Bay Mills Community College

Curriculum Committee
Purpose
The purpose of the Bay Mills Community College Curriculum Committee is to provide campus wide guidance, advocacy, and supervision for all academic programs, including the general education and placement testing programs. The Curriculum Committee strives to ensure that assessment drives curricular decisions and that the College’s mission is being accomplished through relevant, academically sound, financially prudent, and sustainable academic offerings.
Duties
1. Receive and evaluate all new course and program proposals, for on-campus, on-line, and off-site;

2. Receive and evaluate all proposed existing course changes  which impact other departments’ courses;

3. Receive and evaluate all proposed changes to the general education program;

4. Receive and evaluate all revisions, including deletions, to existing academic programs;

5. Review the syllabi of all for-credit courses on a periodic basis;

6. Apply and update as necessary the administrative policies to inform the campus community of any academic program issues being considered prior to a final decision being made;

7. Receive and provide evaluative feedback for proposals for the development of new academic/research departments, name changes of academic departments, mergers of existing units, or changes in College affiliation;

8. Consider issues which at their core, involve questions of academic standards;

9. On an annual basis, review and, if necessary, recommend changes to the placement testing policies and procedures, with the exception of cut-off scores which are determined at the appropriate academic department level;

10. The Curriculum Committee has the authority to accept, reject, or suggest modifications of proposals affecting the College curriculum.

Note: Revisions to existing courses which effect only established courses and procedures within a single department will be approved at the departmental level and reviewed by the Vice President for Academic Affairs. All proposed changes involving the general education program and graduation requirements must be reviewed by the Curriculum Committee.
Makeup of Committee
The voting members of the BMCC Curriculum Committee are:

1. Business & Office Administration Chair

2. Communication Chair

3. Computer Information Systems Chair
4. Construction Technology Chair
5. Criminal Justice Chair

6. Early Childhood Education Chair 
7. EMT/Paramedic Chair
8. Health and Fitness Chair

9. Math Chair

10. Native American Studies and Languages Chair

11. Science/General Studies Chair

12. Social Sciences Chair

13. Teacher Education Chair

The non-voting members of the BMCC Curriculum Committee are:

1. Vice President for Academic Affairs

2. Online Academic Coordinator
3. Recorder

4. Full-time faculty

Note: Department Chairs may designate a representative for voting purposes.  Secretarial support (recorder) for the Curriculum Committee will be provided by the office of the Vice President for Academic Affairs.
Roles and Responsibilities

Guided by the leadership of the Curriculum Committee, all academic personnel of the College, both teaching and administrative, are responsible for the overall quality of the academic program.  Community groups and advisory committees may recommend curricular changes that will be considered initially by the relevant academic department.


Committee Chair
· Maintain voting status as committee member while assisting in the leadership as the committee chair;

· Facilitate Curriculum Committee meetings, including agenda development and production;

· Facilitate communication on behalf of the committee;

· Assist in identifying key issues;

· Provide assistance to committee members, other faculty, community members, and staff in matters concerning the curriculum approval process;
· Sign all documents as official representative of the committee

Committee Members

· Educate their department/unit about curriculum changes and procedural issues;

· When requested, assist faculty members in completing curriculum proposal forms;

· Maintain the integrity and quality of the curriculum development process by attending meetings and being prepared to effectively discuss all matters before the Committee;

· Act as a liaison between their Department and the Committee regarding issues that pertain to the curriculum

Vice President for Academic Affairs
· Assist the committee chair with agenda development and production, dissemination of minutes, and with facilitation of the Curriculum Committee if needed;

· Facilitate communication on behalf of the committee;

· Assist in identifying key issues and coordinate activities related to the development of policies and procedures as needed;

· Provide assistance to committee members, other faculty, community members, and staff in matters concerning the curriculum approval process;
· Update the curriculum section of the faculty procedures manual and college catalog as needed
· The Vice President of Academics will serve as a non-voting member—except in the case of a tie.
Recorder

· Assists in the preparation and distribution of the meeting agenda;

· Receives and distributes all curriculum proposals and supporting materials;

· Records all meeting proceedings and maintains the official records of the committee’s minutes and agenda;

· Receives, disseminates, and archives all correspondence of the committee;

· Communicates meeting dates, times, and locations;

· Maintains a file of all curricular changes affecting content of the College catalog
Process

1. The Curriculum Committee will meet at least three times each semester, during the 5th and 11th weeks of each semester, and during the faculty work weeks at the beginning and end of each academic year;

2. Voting will be restricted to voting committee members in open session; at least eight (8) voting members must be present to take action on any proposals; committee members who are involved in the submission of a proposal being considered, may vote for their proposal;

3. Regarding decision making, initially, a consensus of the Curriculum Committee will be sought to determine recommended actions; if a consensus is not reasonably possible, a simple majority vote of the members present will determine the committee’s recommendations;

4. Regarding meeting management, Robert’s Rules of Order, Revised will be generally adhered to;

5. Curricular issues will be considered by the Curriculum Committee only at regularly scheduled,  and, under special circumstances, special meetings called by the committee chair and/or Vice President of Academics; the campus community must be provided seven working days written notice prior to a special meeting;
6. Proposals requiring action prior to the next scheduled Curriculum Committee meeting will first be considered at a special meeting, as specified in item 5 above.  If a special meeting cannot be convened, proposals may be considered through a remote vote.  Proposals and supporting information will be submitted and distributed as specified in items 9 and 10 below.  After distribution of proposals and supporting information, voting committee members may register a yeah or nay vote by regular or electronic mail or phone call to the committee chair or Office of Academic Affairs.  All comments should be made in a written format.  After 5 working days if 8 voting members have responded, this will be considered a quorum and a voting result can be registered.  A consensus will be sought per item 3 above.  Members voting nay should include reasons for their objections in a written format.  The proposing committee member should address objections through revision or explanation as soon as possible.  If revisions to the proposal are made, the committee will have 5 working days after distribution to register a vote on the revised proposal.  If a consensus cannot be reached at this time, a simple majority vote of a quorum of responding committee members will be registered.  Results of proposal votes will be reaffirmed at the next meeting.
7. The Vice President for Academic Affairs will serve as a non-voting member – except in the case of a tie. 
8. A committee chairperson will be selected (by vote) for the following academic year from the attending membership at the last committee meeting of the academic year, this meeting will be scheduled during faculty work week each May.  The committee chair is a voting member;

9. Prior to an issue being considered by the Curriculum Committee, advisory signatures must be obtained and approval from the relevant academic department(s) must be secured; those providing advisory signatures may be invited to attend the Curriculum Committee meeting;

10. All agenda items, pertinent forms and supporting materials must be submitted by voting members or the Vice President of Academic Affairs to the committee chair and the recorder at least seven working days prior to the scheduled meeting in order for an issue to be considered; the committee chair will authorize distribution to committee members all materials for consideration at least three working days prior to scheduled meetings; agenda items involving academic departments should go through the academic chair;
11. Recommendations of the Curriculum Committee will be communicated to the campus community;

12. The Vice President of Academics and/or the committee chair will report to the President and the Board of Regents, periodically and as needed, all of the academic issues reviewed by the committee and the recommended action.
13. The Curriculum Committee may, by vote, form subcommittees to compile information and develop recommendations on issues relating to or effecting curricula for consideration of the larger committee.   Subcommittees may include members and non-members but will be chaired by voting Curriculum Committee members who will present subcommittee results to the whole Curriculum Committee.

Note: New course and program proposals initiated from outside of an existing academic department will be referred to the most appropriate department by the Vice President for Academic Affairs; the issue will then proceed through the usual Academic Affairs process.
Summary of Items Requiring Curriculum Committee Review

1. New Course Proposals (credit and non-credit);

2. New Program Proposals (associate degree, certificate, credit and non-credit);

3. Course Revisions  which impact other departments’ courses (course title, units, catalog description, prerequisites, co requisites, recommended preparation, content, changes affecting transferability, etc.);

4. Program Revisions (degree and certificate requirements, name, changes affecting articulations, etc.);

5. General Education Changes and Proposals;

6. Academic standards issues and all other College concerns regarding curriculum and curriculum policies;

7. Additions or revisions to academic units, such as departments and institutes (i.e. name changes, mergers, changes in College affiliation);

8. Changes and proposals affecting placement testing policies and procedures
Summary of Curriculum Proposal Steps

Course Proposals for New Courses

1. Develop course syllabus and complete Course Proposal Form;

2. Initiate Curriculum Proposal Cover Form;

3. Propose course to appropriate academic department; 
4. If approval is obtained from the academic department, obtain advisory signatures;

5. Submit syllabus, Course Proposal Form, Curriculum Proposal Cover Form, and all other supporting materials to the committee chair at least seven working days prior to a Curriculum Committee meeting; if academic departmental approval is not obtained, the proposal may be re-submitted to the department at any time;

6. If approval is obtained from the Curriculum Committee, submit the proposal to the President for final consideration; if approval with conditions is obtained, resubmit the proposal to the committee chair with the required revisions - the committee chair may then grant final approval on behalf of the Committee and the proposal will  be submitted to the President for consideration; 
7. If approval is not obtained from either the Curriculum Committee or the President, the proposal may be re-submitted starting with step 1
For course proposals involving existing course revisions which impact other departments’ courses, the steps are the same except that Presidential approval is not required.

Program Proposals for New Programs

1. Complete Program Proposal Form;

2. Initiate Curriculum Proposal Cover Form;

3. Propose program to appropriate academic department;

4. If approval is obtained from the academic department, obtain advisory signatures;

5. Submit Program Proposal Form, Curriculum Proposal Cover Form, and all other supporting materials to the committee chair at least seven working days prior to a committee meeting; if academic departmental approval is not obtained, the proposal may be re-submitted to the department at any time;

6. If approval is obtained from the Curriculum Committee, submit the Program Proposal Form, Curriculum Proposal Cover Form, and all supporting materials to the President for consideration; if approval with conditions is obtained, resubmit the proposal to the committee chair with the required revisions; the committee chair may then grant approval on behalf of the committee and the proposal will  be submitted to the President for consideration; 
7. If approval is not obtained from either the Curriculum Committee or the President, the proposal may be re-submitted starting with step 1;
8. If Presidential approval is obtained, submit the Program Proposal Form, Curriculum Proposal Cover Form, and all supporting materials to the Board of Regents for consideration of feasibility and sustainability within the community;

9. If Board of Regents approval is not obtained, the proposal may be re-submitted starting with step 1

For program proposals involving existing program revisions, the steps are the same except that Board of Regents approval is not required.

3. General Education Proposals 

1. Complete General Education Proposal Form;

2. Initiate Curriculum Proposal Cover Form;

3. Submit proposal to appropriate academic department;

4. If approval is obtained from the academic department, obtain advisory signatures;

5. Submit the General Education Proposal Form, Curriculum Proposal Cover Form, and all supporting materials to the committee chair at least seven working days prior to a curriculum committee meeting; if academic departmental approval is not obtained, the proposal may be re-submitted to the department at any time;

6. If approval is obtained from the Curriculum Committee, submit the General Education Proposal Form, Curriculum Proposal Cover Form, and all supporting materials to the President for consideration; if approval with conditions is obtained, resubmit the proposal to the committee chair with the required revisions; the committee chair may then grant approval on behalf of the committee and the proposal will  be submitted to the President for consideration; 

7. If approval is not obtained from either the Curriculum Committee or the President, the proposal may be re-submitted starting with step 1

4. General Academic Concerns

1. Complete the Academic Concerns Form;

2. Initiate Curriculum Proposal Cover Form;

3. Submit proposal to the appropriate academic department 
4. If approval is obtained from the academic department, obtain advisory signatures;

5. Submit the Academic Concerns Form, Curriculum Proposal Cover Form, and all supporting materials to the committee chair at least seven working days prior to a curriculum committee meeting; if academic departmental approval is not obtained, the proposal may be re-submitted to the department at any time; 
6. If approval is not obtained from the Curriculum Committee, the proposal may be re-submitted starting with step 1.
