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 Academic Affairs Council 
MEETING MINUTES 

 
 Date: Friday, October 1, 2021 
 Time: 10:45 AM 
 Place: Microsoft Teams 
 
I. Call to Order - Microsoft Teams   

Scott Larkin called to order the regular meeting of the Academic Affairs Council at 10:45 a.m. on 
Friday, October 1, 2021, in Microsoft Teams. 

II. Roll Call 

The following council members were present: Dr. Sam Allen, Sherri Arrington, Linda Bates, 
Benjamin Cagle, Dr. David Carty, Lillian Ellen, Dr. Justin Geurin, Gary Hall, Mandi Haynes, Scott 
Larkin, Zanna Linder, Brandy Mendoza, Dr. Cindy Meyer, Justin Murphree, Amanda Rhodes, Jim 
Roomsburg, Jennifer Schroeder, Phillip Shackleford, Susan Spicher, Dr. Stephanie Tully-Dartez, 
Brooks Walthall, Ray Winiecki, and Dr. James Yates. 

The following council members were excused: Vicki Badgley, Shannon Forrest, Caroline Hammond 
and Karsten Tidwell. 

The following guests attended the meeting: Dr. Bentley Wallace, Kim Britt, Heath Waldrop, 
Michelle Brandon, Bethany Barcroft, Dr. Cassandra Tavorn, and Mary Kate Sumner (Recorder) 

III. Approval of minutes from the previous meeting: 
Philip Shackelford made a motion to approve the minutes of the council meeting held on Friday, 
September 3, 2021. Dr. James Yates seconded the motion. The minutes were approved as written. 

IV. Chair Information Sharing – Scott Larkin, Chair 

V. VPAA Information Sharing – Dr. Stephanie Tully-Dartez 

VI. Planning Council and Cabinet Updates 
A. Committees and Councils are continuing to review their functions and membership lists in 

APM 1.10. After all have been brought to the Councils, they will be taken to Cabinet for final 
review.  

B. Committees and Councils are continuing to elect their officers and determine their 
date/time/location of monthly meetings. 

VII. Council 

A. Actions 

i. APM 1.10 – Academic Affairs Council Functions 

Vote: Motion was made to approve the updates to APM 1.10 Academic Affairs Council Functions 
by Dr. James Yates and Philip Shackelford seconded it. All Approved. 

ii. APM 1.10 – Academic Affairs Council Membership 

Vote: Motion was made to approve the updates to APM 1.10 Academic Affairs Council Schedule 
and Membership by Philip Shackelford and Dr. James Yates seconded it. All Approved. 

VIII. Standing Committee Reports 

A. Actions 
i. Academic Standards Committee – Jennifer Baine, Chair 

1. No Report 
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ii. Assessment Committee – Kelly Roper, Chair 
1. APM 1.10 Functions and Membership updates 

Vote: Motion was made to approve the updates to the APM 1.10 Assessment Committee. 
All Approved. 

iii. Curriculum Committee – Susan Spicher, Chair 
1. APM 1.10 Functions and Membership updates 

Motion by Philip Shackelford at 11:45am to extend the meeting to 12:00pm and it was 
seconded by Susan Spicher. 

Vote: Motion was made to approve the updates to APM 1.10 for Curriculum Committee. 
Including the update of the workforce representative. All Approved. 

2. Internal Review Only of Curriculum Edits/Changes: Curriculum Committee 
Proposal Form & Procedure 

a. Form is a fillable PDF 
b. Used for items that are mainly editorial changes that can be made by 

the Curriculum Committee and passed along as information to 
various levels of shared governance. (See attached form and 
Instructions) 

Vote: Motion was made to approve the Curriculum Committee Proposal Form and 
Procedure. 

iv. Academic Support Committee – Amanda Rhodes, Chair 
1. No Report. 

v. Faculty Affairs Committee – Lillian Ellen, Chair 
1. APM 1.10 Functions and Membership updates. 

Motion by Gary Hall at 12:00pm to extend the meeting to 12:15pm and it was seconded 
by Philip Shackelford. 

Vote: Motion was made to approve the updates to APM 1.10 for Faculty Affairs 
Committee. All Approved. 

B. Discussions 
i. Academic Standards Committee – Jennifer Baine, Chair 

1. No Report 
ii. Assessment Committee – Kelly Roper, Chair 

1. No Report. 
iii. Curriculum Committee – Susan Spicher, Chair 

1. No Report 
iv. Academic Support Committee – Amanda Rhodes, Chair 

1. No Report. 
v. Faculty Affairs Committee – Lillian Ellen, Chair 

1. No Report. 

C. Announcements 
i. Academic Standards Committee – Jennifer Baine, Chair 

1. No Report 
ii. Assessment Committee – Kelly Roper, Chair 

1. Officers: Kelly Roper, Chair; Dr. Carolyn Langston, Vice-Chair; Caroline 
Hammond, Secretary 

2. Meeting Schedule: Still trying to determine. 
iii. Curriculum Committee – Susan Spicher, Chair 

1. Officers: Susan Spicher, Chair; Dr. James Yates, Vice-Chair; Jennifer 
Schroeder, Secretary. 

2. Meeting Schedule: Third Thursday of each month at 4:00pm. Via Microsoft 
Teams or in Whitfield 239. 
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3. The Curriculum Committee is continuing work on streamlining the process 
of curriculum approvals. We are seeking faculty suggestions.  

iv. Academic Support Committee – Amanda Rhodes, Chair 
1. Officers: Amanda Rhodes, Chair; Dr. Carolyn Langston, Vice-Chair; Dr. 

Justin Geurin, Secretary 
2. Meeting Schedule: First Thursday of each month at 11:00 am. 
3. An Ad Hoc task force was created to review non-academic requirements 

such as Campus Technology, SouthArk Success, and other requirements 
students have to complete in Blackboard. Justin Geurin was appointed chair 
of the task force. Please reach out to him with any question you might have. 

v. Faculty Affairs Committee – Lillian Ellen, Chair 
1. Officers: Lillian Ellen, Chair; Vernita Morgan, Vice-Chair; Dr. Carolyn 

Langston, Secretary 
2. Meeting Schedule: Still trying to determine. 

IX. Announcements 
A. Reminder for All Committees for their first meeting of the Academic Year: 

i. Elect: Chair (if needed), Vice-Chair, and Secretary 
ii. Discuss Meeting day, time, location. 

iii. Review Functions of the committee and provide track changes of any recommended 
changes to the APM 1.10. 

iv. Review Memberships of the committee and provide track changes of any 
recommended changes to the APM 1.10. 

v. All items need to be reported to this Council, and to Mary Kate Sumner. 
B. Committee Chairs, please don’t forget to send all approved minutes to Mary Kate as soon as 

possible after you have a meeting. 
C. SouthArk Library Co-Curricular Calendar 
D. SouthArk Spotlight Series 
E. Lights! Camera! Arkansas! traveling exhibit 
F. ALL ACADEMIC PROGRAM DIRECTORS 

i. TUESDAY OCTOBER 19TH – 9:00AM TO 5:30PM – SOUTHARK STARS 
ACADEMIC MAJORS FAIR 

1. This is your opportunity to make our current students aware of your degree 
and certificate programs that are offered.  Many of our students do not know 
about the value of a two-year degree or certificates. 

2. If you would like to participate please contact Susan Spicher, Gary Hall, or 
Jim Yates by no later than Wednesday, 10/6. You may have a fully or 
partially manned or information/display only space. You are welcome to 
have program graduates or current students participate. 

ii. Union County College Fair for area high school students on Wednesday, October 
20th 9:00 – 12:00 at the Conference Center 

IX. Adjourn 
A motion to adjourn was made by Dr. James Yates, and seconded by Philip Shackelford.  The 
meeting was adjourned at 12:16 p.m. 

Prepared by: Mary Kate Sumner 


	MEETING MINUTES
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Academic Affairs Council 
M EETING AGENDA 


 
 Date: Friday, October 1, 2021 
 Time: 10:45 a.m. 
 Place: Microsoft Teams 
 


I. Call to Order 


II. Approval of Minutes 


A. Approval of minutes of the last meeting held on Friday, September 3, 2021.  


III.  Chair Updates – Scott Larkin, Chair 


IV. VPAA updates – Dr. Stephanie Tully-Dartez 


V. Planning Council and Cabinet Updates 


A. Committees and Councils are continuing to review their functions and membership lists in 
APM 1.10. After all have been brought to the Councils, they will be taken to Cabinet for final 
review.  


B. Committees and Councils are continuing to elect their officers and determine their 
date/time/location of monthly meetings. 


VI. Council 


A. Action 


1. APM 1.10 – Academic Affairs Council Functions 


2. APM 1.10 – Academic Affairs Council Membership 


VII. Standing Committee Reports 


A. Actions 


1. Academic Standards Committee – Jennifer Baine, Chair 
a. No Report 


2. Assessment Committee – Kelly Roper, Chair 
a. APM 1.10 Functions and Membership updates 


3. Curriculum Committee – Susan Spicher, Chair 
a. APM 1.10 Functions and Membership updates 
b. Internal Review Only of Curriculum Edits/Changes: Curriculum Committee Proposal 


Form & Procedure 
i. Form is a fillable PDF 
ii. Used for items that are mainly editorial changes that can be made by the 


Curriculum Committee and passed along as information to various levels of 
shared governance. (See attached form and Instructions) 


4. Academic Support Committee – Amanda Rhodes, Chair 
a. No Report. 


5. Faculty Affairs Committee – Lillian Ellen, Chair 
a. APM 1.10 Functions and Membership updates 







Page 2 of 3 
 


B. Discussions 


1. Academic Standards Committee – Jennifer Baine, Chair 
a. No Report 


2. Assessment Committee – Kelly Roper, Chair 
a. No Report 


3. Curriculum Committee – Susan Spicher, Chair 
a. No Report 


4. Academic Support Committee – Amanda Rhodes, Chair 
a. No Report 


5. Faculty Affairs Committee – Lillian Ellen, Vice-Chair 
a. No Report 


 
C.  Announcements 


1. Academic Standards Committee – Jennifer Baine, Chair 
a. No Report. 


2. Assessment Committee – Kelly Roper, Chair 
a. Officers: Kelly Roper, Chair; Dr. Carolyn Langston, Vice-Chair; Caroline Hammond, 


Secretary 
b. Meeting Schedule: Still trying to determine. 


3. Curriculum Committee – Susan Spicher, Chair 
a. Officers: Susan Spicher, Chair; Dr. James Yates, Vice-Chair; Jennifer Schroeder, 


Secretary. 
b. Meeting Schedule: Third Thursday of each month at 4:00pm. Via Microsoft Teams or 


in Whitfield 239. 
c. The Curriculum Committee is continuing work on streamlining the process of 


curriculum approvals. We are seeking faculty suggestions. 


4. Academic Support Committee – Amanda Rhodes, Chair 
a. Officers: Amanda Rhodes, Chair; Dr. Carolyn Langston, Vice-Chair; Dr. Justin 


Geurin, Secretary 
b. Meeting Schedule: First Thursday of each month at 11:00 am. 
c. An Ad Hoc task force was created to review non-academic requirements such as 


Campus Technology, SouthArk Success, and other requirements students have to 
complete in Blackboard. Justin Geurin was appointed chair of the task force. Please 
reach out to him with any question you might have. 


5. Faculty Affairs Committee – Lillian Ellen, Chair 
a. Officers: Lillian Ellen, Chair; Vernita Morgan, Vice-Chair; Dr. Carolyn Langston, 


Secretary 
b. Meeting Schedule: Still trying to determine. 


VI. Announcements 


A. Reminder for All Committees for their first meeting of the Academic Year: 
1. Elect: Chair (if needed), Vice-Chair, and Secretary 
2. Discuss Meeting day, time, location. 
3. Review Functions of the committee and provide track changes of any recommended 


changes to the APM 1.10. 
4. Review Memberships of the committee and provide track changes of any recommended 


changes to the APM 1.10. 
5. All items need to be reported to this Council, and to Mary Kate Sumner. 


B. Committee Chairs, please don’t forget to send all approved minutes to Mary Kate as soon as 
possible after you have a meeting. 


C. SouthArk Library Co-Curricular Calendar 
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D. SouthArk Spotlight Series 
E. Lights! Camera! Arkansas! traveling exhibit 
F. ALL ACADEMIC PROGRAM DIRECTORS 


1. TUESDAY OCTOBER 19TH – 9:00AM TO 5:30PM – SOUTHARK STARS 
ACADEMIC MAJORS FAIR 
a. This is your opportunity to make our current students aware of your degree and 


certificate programs that are offered.  Many of our students do not know about the 
value of a two-year degree or certificates. 


b. If you would like to participate please contact Susan Spicher, Gary Hall, or Jim Yates 
by no later than Wednesday, 10/6. You may have a fully or partially manned or 
information/display only space. You are welcome to have program graduates or 
current students participate. 


2. Union County College Fair for area high school students on Wednesday, October 20th 9:00 
– 12:00 at the Conference Center and specifically for El Dorado High School seniors 1:30 – 
3:30. 


VII.   Adjourn 





		MEETING AGENDA
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 Academic Affairs Council 
M EETING M INUTES 



 
 Date: Friday, September 3, 2021 
 Time: 10:45 AM 
 Place: Microsoft Teams 
 
I. Call to Order - Microsoft Teams   



Gary Hall called to order the regular meeting of the Academic Affairs Council at 10:45 a.m. on 
Friday, May 7, 2021, in Microsoft Teams. 



II. Roll Call 



The following council members were present: Dr. Sam Allen, Sherri Arrington, Vicki Badgley, Linda 
Bates, Benjamin Cagle, Dr. David Carty, Lillian Ellen, Dr. Justin Geurin, Gary Hall, Caroline 
Hammond, Mandi Haynes, Scott Larkin, Zanna Linder, Brandy Mendoza, Dr. Cindy Meyer, Justin 
Murphree, Amanda Rhodes, Jim Roomsburg, Jennifer Schroeder, Phillip Shackleford, Susan Spicher, 
Karsten Tidwell, Dr. Stephanie Tully-Dartez, Ray Winiecki, and Dr. James Yates. 



The following council members were excused: Shannon Forrest, and Brooks Walthall 



The following guests attended the meeting: Kim Britt, Michelle Brandon, Gregory Hawkins, Christy 
Wilson, and Mary Kate Sumner (Recorder) 



III. Approval of minutes from the previous meeting: 
Gary Hall made a motion to approve the minutes of the council meeting held on Friday, May 7, 2021. 
Susan Spicher seconded the motion. The minutes were approved as written. 



IV. Chair Information Sharing – Scott Larkin, Chair 



A. Welcome Guests 



V. VPAA Information Sharing – Dr. Stephanie Tully-Dartez 
A. Covid Updates 



VI. Planning Council and Cabinet Updates 



A. The following items were brought to cabinet as Action items and were approved: 



i. APM 3.06 – Syllabi 
1. Motion:  To update APM 3.06 to include 3.06a-Master Syllabi & 3.06b-



Course Syllabi guidelines and approve text for a standardized 3.06a 
procedure for all sections of a course for assessment, accreditation 
requirements, and course transfer. (Note: The Course Syllabi section 
guidelines will not be updated at this time). 



ii. Multiple Measures of Placement (Catalog updated) 
iii. Academic Appeals Process (Catalog updated) 
iv. EMAT Course Changes (Catalog updated) 



1. To approve the proposal to remove Composition I (ENGL 1113) as a pre-
requisite to Scriptwriting EMAT 1013 (originally requested as COMM 
1013). 



2. To approve a proposal to create two new Special Topic Courses – EMAT 
2903 and EMAT 2913 (originally requested as COMM 2903 and COMM 
2913).
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v. APM 3.19 - Faculty Manual (APM updated) 



VII. Council 



A. Actions 
i. Election of Vice-Chair 



1. Susan Spicher nominated Dr. Sam Allen to be Vice-Chair. Justin Murphree 
seconded. – No opposed. Approved 



ii. Election/Discussion of Recorder 
1. Recommended to keep Mary Kate Sumner as Recorder with no opposition. 



B. Discussions 
i. Process to Review Functions and Memberships October 1 (Council and Committees) 



VIII. Standing Committee Reports 



A. Actions 
i. Academic Standards Committee – Jennifer Baine, Chair 



1. No Report 
ii. Assessment Committee – Zanna Linder, Chair 



1. No Report 
iii. Curriculum Committee – Susan Spicher, Chair 



1. No Report. 
iv. Academic Support Committee – Genevieve White, Chair 



1. No Report. 
v. Faculty Affairs Committee – Lillian Ellen, Chair 



1. No Report. 



B. Discussions 
i. Academic Standards Committee – Jennifer Baine, Chair 



1. No Report 
ii. Assessment Committee – Zanna Linder, Chair 



1. No Report. 
iii. Curriculum Committee – Susan Spicher, Chair 



1. No Report 
iv. Academic Support Committee – Amanda Rhodes, Chair 



1. No Report. 
v. Faculty Affairs Committee – Lillian Ellen, Chair 



1. No Report. 



C. Announcements 
i. Academic Standards Committee – Jennifer Baine, Chair 



1. No Report 
ii. Assessment Committee – Zanna Linder, Chair 



1. No Report. 
iii. Curriculum Committee – Susan Spicher, Chair 



1. One of the first orders of business for the Curriculum Committee is a review 
of our current process for curriculum related actions. 



a. If you have any questions, comments, or suggestions regarding this 
process please email Susan Spicher, Curriculum Chair at 
sspicher@southark.edu by no later than Friday, September 10th. The 
Curriculum Committee will be meeting during the week of the 13th 
to begin working on various proposals to clarify and refine these 
processes.  



iv. Academic Support Committee – Amanda Rhodes, Chair 
1. No Report. 



v. Faculty Affairs Committee – Lillian Ellen, Chair 
1. No Report. 



  





mailto:sspicher@southark.edu
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IX. Announcements 



A. Reminder for All Committees for their first meeting of the Academic Year: 
vi. Elect: Chair (if needed), Vice-Chair, and Secretary 



vii. Discuss Meeting day, time, location. 
viii. Review Functions of the committee and provide track changes of any recommended 



changes to the APM 1.10. 
ix. Review Memberships of the committee and provide track changes of any 



recommended changes to the APM 1.10. 
x. All items need to be reported to this Council, and to Mary Kate Sumner. 



B. SouthArk Library Co-Curricular Calendar 



C. SouthArk Spotlight Series 



D. Lights! Camera! Arkansas! traveling exhibit 
 



X. Adjourn 
A motion to adjourn was made by Dr. James Yates, and seconded by Jennifer Schroeder.  The 
meeting was adjourned at 11:05 a.m. 



Prepared by: Mary Kate Sumner 








			MEETING MINUTES










1.10 Shared Governance Structure 



Chapter One: Instructional Affairs 



Procedure Title: Shared Governance Structure 
Based On: Board Policies 1, 2, and 3 
Procedure Number: 1.10 
Date Adopted/Revised: October 31, 2001; November 21, 2006; May 15, 2007; June 
19, 2010; June 16 2014; November 2, 2015; July 22, 2016; October 31, 2016, March 
3, 2017; August 28, 2017; November 27, 2017; April 2, 2018; December 6, 2018; 
August 15, 2019; March 4, 2020; November 18, 2020 



Purpose 



The Shared Governance Structure model engages the system of committees and 
councils to identify and solve problems and to address institutional needs. 



 



Fundamental Principles 



 Decisions are made by the appropriate person or body within the college after 
solicitation of and taking due account of, input from those with relevant expertise 
or information, including all stakeholders (through their representative 
organizations). 



 Decisions and their rationale are shared with those who provided input through 
SouthArk’s system of Shared Governance. 



 Representatives who serve on recommending bodies ensure the accurate and 
timely flow of information between those they represent and the bodies on which 
they serve (in both directions). 



 



Values to Guide Decision-Making 



The committee structure is set to engage the faculty and other appropriate college 
personnel in finding solutions for the college. Given that everyone’s time is valuable, it is 
important for each committee to have meaningful issues to address and for a structure 
to exist that will ensure committee recommendations are heard and appropriately 
addressed. Committee and council meetings attendance is mandatory. 



 The educational needs of students are the highest priority within the college. 
SouthArk is committed to collaborative decision-making and information-sharing 
in addressing issues and developing procedures. 



 Access to information within the college is essential to developing quality 
decisions. Collaboration and involvement of employees will lead to better 
decisions and improved communication and morale. 



 Administrative functions must be designed to support educational quality, 
effectiveness, and efficiency. This entails collaborative development, measuring 
effectiveness, and regular review and refinement of college operating 
procedures. 



 SouthArk will tie in proposals to “best practices” or challenges its best practices 
in analyzing its operational performance. 



 SouthArk will support creativity and innovation in instruction. 











 Development and continual learning are essential to the achievement of quality 
service to students, the public, faculty, and staff. 



 



Fundamental Structure of Shared Governance-Councils and 
Committees 



Institutional decision making at SouthArk is supported by a system of Shared 
Governance composed of councils and committees that function as recommending 
bodies with respect to those matters that fall under their sphere of responsibility. 



 Councils are the primary vehicle to foster collaborative development or review of 
college procedures. A council is a recommending body that makes 
recommendations directly to the President and which has a sphere of 
responsibility of particularly broad scope or significance. SouthArk shall have the 
following four councils: 



o Academic Affairs Council 
o Administrative Affairs Council 
o Student Services Council 
o Planning Council 



 Committees are representative groups that focus on a specific area of college 
operations. These groups are intended to be standing, ongoing, groups that 
identify issues, collect facts, and recommend solutions to the appropriate council. 
Every committee shall be assigned to an appropriate council to assure that 
recommendations are reviewed appropriately and forwarded ultimately to the 
President. SouthArk has three different types of committee: 



o Standing Committees, which are expected to meet ongoing needs of the 
college. 



o Ad Hoc Committees which represent groups appointed for a limited time 
period to review issues or concerns, and to make specific 
recommendations to a committee or council. After it has met its functions, 
an ad hoc committee will be disbanded. 



o Appointed Committees which are special committees whose members are 
appointed by the President. 



 



Access to Information 



All councils, standing committees, and ad hoc committees will have written function 
statement, membership list (including terms of appointments), and contact information 
posted. 



Chairs of all committees and councils are encouraged to post provisional minutes of 
meetings within 10 days of the meeting date, and must post final, approved minutes 
within 10 days of the committee’s next meeting. Minutes will be posted on the 
SouthArk web site. 



 



Functions and Purposes of Councils and Committees 



The commitment to Shared Governance entails a commitment to the effective use of 
participatory governing councils and committees to draw upon the expertise of the 
members of the SouthArk community, and to represent the stakeholders within the 
SouthArk community, in the process of governing the college and guiding it 











towards fulfillment of its mission. 



The role of each governing council or committee is to make recommendations to the 
appropriate council and, ultimately, to the Executive Cabinet/President of the college 
with respect to a designated sphere of responsibility. For a committee to be effective in 
its work, its sphere of responsibility must be clearly defined in a set of functions, the 
fulfillment of which constitutes the purpose of the committee. To properly regulate 
committees, they must be created with a clearly defined and well constituted purpose, 
they must be evaluated with respect to both the continuing significance of their purpose 
and their ability to fulfill that purpose, and they must be continued, modified, or 
dissolved on the basis of those evaluations. The following are Council Responsibilities 



 
 Assign issues needing to be addressed to the appropriate committee under that 



council. Review, develop, and implement college-wide policies and procedures. 
 Hear committee recommendations, ask questions and either return work to 



committee for additional fine-tuning or move it on to the Executive Cabinet. 
 Make recommendations to Executive Cabinet. Evaluate committee effectiveness 



and efficiency. 
 



Creation of Committees 



A new committee is created when it is determined that some sphere of responsibility 
needs the attention of a representative, recommending body and that there is no 
currently constituted body to which the responsibility appropriately can be assigned. 
Anyone in the college community can propose the creation of a committee in writing to 
the relevant council(s) or committee(s)) whether the committee should be formed and 
what its exact function and membership ought to be. 



The proposal for creating a new committee must include the following information: 



 A general description of need for the committee including whether it will be a 
standing committee (permanent) or an ad hoc committee (temporary) 



 A specific description of the function(s) of the committee 
 Identification of the council to which the committee will forward its 



recommendations A draft of a work plan for the first year 
 Suggested membership of the committee Ex officio members 
 Slots designated for representation by categories Representatives of job 



functions Representatives of SouthArk constituencies 



The following are committee chair responsibilities: 



 Lead meetings to address issues related to committee responsibilities. 
 Ensure preparation of committee minutes, reports, and recommendations that go 



to councils. 
 Ensure minutes are posted on the web within seven working days after the 



committee’s approval. 
 Report to the appropriate council and Executive Cabinet. Serve 



on appropriate council. 
 Record attendance of committee members in the minutes. Assign sub- 



committees (if needed and/or applicable). 
  











The following are committee member responsibilities: 



 Sign in and attend entire committee meetings. 
 Participate in committee work by reviewing, developing, and implementing 



college-wide policies and procedures. 
 Serve on sub-committees (if applicable). 
 As described in Article 9, Section 51 of Robert’s Rules of Order, an ex-officio 



member of a committee or council are members by virtue of their office at 
SouthArk. The ex-officio member has all the privileges, including the right to vote 
and may hold the office of secretary for the committee, but no higher office may 
be held. 



 Advisory members are non-voting members of the committee holding a position 
of academic dean/administrative director or higher who have administrative 
oversight on functions covered by the committee. The SouthArk shared 
governance structure recognizes the importance and necessary participation of 
all levels of staff, faculty, and administration in the governing process.  Advisory 
members attend regular and special committee meetings. They may contribute 
to discussion and provide advice, information, policy/law, and historical 
information regarding a particular topic under consideration.  Advisors may not 
bring forward motions, may not vote on any item brought before the committee, 
or be counted as part of a quorum. 



 



Academic Organization 



 The Vice President for Academic Affairs may request that a faculty 
member serve on an ad hoc committee in addition to a regular committee 
assignment. 



 Each committee will elect a recording secretary at the beginning of the academic 
year. Meeting announcements and committee agendas must be published and 
distributed at least one week in advance. 



 Minutes must be published and distributed in a timely manner after each 
meeting. 



 Committees must use approved meeting agenda and meeting minutes. All 
announcements, agendas and minutes for all meetings must be placed on file in 
the office of the Vice President for Academic Affairs and on the web site under 
the meeting minutes for the Academic Affairs Council. 



 “Academic standing committees will establish regular meeting times and 
dates for the academic year that are appropriate to accomplish the tasks of 
each committee. Established meeting schedules of the Council to which 
each standing committee reports should be considered to permit a timely flow 
of information and actions. 



 At the beginning of each academic year, Standing committee Chairs should 
notify their Council Chair regarding the committee’s agreed upon meeting times 
and inform them of any changes that should arise through the current academic 
year.” 



 



  











Committee Terms--Chairs, Vice-Chairs, Secretaries, and 
Membership 



Standing committee Chairs will serve a one-year term and must serve one-year as Vice- 
Chair. Vice-Chairs are elected from within the committee. Members must serve a 
minimum of one year before being considered for service as Vice-Chair of a standing 
committee. The position of Secretary is to be elected from within the standing committee 
on an annual basis. 



Standing committee members will be assigned to serve up to four-year terms to be 
staggered, ensuring that no committee loses a majority of its members as they rotate 
their service to other standing committees. 



If the Chair resigns during the year, the Vice-Chair will become the Chair and another 
committee member will be elected from within the committee to serve the remainder of 
the Vice-Chair’s term. 



The chairs of Academic standing committees will be faculty members. 



Unless otherwise designated in the APM, all committees should have at least one 
faculty representative from each division. 



At no time will one person determine the membership of a committee. The Nominating 
Committee will meet as needed to address standing committee membership openings. 



 



Review, Modification, and Dissolution of Committees 



To ensure that the efforts of each committee are worthwhile and contribute to the 
mission of the college, each committee will evaluate itself at the beginning of each year, 
report its evaluation to the council to which it makes recommendations, and be 
reviewed by that council. These evaluations will include a review of the functions of the 
committee, an assessment of whether the activities of the committee have been 
appropriately directed to its functions, and an assessment of whether the membership 
of the committee is appropriate for its functions. 



Based on these evaluations, recommendations may be forwarded to the Councils for 
the modification or dissolution of a committee in the late spring. Councils will engage 
in a similar self-evaluation and make a report to the President/Executive Cabinet 



 Modification of a committee’s function 
 Modification of a committee’s membership 
 Dissolution of a committee 



 











 



 



 



  











COUNCILS and COMMITTEES 



Functions and Information 



 



NOMINATING COMMITTEE 



Purpose/Function 
  Populate the membership of standing committees  



Schedule 
 Meets once per semester on a date determined by the Chair and as necessary 



throughout the year 



Membership 
 Two faculty members 
 Two members from Student Services 
 Two members from Finance and Administration 
 Ex-officio members include the VPAA, VPSS, and VPFA 



 
 
PLANNING COUNCIL 



Purpose/Function 
 Communication and information sharing  
 Reporting of data, information, and outcomes  
 Strategic planning  
 Monitoring 
 Coordinating of ideas and plans 
 Having individual experts to answer questions about proposals, etc.  
 No voting on the Planning Council (procedural voting only). 



Schedule 
  Meets 4th Friday of every month virtually (synchronous or asynchronous as 



needed)  



Membership 
 Chief Institutional Effectiveness & Advancement Officer (Facilitator) 
 Academic Project Manager (Facilitator) 
 President 
 VP for Finance and Administration 
 VP for Academic Affairs 
 VP for Student Services 
 Associate Vice President for Administration 
 Associate Vice President for Finance 
 Administrative Directors/Coordinators (Distance Learning, Library, Foundation, 



Financial Aid, Learning Center, Counselingas appointed by the Executive 
Cabinet) 



 Deans 
 Council Chairs (Academic Affairs, Student Affairs, Administrative Affairs) 
 Faculty Representatives (two from each Division: Arts & Sciences, Health 











Sciences, CTE/Workforce) 
 SGA President 



 



 



ACADEMIC AFFAIRS COUNCIL 



Purpose/Function 
 Assign issues needing to be addressed to the appropriate committee under the 



council. Review, develop, and implement college-wide policies and procedures. 
 Hear committee recommendations, ask questions and either return work to 



committee for additional fine-tuning or move it on to the Planning Council. 
 Make recommendations to Planning Council. Evaluate committee effectiveness 



and efficiency. 
 The Academic Affairs Council is comprised of eight committees: Academic 



Standards, Basic Studies, Curriculum, Distance Learning, Faculty Affairs, Faculty 
Course Assessment, Faculty Professional Development, and Library. 



Schedule 
 Meets 1st Friday of every month at 10:45 a.m., ADM Board Room  



Membership 
 Chair: Faculty member 
 Administrative Liaison: VP for Academic Affairs 
 Committee chairs (8 committees) 
 Dean of Health Sciences 
 Dean of Liberal Arts 
 Dean of Career and Technical Education 
 Dean of Continuing Education 
 Administrative Directors (Adult Education, Distance Education, Library) 
 Program Directors (CJ, CNA, Educ., EMT, LPN/RN, HIT, OTA, MLS/Ph./EKG, 



PTA, Rad.Tech., Resp.Therapy, Surg.Tech., Process Tech) 
 Student Representative 



 



NOTE: Program Directors may also be committee chairs 



 
 
ACADEMIC STANDARDS COMMITTEE 



Purpose/Function 
 Make recommendations on matters relating to the academic policies of the 



College; Hear and advise on academic appeals; and 
 Perform other duties assigned by the Vice President for Academic Affairs or the 



President. 



Schedule 



Membership 
 Career & Technical Education Division (2representatives) 
 Health Sciences Division (2 representatives) 











 Liberal Arts Division ( 4representatives) 
 Continuing Education Staff Member 
 Dean of Enrollment Services 
 Vice President for Academic Affairs (ex-officio) 



  











CURRICULUM COMMITTEE 



Purpose/Function 
 Make recommendations on matters relating to curriculum design and curricular 



changes.  
 Approve or disapprove curricular changes that affect only the faculty member or 



department requesting the change. 
 Recommend curricular changes that would affect the entire faculty to the 



Academic Affairs Council. 
 Recommend new program proposals to the Academic Affairs Council.  
 Review existing programs on a rotating basis. 
 Perform other duties assigned by the Vice President for Academic Affairs or the 



President. 



Membership 
 Career & Technical Education Division (2 representatives) 
 Health Sciences Division (2 representatives) 
 Liberal ArtsArts & Sciences Division (4 representatives) - 
 Continuing Education Staff Member 
 RegistrarDean of Enrollment Services 
 Vice President for Academic Affairs (ex-officioadvisory) 



 



 
FACULTY AFFAIRS COMMITTEE 



Purpose/Function 
 The committee may develop recommendations affecting faculty in the areas of 



employment, compensation and benefits, professional responsibilities and 
development, and institutional governance and submit them for consideration to 
the Academic Affairs Council. 



 The committee chair may make a report at each general meeting of the 
faculty/professional staff. This report may include advice on standing committee 
proposals as well as recommendations developed by the Faculty Affairs 
Committee. 



 In order to ensure effective communication, the committee chair will meet 
regularly with the President as a member of the Academic Affairs Council to 
discuss faculty-related issues. 



 At the recommendation of the committee and notification and scheduling through 
the Vice President for Academic Affairs, the committee chair may convene a 
meeting of the faculty. 



  Perform other duties assigned by the Vice President for Academic Affairs  



Membership 
Full time Faculty members must have completed a minimum of one (1) full 
academic year of service at SouthArk to be appointed to this committee by the 
Nominating Committee. 
 Career & Technical Education Division (2representative) 
 Health Sciences Division (2 representatives) 
 Liberal Arts Division (4 representatives) - 
 Continuing Education Staff Member (1 – Workforce representative) 











 Previous Past Chair (advisory) 
 Adjunct Faculty (1 representative – appointed from Adjunct Faculty pool 



volunteers) – Must have served a minimum of 4 semesters at SouthArk to be 
eligible for appointment. 



 



 
ASSESSMENT COMMITTEE 
Purpose/Function 



 Develop and review guidelines for the assessment of student learning. 
 Analyze and document patterns of evidence that demonstrate strengths and 



weaknesses of the assessment of student learning. 
 Make recommendations to the Academic Affairs Council from the Assessment 



Report reviews as basis to improve learning. 
 Make recommendations regarding strategic planning and budgeting that impacts 



student learning. 
 Review the Academic Assessment Manual annually and propose revisions as 



needed. 



Membership 
 Career & Technical Education Faculty (12 representative) 
 Liberal ArtsArts & Sciences Faculty (3 2 representatives) 
 Health Sciences Faculty (2 representatives) 
 Student Services Member 
 Assessment Coaches 
 Instructional Design Coordinator (ex-officio) 
 Dean of Workforce and Continuing Education (advisory) 
 Director of Distance Learning 
 Chief Institutional Effectiveness & Advancement Officer (Permanent) 
 Dean of Enrollment Services (ex-officio) 
 Dean of Career & Technical Education (advisory) 
 Dean of Health Sciences (ex-officio)(advisory) 
 Dean of Liberal ArtsArts & Sciences (ex-officio)(advisory) 
 Director of Institutional Effectiveness and Research (advisory) 



 



 
ACADEMIC SUPPORT COMMITTEE 
Purpose/Function 



 Investigate and Recommend New Academic Technology 
 Recommend and Request Items for SouthArk Library Collections 
 Recommend Strategies for Adoption of Open Educational Resources at SouthArk 
 Review the Distance Learning Policy and Procedures Manual annually and 



update as needed. 
 Review the SouthArk Library Policy and Procedures Manual annually and update 



as needed. 
 Perform Other Duties and Activities as Assigned by the Faculty, VPAA, or 



President 



Membership 
 Career & Technical Education Division   











 Health Sciences Division (2 representatives)  
 IT Department Representative  
 Liberal ArtsArts & Sciences Division (2 representatives)  
 Library Representative  
 Student Services Representative  
 Dean of Workforce and Continuing Education (ex-officio) 
 Dean of Career & Technical Education (ex-officio) 
 Dean of Health Sciences (ex-officio) 
 Dean of Liberal Arts (ex-officio) 
 Instructional Technology Coordinator (Advisory) 
 Instructional Design Coordinator (Advisory) 
 Book Store Manager (Advisory) 
 Library Director (Advisory) 
 SouthArk Student (Advisory) 



 



 
STUDENT AFFAIRS COUNCIL 
Purpose/Function 



 Assign issues needing to be addressed to the appropriate committee under the council. 
 Review, develop, and implement college-wide policies and procedures. 
 Hear committee recommendations, ask questions and either return work to committee for 



additional fine-tuning or move it on to the Planning Council. 
 Make recommendations to Planning Council. Evaluate committee effectiveness and 



efficiency. 
 The Student Affairs Council is comprised of four committees: Pre-College Education; 



Recruitment, Retention and Student Success; Scholarship, and Student Services 



Schedule 



 Meets 2nd Friday of every month at 10:45 a.m. in the Admin Board Room 



Membership 
 Chair - elected from committee chairs 
 Administrative Liaison: VP for Student Services 
 Committee chairs (4 committees) 
 Dean of Enrollment Services 
 Administrative Directors 
 Student Representative 



 



 
RETENTION & STUDENT SUCCESS COMMITTEE 
Purpose/Function 



 Annually review and update the programs, goals, and strategies of the Retention 
Plan section of SouthArk’s Enrollment Management Plan to determine which 
efforts are effective and which need improvement. 



 Develop new policies that will aid in the success of all SouthArk students. 
 Make recommendations to Student Affairs Council. 
 Act upon issue referred by the Student Affairs Council. 



Schedule 
 2nd Wednesday of each month at 4:00 p.m. in ECC Room 246 











Membership 
 Administrative Staff Representative 
 Director of Career Pathways 
 Health Sciences Division (2 representative) 
 Liberal Arts Division (2 representative) 
 Career and Technical Education (2 representative) 
 Dean of Enrollment Services 
 Director of the Testing and Learning Center 
 Director of Distance Learning 
 Director of Student Advising Coaches 
 Director of Financial Aid 
 Director of Student Success Services 
 Vice President for Student Services (ex-officio) 



 
 
RECRUITMENT COMMITTEE 
Purpose/Function 



 Review SouthArk’s strategies to recruit and enroll new credit-seeking college 
students, providing input and guidance where appropriate. 



 Facilitate interdepartmental communication and collaboration on recruitment 
activities and principles. 



 Make recommendations to Student Affairs Council. 
 Act upon issues referred by the Student Affairs Council.  



Schedule 
 TBD 



Membership 
 Liberal ArtsArts & Sciences Division (2 representative) 
 Health Sciences Division (2 representative) 
 Career and Technical Education (2 representative) 
 Director of Adult Education (Permanent) (ex-officio) 
 Director of Marketing & Communications Public Relations (Permanent) (ex-officio) 
 Director of Upward Bound (Permanent) (ex-officio) 
 College and Career Coach/Transfer Advisor (Permanent)  
 Dean of Enrollment Services (Permanent) 
 Dean of Career and Technical Education (Permanent) (ex-officio) 
 Student Recruitment Specialists (ex-officio) (Permanent) 
 Vice President for Student Services (Ex-officio) (Advisory) 



 



 
SCHOLARSHIP COMMITTEE 
Purpose/Function 



 Committee meets to consider financial aid appeals or scholarships to be 
reviewed. 



Schedule 
 Meets as needed  



Membership 
 Health Sciences Division (2 representatives)  











 Liberal Arts Division (2 representatives) 
 Financial Aid Analyst (ex-officio)  
 Director of Financial Aid (Permanent) 



 



STUDENT SERVICES COMMITTEE 
Purpose/Function 



 Make recommendations on matters pertaining to student affairs. 
 Make recommendations on new clubs and other student organizations. Hear 



appeals relating to student disciplinary matters. 
 Make recommendations to the President for nominations to Who’s Who Among 



Students of American Universities and Colleges. 
 Plan and implement annual Recognition Ceremony. 
 Perform other duties assigned by the faculty, Vice Presidents, or the President. 



Schedule 
 Meets 2nd Tuesday of every month at 4:15 p.m. in WHT 231 



Membership 
 Health Sciences Division (2 representatives) 
 Liberal Arts Division (2 representatives) 
 Career and Technical Education (2 representatives) 
 Classified staff representative 
 Student representative 
 Administrative staff representative (Professional) 
 Vice President for Student Services (ex-officio) 



 



 
ADMINISTRATIVE AFFAIRS COUNCIL 
Purpose/Function 



 Ensure the College meets the institutional support needs in a manner that meets 
standards and policies set by the South Arkansas Community College Board of 
Trustees, State of Arkansas and other entities. 



Schedule 
 Meets 3rd Friday of every month  



Membership 
 Chair: Elect from committee chairs 
 Administrative Liaison: Vice President for Finance and Administration 
 Associate Vice President for Administration 
 Associate Vice President for Finance 
 Director of Physical Plant  
 Director of Human Recourses  
 Director of Public Safety  
 Controller 
 Manager of Financial Accounting  
 Manager of Purchasing/Payables 
 Coordinator of Marketing/Communications Director of Marketing and Public 



Relations 
 Student Representative (Appointed by VPSS)  
 Committee Chairs 











 



 
INSTITUTIONALTECHNOLOGY ADVISORY COMMITTEE 
Purpose/Function 



 The purpose of the Institutional Technology Advisory Committee is to provide 
feedback to the Chief Information Officer and the Executive Cabinet on policies 
and procedures for administrative and academic technology services offered by 
the Information Technology Department. This committee will also provide 
feedback on administrative and academic technology initiatives and the college 
technology plan. 



Schedule 
 The committee will meet quarterly or more frequently if necessary. 



Membership 
 Associate Vice President for Administration 
 Data Administrator 
 Fiscal Affairs Representative 
 Faculty from each division 
 Student Affairs Representative 
 Community Education Representative 
 Director of Distance Learning 



 



 
EMERGENCY RESPONSE TEAM (ERT) 
Purpose/Function 



 Respond to emergencies on the South Arkansas Community College campus 
and sites to help prevent injuries and loss of life and property. 



 Responsibilities include having a detailed knowledge of the College’s Emergency 
Operations Plan including recommending necessary updates to the Plan. 



Schedule 
 Meet monthly or more often as needed. 



Membership 
 President 
 Vice President for Finance and Administration 
 Vice President for Academic Affairs 
 Vice President for Student Services 
 Associate Vice President for Administration 
 Director of Campus Security 
 Dean Health Sciences 
 Director of Nursing 
 Director of Physical Plant 
 Coordinator of Communication and Marketing 
 Dean of Community Education 
 Dean of Liberal Arts 
 Chief Institutional Effectiveness & Advancement Officer 
 Director of Human Resources 
 Controller 
 Manager of Financial Accounting  











 Manager of Purchasing/Payables 
 Dean of Enrollment Services 
 Others as assigned 











FACILITIES, ENERGY, AND SAFETY COMMITTEE 
Purpose/Function 



 To assist in the planning for maintenance, and cleanliness, of the facilities 
and grounds. 



 To assist in the planning of the safety of employees and students. 
 To assist in the planning for energy reduction.  



Schedule 
 Meet quarterly or more often as needed.  



Membership 
 Director of Physical Plant 
 Director of Public Safety 
 Student Representative (Appointed by VPSS) 
 One At-Large Faculty Representatives 
 Two East Campus Building Coordinators 
 Three West Campus Building Coordinators 
 Vice President for Finance and Affairs (non-voting, advisory) 



 



 
HUMAN RESOURCES COMMITTEE 
Purpose/Function 



 Review the current benefit program for SouthArk employees and make 
recommendations for future benefits offered through the Human Resources 
office 



 Develop programs to impact the health, welfare, and morale of employees at 
SouthArk Continually and regularly review and update procedures in the APM, 
specifically Chapter Two, Personnel 



 Continually work to improve and encourage diversity throughout the campus in 
all employee related programs and procedures 



 Develop new procedures required to meet applicable Federal, State, and Local 
regulations Schedule 



Schedule 
 Meets quarterly or more often as needed  



Membership 
 Employee Club President 
 Faculty representative from each division (three total) 
 Representative from Division of Workforce and Continuing Education 
 Representative from Student Services 
 Representative from Finance and Administration 
 Representative from Information Technology Department 
 Ex-officio members include VPFA, Director of Human Resources, and the 



Benefits/Payroll Coordinator 
 











PROFESSIONAL DEVELOPMENT COMMITTEE 
Purpose/Function 



 Survey faculty and staff for professional development needs semi-annually. 
 Recommend professional development activities for faculty and staff based on 



the survey results. 
 Review evaluations for professional development activities at SouthArk. 
 Manage the professional development webpage, including the professional 



development calendar. 
 Review all professional development requests submitted to the professional 



development committee. 



Schedule 
 Meet September, November, February, and April.annually. 



Membership 
 Director of Human Resources 
 Corporate and Community Education Coordinator 
 One Faculty Member - Health Science 
 One Faculty Member - Liberal ArtsArts & Sciences 
 One Faculty Member - Career and Technical Education 
 One Faculty at large 
 One Professional Non-Classified Staff member 
 One Classified Staff member 
 Ex-Officio - Associate Vice President for Administration 



Reporting 
 Administrative Affairs Council 



 
 
APPOINTED COMMITTEES 



GRIEVANCE COMMITTEE - ACADEMIC AFFAIRS 



Purpose/Function  



Schedule 
 As needed 
 Appointed by the President 



 
 



GRIEVANCE COMMITTEE - ADMINISTRATIVE AFFAIRS 



Purpose/Function 
 To hear complaints brought by a college employee charging that he or she has 



been discriminated against with regard to race, sex, color, religion, disability, or 
national origin (Section 2:12, page 2 of APM). 



 To hear the respondent’s answer to the complaint brought against him or her. 











 To come to a decision as to whether the grievance is justified based on the 
evidence heard. To prepare a written report that is forwarded to the President 
who will make a final decision on the matter. 



Schedule 
 As needed  



Membership 
 Appointed by the President 



 
 



LECTURE SERIES COMMITTEE 



Purpose/Function 
 Advise the president on whom to book for lectures. Plan, promote, and 



coordinate each event in the series. 
 Evaluate each event to identify weaknesses and make improvements.  



Schedule 
 As needed  



Membership 
 Appointed by the President 



 



 
 













INTERNAL REVIEW CURRICULUM EDITS/CHANGES 
CURRICULUM COMMITTEE PROPOSAL 



Submitted By: _______________________________________ Program/Dept: ________________________________ 



Change or Edit Requested: 



_____ Course Description (no content/delivery changes) 



_____ Course Title Change (no code changes) 



_____ Editorial Change/Correction (attach a redline copy) 



_____ Degree/Certificate Order of Course Offerings (no course additions, deletions, or changes) 



Brief description of requested edit or changes: 



 



Reason for requested edit or changes: 



 



Please attach redline of original document to be edited and clean document displaying requested edits or changes. 



           YES NO N/A 



1. Has content for change/edit been discussed/reviewed by program director?  _____ _____ _____ 



2. Has content for change/edit been discussed/reviewed by division dean?  _____ _____ _____ 



3. Has content for change/edit been discussed/reviewed by Advisory Committee? _____ _____ _____ 



Division Dean Signature ______________________________________________ Date ____________________ 



Program Director Signature __________________________________________ Date _____________________  



Date Reviewed by Curriculum Committee: ____________________          _____Approved   _____ Not Approved 



Additional Actions Required: 



 



Curriculum Committee Chair Signature _____________________________________   Date _________________ 



VPAA Signature ________________________________________________________   Date _________________   



_____ Academic Affairs Council Information _____ Registrar Updates     _____ GPS Updates                                   



_____ Website Updates     _____ Catalog Updates     _____ Advising Updates  








			Submitted By: 


			ProgramDept: 


			Course Description no contentdelivery changes: 


			Course Title Change no code changes: 


			Editorial ChangeCorrection attach a redline copy: 


			DegreeCertificate Order of Course Offerings no course additions deletions or changes: 


			Has content for changeedit been discussedreviewed by program director 1: 


			Has content for changeedit been discussedreviewed by program director 2: 


			Has content for changeedit been discussedreviewed by Advisory Committee: 


			NO 1: 


			NO 2: 


			NO 3: 


			NA 1: 


			NA 2: 


			NA 3: 


			Date: 


			Date_2: 


			Date Reviewed by Curriculum Committee: 


			undefined: 


			Approved: 


			Date_3: 


			Date_4: 


			undefined_2: 


			Academic Affairs Council Information: 


			Registrar Updates: 


			undefined_3: 


			Website Updates: 


			Catalog Updates: 


			Text24: 


			Text25: 


			Text26: 


			Text27: 













INTERNAL REVIEW CURRICULUM EDITS/CHANGES 



CURRICULUM COMMITTEE PROPOSAL INSTRUCTIONS 



 



This proposal form is for the following types of curriculum edits/changes: 



1. Course description (no content or delivery changes), 
2. Course title change (no code/prefix changes), 
3. Editorial change/correction (attach a redline copy & clean copy with the changes), 
4. Degree/certificate order change to course offerings (no course additions, deletions, or changes). 



REQUESTOR 



• Faculty, program directors, deans, registrar, or VPAA may request curriculum edits/changes.  
• The chairperson of the Curriculum Committee must receive the completed form and supporting 



materials no later than the second Thursday of the month via email. 
• The proposal must include all supporting documentation (a redline copy of changes, a clean 



copy that displays the corrections/updates, and additional pages as necessary). 
• A completed request must include signatures from the division dean and program director. 



APPROVAL PROCEDURE 



1. The requestor submits the proposal to the chairperson, who includes the request at the next 
regularly scheduled meeting. 



2. The Committee reviews the request for its ability to be approved through the internal process. If 
a request does not meet the aforementioned categories of curriculum edits/changes, the 
proposal form will be returned by the secretary/recorder to the requestor with comment. 



3. The Committee will return an incomplete request to the requestor with comment. The 
Committee will not consider the request until all relevant materials are provided in a single 
submission. 



4. The Committee will consider a complete and valid request for an internal curriculum review and 
provide a decision to approve or not approve. This will take place at the next regular monthly 
meeting of the Curriculum Committee following receipt of a complete and valid request. 
• The chairperson presents approved requests to the VPAA for information. 
• The secretary/recorder notifies the requestor of the approval status.  
• The chairperson forwards approved requests to the Academic Programs Manager for 



updates to appropriate publications. 
• The secretary/recorder returns requests which are not approved to the requestor with 



comment following the Curriculum Committee decision. 














