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DESCRIPTION:  
Each department is responsible for developing, revising and reviewing its own curriculum.   

The College has a formal policy governed in part by the College and Institute Act (1966), sections 23-25, that specifies an approval process to be followed when creating, withdrawing and revising curriculum and forms to be used. 
The approval process originates with the Department and continues through the Faculty Education Committee (FEC) and Dean, the Curriculum Committee (a Standing Committee of Education Council), and ends with the Registrar.   A “curriculum guideline” template is used for each course.  A “course control sheet” form is attached to the curriculum guideline to track its progress through the approval process.   The Faculty office also maintains a log of courses “in progress.”
The Registrar’s Office posts all approved curriculum guidelines on the College website. The website includes both current and archived guidelines.
Information from Sections C, D, E, F, G and H of each curriculum guideline is also maintained in the “Courses” information of the College Calendar.  The Faculty/Department is responsible for submitting any changes to their curriculum to the Assistant Registrar for updates to the College Calendar (there is a call for updates twice a year—see Calendar Revisions).

The Registrar’s Office sends all approved curriculum guidelines for credit courses to the BC Transfer Guide for articulation with other post-secondary institutions in the province (see Articulation).
STEPS:
1. The Department Chair forwards any course withdrawal requests, or new or revised courses as drafted, and a covering memo/rationale to the Faculty Education Committee (FEC) Chair and/or FEC assistant for inclusion on the next FEC agenda.  The FEC assistant prepares a course control sheet (see Course Control Sheet) for each course now “in progress” and formats the new curriculum guideline document to Faculty and College standard as necessary.  
2. As approved at FEC, the final version of the curriculum guideline is signed by the course designer and Dean.  The covering course control sheet is signed by the Dean and FEC Chair and by other areas of the College as consulted (a new on-line consultation process is currently being developed by Education Council).  Withdrawn courses require course control sheet signatures only.  A copy of the previous guideline should be attached to the revised guideline.
3. Courses “in progress” are submitted to the Chair of the Curriculum Committee for review at their monthly meeting (meeting times are circulated with the Education Council agenda each September or you can request a copy from the Education Council Secretary).

4. The Chair of the Curriculum Committee forwards a memo with a recommendation to Education Council for formal approval of all curriculum guidelines they have pre-approved.  This memo is copied to AOs as well to alert Faculties that the courses must now be transferred electronically to the Registrar’s Office K:drive/In Progress (Unapproved) Curriculum Guidelines folder.  
The transfer process is managed best using Windows Explorer:
a)  open K:drive/In Progress (Unapproved) Curriculum Guidelines folder (left side of the screen), then

b) open the Faculty H:drive and click the relevant folders (above, left side of screen) to display course lists (on right side of the screen), then

c) click and drag the specific course from the right side of screen to the relevant department folder on K:drive/In Progress... on the left side of screen.

To note—K:drive has restricted/view only access and any transfer errors must be sorted by the Registrar’s Office Records Assistant (Transfer Credit). 
5. Once Education Council has met, the approved courses in progress are sent to the Registrar for final review, signature and articulation.  Articulation is requested on the course control sheet.  If articulation (for credit courses only) is not required, include the following statement: “All transfer agreements in place; do not send to other institutions.”
6. The Registrar’s Office (Records) is responsible for posting all approved curriculum guidelines on the College curriculum guideline website and uses only the courses in K:drive.
7. The Registrar’s Office (Records) retains the original signed copy of each curriculum guideline and course control sheet.  A photocopy of the course control sheet only with all signatures is returned to the Faculty office for their records and to indicate the process is completed.
8. The course description, prerequisites/co-requisites and methods of instruction/contact hours as listed on the curriculum guideline are also included in the Douglas College calendar in courses information.  It should be noted that the Calendar information cannot be changed unless the curriculum guideline is revised and re-submitted for approval through the formal process.
REFERENCES:

College and Institute Act (1966), sections 23-25: http://www.qp.gov.bc.ca/statreg/stat/C/96052_01.htm
Curriculum Development and Approval Policy:  http://www.douglas.bc.ca/about/policies/edu.html
Curriculum Guidelines On-Line:  http://www.douglas.bc.ca/new-students/curriculum-guides.html
College Calendar:  http://www.douglas.bc.ca/calendar.html (click on courses for current information)
BC Transfer Guide: www.bctransferguide.ca
ATTACHMENTS:

Curriculum Guideline Preparation Information (from Registrar’s Office)
Curriculum Guideline Template
Course Control Sheet Template
Example of memo re rationale for new course or course revisions
Course Progress Sheet (Log)

Curriculum Committee Meeting Schedule (September to June)

CONTACTS:

Registrar’s Office - Records Assistant (Transfer Credit)

Chair of Curriculum Committee (Education Council Sub-Committee)
