Title 5 Curriculum Course Outline Checklist

Always download the latest Title V Update form from the curriculum web site (http://www.lacitycollege.edu/facstaff/curriculum/ ) for each course outline being completed.
This checklist was created to assist you in moving your course through the curriculum process as quickly and efficiently as possible.  Complete the items in the exact order in which they are listed.  Do not skip any steps.   In the space next to each task, indicate the date when the task was completed.
Please plan in advance.  The process typically takes several months.
Department__________________  Dept Chair signature____________________

Course #____________________   Date_______________________________
________
1.
Use most recent Course Outline form Title 5 Updates – 8/07.  Save file using full name and course number as file name.
_________2.    Start to identify SLO’s; recommended to attend a workshop on SLOs

________
3.
Complete all required pages

________
4.
Give Title 5 Updates to Noah or Joyce (TLC, FH 106, x2480)

________ 5.
Receive Course Outline back from your Curriculum Tech person – the Tech will have indicated corrections that need to be made

________
6.
Make the changes to the Course Outline where indicated

________
7.
Return the original Course Outline (the one that indicates the corrections to be made) and the revised Course Outline to the appropriate Curriculum Tech person

________
8.
Get the signatures of your Department’s Discipline Faculty on the Student Learning Outcomes page

________
9.
Get the signature of SLO Coordinator on the SLO page

________
10.
For any new Prereqs or Coreqs fill out the course change request form and see Institutional Effectiveness for validation. Get the signatures of your Department’s Discipline Faculty on the Prerequisite and Corequisite pages. 
________
11.
Receive the revised Course Outline back from the Curriculum Tech person with their signature in the upper right hand corner

________
12.
At least one week prior to the curriculum meeting, give Maria Reisch the hard
                        copy of the corrected Course Outline with all signatures and an electronic
                        copy of the corrected Course Outline by email.  

                    ***Questions???  Ask your department’s Curriculum Committee member

***Need additional help???  Contact Maria Reisch, Chair of Curriculum
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