu/ChancellorsOffice/Divisions/AcademicAffairs/Title5Guidelines/tabid/1330/Default.aspx 
/ Certification for Stand Alone Approval:  http://www.cccco.edu/SystemOffice/Divisions/AcademicAffairs/CreditProgramandCourseApproval/WhatsNew/CertificationTrainingforStandaloneCreditCour/tabid/781/Default.aspx 
/ Curriculum Instruction Unit  http://www.cccco.edu/ChancellorsOffice/Divisions/AcademicAffairs/CurriculumandInstructionUnit/tabid/1737/Default.aspx
 / Distance Education Guidelines:  http://www.cccco.edu/Portals/4/AA/Distance Education/DEGuidelinesMar2004.pdf
/ Min Quals  http://www.cccco.edu/ChancellorsOffice/Divisions/AcademicAffairs/MinimumQualifications/tabid/735/Default.aspx
/ Program and Course Approval Handbook:     http://www.cccco.edu/Portals/4/pcah_032009.pdf
 / Title V Guidelines: http://www.cccco.edu/SystemOffice/Divisions/AcademicAffairs/CreditProgramandCourseApproval/ReferenceMaterials/tabid/412/Default.aspx 
Academic Senate :    http://www.asccc.org/
/ Curriculum Institute – current and archives http://www.asccc.org/Events/Curric.htm
/ Rostrum Articles http://www.asccc.org/Publications/Ros.htm
/Local Senates Handbook http://www.asccc.org/LocalSenates/Hb.htm
/ Codes and Regulations http://www.asccc.org/LocalSenates/Cr.htm
Academic Senate Curriculum Web Page:   /http://www.ccccurriculum.info/
/ Curriculum Development  http://www.ccccurriculum.info/Curriculum/DevelopCurOutline/DevCourseOutMain.htm  

/Components of the Course Outline http://www.ccccurriculum.info/Curriculum/DevelopCurOutline/ModelOultine.htm
/ Good Practices http://www.ccccurriculum.info/Curriculum/GoodPract/GoodPract_Main.htm
/ Curriculum Committee  http://www.ccccurriculum.info/Curriculum/LocalCurCommittees/LocalCurCommittees_main.htm
Robert’s Rules of Order:  http://www.robertsrules.com/
CaCurricChairs Informal Discussion Group:  http://groups.yahoo.com/search?query=CaCurricChairs
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