
INSTRUCTIONS FOR COURSE REVISIONS OR DELETIONS

Course Revisions can be anything from minor editorial changes to course description changes.  Such revisions include changes in title, code, description, credit hours, prerequisites, corequisites, and General Education designation.  Proposals for course revisions require completion of the Course Revision or Deletion Form, which is reviewed by Academic Council.  The Originator must complete the form and acquire the appropriate approval signatures prior to submission to Academic Council.  Please consult with Student Development Specialist(s) regarding these revisions/deletions. Academic Council will either approve or deny the proposed revision.  If approved, the Office of Academic Affairs will be responsible for the catalog changes.  If denied, the Office of Academic Affairs will return the form to the originator with an explanation and suggested modifications, if any.  The effective catalog date will be determined by the Registrar, which will tie the change of the course to the catalog year.

Specific guidelines for completing the Course Revision and Deletion form:

PART I

Please complete Part I.

PART II

A.
TYPE OF CHANGE PROPOSED
Mark the appropriate section(s) for which change(s)/deletion(s) are being requested.  Complete only the section(s) that relate(s) to the change(s):

B.
TITLE CHANGE
Indicate the proposed course title, explaining the reason for the request.  In Colleague the short title is the title that appears in the master schedule and is the one students will most commonly see.  The long title is the title that appears in the catalog.  [Note:  A title change may also affect the course description.  Accordingly, the course description should also be changed.]

C.
CODE CHANGE
Indicate the proposed code change.  Explain the reason for the request.  Below are criteria for 100 and 200 level courses.
Criteria for 100-Level Courses

· Survey or introductory courses

· Basic courses taken in the first year of a program

· Basic foundation for students to build upon

Criteria for 100-Level  2nd Sequence Courses*

· Require prerequisite or permission of instructor

· Build upon knowledge or skills learned in prerequisite course (e.g. ACCT 101 and 102 or SPAN 101 and 102)

· Require more advanced competencies

· Increase in complexity

*100-level 2nd sequence courses should meet a majority of the above criteria.
Criteria for 200-Level Courses*

· May require prerequisite

· Courses have more depth than 100-level courses

· Require some previous knowledge

· Require more advanced competencies than 100-level courses

· Increase in complexity

· Intermediate/advanced skills

*200-level courses should meet a majority of the above criteria.

D.
CREDIT HOUR CHANGE
Indicate the proposed credit hours.  Identify which transferring institutions accept this course at the proposed credit hours.  Consult the Registrar to ensure that the credit hour change request does not require a new course proposal.  Provide written justification for the change in credit hours.

E.
PREREQUISITE, COREQUISITE, PREREQUISITE/COREQUISITE CHANGES
Identify the change in prerequisite(s). 

1.  Prerequisites are courses that must be taken prior to taking the course.

2.  Corequisites are courses that must be taken with the course.

3.  Prerequisites or Corequisites are courses that may be taken either prior to or with the course in question.

F.
DESCRIPTION CHANGE
The course description should include a description of course content and course competencies.  If appropriate, the course should clearly identify the audience and where it fits into the instructional sequence.  The descriptions may also provide necessary or special information about the course such as laboratories, field trips, dangerous chemicals, extra expenses or special equipment requirements, as well as any additional time requirements (such as lab hours).   Course descriptions should be written as clearly and concisely as possible.  Add prerequisite and corequisite requirements to the end of the course description.
G.  COURSE DESIGNATION 

· General Education Course.  The General Education knowledge areas are: 1) Communications, 2) Humanities, 3) Technological and Information Competency, 4) History, 5) Social Sciences, 6) Mathematics, and 7) Sciences.  Cultural and Global Awareness can be a primary or a second category for a course designated in categories 1 through 7.  Ethical Dimension can be chosen if it is infused in any of the above categories.  Career studies courses may also meet the requirements of the Ethical Dimension knowledge area.  A Transferability Search Form (p. 13) is required when seeking General Education status. 
· Career studies courses explore detailed subject matter related to a career program offered at the College.  Program/Option:  If the course is a career study indicate the appropriate program/option.  If the requested change affects a program, a Program/Option/Certificate change form must be completed.
· Free Electives may be used to fulfill the freely chosen course that is available in most programs.

· Basic skills courses are developmental courses with the objective of upgrading the student’s skill level in that subject.  These courses are not counted toward degree requirements.

· Support courses are courses such as learning disabilities courses that do not count toward degree requirements, and are not considered basic skills courses.

H.
SYLLABUS
A revised syllabus (in syllabus template format) that shows the requested change(s) must be attached to the Course Revision Form.  See pp. 5-8 for Syllabus Guidelines, Template and Instructions.
I.
COURSE DELETION
The criteria for deletion of a course will be based primarily on the course’s congruence with Brookdale’s mission of responding to the county’s changing educational needs.  Other factors to be considered will be student need and current relevance of the course content, the impact on the program/option, and whether the course is a prerequisite or corequisite for another course(s).   The originator should notify departments that may be impacted by the course’s deletion.  If the course deletion impacts a program, a Program/Option/Certificate change form must be completed.
As new courses are developed resulting from technological evaluation and theoretical developments in subject areas, other courses may become obsolete.  Course deletion is appropriate for obsolete courses.  There are other reasons for a course deletion.  Each situation will be reviewed on its own merits.
Proposals for course deletions require the completion of the Course Revision or Deletion Form.  The Originator must complete the form and acquire the appropriate approval signatures as indicated on the form prior to submission to Academic Council. 

APPROVAL/REVIEW PROCESS

Course should be approved/reviewed by the following:

Department Chair

Student Development Specialist (review)

Academic Division Dean
[Note:  Courses crossing disciplines must be approved by appropriate Academic Division Deans.]  



Division Administrator (review)



Academic Division Deans (review)



Dean of Academic Affairs 


Academic Council



General Education Committee (if course is General Education)



Registrar



Executive Vice President-Educational Services


President

* * * * * *

NOTIFICATION OF APPROVAL

The Office of Academic Affairs office notifies the following:


Department Chair



Director-Student Development Services


Academic Division Deans


Librarian


Division Administrator 


Counselors

Executive Vice President

      
Registrar



Director-Transfer Resources/Articulation
Academic Council



General Education (if applicable)









