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Curriculum FAQ’s

Frequently Asked Questions in the Curriculum Development Process
1.  How do I add a course to my curriculum?

 This is a program of study (POS) revision:
· Step 1: Contact Curriculum Committee Chair (pat.west@cpcc.edu) or Assistant to VP for Learning (Cathey.ross@cpcc.edu) for a Common Course Library (CCL) course revision form and a request for review form

· Step 2: Request a copy of your current Program of Study from Institutional Records / Graduation office (amy.bruining@cpcc.edu).

· Step 3: Division Director and Dean sign off on request for review.
· Step 4: Send the Program of Study along with signature form/request for review to Curriculum Committee (pat.west@cpcc.edu).

· Step 5: Once approved by Curriculum Committee, your request is sent to Vice-President for Learning.

· Step 6: Once approved by Vice-President for Learning, your request is sent to NCCCS for state approval.

· Step 7: NCCCS state office will notify Office of Institutional Records / Graduation Office and Vice-President for Learning when the Program of Study request is approved at state level. 
· Step 8: Instructional Course Management office (nancy.knight@cpcc.edu) will access new and revised Common Course Library courses when COD’s are input.

2. What if I want to develop a brand new course?

This is actually a two- part process. The first part is to author and seek approval for the new course to become part of the Common Course Library (CCL). Part one:
· Step 1: Contact Curriculum Committee Chair (pat.west@cpcc.edu) or Assistant to VP for Learning (Cathey.ross@cpcc.edu) for a request for new Common Course Library (CCL) form and a request for review form.

· Step 2: Complete all sections of this form; then have your Division Director and Dean sign off on request for review.

· Step 3: Send the CCL form along with signature form/request for review to Curriculum Committee (pat.west@cpcc.edu).

· Step 4: Once approved by Curriculum Committee, your request is sent to Vice-President for Learning.

· Step 5: Once approved by Vice-President for Learning your request is sent to NCCCS for approval. These requests must be received by the Curriculum Committee by December (for spring) or May (for fall) to meet state deadlines. The state curriculum committee ONLY reviews new CCL course requests twice a year, March and September. 
· Step 6: NCCCS state office will notify Office of Institutional Records / Graduation Office and Vice-President for Learning when request is approved at state level.

· Step 7: Instructional Course Management office (nancy.knight@cpcc.edu) will access new and revised Common Course Library courses when COD’s are input.

Part Two: Once part one is complete then you must add the course to your program of study (see answer to question 1 and follow those steps).
3. What if I want to revise a course, add/delete a state pre-requisite or add/delete a state co-requisite to a course currently in my curriculum? (To add/delete a local pre-requisite or add/delete a local co-requisite, see question 7 below).
· Step 1: Contact Curriculum Committee Chair (pat.west@cpcc.edu) or Assistant to VP for Learning () for a request for revision to Common Course Library (CCL) form and a request for review form.

· Step 2: Complete this form; then have your Division Director and Dean sign off on request for review.

· Step 3: Send the CCL form along with signature form/request for review to Curriculum Committee (pat.west@cpcc.edu).

· Step 4: Once approved by Curriculum Committee, your request is sent to Vice-President for Learning.

· Step 5: Once approved by Vice-President for Learning, your request is sent to NCCCS for state approval. 

· Step 6: NCCCS state office will notify the Vice-President for Learning, when the course revision request is approved at state level.

· Step 7: Instructional Course Management office (nancy.knight@cpcc.edu) will access new and revised Common Course Library courses when COD’s are input.

4. What is the process for creating or revising a certificate from my current Program of Study / curriculum?

Since the courses are currently in your POS, this is a relatively simple process. Remember that certificates must include between 12 and 18 credit hours.
· Step 1: Contact Curriculum Committee Chair (pat.west@cpcc.edu) or Assistant to VP for Learning (Cathey.ross@cpcc.edu) for a Certificate form and a request for review form.

· Step 2: Complete this form, then have your Division Director and Dean sign off on request for review.

· Step 3: Send the Certificate form along with signature form/request for review to Curriculum Committee (pat.west@cpcc.edu).

· Step 4: Once approved by Curriculum Committee, your request is sent to Vice-President for Learning.

· Step 5: Once approved by the Vice-President for Learning, your request is sent to Office of Institutional Records / Graduation Office (amy.bruining@cpcc.edu) for input into the CPCC system.

5. Can I create a certificate from my current curriculum and add a new course?

Yes, you can create a certificate from current courses and add a new course, but it involves several steps. 
· Step 1: Download a copy of your current Curriculum Standard from the NC state system to verify that the pre-fix of the course that you would like to include in your certificate is included in your state standard. 

If the pre-fix is NOT currently included in your curriculum standard, then follow these steps:

· Step 2: Contact Curriculum Committee Chair (pat.west@cpcc.edu) or Assistant to VP for Learning (Cathey.ross@cpcc.edu) for a Curriculum Standard revision form and a request for review form

· Step 3: Division Director and Dean sign off on request for review.

· Step 4: send the Curriculum Standard Revision form along with signature form/request for review to Curriculum Committee (pat.west@cpcc.edu).

· Step 5: Once approved by Curriculum Committee, your request is sent to Vice-President for Learning.

· Step 6: Once approved by Vice-President for Learning, your request is sent to NCCCS for state approval.

· Step 7: NCCCS state office will notify Office of Institutional Records / Graduation Office and Vice-President for Learning when your curriculum standard revision request is approved at state level.

If the pre-fix IS currently included in your curriculum standard, then follow the steps listed under question #1 above to add a course to your curriculum.

Once that process is complete, then the course resides in your POS; and the next piece is to follow the steps listed under question #1 above to revise a certificate. 
6. What if I would like to create a Diploma under my degree?

You can create a diploma under a degree, and there are several pieces to this. Please note that all of the courses that are in a diploma must currently reside within the degree program. A diploma must maintain between 36 – 48 credit hours in the program, a minimum of 6 general education hours, a minimum of 30 major hours and between 0 – 4 of other required hours. A diploma offered under an AAS degree requires a minimum of 12 hours in the core which are extracted from the required subject/course of the AAS degree and have 30 minimum hours. 
· Step 1: Contact Curriculum Committee Chair (pat.west@cpcc.edu) or Assistant to VP for Learning (Cathey.ross@cpcc.edu) for a Diploma Program of Study form and a request for review form.

· Step 2: Complete a Program of Study for the diploma.

· Step 3: Division Director and Dean sign off on request for review.

· Step 4: Send the proposed Program of Study for the diploma along with signature form/request for review to Curriculum Committee (pat.west@cpcc.edu).

· Step 5: Once approved by Curriculum Committee, your request is sent to Vice-President for Learning.

· Step 6: Once approved by Vice-President for Learning, your request is sent to NCCCS for state approval.

· Step 7: NCCCS state office will notify Office of Institutional Records / Graduation Office and Vice-President for Learning when request is approved at state level. 
7. What if I want to add or delete a local pre-requisite or local co-requisite to one of my courses?

This is a relatively simple procedure. Please be aware that pre and co-requisite information may only be entered into our system during a short time span in spring semester.
· Step1: Contact Curriculum Committee Chair (pat.west@cpcc.edu) or Instructional Course Management office (nancy.knight@cpcc.edu) for a Curriculum Course File Change Form / Pre-requisite and Co-requisite Form and a request for review form.

· Step 2: Division Director and Dean sign off on request for review.

· Step 3: Send the form along with signature form/request for review to Curriculum Committee (pat.west@cpcc.edu).

· Step 4: Once approved by Curriculum Committee, your request is sent to Vice-President for Learning.

· Step 5: Once approved by the Vice-President for Learning, your request is sent to Instructional Course Management office (nancy.knight@cpcc.edu) who will enter this information into the system

8. What if I want to create a new Degree?

This is huge. If you want to create an entirely new degree, you contact the Assistant to VP for Learning (Cathey.ross@cpcc.edu). She will guide you through this process. 
