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College of Education Course and Curriculum Proposal Procedures 
 

The most current information about University requirements for course and curriculum changes, along 
with the appropriate forms, can be found at the following websites: 

Undergraduate:  http://facultygovernance.uncc.edu/course-curriculum-process. 
Graduate:  http://graduateschool.uncc.edu/faculty-and-staff/course-and-program-development  

 
The College of Education Course Outline Template can be found at 
http://education.uncc.edu/faculty-resources/faculty-handbook  

 
Minor changes require a Short Form.  (The Short Form is also referred to as a Memo Form on the 
Graduate School website.) Examples of minor changes include course numbering, editorial changes to 
current catalog copy, program degree requirements, or other small changes.    
 
Major changes require a Long Form.  New undergraduate and graduate course proposals in the College 
of Education require a Long Form and a course outline.  Examples of other major changes include 
significant changes (more than 50%) to an existing program, creation of a new major or minor, or 
creation of a new area of concentration.   
  

College of Education Required Procedures 
1) A Faculty member originates the proposal and course outline(s) using the University forms found at 

the website above.   
a. Discussion takes place with other faculty members and the Department Chair to review the 

initial draft and initiate consultation with other departments within and outside of the 
College that may be impacted by the change (See item 2 below).  

b. Discussion takes place with the Associate Dean or designee to review a draft of the 
proposal. 

c. Written Library consultation is requested if the proposal includes a new course.  The library 
reference staff will provide an evaluation of library holdings within two weeks. 

d. When applicable, course outlines for new or significantly revised courses are prepared using 
the COED Course Outline Template found at the website above.   

i. The originating faculty member for the proposal is responsible for assuring that the 
course outline is complete and accurate.  

ii. The names of all faculty members responsible for creating or revising the course 
outline are to be included on the final page of the document. 

e. When applicable, revised program planning sheets are prepared, with proposed changes 
highlighted. 

f. Optional:  Faculty may attend meetings of the University Undergraduate Course and  
Curriculum Committee and/or the Graduate Council to gain insight into the approval process 
and the types of questions and issues that are raised when proposals are reviewed. 

 

http://facultygovernance.uncc.edu/course-curriculum-process
http://graduateschool.uncc.edu/faculty-and-staff/course-and-program-development
http://education.uncc.edu/faculty-resources/faculty-handbook


COED Course & Curriculum Procedures 2 
September 2010 
Updated June 2012      

 

2 

2) The Department Chair consults with relevant departments within and outside of the College and 
secures a written memo of support from each department/program.  The purpose of the 
consultation is to identify and resolve any impediments or negative consequences of the proposed 
change, such as impact on enrollments and capacity, student progression toward degree, staffing 
challenges, or scheduling conflicts. 

 
3) The proposal is presented to Department and/or Program Faculty for discussion and endorsement, 

and the formal vote is recorded in the departmental minutes.   
a. The date of the departmental endorsement is important because it is the basis for the 

University Proposal Number that is required on the Long Form and the Short Form.  The 
proposal number consists of the abbreviation of the originating department (not the specific 
program) and the date the proposal was approved (for example, MDSK 7-24-12, REEL 3-10-
12, EDLD 9-6-12, CSLG 2-23-12, SPCD 1-18-12). 

b. If more than one proposal is approved on a specific date, alpha suffixes distinguish them 
(MDSK 7-24-12a and MDSK 7-24-12b).  

c. The proposal number must be recorded on the Signature Sheet, the first page of the long 
form, and the top right corner of each page of the proposal. 

  
4) The person originating the proposal assembles all required components of the proposal, with 

special attention to the following: 
a. Clarity of the request and rationale to those outside the Department and College. 
b. Completeness and accuracy of course outlines, if applicable. 
c. Completeness of the proposal packet:  proposal number (see item 3 above), formatting, 

changes to catalog copy, library consultation, supporting memos from department chairs, 
course outlines, planning sheet, etc. 

d. Consistent and accurate course numbers/titles throughout the proposal and planning sheet  
e. Signatures and dates. 
 

5) The person originating the proposal forwards the hard copy of the proposal, along with the signed 
and dated Signature Sheet, to the Department Chair for final review and approval.   
 

6) The Department Chair carefully reviews the proposal, with special attention to the following: 
a. Clarity of the request and rationale to those outside the Department and College. 
b. Completeness and accuracy of course outlines, if applicable. 
c. Completeness of the proposal packet:  proposal number (see item 3 above), formatting, 

changes to catalog copy, library consultation, supporting memos from department chairs, 
course outlines, planning sheet, etc. 

d. Consistent and accurate course numbers/titles throughout the proposal and planning sheet  
e. Signatures and dates. 

 
7) The Department Chair indicates endorsement by signing and dating the Signature Sheet,  

a. At this point, a hard copy of the proposal and electronic Word and PDF copies are required.  
The PDF of the proposal packet should be created at the departmental level, after the Chair 
reviews and signs.  In addition, an electronic Word file should be saved at the departmental 
level in case further revisions are necessary.   

b. The Chair then forwards the hard copy and electronic PDF of the endorsed proposal to the 
Chair of the College Undergraduate or Graduate Curriculum Committee for approval.   

http://provost.uncc.edu/FacGov/CourseCurriculum/ShortSignature.pdf
http://provost.uncc.edu/FacGov/CourseCurriculum/ShortSignature.pdf
http://provost.uncc.edu/FacGov/CourseCurriculum/ShortSignature.pdf
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8) The Chair of the College Undergraduate or Graduate Curriculum Committee distributes the 

electronic PDF of the proposal to the full membership of the committee for review.   
a. A formal meeting of the committee is required for all Long Form proposals, complex 

proposals, and those involving multiple departments/programs.   
b. The Department chair and faculty developer of the proposal may attend the meeting to 

answer questions.   
c. The formal vote of approval is recorded in the Committee minutes.   
d. The Committee may require changes, corrections, or additions to the proposal to assure 

that the proposal is clear, complete, and "university ready."   
e. After changes are made by the originating faculty member, a corrected hard copy and 

electronic PDF of the proposal are resubmitted to the Committee Chair and kept on file in 
the department.   The department also maintains an updated Word file of the proposal 
packet. 

 
9) The Chair of the College Undergraduate or Graduate Curriculum Committee signs (indicating 

endorsement) and dates the Signature Sheet.   
a. In the event that changes or corrections are required, the Committee Chair is responsible 

for verifying that the changes have been made to both the electronic PDF and hard copy of 
the proposal, and that the proposal is ready for University-level review.  

b. When a course outline is part of the proposal, the Committee Chair signs and dates the 
approval that appears on the last page of the course outline.  

NOTE:  The University Signature Sheet includes the "Chair of the College Faculty" to review and 
endorse the proposal.  However, this step is not required in the College of Education because 
the COED Faculty Council does not have curriculum approval responsibility. 

 
c. The Committee Chair then forwards the endorsed proposal packet to the Executive 

Assistant to the College Dean.  The packet must include the signature sheet, the proposal, 
and all attachments.  A hard copy of the proposal and electronic Word and PDF copies of the 
proposal are to be submitted. 

 
10) The College Dean reviews the proposal and signs (indicating endorsement) and dates the hard copy 

of the proposal.   
a. The Dean may require changes, corrections, or additions to the proposal to assure that the 

proposal is clear, complete, and "university ready."  If changes are required, the Executive 
Assistant to the Dean notifies the Department Chair and faculty member who originated the 
proposal. 

 
11) With assistance from the Executive Assistant to the Dean, the hard copy of the proposal and 

electronic Word and PDF copies of the proposal with all signatures are forwarded as follows: 
12) If the proposal has implications for undergraduate General Education requirements or for W and O 

courses, the proposal is forwarded to the chair of University College Faculty Council for review.  If 
approved, the proposal is forwarded to the chair of the University Undergraduate Course and 
Curriculum Committee. 

http://provost.uncc.edu/FacGov/CourseCurriculum/ShortSignature.pdf
http://provost.uncc.edu/FacGov/CourseCurriculum/ShortSignature.pdf
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a. If the proposal does not have implications for General Education or W and O courses, the 
proposal is forwarded to the Chair of the University Undergraduate Course and Curriculum 
Committee) or the Chair of the University Graduate Council.   

 
13) The Executive Assistant to the Dean retains a complete hard copy plus electronic Word and PDF 

copies of the proposal packet in the Dean's Office.  Electronic copies of the PDF packet are sent to 
the faculty originator, the Department Chair, the Chair of the appropriate College Curriculum 
Committee, and the Associate Dean or designee. 
 
NOTE: The remaining steps in this process are subject to change at the University level.  Current 
information may be obtained from the websites noted at the beginning of this document.    
 

14) After review at the University level, the Chair of the University Undergraduate Course and 
Curriculum Committee or Graduate Council forwards the approved proposal to the Faculty 
Governance Program Assistant in the Office of Academic Affairs.   

a. If revisions are required to an undergraduate proposal before it can be approved, the Chair 
of the Undergraduate Curriculum Committee will directly contact the faculty member 
originating the proposal (as listed on the Signature Sheet).  

b. If revisions are required to a graduate proposal before it can be approved, the Chair of the 
Graduate Council will contact the department chair of the originating unit. 

 
15) Long Form Proposals (only) are placed on the Consent Calendar and Faculty Council members are 

given two weeks in which to object to a proposal.   
a. If no objection is raised, the proposal is considered approved for implementation.  
b. If objections are raised, the proposal is placed on the agenda for the next Faculty Council 

meeting as a motion for discussion and vote. 
 

16) The Faculty Governance Program Assistant requests a Word copy of the final approved proposal 
from the Executive Assistant to the Dean and then drafts a memorandum notifying the College Dean 
that the proposal has been approved.  A copy of the memorandum is posted on the Academic 
Affairs web pages under "Faculty Governance Course and Curriculum Approvals" (sorted by college) 
http://facultygovernance.uncc.edu/course-and-curriculum-approvals and is sent to relevant faculty 
and staff (e.g., department chair, advisors, Office of the Registrar, University Catalog, etc.)  

http://provost.uncc.edu/FacGov/committeemembers.htm#UCCC
http://provost.uncc.edu/FacGov/committeemembers.htm#UCCC
http://graduateschool.uncc.edu/graduate-council.html
http://provost.uncc.edu/FacGov/consentcalendar/
http://provost.uncc.edu/FacGov/committeemembers.htm#FACULTY_COUNCIL
http://provost.uncc.edu/FacGov/Approvals/index.htm
http://facultygovernance.uncc.edu/course-and-curriculum-approvals
http://provost.uncc.edu/Catalogs/

