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I - Obtaining Electronic Copies of this Handbook I

Accessing the Handbook on the Internet:

The Curriculum Standards Handbook Val. | (1995, Revised) is available electronically
on the Internet. Your local data processing staff should be able to help you access it

via the Cerritos Gopher Server. as follows.

1) From the main Cerritos Gopher menu select:
California Community College Chancellor's Office Information
2} From the next menu that appears select:
Curriculum and Instructional Resources
3} From the next list select:
Curriculum Standards Handbook Vol. | {1995, Revised)
4) For a brief overview of the Handbook and the other items available on this list select:
About Curriculum and Instructional Resources

Accessing the Cerritos Gopher Server:

You can access the Cerritos gopher server at the internet node cerritos.edu with
any gopher client, World Wide Web browser {e.g. Mosaic), or telnet session
product, as follows:

Telnet: Telnet to gopher.cerritos.edu and enter the username GOPHER
Gopher Clients: Point your gopher client to cerritos.edu
Web Browsers: Point your browser to url gopher://cerritos.edu:70/1

| Questions Regarding Information in this Handbook I

Questions related to this Handbook or any other matters of curriculum and
instruction should be addressed e/ectronically to the Chancelior's Office discussion
group on curriculum on the Internet. Official answers or other actions of the
Chancellor's Office are published via this discussion group to all colleges. Before
forwarding a question, please check the "Frequently Asked Questions" section of
this discussion group to determine if your question has aiready been posed.

To pose a question and receive answers to this and other questions, you must first
subscribe to the discussion group as follows:
1. Send a mail message to MAILSERV@CERRITOS.EDU

2. In the body of the text message include the fcllowing command on a line by itself.
SUBSCRIBE ccc-currhb-list

Then you may send your gquestion as follows:

1. Send a mail message to  ccc-currhb-list@CERRITOS.EDU
2. In the body of the text message include Your QUESTION
and your NAME, TITLE, COLLEGE, and TELEPHONE NUMBER

J




| Suggestion Form for Changes to Handbook* - I

Page/Paragraph/Section(s) of Handbook to be discussed:

Questicn or Suggestion: (Continue on back. Atiach additional pages if needed.)

Signature Title

*NOTE:
Completion of this form is NOT MANDATORY, but voluntary.

On-going solicitation of improvements to this Handbook or related state procedures does NOT mean
that the procedures in this version are "only draft”. A/ procedures specified in this Handbook are
fully in effect until such time as a revised Handbook, explicitly changing them, is published.

Excerpts from legislative statutes and Board regulations and standing orders, indicated by being
indented, right-justified, in bold and in a different font (as exemplified here). While suggestions
related to these sections are still useful, changes to these sections can be made only with
legislative or Board action, respectively.
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CURRICULUM STANDARDS HANDBOOK

VOLUME |
Legal and Procedural Requirements

Preface

Goais of State Curriculum Standards and Requirements

This preface explains the purposes behind the iegal and procedural requirements
described in Volume 1, as they are summarized in law and implemented in the
practice of the Chancellor's Office. An understanding of these purposes may be of
help in orienting those new to curricular responsibilities in the California Community
Coileges and in judging particular cases or addressing issues related to the approval,
reporting, and review of courses and programs.

1. "An Integral and Effective Element in the Structure of Higher Education”

The California Legislature, upon the Governor's ratification, has charged the Board of
Governors with the responsibility for providing leadership and direction in the
continuing development of the California community colleges as an integral and
effective element in the structure of higher education. Community colleges develop as
"an integral and effective element in the structure of public higher education" insofar
as they succeed in focusing scarce public resources upon instruction critical to the
system. And this effort in turn nocessarily depends upon the success with which
written Outlines of Record for each course communicate to faculty and students alike,
in every section of a course, the scope and rigor to be expected in this instruction.

Strong curricula make strong partnerships between segments. Outsiders can rarely
know more about the value of what students are learning than can be conveyed in
writing in an Outline of Record. And it is primarily through an explicit, inclusive and
systematic process of drafting and redrafting program requirements and written
Outlines of Record that the various stakeholders in public community colleges gain
their chance to help define what they are willing to pay for and to focus resources
on what they most need of the system in the way of substance and currency.

Approval at the state level of the new programs thus assures not only that tax dollars
are being expended for programs that are as well designed as pcssible but also that
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these programs fulfill purposes that best reflect the priorities of California's taxpayers
and other constituencies.

Standards for the written documentation of curriculum and for the design and
justification of new programs are thus critical to the system's ability to fulfill its
curricular obligations to students, to faculty, and to California.

The Foundation for Accountability

An institution cannot be fairly judged unless the expectations against which its
performance is to be judged have been clearly stated in advance. In higher
education, it is the written curricula that are the core of the "contract" defining
what those who support the institution have the right to expect of that institution
as to the knowledge and skill graduates will have gained, and as to the amount of
time and other resources that will have to be expended in achieving these
outcomes.

Only when faculty and students alike have access to such written agreements, and
when these agreements are clear and substantive enough to guide instruction in
every section of each course, can they hold themselves accountable for achieving
the agreed upon level of rigor, across sections, across faculty, and over time.

|

| In an era of shrinking resources, growing public unrest, and challenges to rethink
the mission and structure of higher education, our ability 10 define the standards by
which we shall be judged, and to document the good work going on in our
classrooms, becomes ever more essential. It is the Outlines of Record and catalog
descriptions that convey the content of our courses and programs and form the
benchmark against which the judgments of transfer institutions, employers, policy-
makers, and students themselves are made. And it is to these documents also that
the public turns in judging how much is being contributed by t+ - California
Community Colleges to the economic prosperity and social justice of the state and
to the democratic and occupational competence of its citizens.

stand up to the most intense scrutiny.

A Means to Improved Effectiveness

Good curricula not only help maintain consistency in the quality of instruction, they
also help raise that quality. The extended discourse regarding curricufum content
and the structure of good curriculum design that results from rigorous local
processes of curriculum review stimulate faculty in their efforts to conceive of
better designs.

State involvement in the definition and reinforcement of system-wide standards of
clarity and substance in the written curriculum also helps implement curricular
solutions to the fiscal crisis. Where improved effectiveness in the design of courses
results in significant cost savings, other colleges can readily realize these
improvements, and the associated savings, on their own campuses if there are

|

|

|

in these times, what we write about what we do in the classroom must be able to
|

|

|

|

|

\

Outlines of Record available for those courses. But these outlines can serve that
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purpose only if they are clear and complete enough to adequately document what
made the curricuium at the originating campus so cost effective.

A Way of Implementing Educational Values

State involvement in the promotion of curriculum standards and in the approval of
individual programs not only provides the explicitness and consistency necessary
for accountability, it can also facilitate the communication necessary for
disseminating improved practices. System-wide promotion of the core educational
values can help reinforce these values on individual campuses.

These values suggest that the colleges and the Chancellor's Office carry out their
curricular responsibilites with particular consideration for the following:

® Student Access & Success. Assuring the availability on every campus of the fuil
range of the curriculum traditionally covered in lower division transfer and
vocational programs, providing effective instruction in the full range of basic skills
essential to access and student success, promoting curricula, instruction, and
institutional policies known to increase the access, self-esteem, and success of
economically and/or educationally disadvantaged students, in particular.

® Social Well-Being. Fostering the ability of people to maintain and appreciate the
core disciplines, diverse cultural traditions and democratic communities and
workplaces.

® The California Economy. Supporting the flexibility and currency of California's
labor pool; anticipating its present and future human resource needs;
encouraging foreign and out-of-state companies to invest and locate in
California; and paying particular heed to the economic and cultural needs of the
many rural communities served only by the community colleges.

® State Priorities. Approving only curricula that accord with the priorities and
constraints of the state as expressed or implied in law, background papers, and
reports of other state agencies charged with formulating policies expressive of
the will of the people.

® Cost Control. Increasing productivity and effectiveness, minimizing local
district workload relative to the benefits of instruction, and avoiding duplication
of effort, delays for institutions and students, and wastes associated with
student attrition or credit loss after transfer.

® Local Responsiveness. Supporting the continued ability of the community
colleges to respond to the specific needs of their local communities and to hold
themselves accountable for their success.

® Academic Freedom. Supporting the full exercise of independent thought and
professional discretion on the part of faculty and staff wherever appropriate,
particularly where to do so is essential to the encouragement of effectiveness,




originality, diversity of perspectives, and the independent assessment of the
ends and actions of the state and other institutions.

A Basis for Equal Parinership Among Segments
in addition to its more general oversight of curriculum, the Board is also mandated
to promote the articulation of its curricula with the other segments.

With strong written curricula, widespread understanding of curriculum standards, and
procedures that give community college faculty primacy in applying these standar-'s,
faculty working across the segments can come to trust each other's work more funy.
They become more willing to rely upon the products of local review processes. In
such an atmosphere, it becomes easier not only to articulate courses but to work as
equal partners and to avoid overly prescriptive and time-consuming procedures that
impede student transfer and dampen curricular innovation.

2. "Maintain and continue to the maximum degree permissible, local
authority and control..."”

The Board of Governors is also mandated by the California Legislature, upon the
Governor's ratification to assure the overall quality and mission-appropriateness of
the curriculum of the colleges. This Handbook makes clear that this must be done
in a way that enhances the direct responsibility of those colleges for their curricula.
Accordingly, all curriculum actions and procedures of the Chancellor's Office are
governed by the following principles:

® Advance Notice/Fair warning. Every effort will be made to assure that (i)
colleges understand in advance the criteria, processes, and policies in use, and
that (ii) any changes in policy or broadly applicable precedents established by
particular actions are made available to all of the colleges that could be
affected, following appropriate consultation.

® Consistency and Soundness. Decisions regarding local curricula made in one
set of circumstances by the Chancellor's Office will be made again whenever
similar circumstances arise, and will be based upon explicitly stated, internally
consistent, and educationally sound concepts and principles that are fully
explained to the colleges affected.

® Equitable Handling of Differences. Differences between colleges that have no

detrimental educational or fiscal impact will be respected in Chancellor's Office
actions.

® Feasibilitcy. Timelines set for colleges or for Chancellor's Office actions which
affect colleges will be established to fit into the calendar and normal routines of
the college, wherever possible, and to otherwise minimize the impact on the

resources of the local colleges and districts of the required approval, reporting,
and review procedures.

I

vi




& Elimiration of impediments to Local Effectiveness. Insofar as possible,
Chancellor's Office procedures on curriculum and instruction will be designed to
facilitate the work of the local campus, to support overall effectiveness and
sound innovation, and to create no unnecessary impediments to good practice
or sound innovation.

To help assure that the above goals are met, users of this Handbook are encouraged to forward
suggestions using the form that follows the cover page.

vii
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Section 1
Requirements and Purposes of State Curriculum Approvals

IMPORTANT: Please note that excerpts from legislative statutes and Board regulations and
standing orders are indented, right-j ustified, in bold and in a different font (as exemplified here).

Section 70901(b){10) of the California Education Code requires the Board of
Governors to approve all new programs and those new courses that are not part of
approved programs, an authority delegated to the State Chancellor's Office. Standing
Order #402 of the Board of Governors requires the Chancellor's Office to publish the
criteria and procedures for carrying out these approvals in a Handbook. Section
70902(b){2) also mandates individual colleges to uphold state standards for courses
and programs, based upon curriculum policies each district is mandated to establish.
These responsibilities are carried out through a curriculum committee constituted as
required by T.5855002a. Sections 55001 and 55006 of Title 5 specify college
curriculum reporting obligations that will be addressed in Section 7 of this Handbook,
currently anticipated for publication in 1995-96.

As explained in Section 2.2, for colleges that demonstrate on a continuing basis the
adequacy of their local curriculum procedures for upholding the standards laid out in
this FHiandbook, the Chancellor's Office delegates the authority to approve courses
not part of approved programs (i.e. stand-alone courses) through their district's
own procedures without separate Chancellor's Office approval. The Chancellor's
Office periodically renews that delegation. The authority of the Board of Governors
to approve new programs has not been delegated to the colleges but continues to
be an obligation carried out by the Chancellor's Office.

) 1
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1.1 State and Local Approval Requirements

Each of the other segments of public higher education in California, che University
of California, and the California State University system, as well as the California
Community Colleges, must seek the approval of their central system offices for the
establishment of new educational programs. All three segments must also seek
concurrence in the approval of new programs and the coordination of such
approvals from the California Postsecondary Education Commission. Similar
requirements exist in forty-eight other states as well.

Ed.C. §70901(b) Board of Governors [State)

"...[T]he board of governors shall provide general supervision over community college districts,
and shall...

(1) Establish minimum standards as required by law, including, but not limited to...
(D) [m]inimum standards for credit and noncredit classes...

(8) Facilitate articulation with other segments of higher education with secondary
ecucation.

(9) Review and approve comprehensive plans for each community college district. The
plans shall be submitted to the board of governors by the governing buard of each
community college district.

(10) Review and approve all educational programs offered by community college districts,
and all courses that are not offered as part of an educational program approved by the
board of governors.

Ed.C. §70902(b)(2) Governing Board [District]

The governing board of each community college district shail...[e[stablish policies for and
approve courses of instruction and educational programs. The educational programs shall
be submitted to the board of governors for approval. Courses of instruction that are not
offered in approved educational programs shall be submitted to the board of governors for
approval. The governing board shall establish policies for, and approve, individual
courses that are offered in approved educational programs without referral to the board of
governors.

CCRT.5§51021 Curriculum

Each community college shall establish such programs of education and courses as will
permit the realization of the objectives and functions of the community college. All courses
shali be approved by the Chancellor in the manner provided in Chapter 1 (commencing
with Section 55000) of Division 6 of this part.
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CCR T.5§51022 Instructional Program

(a) The governing board of each community college district shall, no later than July 1,
1984, develop, file with the Chancellor, and carry out its policies for the establishment,
modification, or discontinuance of courses or programs. Such policies shall incorporate
statutory responsibilities regarding vocational or occupational training program review as
specified in Section 78016 of the Education Code.

(b) The governing board of each community college district shall, no later than Juiy 1,
1984, develop, file with the Chancellor and carry out its policies and procedures to provide
that its courses and programs are articulated with proximste four-year colleges and high
schools.

CCRT.5 §55109 Course Approval

(a) Except as provided in subsection (b) and Section 55160 [exempting community service
classes}, each course to be offered by a community college shall be approved by the Chancellor
before the course is offered by the colleges. The course shall be submitted to the Chancellor on
forms provided by the Chancellor's Office.

(b) If an educational program has been approved by the Chancellor, the governing board of a
district shall establish policies for, and may approve individual courses which are offered as
part of an approved program. Such courses need not be approved by the Chancellor, but shall
be reported in the manner provided in subsection(c).

(¢) For each course approved by a district, whether or not Chancellor's Office approval is
required, the district shall designate the appropriate classification of the course or activity in
accordance with Section 5500] [defining categories of instruction to be reported).

1.2  Definitions
CCRT.5§55000  Definitions.

(a) "Course" means an organized pattern of instruction on a specified subject offered by a
community college.

(b) "Educational program" is an organized sequence of courses leading to a defined objective, a
degree, a certificate, a diploma, a license, or transfer to another institution of higher education.

(c) "Class" means a community services offering.

1.3  State Curriculum Standards
Ed.C. §70901(b)(1)(D)
...[T]he board of governors shall provide general supervision over community college districts,

and shall...(1) Establish minimum standards as required by law...(D)...for credit and noncredit
classes.

*grl
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State standards to be used in the approval and the review of curricula include
standards expressed or implied in statute and regulation, the published expectations
of other segments of public higher education, and standards of good practice.
Standards of good practice are those routinely assumed in the development,
review, and approval of new and existing curricula, system wide, intersegmentally,
and by the various accrediting bodies.

Many of these standards have been explicated in the Handbooks of local faculty
and curriculum committees, documents of the Academic Senate for the California
Community Colleges, and in the resource materials and textbooks used for faculty
development and graduate instruction in curriculum design and instructional
methods.

State standards also incorporate the expectations of employers as these are stated
in various federal and statewide policies, the work of state and local industry
advisory committees, and the standards for various licenses and certificates.

Thes. si.ndards are explained and referenced in this Handbook, and/or during the
review and approval of new programs or courses at the state level. These
standards form the basis for the technical assistance to colleges regarding
curriculum development and approval that is provided by both the Chanceilor’s
Office and the Academic Senate. They constitute the framework within which
colleges are accorded delegation of approval of stand-alone credit courses and
demonstrate their ability to maintain such delegation.

1.4  Purpose of State Standards and Approval Requirements

This Handbook primarily contains information regarding state requirements that
govern local curriculum processes. In addition, some information is included that
explains the Chancellor’'s Office intent in establishing standards and procedures for
these requirements. This latter material does not constitute or create legal
requirements for local colleges. In order to emphasize this point and to lessen the
possibility of misunderstanding, a discussion of the purpose of state standards and
approval requirements has been included as the Preface to this Handbook.
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1.5  Curriculum Standards Handbook
In order that colleges be provided with the information needed to fulfill their
curricuium obligations, the Board of Governors directs in Standing Order #402 that:

(a) The Chancellor shall prepare, distribute, and maintain a detailed Handbook for use by the
local educational agencies. The Handbook shall contain course approval criteria, implementation
plans for administrative regulations, and procedures for securing course and program approvals.
(Italics added for emphasis).

(b) The Chancellor shall monitor and review courses and programs which v:ere approved under
the provisions of Section 70901 of the Education Code for compliance with applicable statutes
and regulations on a periodic basis.

In October 1992, the first edition of the Curriculum Standards Handbook was
‘published. It replaced most of two previous Chancellor's Office publications, the
1985 "Program and Course Approval and Reporting Procedures Handbook” and the
1987 "Course Standards Handbook.” In March 1995 this second edition of the
Curriculum Standards Handbook was made available to the colleges system-wide,
both electronically and in binder format.

To more clearly delineate requirements from suggesticns regarding good practice,
the current Handbook will be divided into two volumes, "Volume I: Legal and
Procedural Requirements" published in 1995, and "Volume |l: Good Practices”
projected for publication in 1996.

1.6.1 P of Pr Secti

Sections 1-5 of this 7995 Curriculum Standards Handbook, Velume I: Legal and
Procadural Requirements, explain the basis for Chancellor's Office approval and the
reasons for the documentation required. They define the standards that colleges
are to meet in obtaining approval of local curricula and in maintaining delegated
authority to approve courses that are not part of approved programs. A summary
of these expectations is included in two places: Appendix B, the checklist used by
the Chancellor's Office for the approval of new programs; and Appendix D, the
checklist colleges use to indicate their fulfillment of the three conditions for the
delegation of approval.

1




This version of the Handbook also includes the administrative regulations on

curriculum committees, prerequisites, distance education, and other matters related
to curricuium.

1.5.2 Additional Sections to Volume | Projected for 1995-96.

Sections 6-9, to be p ‘blished during 1995, as shown in the Table of Contents, will
carry out the requirements of Standing Order #402 regarding noncredit courses,
curricuium reporting requirements, curriculum review, and program termination
requirements.

Once complete, Volume I of the Curriculum Standards Handbook, dealing with
Legal and Procedural Requirements, will incorporate and guide the implementation
of all California laws bearing upon the quality of curriculum in the community
colleges.

1.6.3 Scope. Purpose and Development of Volume ||

During 1986, Volume Il on Good Practices will be prepared jointly with the
Academic Senate and Chief Instructional Officers. It will incorporate the
experiences of colleges in defining and maintaining excellence in the development
and renewal of local curriculum.

1.5.4 Intended Audience for the Curricufum Standards Handbook

All college personnel with curriculum responsibilities should have direct access to
this Handbook. The first condition for retaining delegation of the authority to
approve new credit courses locally, as explained in 2.4.1 below, requires

- dae rt ? r and ied with curriculum review...of the

In addition, faculty and others involved in developing new courses or programs, in
updating existing curriculum, or in evaluating existing programs, should be familiar
with this material.
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Ordinarily, those who should have read the most current version of this Handbook,
therefore, and who should either have copies or have access to copies, include:

® Curriculum Committee Members
® Academic Senate Representatives
® Divisicn & Department Heads

@ Chief Instructional Officers

® |nstructional Administrators

® Vocational Deans

® Student Service Administrators with DSP&S or Basic Skills responsibilities
@ Articulation Officers

® Librarians and Learning Resources Managers

® Faculty who are deveioping or updating courses or programs

® Any others who recommend the approval or continuance of courses or
programs

1.6 Local Curriculum Committees
1.6.1 Structure and Membership
CCR T.5 §55002(a)(1)

The college and/or district curriculum committee recommending the course shall be established
by the mutual agreement of the college and/or district administration and the academic senate.
The committee shall either be a committee of the academic senate or a committee which
includes faculty and is otherwise comprised in a way that is mutually agreeable to the college
and/or district administration and the academic senate.

1.6.2 Scope of Responsibilities

Curriculum committees established under CCR T.5 §55002 are responsibie for:

® Determining that courses meet the standards for quality in
CCR 7.5 855002 (See 4.2)
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® Defining critical thinking and college level as called for in CCR T.5 §55002
(See 4.2)

® Scrutinizing prerequisites as required in CCR T.5 §55201(d) (See 4.7)

® Determining that credit courses approved under CCR T.5 §55805.5a fulfill
the intersegmental expectations for either (i) submission of general
education courses to the Intersegmental General Education Transfer Core
{(IGETC) and/or (ii) the general education standards of the California State
University (CSU) as stated in CSU Executive Order 595; or the transfer
standards for electives and major requirements to campuses of CSU, and
the University of California, and/or other postsecondary collegés and
universities (See 4)

® Determining that credit courses approved under §55805.5b meet the
standards of the occupation for which they prepare students (See 4. 7)

® Determining that special classes offered pursuant to CCR T.5 §56028 meet
the guidelines therein (See 4.8.7)

® Reviewing distance education courses for conformity to state regulations
and guidelines (See 4.8.3)

1.6.3 Additional R ibiliti

Under the collegial consultation provisions of AB1725 (i.e., CCR 7.5 851023)
many colleges assign a variety of other responsibilities to their curriculum
committees including the determination of associate degree requirements, the
general education status of courses, the recommendation of courses for transfer
and articulation, and the review of existing courses and programs.




Section 2
Course Approval Authorities Delegated to Qualifying Colieges

IMPORTANT: Please note that excerpts from legislative statutes and Board regulations and
standing orders are indented, right-justified, in bold and in a different font (as exemplified kere).

The Board of Governors delegates its oversight responsibility for the community
college curriculum and instruction to the Chancellor’s Office. Tne Chancellor’s Office,
in turn, delegates specified parts of its authority to local districts on a conditional
basis. The precise scope of these local authorizations, the conditions of their
delegation, and the proceaures for maintaining them are described in this section.

2.1 Chanc ‘s Office A Au

The California Education Code requires the Board of Governors to:

(1) Establish minimum standards as required by law...[for] credit and noncredit classes...

(8) Facilitate articulation with other segments of higher education with secondary education...

(10) Review and approve ali educational programs offered by community college districts, and all
courses that are not offered as part of an educational program approved by the board of governors.
[Ed.C. §70901(b)]

It permits the Board of Governors to:

(c) ...[A]dopt rules and regulations necessary and proper to execute the functions specified in this
section...[Ed.C. §70901(c)]

And it also permits the Board of Governors to ¢elegate these oversight functions:

Ed.C. §70901(d)

Wherever in this section or any other statute a power is vested in the board of governors, the
board of governors, by a majority vote, may adopt # rule delegating that power to the
chancellor, or any officer, employee, or committee of the California Community Colleges, or
community college district, as the board of governors may designate. However, the board of
governors shall not delegate any power that is expressly made nondelegable by statute. Any
rule delegating authority shall prescribe the limits of delegation.

The Board of Governors has delegated the following powers to the Chancellor’s Office:

1. District Comprehensive Plans: Ed.C. §70901(b)(9); Title 5 §51008




2. Approval of New Programs: Ed.C. §70801(b)(10); Titie 5 §55130 (See 7.5.)

3. New Degree and Mon-degree Credit Courses Not Part of Approved
Programs: Ed.C. §70901(b)(1}(B) and {10); CCR T.5 855100(a), (See 7.4.)

4. New Noncredit Courses: Ed.C. §70901(b){10); CCR T.5 §55002(c) and §55150
(To be addressed in Section 6, anticipated for publication in 1995-96.)

5. Repeatability for Specified Courses: CCR T.5 §568161(c) (See 4.8.)

2.2 Approval Authorities Delegated to Local Colleges

In turn, in order to support local commitment to curriculum quality and the
professional autonomy of faculty, the Chancellor's Office delegates to colleges that
meet specified conditions, the following authority to act without separate
Chancellor’s Office approval:

® Approve new credit courses not part of approved programs. Under this
authority, new and existing courses may be assigned a TOP code without
regard to whether the college has approval for that TOP code.

® Determine that a given course meets the conditions of repeatability in accordance
with provisions of CCR T.5 §58161{c).

® Enter into conjoint programs between specified colleges within a district
that allow one college in the district to offer introductory and intermediate
courses to be counted toward a degree or certificate approved by the
Chancelloi's Office for a different college.

In addition, colleges continue to have the authority to:

® Approve graduation requirements that apply to all students seeking the

associate degree, including general education requirements as outiined in
T.5558086.

10




® Recommend patterns of courses to students for transfer or to meet other

student goals and publish them in the catalog as recommendations for the
convenience of students and counselors.

® Modify existing programs as needed to increase effectiveness or maintain
currency in relation to the ofiginal program goals and objectives. (See 5.)

2.3 ot Dele
The establishment of new programs is not delegated to the colleges. Chancellor’s
Office approval, i.e., inclusion in the Chancellor's Office Inventory of Approved

Programs, is still required before a college can take any of the following actions:

® Offer either new degree programs or certificate programs requiring 18 or riore
semester units in specified courses.

@ Advertise such programs in catalogs, class schedules, promotional
materials, etc.

The approval of new noncredit courses is also not delegated to the colleges.

2.4 Conditions for Delegated Approval

Colleges must demonstrate, by their documented actions and practices, that all
credit courses locally approved under this delcgation of state powers meet the
relevant state standards. Documentation that the conditions for delegation are
being met must be maintained by a college. A Delegation Checklist detailing the
documentation requirements is in Appendix D. This checklist is to be submitted to
the Chancellor annually according to a schedule that will be published during 1995.




2.4.1 Knowledge

The first condition is that facuity and staff charged with curriculum review, will
know state standards and requirements ’>r curriculum review and approval,
including in particular the information in «nis Handbook and addenda, as well as
general standards of good practice in curriculum and instructional design.

2.4.2 Procedures

The second condition is that the procedures employed both by the curriculum
committee and in other phases of the local curriculum development and approval
process assure that standards can be responsibly applied. Relevant indicators that
this condiiion is met include:

a) Reviewers foliow a process that is systematic and well-publicized and that
includes both those with disciplinary expertise in the subject matter at issue
and those outside the discipline who are affected by the course.

b) Handbooks, checklists, and model outlines, or other aids, used in the review
process, correctly address this Handbook's standards.

c) Faculty are accorded the scope of responsibilities mandated in law.

d) Reviewers are provided information on the particular courses or programs
that is substantive, complete, specific and timely enough to enable them to
apply these standards independently and appropriately.

2.4.3 Curriculum

The third condition is that continuing delegation requires that colleges be able to
assure that they produce approvable Course QOutlines of Record that are in
compliance with the standards specified in Sections 3 and 5 of Volume | of this
Handbook; and would typically be acceptable as meeting the requirements of
transfer receiving institutions.

>
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2.5 Restrictions on Delegated Approval Authority

The authorization described in Section 2.2 must be periodically renewed by the
Chancellor's Office based upon the college's continuing fulfillment of the three
conditions of delegation. Renewal may be based upon documentation specified in
the Delegation Checklist and submitted upon request and/or by periodic reviews of
the actual practices of colleges to determine whether these conditions are being
fulfilied. Details for obtaining such renewal will be published as part of Section 7
on curriculum reporting. Except as specified below, existing delegation continues in
force until such procedures have been published.

At the uiscretion of the Chancellor's Office--and in consultation with affected
districts--the delegation of any or all of the above powers may be retracted, for
individual colleges, or for the system as a whole, notwithstanding the fact that the
conditions specified herein have been and are currently veing fulfilled by the
affected colleges.

Where policy or other issues arise with particular types of courses, the Chancellor's
Office may assist the system in addressing these issues by designating these types
of courses as requiring a higher level of scrutiny for some duration of time,
pursuant to Ed.C. §78200.5. Such designation may be made as part of the annual
report on Curriculum Quality to the Board of Governors, or as otherwise needed.

In such a case, one or more of the following actions, or some similar actions will be
taken, after due consultation with those affected:

® Development, with the assistance of knowledgeable faculty, of the resource
materials and sample Outlines of Record for the curriculum area at issue.

® Development of advisories or addenda to the Curriculum Standards
Handbook, Chancellor's Office Procedures, and/or Board policies specific to
the area, as appropriate.

13




® Submission by all colleges, or by those involved in the colloquia in any given
year, of all or a sample of the Outlines of Record for such courses to be
reviewed by the Chancellor's Office, usually with the assistance of
discipline faculty.

® Exemption from the delegation of stand-alone credit course approval of
courses in that curriculum area and submission of all new stand-alone
courses in that area to the Chancellors Office for approval until the matter is
resolved.

In the last case, definitions of the kinds of courses on the list, explanations of their
inclusion, and forms and procedures for seeking state approval for that type of
course will be made available to colieges by the beginning of the next semester
following the announcement of the restriction. Restrictions upon particuiar courses
in that area would not go into effect until the second semester following the
annocuncement.

2.6 Regional Colloquia

To assist colleges in maintaining delegation of approval authority, Regional colloquia
will be convened on a three year cycle, beginning with the first 1995-96 term. At
that time, colleges will have the opportunity to share their supporting
documentation, including such items as local Handbooks and training materials and
sample course Outlines of Record, where appropriate. As currently envisioned, a
college will have opportunity to participate in a colloquia for one day's duration
once in every three years.

Each year the colloquia will be planned in consultation with the approximately thirty
colleges that will be participating in that year, to cover:

® Updates on changes to law and state procedures
® Sharing of procedures and conceptions of gecod practice

® Sharing and discussion of Outlines of Record that are exemplary, typical, o
problematic




® |[ssues of regional or systernwide concern

® Suggestions for improving systemwide procedures, revisions to the
Handbook, etc.

Primary leadership for the colloquium process will be provided by the Academic
Senate, coordinated by a standing Advisory Committee to the Chancellor’s Office

on Curriculum and Instruction, working with the colleges that will be participating in
the colloguia in that year. Colloquia participants may suggest other assistance that
can be provided to help colleges maintain intersegmental acceptance of their
courses, fulfill the three conditions of delegation, and otherwise meet the
curriculum standards in this Handbook.

2.7 Audits of Coliege Curricular Practices

Contracted district audits and audits conducted by the state Department of Finance
may employ audit tests of district compliance with the curricular statutes and
regulations cited in this Handbook. Colleges who have delegated authority to
locally approve their own courses will not be asked to provide evidence of state
approval of their stand-alone courses but may be subject to audit tests of their
fuifilment of the conditions of delegation based upon the documentation they
maintain regarding that fulfillment.

When evidence occurs that a college is not meeting the conditions for continuing
delegation, the Chancellor's Office will provide assistance to help rectify this
situation so that the college might continue to receive delegated authority.
However, if the conditions for delegation continue unmet, the Chancellor's Office
will withdraw the delegation until such time as the coliege is once again able to

demonstrate that it is meeting these conditions.
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Section 3
Five Approval Criteria for Courses and Programs

IMPORTANT: Please note that excerpts from legislative statutes and Board regulations and
standing orders are indented, right-justified, in bold and in a different foni {as exemplified here).

This section specifies the five criteria used by the Chancellor’s Office to approve
courses and programs. Courses or programs whose c¢ocumentation does not
demonstrate that all of these criteria are met cannot be approved by this office.
Likewise, any state disapproval must be justified in terms of the failure to meet one or
more of these criteria. Colleges that have delegated credit course approval authority
are similarly obligated by the third condition of that delegation to disapprove new
courses, and not recommend for state approval new program proposals, whose course
Outlines of Record and other documentation fail to demonstrate that all five of the
criteria listed below are met.

These five criteria are derived from statute, regulation, intersegmental agreements,
guidelines provided by transfer institutions and industry, and the experience of
those involved in the intersegmental and occupational review of courses, as well as
the standards of good practice established in the field of curriculum design. By
defining and explaining these criteria in this Handbook, and in consistently abiding
by them in its actions, the Chancellor’s Office fulfills the requirement that it publish
a Handbook that “..shall contain course approval criteria.” This section and the
two sections following, together with Appendices A and B, fulfill its further
obligation to publish the “...procedures for securing course and program approvals.”

3.1 Appropriateness to Mission

The stated goals and objectives of the proposed program, or the objectives defined in
the course Outline of Record, are consistent with the mission of the community colleges
as formulated in Title 58§ 55130(b)(5), and 55180 and with the mission and
comprehensive or master plan of the college. Curriculae fall within the mission when
designed to be taught to lower division students for credit towards the degree, and/or
for purposes of transfer, occupational preparation, or career supplementation or upgrade,
rather than for avocational use. Courses that develop the ability of students to succeed
in college level courses and adult noncredit instruction also fall within the mission.

17
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For courses to be mission appropriate, they must also not be designed primarily to
provide group activities or services, (e.g. physical activity, counseling, or
assessment) but rather to provide systematic instruction in a body of content or
skills whose mastery forms the basis of the student grade. Avocational, community
service, and contract courses do not qualify for state funding, but do fall within the
mission if they are self-supporting.

3.2 Need

There is a demonstrable need for a course or program that meets the stated goals and
objectives, at this time, and in the region the college proposes to serve with the program.

3.3  Quality

Courses and programs are integrated, with courses designed to effectively meet their
objectives and the goals and objectives of the programs for which they are required.
Outlines of Record for each course meet the standards outlined in Section 4.

34 Feasibility

The college has the resources to maintain the course or program in which the
course is required at the level of quality described in course Outlines of Record and
the new program application. Local approval procedures for new curriculum
incorporate a detailing of costs sufficient to determine that this criterion can be
fulfilled by the college.

In the case of programs, the college’s *firmation of its ability to offer the program is
based at least partly upon an analysis oi cost estimates and includes a commitment to
offer the required courses at least once every two years, unless the goals and rationale for
the particular program justify a longer time frame as being in the best interests of students.

3.5 Compliance

The course or program complies with all other laws applicable to it, including
federal regulations, licensing requirements, and the particular legal requirements for
courses explained in 4.8 of this Handbook.

. 18
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Section 4
Title Five and Intersegemental Standards for Courses

IMPORTANT: Please note that excerpts from legislative statutes and Board regulations and
standing orders are indented, right-justified, in bold and in a different font (as exemplified here).

It is the responsibility of the college and its curriculum committee to assure that the
standards summarized in Division 6 of Title 5 of the California Code of Regulations,
i.e., the regulations that govern curriculum procecure in the California Community
Colleges, are fulfilled for all new and existing courses. It is aiso their obligation to
assure that all courses that are offered for transfer meet the particular standards of
the institutions for which they are to be counted as transfer, especially those put
forward for inclusion in systemwide agreements, such as IGETC f(i.e. the
Intersegmental General Education Transfer Core.)

Where Outlines of Record for new or existing courses are submitted to the
Chancellor's Office as part of an application for a new program approval, it
becomes the direct responsibility of the Chancellor’s Office to uphold these
standards. New program applications whose course Outlines of Record do not
meet these standards will therefore be disapproved. A detailed checklist of what
the Chancellor's Office looks for in reviewing Outi.nes of Record in connection with
new program approval is included in this Handbook as Appendix B.

The Chancellor's Office may review a college's Outlines of Record as part of the
process of continuing delegation. As explained in Section 2.5, above, Outlines of
Record for courses in particular areas of the curriculum that have been identified by
the Board of Governors as problematic may also be requested from colleges. In all
such cases, the regulations excerpted below and the criteria laid out in the previous
section will govern the actions of the Chancellor's Office.

4.1 Associate Degree and General Education Courses
Courses approved through the local curriculum review process as suitable for the
fulfiliment of associate degree and general education requirements must reflect an

understanding by those reviewing the courses of both the expectations of the
Board of Guvernors and those of 4-year colleges and universities. The standards
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for the Community College associate degree and general education courses are
covered in this section.

The Outlines of Record for courses that are to count towards the associate degree
must /ntegrate subject-specific critical thinking and problem solving skills into every
component of the course, wherever appropriate.

It is expected that this process will yield a coherent course in which the
expectations laid out in the objectives are carried into the content, student
assignments, and standards for student evaluations.

Intersegmental standards as these have been formulated by the segments
themselves, together with guidance jointly developed by the Academic Senate for the
California Community Colleges regarding how best to meet these standards, can be
found in the "Curriculum Orientation Package II: Transfer General Education”,
available through your Academic Senate President. Among other resource materials
it contains the standards for the "Intersegmental General Education Transfer Core"
(IGETC) and "California State University Executive Order 595",

As in these documents make clear, courses that are to count towards general
education and/or for transfer must present the core concepts that define each
discipline systematically, not incidentally, and must hold students accountable for
mastering these concepts and methods at the level appropriate to the course. This
fact does not mean that only theoretical courses can count towards transfer. It is
educationally desirable, and often occupationally essential, to use "real world" or
"hands-on" applications, and/or studio practice, etc. to focus student interest,
illustrate concepts, and to test both theoretical and practical understanding of the
core concepts. In order for such courses to count for general education however,
the concepts and theories that make up the core of the discipline must still be the
main focus of instruction

While these expectations underlie the standards set by the other segments for the
acceptability of courses as fulfilling any of their general education requirements in
transfer, these same requirements are implicit in the stated expectations of the
Board of Governors regarding general education courses and associate degree
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courses for the California Community Colleges themselves. These requirements are
laid out in Title 5 of the California Code of Regulations, as follow:

CCR.TS §55805. Philosophy and Criteria for Associate Degree and General Education

(a) The governing board of a community college district shall adopt a policy which states its
specific philosophy on General Education. In developing this policy governing boards shall
consider the following policy of the Board of Governors:

The awarding of an Associate Degree is intended to represent more than an accumulation of
units. It is to symbolize a successful attempt on the part of the college to lead students through
patterns of learning experiences designed to develop certain capabilities and insights.

Among these are the ability to think and to communicate clearly and effectively both crally and
in writing; to use mathematics; to understand the modes of inquiry of the major disciplines; be
aware of other cultures and times; to achieve insights gained through experience in thinking
about ethical problems; and to develop the capacity for self-understanding. In addition to these
accomplishments, the student shall possess sufficient depth in some field of knowledge to
contribute to lifetime interest.

Central to an Associate Degree, General Education is designed to introduce students te the
variety of means through which people comprehend the modern world. It reflects the conviction
of colleges that those who receive their degrees must possess in common certain basic principles,
concepts and methodologies both unique to and shared by the various disciplines. College
educated persons must be able to use this knowledge when evaluating and appreciating the
physical environment, the culture and the society in which they live. Most importantly, General
Education should lead to better self-understanding.

In establishing or modifying a general education program, ways shall be sought to create
coherence and integration among the separate requirements. It is also desirable that general
education programs involve students actively in examining values inherent in proposed
solutions to major social problems.

(b) The governing board of a community college district shall also establish criteria to

determine which courses may be used in implementing its philosophy on the associate degree
and general education.

(¢) The governing board of a community college district shall, on a regular basis, review the
policy and criteria established pursuant to subsections (a) and (b) of this section.

CCR.T5 §55805.5 Types ~f Courses Appropriate to the Associate Degree
The criteria established by the governing board of a community college district to implement its
philosophy on the associate degree shall permit only courses that conform to the standards
specified in Section 55002 (a) and that fall into the following categories to be offered for

associate degree credit:

(a) All lower division courses accepted toward the baccalaureate degree by the California State
University or University of California or designed to be offered for transfer.

(b) Courses that apply to the major in non-baccalaureate occupational fields.

21
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(c) English courses not more than one level below the first transfer levei composition course,
typically known as English 1A. Each student may count only one such course as credit toward the
associate degree.

(d) All mathematical courses above and including Elementary Algebra.
(¢) Credit courses in English and mathematics taught in or on behalf of other departments and

which, as determined by the local governing board, require 2ntrance skills at a level equivalent to
those necessary for the courses specified in sections (c) and (d) above.

CCR.T5 §55806 Minimum Requirements for the Associate Degree...

The governing board of a community college district shall confer the degree of Associate in Arts or
Associate in Science upon a student who has demonstrated competence in reading, in written
expression, and in mathematics, and who has satisfactorily completed at least 60 semester units or
90 quarter units of college work. This course work requirement must be fulfilled in a curriculum
accepted toward the degree by a college within the district (as shown in its catalog.) It must include
at least 18 semester or 27 quarter units in General Education and at least 18 semester or 27
quarter units in major as prescribed in this section. Of the required units, at least 12 semester or
18 quarter units must be completed in residence at the coilege granting the degree. Exceptions to
residence requirements for the Associate Degree may be made by the governing board when it
determines that an injustice or undue hardship would be placed on the student.

(a) Major Requirements. At least 18 semester or 27 quarter units of study taken in a single
discipline or related disciplines, as listed in the Community Colieges '"Taxonomy of Programs"
shall be required.

(b) General Education Requirements.

(1) Students receiving an Associate Degree shail complete a minimum of 18 semester or 27 quarter
units of general education, including a minimum of three semester or four quarter uanits in each of
the areas (A), (B) and (C) and the same minimum in each pair of (D). The remainder of the units
requirement is also to be selected from among these four divisions or learning or as determined by
local option:

(A) Natural Sciences.

Courses in the natural science are those which examine the physical universe, its life forms, and
its natural phenomena. To satisfy the General Education Requirement in natural sciences, a
course shall be designed to help the student develop an appreciation and understanding of the
scientific method, and encourage an understanding of the relationships between science and
other human activities. This categr-y would include introductory or integrative courses in
astronomy, biology, chemistry, general physical science, geology, meteorology, oceanography,
physical geography, physical anthropology, physics and other scientific disciplines.

(B) Social and Behavioral Sciences.

Courses in the social and behavioral sciences are those which focus on people as members of
society. To satisfy the general education requirement in social and behavioral sciences, a course
shall be designed to develop an awareness of the methods of inquiry used by the social and
behavioral sciences. It shall be designed to stimulate critical thinking about the ways people act
and have acted in response to their societics and should promote appreciation of how societies
and social subgroups operate. This category would include introductory or integrative survey
courses in cultural anthropology, culturai geography, economics, history, political science,
psychology, sociology and related disciplines.

30
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(C) Humanities.

Courses in the humanities are those which study the cultural activities and artistic expressions
of human beings. To satisfy the general education requirement in the humanities, a course
shall be designed to help the student develop an awareness of the ways in which people through
the ages and in different cultures have responded to themselves and the world around them in
artistic and cultural creation and help the student develop aesthetic understanding and an
ability to make value judgments, Such courses could include introductory or integrative
courses in the arts, foreign language, literature, philosophy, and religion.

(D) Language and Rationality.

Courses in language that cover the principles and applications of language toward logical
thought, clear and precise expression and critical evaluation of communication in whatever
symbol system the student uses.

1. English Composition.
Courses fulfilling the written composition requirement shall be designed to include both
expository and argumentative writing.

2. Communication and Analytical Thinking.

Courses fulfilling the communication and analytical thinking requirement include oral
communication, mathematics, logic, statistics, computer languages and programming, and
related disciplines.

(2) While courses might satisfy more than one general education requirement, it may not be
counted more than once for these purposes. A course may be used to satisfy both a general
education requirement and a major requirement. Whether it may be counted again for a
different degree requirement is a matter for each college to determine. Students may use the
same course to meet a general education requirement for the Associate Degree and to partially
satisfy a general education requirement at the California State University, if such a course is
eligible under the provisions of section 40405 of this title.

(3) Ethnic Studies will be offered in at least one of the required areas...

4.2 Credit Courses Applicable to the Associate Degree
CCR T.5 §55002(a) Associate Degree Credit Course

An associate degree credit course is a course which has been designated as appropriate to the
associate degree in accordance with the requirements of Section 55805.5 and which has been
recommended by the college and/or district curriculum committee and approved by the district
governing board as a collegiate course meeting the needs of the students eligible for admission.

CCR T.5 §55002(a)(2) Standards for Approval [of Degree Credit Courses]

The college and/or district curriculum committee shall recommend approval of the course for
associate degree credit if it meets the following standards:

(A) Grading Policy. The course provides for measurement of student performance in terms of
the stated course objectives and culminates in a formal, permanently recorded grade bared
upon uniform standards in accordance with sectiou 55752 of this Civision. The grade is basea
on demonstrated proficiency in subject matter aad the ability to demonstrate that proficiency,
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at least in part, by means of essays, or in courses where the curriculum committee deems them
to be appropriate, by problem solving exercises or skills demonstrations by students.

(B) 'nits. The course grants units of credit based upon a relationship specified by ihe
governing board, between the number of units assigned to the course and the number of lecture
and/or laboratory hours or performance criteria specified in the course outline. The course also
requires a minimum of three hours of work per week, including class time for each unit of
credit, prorated for short-term, laboratory and activity courses.

(C) Intensity. The course treats subject matter with a scope and intensity that require students
to study independently ouiside of class time.

(D) Prerequisites and Corequisites. When the college and/or district curriculum committee,
determines, based on a review of the course Outlize of Record, that a student would be highly
unlikely to receive a satisfactory grade unless the student has knowledge or skills not taught in
the course, then the course shall require prerequisites or corequisites that are established,
reviewed, and applied in accordance with the requirements of Article 2.5 (commencing with
section 55200) of this Subchapter.

(E) Basic Skills Requirements. If success in the course is dependent upon communication or
computational skills, then the course shall require, consistent with the provisions of Article 2.5
(commencing with section 55200) of this Subchapter, as prerequisites or corequisites eligibility
for enroliment in associate degree credit courses in English and/or mathematics, respectively.

(F) Difficulty. The course work calls for critical thinking and the understanding and
application of concepts determined by the curriculuin committee to be at college level.

(G) Level. The course requires learning skills and a vocabulary that the curriculum committee
deems appropriate for a coilege course.

CCR T.5 §55002(b) Non-degree Credit Course.

A credit course designated by the governing board as not applicable to the associate degree is a
course which, at a minimum, is recommended by the college and/or district curriculum
committee (the committee described and established under Subdivision (a)(1) of this section)
and is approved by the district governing board and falls within one of the categories described
in Subdivision (1) of this subsection.

(1) Types of Courses. Non-degree applicable credit courses are:
(A) Precollegiate basic skills courses as defined in section 55502(d) of this division
(B) Courses designed to enable students to succeed in college-level work (including, but nat
limited to, college orientation and guidance courses, and discipline-specific preparatory
courses such as biology, history, or electronics) that integrate basic skills instruction

throughout and assign grades partly upon the demonstrated mastery of those skills.

(C) Precollegiate occupational preparation courses designed to provide foundation skilils for
students preparing for entrv into college-level occupational courses or programs
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4.4

(D) Essential occupational instruction for which meeting the standards of section 55002(a) is
neither necessary nor required.

(2) Standards for Approval. The college and/or distric¢ curriculum committee shall
recommend approval of the course on the basis of the standards which follow. In order to be
eligible for state apportionment, such courses must be approved (as courses mot part of
programs) by the Chancellor's Office as provided in section 55100 of this Division.

{(A) Grading Policy. The course provides for measurement of student performance in terms
of the stated course objectives and culminates in a formal, permanently recorded grade
based upon uniform stzndards in accordance with section 55758 of this Division. The grade
is based on demonstrated proficiency in the subject matter and the ability to demonstrate
that proficiency, at least in part, by means of written expression that may inciude essays, or,
in courses where the curriculum committee deems them to be appropriate, by problem
solving exercises or skills demonstrated by students.

(B) Units. The course grants units of credit based upon a relationship specified by the
governing board between the number of units assigned to the course and the number of
lecture and/or laboratory hours or performance criteria specified in the course outline. The
course requires a minimum of three hours of student work per week, per unit, including
class time and/or demonstrated competency, for each unit of credit, prorated for short-term
laboratory, and activity courses.

(C) Intensity. The course provides instruction in critical thinking and generally treats
subject matter with a scope and intensity that prepare students to study independently
outside of class time and includes reading and writing assignments and homework. In
particular, the assignments will be sufficiently rigorous that studeats completing each such
course successfully will have acquired the skills necessary to successfully complete college-
ievel work upon completion of the required sequence of such courses.

(D) Prerequisites and corequisites. When the college and/or district curriculum committee
deems appropriate, the course maj require prerequisites or corequisites for the course that
are established, reviewed, and applied in accordance with Article 2.5 (commencing with
section 55200) of this Subchapter.

Adult Noncredit Courses

CCR T.5 §55002(c) Noncredit Course.

A noncredit course is a course which, at a minimum, is recommended by the college and/or district’

curriculum committee (the committee described and established under subdivision (a)(1) of this
section) and approved by the district governing board as a course meeting the needs of enrolled
students.

Standards for Approval. The college and/or district curriculum committee shali recommend
approval of the course if the course treats subject matter and uses resource materials, teaching
methods, and standards of attendance and achievement that the committee deems appropriate
for the enrolled students. In order to be eligible for staie apportionment, such courses are
limited to the categories of instruction listed in Education Code section 847 11, and must be
approved by the Chancellor's Office as noted in Title V, section 55150.
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Ed §84711 (Operative until July 1, 1995)

(a) For purposes of this chapter, the following noncredit courses and classes shali be eligible for
funding:

(1) Ferenting, including parent cooperative preschools, classes in child growth and
development and parent-child relationships, and classes in parenting.

(2) Elementary and secondary basic skills and other courses and classes such as remedial
academic courses or classes in reading, mathematics, and language arts.

(37 English as a second language.
.(4) Citizenship for immigrants.
(5) Education programs for substantially handicapped persons.
(6) Short-term vocational programs with high employment potentiai.
(7) Education programs for older adults.
(9) Health and safety education.

(b) No state apportionment shall be made for any course or class which is not set forth in
subdivision (a) and for which no credit is given.

4.5 Community Services Ciasses
CCR T.5 §55002(d) Community Service Class
A community services class is a class which meets the follow;ing minimum requirements:
(1) Is approved by the local district governing board.

(2) Is designed for the physical, mental, mo.~\, economic, or civic development of persons
enrolled therein.

(3) Provides subject matter content, resource materials, and teaching methods which the
district governing board deems appropriate for the enrolled students.

(4) Is conducted in accordance with a predetermined strategy or plan.
(5) Is open to all nembers of the community,

(6) May not be claimed for apportionment purposes.

4.6 Contract Education Courses or Sections

Ed.C. §78020-78022

For purposes of this article:
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(a) "Contract education' means those situations in which a community college district contracts
with a public or private entity for the purposes of providing instruction or services or both by
the community college.

(b) "Credit" refers to any class offered for community college credit, regardless of whether the
class generates state apportionment.

(c) "Noncredit" refers to courses that meet the criteria for apportionment pursuant to section
8471l

(d) "Not-for-credit' refers to classes, including community services classes that are offered
without credit and which are not eligible for apportionments pursuant to section 84711.

Establishment of programs; recovery costs; calculating average daily attendance

The governing board of any community college district may establish, or with one or more
community college districts may establish, contract education programs within or outside the
state by agreement with any public or private agency, corporation, association, or any other
person or body, to provide specific edicational programs or training to meet the specific needs
of these bodies.

The contracting community college district or districts shall recover, from all revenue sources,
including, but not limited to public and private sources, or any combination thereof, an amount
equal tc, but not less than, the actual costs, including administrative costs, incurred in providing
these programs or training.

The attendance of students in these contract education programs shall not be included for
purposes of calculating the average daily attendance for apportionment to these districts, unless
all statutory and regulatory conditions for generating average daily attendance are met.

Ed.C. §78022 Faculty

(a) Faculty in all credit and noncredit contract education classes shall be selected and hired
according to procednres existing in a community college district for the selection of instructors
for credit classes.

(b) Facnlty teaching credit and noncredit contract education classes shall be compensated in the
same manner as comparable facnlty in the regular, noncontract education program. This
subdivision shall not apply to faculty teaching in contract education programs conducted
outside the United States for the United States armed forces, unless the faculty member is
covered by a collective bargaining agreement.

(c) Faculty teaching credit or noncredit contract education classes shall be evaluated according
to the procedures used for the evalnation of faculty in the regular, noncontract education
program.

(e) Faculty teaching not-for-credit contract educational programs shall be evaluated according
to procedures specified in the contract between the community college district and the public or
private entity to establish the program.

(N This section shall not be construed to restrict the appearance of guest lecturers in any
programs or classes operated by a community college district.
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4.7 Course Prerequisites

The standards laid out above in CCR T.5 855002(a) seek to assure college level
rigor in all courses that count toward the degree, by requiring both: (a) that the
Outlines of Record define rigorous expectations, including the setting of appropriate
prerequisites, and (b) that each section of the course actually be taught to that level
of rigor.

In order to ensure that each section of a course can be taught at the level of rigor
intended in the approved Outline of Record, insofar as that is dependent upon the
preparation of those enrolling in the course--while at the same time protecting the
open enrollment rights of students--the following regulations have been established
in Title 5. These regulations provide a fair and equitable process whereby students
may be restricted from enrolling in a course unless they possess the preparation
presupposed in the design of the course.

4.7.1 Definitions

CCR T.5 §55200
For the purposes of this Division, the following definitions apply:

(a) "Prerequisite” means a condition of enrollment that a student is required to meet in order
to demonstrate currert readiness for enrollment in a course or educational program.

(b) "Corequisite" means a condition of enrollment consisting of a course that a student is
required to simultaneously take in order to enroll in another course.

(c) "Advisory on recommended preparation” means a condition of enrollment that a student is
advised, but not required, to meet before or in conjunction with enrollment in a course or
educational program....

4.7.2 Policies for P . . . | Advisori R led
Preparation

CCR T.5 §55201

(a) The governing board of a community college district may establish prerequisites,
corequisites, and advisories on recommended preparation, but must do so in accordance with
the provisions of this Article 2.5 §55200-55202. Nothing in this subchapter shall be construed to
require a district to establish prerequisites, corequisites or advisories on recommended
preparation; provided however, that a prerequisite or corequisite shall be required if the course
is to be offered for associate degree credit and the curriculum committee finds that the
prerequisite or corequisite is necessary pursuant to Section 55002(a)(2)(D) or 55002(a)(2)(E).
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(b) A governing board choosing to establish prerequisites, corequisites or advisories on
recommended preparation shall, in accordance with the provision of Sections 53200-53204 of
this Division, adopt policies for the following:

(1) The process for establishing prerequisites, corequisites, and advisories on recommended
preparation. Such policies shall provide that in order to establish a prerequisite or
corequisite, the prerequisite or corequisite must be determined to be necessary and
appropriate for achieving the purpose for which is it being established. District policies
shall also specify the level of scrutiny that shall be required in order to establish different
types of prerequisites, corequisites, and advisories on recommended preparation. At a
minimum, prerequisites, corequisites, and advisories on recommended preparation shall be
based on content review, with additional methods of scrutiny being applied depending on
the type of prerequisite or corequisite being established. The policy shall provide that the
types of prerequisites described in Subsection (¢) may be established only on the basis of
data collected using sound research practices. Determinations about prerequisites or
corequisites shall be made on a course-by-course or program-by program basis.

(2) Procedures to assure that courses for which prerequisites or corequisites are
established will be taught in accordance with the course outline, particularly those aspects
of the course outline that are the basis for justifying the establishment of the prerequisite
or corequisite.

(3) The process, including levels of scrutiny, for reviewing prerequisites and corequisites to
assure that they remain necessary and appropriate. These processes shali provide that at
least once each six years all prerequisites and corequisites established by the district shall
be reviewed. These processes shall also provide for the periodic review of advisories on
recommended preparation.

(4) The bases and procéss for an individual student to challenge the application of a
prerequisite or corequisite.

() Prerequisites or corequisites may be established only for any of the following purposes;

(1) the prerequisite or corequisite is expressly required or expressly authorized by statute
or regulation; or

(2) the prerequisite will assure, consistent with Section 55002(a)(2)(D), that a student has
the skills, concepts, and/or information that is presupposed in terms of the course or
program for which it is being established, such that a student who has not met the
prerequisite is highly unlikely to receive a satisfactory grade in the course (or at least one
course within the program) for which the prerequisite is being established; or

(3) the corequisite course will assure, consistent with Section 55002(a)(2)(D), that a student
acquires the necessary skills, concepts, and/or information, such that a student who has not
enrolled in the corequisite is highly unlikely to receive a satisfactory grade in the course or
program for which the corequisite is being established; or

(4) the prerequisite or corequisite is necessary to protect the health and safety of a student
or the health and safety of others.
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(d) Except as provided in this Subsection, no prerequisite or corequisite may be established or
renewed pursuant to Subsection (b)(3) unless it is determined to be necessary and appropriate
to achieve the purpose for which it has been established. A prerequisite or corequisite need not
be so scrutinized until it is reviewed pursuant to Subsection (b)(3) if:

(1) it was established prior to July 6, 1990, and is part of a sequence of degree-applicable
courses within a given discipline; or ‘

(2) it was established between July 6, 1990, and the effective date of this regulation, in
accordance with regulations in effect during this period of time; or

(3) it is required by statute or regulation; or
(4) icis part of a closely-related lecture-laboratory course pairing within a discipline; or
(5) it is required by four-year institutions.

(e) A course in communication or computation skills may be established as a prerequisite or
corequisite for any course other than another course in communication or computation skills
only if, in addition to conducting a content review, the district gathers data according to sound
research practices and shows that a student is highly unlikely to succezd in the course unless the
student has met the proposed prerequisite or corequisite. If the curriculum committee initially
determines, pursuant to Section 50002(a)(2)(E), that a new course needs to have a
communication or computation skill prerequisite or corequisite, then despite Subsection (d) of
this Section, the prerequisite or corequisite may be established for a single period of not more
than two years while the research is being conducted and the final determination is being made,
provided that all other requirements for establishing the prerequisite or corequisite have been
met.

() Any prerequisite or corequisite may be challenged by a student on one or more of the
grounds listed below. The student shall bear the initial burden of showing that grounds exist for
the challenge. Challenges shall be resolved in a timely manner and, if the challenge if upheld,
the student shall be permitted to enroll in the course or program in question. Grounds for
challenge are:

(1) The prerequisite or corequisite has not been established in accordance with the
district's process for establishing prerequisites or corequisites;

(2) The prerequisite or corequisite is in violation of this Article;

(3) The prerequisite or corequisite is either unlawfully discriminatory or is being applied in
an unlawfully discriminatory. manner;

(4) The student has the knowledge or ability to succeed in the course or program despite
not meeting the prerequisite or corequisite;

(5) The student will be subject to undue delay in attaining the goal of his or her educational
plan because the prerequisite or corequisite course has not been made reasonably
available; and

(6) Such other grounds for challenge as may be established by the district governing
board.
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(2) In the case of a challenge under Subsection (f)(3) of this Section, the district shall, upon
completion of the chiallenge procedure established pursuant to this Section, advise the student
that he or she may file a formal complaint of unlawful discrimination pursuant to Subchapter 5
(commencing with Section 59300) of Chapter 10 of this Division. Completion of the challenge
procedure shall be deemed to satisfy the requirement of Section 59328(b) that the district and
the student attempt informal resolution of the complaint.

(h) District policies adopted pursuant to this section shall be submitted to the Chancellor as part
of the district's matriculation plan pursuant to Section 55510 of Subchapter 6 of Chapter 6 of
this Division.

4.8 Partic Le

Several kinds of courses have lega! requirements over and above those explained
above, that relate either to their functions or their subject matter. These
requirements are explained in this section.

4.8.1 Special Classes for the Lisabled (DSP&S Courses or Sections)

Beginning January 1, 1995, the local authority to approve new credit courses
designed specifically for disabled students will be the same as for all other credit
courses. That is, new DSP&S credit courses not part of approved programs, are
covered under the delegated approval authority for stand-alone courses. New
noncredit DSP&S courses, like all other noncredit courses, continue to require the
approval of the state Chancellor's Office.

Classes specially designed for disabled students may be a section of an existing course,
taught in accordance with the Outline of Record for that course, but supplemented to
define the specific conditions that obtain in that particular section in order accornmodate
stated disabilities.

Special classes may also refer, however, to distinct courses with their own Outlines of
Record designed either to meet educational objectives unique to a population with
specific disabilities or to supplement the standard objectives in an otherwise similar
course, with objectives unique to that population.

In either case, special classes--like all courses and sections of courses--must be
primarily instructional in nature and must have objectives that fall within the
instructional mission of the California Community Colleges. Such courses cannot be
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designed primarily to provide group activities or services, (e.g. physical activity,
counseling, or assessment) but must provide systematic rather than incidental
instruction in a body of content or skills whose mastery forms the basis of the
student grade.

Courses designed to meet the needs of students with specific functional limitations
"...shall be open to enrollment of students who do not have disabilities..."" CCR T.5 §56028. The course
description published in the college catalog may note that it has been designed for
students with specific disabilities, but it may not restrict enrollment to such
students, nor require students to register for classes through the DSP&S program
or counselor, nor otherwise violate the open-enrollment provisions of state law for
the California Community Colleges.

Special classes are part of an approved program when they are designed to provide
alternative ways to fulfill the course requirements for an approved degree or
certificate program. Such alternatives include the restructuring of the content,
modification of the pace of instruction, use of instructional methods and/or
equipment adapted to the students' specific needs. Assignments and examination
methods may also be used that allow disabled students to demonstrate their
mastery of course and program objectives by alternative means.

As part of an approved program, such new courses co not require separate
Chancellor's Office approval, although they will need to be submitted to the
Chancellor's Office with the new program application.

Sections of courses in the regular curriculum especially adapted to enable students
to meet the regular course objectives in alternative ways, also do not require
separate Chancellor's Office approval.

in the case of new DSP&S courses, in demonstrating that they have met the three
conditions necessary to maintain delegation authority with respect to stand-alone
courses, college training and curriculum approval processes must assure that in the
case of new DSP&S courses:

..Curriculum committees responsible for reviewing and/or recommending special class
offerings shall have or obtain the expertise appropriate for determining whether the
requirements of this section are satisfied [CCR §56028]
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In addition, the Course Outlines of Record for DSP&S courses must demonstrate
that those who implement the curriculum review processes on the local campus are
fully cognizant of DSP&S regulations, able to apply all Title 5 and other state
standards to such courses with the expected rigor, and able to clearly distinguish
instructional objectives that fall within the mission of the community colleges from
activity and service objectives that do not.

In summary, DSP&S course Outlines of Record must:

® Specify what disability or disabilities the course is designed to address

® Clarify what objectives the course is to fulfill as they relate to these
disabilities

® Show why a speuial course is needed to meet this need, rather than its
being met through accommodation in a regular course

® Specify how it will be determined that the objectives have been achieved

® Explain what disability-specific instructional methods, materials, equipment,
etc. will be used and why.

CCR T.5 §56028. Special Class Instruction

Special classes are instructional activities offered consistent with the provisions of Section 56000
and designed to address the educational limitations of students with disabilities who are
admitted to the institution pursuant to Education Code Sections 76000 et seq. and who would be
unable to substantially benefit from regular class coliege classes even with appropriate support
services or accommodations. S..ch classes generate revenue based on the number of full-time
equivalent students (FTES) enrolled in the classes.

Such classes shall be open to enroliment of students who do not have disabilities. However, to
qualify as a special class, a majority of those enrolled in the class must be students with
disabilities. Special classes offered for credit or noncredit shail meet the applicable requirement
for degree credit, non-degree credit, or noncredit set forth in Sections 55002 and 55805.5 of this
part. In addition, special classes shall:

(a) Be designed to enable disabled students to compensate for educational limitations 2nd/or
acquire the skills necessary to complete their educational objectives;
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(b) Employ instructors whe meet minimum qualifications set forth in Section 53414 of this
division.

(c) Utilize instructional methods, or materials specifically designed to address the educational
limitations of students with disabilities. Curriculum committees responsible for reviewing
and/or recommending special class offerings shall have or obtain the expertise appropriate for
determining whether the requirements of this section are satisfied.

(d) Utilize student/instrucior ratios determined to be appropriate by the district given the
educational limitations of the students with disabilities enrolled in each class. Class size should
not be so large as to impede measurable progress or to endanger the well-being and safety of
students or staff.

CCRTS§56029  Special Class Course Repeatability

Repetition of special classes is subject to the provisions of Sections 55761-63 and 52161 of this
division. However, districts are authorized to permit additional repetitions of special classes to
provide an accommodation to a student's educational limitations pursuant to state and federal
nondiscrimination law. Districts shall develop policies and procedures providing for repetition
under the following circumstances:

(a) When continuing success of the student in other general and/or special classes is dependent
on additional repetitions of a specific class;

(b) When additional repetitions of a specific class zre essential to completing a student's
preparation for enrollmeat into other regular or special classes; or

(c) When the student has a student educational contract which involves a goal other than
completion of the special class in question and repetition of the course will further the
achievement of that goal.

4.8.2 Repeatable Courses

Courses that develop similar skills but (a) at increasingly sophisticated levels of
practice, and/or (b) that are applied to different content (such as a drama course in
which students master increasingly demanding roles in different plays) may be
offered as repeatable courses, if approved for that purpose by the Chancellor's
Office, or if the college has delegated course approval authority.

Each such repetition of a course must be designed to create a discernibly higher
level of achievement such that the academic progress is clearly defined and the
grading standards increase substantially with each repetition.

A given student may take the repeatable course for credit, and for state
apportionment, for up to the number of times the college has specified, but for no
more than a total of four times altogether.
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A college may indicate the sequence of repeatable courses with differing letters or
numbers or course titles, such as 101A-D, or 101-4, or "Beginning”,
"Intermediate”, and "Advanced". Or the college may simply permit a student to
nroll up to three additional times after completion the course in question for the
first time. But the college may aot do both: it cannot both designate a series of
courses of increasingly advanced work in the same subject area, and then penit
repeated enroliment at each of those levels.

CCR T.5 §58161(c)

State apportionment for repetition of courses not expressly authorized by this section may be
claimed upon approval of the Chancellor in accordance with the following procedure:

(1) The district must identify the courses which are to be repeatable, and designate such courses
in it its catalog;

(2) The district must determine and certify that each identified course is one in which the course
content differs each time it is offered, and that the student who repeats it is gaining an expanded
educational experience for one of the two following reasons:

(A) Skills or proficiencies are enhanced by supervised repetition and practice within class
periods; or

(B) Active participatory experience in individual study or group assignments is the basic
means by which learning objectives are obtained.

(3) The district must develop and implement a mechanism for the proper monitoring of such
repetition. The attendance of students repeating a course pursuant to this subsection when
approved by the Chancellor, may be claimed for state apportionment for more than three
semesters or five quarters.

Colleges with delegated approval authority are not required to submit courses they
wish to designate as repeatable to the Chancellor's Office for approval, but may
approve repeatability locally on the basis of the standards laid out above.
Repeatable courses are reported to the Chancellor's Office through the statewide
Management Information System (MIS).

4.8.3 Distance Learning Courses or Sections

Until the limited term authorization ends in the Year 2000, all approved community
college courses may be taught at a distance aided by communication technology if
the following conditions are met:
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® The course is separately approved for distance instruction by the district's
certified approval procedures.

® Standards of quality that normally apply to curriculum and instruction are
met.

® Special records are maintained and reports made.
® The number of students per class meets district policies.

® For transfer courses, the instructor meets in person with students on some
regular basis, supplemented if desired by phone or letters.

® For nontransfer courses, instructor maintains regular contact with students
in person or as specified in the version of the course approved for distance
education.
CCR T.5§55316 Criteria

Courses offered pursuant to this Chapter shalk:

(a) Be accepied by the college toward completion of an appropriate educational sequence
leading to an associate degree, and

(b) Be recognized by an institution of the University of California or the California State
University upon transfer to that institution

CCR T.5 §55316.5 Additional Courses
Notwithstanding any other provision of law, after June 1, 1995, the following additional types of
courses may be offered pursuant to this Chapter, consistent with guidelines developed by the

Chancellor:

(a) Nontransferable courses designed to meet the requirements of Sections 55805.5, 55806, and
55002(a) or (b);

(b) Noncredit courses conducted as distance education independent study. This Sectiom shall
become inoperative on July 1, 2000, unless a later-adopted regulation deletes or extends this
Gate,

CCRT.5§55317 Ongoing Responsibilities of Districts

Any district conducting courses under Section 55316 or 555316.5 shall;
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() Maintain records and report data through the Chancellor's Office Management Information
System on the number of students and faculty participating in new courses or sections of
established courses:

(b) Provide to the local governing board no later than July 1, 1995, and annually thereafter, a
report on all distance education activity.

(c) Provide other information consistent with reporting guidelines which shall be developed by
the Chancellor pursuant to Section 409 of the Procedures and Standing Orders of the Board of
Governors. This Section shall become inoperative on July 1, 2000, unless a Iater-adopted
regulation deletes or extends this date.

CCRT.5§55340  Eligibility for State Funds

In order for attendance in a course of independent study to be eligible for stzte apportionment
pursuant to the provisions of this Chapter, the course must be reported as required by this
Chapter, and meet all other requirements of statute and regulation relative to eligibility for
state apportionment.

CCRT.5§55352 Number of Students.

The number of students assigned to any one course section offered by distance education shall
be determined by and be consistent with other district procedures related to faculty assignment.
Procedures for determining the number of students assigned to a course section offered by
distance education may include a review by the curriculum committee established pursuant to
Section 55002(a)(1).

CCRT.5§55370  Distance Education

Distance education means instruction in which the instructor and student are separated by
distance and interact through the assistance of communication technology. All distance
education is independent study and subject to the general requirements of Article 1 as well as
the specific requirements of this Article (Article 2). Provided however, that fully interactive
distance education courses, as defined in guidelines adopted by the Chancellor, shall not be
considered independent study for purposes of calculating state apportionment pursuant to
Section 58003.i. In addition, instruction provided as distance education is subject to the
requirements that may be imposed by the Americans with Disabilities Act (42 U.S.C. Sec. 12100
et. seq).

CCR T.5§55372  Course Quality Standards

The same standards of course quality shall be applied to distance education as are applied to
traditional classroom courses, in regard to the course quality judgments made pursuant to the
requirements of Section $5002 of this Part, and in regard to any local course quality
determination or review process.

CCR T.5§55374  Course Quality Determinations

Determinations and judgments about the quality of distance education, under the course quality
standards referred to in Section 55372, shall be made with the full involvement of facuity in
accordance with the provision of Subchapter 2 (commencing with Section 53200) of Chapter 2
of Division 4 of this Part.
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CCR T.5855376 Instructor Contact

In addition to the requirements of Section 55002 and any locally-established requirements
applicable to all courses, district governing boards shall ensure that:

(a) Each section of a credit transferable course which is delivered as distance education shall
include regular personal contact between instructor and students, through group or individual
meetings, orientation and review sessions, supplemental seminar or study sessions, field trips,
library workshops, or other in-person activities. Personal contact may be supplemented by
telephone contact and correspendence.

(b) All other approved courses offered by distance education shali include regular confact
between instructors and students consistent with guidelines issued by the Chancellor pursuant
to Section 409 of the Procedures and Standing Orders of the Board of Governors.

CCRT.5§55378  Separate Course Approval

Each proposed or existing course if delivered by distance education, shall be separately
reviewed and approved, zccording to the district's certified course approval procedures.

See: Section 55380 Faculty Selection
Section 58003.1 & 58051 Average Daily Attendance Computation
Section 58007 Noncredit Classes
Section 58009 Application of Independent Study or Work Experience
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Section 5
Approvai of New Degree and Certificate Programs

IMPORTANT: Please note that excerpts from legislative statutes and Board regulations and
standing orders are indented, right-justified, in bold and in a different font (as exemplified here).

5.1 Definiti ‘Educati !

(b) "Educational program'' is an organized sequence of courses leading to a defined objective, a
degree, a certificate, a diploma. a license, or transfer to another institution of higher education.
|CCR T.5 §55000]

The "organized sequence of courses” refers to courses that are required for a
specified degree or certificate, including general education courses and courses
among a set of restricted electives, i.e., a restricted list of courses that count
towards the degree or certificate from which the student chooses electives.
Courses not required for a certificate or for an associate degree with a specified
concentration, or that do not satisfy restricted elective or general education
requirements for such an award, do not count as part of educational programs
under this definition.

This operational definition of program, it should be emphasized, while closer to that
in statute, differs significantly from the operational definition of educational
program implied by procedures in use prior to 1992. Until then, operationally, an
'educational program’ was simply the set of all courses in a given subject matter,
i.e., all courses that were assigned the same TOP code, whether these courses
were required or not, and with no necessity for there to be a set of stated program
goals and objectives to which these courses were to contribute. Under these earlier
procedures as they came to be understood on campus, "Approved TOP code "and
"approved program” were regarded as synonymous. As of Juiy 1, 1992, these
two concepts have no longer been treated as equivalent for the purposes of state
approval.




The program definition now in use is not TOP code oriented, but outcomes
oriented. Under this usage, an educational program:

® |s published in the college catalog with a specific title
® Awards a Degree or Certificate
©® Has a specific set of required courses

® Has stated goals and objectives

It is the stated goals and objectives, together with the set of required courses, that
define the actuai scope of the program being approved and clearly distinguish it
from other programs. It is these goals that justify the approval of the program in
the first place, necessitate its particular student objectives, and determine its
course requirements and restricted electives. And, finally, it is these goals and
objectives that are the benchmark against which program outcomes are to be
judged and subsequent changes to the program design justified.

3.2 Requirement for State Approval of New Programs

(a) Before offering any course as a part of an educational program at a coliege, the governing
board of a district shall obtain approval of the education program from the Chancellor in
accordance with the provisions of this article. Approval shall be requested on forms provided
by the Chancellor. [CCR T.5 §55130(a)]

New programs require approval by the state Chancellor's Office except for new
transfer programs that are the subject of an articulation agreement that specifies
that all courses required in the new community college program will be counted by
a four year college towards the fulfiliment of either its own general education or the
major requirements in a specified discipline.

Student service programs, such as re-entry programs, or other special programs
even with course sequences specially designed to meet particular student needs,
are not ‘educational programs’ under the statutory definition as long as they do not
lead to a particular degree, certificate, licensure, or transfer. Such programs do not
require Chancellor's Office approval under CCR T.5 §55130(a), nor are courses
included among such patterns or services considered "part of an approved




program" for purposes of authorizing the college to offer them without separate
approval from the Chancelior's Office.

Likewise, the publication in the catalog of recommended patterns of courses that
are not required and that yield no subject specific degree or certificate do not count
as a program and hence do not require separate Chancellor's Office approval.

5.3 Authorizati De
(e) In multicollege districts, program approval lS grantgd for a specific college. [CCR T.5 §55130(e)]
Colleges that receive state approval of a new program are authorized to:

® Award a degree or certificate with the designated program title

® Publish it in the catalog and otherwise promote the program and its
requirements

® Regquire specific courses for the completion of the degree or certificate

® Offer new courses that are required for the completion of the approved
degree or certificate, without seeking separate approval from the
Chancellor's Office, provided the courses meet the standards of 55002(a)
and 55805.5 for degree credit courses and are clearly justified by the stated
program goals and objectives

® Modify objectives, requirements, or approved courses, or make any other
changes in the curriculum or instruction that improve the effectiveness of
the program in achieving the goals for which the program was originally
approved, in general; or for particular students; or that maintain currency
in the program by reflecting changes in the knowledge and methods in the
field of study, in the requirements for transfer, or in the technology or
occupational requirements of the occupation for which the program was
originally approved
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5.4 Documentation Required for State Approval of New Educational Programs

State approval requires the submission of an application detailing the program goals
and objectives, requirements, and rationale and documenting the projected
enrollments, job market data, and program cost data.

The application must also include copies of the Outlines of Record for all required
courses, including an example of one general education course in each of the five
areas of general education. These outlines must meet the applicable standards for
courses laid out in this Handbook and summarized in Appendix B.

Forms and instructions for applying for approval of a new degree or certificate
program are found in Appendix A of this volume of the Curriculum Standards
Handbook. These instructions are based upon the provisions in Title 5 quoted
immediately below. They specify what documentation fulfills these requirements
and/or best facilitates prompt approval.

'CCR TS5 §55130(b) The application for approval [of a new educational program] shall contain at
least the following:

(1) The name of the proposed program

(2) The description of the proposed program

(3) The purposes and specific objectives of the proposed program

(4) The place of the proposed program in the district master plan

(5) An explanation of whether the program is appropriate to the objectives and conditions of
higher education and community college education in California and whether it conforms to
statewide master planning.

(6) The need for the proposed program ascertained with regard to at least the following factors:

(A) Other community colleges in the area currently offering the program,

(B) Other programs closely related to the proposed program offered by the college
(C) Relation of the proposed program to job market analysis

(D) Enrollment projection for the proposed program

(E) Recommendations of area vocational master plan committees when applicable.

(F) The classification of the courses in the program in accordance with Section 55001.
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(7) The need for and present adequacy of the followinug resources shail be determined in relation
to the proposed program:

(A) Library resources

(B) Facilities and equipment required to initiate and sustain the program. If a new facility
is to be used, reference should be made to the five-year master plan.

(C) Availability of adequate or proposed financial support
(D) Availability of faculty.

CCR T.5 §55130(c) The development, establishment and evaluation of an educational program shall
include representative faculty invoivement.

Ed.C. §78015 District Job Market Study; area; scope

(a) The governing board of a community coliege district shall, prior to establishing a vocational
or occupational training program, conduct a job market study of the labor market area, as
those terms are defined in Section 52301.5, in which it proposes to establish the program. To
the extent possible, the study shall use the State-Local Cooperative Labor Market Information
Program established in Section 10533, or if this program is nc’ available in the labor market
area, other available sources of labor market information. The study shall include a California
Occupational Information System supply analysis of existing vocational occupational education
or training programs for adults maintained by high schools, community colleges, and private
postsecondary schools in the area to ensure that the anticipated empioyment demand for
students in the proposed programs justifies the establishment of the proposed courses of
instruction.

(b) Subsequent to completing the study required by this section and prior to establishing the
program, the governing board of the community college district shall determine whether or not
the study justifies the proposed vocational education program.

(c) If the governing board of the community college district determines that the job market
study justifies the initiation of the proposed program, it shali, by resolution, determine whether
the program shall be offered through the district's own facilities or through a contract with an
approved private postsecondary school pursuant to the provisions of Section 8092.

5.5 imeli Submissi Applicati g P

The format for submitting a new program application together with detailed
instructions is provided in Appendix A. When all required documentation has been
submitted to the Chancellor's Office, approval of a new program will take no more
than six months, including two months for a review by the California Postsecondary
Education Commission, as required by law. In the case of limited approvals, a
determination can usually be made within two months.
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To assure adequate time, a college seeking full approval of a new program must
submit the application six months in advance of the date it plans to start the
program. If the college would like to have a final determination prior to its catalog
publication date, or in time to hire faculty, market the program, etc. it should
submit the program that much earlier.

Where an application is incomplete, or the documentation submitted is inadequate
to permit a judgment that the five criteria explained in Section 3, above, are
fulfilled, the process usually takes longer than six months and, if the matter is not
resolved, resuits in disapproval.

5.6 Duration of Program Approval

Authorization to offer an approved degree or certificate program endures until
anyone of the following occurs:

® The program is substantially changed; i.e. it no longer meets it original goals

® It is no longer supported by the college; i.e. courses required to complete it
« = not offered frequently enough to ensure timely completion

® Students are no longer enrolling in the required courses
® Termination is requested by the college

® Approval is withdrawn by the Chancellor's Office

An approval is effective until the program or implementation of the program is discontinued or
modified in any substantial way. From time to time the Chancellor may evaluate an educational
program, after its approval, on the basis of factors listed in this section. If on the basis of such
an evaluation the Chancellor determines that an educational program should no longer be
offered, the Chancellor may terminate the approval and determine the effective date of
termination. [CCR T.5 §55130(d)]

If a program is "discontinued or modified in any substantial way"; (i.e., if its goals
are changed) then the original state approval for that program ceases to be in
effect. Changes to existing programs, even where quite thoroughgoing, that
improve the effectiveness of the program or that bring it current, in relationship to
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the goals for which the program was originaily approved, or ths * create specialties
that supplement rather than supplant the core competencies for the same job
market, are not considered substantial changes for the purpose of impl:menting
this regulation.

Discontinuation is discussed in 5.6.3; substantial modification is discussed in 5.6.1;
and non-substantial changes in 5.6.2.

5.6.1 New Programs deriving from Existing Programs

Programs that are "modified in [a] substantial way"™ cannot be continued unless
they are submitted to the Chancellor's Office and approved as new programs.

A program is deemed to have been "modified in [a] substantial way" if its goals and
objectives are substantially different from those for which the program was
originally approved. Such substantial modification is deemed to have occurred not
only when explicit changes are made in the formulation of the stated goais and
objectives but whenever modifications to the design of a program are substantial
enough to significantly change student outcomes.

When a college proposes to modify an existing program in such a way that the
original program goals will no longer be met by students successfully completing
the new objectives of the program, then the proposal must be treated as a proposal
for a new program, even where it proposes to use many of the same resources.

That is, if students who will complete the program after the proposed modifications
are implemented will no longer quelify for the original job market, or will no lohger
fulfill the lower division requirements of the baccalaureate major for which the
program was originally intended, then the program goals have changed. In that
case, the original approval of the existing program no longer applies, and the
proposed program *.« *h its new goals and rationale, and the documentation to
support these, mi 5% be submitted to the Chancellor's Office for approval as a new
program.

lllustrative examples of changes that ordinarily would not require state approval of a
new program and those which would are listed in Appendix E.

62 45




Proposed program changes that might indicate a substantial modification and thus
require a new program approval include:

® The core courses (i.e., those which all students in the program are required
to complete) are changed and the subject matter of the new courses is
primarily in a discipline different from that of the core courses in the
program as originally approved.

® (Qualifications for faculty to teach the new core courses are in a different
discipline from those required of faculty for the original core courses.

® The lower division requirements of the baccalaureate major specified in the
original program application are no longer met or the courses required in the
new option no longer transfer into that major at any four year college.

® Students completing the new option no longer qualify for positions in the
occupation for which program approval was originally granted and for which
job market statistics were offered as part of the demonstration of program
need.

® A new industry council needs to be formed, or the existing one significantly
revamped, to provide appropriate input.

® A different title for the certificate is required to accurately indicate student
achievement, yet the occupation to which the certificate originally applied
has not been similarly renamed.

The presence of one such indicator need not necessarily mean that the college must
seek Chancellor's Office approval. Rather, the presence of such indicators
necessitates a careful local evaluation as to whether new program approval from
the Chancellor’'s Office is necessary based upon review of the documentation by
which approval was originally justified. If, as a result of the program modifications,
the supporting documentation no longer applies so that the fulfillment of one or
more of the five criteria listed above in Section 3 is brought into question, then the
modifications are “substantial” and new program approval must be sought.
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5.6.2 Non-Substantial Updates to Existing Programs

As explained in E.3 above, a college may make extensive changes to a program, if
required to do so to improve effectiveness or to maintain currency in the job market
or transfer major for which the program originally received approval.

Where such changes necessitate different skills and knowledge on the part of
graduating students, then the student objectives that the program is designed to
achieve must be redefined as well. Thus the occupational or transfer goall(s) for
which the program was originally approved have not changed, even though
everything else has had to change in order to successfully meet these same goals
under new circumstances.

In other words, where changes in the demands of the field justify the changes in
the specific skills that students will acquire as the result of completing the required
courses, the behavioral objectives for the program should be redefined. Such
changes are not substantial for purposes of CCR T.5 §55130(d), if essentially the
same transfer major, occupation, or job niche is still being served by the updated
program.

Concrete examples suggesting how these general principles might apply in
particuiar cases are further detailed in Appendix E.

5.6.3 Discontinuation

Ed.C. §78016 Review of program; termination

(a) Every vocational or occupational train.us program offered by a community college district
shall be reviewed every two years by the governing board of the district to assure that each
program, as demonstrated by the California Occupational Labor Market Information Program
established in Section 10533 of the Unempioyment Insurance Code, or if this program is not
available in the labor market area, other available sources of labor market information, does all
of the following:

(1) Meets a documented labor market demand

(2) Does not represent unnecessary duplication of other manpower training programs in
the area.
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(3) Is of demonstrated effectiveness as measured by the employment and completion
success of its students.

(b) Any program that does not meet the requirements of subdivision (a) and the standards
promulgated by the governing board shall be terminated within one year.

(c) The review process required by this section shall include the review and comments by the
County Private Industry Council established pursuant to Division 8 (commencing with Section
15000) of the Unemployment Insurance Code, which review and comments shall occur prior to
any decision by the appropriate governing body.

(d) The provisions of this section shall apply to each program commenced subsequent to July 28,
1983.

In addition to termination of a program that results from college's formal pianning
decisions or from external review such as that prescribed above in law, a program
may also be deemed to have been effectively "discontinued" if the college no
longer offers the courses to support it. Explanation of these circumstances as well
as information on reinstating a discontinued program wiil be taken up in a later
section of the Handbook on program review to be published in 1996.

5.7  Reporting Existing Courses and Programs (Preliminary Information)

A new section, Section 7, on Reporting Existing Courses and Programs, is planned
for publication during 1995. Meanwhile, it may be helpful to note here that under
the definitions explained in this Handbook, TOP codes are no longer the means of

identifying individual educational programs.

Among the features anticipated in the new reporting procedures that this change in
the use of TOP codes makes possible are:

® Each deqree, transfer, or certificate program can be assigned its own unique
identifier and locally determined title in the Chancellor's Office Inventory of
Approved Degree, Certificate and Transfer Programs

® Program (TOP) codes will be used solely to group together programs that
have comparable goals into designated categories that can be readily
mapped onto federal codes (CIP, the Classification of Instructional
Programs) and, where appropriate, state occupational codes (OES, Office of
Employment Statistics)
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® Colleges will be able to specify for which degree, transfer, or certificate
program or programs a given course is a requirement, if any

Where appropriate, college will be able to code the subject matter of a

course independently of the subject matter or goals of the program(s} in
which the course is required.
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Appendix A
1995 Curriculum Standards Handbook Volume |/

California Community College
Chancellor's Office

Application Forms and Instructions
for
New Degree and Certificate Programs

Before developing a new degree or certificate program or completing the following
form, you should be familiar with the Chancellor's Office 1995 Curriculum
Standards Handbook, Vol. | (Revised), referred to as "95 HB-1" or "the Handbook"
throughout the following instructions. This Handbook is available from your Chief
Instructional Officer. Sections 3-5 explain the following instructions as they relate
to the approval of new programs:

State Laws and Regulations

Criteria for Approval

Definitions of Degree and Certificate Programs
When Approval of a New Program is Required

You should also check with the office of your college's Chief Instructional Officer
regarding any other new program development information that may have been
published by the Chancellor's Office subsequent to February 1995.

Once you have read the Handbook and the instructions attached, if you have any
questions that your Chief Instructional Officer, Academic or Vocational Dean, or
Curriculum Committee Chair cannot answer, please contact the State Chancellor's
Office at the address provided for submitting the application (on the next page) or
by calling (916) 322-6880.
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Appendix A
1995 Curriculum Standards Handbook Volume |

Instructions for Completing New Program Application/Report

The two-sided New Program Application/Report Form /95 PRQG APP) to use in
applying for a new educational program or reporting a new articulated transfer
major is on the following page.

If you have obtained these instructions electronically, this form wiil not be
included here. You may obtain a copy of this form from your college's Chief
Instructional Officer or Curriculum Committee Chair.

The gray areas on the 95 PROG APP form are to be completed by the
Chancellor's Office and should not be filled in by the college.

Fill in all blanks and boxes that apply according to the instructions for each
numbered item.

Submit a total of three copies of the New Program Application/Report and
"Program Application Checklist".

Include two sets of address labels with correct name and title for each person
you have listed under Item #41 as persons who need to receive copies of
Chancellor's Office actions or memoranda regarding this program.

Mail all sets of documentation with cover sheets and mailing labeis to the following
address by the deadline you have selected:

68

A2




California Community Colleges

E 1. appucationoate NEW PROGRAM APPLICATION/REPORT  pare Recaven

2.

PROPOSED PROGRAM TITLE PHONE NUMBER

COLLEGE CONTACT PERSON

DISTHCT TTLE

3. 4. 5.

DATE OF PROJECTED PROGRAM START PR EOSED TERMINATION DATE (Limviled Approved) DATE OF ARTICULATED TRANSFER AGREEMENT

6. DEGREE[] CERTIFICATE[] MODEL ] wumMITED [ APPRENTICESHIP[]  ARTIC TRANSFER[]

7. PLANNING SUMMARY

Recommended TOP Code QES Code (L)

Total # Sem Units=Degree Name of Employer (1)

Total # Sem Units=Certificate Transfer Institution (T)

# of Required Courses Major at Transfer Institution (T)

Projected Annual Enroliments # Lower Div Units in Maior (T)

Projected Net Labor Demand Est. Cost New Equipment

Est. Cost Library Acquisitions Type New/Remodeled Fagcility

Est. Faculty Workload (FTES's) Date of New Facilities Plan

# New Faculty Positions Master Plan: Year 1st Projected
85 Provide Documentation Page.? In (Gray: Chancelior’s Oftice Use Oniy. 9

xcept Where Blocked Out Applicrtion Do Not Compies.)

—— MISSION T8, Statement of Program Goals & ObJectives
11. Catalog Description

12. Ratlonale

INSED 13._Enroliment Projection Data

14. Place of Program in Curriculum/Simiiar P Programs
V/ 15._Similar Programs at Other Collages in Sarvice Area

// Z 16. Labor Market Information ("LM}" Data)
/ 17. Job Market Analysis
// 18. Employer Suivey
/ 19. Explanation of Employer Relationship
20. List of Members of Advisory Committee
/ 21. Minutes of Key Meetings/Recommendations
.

22. Recommendations of Reglonal Occunationa! Deans

22

7 QUALITY 23. List of Required Courses B
% 24. Outlines of Record for Ali Requlred Courses
% 25. Diagram of Proposed Sequence
7// / 26. Program Evaluatisn Plan
| 27. Transfer Articuiation Agreament
///////// 28. Other Transfer Documentation

[FEASIBILITY 29. Library Resources Plan
30. Facllities and Equipment Pian
31. Financlal Support Plan
/ __32. _Faculty Qualifications and Avallabllity

v, /////// COMPLIANCE 33. Model Progrz 1 Standards & Explanation

34. Ticensing or Accrediting Standards, Whore Requlred
/ 35. NCR1 000 Approval Dapt of Apmntfcoshlp Stds
‘Chancellor's Offica Actions. = - fory: o 5 ,
Elntertm L TFinal DETERMINA]

Approvedwlth-Commo atlo

rmoox

mmoomo %
MA®»0—n—=1DMO \—

oOm—A—-X—r

Approved Condltlonally o
| Termination Date
| Transfer Program Recorded . -
| Forwarded for CPEC Rovlow..;

| Appllcatlonlncomplete L
| Information Requested P
Revised Appllcatlon Raquestod
| Disapproved A
1 Datermination Dolayod

i|g h

SO Mmoo

V=T OMO—~—ZMIOO»

D2MTMUIEITI>»>N- o-qx>\\

" Approved TOP " Effective Date ..

Authorization
Granted

awoans B

Dean, Curriculum and Instructional Resources
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36. Library and Learning Resources Weaffirm that the library and learning resources .
necessary to fulfill the objectives of this program, and to complete the coursework specified

in this application: [ cannot be determined at this time OR

D Are inadequate to support program D Are adequately budgeted for in the program plan.
D Are currently available on campus or are otherwise readily available to students OR

vate Originating Faculty/Division/Department
Dafe _______ ChiefLibrarian/ Learning Resources Manager —_____}

37. Vocational Programs
Program fulfills the requirements of employers in the occupation specified and that all
of the courses required in the program are either necessary or viewed as advantageous by
prospective employers in that occupation AND
d Course requirements specified in this application are in accord with the licensing or
professional accrediting standards of the organization specified on the front of this form OR
There are no licensing or accrediting standards which apply to this occupation.

Date Dean of Occupational Education
Date Chalr, Occupational Advisory Committee
Date Chalr, Reglonal Occupational Deans

38. Chair of the Curricuium Committee , Chief instructional Officer, Senate President
We affirm that:

D Courses associated with the proposed program as specified in this application were
recommended by the curricuium committee as meeting all of the standards of 55002 and
55805.5, as recorded in the minutes of that body, on AND

[0 Program objectives and design specified in this application are in accord with
applicable licensing or professional accrediting standards.

Date Chalr, Curticulum Committee

Date . Chief Instructional Otficer

Date President of the Academic Senate
_\_____ —

39. By my signatures | certify that: All provisions and conditions of Article 2 of Title 5, Section
55130b have been considered. Itis feasible for the college to provide the resources in faculty,
library holdings, equipment, and facilities necessary to support the program as designed and to
offerthe courses requiredas oftenasplanned inthe program proposal, while the projected number
of students are enrolled in the program. All factors, taken as a whole, support establishment and
maintenance of the proposed educational program.

Date President of the College
4(_). On i the Board of Trustees of
District approved the educational program attached to this application.
Date Superintendent/Chancelior of the District
41. Address
labels are
included for:
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General Program Information
1. Application Date and Summary of the Process
In deciding upon an application date, you should consider the following deadlines in

connection with the need to advertise the new program in the college catalog, hire
faculty, promote the program, etc.

IF FINAL DECISION IS NEEDED BY: March 1 May 15 July 15
Submit by: September 1 November 15 January 15
Interim Notice* from Chancellor due by: December 15 January 15 March 1
Respond by: December 1 February 15 April 1
Response from CPEC due by: February 15 May 1 June 15
Final Notice from Chancelior due by: March 1 May 15 July 15

*In the Interim Notice, the Chancelior's Office may inform your college that the
program has been recommended for approval and forwarded to CPEC. Or it may
ask for additional information or for revisions to the application. Depending upon
the sericusness of the concerns, further processing and CPEC review of your
application must await your written response to the questions and any requested
modifications to the original application.

If you would like, your college may request a telephone conference call to discuss
the program application at any point in the process.

2. Program Title and Contact Person

Title  The proposed title of the program indicated here must be the same as the
program title to be published in the catalog and designated on the degree. It should
accurately reflect the scope and level of the program. While departments and
college catalogs are typically organized around the name of the discipline, the title
of a degree in that field should reflect the level as well as the subject matter,
particularly in a para-professional or pre-professional field or transfer major where
merely naming the subject matter might be misleading.

In accounting, for example, the title of the degree should not suggest that the
graduate is "an accountant" but rather has taken "Accounting Studies". Similarly, a
pre-professional program for paralegals should not be designated "Law," even
though that is the subject matter of the program, but would be better entitled, for
example, "Paralegal Certificate,” or "Paralegal Studies," or "Pre-Law
Concentration," or "Pre-Law/Paralegal Studies". A para-professional program in
biology might be entitled "Bio-Technology."
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The title of an occupational area should reflect the terminology in use in the region
where students expect to be hired, as indicated by the advisory council, employer
surveys, etc. In addition, the title or the catalog description should reference the

title of the appropriate OES code, for any occupation that has one. (See ltem #7.)

Contact Person:  The person designated as cortact for the application should be
the person most abie to answer questions about the proposed program. [t can be

the Chief Instructional Officer, the Dean of Occupational Education, the Division or
Department Chair of the originating department, or the originating faculty member

who has designed the program.

Official communications regarding program applications are sent to the Chief
Instructional Officer of the college, except for the final notification which is sent to
the president of the college seeking the approval. Each person listed on the cover
sheet will also be notified of actions. In addition, the Chancellor's Office will
forward copies of correspondence and actions regarding this program to any "cc's"
you designate, providing you include two copies of address labels for each such
position-in your application package. (See ltem #41.)

3. Date of Projected Program Start

The month and year when the college plans to offer the first required course in the
program, or to enroll students in an existing course on the expectation that it will
count toward the degree or certificate to be approved.

4. Requested Date of Termination

Only when requesting a limited approval: Indicate the duration of approval the
college is requesting by indicating the month and year when the college expects
neither to advertise the program as a college offering any longer nor to enroll new
students in the introductory courses on the understanding that these courses are
required for completion of this particular program or that the student will be
awarded this particular certificate or degree as a result. (See also ltem #6,
"Limited" and Item #8.)

5. Date of Articulated Transfer Agreement

Only when reporting an articulated transfer agreement: |ndicate the month and
year when the articulation agreement was signed (see /tem #6 and #27). This
space should also be completed if you are requesting approval for an occupational
program that includes an articulated transfer agreement.
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6. Level of Authorization Requested

The following levels of authorization are available. Check as many as apply. They all
confer the authorities specified in 5.3 95 HB-I, but differ in duration, in the amount

of supporting documentation and processing time required, and in the situations for
which they are appropriate.

Degree

Approval of a new degree program authorizes the college to require courses and
award a degree requiring from 60 to 64 semester units, or the equivalent
quarter units, including general education courses, and to award a degree
specifying concentration in that field.

Applications for approval of a new degree program require full documentation,
as indicated on the far ieft column of the form. Where the requested
documentation is unavailable or inappropriate, the college should provide an
explanation.

Certificate

Approval of a new certificate program authorizes the college to require the set
of courses sufficient for proficiency in a given occupation, or in some aspect of
a given occupation, or that has occupational value as a supplementary skill in a
number of different occupations.

The Chancellor's Office requires separate approval for any certificate that
requires 18 or more semester units.

Model :

Approval of a model program authorizes the college to duplicate a program
created by a consortium or professional association that has already been
approved for at least one other college (e.g. The Environmental Technology
program which was designed by a consortium to be initiated on 24 campuses
over a three year period.) Program designs developed by other colleges that
have been "approved with commendation” may also be submitted as a Model"
program by another college, provided that the applicant college has secured the
permission for such use from the original college.

Model approvals usually apply only to program design and satisfy criteria #1
regarding mission, #3 regarding quality and #5 regarding compliance. Each
college proposing to implement such a program on its campus must still
demonstrate that criterion #3, local need, and #4 local feasibility, except where
a consortium has already researched need and feasibility as it applies to each
individual member and gained pre-approval for all member colleges on that
basis.

7.
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Since a model program has been developed, approved by the Chancellor's
Office, and the design and general need demonstrated and concurred in by
CPEC, approval of its implementation for a particular college may be made
without further review by CPEC. The approval process for a model program will
thus normally takes two months less than would otherwise be required. (See
ltem #33.)

Limited

A limited approval authorizes the same actions by a college as a full approval,
but for a limited duration. The termination date of the program should be
published along with other program information in the catalog or any other
publication promoting or explaining the program.

In making the application, the college should indicates its preferred termination
date in item #4. The actual termination date will be determined by the
Chancellor's Office and will be shown a. the bottom of the form in the space
indicated for that purpose.

The duration is the length of time necessary for one or a few particular cohorts
of students, as defined in the program application, to complete the program.
During that time, the college can require the specified courses of those students
and publish the requirements for the degree or certificate program in the
catalog, along with the termination date. (It must not, however, admit
additional students into the program past that date, without express permission
of the Chancellor's Office.)

The documentation required for a limited approval is less, as indicated on the
checklist where certain items are blocked off and do nct ordinarily need to be
submitted. The turn-around time for processing an appiication for limited
approval is kept as short as possible, depending upon the circumstances.

To apply for the limited approval, check that option and enter a date in the box
to the far right ("Anticipated Date of Termination for Limited Approval")

The Chancellor's Office also reserves the right to grant a college a "limited
approval" in order to give that college time to fulfill all conditions for full
approval that were not met in a timely fashion . (See "Approved Conditionally "
under "Chancellor's Office Actions” on p.28.)
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Apprenticeship

Apprenticeship approvals are ordinarily made to colleges seeking "Montoya"
funding. For colleges that already offer programs in the same occupational area,
the college need only submit Items #10-14, signatures #37-40, and a copy of
the NCR 1000 form signed by the Division of Apprenticeship Standards
approving establishment of the prcposed program (Iltem #35). Such programs
are not sent to CPEC for review and can usually be promptly approved.

Articulation Transfer

As explained in 85 HB-I,82.2, new transfer-only programs, i.e. programs that
do not lead to a certificate and that have no occupational component do not
need to be approved by the Chancellor's Office if, but only if, the college has an
articulated transfer agreement with a four year coilege. To qualify, the written
articulation agreement must assure that the four year college will count the
courses required for completion of the new program as either: (a) meeting the
iower division requirements of the specified baccalaureate major at their
institution; (b) counting toward general education requirements; or (c) counting
as transferable electives.

Such programs must be reported for inclusion in the Inventory of Approved

Degree and Certificate Programs maintained by the Chancellor's Office,
according to procedures that will be published in Section 7 of the Handbook.

A7




Appendix A
71995 Curriculum Standards Handbook Volume |

-y

7. Planning Summary

Summarize the information provided in the remainder of the documentation. Where
the item is followed by a letter in parenthesis (T = Transfer, L =Limited), orly a
college seeking authorization at that level (see Item #6) need fill in that blank.
Where information is not available, leave it blank.

Recommended TOP Code
This code defines the category in the Taxonomy of Programs (TOP) within
which the goals and objectives of the proposed program most clearly fall.

The TOP code is the category which groups the proposed new program together
with degree and certificate programs on other campuses that have similar
employment goals and objectives. The code is used to aggregate system-wide
data on awards, program completions, placements, job success and cther
outcomes, and is the basis for reporting county and statewide job market supply
data. The regional occupational deans should recommend the TOP code for
vocational programs that best reflect regional usage, as part of Item #22. For
non-occupational programs, TOP reflects the main discipline or subject matter
and is used to aggregate data on awards, program completions and transfers.

Total # Sem Units =Degree

This is the number of semester units required for completion of the degree,
including all general education requirements, prerequisite requirements (where
these are degree applicable courses), discipline-specific requirements, and the
number of units to be fulfilled from a set of restricted electives. (Quarter units
must be converted to semester unit equivalents.)

Total # of Units = Certificate

This is the number of semester units required for completion of a certificate,
including all prerequisite requirements (where these are degree applicable
courses), discipline-specific requirements, and the number of units to be fulfilled
from a set of restricted electives. (Quarter units must be converted to semester
unit equivalents.)

# of Required Courses

This is the total number of separately identified courses that students will be
required to complete for the program, apart from the number of units. In the
case of degree programs, the number of courses should include those required
for general education. In the case of restricted electives, the number will reflect
only the actual number of courses students must take.

Projected Enroliments
Fill in the number derived from ltem #13.
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Projected Net Labor Demand
Fill in the number derived from Items #16-18, minus the number of graduates in
the programs within the same service area that are listed under Item #15.

Est. Cost Library {and Learning Resource] Acquisitions
Fill in the number derived from Item #29 for both library and learning resources.

Est. Faculty Workload (FTE's)
Fill in the number derived from ltem #32.

# New Faculty Positions

Do not fill in total FTE's, but the number of separately identified positions that
will involve new hires or reassignments, whether part or full time. The
qualifications for these positions should be documented in Item #32.

OES Code

The US Department of Labor Cccupational Employment Statistics (OES) Survey,
is conducted in each county in California. The OES codes have been matched
with TOP codes, but are sometimes more specific. For vocational programs
whose graduates should be counted as part of the "supply"” for an occupation
covered by an OES code, that code should be filled in here. That code should be
the same one referenced for any LMI (Labor Market Information) data used to
justify need for a program. (See /tem #16.)

Name of Employer (L)

This space should be completed by colleges seeking approval for a program of
limited duration to be provided to one industry, associated primarily with a given
employer. (See /Item #%). The name of that employer should be filled in here.

Transfer Institution (T)

This space should be completed by colleges reporting upon a program that has
been articulated for transfer to a four year institution. (See Item #6.) The name
of that institution should be filled in here.

Major at Transfer Institution (T)

This space should be completed by colleges reporting upon a program that has
been articulated for transfer to a four year institution. The name of the major
for which specified courses are to be accepted as counting toward the major,
and/or as fulfilling specific major requirements, under the terms of an articulation
agreement, should be filled in here. (See Item #6.)

"
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# Lower Div Units in Major (T)

This space should be completed by colleges reporting upon a program that has
been articulated for transfer to a four year institution. Indicate the number of
units for which specified courses, excluding general education requirements,
are to be accepted as counting toward the major and as fulfilling specific major
requirements, under the terms of the articulation agreement. (See item #6.)

Est. Cost New Equipment Report the figure from Item #30.
Type New/Remodeled Facility Report the figure from item #30.
Date of New Facilities Plan Report the date from Item #30.

Master Plan: Year 1st Projected
Report the year of the college master plan, if any, in which the proposed
program was first mentioned.

8. Provide Documentation Except Where Blocked Out

Based upon what you have checked in item #6, select one or more columns on the
left hand side of the form. Column labels are at the bottom of the page.

Every empty box in the selected column(s) should be checked, indicating that either
(a) the documentation is attached or (b) an explanation is provided as to why that
documentation is inappropriate. Where the documentation on the checklist is
inappropriate for a given situation, you are encouraged to offer alternative
supporting documents and analyses sufficient to show in some other way that the
proposed program meets the criterion under which that item falls.

If the documentation clearly is not applicable, put "NA" in the column and insert a
brief note in the body of the application. For example, regarding #16 through 22,
you may note that the program is for transfer only and has no immediate
occupational goals.

Taken together, and however modified, the documentation should make the
strongest case possible that the program proposed is (1) appropriate to the mission,
(2) needed, (3) effectively designed, (4) feasible to offer, and in (5) compliance with
program-specific laws and requirements.

In all cases, programs which are determined by the Chancellor's Office to mcet
these five basic criteria will be approved. Those for which documentation or
explanation is insufficient to show that one or more of the five criteria have been
met will, unless corrected, be disapproved. (See Appendix B, the Program Review
Checklist used by the Chancellor's Office for its in-house review.)
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The gray boxes at the bottom of the cefumns to the left of the form, beneath the
column labels, will be checked by the Chancellor's Office to indicate the level of
approval actually authorized by that office at the time of the Final Notice.

9. Checklist

This section, in gray, is used by the Chancellor's Office to identify items that
adequately support approval of the application, those that need some additional
information or a modification to enable approval, those that are not applicable, and
those that are missing altogether. (See Item #36.)

During the technical review, which occurs immediately upon receipt of the
application, the documentation submitted is checked against the level of authority
requested. The two columns to the far right are checked for items that are
missing.

79

A11




Appendix A
1995 Curriculum Standards Handbook Volurne /

DOCUMENTATION
MISSICN

Are the goals and objectives of the proposed course or program, as stated in
the program application, consistent with the rission of the community
colleges as formulated in Title 5/8§55130(b){5),§55180? (95 HB-I, § 3. 1.)

10. Statement of Program Goals and Objectives

A statement must be submitted that defines the goal(s) of the prorosed programs,
i.e. the job market or baccalaureate major, and the major program . Jjectives, i.e.
the knowledge and skills that students are to acquire as the result of successfully
completing the program, that will enable them to fulfill the program goali(s). It is this
statement of goal(s) and objectives that serves to define the program over time.
The goal statement is the basis for determining whether changes to the program
objectives and/or requirements can be made by the college without new approval
from the Chancellor's Office, or whether such changes constitute a new program,
that must be newly approved (as e>plained in 95 H8-I, § 5.5.1.)

On the basis of the program goals, objectives appropriate to these goals, and a
program design consistent with these objectives, the determination is made as to
whether the proposed program is appropriate to the mission of the community
colleges. The criterion regarding mission is fulfilled if the goal of the proposed
program, as borne out in the program design, is either or both:

Transfer: The stated goal of the program includes (but need not be limited to)
transfer. Courses required in the program are specifically designed to be
transferable, not only as electives, but to fulfill the lower division
requirements of a major in at least one four-year college.

General liberal arts programs also fall within the mission, even where the
transferable courses required do not count directly toward any particular
transfer major but where, taken together, they clearly provide a strong
foundation for upper division work.

Occupation: The stated goal of the program includes (but need not be limited to)
the preparation of students for one or more occupations specified in the goal.
The objectives c¢f the program list the main competencies students will have
achieved that fulfill the needs and requirements of that occupation.
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11. Catalog Description

Description of the program as it will appear in the catalog. This description should
be consistent with the rest of the application, convey the program's goal and
objectives, and suggest how these differ from the goals and objectives of other
programs and what students may expect as an outcome.

Where job market data, transfer agreements, or other factors as documented
in the application suggest some caveats of which students should be aware,
these warnings should be as clearly conveyed in the catalog description as
possible. It is recommended that for degrees and certificates in "high risk”
occupations that are inherently competitive, low-salaried, and/or unlikely to
hire inexperienced graduates that the catalog description should suggest the
risks, e.g. those in the arts, some human services, and international
business--or for transfer programs that are heavily impacted or that differ
greatly in lower division requirements from one transfer receiving institution
to another--e.g. biology or computer science.

12. Rationale

The rationale explains at a general conceptual level what role the proposed
program, given its stated goals and objectives, would fulfill in the curriculum. |t
should include some history of how the program proposal came about, what is
unique about it, why it is critical, why it is especially appropriate for the region and
for the college, the nature of the community support for it and so forth. These
explanations should be related to the overall plan for the college, other new
program developments, and the specific needs of that community, mission of the
college, and/or opportunities to serve. Item #12 should be used to justify program
objectives or the inclusion of a given course as a requirement, etc.

This narrative provides an essential context to reviewers. I¢ i *“e place for colleges
to explain special considerations and to make a case for a prc " m that justifies the
use of alternative documentation where the usual documentation would be
misleading or inconclusive or is simply not obtainable.

It is not necessary to repeat here information covered elsewhere, as long as it is
clearly cross-referenced to a page numbered in proper sequence and a paragraph or
section number, and, in the case of references to minutes, with the relevant
section highlighted.
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NEED

Is there a demonstrable need for a course or program that meets the
stated objectives at this time and in the region the college proposes to
serve with the program? (95HB-/, 8 3.2)

The items listed below provide the documentation to support the rationale for the
proposed program. Taken together this documentation should show that the
number of students who are likely to enroll in the proposed program will be
sufficient to support it. It should also show that there are solid grounds for
expecting that the empioyment, advancement, and/or transfer outcomes promised
by the title and catalog description for the proposed program will be realized by
students who expend the resources to successfully complete its requirements,
given the anticipated number of enrollees.

13. Enroilment Projection Data

These data may be based upon enrollment in current courses and/or a survey of
prospective students. In the case of a survey, the survey questionnaire, itself, as

well as a description of population surveyed and survey results should be included
in this documentation.

A student enrollment survey should not simply establish "interest” but the degree
of commitment, i.e. the likelihood that students will actually take the required
courses and complete the entire program. It should also seek information regarding
the time frame within which students would want to be able to complete the
program and their plans for entering the field or transferring in the major.

If the field is one that is highly competitive or insecure, or is one that begins
or remains with low salaries, the survey questionnaire should make that fact
clear to those whose interest in pursuing the program is being surveyed.

14. Pi~~e of Program in Curriculum/Similar Programs

What related programs are there in the college? What need will this one fulfill that
those programs do not? Will there be courses in common? Will this program pull
students from them? Will it accommodate an overflow or provide for a different
type of student? Will students wish to/be able to move between the programs?
Will programs share resources?

Explain how, if at all, this program makes new or more productive uses of existing
resources, and/or builds upon existing programs or services, estabiishes a new
direction for the college, or similar points. This section should be closely related to
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the rationale, but should be more specific with respect to other program offerings,
numbers of students, equipment availability etc. |f this program is related to the
ending or scaling down of other programs, this is the place to provide details.

Clarify how existing faculty will be used, showing in particular that the program will
not depend solely cn adjunct faculty and that full time faculty will not be
overextended. (Or these matters can bhe explained in Item #32.)

15. Similar Prograrns at Other Colleges in Service Area

Under this item, describe all simiiar programs ir colleges within commuting distance
of college. A brief descrinption of each program, or photocopied pages from other
colleges' catalogs, is sufficient. A narrative explaining similarities and differences,
and why another program of this type is needed in this region at this time is most
helpful to the reviewers of the program in determining that there is local need for
the program.

If the proposed program would have a different emphasis from programs offered
elsewhere, targets a different market, is likely to be closer to the "state of the art"
in the field, or is otherwise likely to be stronger, and/or if the college's existing
mission, expertise or resources are especially well suited to development in this
area, this case should be made in the rationale and may be documented here in
more detail.

In most instances a college proposing a new program needs to make a convincing
case that the existing capacities of other colleges are already being fully used and
that there is an excess enrollment demand. The analysis shculd show that there is a
net demand in the job market capable of absorbing the numbers of additional
students that the proposed new program would be graduating into this job market.
Where these data are unavailable, irrelevant, or misieading, a compelling rationale
must show that the program is needed, nonetheless.

Evidence that program developers have been in communication with existing
programs and have used this information to help design the proposed program
should be provided here. When two or more colleges in the same region are
seeking approval for new programs of a similar sort at or near the same time,
evidence of collaboration becomes especialiy important.

16. Labor Market Information (LM/ Data)

The US Department of Labor Occupational Employment Statistics (OES) Survey is
conducted in each county in California. It surveys medium to large employers in
established industries and publishes labor market data by county. OES inclures
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some 750 occupational categories. For those categories that require up to 2 years
or more of training, including lower division programs for four year baccalaureate

occupations, the OES codes have been matched to California Community College

TOP codes to create the Labor Market Information or LMI system.

The LMI system provides five year occupational demand data by county on
established occupations, i.e. those that have OES codes and that serve medium to
large employers. The system also provides occupational supply data based upon
actuat or projected program outcomes. The LMI system is maintained by the state
Emplcyment Development Department (EDD) and partly funded by community
colleges to aid in their planning of programs and in their reporting upon outcomes.

in the Education Code, LMI data are specifically required for new program
applications, where appropriate:

To the extent possible, the [labor market] study shall use the State-Local Cooperative Labor
Market Information Program estaktlished in Section 10533, or if this program is not available
in the labor market area, other available sources of labor market information. The study
shall include a California Occupai.~nial Information System [OES] supply analysis of existing
[programs]. [Ed.C./§78015]

LM data are availabie from:

State/Local Labor Market Information
Employment Development Department
Building 1100
7000 Franklin Boulevard
Sacramento, CA 95823

For proposed new vocational programs whose goals properly fall within an OES
code (as reported in Item #7), LMI market data for the county(ies) served by the
college, for that ccde, sheuld normally be reported unde: Item #16.

Local, industry, business, or federal statistics may also be used to document the
need for a vocational program. Such statistics should be related as carefully as
possible to the local situation.

17. Job Market Analysis

Section 55130(b)(6)(C) of Title 5 requires a college seeking approval of a new
program to show the "[rlelation of the proposed program to [a] job market analysis".

This item fulfills that requirement. The job market analysis should present evidence
that there is a viable job market that will preferentially rire those graduating with
the proposed degree or certificate.
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Questions that could be addressed in such an analysis include:

Net Job Market

Given the number of enroliments projected for the program and necessary
to support the program, are there enough openings locally to permit
placement of the expected number of graduates, taking account of the
numbers of graduates available from similar programs within the same
geographic region as program graduates will be seeking employment?

® Has the job market been: declining slowly? steady? growing slowly?
growing rapidly? newly emerging?

Earning Potential

® How much over minimum wage is the initial salary ?

® What is the average percentage of salary increase in 2 years? 5 years?

F ~redibility/Career P ial

® |s there sufficient evidence that employers would preferentially hire or
promote graduates with this education, other things being equal?

® How likely is it that employees with only the education pravided by this
program, and lacking experience, will be hired at all? Or that experienced
employees with only this education would be promoted?

® |f advanced degrees are typically needed for career advancement, will the
courses required for this program transfer towards completion of the
requirements for those degrees?

® Will this preparation permit students to stav current in their field? Does the
program teach basic principles and theory, as well as applications? Is it
current? Is it of sufficient rigor to assure the capacity to continue to follow
the literature and learn new techniques? Is it of sufficient generality to
allow for later shifts in career? Does it use "applied academics,” aiming for
integration of liberal arts and occupational or pre-professional education
wherever possible?

)

Does this preparation provide a significant secondary expertise to primary
careers? Is it designed primarily or in part to meet the needs of those already
employed for upward mobility, entrepreneurship, or other career upgrade?
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® Does it prepare students to work in an ethnically diverse workforce and an
ethnically diverse, global market?

Emerging Occupations: Where job market data are not available or are not
appropriate for a new occupational prograra in an area of emerging social
need or technology, it becomes important to provide a careful analysis and
explication of the specific demands of this new occupation. Itisin
anticipating emerging demands that colleges can play an essential leadership
role, but can also most readily be misled as to the actual job requirements or
prospects in a field and thus inadvertently mislead students.

A carefuily designed employer survey can elicit documentation of the fact that
(a) employers share the college's assumption as to where the field is going
and what skills this emerging industry will require of employees and (b) will
recognize the value of the proposed degree or certificate in their hiring or
promotion.

Competitive Fields: Colleges are often called upon to provide training that
students greatly desire, even where the job prospects are limited and the field
is highly competitive. In such occupations--often in the arts and
entertainment--it is talent rather than education that is the bottoni line in
hiring. While no community college certificate can substitute for talent, a
program that is exceptionally well designed to identify, develop, and
demonstrate the presence of talent can still be justified when few programs
of similar quality exist in the service area.

Supplementary Occupational Skills: Many kinds of certificates are of
occupational benefit to students already employed. In such circumstances,
the program objectives and design including the sequencing of courses,
should fit the needs of students likely to be already ermployed by building on
their prior experience and spacing course requirements to accommodate
probable student scheduling constraints

Small Businesses or Cottage Industries: Entrepreneurial opportunities and the
market for cottage industries yield few statistics. Yet these are a source of
employment for an increasingly large proportion of the workforce and
constitute a legitimate vocational goal for a community college program,
especially in rural areas. An application for approval of a program designed to
meet the needs of such students should show a careful analysis of their
needs and of the market within which they must compete, and relate this
analysis to the design of the program.
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18. Employer Survey

A survey of prospective employers in the geographic region within which students
will be seeking employment must be included or else an acceptable explanation
should be provided as to why such a survey is not included. A "prcspective
employer” is a company that employs people in positions requiring the skills that it
is the objective of the proposed program to provide.

The survey should address to what extent the proposed degree or certificate,
with its stated objectives and proposed courses, will be valued by prospective
employers. In communicating with survey respondents, the questionnaire
should convey as much information as possible regarding the intended program
design, with the proposed equipment, facilities, work experiences proposed,
and/or faculty qualifications. The survey can then be used to determine
whether, on that basis, the employer would preferentially hire someone with
such a degree or certificate over someone without it, other things being equal.

Finally, and most importantly, the survey should determine the extent to which
prospective employers expect to be hiring (or promoting) in the demand region over
the next five years. Program applications will be evaluated in terms of whether the
case was made that the net number of job openings that employers are planning to
fill--annually and over the next five years-given turnover, growth, etc., will be equal
to or greater than the number of students the program will graduate per year, after
taking account of the number of graduates from similar programs in other
institutions who will be entering the job market within the geographical region from
which employers are being surveyed.

19. Explanation of Employer Relationship

Where a college is seeking approval for a program of /imited duration to be provided
to one industry, associated primarily with a given employer, and is working closely
with that one employer in developing the program, enrolling students, and acquiring
the equipment, etc., an explanation of that relationship should be provided. The
name of that employer should be included in the planning summary. (See /tem #7,
"Name of Employer".)

An explanation of how the open enrollment requirements for California community
college courses will be observed in this context must be included in this discussion.

20. List of Members of Advisory Cornmittee

This item should identify whether the proposed new vocational or vocational and
transfer program has an advisory committee rnade up of typical employers,
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discipline faculty from transfer institutions, entrepreneurs, or others qualified to
carry out the functions explained in Item #21, below.

Submitted documentation should include:

Voca*’pnal Programs: The list of advisory committee members should
include their job titles as well as their affiliations and an accompanying
explanation shouid make clear that they represent those within the industry
who would hire graduates of the proposed program.

Pre-Professional and other Pre-Major Transfer Programs: For occupations that
have a career ladder that requires the baccalaureate or higher, the list of
advisory committee members should include faculty from a receiving transfer
institution in the discipline within which the proposed program falls. If not,
an explanation should be provided regarding the reasons for their omission
and how else the issue of transfer and upward mobility is to be addressed.

21. Minutes of Key Meetings/Recommendations

In this item, highlight portions of the minutes that deal with substantive issues of
program need, objectives, design, resource requirements. Suggestions noted in
these minutes, questions or concerns raised, and decisions recorded should be
specifically addressed in the application, either in the rationale at the beginning of
the application, in a narrative following the minutes, or in the specific parts of the
application where the matter is relevant.

22. Recommendations of Regional Occupational Deans

Include either a letter from the regional occupational deans or highlight that portion
of minutes of a regional occupational dean's meeting in which the proposed
program was voted upon. This item should include an explicit recommendation by
the regional deans regarding the TOP code, to be recorded in the first space under
Item #7.
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QUALITY

Are the objectives of each required course clearly necessary to meet the
stated goals and objectives of the program?

Are they sufficient? Will the successful completion of the work as laid
out in the outlines of record submitted for each course required in the
program, and in the required sequence, be sufficient to enabie students to
acquire the knowiedge and skills specified in the stated program
objectives and to fulfill the program goais for the occupation(s} and/or
baccalaureate major specified in the application?

23. List of Required Courses

A list must be submitted of all courses required for compleiion of the program, as
they will appear in the catalog, including general education and restricted electives,
with the number of semester units.

Taken together, successful completion by students of the set of courses required
for the program must be sufficient to enable them to fulfill the program goals and
meet the program objectives. Courses should be required that will assure the
college leve! communication and analytic skills that will generaily enable the
graduating student not only to do well in transfer courses, if that is their goal. but
also to participate as a full team member in a company, maintain currency in
rapidly changing fields, and advance in their chosen occupation over a lifetime.

In order to minimize credit loss for students who may decide upon a baccalaureate
at some later time, required courses should be transferable wherever possible.

The set of requirements should reflect the thinking of the advisory council, as
indicated in the minutes of that council (see below), or the college should explain

its departure from those recommendations by reference to the rationale in Item
#10.

The number of units, specific course requirements, design of individual courses, and
the sequence of the courses should, taken together, be coherent, complete, and
appropriate, given the program objectives and the resources with which the college
has to work. Any associate degree program must also account for gerneral
education requirements in the overall program description and sequencing.
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24. Outlines of Record for A/ Required Courses

All courses required in the program must be included in the package, whether
existing or newly designed. For associare degree programs an exampie of at least
one course for each of the general education areas specified in T.5/855806 must
be included. For restricted electives. the Outlines of Record must include all of the
courses from among which students may select the courses they will use to fulifill
that requirement.

Note: Outline of Record vs. Syllabus: A course syllabus controls instruction in
one section of a course, and reflects the work of one instructor. The Outline of
Record controls instruction across all sections in a given course, regardless of
instructor; it provides one set of standards tt.at many different sections can
and must meet.

From the objectives in the Outlines of Record for each required course, it should be
evident how each required course, taken in the required sequence, furthers the
overall pregram objectives. If this relationship is not evident for a given course, its
relationship should be fully explained in the rationale, Item #10.

Each Outline of Record submitted with the new program application must meet the
standards described in 95 HB 3 and 4. See Appendix B, the checklist that is used
by the Chancellor's Office to evaluate progra.n applications.

25, Diagram of Proposed Sequence

Include a flowchart, table, or diagram that will enable reviewers to visualize how
the course sequerices and prerequisites fit together, to determine that the sequence
of courses is reasonable, on the face of it, and that they are arranged so that a full-
time student could complete a degree program in two years or a certificate program
within the number of semesters normally needed to complete the total number of
units required for the certificate, by a full time student.

Where it is the case that the objectives of the program are best fulfilled by requiring
courses in a particular sequence (or simultaneously), then mandatory prerequisites
for co-requisites) may be set pursuart to T5/58106. The outlines of record
submitted for these courses should be written in such a way as to substantiate the
need for such a required sequencing of the courses.

()
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26. Program Evaluation Plan

If the college has a standard evaluation plan, please include a copy of that plan
(unless it is too bulky, in which case a summary will do). Please explain how often
the proposed program would be reviewed using that plan, and what will be done
as a result of the information thereby gained.

If the college has no such standard practice, this section should indicate how the
requirements of Ed §78016 and federal Vocational and Technical Education Act
(VATEA) evaluation requirements will be met, if these apply. It shouid also be
noted that Title 5 851022 sets the existence of program review procedures as a
minimum condition for the receipt of state funding.

Among the items that could be included in the evaluation plan are:
® Fiscal viability of the program

® Adequacy of facilities, equipment, and library and learning resources
collection in extent, currency, accessibility and quality

® Curriculum:
1) Courses are current with respect to new developments in the field and
improved teaching methods

2) The set of requirements is complete, appropriate, and sequenced as
effectively as possible, given the objectives of the program

® Faculty & Instruction:
1) Faculty possess the appropriate credentials or other qualifications
2) Proportion of part-time to full-time instructors is acceptable
3) Faculty workload is acceptable
4) Faculty syllabi and actual instruction are in accordance with the outlines
of record
5) The most effective teaching methods are in use
6) Faculty evaluations are regularly and properly conducted

® Qutcomes

1) Number of students enrolling in and completing the program

2) Number of students transferring and their subsequent grade point
averages and retention rates

3) Number of students working in the field after completion of at least one
A-C level course (SAM Code) in that field

4) Satisfaction measures among employers of students who complete
vocational programs in the field of employment
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27. Transfer Articulation Agreement

Title 5 requires the governing board of each college district, as a minimum condition
of the receipt of state funds, to:

"[Flile with the Chancellor and carry out its policies and procedures to provide that its
courses and programs are articulated with proximate four year coileges and high schools.”
T.5/851022b

In addition, Senate Bill 121, the "Transfer Bill" requires each "discipline" to be
articulated in each community college with three UC and five CSU campuses. (See
Ed.C.866740 in 95 HB-I,

§4.7)

The college should submit a copy of any agreement articulating the completion of
lower division requirements in the major with whatever transfer institutions are
listed in the planning survey.

28. Other Transfer Documentation

If a transfer articulation agreement is not available, other kinds of documentation
that can b.: used to this end are:

® A proposed articulation agreement and plans for achieving it

® Photocopies of major requirements at least three public universities in
California showing the similarity of lower division requirements, with
explanation of any discrepancies

® A summary of standards for lower-division preparation in this discipline
published or endorsed by relevant professional bodies

® A list of four-year college faculty from transfer institutions, knowledgeable
in that discipline and/or representatives of the profession, who have been
involved in helping to create or review the program design

® A plan for how students can gain transferability of non-articulated courses
through a testing process or some other way in which the credits earned by

students in the new program can be protected

The documentation should show a good-faith effort on the part of the college to
assure that, as far as possible:
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® Every course required of students will count not only in transfer, but
specifically toward completion of a major after transfer

® Courses required in the lower-division program will not have to be repeated
in upper division

® All major requirements usually fulfilled at the lower-division level can be
fulfilled at the community college

The documentation submitted should address not only the needs of students who
plan to transfer, but also those in occupations who may subsequently need a
baccalaureate. Even in occupational programs, all courses that can be made
transferable without compromising their occupational usefulness should be so.
Such courses include not only those required in various pre-major transfer programs
in the Liberal Arts and Pre- or Para-professional programs, but also courses in
programs in trade and industry may have a potential for transfer into upper division
majors in industrial engineering, architecture, etc. at some colleges.
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FEASIBILITY

Can the college commit the resources necessary to support the program at
the level of quality presupposed in the program design, for the proposed
numbers of students, and offer it with sufficient frequency to meet the
program objectives and enrollment projections?

Title 5/855130(b)7 requires the Chancellor's Office to determine that a college
proposing a new program has the resources to offer that program with respect to
ltems #29-32. The documentation included in the application should be sufficient to
enable the Chancellor's Office to determine that the college has committed to the
program (item #43) on the basis of a sound estimate of the resource implications
associated with these items.

29. Library and Learning Resources Plan

The application should include a specific statement of what the program needs wili
be with respect to the library and other learning resources, with a summary of the
extent and currency of the holdings in this area, including print, non-print, and
electronic resources. This statement of needs should be accompanied by a specific
plan as to how additional resources will be accessed or acquired, including a
budget. This plan should be jointly developed by learning resources staff and the
instructional division originating the program proposal, as indicated by the joint
signatures required in Item #36.

30. Facilities and Equipment

Specific needs for facilities and equipment should be detailed here with an
indication of what is already available, what is part of the master plan, what is
currently in some stage of acquisition, and what would have to be acquired after
the program was begun.

31. Financial Support Plan

The sources of support for thc above needs should be indicated, e.g. increased
college enrollment under cap, the phasing out of another program, the donation by
industry or the sharing by them of facilities, equipment, books, library collections,
endowed chairs, etc.

If the new program has been developed with Fund for instructional Improvement
(FIl) moneys or other special funds, such as those for employer-based training or
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federal grants, these sources and any requirements that may have been se. in
relation to initiating the new program should be explained.

32. Facuity Qualifications & Awvailability

Resumes of the faculty who will be directing and teaching in the new program
should be maintained locally in the program file, clearly indicating that the program
will be adequately staffed and managed by those whose qualifications indicate
adequate understanding of current knowledge and practice in the field appropriate
to the program. -If new faculty will be needed, or if new training will be provided to
faculty who are undertaking expanded or different responsibilities, an explanation
should be provided under Item #32 as to how the additional costs and/or training
will be accommodated. (See aflso Item #14.)
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COMPLIANCE

Does the program comply with any other laws applicable vo it,
including federal regulations, licensing requirements, and the
particular legal requirements explained in 95 HB-l, §4.8?

33. Model Program Standards and Explanation

In applying for Model Approval (See Item #6), the college must reference a
consortium, another college, or the professional body that developed the model
standards. It is helpful to provide a copy of the model itself, or a summary or
relevant excerpts. If the proposed new program departs little from the original
model, that model may be incorporated as-is in a new application wherever the
model addresses an item called for in the application.

In any case, the college should document the feasibility of their offering the model
program as designed, and show that there is a local need sufficient to justify its
establishment at this time and place. It should alsu justify any departures from that
model to meet the particular needs of those served by the college, take advantage
of the college's particular strengths, improve upon the original design, reduce costs,
or accommodate other local constraints or practices.

34. Licensing or Accrediting Standards Where Required

The college should determine whether accreditiing or licensing standards apply to
the proposed program and include them, or a summary of them, in their
application, together with information as to organizations or persons representing
the field who may be contacted by the Chancellor's Office, if necessary. Where
appropriate, the college should include a sign-off from a licensing agency. As with
Item #33, any departures from the accrediting standards should be explained. The
explanation should also clarify whether the college intends to function without
accreditation in the area or expects to be accredited.

35. NCR 1000 Approval: Department of Apprenticeship Standards

A copy of the NCR 1000 form signed by the Division of Apprenticeship Standards
approving establishment of the proposed program must be submitted for all other
documentation in support of a proposed new apprenticeship program. Since that
duplicates many of the approval issues for the Chancellor's Office, most items in the
column marked "Apprenticeship" are blocked out. These forms are available from :

Division of Apprenticeship Standards
Jepartment of Industrial Relations

P.0. Box 420603
San Francisco, CA. 94142
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SIGNATURES

All of the signatures specified on the back of the New Program Application/Report
shou.. be provided, except Item #37 can be omitted for non-vocational programs.
The Chancellor's Office relies heavily upon these signatures in conducting its own
review.

The purpose of the signatures is to assure that those most knowledgeable in each
area on a campus have been significantly involved in the planning of the program.
The signature specifies a particular affirmation or commitment and should thus be
made by the person in the specified position, or by someone in another position
that is as well or better equipped to make that affirmation or commitment.

The signature presupposes that the signatory had adequate information, adequate
time to review that information, and adequate access io the process for developing
and/or reviewing the program, as the basis for making the specified affirmation or
commitment. If a given party has been involved in the review but is unavailable for
signature at the time the college is tc send in its application, an explanation should
be provided and an updated signature page submitted later. If that party was not
available, a qualified person designated by that party to conduct the review and
sign in their stead may complete the form.

36. Library and Learning Resources

The process for determining the library and iearning resources necessary to support
the program as designed should involve a close partnership between the originating
faculty and the library and learning resources staff. The signatures of the
originating faculty (or division/department) and the library and learning resources
manager affirm the collegiality of this process and the status of the resources
proposed in relationship to program needs.

37. Occupational Advisory Committee Chair, Dean and Regional Chair

For vocational programs, it is essential that it have been designed in close
cooperation with the industry it is to serve. The signature of these two parties is
meant to assure this fact. (See also Items #20-22.)

Also for vocational programs only, the signature of the Chair of the Regional
Occupational Deans should be included here, and if it is, Item #21 need not be
included. /f Item #21 js included, the signature need not also be included here.
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38. Curriculum Committee Chair, Chief Instructional Officer, & Senate
President

These signatures, as explained, affirm that the standards of CCR Title 5 §55002 and

55805.5 are met, together with any applicable transfer or licensing standards....An
associate degree credit course is a course which has been...recommended by the college and/or
district curriculum committee and approved by the district governing board.... [CCR T5 §55002a]

The courses for a new program, even existing courses, should be reviewed anew in
connection with a new program application and recommended for approval for that
purpose by the curriculum committee. (See item #24 and 95 HB-I, and Appendix Bj

The college is also responsible for identifying where specific licensing or accreditation
standards apply and determining that they have been met. (See Item #34.)

Ideally, the curriculum committee and the instructional office have also had a role in
determining that the resource requirements necessary to conduct the program at
the level of quality proposed have been adequately described. (See Items #29-32.)

The signature of the Curriculum Committee Chair affirms that state standards as
explained in this Handbook have been adhered to in the committee's review and
approval of the program proposal. The signature of the Chief Instructional Officer
affirms that the college's need for the program, relative to other curricular needs
and the required resources, has been demonstrated and that any other applicable
local standards or procedures have been fulfilled.

39. Chief Executive Officer

This signature affirms that:
a. All standards in this Handbook have been adhered to.
b. The college can provide the qualified faculty, the essential facilities,
equipmeit and media resources necessary to offer the courses required in
the program as frequently as is presupposed in the program design.

40. Chief Executive Officer of the District

This signature affirms that the local governing board has approved the program, as

required by law: The governing board of eacih community college district shall... approve courses
of instruction and educational programs [Ed.C. §70902(b}(2)]

41, Address Labels

Final Notice is sent to the college president; interim notices to the college's Chief
Instructional Officer. List here the names of any others should receive copies of these
notices and for whom two sets of address labels are included in the application.
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CHANCELLOR'S OFFICE ACTIONS

The gray areas of the form are not to be filled out by the college. These areas are
used by the Chancellor's Office to notify colleges of actions regarding their
applications.

Interim/Final DETERMINATION

If an interim notification is required, this form is copied, "Interim Notice" is
checked, and the form is sent to the college part way through the process.

At the end of the process this form, the spaces to indicate Chancellor's Office
action(s) and "Final Notice" are checked and the form is sent as the Final
Notification. Once so checked, and signed by the Dean of Curricuium and
Instructional Resources, this form constitutes the documentation of approval or
other action. Although newly approved programs are recorded in the Inventory of
Approved Degree and Certificate Programs maintained by the Chancellor's Office,
this Finai Notification should be carefully maintained by the college as backup
documentation in the event of an audit or other question.

Approved with Commendation
The program is approved (see below) and the program application is regarded as
exemplary in its objectives, design, and/or supporting documentation.

Note: The Chancellor's Office may share such commended program applications
with other colleges seeking models unless the college writes the Chancellor's
Office requesting that the application not be so used.

Approved

The program is authorized at the level indicated in the box(es) checked at the
bottom left of the page, as of the effective date indicated on the form. Details as
to the scope of authority associated with the approval of a new program are
provided in 95 HB-1, § 5.3 , under "Authorization to Offer a New Degree or
Certificate Program".

Approved Conditionally

The college is given a limited approval. During that time, the college may obtain a
full approval of unlimited duration by fulfilling whatever conditions are specified by
the Chanceilor's Office on the back of the Final Notification or in an letter
accompanying that notification.

Termination Date
The date after which a college may no longer require courses which were
authorized under a /imited degree or certificate approval nor award that degree or

99 A35




Appendix A
1995 Curriculum Standards Handbook Volume |

certificate to students other than those who were enrolled prior to this termination
date. This space is left blank on notifications of fuil authorization.

Transfer Program Recorded
The new transfer program has been recorded in the Inventory of Approved Degree
and Certificate programs with the TOP code indicated.

Forwarded for CPEC Review

The California Postsecondary Education Commission (CPEC) has a statutory
obligation to review proposed new program approvals from each of the three
segments of higher education and is given 60 days to do so. Their particular
obligation is to review new program proposals across segments in order to minimize
redundancy, facilitate transfer, and assure that state priorities are met. The
standards that CPEC uses are included in Appendix C.

Dur.ng the review period, you will receive an Interim Notice with this item checked
once your program has been submitted to CPEC with a recommendation of
approval. (See Iltem #1 for deadlines and turn-around times.)

Application Incomplete

Where no information at all has been provided on an item essential to conducting a
fair review, this box is checked. The missing item i~ indicated by a check mark to
the right of that item under the "Needed" column. Where not self-evident, further
explanation of the documentation needed may be provided on the back of the form
or in an accompanying letter. '

Ordinarily when this box is checked, no further action can be taken by the
Chancellor's Office on the program until the college has forwarded the missing
information.

Additional Information Requested

This box is checked by the Chancelior's Office when the application includes
documentation of an item, but the information contained therein is insufficient to
determine whether or not approval of the program is justified with respect to the
criterion under which the item falls. The insufficient item is identified by a check
mark to the right of that item on the list of documentation, placed in the "?"
column and the question explained on the bac’c of the Interim Notice.

Depending upon the nature of the additional information needed, the program may
be forwarded to CPEC at the same time as the Interim Notice is sent out. If so,
that box under Item #36 will also be checked. If not, no further action can be taken
on the program until the college has forwarded the additional information.
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Revised Application Requested .

| This box is checked by the Chancelior's Office when the information contained

| therein could justify appraval of the program, but only with modifications. In that
case, the Chancellor's Office checks this box, indicates the insufficient item by a
check mark to the right of that item on the list of documentation, placed in the "?"
column, and explains the modifications needed.

Depending upon the nature of the changes needed, the program may be forwarded
to CPEC at this time also. If so, that box under Item #36 will also be checked. If
not, no further action can be taken on the program until the college has forwarded
the requested or required modifications, or an explanation rejecting them or
proposing alternatives.

Disapproved

Based upon the information provided in the application, the Chancellor's Office
cannot justify that the objectives of the program requested fall within the mission
of the community colleges, or that a program which meets these objectives is
needed at this time, or that the guality of the program as designed would enable
stu _ents to meet those ¢’ =utives, or that it is feasible for the college to offer the
program as designed, or that the design is in compliance with other relevant laws
and standards, as explained on the back or in an accompanying letter.

Determination Delayed

On rare occasion, an Interim Notice may be checked, "Review Delayed.” Such
delay is occasioned when reviewers are unable to agree upon their
recommendations or when a legal or policy question regarding the application is
raised. Everything possible will be done in such circumstances to act upon the
application promptly. Meanwhile, the college will be kept informed and should
contact the Chancellor's Office as needed for an update.

Wherever appropriate, the college will be offered a limited approval to allow it to
move forward while the supplementary review is cairied out. It may be the case,
however, that a limited approval is not deemed appropriate. In that case, the
college cannot offer th.2 program until the matter is resolved in a way that permits
the program to be approved.

OTHER ACTION

Not Required
A college requests approval for an action not requiring state approval or for a

program for which, according to Chancellor's Office records, it already has
approval.

Withdrawn
A college decides not to seek approval and requests the Chancellor's Office not to act.
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Closed

A college has not responded to a request for a missing part of the application, for
additional information, or for a revised application, for six months or more since the
request and is therefore presumed to be no longer interested in gaining approval to
offer the program.

Terminated
The time for which a college was granted limited approval has elapsed. (See Item #6.)

CPEC Action

The determination of the California Postsecondary Educati: 1 Commission (CPEC) is
indicated as: Concur, Information Needed, Nonaction, or Nonconcurrence. In the event of a
non-concurrence by CPEC, the Chancellor's Office will ordinarily approve the
program only if the college successfully answers CPEC's concerns or if the program
proposal itself is modified in such a way as to meet their objections.

Approved TOP
This code defines the category in the Taxonomy of Programs that the Chancellor's
Office has determined best encompasses the objectives of the proposed program.
(See Item #7.)

Effective Date

The date at which the authorization commences. This date is normally at the time
of the approval. If the approval has been delayed, then the effective date is
ordinarily six months from the time the application was received.

Authorization Granted
A check in one or more boxes at the bottom of the column indicates which level(s)
of authority has been approved by the Chancelior's Office, as defined in Item #6.
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California Community Colleges
Chancellor's Office

New Program Application
Chancellor's Office Review Checklist

erame of Program:

Name of College:

Name of Reviewer:

{| Recommendation of Reviewer:

# 4+ | Yes | No ?

1.
with the mission of the community colleges as formulated in Title
5/855130(b)(5), 55180?

2. |

3.
Are the objectives of each required course clearly necessary to meet the stated
goals and objectives of the program?
Are they sufficient? Will the successful completion of the work as laid out in
the outlines of record submitted for each course required in the program be
sufficient to enable students to fulfill the program goals and meet the state
program objectives?
Are the cutlines of record for each course comple:e, rigorous, current, and

4.
Can the college commit the resources necessary to support the program for
the proposed numbers of students at the level of quality presupposed in the
program design and offer it with sufficient freguei.cy to meet the program
objectives and enroliment projections?

5. |% : G
Does the program comply with any other laws applicable to it, including
federal regulations, licensing requirements, and the particular legal
requirements explained in 4.8 of this Handbook?
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New Program Application
Checklist for Review of Course Outlines of Record

Criterion 3-QUALITY

YES | NO

~J

Does the standard format for outlines of record used by the college require
all the information specified in Title 5 for such outlines, as foilows:

The Course is described in a course outline of record which shall be
maintained in the official college files and made available to each
instructor. The course outline of record shall specify the unit value, scopa,
objectives, and content in terms of a specific body of knowledge. The
course outline shall also specify types or provide examples of required
reading and writing assignments, other outside of class assignments,
instructional methodology and methods of evaluation for determining
whether the stated objectives have been met by students....§55002(a)(3)
Are the examples of textbooks, teaching methods, assignments, and
evaluation prompts, etc. of sufficient substance and specificity, without
being unduly prescriptive, to:

® Guide the planning of instruction in d*/ferent sections, by differert
instructors, some of whom may be riew, such that the objectives can
be equally well met by students of each section?

® Enpable students who read them to have a reasonable grasp of what
will be expected of them?

® Assure that student work will be assessed at comparable levels of
rigor for those enrolled in different sections of the same course?

® Permit the evaluation of the consistency and effectiveness of
instraction in all sections of the course with respect to its agreed upon
objectives?

3b.

Do the stated objectives of the course meet the standards expected by

those *~ho are accepting the course as fulfilling the purposes for which it is

designed: including fulfiling a prerequisite for a subsequent course;

meeting the general education, elective, or major requirements for the

certificate, associate degree or baccalaureate; or fulfilling the requirement

of the intended occupation?

Does the course meet the Standards of §556002a regarding critical thinking,

writing, evaluation, and grading at the college level?

® Do the Objectives substantively integrate subject-specific critical
thinking?

® Are these subject-specific objectives carried through in each of the
other components of the outline, making it clear how critical thinking
will be taught, required, and evaluated?

® Does the course require: ...a minimum of three hours of work per
waeek, including class time, for each unit of credit, prorated for short
term, laboratory and activity courses? [CCR Tb §855002a2B]
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3b. YES| NO | ?
® Does the Outline of Record provide a basis for determining comparabie
faculty and student achievement across sections? l.e. Does the outline of
record indicate how the course will provide for: "...measurement of
student performance in terms of the stated course objectives
...culminating in a formal, permanently recorded grade based upon
uniform standards...? [T.5 §55002(a)(2){A)]
® For a college level course, does the outline of record show that the grade
a student earns will be: "..based on demonstrated proficiency, at least in
part, by means of essay, or, in courses wheare the curriculum committee
deems them to be appropriate, problem solving exercises or skills
demonstrations by students” [T5/8§55002(a)(2i({A)]
® Are these examples of evaltation methods substantive and course-specific
enough to show how students will demonstrate fuifillment of the stated
ectiv course, especially as they apply to critical thinking?
Do the course content, textbooks, software, adapted equipment, and other
materials, including library assignments, represent current or emerging
knowledge arid practice?
3d. €
Are the course objectives comprehensive enough that it is possible to trace
the reason for each of the course specifications by reference to at least one
course objective? Is each cbjective implemented in at least one course
specification?
Are the course specifications sufficiently coherent? |.e.,"Taken together,
[willj these course specifications..."ypically enzble any student who
successfully completes all of the assigned work prescribed in the outline of
record to successfully meet the course objectives.? " [T.5/8§55002(a)(3)]
That is, uf these items required by law can it be said that:
{a) The stated evaluation methods adequately indicate fulfillment of the
course objectives as stated; and
b} The presentation to be made by the instructor,
(i} of the required content
(ii} in the required sequence (if any) and
(i} in the required amount
{iv) with whatever instructional methods the instructor must employ; and
{c} The completion by the students
(i} of the assignments
(ii) to the required standard,
(iii} using the required materials,
(iv) in the specified instructional setting,
(v} with the specified equipment
d} Are sufficient to enable
(i) those students who would originally have been unable to do so
(ii} to meet the course objectives
(iii} as indicated by the specified evaluation process
(iv) by the end of the course?
o B3
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CALIFORNIA POSTSECONDARY EDUCATION COMMISSION
The Commission's Role in the Review of Degree and Certificate
Programs

li. Guiding Principles

In a system of postsecondary education consisting of a diversity of institutions offering a wide
range of programs and services, the review of plans and programs must be guided by a concern
for the broad public interest. It must encourage programs that will increase the knowledge and
skills of individual citizens and be accessible *o everyone with the ability and desire to benefit
from them. It must support programs and activities that promise to advance the frontiers of
knowledge. And it must seek to foster quality within each segment and institution, preserving
institutional identity, initiative, and vitality in the process.

At the same time, it must be alert to possible unnecessary duplication of effort, excessive costs,
and inefficiencies in the allocation of resources.

As defined in statute, the Commission's role in the review process is advisory. The
Commission's recommendations will be based on criteria which, to varying degrees, should
guide the process at all levels. While all of the criteria listed below must be taken into account,
they cannot be assigned fixed weight in determining the need for every degree or certificate
program. The criteria to be employed by the Commission in defining the public interest as it
relates to academic and occupational programs, not necessarily listed in order of importance,
are the following:

1. Student Demand

Within reasonable limits, students should have the opportunity to enroll in programs of study in
which they are interested and for vi'hich they are qualified. Therefore, student demand for
programs, indicated primarily by current and projected enrollments, is an important consideration
in determining the need for a program.

2. Socijetal Needs

Postsecondary education institutions bear a responsibility to fulfill societal needs for trained
manpower and for an informed citizenry. Even though projecting manpower needs is far from
being an exact science, such projections serve as one indication of the need for an existing or
proposed program. As a general rule, employment prospects for graduates constitute a more
important consideration in those programs oriented toward specialized occupational fields; with
certificate or associate degree programs, the local employment market tends to be more
significant than in the case of graduate programs where the state and national manpower
situation assumes more importance.
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Recognizing the impossibility of achieving and maintaining a perfect balance between manpower
supply and demand in any given career field, it nevertheless is important to both society and the
individual student that the number of persons trained in a field and the number of job openings
remain in reasonable balance.

3. Appropriateness to 'nstitutional and Seamental Mission

Programs offered by any institution within a given segment must comply with the delineation of
function for that segment set forth in the California Master Plan, as well as with its own
statement of mission and special emphasis approved by the segmental governing body.

4. The Number of Existing and Proposed Programs in the Fieid

An inventory of existing and propos«d programs, compiled by the Commission staff from the
plans of all segments of postsecondary education, provides the initial indication of apparent
duplication or undue proliferation of programs, both within and among the segments. The
number of programs alone, of course, cannot be regarded as an indication of unnecessary
duplication. Programs with similar tities may have varying objectives; the regional distribution of
programs in public institutions is a consideration; and the level of instruction is a factor. In
general, each program should be evaluated in relation to all other programs in the subject in
order to ascertain if the program under review represents a responsible use of public resources.

5. Total Costs of the Program

The relative costs of a program, when compared with other programs in the same or different
program areas, constitute another criterion in the program review process. Included in the
consideration of costs are the number of new faculty required and the stuudent/faculty rations;
and the equipment, library resources, and facilities necessary to ¢ nduct the program. For a
new program, it is necessary to know the source of the funds required for its support, both
initially and in the long run.

6. TIhe Maintenance and Improvement of Quality

The public interest demands that education programs at all levels be of the highest possible
quality. While primary responsibility for the quality of programs rests with the institution and
the segment, the Commission, for its part, is interested in indications that high standards have
been established for the operation and evaluation of the program,. In the process, it is
necessary to recognize that a proper emphasis on quality may require more than a minimal
expenditure of resources.

7. The Advancement of Knowledge

The program review process should encourage the growth and development of creative
scholarship. When the advancement of knowledge seems to require the continuation of existing
programs or the establishment of programs in new disciplines or in new combinations of existing
disciplines, such considerations as costs, student demand, or employment opportunities may
become secondary.
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DELEGATION CHECKLIST

This Form should be completed by collage personnel and submitted to the Chancellor’'s Office annually according
to a8 schedule to be published during 7985.

College Name: DATE:
Name of Chief Instructionai Officer Name of Academic Senate President:
Signature of Chief Instruction Officer Signature oF Academic Senate President

D Availability of Materials This Handbook and/or locally developed handbooks or other materials

are readily available to all those responsible for reviewing and recommending or approving
curriculum. Local materials incorporate complete and correct explanations of the state standards
as covered in the current version of the Curriculum Standards Handbook and addenda.

D Reviewer Training As indicated in records maintained by the college, the training afforded the

reviewers at a minimum includes current state standards, intersegmental expectations, and
standards of good practice covered in the current version of the Curriculum Standards Handbook
and addenda.

D Updates & New Reviewer Orientation Maintained records also indicate that reviewers are
regularly updated and new reviewers are provided with appropriate materials and training.

D Identification of Reviewer Roles The roles and functions of all who review and recommend

curriculum, including both curriculum committee members and those who are part of the process,
even when not on the curriculum committee, are identified in the college handbook and are
trained on this material wherever it falls within their responsibilities.

D Course Review Materials Handbooks, checklists, sample outlines, and other aids used in the
approval of courses correctly embody the five criteria for Chancellor's Office approval defined in

Volume | and in:

¢ CCR 851022 instructional Programs

¢ CCR §55002 Standards and Criteria for Courses and Classes

¢ CCR §55805.5 Types of Courses Appropriate to the Associate Degree

¢ CCR §556182 On the Reinstatement of Deleted Courses

D Locally Developed Course Standards The materials provide the definitions mandated in

CCR §55002 to loca! curriculum committees. They explicitly define and/or operationalize ‘critical
thinking' and 'college level'. Insofar as possible, they also explain when a degree credit course is
sufficiently independent of reading or calculation skills as not to be covered by the requirement
for escays or basic skills prerequisites (per CCR 55002}

D1
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DELEGATION CHECKLIST
(Continued)

Formats and Instructions Formats used for presenting course Qutlines of Record or new
programs assure that all components required in law are addressed. Forms require enough detail
that the adequacy of each component may be fairly assessed and instructors and students using
Outlines of Record may readily understand what is expected of them. Instructions for completion
.of course outlines and new program applications are complete and accurate.

Approval Process The local handbook or other materials clearly explain the process for new
course and program approval including who is to be included, the criteria to be used, what
information is to be supplied, the reasons for the required information, and the time frame.

Cross Discipline Review The process provides for iviput from those with discipline-specific
expertise, resource expertise, and those outside the discipline who are affected by the course,
such as instructors in courses specified as a prerequisite to the course in question, or who teach
in a degree or certificate program serviced by that course, or who are at transfer institutions.

Time Allowance The time frame is sufficient to allow those included in the process to apply the
standards responsibly.

Committes Composition and Charge The curriculum committee is constituted according to CCR
§55002(a)1, is charged with determining the approvability of courses and otherwise affords
faculty the scope of responsibilities mandated in CCR §53200, 5853203, and 855002

Avaiiability of Outlines of Record Outlines of Record on file at the college are current, are
routinely distributed to faculty assigned to teach the courses they govern, and are made available
to students.

Frequency of Curriculum Review Outlines of Record are reviewed frequently and thoroughly
enough to assure rigor, effectiveness, and currency in the curriculum and continuing conformity
with the standards defined in this Handbook and its updates. Prerequisites are reviewed at least
every six years.

Outlines of Record in New Program Applications Outlines of Record included in applications for
the approval of new programs, when submitted to the Chancellor's Office for approval, are
judged to be an acceptable part of the application, relative to the general standards for courses
explained in Sections 3 and 4 of this Handbook.

Intersagmental Review Re<ults General education courses submitted for intersegmental review in
connection with the Interscgmental General Education Transfer Core or Executive Order 595 of
the California State University system are usually accepted.
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Examples of Program Modifications and New Programs

NON-SUBSTANTIAL ViODIFICATIONS
Changes to existing programs covered under the prior approval of an existing

program and NOT requiring application to the Chancellor's Office for approval of a
new program.

The following examples suggest the types of changes that are permissible under
the general obligation of a college to maintain the currency and continuously
improve the effectiveness of educational programs, with respect to the goals for
which the program was originally approved:

® Fundamentally revising the curriculum and changing the program name of, for
example, Secretarial Studies, Hotel Management, Auto Body Repair, or Drafting
to reflect shifts in the industry based upon the adoption of technology

® Changing the emphasis in Journalism from print media to computer media and
changing most courses accordingly

® Changing core course emphasis in Biology from studies of whole organisms and
taxonomies to studies of molecular biology

® Combining CAD and CAM programs and changing the title of the Degree or
Certificate to reflect the integration of those occupations occurring in the field.

These examples are meant to be illustrative only. The list is certainly not
exhaustive of cases that would fall unde: this obligation. Nor, on the other hand,
would all cases of the sort mentioned necessarily fali under it.

SuBSTANTIAL MODIFICATIONS

Changes not covered under the prior approval of an existing program and requiring
application to the Chancelior's Office for approval of a new program.

The following exarmples suggest the types of changes that go beyond the general
obligation of a college to maintain currency and improve the effectiveness of
educational programs, in that they define or are designed to meet a different set of
goals from those for which the program was originally approved.

The approval questions that the substantial changes in the following examples
would raise are included in jtalics:
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® Combining existing courses in arts and humanities, social services, and biology,
women's and ethnic studies to create a new Associate Degree in Women's
Studies. Would it meet the lower division requirements of a transfer major?

® Adding an occupational certificate to a transfer broadcasting program. /s there
a viable job market?

® Reducing the number of required courses for Industrial Supervisior and splitting
one program into two shorter term certificates, one in Quality Control and one
in Industrial Relations, in order to attract more enrollments. Will each of the
new shorter certificates be adequate to the needs of the intended job market
and will it have credibility in that market?

Under such circumstances, the italicized questions would have to be addressed by
the college, but if the resulting certificates were each under 18 units, they would
not have to be submitted for Chancellor's Office approval.

® instituting a new certificate in Restaurant Management, Photography, or any
other specific industry that requires specialized expertise among faculty, new
kinds of equipment or facilities, etc., as part of a Business Program. Are the
existing expertise, equipment and facilities adequate to the demands of these
specialized fields?

® Creating a new Paralegal Studies from existing courses in administration of
justice, political science, and word processing; or a new Graphic Arts from
existing art and computer courses. Are the existing courses adequate for the
respective job markets?

® Changing the emphasis in a Child-Care certificate from parental care at home to
day care as an occupation, in the home or onsite. How adequate is the new
certificate relative to state licensing requirements? What is the local demand
for services?

® Chanaging the emphasis in a transfer Journalism program, and combining
existing courses in art, journalism, cinema, radio, and video, to create a new
degree and certificate in Media Communications, with a new "capstone" course
integrating these subjects. Will this set of requirements be adequate to the job
market and yield a certificate with sufficient credibility? Will the equipment be
sufficiently current and can the college afford to keep it so?
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These examples are meant to be illustrative only. The list is certainly not exhaustive
of cases that would constitute substantial changes. Nor, on the other hand, would
all cases of the sort mentioned r.ecessarily constitute such changes. Under
circumstances peculiar to a given case, that seemed similar to those listed here, the
Chancellor’'s Office might nonetheless determine that new approval was not
needed.

The guiding principle is whether the changes are such as to make irrelevant the
documentation originally submitted for approval of the existing program and thus to
call into question whether one or more of the five criteria for approval (mission,
need, quality, feasibility, and compliance) would still be met once the proposed
changes have been implemented.
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