Process for Professional Technical Program Changes
Revision of an Existing Professional Technical Program
STEP 1
· Faculty discussion with Dean & other faculty (as appropriate) about changes to a Prof/Tech program such as:
· Any Changes to a current course: credits, Lecture/Lab, title, number, etc.

· Adding a New Course or deleting a current course

· Any changes that affect certificate/degree completion requirements 

· Faculty & Dean discussion about program changes with Professional Technical Advisory Committee.  Documentation and discussion with TAC and approval noted in meeting minutes.

· Dean Discussion with Vice-President for Instruction of Intent to make revisions to a Program, discussion to be specific about changes to VPI (why, goal, outcome, benefit, impact).  Preliminary approval by VPI 

STEP 2.

· Faculty member and Dean complete required paperwork.  Which includes the following:
· New Scope & Sequence with course credits documented, Program/Certificate/Degree Totals for each degree/certificate (Hard Copy & Electronic Copy sent to Karen Whitney)
· New/Revised Course outlines completed electronically as Draft- using New ACA System
· Completion of “Program Revision Approval Request (PAR - District/SBCTC Requirement) for each PROGRAM/DEGREE &/OR CERTIFICATE – Hard Copy. 
· Meeting Minutes and signature of TAC representative on PAR (Program Revision Approval Request) Form – Hard Copy.
· Completion of South CIC Program/Course Revision Form ONE FORM PER PROGRAM -Hard Copy. 
· These forms are located on SouthNet – Under Curriculum in the CIC folders:  Revision & Origination
STEP 3

· Completed paperwork above is submitted by faculty or dean to Karen Whitney for review/completeness.  Courses created electronically in the ACA System will need to be taken out of Draft Phase by the originating individual/faculty member who created the course initially, by clicking Submit, and then courses will be submitted to Karen Whitney/Office of Instruction for review and approval and begin to move the course through the ACA & CIC review/approval process.  Note:  The ONLY person that can take a course out draft phase is the originating individual/faculty member or one of the ACA Administrators.
· Upon review and completeness --if all paperwork is in order -- copies of Scope & Sequence and CIC forms will be made and given to CIC Program/Course Revision subcommittee (even if there are new courses).
STEP 4
· CIC Program/Course revision subcommittee will review and discuss the program revision.
· At next CIC meeting, the whole CIC discusses and votes on the program revision; the decision is documented on the approval/or rejection of the program revision in the meeting minutes.

· If program is approved the CIC Chair, CIC subcommittee members document approval of any affected courses, electronically through the ACA system.

· Courses and program revisions are forwarded on to the Vice President for Instruction

· VPI signs forms and provides digital approval of courses.

· Hard copy paperwork is returned to Karen Whitney for distribution. (Web, Student Services, Mark Baumann, Arne Reed).
· Mark Baumann sends information & forms on to the State Board for their approval and revision documentation to our Professional-Technical Program Inventory.

· State Board then sends approval notice via e-mail to Mark Baumann and Workforce Dean, that the program changes have been approved by the State Board. 
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