COURSE OUTLINE APPROVAL INFORMATION
(Revisions and New Outlines)

REVISIONS:
What needs revision:


· Outlines that have not been revised in the past three years
· Outlines that have changed since the last revision

Inactive outlines:

· Outlines that have not been offered for three years are to be made inactive
· Inactive outlines can be made active simply by revising the outline

Who needs to revise outlines:

· Outlines needing revision will be sent to the Associate Dean or Director
· The Associate Dean or Director will determine who will revise the outline
· Part-time faculty should not develop or revise outlines without a full-time faculty "responsible party"

Approval of revisions:

· Revisions should be signed or at least initialed by the person making changes
· All outlines must go first to the Associate Dean or Director before coming to the Office of Instruction
· Associate Dean or Director sign and forward completed Course Outlines to the Curriculum Technician in the Office of Instruction

· Office of Instruction sends necessary outlines to Instructional Council (Revised Outlines must be submitted by noon five days prior to the scheduled Instructional Council meeting.  Allow a minimum of 60 days for State approval on any outline.)
· Office of Instruction informs all appropriate parties once the Course Outline has been approved and is available

What outlines go to Instructional Council (Substantive Change):

· Any change in hours (number of or type of)
· Any change in credits
· Any change in outcomes
· Any significant change in course content
· Change in title
· Change in course number

What outlines go to the State:

· Any change in hours (number of or type of)
· Any change in credits
· Any change in outcomes
· Any significant change in course content
· Change in title
· Change in course number

NEW:
· New outlines must be submitted on the correct Course Outline form available online on the Faculty Resource Page
· New outlines must have all information complete
· New outlines must have Vice President of Instruction approval
· New outlines must go to Instructional Council for review
· Do not make up new course numbers or recycle old numbers.  Do not use a course number from some other college’s catalog.  If you have suggestions for numbers, such as LCC offers this course as XXX, please include this information, as it is helpful to know but does not necessarily mean it can be used as our number.
· Allow a minimum of 60 days for approval of courses from the State.
· Office of Instruction will inform all appropriate parties once the Course has been approved by the State for use.
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