UNIVERSITY CURRICULUM COMMITTEE
POLICY & PROCEDURES 
MANUAL

TABLE OF CONTENTS

Charge of the Committee 
2
Elections and Membership
2
Officers
2
Meetings
2 

Relationship with Undergraduate and Graduate Councils
3 

Undergraduate Council
3 

Graduate Council
3 

Proposals for New Courses, Course Changes, Certificates, Minors, and Changes to Existing Programs
3
Submission of Proposals
3 

Committee’s Action after Receiving a Proposal
5
Procedures for Objections
5
Outline for Approval Process
6 

Proposals for New Programs
6 

Submission of Proposals
6 

Committee’s Action After Receiving Proposal
6 
Hearings Table
 8
UNIVERSITY CURRICULUM COMMITTEE (UCC)

I. CHARGE OF THE COMMITTEE

A. To encourage the incorporation of the goals of the University’s Strategic Plan into the curriculum.

B. To implement established procedures for review and approval of new courses and programs as well as changes in existing courses or program requirements.

C. To work with the Graduate and Undergraduate Councils as noted in the appropriate sections below.

D. To make recommendations to the Faculty Senate on curricular matters.

II. ELECTIONS AND MEMBERSHIP
A. This committee shall consist of at least one faculty representative from each unit who shall be elected by the members of their respective unit. 

B. Members and alternates shall be elected by their appropriate units to serve a two-year term.
C. Units should fill the unexpired part of the term of any member who is unable to continue serving on the committee.                                                     
D. If an elected member of the committee cannot be present for a meeting, an alternate should attend.
E. If any unit is not represented at two consecutive meetings, this fact shall be communicated to the appropriate Faculty Senate Steering Committee member, academic dean and/or director and chairperson of the Faculty Senate.  The Faculty Senate Steering Committee member shall inform the chairperson of the Faculty Senate of the new replacement member and alternate.  
F. The Chair of the Faculty Senate may also appoint Senators to the committee in accordance with Article V(F), provided that a majority of the committee’s membership is elected directly by the units (from FS Constitution).
III. OFFICERS

A.   The chairperson and vice chairperson of the committee shall be elected at the first meeting of the fall semester. In the event the chairperson cannot fulfill the term of office, the vice chairperson shall assume the duties of the chairperson and a new vice chairperson shall be elected.

Duties - It is the responsibility of the chairperson to:

1. Call and chair meetings and hearings.

2. Communicate as needed with the academic units, Registrar’s Office, Dean of Graduate Studies, Dean of Undergraduate Education, and the Vice Provost for Academic Affairs.

3. Sign all course and program proposals on behalf of the committee.

4. Attend Faculty Senate meetings and present curricular motions. 

5. In collaboration with Faculty Senate office staff, develop curriculum calendar, and maintain curriculum instructions and forms on the Senate web site.

6. Complete an end-of-year report detailing committee activities, hearing verdicts and motions.
IV. MEETINGS

A. An Academic Year UCC Calendar of Meetings will be developed and posted on the Faculty Senate web site by Fall semester.

B. Additional meetings/hearings shall be held as needed.

C. A quorum for a meeting shall consist of fifty percent of the membership (rounding up in the case of an odd number of members) or fifty percent plus one (in the case of an even number of members).

D. Voting issues will be decided by a simple majority where the number of votes including abstention must satisfy the quorum requirement.  The chairperson votes as a unit representative.

V.  RELATIONSHIP WITH UNDERGRADUATE AND GRADUATE COUNCILS.

A. Undergraduate Council

1. The Undergraduate Council reviews program changes to the University Core Curriculum.  New courses not currently in the catalog as well as changes to existing courses must go through normal course proposal or course changes procedures; changes to the core must go through normal procedures for changes to an existing program.
2. The Undergraduate Council shall develop the listing of existing courses that shall be viewed as acceptable for meeting General Education Requirements.
3. The Undergraduate Council shall be responsible for holding joint-hearings with the UCC on feasibility and planning proposals for new baccalaureate degrees.
4. The Undergraduate Council shall hold joint-hearings with the UCC on implementation proposals for new baccalaureate degrees and new tracks in existing degrees and make recommendations.
B.   Graduate Council

1. The Graduate Council shall be responsible for developing minimum admission criteria and degree requirements for Master and Doctoral degrees.

2. The Graduate Council shall be responsible for holding joint-hearings with the UCC on feasibility and planning proposals for new Master and Doctoral degrees.

3. The Graduate Council shall hold joint-hearings with the UCC on implementation proposals for new Master and Doctoral degrees and new tracks in existing degrees and make recommendations.  

C. The UCC Bulletin shall be published 6 times a year and shall contain the hearing notices for all Undergraduate and Graduate programs, as well as listings of the new courses meeting the University Core Curriculum requirement and Global Learning/ Global Citizenship requirement.  


D. Feasibility, Planning and Implementation proposals must pass through the normal School/College curriculum processes and bear the appropriate signature of the unit’s Curriculum Committee representative.

E. Refer to Undergraduate Policies and Procedures Manual or the Graduate Policies and Procedures Manual for specific academic requirements.
VI.    PROPOSALS FOR NEW COURSES, COURSE CHANGES, CERTIFICATES, MINORS AND CHANGES TO EXISTING PROGRAMS

Any course which has been approved by the UCC and the Faculty Senate shall, when offered, produce class rolls, grade rolls, and appear on student transcripts; this includes zero credit courses.

A. Submission of proposals:


Throughout Fall and Spring semesters, the UCC will accept proposals for new courses, certificates, minors, programs, and changes or deletions of existing courses, certificates, minors, and programs. Proposal forms, instructions, and submission deadlines are posted on the Faculty Senate web site.  

1. 
All proposals require attached electronic copies.   
2. 
Instructional checklist must be submitted with proposal form.
3. 
For proposals that require hearings (more information found in the link below), please do not submit the required copies until you have been notified by the Senate office that your proposal will be included in the bulletin.
4. 
Copies of submitted proposals for new courses, certificates and minors, and for changes to, or deletions of, existing courses are available on the Faculty Senate web site.
5. 
Major changes in more than two items of an existing course, e.g., changes of number, name and description, are viewed as implying the development of a new course and will require the deletion of the old course and submission of the New Course Proposal Form for the changed course.
6.    Changes in the number of credit hours for an existing course should reflect that:
a. current credit hours are insufficient for coverage of existing course content, or 

b. current credit hours exceed the number of hours necessary to cover existing course content and must include a justification that there has not been a major change in course content which would necessitate the submission of a new course proposal form.

7. 
All new course proposals must include course objectives, learning outcomes, major topics and textbooks. 
8. 
For changes to existing programs, certificates and minors, the unit should indicate the new requirements side by side with the old requirements. 
9.    All requests must first be approved by the department chairperson, the unit Curriculum Committee, and the dean of the unit.  Such approval will be taken to mean that the unit can fund the request and that library and/or laboratory resources are available and that the request is acceptable to that unit.

10.  In circumstances requiring consultation between two or more academic units, a memorandum stating the results of such consultation, written and signed by the Chairperson(s) and/or deans of the consulted academic unit(s) with copies to concerned faculty shall be attached to the new course or new program proposal form.
It is the policy of the UCC to encourage development of coursework and programs necessary to the implementation, maintenance, and evolution of strong academic programs at all levels: Undergraduate, Master’s and Doctoral.  However, where apparent substantial overlap of course content at any level is created by the proposal of new courses, it shall be the responsibility of the program, department or school making the proposal to consult with the appropriate units, to minimize such overlap, before approval can be considered.
Furthermore, in the matter of proposed courses not presently offered by any unit within the University, it is the responsibility of the program, department, or school making the proposal to demonstrate that unit is the appropriate unit to offer such coursework.

11.  In cases of jointly-listed courses or other interdisciplinary requests, approvals must be obtained from all units concerned.

12.  If a course being changed or deleted is a core course for programs other than the unit offering the course, this shall be noted on the Course Change/Deletion Form and the department must have the written approval acknowledgement of the other department(s). 
B. Committee’s Action After Receiving a Proposal

1.    At the beginning of each academic year, the UCC will issue a Curriculum Calendar detailing proposal submission deadlines and other pertinent dates so that units will be aware of the time required for program approval.

2.    The UCC will publish 6 bulletins listing all proposals and hearing notices submitted by the bulletin deadline. Proposals are available from the links provided in the Bulletin. Proposal scheduled for a hearing will be available at the Faculty Senate Office or from the unit submitting the proposal.

3.    If any faculty member, department, division or unit objects to a proposal the UCC will be informed in writing, within the given time frame.  Objections must be specific and relevant.

4.    If, within two weeks after bulletin publication date, the committee receives no objections, and if the UCC approves the proposal contained in the Bulletin, it shall present a motion to the e Faculty Senate as approved. Hearings for new programs are scheduled by the UCC in conjunction with the Undergraduate or Graduate Council. All parties shall be informed of the time and place of the hearing and the hearing notice shall be published in the Bulletin.

C. Procedures for Objections

1.
Objections to all course and program proposal shall be resolved between the parties involved whenever possible.

2. 
If the parties involved are unable to reach a resolution, the UCC will schedule a hearing to discuss the proposal. After a full and open discussion of all positions, the committee shall render a decision, taking one of three possible actions on proposals:

A.    Recommend approval

B.    Recommend denial, or

C.    Recommend approval pending alterations as specified or removal of the objection.  
The recommendation of the UCC & the Undergraduate or Graduate Council shall be presented to the Faculty Senate.
D. Outline of Approval Process:

1. 
Department/Division completes proposal form.

2.   
Unit Curriculum Committee approves proposal.

3.   
Dean of Unit approves proposal.

4.   
Proposal is submitted to UCC and published in Bulletin.

5.   
If no challenges are received within two weeks after Bulletin publication date and if the UCC approves, proposal is submitted to the Faculty Senate.
6.    If there are challenges, the procedure outlined in Section VI.C shall be followed.
7.   
After proposal is signed by UCC Chairperson and Faculty Senate Chairperson, it is submitted to the Vice President for Academic Affairs for approval.

8.
Enrollment Services Process to be completed by the Office of the Registrar:
A. Approved Curriculum Proposals

· New programs -  program codes are created and text added to course catalog

· Changes – text added to course catalog

B. New course(s)/course changes are sent to Tallahassee (SCNS) for coding. 

C. New course(s)/course changes received back from Tallahassee (SCNS) are entered into PantherSoft and course catalog(s).

9.   
Unit receives copy of posted proposal.

VII.    PROPOSAL FOR NEW PROGRAMS

A. Submission of proposals
1. Proposals for new undergraduate or graduate programs will only be accepted by the UCC after a Feasibility study is approved by the Provost’s Office.  

2. When preparing such proposals, the format mandated by the Board of Governors (BOG) must be followed rigorously.  These forms are available from the Provost’s Office web site. Proposals not following these guidelines will not be considered by the UCC and the Undergraduate & Graduate Councils.

3. New degree proposals should, as a minimum, follow the guidelines for admission and graduation as  established by the  State and the University.

B. Committee’s Action after Receiving Proposal

1. Hearings shall automatically be scheduled for new program proposals.  The date, time and place of each hearing will be circulated to all faculty as part of the UCC Bulletin.

2. Any member of the University Community may speak in favor of or oppose a proposal.   

3. The committee shall evaluate each proposal using the following criteria:

a.
How the program meets the goals/objectives of the University.

b.    Overall curricular strengths.

c.    Community need for the program

d.    Student demand for the program - data must be submitted to support conclusions.

e.    Budgetary impact - including faculty, library, resources, and other expenditures.

f.    
Faculty strength and appropriate qualifications.

g.    Comments from other units within the University.

h.   
Overall quality of the program. 

4. For a quorum and voting requirements, see section IV, D and E.

5. The decision shall be submitted to the Faculty Senate.  Revisions and denials shall be documented by the committee.

6. The Faculty Senate shall vote on the UCC’s & Undergraduate or Graduate Council’s recommendation prior to submission of the proposal to the Office of the Provost.  
VIII.    HEARINGS TABLE
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