SOME HELPFUL HINTS FOR PREPARING COURSE PROPOSALS IN CURRICUNET
►If you need assistance with your user name and password, or if your password does not provide access to Curricunet, please contact Cheryl at ext. 2256 or Diane at ext. 2248.
►Refer to the Curriculum Committee’s Timeline for recommended dates to pre-launch and launch proposals.
►NEW COURSE PROPOSALS
●New courses which are not added to an AA Degree or Certificate of Achievement may require approval by the California Community Colleges System Office.   New courses which are added to an AA Degree or Certificate of Achievement can receive final approval by the Palomar College Governing Board.
►COURSE CHANGE PROPOSALS

●If changing a course number, course title, discipline, or course unit value, you must also submit a change proposal for all certificate/degree programs which contain this course as a requirement or an elective.  Prepare a program change proposal, in which you add the proposed (pending) course, and remove the active course.  This enables the Curriculum Committee and others in the approval process to see the complete impact of course number, title and unit value changes.   

●If changing a course discipline or course number, you must also submit a change proposal for all courses that contain this course as a requisite.  Prepare a course change proposal, in which you add the proposed (pending) course, and remove the active course.  This enables the Curriculum Committee and others in the approval process to see the complete impact of the course number change. 
●The approval process for a group of related changes can be streamlined by “packaging” them.
●If submitting a course change proposal for a course with a requisite, you must also update the requisite validation pages.  When the courses were transferred to Curricunet, the details, such as 5 points of knowledge, could not be transferred.  Instead, the phrase “Details on file in Office of Instruction” was placed in Curricunet.  When a course change proposal is created, it is expected that you will enter the requisite validation information and remove the phrase “Details on file in Office of Instruction.”
●If submitting a course change proposal for a course with distance learning, you must also update the contact types.  When the courses were transferred to Curricunet, the contact type and frequency details could not be transferred.  Instead, the phrase “Details on file in Office of Instruction” was placed in Curricunet.  When a course change proposal is created, it is expected that you will enter the contact types and frequency details and remove the phrase “Details on file in Office of Instruction.”
●If submitting a course change proposal or a course review for a course approved to meet the AA degree Multicultural Requirement, you must also review/update the multicultural page.   The Curriculum Committee implemented a new procedure effective with the 2006-07 academic year, requiring validation a minimum of every 5 years that the course continues to meet the Multicultural Requirement guidelines. 
►COURSE DEACTIVATION
If deactivating a course which exists as a required course, elective course, or recommended elective course in any program, you will also need to create a program change proposal for each program in order to remove the deactivated course.   Also, if deactivating a course that is an established requisite for anther course, you will need to create a course change proposal to remove the deactivated course as a requisite.  
►COURSE REACTIVATION

A Course Reactivation is simply bringing back a course that was previously in the college curriculum, but was deactivated.  Although a course reactivation goes through the same steps as a new course, it is important that it be identified as a reactivation so that the course’s history is evident.  If the course to be reactivated is not in Curricunet as an historical course, you will need to contact Office of Instructional Services to add it to Curricunet before you may begin your reactivation proposal.

►COURSE REVIEWS
For assistance with a course outline review, please refer to the document titled “Directions for Course Outline Review Process” under Links on the Curricunet home page.  

►TOOLS FOR CHECKING YOUR PROPOSAL

●Use Spell Check, which is available on various fields.
●WR – Review the Course Outline of Record

●CC – Review the Course Compare Report to see what is changed in the Course Outline of Record

●CI – Review the Course Impact Report to see what certificate/degree programs and/or other courses are impacted

●CR – Review the Comprehensive Compare Report to see ALL information that was changed in a course change proposal or course review proposal.  This report displays more information than the Course Compare Report
●NC – Review the Comprehensive New Course Report to see ALL information related to the new course.  This report displays more information than the Course Outline of Record.
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