Florida Gulf Coast University College of Education


Curriculum Review & Approval Process
General Description:
Process for making revisions to majors, minors, or certificates.  Process for adding new minors or certificate programs.  Process for changing, adding or deleting a course. 
	Date
	Person Responsible
	Task

	By January 31

	 Faculty 
	Discuss recommendations for revisions in courses or programs based on data, standards, regulations, etc with program leader. 
Program leader discusses with Associate Dean. 
Associate Dean presents to Leadership Team for approval to plan.
Associate Dean notifies Program Leader of approval to plan or of reason plan was denied.

	Spring semester
	Program leader with program faculty
	Look into feasibility of change and clear with other program faculty.
 New degree/program approval is a different process and the Office of Curriculum and Instruction should be contacted for assistance. 
Step 1 – enter the Course Management System
If consensus is to change, request that CMS administrator add program leader to CMS as an initiator. 
Open  CMS: https://midas.fgcu.edu/acadaff/scns/default.asp
Establish password in CMS (default password is scns).
Step 2  - Complete the Degree-Major Revision Form
This form must be completed for program revisions and all course changes for any course associated with a degree programs.
Download from the Curriculum Proposal Form link , located on left side of CMS home page.

Complete all information.

Provide an explanation for all “no” responses related to faculty, library, facilities, and impacts on other programs.  This form will be submitted in hard copy.
Step 3  - Make Course Changes, Additions, or Deletions
Log into the CMS system 

Select the course to change or add a new course

Complete all information. 

Be sure to include any missing information, such as:

· Learning outcomes

· textbooks 

Provide an explanation for all “no” responses related to faculty, library, facilities, and impacts on other programs.
Click submit to save.
Go back to the College of Education menu item to print the document you created or revised.
Select the course you just entered.
Click “Printer Friendly version” at the top of the document.
Step 4 – Make Catalog Changes
Go to the COE website at http://www.fgcu.edu/catalog/ (under Academic Programs on left of home page).

Copy and paste catalog copy into a Word document to make and track changes. 

Print  with tracking. 



	March (date set by College Curriculum Team)
	Program leader
	Give 6 hard copies to College Curriculum Chair.  Copies should include:
1. Program change form.

2. Catalog copy with changes is color.

3. Copy of CMS form if course change is made.

	April
	College Curriculum Team
(CMS administrator suggested as ex-officio member)
	Review submissions, request clarification if needed, make change recommendations, and approve.
Once approved, curriculum team chair signs hard copy and sends to Associate Dean.
If not approved, hard copy sent to Associate Dean with explanation.


	
	Associate Dean
	If approved, sign and send hard copy to Dean for signature.
If not approved, meet with Program Leader and Curriculum Team Chair to explore improvements.



	
	Dean
	If approved, sign and send hard copy to CMS Administrator.

	By October 30
	CMS Administrator
	Verify all signatures are obtained.
If course change,  log into electronic CMS, click on College of Education, click on course to approve, scroll to bottom and click on modify, type in names and dates in approval box, click on save.
Return to College of Education course page and click on “approve course.”  If there are no problems, click on submit.  If problems noted, return to course page, click modify, correct problems, and repeat submission process.

File original CMS hard copy form (with signatures).
Send hard copy proposal forms and catalog copy (with changes in color) to the Office of Curriculum and Instruction. (Attention: Dr. Cathy Duff – GCT/Peggy Raynor – UCT)


	After October 30 (date set by university GCT and UCT)
	College curriculum representative
	The university-wide Undergraduate Curriculum Team (UCT) or the Graduate Curriculum Team (GCT) reviews and approves proposals.   The college curriculum representative can present proposals with the assistance of the college program leaders.

All pending proposals are available for viewing in Angel by the university curriculum teams.
The college curriculum representative reports the results of the university curriculum team to the program leaders and associate deans.


	After GCT and UCT approval
	Office of Curriculum and Instruction
	The Office of Curriculum and Instruction coordinates 
the next steps, which includes reviewing suggested course prefix/number assignments and updating program major information on the FGCU website , the catalog, and CAPP.
If needed, the OCI notifies the Florida Statewide Course Numbering System and/or the Florida Gulf Coast University Registrar to make changes to courses.
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