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PREFACE

This Program and Course Approval Process Manual represents an updating of the December 2000 Manual.  This Manual reflects the statutory and regulatory changes that have occurred in California over the past several years.  It is what we affectionately refer to as a “living document” which means at any point-in-time there may be additions and corrections; therefore, it is our intention to periodically update this document.  As we all work with this document, we will undoubtedly discover ways to make it more clear and comprehensible.  Please notify Sheryl Queen who will collect this information for our next update.  

The Peralta Board of Trustees adopted two policies on November 14, 2000; Board Policies 5.11 Review Policy for Instructional Programs and 5.12 Articulation Policy for Instructional Programs and Support Services.  The procedures for these two policies are implicit in this Program and Course Approval Process Manual, the Program Review document, and the articulation procedures from each of the Peralta colleges.  Statutory basis is in Title 5 section 51022(b).  

All of the proposed technical changes have been reviewed by the District Academic Senate; Council on Instruction, Planning and Development (CIPD); College Curriculum Committees; and College Academic Senates.

My sincere appreciation and gratitude is extended to Marilyn Rowe for her knowledge, leadership, and ability to keep “all the pieces” of this project together.

Judy E. Walters, Senior Vice Chancellor

Educational Services 
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INTRODUCTION

The California Legislature, upon the governor’s ratification, has charged the Board of Governors with 

(1) the responsibility for providing leadership and direction in the continuing development of the California community colleges;

(2) assuring the overall quality and mission – appropriateness of the curriculum of the colleges;

(3) establishing minimum standards as required by law for credit and noncredit classes;

(4) approving all new programs and new courses that are not part of approved programs.


Education Code Sections 70901 (b) (10)


70901 (b) (1) (D)

The Board of Governors delegates its oversight responsibility for the community college curriculum and instruction to the (state) Chancellor’s Office, which in turn, delegates specified parts of its authority to local districts on a conditional basis.  For details refer to California Community Colleges, Program and Course Approval Handbook, Sections 1 and 2. 

Individual colleges are mandated to uphold state standards for courses and programs based upon curriculum policies each district is mandated to establish.


Education Code Section 70902 (b) (2)

These responsibilities are carried out through a curriculum committee constituted as required by California Code of Regulations Title 5 Section 55002(a).

The governing board of each community college district shall establish policies for and approve courses of instruction and educational programs.  Education Code Section  70902 (b)(2).  Each course to be offered by a community college (exempting community service classes) shall be approved by the (state) Chancellor before the course is offered by the colleges.  Title 5 Section 55100.


PERALTA COMMUNITY COLLEGE DISTRICT

COLLEGE APPROVAL

New courses and programs must be reviewed and approved by the College Curriculum Committee, appropriate Division Dean, Vice President of Instruction, and College President (see 

Appendix A-1; Appendix A-12).

Substantive and/or non-substantive changes to existing courses which are part of Uniform Course Numbering require review by the local Curriculum Committee of each college offering the course. The curriculum committee Chairperson(s) will forward, in writing, the approval or denial of the requested change to the Chairperson of the college who initiated the request for the change. The above listed sequence of approval applies.

Substantive changes to existing courses (not part of Uniform Course Numbering) and programs require the above listed sequence of approval.

Non-substantive changes to existing courses (not part of Uniform Course Numbering) require approval by the local Curriculum Committee and Vice President of Instruction.  

DISTRICT APPROVAL 

New courses with permanent course numbers and programs must be reviewed and approved by the Council on Instruction, Planning, and Development (CIPD).  These courses and programs are then submitted to the Senior Vice Chancellor of Educational Services, Chancellor, and Peralta Board of Trustees for approval. 

Uniform Course Numbering and substantive course changes for existing courses require CIPD review and approval.  Non-substantive course changes for existing courses are reviewed and approved by the local Curriculum Committee and college Vice President of Instruction. They are referred to CIPD as informational items only.

STATE APPROVAL
Chancellor’s Office approval is only required for courses that are not part of approved programs.

Continuing stand-alone courses are not required to be submitted for approval; only new stand-alone courses. (If a course has been discontinued and is then re-established, it is considered new) Title 5 Section 55130.

Approval Required

· All associate degree majors, and certificates of 18 or more semester units

· Credit programs

· Any courses part of a program

· New options, emphases, concentrations, specializations, etc. to existing majors and/or programs

· Substantial modifications to already approved program (refer to page 7 of California Community Colleges, Program and Course Approval Handbook for explanation of “modification”)

· Apprenticeship credit programs and noncredit courses

· Courses transferable for elective credit

· New stand-alone courses that do NOT meet one of the blanket approval categories (refer to page 24 of California Community Colleges, Program and Course Approval Handbook)

No Approval Required

· Certificates requiring less than 18 units

· Community services classes

· Non-vocational courses accepted for major requirement or general education at any  California State University or University of California campus

· When college has fewer than 12 semester units of stand-alone coursework in the same T.O.P. code

· Cooperative work experience courses, selected topics courses, and special study courses.

PERALTA COMMUNITY COLLEGE DISTRICT

UNIFORM COURSE NUMBERING SYSTEM
	Uniform

Course Numbers
	Explanation in Assigning Course Numbers

	
	

	001 – 199
	Credit, transfer, degree applicable liberal arts and vocational courses including Selected Topics for liberal arts and vocational disciplines (48s) (degree credit courses in approved programs)*.



	200 – 249
	Credit, non-transfer, degree applicable courses including Selected Topics for liberal arts and vocational disciplines (248s) (degree credit courses in approved programs).**



	250 – 299
	Credit, non-transfer, non-degree applicable courses (non-degree credit courses that require either state approval or approval under delegated approval authority).



	300 - 301
	Credit, non-transfer, non-degree applicable Selected Topics laboratory courses



	302 – 399
	Credit, non-transfer, non-degree applicable Selected Topics courses (non-degree credit courses).

Reserved for District-approved Selected Topics courses that are offered for non-degree credit and which require either state approval or approval under delegated approval authority. At present only the 348 designation is being used in this series.



	400 – 499
	Credit Apprenticeship and Cooperative Education/Work Experience Education courses.

Apprenticeship courses are non-degree applicable and non-transfer, while Cooperative Education courses are degree applicable and transferable, with the exception of Apprentice Work Experience courses.

 

	500 – 599
	Non-credit, general, apprenticeship, and older adult courses (non-credit courses that require state approval).

 

	600 – 699
	Non-credit, courses specific for the disabled (non-credit courses that require state approval).



	
	(cont.)




	Uniform

 Course Numbers
	Explanation in Assigning Course Numbers

	
	

	700 – 799
	Not-for-credit (fee-based) courses for contract education. 



	800 – 999
	Community Services (fee-based) courses.



	1000 – 9999
	Professional development (PRDEV) courses for faculty and staff (0 unit, non-FTES courses).



	
	


*    LRNRE Resources (LRNRE) courses numbered below 200, while transferable to CSU and/or UC, are not degree applicable, i.e., they are not required for a degree or certificate and do not satisfy general education requirements.

** LRNRE 201 at Alameda is not transferable but is associate degree applicable as an elective; i.e., it is not required for a degree or certificate and does not satisfy general education requirements.

SELECTED TOPICS (New Course) POLICY

New courses may be designated as Selected Topics with the exception of courses requiring outside agency licensing (RN, LVN, Radiologic Technology, Aviation Operations and Maintenance, Dental Assisting, Cosmetology, Child Development, Nursing Assistant).

The course numbering system for Selected Topics is as follows: 

     48 AA – ZZ associate degree; transferable

   248 AA – ZZ associate degree; non-transferable

   348 AA – ZZ non-associate degree.

New courses, while offered and included in the colleges’ schedules of classes, are not considered to be regular catalog entries. At such time as these courses receive permanent status they can be added to the college catalog. These courses will be submitted to the colleges’ Articulation Officer and Curriculum Committee for review prior to the offering of the course (CIPD 1/31/90). Course outlines must be on file in the Office of Instruction for all Selected Topics courses for audit and articulation purposes, and before a course can be added to the schedule or offered (CIPD 12/5/94). 

Liberal Arts Selected Topics courses numbered 48 AA – ZZ, 248 AA – ZZ, and 348 AA – ZZ may be offered for ½ - 5 semester units. Vocational Selected Topics courses numbered 48 AA – ZZ, 248 AA – ZZ and 348 AA – ZZ may be offered for ½ - 9 semester units. The number of Selected Topics courses offered at any one time in each liberal arts department is six; the number of Selected Topics courses offered at any one time in each vocational department is eight.

Each Selected Topics course can be offered for a maximum of three times. During the second or third time the course is offered, the department should decide if it wants the course as a permanent offering or not. If so, the department submits the course to the curriculum committee in the first step of the course approval process. If not, the course must be retired. NOTE: A course may be submitted for CIPD approval during the first offering due to extenuating circumstances.

Selected Topics series 448 AA – ZZ (Apprenticeship and Cooperative Education), 548 AA – ZZ,  and 648 AA – ZZ (Non-credit Courses) follow the procedures stated above.  

The following exception applies to a new, approved vocational major which is unique to one college and may apply to some transfer courses: when the local Curriculum Committee approves a new course which is required as part of the major, the course shall begin with a permanent number. CIPD approval is required.

COMMUNITY SERVICE (FEE-BASED) and CONTRACT EDUCATION (NOT-FOR-CREDIT) COURSES

The governing board of any community college district may establish Community Service classes (Title 5 Section 55002(d), Education Code Section 78300), and Contract Education courses (Title 5 Section 55170, Education Code Sections 78020 - 78021).

Not-For-Credit (Contract Education) applies to 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. These courses are not-for-credit and carry zero units. Within the PCCD these Liberal Arts and Occupational Education courses are numbered 748 A – ZZ.  

Community Service (Fee Based) applies to courses outside the credit and non-credit programs of the District and therefore do not require state approval. These courses are offered for zero units. Within the PCCD these Liberal Arts and Occupational Education courses are numbered 

848 AA – ZZ and 948 AA – ZZ (Appendix A-2).

Prior to the first offering of any Liberal Arts and Occupational Education Selected Topics course numbered 748 AA – ZZ, 848 AA – ZZ, and 948 AA – ZZ, the course will be submitted to the Curriculum Committee for review. Course outlines must be on file in the Office of Instruction for audit purposes and before a course can be added to the schedule or offered (CIPD 12/5/94).

Each Selected Topics course can be offered for a maximum of three times with the exception of contract education courses. During the second or third time the course is offered, the department should decide if it wants the course as a permanent offering or not. If so, the department submits the course to the curriculum committee in the first step of the course approval process. If not, the course must be retired. NOTE: A course may be submitted for CIPD approval during the first offering due to extenuating circumstances. 

For additional information refer to PCCD Board Policy 6.65 and the Community Services Program Procedures Manual, PCCD Office of Educational Development (July 1997). 

DEVELOPMENT OF NEW COURSE AND REVISION OF EXISTING COURSE

I. Initiating New Course or Revision

1. Full and part-time faculty members may develop and/or revise courses. This process begins at the department level with discussion on reason for course proposal. If the course is interdisciplinary, all involved departments participate in each step of the procedure.

(a) reasons for proposing a new or revised course may include, but are not limited to, maintaining discipline currency; in response to business or industry needs; inclusion in curriculum pattern for major; subject will enhance student’s knowledge of the discipline. 

(b) all new courses start with a Selected Topics number. Confer with college Program Specialist for assigned number. Refer to page 4 for details on the application and use of Selected Topics courses.  NOTE: A course may be submitted for CIPD approval during the first offering due to extenuating circumstances.

2. Faculty should review the documents titled DEFINITION (FORM G – 3 (12/00); Appendix A-3) and COMPARISON OF DIFFERENT CREDIT MODES – TITLE 5 REGULATIONS (FORM G – 4A (12/00); Appendix A-4). This information, along with consulting the college Articulation Officer, will help in determining the most appropriate level for the proposed course; i.e., transfer, associate degree, or non-associate degree. 

II. Course Outline Form

1. It is the responsibility of the course originator to complete the course outline (FORM G 1 (11/99); Appendix A-5).

2. The originator is also responsible for initiating Request For Program/Course Approval (FORM F (1/02); Appendix A-1). This is referred to as the “Signature Sheet”. The faculty member is to obtain the signatures of the Department Chair and Division Dean. This form and the course outline are then forwarded to the chair of the college Curriculum Committee.

3. Criteria the Curriculum Committee uses to evaluate course proposals include, but are not limited to: department justification; relationship of course to department and college education plans; appropriateness of course content; vocational departments’ advisory board support; departmental faculty support.

4. Forms are available from the Office of Instruction. 

III. Completing the Course Outline

1. All items must be completed (sample form on page 8a)

(a) when more than one college offers a Uniform Course all items numbered one through 12 on the course outline form (FORM G-1); Appendix A-5 are to be identical. 

2.  When writing the catalog description (item 9)

(a) start with an adjective or noun other than “a”, “the”, ”course”

(b) after the first general phrase put a colon and start the next word with a capital letter

(c) use no verbs, few articles ... mostly descriptive terms

(d) limit to four lines—the course description is NOT an outline of the course

(e) variable level courses should show a separate description for each level

(f) there should be congruence between the course content and the catalog description

3. Student Performance Objectives (item 11) should have at least one student outcome stated for each topic in the content section.

4. Course Content (item 12) 

(a) this section must be more than listing chapter headings from a textbook. It should include enough information so that a faculty member from any institution will have a clear understanding of the material taught in the course and the approximate length of time devoted to each

(b) content for each level of a variable level course must be clearly identified

(c) courses which contain both lecture and laboratory must show separate content for each

5. Prerequisites, Corequisites, and Advisories (item 18) 

(a) refer to college catalog for detailed information

(b) one method of validating a pre/corequisite for a transfer level course is to complete item 22.

A helpful document from the Academic Senate for California Community Colleges entitled Components of a Model Course Outline of Record is available at www.curriculum.cc.ca.us.

IV. Revision to Existing Course

1. A non-substantive Change is defined as changing the course description, grade policy or RFM transfer status without change to course content

(a) faculty member proposing the change should discuss this first with department  colleagues then complete FORM F – 2 (11/99), Request for Course Approval; 

Appendix A-6 and FORM F (1/02), Signature Sheet; Appendix A-1.

(b) approval process is completed at the Office of the Vice President of Instruction.

2. Substantive Change is defined as any change to the following: 

             department name and/or abbreviation

             course number

             course title

             course content

             pre/corequisite

             hours for lecture and/or laboratory


       units

(a)  faculty member proposing change should discuss this first with department  

       colleagues then complete FORM F – 2 (11/99), Request for Course Approval; 

       Appendix A-6; sample form on page 8b and FORM F (1/02), Signature Sheet;  

       Appendix A-1.

(b)  approval process is completed at the Office of the Vice President of Instruction; it is 

       forwarded to CIPD for action.  

3. Substantive and Non-substantive Changes to Uniform Course Numbering (UCN)

(a) for any change to an existing course which is part of the District’s UCN system, consensus must be obtained from the department chair and curriculum committee of all colleges offering the course. It is the responsibility of the department chair at the college proposing the change to arrange for the District-wide discipline meeting.

(b) FORM F – 2 (11/99), Request for Course Approval; Appendix A-6; and FORM F (1/02), Signature Sheet; Appendix A-1 must be completed.

(c) if approved, the college initiating the request for change shall see that the item is forwarded to CIPD. It is recommended that colleges prepare required forms to be presented at the same time to CIPD for action. 

4. Modularization

(a) full and part-time faculty may modularize an existing course.  This process begins at the department level with discussion on reasons and/or needs for course modularization.  If course is interdisciplinary, all involved departments participate.

(b) it is the responsibility of the faculty member initiating the request to modularize the course to complete FORM F-5 (1/02), Request for Modularization of Existing Course; Appendix A-13.

(c) a course may have more than one style of modularization.

(d) if the course being modularized is offered at another Peralta College, the Department Chair at the college proposing the alteration is to send a copy of FORM F-5 to the Department Chair at each respective college as an information item only.

(e) the standard course approval process applies and request for course modularization is presented to CIPD as an action item.    

V. Changes to Existing and New Programs

1. Upon consultation with department faculty and appropriate Division Dean, the faculty member requesting the change shall complete FORM F – 4 (11/99), Request for Program Approval; Appendix A-9 and/or FORM F-1 (11/99), Request for Course Approval; 

     Appendix A-8 and FORM F(1/02), Signature Sheet; Appendix A-1. 

2. For Additions to new programs follow above stated consultation and complete 

      FORM F – 3 (11/99); Appendix A-7 and FORM F (1/02); Appendix A-1.

VI. Reactivation of a Course

The procedure for initiating a new course shall be followed except the course’s permanent number will apply. 

VII. Review of Approval Process Sequence for non-substantive changes, substantive changes, Selected Topics course, and new course with permanent number

Development of new course or change of existing course initiated by faculty


Department faculty and chair


Division Dean


Curriculum Committee

Vice President of Instruction (approval/denial for non-substantive change ends at this point)


College President (approval/denial for Selected Topics course ends at this point)


Council on Instructional Planning and Development


Chancellor


Board of Trustees

Note:  College Curriculum Committee may have additional local–specific guidelines and/or requirements. 

PERALTA COMMUNITY COLLEGE DISTRICT

ABBREVIATED COURSE OUTLINE CHECKLIST
Department/Course No:  ________________________________________________________

Course Title:  _________________________________________________________________

To be completed by the Curriculum Committee and Articulation Officer: 

1a.      Is course required for an occupational Certificate of Completion? 

           Yes__________            No___________   If yes, which program(s)?

           a. _______________________________   b. ___________________________________

1b.      Is course required for a Liberal Arts program?    Yes______________  No_____________

           If yes, which program(s)?

           a. _______________________________   b. ___________________________________

2a.      Does it meet GE requirements for the Associate Degree? 

           Yes__________             No___________

2b.      If yes, which requirements?  

	Natural Science ____________   

Social and Behavioral
	 Language and Rationality

 (a)   English Composition_________________

	Sciences__________________               
	(b)  Mathematics_______________________  

(c)   Computer Literacy___________________

	Humanities________________
	(d)  Oral or Written Communication or  

        Literature_________________________

	Ethnic Studies______________
	(e)  Communication/Analytical Thinking

        (COA only)________________________




To be completed by Articulation Officer – Transfer level courses only

1. Proposed to UCOP:  Yes _________________________     No_________________________

    If yes, date submitted __________________________________________________________

    Reply date ______________  Approved ________________   Denied ___________________

2. Effective term added to CSU Baccalaureate List _____________________________________

3. Does course meet CSU GE/Breadth requirements?  Yes______________ No______________

    If yes, list Area(s) 

    Date submitted _______________________________________________________________

    Reply date ______________  Approved ________________   Denied ___________________

4. Does course meet IGETC requirements? Yes________________  No____________________

    If yes, list which Area(s) with designated codes

    Date submitted_________________________________________________________

    Reply date _____________  Approved ______________   Denied ________________

FORM G-2B (9/00)

PERALTA COMMUNITY COLLEGE DISTRICT COURSE OUTLINE


COLLEGE:  





TERM COURSE TO BE OFFERED:


ORIGINATOR:  








DATE: 


DIVISION/DEPARTMENT: 

1.
REQUESTED CREDIT CLASSIFICATION (check one only):


Degree Credit [ X ]


Non‑Degree Credit [   ]

Non‑Credit [   ]


Community Service (Fee‑Based) [   ]
Not‑for‑Credit (Contract Ed.) [   ]

2.
DEPT/COURSE NO:

3.
COURSE TITLE:



4.
COURSE:  NEW [ X ]    REVISION/SUBSTANTIVE CHANGE [   ]    UPDATE ONLY [   ]
TOP NO:


5.
UNITS:


    
HRS/WK LEC:



   HRS/WK LAB:

6.
COURSE LENGTH: 
SEMESTER:  [ X ] 
SHORT-TERM:  [   ]


Short-Term No. of Weeks:  [   ]
    Short-Term No. of Lecture Hrs: [   ]
Short-Term No. of Lab Hrs: [   ]

7.
NO. OF TIMES OFFERED AS SELECTED TOPIC: [ X ] 


AVERAGE ENROLLMENT: [ 32  ]

8.
JUSTIFICATION FOR COURSE:


9.
COURSE/CATALOG DESCRIPTION:

10.
OTHER CATALOG INFORMATION:


a. Modular:  Yes [   ]
No [ X ]

If yes, how many modules: [   ]  

b. Open entry/open exit:  Yes [   ]
No [ X ]


c. Grading policy:   (1) Credit/No-credit [   ]   (2) Letter grade only [   ]   (3) Both letter grade or credit/no-credit [ X ]


d. Eligible for credit by exam:  Yes [   ]
No [  X ]


e. Repeatable according to state guidelines:  Yes [   ]
No [  X ] 


    If yes, number of allowable repeats:  [   ]


f.  Required for degree/certificate:  Yes [  X ]
No [   ]


    If yes, specify degree/certificate:


g. Part of a sequence of courses:  Yes [   ]
No [ X ]


h. Are there prerequisites/corequisites/recommended preparation for this course?  Yes [ X ]
No [   ]


    If yes, pages 5 and 6 must be completed.

Form G-1 (4/96 ver., rev. 11/99)
11a
Page 1 of 6


COURSE OUTLINE

DEPARTMENT/NUMBER/TITLE:

11.
LIST STUDENT PERFORMANCE OBJECTIVES (EXIT SKILLS):  (Objectives must define the exit skills required of students and include criteria identified in Items 12, 14, and 15 - critical thinking, essay writing, problem solving, written/verbal communications, computational skills, working with others, workplace needs, SCANS competencies, all aspects of the industry, etc.)(See SCANS/All Aspects of Industry Worksheet.)



12.
COURSE CONTENT:  (List major topics in sequence; address objectives listed in #11 above.  Degree applicable  course must be taught at college level;  see definition.   List percent of time spent on each topic.  Also, differ-entiate content of each level, when levels are assigned.)














List Percents



Form G-1 (4/96 ver., rev. 11/99)
Page 2 of 6

COURSE OUTLINE

DEPARTMENT/NUMBER/TITLE:

13.
METHODS OF INSTRUCTION:  (List methods used to present course content.)



14.
ASSIGNMENTS: [ 6  ] hours/week. (List all assignments, including library assignments.  Requires two (2) hours of independent work outside of class for each unit/weekly lecture hour.  Outside assignments are not required for lab-only courses, although they can be given.)



ASSIGNMENTS ARE:  (Check one.  See definition of college level.)


[ X ]
College level


[    ]
Not college level

15. STUDENT ASSESSMENT (Grades are based on):  (Check as many boxes as are applicable.  Note:  For degree credit, AT LEAST ONE of the first three boxes must be checked.  If "ESSAY" is not checked, please explain why here.)



[ X ]
ESSAY  (Includes "blue book" exams and any written assignment of sufficient length and complexity to require students to select and organize ideas, to explain and support the ideas, and to demonstrate critical thinking skills.)


[   ]
COMPUTATION SKILLS


[ N ]
NON-COMPUTATIONAL PROBLEM SOLVING  (Critical thinking should be demonstrated by solving


unfamiliar problems via various strategies.)


[   ]
SKILL DEMONSTRATION


[ X ]
MULTIPLE CHOICE


[   ]
OTHER (Describe.)

Form G-1 (4/96 ver., rev. 11/99)
Page 3 of 6

COURSE OUTLINE

DEPARTMENT, COURSE NUMBER:

16.
TEXTS, READINGS, AND MATERIALS:

A. List author, title, publisher, edition, and date of publication of representative texts and other materials.




B.
Additional Resources:



1.
Library/LRC Materials and Services:



The instructor, in consultation with a librarian, has reviewed the materials and services of the College




Library/LRC in the subject areas related to the proposed new course.




Are print materials adequate?

Yes [   ]

No [   ]




Are nonprint materials adequate?
Yes [   ]

No [   ]




Are services adequate?


Yes [   ]

No [   ]


Specific materials and/or services needed have been identified and discussed. Librarian comments:







Librarian (Signature)




Date:

2. Other Resources:  Identify types, location, and availability of other resources and materials required


for this course.



C.
Readings listed in A and B above are:  (Check one.  See definition of college level.)




[ X ]
Primarily college level.




[   ]
NOT primarily college level.

17.
Designate occupational code (check ONE only):


   [   ]
A:
Apprenticeship course


   [   ]
B:
Advanced occupational


   [   ]
C:
Clearly occupational


   [   ]
D:
Possibly occupational (preparatory; introductory)


   [ X ]
E:
Non-occupational liberal arts or course in an occupational department recommended for




non-majors

Form G-1 (4/96 ver., rev. 11/99)
Page 4 of 6


COURSE OUTLINE

DEPARTMENT, COURSE NUMBER:

18. PREREQUISITES, COREQUISITES, AND ADVISORIES ON ENROLLMENT: (Any entry here requires completion of page 6 also.  List specific Peralta course(s) by department and course number.  The limit in the Peralta District is 4 "AND" and 4 "OR" statements for each prerequisite or corequisite.  Do NOT print this page 
if there is no prerequisite/corequisite or recommended preparation.)


Prerequisites:





or


or


or


or


and:





or


or


or


or


and:





or


or


or


or


and:





or


or


or


or


and:




or


or


or


or

Corequisites:





or


or


or


or


and:





or


or


or


or


and:





or


or


or


or


and:




or


or


or


or


and:




or


or


or


or

Recommended Preparation:



Program Requirement:
Is program acceptance required:
Yes [   ]

No [ X ]


Limit on program enrollment:
Yes [   ]

No [ X ]

Maximum enrollment: [   ]
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COURSE OUTLINE

DEPARTMENT, COURSE NUMBER:

NOTE:  Complete a SEPARATE page 6 for EACH prerequisite or corequisite or recommended preparation (number the pages as 6a, 6b, 6c, etc. (Do NOT print these pages if there is no prerequisite/corequisite or recommended preparation.)
19.
This page applies to a:
Prerequisite  [ X ]
Corequisite  [   ]

Recommended Preparation  [   ]


List the specific prerequisite or corequisite:


List the specific recommended preparation:


20. Are subject course and pre/corequisite:
Sequential  [   ]

Adjunctive  [ X ]


(If checked, omit responses to Items #22 and #23 below.)

21.
ENTRY SKILLS:  (In the following space, list the course content/entry skills required of the pre/corequisite or recommended preparation, i.e., list what the student needs to learn in the pre/corequisite or recommended preparation course that constitutes the entry skills of the subject course of this outline.)


22.
CSU/UC CAMPUSES:  (Identify in the table below three CSU/UC campuses which require an equivalent pre/ corequisite for a course equivalent to the subject course of this outline.  Also state in the table the corresponding course department and numbers for the identified campuses.  This is one way to validate a pre/corequisite, but it is not the only way and therefore it is not mandatory to complete this table.)

	
	CSU/UC Campus
	Course Dept/No.
	Pre/Corequisite No.

	1
	UC, Irvine
	EDUC 202
	PSYCH 10

	2
	CSU, Chico
	Ed 150
	PSY 25

	3
	CSU, Los Angeles
	Edu 45
	PSYCH 106


23. COMMUNICATIONS, COMPUTATIONAL, NON-SEQUENTIAL PRE/COREQUISITE:  (In the following space,


explain how the need for the pre/corequisite was validated.)


Form G-1 (4/96 ver., rev. 11/99)
Page 6 of 6

REQUEST FOR COURSE APPROVAL

SUBSTANTIVE CHANGES TO EXISTING CATALOG COURSES


Department/Course No:


Course Title:

Check appropriate box(es) for action to be taken:

 
Substantive course change for


UCN substantive course change also


an existing catalog course


(Requires districtwide discipline approval







 

 before submission to CIC and CIPD)


Check applicable change and describe proposed change below:

1.      Dept/Discipline

5.      Hours



  9.      Variable Levels

2.      Course Number

6.      Prerequisite/Coreq

10.      Variable Units

3.  X  Course Title


7.      Course Description

11.      Variable Hours

4.  X  Units



8.      Add Level


12.      Other__________________

Item
Change FROM: (Course Information/

Change TO: (Course Information/

No.
Course Description)




Course Description)





Approved [   ]      Not Approved [   ]      Deferred [   ]   by Curriculum Committee on _______________

Course outline returned to originator for editing/corrections on _______________

Form F-2 (11/99)
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PROGRAM AND COURSE REVIEW

As part of maintaining accreditation, colleges are required to review curriculum on a regular basis. The most direct implication of the accreditation standards is the need to review each course outline of record on a regular basis, at least within the 6-year accreditation cycle.

Working with the District Academic Senate, the Peralta District incorporated the review of curriculum into the Instructional Program Review process.  A calendar of all programs has been established to ensure that all instructional programs and student services are reviewed within the six-year accreditation cycle.  

Good practice for occupational programs is to review the program to the standards required by Education Code Section 78016 every two years and then do a course by course review for curriculum standards every six years. 


WASC Handbook of Accreditation and Policy Manual (1996)


Academic Senate for California Community Colleges (Fall 1996) 

Additional References

California Code of Regulations Title 5 Section 51022(a)

Peralta Community College District Board Policy 5.11

Instructional Program Review Guidelines, September 2002

Student Services Program Review Guidelines, September 2002

DISTANCE EDUCATION

Each college of the Peralta Community College District offers courses via Distance Education (telecourses, on-line, tele WEB). These offerings are in compliance with Title 5 Sections 51865, 53200, and 55370 through 55380.

Some of the requirements stated in the above sections are:

· full faculty involvement in the determination of course quality

· selection of instructors through the same procedures used to determine all instructional assignments

· some form of regular, effective contact or communication between instructors and students for every distance education course

· separate review and approval of every new distance education course through the local curriculum committee process

· assurances that existing distance education courses which have never been separately reviewed and approved would undergo review and approval.

Faculty will use the Distance Education Course Outline, FORM G – 1DE(10/01); Appendix A-11, and follow procedures as established at each college.

When an existing course is offered via Distance Education for the first time, it will be presented to CIPD for approval. 

Each semester’s Distance Education offerings are coordinated by the Senior Vice Chancellor of Educational Services. 

INDEPENDENT STUDY

Course number 49 is designated for Independent Study. Only subject matter not offered within the District shall be considered appropriate.

Courses may be offered for ½ - 5 semester units. By administrative approval, Independent Study courses may be repeated for an accumulated total not to exceed 5 units per discipline.

During any one semester, the total number of units earned in all 49 courses attempted by the student may not exceed 5 units.

Request for Independent Study:

(1) consent of the instructor and department chairperson. Student must submit written request, including outline of the project to instructor;

(2) obtain written approval prior to the end of the second week of the semester and register for the course;

(3) meet prerequisites as outlined by individual departments.

It is important to note that all courses offered under the Independent Study regulations must be of college level and meet all the criteria prescribed in State statute (Title 5 Section 78310). The sponsoring college must present evidence that the course will transfer for general education, major, or elective purposes to a campus of the University of California or the California State University. 

COURSE REPETITION POLICY

I. Course Repetition Peralta Board of Trustee Policy Statement

1. Student may repeat any course taken within the PCCD for which the grading symbols “D”, “F”, “NC”, or “W” have been recorded. Upon successful repetition of such courses, the original grade will remain on the transcript but will not be computed in the GPA. Students cannot repeat the same course more than once in order to alleviate a substandard grade.

2. Students may repeat a course because there has been a significant lapse of time since the student previously took the course.

3. Students may repeat specifically designated courses for credit if the course is listed in the college catalog and/or class schedule as a “repeat course”. The college catalog will also identify the number of permissible repeats for each course listed.
(Title 5 Sections 58161 & 55762)

II. Course Repetition Monitoring Practices

1. Students exceeding repeat limits at the time of registration are to be referred to a counselor for academic advising. 

2. The Vice President of Instruction at each college shall be responsible for informing college personnel of the policy on course repetition and the related monitoring practices.

III. Course Repetition Guidelines

1. General Requirements:

a) A course outline must be on file that clearly shows how the course content will differ each time it is offered and taken by a student repeating the course. In addition, a statement indicating that course content varies from term to term should appear in the college catalog under each course identified as repeatable.

b) The course must be designated in the college catalog as being repeatable and include pertinent information such as the number of times the course may be repeated and under what circumstances. A course may be repeated for a maximum of three semester repetitions.
                 2.      Special Conditions

a) If the course is listed in the college catalog as variable level for the implied purpose of allowing a student to take it more than once, then each of the separate levels should not be identified as being repeatable in excess of the repeat limit. Thus, the course can be taken for a maximum of four times only; each level denotes “one take” of the course.

b) Selected Topics courses may NOT be repeated and are not to be placed on the course repeat list.

c) With respect to variable units/hours courses, except for Independent Study, each course or each separate level may be taken only once by students regardless of the units earned (i.e., the course or levels may NOT be repeated in order to earn the maximum units possible).

d) An Independent Study course must meet all the conditions specified for repeatability. 

IV. Students with Disabilities

The policy on course repetition with respect to students with special needs is as follows: The purpose for allowing repetition of selected skills development and related courses is to provide reasonable accommodation for disabled students under federal law. Specifically, disabled students may repeat identified courses so long as they are making reasonable progress toward an educational goal. It is the college’s responsibility to document: (a) the criteria used to determine the need for allowing repetition of courses; and (b) the means used to measure/show student progress, including recorded evidence. 
(Title 5 Section 56029 & PCCD Board Policy 5.24)

APPENDIX

	NAME


	CODE
	PAGE

	Request For Program/Course Approval (one page)

(signature sheet) 


	FORM F (1/02)
	A – 1

	Agreement For Community Services (Fee-Based) Classes (7 pages)  

                           Agreement for classes

                           Agreement for activities

                           Class proposal

                           Activity proposal

                           Registration form (5/97)


	(3/97)
	A – 2

	Definitions (1 page)


	FORM G-3

(12/00)
	A – 3

	CA.C.C. Information/Worksheets

Comparison of Different Credit Modes ---- Title 5 (one page)


	FORM G-4A

(12/00)
	A – 4

	PCCD Course Outline (6 pages)


	FORM G-1

(11/99)
	A – 5

	Request For Course Approval (one page) 

Substantive changes to existing catalog courses


	FORM F-2 

(11/99)
	A – 6

	Request For Program Approval (one page)

Program Additions/deactivations


	FORM F-3

(11/99)
	A – 7

	Request For Course Approval (one page)

Additions/deactivations/updates


	FORM F-1

(11/99)
	A – 8

	Request For Program Approval (one page) 

Program changes


	FORM F-4

(11/99)
	A – 9

	Abbreviated Course Outline Checklist (one page)


	FORM G-2B

(9/00)
	A –10

	PCCD Distance Education Course Outline (6 pages)


	FORM G-1DE

(10/01)
	A –11

	New Program  Application/Report (5 pages)

       General Instructions, Occupational Programs, Transfer Programs


	FORM:95 

PROG APP
	A – 12

	Request For Modularization of Existing Course (1 page)
	FORM F-(1/02)
	A-13

	California Community Colleges, Application for Approval or Credit Course (2 pages)
	FORM 8:2000
	A-14









Students should be able to:





Cognitive development


Peer & social interaction


Home & environmental enrichment programs for children


Development of morality & social control
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PSYCH 7L





EDU 30




















Smith, John   Multiculturalism and the Preschool Child, Harper. 2nd ed. 1999





EDU 30














Text and reserve reading assignments


Individual class presentations


Term paper


Mid-term


Final exam 











Lectures


Class discussions


Field trips


observations





EDU 30





Topic II is an example of insufficient information.  It should give the names of some community programs to be used; example of what specifically will be researched; how data will be collected and written up.  





Child rearing customs among Asian, African-American, and Latino Cultures:	50%


	Toilet training


	Discipline


	Feeding patterns


	Socialization patterns


	Peer interaction





Research & evaluation of local community programs	50%











Students will be able to:





Compare and contrast at least 3 different child rearing customs among the ethnic groups stated in item 12.  





Analyze and evaluate 2 local preschool programs.  





(There should be one outcome objective for each topic in the course content section.)





EDU 30





AA Preschool Education





Multicultural education in American society and schools: Examination of elements influencing the learning environment; fundamental changes in rules, roles, and relationships at successful programs.  





Meets the state credential requirement in multicultural education.  Interest of students in teacher preparation program at local CSU.  





0





3





3





XXXX.XX





Multicultural Education in the Pre-School





EDU





To be supplied by the Office of Instruction





Division 8/Education





Melvyl Dewey





Today’s date





Laney College





Effective date





JUSTIFICATION for course change request:





to reflect the contemporary issues in education as presented in the course





4.	increase is necessary to accommodate additional content








4





3








Introduction to Education








2 units








Exploring Education in Modern Society








3 units





X











Introduction to Education





Education 6
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