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20�î�ï-202�ð Curriculum & Instruction Meetings 

______________________________________________________________ 
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Course & Curriculum Committee Submission Instructions 

______________________________________________________________ 

Submissions to the Curriculum and Instruction Committee are to be made through the appropriate online forms. Forms 

should be completed and electronically signed by the department chair and appropriate Associate Dean prior to 

submission. Associate Deans, please email your submission to CurriculumInstruction@jalc.edu.  

Click on a link below for instructions and necessary forms for your submission. 

*Any changes that require updates to program guides and syllabi must have these documents attached with changes

made in red.

Please call Emily Monti (x8514), Jenifer Rongey (x8217), or Jamie Sims (x8005) for assistance. Thank you! 

���‰�‰�Œ�}�À���o���Z���‹�µ�]�Œ�����W 

Course Withdrawal 

New Course 

New Program 

Program Changes that Affect Number of Credit Hours in Program 

Prefix and/or Credit Hour Change 

Program Inactivation 

Program Withdrawal 

�/�v�(�}�Œ�u���š�]�}�v���K�v�o�Ç�W 

Course Description 

Course Title 

Course Objectives 

Non-Traditional Course 

Prerequisite 

Program Changes that Do Not Affect Number of Credit Hours in Program 

Program Title 

5
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Course Description Change

*Include a copy �}�(���š�Z�����•yllabus with changes in Red

Course Prefix and Number Course Title 

Current 
Course 
Description 

Proposed 
Course 
Description 

Rationale for 
Change 

Effective Date 

Approvals 

__________________________________________________________________�� ���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
Department Chair ���������š��       

�Ž�������v�•�����u���]�o�����‰�‰�Œ�}�À�������•�µ���u�]�•�•�]�}�v���š�}�����µ�Œ�Œ�]���µ�o�µ�u�/�v�•�š�Œ�µ���š�]�}�v�›�i���o���X�����µ�X

Approved submissions will be taken to the next Curriculum and Instruction meeting. Please contact Jamie Sims, ext. 8005 if you have 
any questions.  

�&���o�o �^�‰�Œ�]�v�P �^�µ�u�u���Œ

__________________________________________________________________�� ���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���•�•�]�•�š���v�š���������v�� �������š��       

__________________________________________________________________�������z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�������v�� �������š��       

__________________________________________________________________�� ���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���˜�/�����}�u�u�]�š�š���������Z���]�Œ�� ���������������������š��       

__________________________________________________________________�� ���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���•�•�]�•�š���v�š���W�Œ�}�À�}�•�š�� ���������������������š��       

__________________________________________________________________�� ���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�W�Œ�}�À�}�•�š�� �������š��       

�t�Z���š���‰�Œ�}�u�‰�š�������š�Z�]�•�����Z���v�P���M�� �����•�•���•�•�u���v�š�� ���W�Œ�}�P�Œ���u���Z���À�]���Á�� ���K�š�Z���Œ



Course Objective Changes

*Include a copy of the current and proposed syllabus 
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Course Title Change

*Include a copy of the current and proposed program guide and syllabus with changes in Red

Course Prefix Course Title 

Current CourseTitle 

Proposed 
Course Title 

Rationale for 
Change 

Approvals 

*Deans email approved submission to CurriculumInstruction@jalc.edu.

Approved submissions will be taken to the next Curriculum and Instruction meeting. Please contact Jamie Sims, ext. 8005 if you have 
any questions.  

�&���o�o �^�‰�Œ�]�v�P�^�µ�u�u���Œ

__________________________________________________________________��
Department Chair 

__________________________________________________________________��
���•�•�]�•�š���v�š���������v��

__________________________________________________________________��
�������v��

__________________________________________________________________��
���˜�/�����}�u�u�]�š�š���������Z���]�Œ��

__________________________________________________________________��
���•�•�]�•�š���v�š���W�Œ�}�À�}�•�š��

__________________________________________________________________��
�W�Œ�}�À�}�•�š��

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�������š��       

�����z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���������������������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���������������������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�������š��       

�t�Z���š���‰�Œ�}�u�‰�š�������š�Z�]�•�����Z���v�P���M�������•�•���•�•�u���v�š�� ���W�Œ�}�P�Œ���u���Z���À�]���Á�� ���K�š�Z���Œ
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Course Withdrawal 

�ŽDeans email approved submission to CurriculumInstruction@jalc.edu.

Approved submissions will be taken to the next Curriculum and Instruction meeting. Please contact Jamie Sims, ext. 8005 if 
you have any qu
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New Program Proposal 

* Include a Form 20, proposed program guide & syllabi for all new courses

Proposed Program Title 

Curriculum Prefix 

Level 

(Certificate, AAS, AA/AS) 

Rationale for Program 

Total Program Hours 

Effective Date 

*Deans email approved submission to CurriculumInstruction@jalc.edu.

Approved submissions will be taken to the next Curriculum and Instruction meeting. Please contact Jamie Sims, ext. 8005 if you have 
any questions. 

�Ž���}�v�š�����š�������˜���/���^�š���(�(���(�}�Œ�����µ�Œ�Œ�]���µ�o�µ�u���W�Œ���(�]�Æ

�����Œ�š�]�(�]�����š��

http://www2.iccb.org/iccb/wp-content/pdfs/manuals/program_approval/Form_20.pdf
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New Course Proposal 
Approvals 

__________________________________________________________________��
Department Chair 

__________________________________________________________________��
���•�•�]�•�š���v�š���������v��

__________________________________________________________________��
�������v��

__________________________________________________________________��
���˜�/�����}�u�u�]�š�š���������Z���]�Œ��

__________________________________________________________________��
���•�•�]�•�š���v�š���W�Œ�}�À�}�•�š��

__________________________________________________________________��
�W�Œ�}�À�}�•�š��

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�������š��       

�����z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���������������������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
���������������������š��       

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z              
�������š��       

�Ž���� ���v�•�����u���]�o�����‰�‰�Œ�}�À�������•�µ���u�]�•�•�]�}�v���š�}�����µ�Œ�Œ�]���µ�o�µ�u�/�v�•�š�Œ�µ���š�]�}�v�›�i���o���X�����µ�X

Approved submissions will be taken to the next Curriculum and Instruction meeting. Please contact Jamie Sims, ext. 8005 if you have 
any questions.  





Prefix and/or Credit Hour Change

Approvals 
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�����‰���Œ�š�u���v�š�����Z���]�Œ��

�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z��
���•�•�]�•�š���v�š���������v��

�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z��
�������v��

�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z��
���˜�/�����}�u�u�]�š�š���������Z���]�Œ��

�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z��
���•�•�]�•�š���v�š���W�Œ�}�À�}�•�š��

�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z��
�W�Œ�}�À�}�•�š��

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z����������������������������
���������š����������������

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z����������������������������
�������š����������������

�����z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z����������������������������
�������š����������������

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z����������������������������
���������������������š����������������

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z����������������������������
���������������������š����������������

���z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z����������������������������
�������š����������������
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Procedure for Curriculum 
Development          Administrative Procedure 302  

�W�Z�K�'�Z���D�������s���>�K�W�D���E�d���W�Z�K�������h�Z����
�~�����������>���h�Z�����d�����d�Z���E�^�&���Z�����E���������Z�����Z�����/�s�/�^�/�K�E�^�•��

1. The





Procedure for Curriculum 
Development          Administrative Procedure 302  

C. credit hour changes to programs and/or courses;
D. course prerequisite change;
E. officially withdrawing courses and/or curriculum

2. Curriculum matters submitted as information only:
A. changes that do not significantly alter a course, i.e., minor revision of description or title;
B. course numbers;
C. curriculum footnotes;
D. instruction mode;
E. revision of curriculum with no change in credit hours

3. The Curriculum and Instruction Committee may take one of the following actions:
A. approval;
B. rejection accompanied with reasons;
C. table approval for further study;
D. approval with changes

4. Faculty members are encouraged to attend the Curriculum and Instruction Committee meetings to
voice their opinions of proposed curriculum changes.

5.
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