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INTRODUCTION
This Committee Member Handbook  was produced to help all staff understand the responsibilities of the Committee and its members and to provide members with the tools they need to facilitate communication among departments and the Curriculum Committee.  The goal was:
· To produce a handbook that clearly explains and outlines members( responsibilities. 
· To provide materials to help members meet their responsibilities.
· To clarify the role of the Curriculum Committee to the whole institution.
· To clarify process by providing clear guidelines, time lines, and templates as appropriate.

SECTION I:  GENERAL INFORMATION: STATE, REGIONAL, CCC

· Official Charge and Membership designations

· Current Membership List and Contact List for each member

· Responsibilities of Members

· Appropriate Topics To Bring to Curriculum Committee
· State and Local Web addresses

· Glossary and Definitions
· Acronym List

· Community College Handbook Information Excerpts

· Degrees

· Approvals

· Requirements

· Courses
· AAS and Certificates 2009-2010 General Education and Related Instruction
· Catalog production time lines and guidelines

SECTION II:   TEMPLATES, GUIDELINES, CHECKLISTS

· Process for course approval matrix and Checklist
· Curriculum Activity Checklist
· Process for program approval matrix and Checklist
· Curriculum Committee New Program form

· Curriculum Committee New Course form

· Curriculum Committee Change Course form
SECTION III: CURRENT YEAR INFORMATION

· Meeting schedule and breakfast responsibilities

· Curriculum Committee Actions- 2007-2008
· Section for current year(s minutes

SECTION IV:  MEETING HANDOUTS
· Related Instruction Criteria

· Instructional Standards from ISP Manual

· Course Outline

· Curse Approval

· Related Instruction

· Assessing

· ISP Appendices

SECTION I: 

GENERAL INFORMATION: STATE, REGIONAL, CCC

Official Charge and Membership designations


The Curriculum Committee coordinates curriculum changes, additions and revisions and communicates these curricular changes to the College through faculty members and staff representing all CCC departments and divisions.


The committee is empowered to give initial approval to new/changed courses or programs reflect the policies and guidelines of CCC, the Commission of Colleges of the Northwest Association of Schools and Colleges and other relevant agencies.  The committee also addresses any and all requirements relevant to the various transfer and non-transfer degrees and certificates offered by CCC. Rotation: Membership includes term lengths. Six people are permanent members, four have no fixed terms, and the others serve three-year terms ending in the designated term.
Current Membership List and Contact List for each member

Revised:  August 13, 2009
	POSITION REPRESENTED
	NAME
	EXT.
	OFFICE
	AREAS OF RESPONSIBILITY

	Arts 

  [Humanities division]

   [3 year term, expires 2010/SP]
	David Miller
millerd@clackamas.edu
	2257
	B-202b
	- Art Dept

- Communication/Theatre Arts Dept

- Foreign Language

- Music Dept

	Business Department
   [Business/Math/Science division]

    [3 year term, expires 2011/SP]
	Bill Waters
billw@clackamas.edu
	5062
	M-245
	- Business Dept- Horticulture Dept

	Career Technical Programs Dean
   [Instructional Dean]   [permanent]
	Scott Giltz
scottg@clackamas.edu
	2921
	B-257
	- Professional technical programs

	Catalog Subcommittee
   [Ex officio member]   [no fixed term]
	Lenda Black
lendab@clackamas.edu
	2584
	B-224
	- Catalog Subcommittee

	Counseling / Advising / Student Services Division
  [Student Services division]

   [3 year term, expires 2010/SP]
	Jessica Walter
jessicaw@clackamas.edu
	2516
	CC-116
	- Counseling/Advising Dept
- Outreach

- Student Services

	Curriculum Committee Chair
  [2 year term, expires 2010/SP]
	Alice Goldstein
aliceg@clackamas.edu
	2760
	D-146
	- Curriculum Committee Meetings

	Dean’s Assistants
   [3 year term, expires 2010/SP]
	Dena Gillenwater
denag@clackamas.edu
	2557
	CC-122
	- Dean’s Assistants

	English Department
  [Humanities division]

  [3 year term, expires 2010/SP]
	David Mount
davidmo@clackamas.edu
	2604
	RR-240
	- English Department

	Enrollment Services Dean
  [permanent]
	Diane Drebin
dianed@clackamas.edu
	2492
	RR-119
	- Enrollment Services

- Student Services

	Enrollment Services Division
  [no fixed term]
	Lori Eckhout
lorie@clackamas.edu
	2258
	RR-110
	- Evaluation Specialist 

- Enrollment Services

	Extended Learning Services Division
  [3 year term, expires 2010/SP]
	Nancy Baker
nancyb@clackamas.edu
	2469
	D-137
	- ESL Dept

- Skills Development Dept
- Early College Options

	Harmony / Wilsonville Division
  [3 year term, expires 2011/SP]
	Shelly Tracy
shellyt@clackamas.edu
	3139/4637
	W-147a
	- Community Education

- Utilities Training Alliance Dept

	Health / Physical Education Department
  [Student Services division]

  [3 year term, expires 2011/SP]
	Kathie Woods
woodsk@clackamas.edu
	2418
	R-108D
	- Health/P.E. Dept

	Nursing, Allied Health and Public Services Division
   [3 year term, expires 2012/SP]
	VACANT
	
	
	- Dental, Med Assist, EMT, Nursing, 

  Clinical Lab Assist programs

- Criminal Justice Dept

	Vice President of Instructional Services
   [Ex officio member]   [permanent]
	Elizabeth Lundy
elizabethl@clackamas.edu
	2406
	B-213
	- Instructional Services

	Library 

    [Extended Learning division]

    [3 year term, expires 2011/SP]
	Terry Mackey
terrym@clackamas.edu
	2289
	D-116
	- Library

	Mathematics Department
    [Business/Math/Science division]

    [3 year term, expires 2011/SP]
	Kurt Lewandowski
kurtl@clackamas.edu
	2431
	S-109
	- Computer Science Dept

- Mathematics Dept

	Part-Time Faculty
    [3 year term, expires 2012/SP]
	Kathryn Long
klong@clackamas.edu
	5241
	D-127
	- Part-time Faculty 

	Recorder
    [permanent]
	Lynda Graf
lyndamg@clackamas.edu
	2242
	RR-133
	- Curriculum Office

	Registrar
   [Enrollment Services Administrator]  [permanent]
	Tara Sprehe
taras@clackamas.edu
	2742
	RR-114
	- Registrar’s Office

	Science Departments
    [Business/Math/Science division]

    [3 year term, expires 2010/SP]
	Lilly Mayer
lillym@clackamas.edu
	2669
	DJ-187
	- Engineering Science Dept

- Science Departments

	Social Sciences Department
    [Humanities division]

    [3 year term, expires 2011/SP]
	Sandra Grossman
sandyg@clackamas.edu
	2872
	M-221
	- Social Science Dept

- Education/Human Services Dept

	Students
    [no fixed term]
	ASGVP@clackamas.edu
	
	
	- Associated Student Government    

  (ASG)

	Technical Career Education Division
  [3 year term, expires 2012/SP]
	VACANT
	
	
	- Automotive Dept

- Apprenticeship Dept
- Manufacturing Technology Dept

	Transfer Programs Dean
   [Instructional Administrator]  [permanent]

	Bill Briare
billb@clackamas.edu
	2202
	M-236
	- Transfer programs


Responsibilities of Committee Members

Curriculum Committee members represent various areas across campus, as designated in the Membership List.  In representing institutional areas - not just one department - members must maintain communication with all facets of their charges. 

Curriculum Committee members are responsible for 

· Helping areas of representation prepare and submit forms and course/program outlines to the committee.

· Communicating with their areas of representation concerning upcoming topics, questions, and items to be addressed, as well as special concerns of the areas of representation.   

· Maintaining the Related Instruction pages in catalog - CCC must stay in compliance with state regulations.  

· Ensuring that proposed certificate and degree programs meet state, Northwest Accreditation standards, and CCC regulations concerning Computation, Communication, Human Relations, PE/Health.

· Keeping in compliance with all degrees, certificates and/or credentials. 

· Examining proposed programs and checking that all Related Instruction and other requirements are included. 

· Being aware of time lines for catalog production regarding changes in programs and course catalog copy.

This committee is responsible to communicate its decisions in a timely manner to all staff affected by its decisions.  This charge will mean:

· Responsibility for reporting to the committee all catalog and course equivalency updates from areas of representation.
· Reporting initial approval of new programs/courses to areas of representation.

· Ongoing communication between our committee, President’s Council, College Council, Faculty Senate, and any other relevant groups.

· Regular distribution of curriculum committee meeting minutes to all department chairs and instructional administrators.

· Memos as needed to appropriate persons.

· Regular requests for input from appropriate staff.
· Regular opportunities for staff members to address the committee at their request.

Course content remains the responsibility of individual departments and instructors.

CHARGE

This committee is empowered to initiate curriculum-related changes which:

· Reflect the policies and guidelines of the Northwest Commission on Colleges and Universities.

· Reflect the policies of other relevant agencies such as the American Association of Community Colleges (AACC), the Joint Boards Articulation Commission (JBAC), the Council of Instructional Administrators (CIA), the Council of Student Services Administrators (CSSA), the Office of Community College Services (OCCS), etc.

· Address any and all requirements relevant to the various transfer and non-transfer degrees and certificates offered by Clackamas Community College.

· Promote the greatest degree of articulation between the K-12 system, other community colleges, and four-year colleges and universities.

· Promote a philosophy of education about which the committee has sought appropriate input and reached consensus.

Appropriate Topics to Bring to Curriculum Committee
The Curriculum Committee honors departmental autonomy while adhering to external compliance requirements from such entities as the Northwest Association of Schools and Colleges, Oregon State Board/Department of Education, Department of Community Colleges and Workforce Development (CCWD), Oregon State Statutes, Oregon Administrative Rules.

New or changed courses or programs affect college catalog content, the degree audit process, library, bookstore, testing, just to name a few.  New or changed courses or programs must be brought to Curriculum Committee for committee approval.

New or changed courses or programs must be submitted to the Curriculum Committee by the end of fall term for inclusion in the next year(s catalog.

The following need Curriculum Committee approval:
· Requests to include a course in the AAOT and ASOT requirements.
· Requests to include a course or remove a course from the Related Instruction page in the catalog.
· New Professional/Technical certificate and degree programs.
· Changes to existing Professional/Technical certificate and degree programs.
· New courses.
· All course changes, including re-titled or re-numbered courses, and changes to the number of credits will be brought forward to the committee as a Consent Calendar item for approval.
· Changes in prerequisites to courses which are required in other programs.
· Changes to courses which other departments use in their degrees or certificates.
· Articulation Agreements

Appropriate forms are on the Curriculum Committee website.  Your Curriculum Committee representative will assist you in ensuring all needed documents are completed correctly.  Items will be placed on the agenda only when all documents are completed correctly.  This includes obtaining signatures required on the appropriate Curriculum Committee forms.  For Consent Calendar approval items, contact the committee recorder.
State and Local Web addresses

www.state.or.us   -  Oregon On-Line - Information regarding Oregon and many links.

www.ode.state.or.us   -  Oregon Department of Education    (K-12)

http://www.odccwd.state.or.us/index.aspx   -   Oregon Department of Community Colleges and 







Workforce Development

www.landru.leg.state.or.us/ors/   -   Oregon Revised Statutes

www.arcweb.sos.state.or.us/rules   -   Oregon State Archives Administrative Rules

www.osac.state.or.us/oda   -   Degree Authorization

www.ous.edu   - Oregon University System Home Page

www.ous.edu/state_board_home.html  -   State Board of Higher Education

www.ous.edu/aca/jbac.html    -   Joint Boards of Articulation

http://www.ous.edu/pass/   -   PASS information

www.ous.edu/aca/transferdegrevised01.html   -  Guidelines for AA/OT

www.ous.edu/enroll/enroll_info.htm  -  OUS College Handbook : A College Guidance and Information Resource for Oregon High School and Community College Counselors - An annual publication outlining all sorts of interesting and important information about OUS institutions and programs. 

GLOSSARY and DEFINITIONS

AA –-Associate of Arts Degree
The Associate of Arts degree implies more liberal education orientated degree.

AAOT—Associate of Arts, Oregon Transfer Degree
A two-year standardized degree that guarantees junior standing for the purpose of registration upon admission to a four-year, Oregon public university.

AAS—Associate of Applied Science Degree     The Associate of Applied Science degree implies a highly applied educational orientation.

AGS—Associate of General Studies Degree
A two-year degree designed to provide flexibility and uses a variety of college level course work to meet degree requirements.
AS—Associate of Science Degree     The Associate of Science Degree implies a more applied education oriented degree.

ASOT—Associate of Science, Oregon Transfer Degree-Business     A business two-year degree program designed for the student intending to transfer to a four-year college or university within the Oregon University System majoring in Business.

ABE—Adult Basic Education     Provides instruction in fundamental academic and preoccupation skills for 

adults with less than the equivalent of a ninth grade education.  The main focus of 

instruction is on language arts and computational skills.  The curriculum also includes life  
and citizenship skills.

Ability to Benefit     The use of a standardized test approved by U.S. Department of Education to determine the ability of a student to benefit from the instruction available from the institution.  

Academic Advisor     A staff member in the counseling department assigned to assist a student in 

developing and managing the completion of the student’s program of study based on the 

documented assessments and declared educational goals within the student’s individual 

educational plan.

Academic Calendar     A chronology of dates for a scheduled period of instruction which includes an institution’s dates for class registration, additions and deletions to course schedules, beginning and ending dates for the term of instruction, institutionally-scheduled examinations, and deadline for applications for graduation.

Academic Record     The official listing of courses attempted and completed by a student, including the credits accepted as a result of evaluation of official transcripts from other institutions.  

Academic Year     The year beginning July 1 of each year and ending June 30 of the following 


year.

Accreditation     The process by which a private, non-governmental body evaluates an educational institution or program of study and formally recognizes it as having met certain predetermined criteria or standards.  The process involves initial and periodic self-study and evaluation by peers.  The essential purpose of the accreditation process is to provide a professional judgment as to the quality of the educational institution or program offered and to encourage continual improvement thereof.

Accreditation Association or Commission       A recognized and voluntary nongovernmental body established to administer accrediting procedures.

Accredited
Approved to offer degrees at a specified level by an agency or association recognized as an accreditor nationally by the U.S. Secretary of Education, or so recognized by the Council for Higher Education Accreditation or its successor, or having candidacy status with an agency or association whose pre-accreditation category is recognized specifically by the U.S. Secretary of Education as an assurance of future accreditation.

Admission Policy     The rationale which determines the applicants who shall be admitted to an institution. 

Advanced College Credit     A term used to describe planned lower division transfer and career technical 

programs articulated between high schools and community colleges.  

Advanced Placement     The national exam for high school students that allow the granting of credit based 

on points earned and recorded on official AP transcripts. 

AHSD—Adult High School Diploma     High school curriculum offered by community colleges for which a community college adult high school diploma or a diploma from a cooperating high school is awarded.
AII—Adverse Intersegmental Impact     The detriment program duplication would have on a school or its students in any of the five segments other than that of the school who is applying for the new program.  (OAR 583-040-0010(9))

Apprenticeship      Occupational training that combines on-the-job experience with classroom training.  Industry and individual employers design and control the training programs, and pay apprentice’s wages.  Apprenticeship trains workers to meet industry standards for a given occupation.

Articulation
The state of being jointed or interrelated.  In education, articulation refers to interrelationships of curriculum, standards, and proficiencies across levels (e.g., elementary, secondary, postsecondary) and across segments (e.g., community colleges and public or private four-year institutions.)

Articulation Agreements     Written descriptions of curriculum, course, and proficiency interrelationships mutually acknowledged among levels and/or sectors of education.

ASG—Associate Student Government     The governing body of Clackamas students.  The president and 


vice president is elected by the student body.

Associate Degree     A lower division undergraduate award issued by a community college that indicates satisfactory completion of a course of study approved by the community college board.

Audit
Allows a student to attend class without being responsible for a grade.  Audits do not carry credit and do not contribute towards full-time student status.  Registration, tuition, fees and attendance standards are the same as for credit courses.

Basic Skills
English reading, writing and computing skills.

Block Transfer
An agreement between a community college and a four-year institution to accept a specified set of community college courses (which may include professional technical education courses) for transfer.

Board
The board of education of a community college district.

Board Member     A member of the board of education for Community Colleges as appointed under ORS 

326.375.

Business & Industry Based Programs     Associate of Applied Science degrees and certificates of completion designed for employers to meet specific occupational and educational needs of their current employees.

Career and Guidance Counseling     Providing access to information regarding career awareness and planning with respect to an individual’s occupational and academic future that shall involve guidance and counseling with respect to career options, financial aid, and post secondary options.

Carl Perkins Vocational & Technical Education Act of 1998     The statute that establishes federal policy and appropriates federal funds to support the development and improvement of vocational and technical education programs in public schools and postsecondary institutions.

Catalog
The college catalog describes all the courses that are offered, programs available, and degree and certificate requirements.  It is also the official bulletin or publication of a higher education institution stating admission and graduation requirements, majors, minors, current offerings, costs, faculty, and all other significant information necessary for an accurate understanding of the institution.

Certificate of Completion     A form of recognition awarded by a community college for meeting minimum occupational course or curriculum requirements.  Commonly referred to as one-year and two-year certificates of completion.

CEU—Continuing Education Unit     A form of recognition given for completion of a unit of training.  At Oregon Community Colleges, they are usually given for completion of occupational supplementary courses.
CHEA—Council for Higher Education Accreditation     A national organization representing institutional and specialized accrediting agencies and the general public.
CIP—Classification of Instructional Programs     A federal taxonomy of program titles, terms, and descriptions designed to define and classify instruction according to currently recognized awards and program completion at the national, state, and local levels.

Class Roster
The official list of student’s enrolled in a particular course.

Clock/Contact Hour     One clock (or contact) hour is 60 minutes long.  No more than 10 minutes of each hour can be used for regularly-scheduled break.  For example:  a class scheduled from 9am to noon is 180 minutes long, and may or may not include 3 10 minute breaks (1 per hour.)  NOTE:  This is the correct definition of a clock hour for purposes of reimbursement:  the definition of a “term hour” in OAR 581-041-0020 shall not be used as the basis for calculating contact hours.
Cohort
A group, regardless of size, of individuals that can be identified and tracked by at least one identifiable characteristic.

Commission
Refers to the Northwest Commission on Colleges and Universities.

Community College     A public institution operated by a community college district for the purposes of providing courses of study limited to not more than two years’ full-time attendance, with the exception of technical programs in which the curriculum may require more than two years of attendance but less than four years, and designed to meet the needs of a geographical area by providing educational services, including but not limited to professional technical education programs or lower division collegiate programs.

Community College District     A district formed to operate one or more community colleges or to secure educational services available at a community college.  

Competency
A specific skill in a specific area of study.

Comprehensive Self-Study     An institution’s self-analysis of its education quality and institutional effectiveness in relation to its stated mission and goals.

Contracted Training     Courses, workshops, and seminars designed for and delivered to business.

Co-op
Another informal abbreviation for Cooperative Work Experience, the placement of students in a work experience.  The college supervisor visits the field work site periodically.  The primary supervision is from the employer or other individual contracted to provide field experience.  CWE includes a seminar in conjunction with a field placement.  Each student should have theoretical knowledge and/or practical experience in a major field of study prior to being placed in a cooperative work experience setting.
CougarTrax
Clackamas’ online registration and student information system interface that allows a student to search for classes, access their academic record, make payments or view financial information as well as register for classes.

Course of Study     A plan for conducting instruction in a given occupational area.  Each course of study includes instructional objectives and an outline of course content.

Core Curriculum     Specific courses identified for a specific program/degree that a student must take in order to earn a degree.

Corequisite
A second, related course in which a student must be simultaneously enrolled, in addition to the primary course.

Credit
A unit of measure granted by the state for completion a unit of study, demonstrated achievement or proficiency, or manifested measured learning outside of school, so as to have satisfied a portion of the requirements for a degree or for any other academic recognition offered by the school.  The full term is “postsecondary or college credit.”  (OAR 583-030-0015(12))

Credit Course
Credit is a local college issue, but usually applies to courses offered by the college as part of a lower-division transfer degree or approved professional technical program.

CRN—Course Registration Number     A six-digit term-unique course number that is assigned by Datatel when the section is created that a student can also use to register for courses.

Curriculum
A plan for teaching and learning which includes objectives, subject matter content, learning experiences and teaching strategies, teaching aids, and evaluations.

CWE—Cooperative Work Experience     The placement of students in a work experience.  The college supervisor visits the field work site periodically.  The primary supervision is from the employer or other individual contracted to provide field experience.  CWE includes a seminar in conjunction with a field placement.  Each student should have theoretical knowledge and/or practical experience in a major field of study prior to being placed in a cooperative work experience setting.

Developmental Education     The broad category of courses offered in Oregon community colleges that are pre-college level.

Direct Instruction     Instruction that takes place when a course or program provides an educational experience under the direct control of the college.

Distance Learning/Distance Education     An all encompassing term used to either describe different 


technologies used to extend the educational capabilities of an institution (e.g., modem 


education, online courses, and hybrid courses) or a means to provide educational 


opportunity to those incapable of receiving education through traditional classroom 


settings.

Drop

Informal term for the process of a student’s name being officially removed from a class roster.

Dual Credit
Lower division collegiate transfer courses offered to high school students for college credit and which may also fulfill high school graduation requirements.  Also, see ORS 341.525 (3) and OAR 581-43-510

Elective

A course which may be selected from a list of alternative courses in order to fulfill program requirements.

ESL—English As A Second Language     Courses designed to help persons whose native language is not English to understand, speak, and write the English language.
Faculty Advisor     An faculty instructor assigned to assist a student in developing and managing the 

completion of the student’s program of study based on the instructor’s knowledge of the 

department’s programs.

FAFSA—Free Application for Federal Student Aid     The application form students complete and submit to apply for financial aid.

Fees
Money a student pays in addition to tuition for specific purposes such as:  course supplies, materials, equipment use, etc.

Financial Aid
Assistance for students enrolled at least half time (6 credits).  It helps cover school expenses which include tuition, fees, books, supplies and some living expenses.

Full-time Equivalency     For each 510 hours of instructional time provided to students in select courses a college is awarded one FTE for reimbursement.  College funding is base in part on the development of FTE.  Also, see OAR 581-41-020 (7)

Full-time Load
Carrying a credit load of at least 12 credits at Clackamas is considered a full-time load.

General Education Courses     Those courses which are designed to serve as supportive parts of the occupational preparatory curriculums.  

General Education Diploma     Classes provide a review of and instruction in basic academic skills to assist adults who have not graduated from high school to prepare for the five General Education Development tests.  An Oregon Certificate of equivalency is issued by the Oregon Board of Education to individuals who earn passing scores.  Also, see OAR 581-43-600

GPA—Grade Point Average     Grade Point Average is based on the number of credits attempted, the grades received and the grade points assigned.

Grade Roster
The official document where grades from a particular course for students are entered.

Grant
An award of student financial aid support that does not require repayment and is based on financial need.
Hobby Course   Any directed activity engaged in by individuals as an avocation resulting in a collection of objects or in the production of works.

Honors
Students achieving a term GPA of 3.5 or better based on nine or more credits graded Letter Grade (A-F).

Independent College/Private Institution     College or university with self-perpetuating, or otherwise not publicly chosen board, and little, if any, direct tax support.

Institution
Educational institutions which have a core of full-time faculty, a separate student body, and a resident administration, and which offer programs comprising a totality of educational experience.   Also known as a “college.”

Institutional Integrity     The pursuit of knowledge governed and administered with respect for individuals in a nondiscriminatory manner while responding to the educational needs and legitimate claims of the constituencies it serves, as determined by its mission and goals.

Instructor Consent     Instructor permission may be required on some courses before a student can enroll.   A code can be placed on the course that reflects this requirement and a student cannot register until he/she has obtained the instructor’s permission to get into the section.

Intersegmental     Across segments of education.  (Oregon Community Colleges, community college districts, or service districts, together with every other postsecondary program or location sponsored by the State Board of Education, Oregon state-owned institutions of higher education and related organizational units, together with every other postsecondary program or location ultimately sponsored by the State Board of Education, OHSU, private Oregon degree-granting institutions and organizations and all non-Oregon entities offering residential instruction in Oregon for credit towards full degrees together with every other postsecondary program or location they offer, and private non-degree career schools offering instruction in Oregon and licensed under ORS 345 together with every other postsecondary program or location they offer.)
Instructor Consent     Signed authorization from the course instructor obtained prior to enrollment.

IPEDS—Integrated Postsecondary Education Data System     A system designed to gather institutional level data, allows aggregation at various levels, and permits controls on data quality through follow-up and editing.
Joint Boards Articulation Commission     A policy group created and appointed by the State Board of Education and State Board of Higher Education to encourage active cooperation and collaboration among sectors and within systems (K-12, community colleges, and universities) in order to achieve the most efficient and effective articulation possible.

Laboratory
An instructional setting in which students work independently with the instructor available and in the instructional area for assistance and supervision.

LDC—Lower Division Collegiate     Areas of instruction, including a representative range of academic and professional fields, which parallel the offerings of the first two years of the four year institutions, carry regular college transfer credit, and are generally accepted for transfer credit by high education institutions.

Major
A major implies a specific field of study has been chosen by the student.

Mission and Goals Statement     The statement in which an institution identifies its mission and goals.  It reflects institutional values and encompasses the intellectual and affective development of the student, the pursuit of knowledge, the study of values and attitudes, and public service.  It also describes the institutions philosophic stance, serves as a guide for educational planning and operates as a frame of reference for decisions about such practical matters as student admission and retention, the curriculum, the faculty, and allocation of funds.

Non-Credit Course     A course that does not offer college credit for completion and generally cannot be used as part of a credit based degree or certificate of completion program.

NWASCCCU—Northwest Association of Schools and College’s Commission on Colleges and Universities      

One of the six regional associations in the United States which accredits schools and colleges.

Occupational Curriculums and Courses     Those occupational preparatory or occupational supplementary courses intended for students.  

Occupational Preparatory     Those courses and programs which are post-secondary courses designed to prepare persons for employment in a specified occupation or cluster of closely related occupations.

Occupational Supplementary     According to OAR 581-43-290 (1c), occupational supplementary is defined as courses and programs designed for individuals who have already entered an occupation but seek to improve their occupational skills and knowledge in order to achieve employment stability or advancement.

OCCCIRS—Oregon Community College Council of Institutional Researchers


A statewide council that meets quarterly and are comprised of personnel from each of the 17 Oregon community colleges and the State Office of Community Colleges Services.

OCCURS—Oregon Community College Unified Reporting System


A collaboratively designed and standardized base of data relating to the 17 Oregon Community Colleges.  The purpose is to collaboratively define and implement a standardized base of data which will allow community colleges to provide comparable data for effective and timely response to state and federal reporting requirements.  It also provides data back to the individual community colleges for use in educational planning and improvement, conducting research on the effectiveness of community college programs, maintaining records and providing support services.

Official Transcript     A copy of the student’s permanent record that comes in a sealed envelope directly from the school where the courses were taken.  The transcript is official only to the person who opens the envelope.  An electronic transcript sent between institutions is also considered official.

Online Advisor
     An electronic, advising service that provides information on all Oregon Community colleges.  

Open Entry/Open Exit     Designated courses where a student may be entered at any time before the last day of the eighth week of the term, and exited any time after completing course requirements.

Other Education Courses     General self-improvement courses intended primarily for adults and independent of occupational or lower division collegiate curricula.  These courses are not intended for programs which may lead toward a baccalaureate degree and are not vocationally oriented.  They may be used as required and elective courses in degree programs.  

OTM—Oregon Transfer Module      A designation assigned to students who petition for the notation on their transcript for transferring to an Oregon University System (OUS) school or another Oregon Community College.  It is documentation on a student’s transcript that they have met a subset of common general education requirements.

OUS—Oregon University System     The group of higher education universities and colleges in Oregon.

Petition to Graduate     All students graduating from Clackamas must apply for graduation prior to the quarter in which they will finish.  Petition for Graduation forms start this process.

Placement Test     A basic assessment that is used to determine a student’s skills in writing, reading, math and computer literacy.  They are designed to place students at the appropriate course level.

Plagiarism
Using and presenting another person’s ideas, concepts, or written works as one’s own, or using and presenting another person’s ideas, concepts, or written works without citing the source.

Planning
The process by which the mission and goals of an institution are determined and the means to achieve them are specified.

Prerequisite
A requirement that must be satisfied before a student may enroll in a particular course.  The schedule of classes and the catalog indicate which courses have prerequisites.

Program Approval     The process by which local community college boards, the State Board of Education, and the Oregon Student Assistance Commission approve new community college programs and courses.  New community college programs must not cause adverse intersegmental impact or detrimental duplication.

PTE—Professional Technical Education     A program of study at the secondary and postsecondary levels that is a key component of Oregon’s education and workforce development system.
Public College     College or university with governing board elected or appointed by elected officials and supported by public funding.

Recognition Award     An award given to a student by a community college for completion of a course or courses or for attendance and participation in workshops or seminars.

Recommended     A suggested competence that will enhance a student’s classroom success.

Related Instruction     Programs of study for which certificates are granted must contain a recognizable body of instruction in the program-related areas of 1) communication, 2) computation, and 3) human relations.

Remedial Courses     Instructional programs designed for students deficient in the general competencies necessary for a regular postsecondary curriculum and educational setting.

Sanctions
May be applied to an institution when the Commission concludes that the institution is in serious noncompliance with one or more Commission standards, policies, or eligibility requirements.  The intent of a sanction is to highlight the immediate need for an institution to bring itself into compliance.

Schedule of Classes     A booklet published each term that tells which courses are being offered, where they meet, what time they meet, and who teaches them.

Self-Improvement Courses     Courses intended primarily for adults and independent of occupational or lower division curricula.  

Special Admissions Programs     Some programs of study, such as Nursing, have additional admission requirements.  These types of additional requirements are referred to as special admissions.

Stand Alone Courses     Courses designed for individuals seeking to build knowledge and skills for employment in an area not included in one or more of a community college’s existing approved AAS degree or certificate of completion programs.

State Approved Program     A community college program which meets the guidelines outlined in the Community College Handbook and which has been approved by the State Board of Education and the Oregon Student Assistance Commission.
Tech Prep
A program of study that combines at least 2 years of secondary education and 2 years of postsecondary education in a non-duplicative sequential course of study.

Term
Approximately one quarter of the academic year.  Fall, winter, and spring terms are 11 weeks.  Summer term runs for either eight or eleven weeks (depending on the course.)

Transcript
A copy of a student’s permanent record that list the courses and grades received by the student taken at a particular institution.  

Transfer Courses     Courses which will transfer to a four year college or university.

TRiO
In 1965 Congress passed the Higher Education Act, which created programs, including TRIO that focuses on early intervention services for pre-college students.  This early intervention program helps students from income eligible families better understand their educational opportunities and options.

Tutor
A student who has the necessary skills or understanding of a subject that gives additional needed assistance to another student outside of the formal classroom environment.  

Unduplicated Head Count     The sum of students enrolled for credit, with each student counted only once during the reporting period regardless of when the student enrolled.

Variable Credit  Some courses are offered as individualized learning for which a range of credits may be earned.

“Vocational”, “Technical” and “Occupational” education       Terms that are used interchangeably.

Vocational and Technical Education     Organized educational activities that offer a sequence of courses that provides individuals with the academic and technical knowledge and skills the individual needs to prepare for further education and for careers in current or emerging employment sectors.

Warning
When the Commission finds that an institution has pursued a course that, if continued, could lead to more serious sanctions, it may issue to the institution a Warning to correct its deficiencies, to refrain from certain activities, or to initiate activities within a stated period of time.

WIA—Workforce Investment Act of 1998     The statute that establishes federal policy direction and appropriates federal funds for employment and training programs.
Work Study Program     A financial aid program which is based on need, providing for part-time on-campus employment during the school terms, not to exceed 19 hours per week.

Source Documents:


AACRAO Guide to the Student Right to Know Act & Graduation Rate Survey


Clackamas Community College Student Handbook


Clackamas Community College Catalog


Community College Handbook


Northwest Commission on Colleges and Universities Accreditation Handbook


OCCURS Reference Manual

ACRONYMS

AACC
American Association of Community Colleges

AACRAO
American Association of College Registrars and Admissions Officers

AAOT
Associate of Arts Transfer Degree

AAS
Associate of Applied Science

AAWCC
American Association of Women in Community Colleges

ABE
Adult Basic Education

AC
Art Center

ACC
Advanced College Credit (formerly CEAC and 2+2)

ACTI Code
Activity Code, for FTE classification purposes.

AGS
Associate of General Studies

AHSD
Adult High School Diploma

AP
Advanced Placement

ASE
Adult Secondary Education

ASG
Associated Student Government

ASOT
Associate of Science Oregon Transfer Degree - Business

ATC
Apprenticeship Training

B
Barlow Hall

BMCC
Blue Mountain Community College

BOLI
Bureau of Labor & Industry (state agency)

C
Clairmont Hall

CAD
Computer-Aided Drafting

CC
Certificate of Completion degree

CC
(Bill Brod) Community Center

CC
College Council

CCC
Clackamas Community College

CCC
Chemeketa Community College

CCC
Clatsop Community College

CCCACE
Clackamas Community College Association of Classified Employees

CCCC
Clackamas County Community Corrections

CCEA
Clackamas Community College Education Association (faculty association)

CCMH
Clackamas County Mental Health

CCOSAC
Community Colleges of Oregon Student Association and Commissions

CCWD
Department of Community College and Workforce Development (formerly OCCS)

CEAC
College Equivalent Advanced Credit

CEUs
Continuing Education Units

CGCC
Columbia Gorge Community College

CIA
Council of Instructional Administrators

CIP Code
Classification of Instructional Programs code

CLC
Campus Learning Center

CLEP
College Level Examination Program

CLT
Center for Teaching and Learning

COCC
Central Oregon Community College

Co-Op
Cooperative Work Experience

CPI
Consumer Price Index

CPL
Credit for Prior Learning

CRADF
Class Request and Data Form (used to create Community Ed classes)

CRD
Council for Resource Development (Foundation)

CSSA
Council of Student Services Administrators

CTC Grant
Community Technology Centers Grant

CTDS
Customized Training & Development Services department

C-TEC
Clackamas Technical Education Consortium

CUDC
Campus Use and Development Committee

CWE
Cooperative Work Experiences

D
(Eva Emory) Dye Learning Center

DC
Department Chair

DHS
Department of Homeland Security

DivSec
Division Secretary

DJ
DeJardin Hall

DL
Distance Learning

DLC
Distance Learning Council (statewide council)

DRC
Disability Resource Center
EIRs
Electronic Information Resources

ELC
(John Inskeep) Environmental Learning Center

ESD
Educational Service District

ESL
English As A Second Language

EST
Employment Skills Training

F
(Elizabeth McClung Brod) Family Resource Center

FAFSA
Free Application for Federal Student Aid

FAQs
Frequently Asked Questions

FERPA
Family Educational Rights and Privacy Act

FIPSE
Funds for the Improvement of Post-Secondary Education (federal grant thru USDOE)

FRC
Family Resource Center

FTE
Full-Time Equivalent

FTF
Full-Time Faculty

FTP
File Transfer Protocol

G
Gregory Forum

GED
General Education Development

GenEd
General Education Development

GIS
Geographic Information Systems

GUI
Graphical User Interface

H
Harmony Campus

HARM
Harmony Campus

HEA
Higher Education Act

HR
Human Resources

HTR
Hospitality, Tourism & Recreation program

HTML
HyperText Markup Language

HTTP
HyperText Transfer Protocol

IEC
International Education Committee

INS
Immigration & Naturalization Service

IPEDS
Integrated Post-Secondary Education Data System

IRC
Information Resources Committee

ISP
Instructional Standards & Procedures Committee

ITA
Individual Training Account

ITS
Information Technology Services department

JATC
Joint Apprenticeship Training Council

JBAC
Joint Boards of Articulation

KCC
Klamath Community College

LCC
Lane Community College

LBCC
Linn-Benton Community College

LCOP
Life and Career Options Program

LDC
Lower Division Collegiate

LE
Lecture course

LE/LA
Lecture/Lab course

LLTC
Lifetime Learning Tax Credit

LMI
Labor Market Worksheet form

LRC
Learning Resource Center

M
McLoughlin Hall

MHCC
Mt Hood Community College

MIE
Measures of Institutional Effectiveness

MHEA
Mt Hood Economic Alliance

N
Niemeyer Building

NACUBO
National Association of College and University Business Officers

NCGENS
National Center for Higher Education Management Systems

NEA
National Education Association

NET
Nurse Entrance Test

NOI
Notice of Intent

NSC
National Student Clearinghouse

NWAACC
Northwest Athletic Association of Community College

NWCCU
Northwest Commission on Colleges & Universities (accreditation agency)

OAR
Oregon Administrative Regulation

OCCA
Oregon Community College Association

OCCC
Oregon Coast Community College

OCCCIR
Oregon Community Colleges Consortium of Institutional Researchers

OCC PREP
Occupational Preparatory

OCCURS
Oregon Community College Unified Reporting System

OCC SUP
Occupational Supplementary

OCCVA
Oregon Community College Vocational Association

ODE
Oregon Department of Education

OEA
Oregon Education Association

OICA
Oregon Independent Colleges Association

OIT
Oregon Institute of Technology (Metro Center)

OLI
Oregon Leadership Institute

OPTE
Office of Professional Technical Education

OrACRAO
Oregon Association of Collegiate Registrars and Admissions Officers

ORS
Oregon Revised Statutes

OSBA
Oregon School Boards Association

OSSHE
Oregon State System of Higher Education (now OUS)

OTM 
Oregon Transfer Module

OUS
Oregon University System

OWIB
Oregon Workforce Investment Skills Training Board

P
Pauling Center

PASS
Proficiency-based Admission Standards System

PC
President(s Council

PCC
Portland Community College

PDU
Professional Development Unit

PERS
Public Employees Retirement System

PET
Pre-Employment Training

PIE
Program for Intensive English

PIPs
Program Information Pamphlets

PLUS
(Federal) Parent Loans to Undergraduate Students
PO
Purchase Order

POC
Point of Contact

PREP
Proficiencies for Entry into Programs

PSU
Portland State University

PT
Professional Technical

PT
Part-Time

PT3 Grant
Preparing Tomorrow(s Teachers in Technology grant

PTE
Professional Technical Education

PTF
Part-Time faculty

PTFIC
Part-Time Faculty Integration Committee

R
Randall Hall

RR
Roger Rook Hall

RCC
Rogue Community College

RFP
Request for Payment

RFP
Request for Proposal
S
Streeter Hall

SAP
Satisfactory Academic Progress

SBDC
Small Business Development Center

SDD
Skills Development department

SEOG
(Federal) Supplemental Education Opportunity Grant

SIC form
(Distance Learning) Schedule Information Collection form

SOA
Statement of Appointment contract

SRTK
Student Right To Know Act

STT
Short Term Training

SWOCC
Southwestern Oregon Community College

T
(Apprenticeship) Training Center

TACT
Training in Adaptive Computer Technology

TBCC
Tillamook Bay Community College

TCAP
Tri-City Alternative Program

TE
C-TEC building

TLC
Targeted Learning Center

TOEFL
Test of English as a Foreign Language

TRIO
not an acronym....group of federal grants through USDOE

TVCC
Treasure Valley Community College

TYT
Target Your Talents (program in Skills Development department)
UCC
Umpqua Community College

UI
User Interface

USDOE
United States Department of Education

UTA
Utilities Training Alliance

UWI
Urban Watershed Institute (part of the ELC)

V
Variable credit

VP
Vice President

W
Wilsonville Campus

WCCCD
Western Center for Community College Development

WIA
Workforce Investment Act (formerly JTPA)

WIB
Workforce Investment Bureau

WIC
Workforce Investment Council

WICCO
Workforce Investment Council of Clackamas County (or WIC-CCo)

WILS
Wilsonville Campus

WOU
Western Oregon University

YMCA
YMCA Child Development Center

YPOP
Young Parent Opportunity Program

COMMUNITY COLLEGE HANDBOOK CURRICULUM INFORMATION
The following information are excerpts taken from CCWD’s Community College Handbook dated 2009 beginning on page 15  through page 81.  The CC Handbook website and complete manual can be found at:      

 http://69.30.40.54/handbook/CollegeProgramReports/tabid/158/Default.aspx
ASSOCIATE DEGREES

“Associate degree” is defined as a state approved lower division undergraduate award issued by a community college that indicates satisfactory completion of a course of study approved by the community college board.”   OAR 589-066-0050.

The Oregon legislature and the State Board of Education have approved Oregon community colleges to offer associate degrees.  While the state has established basic criteria for associate degrees, additional requirements may be applied by the local community college board of directors.  Any additional requirements must be in accordance with the Oregon State Board of Education rules, policy and standards and the accreditation requirements of the Northwest Commission on Colleges and Universities.

Students may use elective courses within the transfer degrees to focus on specific undergraduate program requirements necessary for entrance into a particular postsecondary institution.  This focus of the elective courses is not noted on the degrees or transcript.

Requirements for all degrees

· At least 90 and no more than one hundred eight credits.


A recognizable core of general education courses and/or related instruction: and
· An established standard of academic achievement (e.g., grade point average); and Meeting or exceeding the local community college board of education program approval standards; and

Meeting or exceeding the State Board of Education program approval standards and criteria

· Courses must be collegiate level if used to fulfill a requirement in the associate degree, option or certificate of completion.  OAR 589-006-0050 (12)

General education
· General education introduces students to the content and methodology of the major areas of knowledge—the humanities and fine arts, the natural sciences, mathematics, and the social sciences—and helps them develop the mental skills that will make them more effective learners. General education may, of course, be taught in different ways, and an institution must judge whether its students are better served by curricula or requirements that approach the disciplines through content and methodology, or that approach the disciplines by concentrating on outcomes. The rationale and plan for the general education requirements should be cooperatively developed by the faculty, administrative staff, and trustees, and the expected outcomes should be stated in relation to the institution’s mission and goals.  
Related Instruction
Programs of study for which applied or specialized associate degrees are granted, or programs of an academic year or more in length for which certificates are granted, must contain a recognizable body of instruction in program-related areas of 1) communication, 2) computation, and 3) human relations.  Additional topics which should be covered as appropriate include safety, industrial safety and environmental awareness.  Instruction in the related instructional areas may be embedded within the program curriculum or taught in blocks of specialized instruction.  Each approach, however, must have clearly identified content that is permitted to the general program of study.”

Collegiate level
All courses contained in all associate degree programs must be collegiate level if they are used to fulfill a credit requirement for an associate degree award.  Collegiate level instruction refers to college/university transfer courses and professional technical education coursework (including certificates of completion of one year or (45 credits or more), as well as other courses that exceed basic skills, workplace readiness, and fundamental technical skills.
Collegiate level work provides the acquisition of knowledge and skills beyond what is normally gained before or during the secondary school level; it is characterized by analysis, synthesis and applications in which students demonstrate an integration of skills and critical thinking.

The term denotes more than collegiate/university transfer courses; it includes professional technical and other courses that exceed basic skills, workplace readiness, and fundamental basic skills.  Colleges should be acquainted with the Oregon content standards for secondary students.  Collegiate level courses exceed those standards.

Other requirements
Other requirements for completing associate degrees are determined by the local community college board of directors in accordance with Oregon laws and administrative rules, State Board of Education policies and standards, and the accreditation requirements of the Northwest Commission on Colleges and Universities.

With the exception of the Associate of Science Oregon Transfer, Business and all Associate of Applied Science degrees, the emphasis or major area may not be noted on the degree or transcript.

Electives
Students may use electives within degrees to focus on meeting specific career objectives, undergraduate program requirements or for entrance into a particular postsecondary institution.  The transfer of electives may be dependent on the space for additional courses available in the baccalaureate degree program design.
Lower Division (LDC) courses
Statutory authority for state approval of LDC courses is granted in ORS 341.425.  The State Board of Education administers lower division collegiate courses.  For the purposes of this rule, “Lower Division Collegiate” (LDC) is defined as areas of instruction, including a representative range of academic and professional fields, which parallel the offerings of the first two years of the four-year institutions, carry regular college transfer credit, and based on current articulation agreements between the Department (CCWD) and the State Board of Higher Education, are generally accepted for transfer credit by higher education institutions.
Standards for course approval include:

· Courses offer content present or acceptable in the first two years of instruction in four-year higher education institutions.
· Courses are designed to assure satisfactory articulation and transferability to Oregon University system institutions.

Community Colleges and Workforce Development is the review/approval entity for Lower Division Collegiate courses.

Career Technical Education (CTE) courses
Career and technical courses are defined as the collegiate level occupational preparatory or occupational supplementary courses that are designed to prepare persons for entrance into and employment stability and advancement in specific occupations or clusters of closely related occupations.”  OAR 589-006-0050

CTE courses are approved by the State Board of Education or their designee, either through an individual course approval process or as an integral component of the curriculum for a state approved Associate of Applied Science (AAS) degree, AAS degree option, or certificate of completion program.

ASSOCIATE OF ARTS-OREGON TRANSFER (AA-OT)

*Special Note—This page includes both the current operational guidelines for the AAOT and the newly adopted guidelines which will be effective Fall term 2010.

“ ‘Associate of Arts-Oregon Transfer degree’ is defined as a state approved associate degree that is intended to prepare students to transfer into upper division courses for a baccalaureate degree.”  OAR 589 (006) (6)

The Associate of Arts-Oregon Transfer degree that conforms to the guidelines set forth below will transfer to any institution in the Oregon University System, and will have met the lower division general education requirements for that institution’s baccalaureate degree programs.
Course, class standing, or GPA requirements for specific majors, department or schools are not necessarily satisfied by an Associate of Arts-Oregon Transfer degree.  Students transferring under this agreement will have junior standing for registration purposes.  Every Oregon community college, as well as the Oregon Institute of Technology, offers an Associate of Arts/Oregon Transfer degree that meets these broad guidelines.

Current Guidelines  

A minimum of 90 credits will be required for the degree, and of these, at least 55 will conform to the general education and distribution requirements listed below.  (All credit references are based on quarter credits.)

General requirements

· Writing:  A minimum of eight credits of college-transfer writing courses, with a grade of “C-“ or better in each course.  Designated courses are WR 121, 122, 123 or 227.

· Mathematics:  Four credits of college-level mathematics, for which at least Intermediate Algebra is a prerequisite, with a grade of “C-“ or better.

· Communication/Rhetoric:  Three credits of a fundamentals of speech or communication course with a grade of “C-“ or better.

Distribution requirements
· Arts and Letters:  A minimum of ten credits, chosen from at least two disciplines.
· Social Sciences:  A minimum of fifteen credits, chosen from at least two disciplines.

· Science/Math/Computer Science:  A minimum of fifteen credits including three laboratory courses at least twelve credits in the biological or physical sciences.

Electives
Electives will comprise about thirty-five credits, depending on the student’s selection of courses to meet the requirements above.

Effective Fall term, 1998, WR 115 may be included in the Associate of Arts-Oregon Transfer degree as an elective—providing that the WR 115 course at the community college has been approved by the Department of Community Colleges and Workforce Development.

Effective Fall term, 1998, community colleges may grant Associate of Arts-Oregon Transfer degrees that include up to 12 professional technical credits as electives.  Community colleges shall identify and publicize those professional technical credits available on its campus which are appropriate for inclusion in the Associate of Arts-Oregon Transfer degree.

Notes & clarifications
[The following notes are not intended to be part of the actual “Guidelines” (above), but rather serve to clarify some aspects thereof.  As such, they are attached to these “Guidelines” as reference material for participating institutions.]

Courses that are developmental in nature, designed to prepare students for college transfer courses, are not applicable to this degree.  The “General Requirements” above represent minimal skill competencies.  As such, they may be open to demonstration of proficiency.  Each community college is encouraged to establish how students may demonstrate competency in lieu of completing the course(s).
Courses used to meet the “Distribution Requirements” must be at least 3 credits each.  Computer courses used in the Math/Science/Computer Science area must meet the intersegmental Computer Science chairs group criteria for a science course.  This includes CS 120, 121, 122, 161, 162, 171, 260, and 271 from the list of commonly numbered courses.  In Arts and Letters, the second year of a foreign language must be included, but not the first year.  ASL (American Sign Language) is considered a foreign language.

Newly adopted guidelines (Adopted by the Joint Boards of Education on May 2, 2008 and effective by Fall term 2010—*note* colleges may transition to these beginning 2009-2010 academic year.)

A total of 90 quarter credits is required for the AA-OT.

All courses should be aligned with the student’s intended program of study and the degree requirements of the baccalaureate institution to which the student plans to transfer.  Students are encouraged to work with an advisor in the selection of courses.

All Foundational Requirements and Discipline Studies courses must be a minimum of 3 credits, except for Health/Wellness/Fitness courses, which may be any number of credits.  All Elective courses may be any number of credits.
All courses must be passed with a grade of “C-“ or better.  Students must have a minimum cumulative GPA of 2.0 at the time the AAOT is awarded.
Foundational requirements
· Writing:  At least two course of lower division collegiate writing that meet the statewide criteria for such courses and together provide all of the content recommended by the Oregon Writing and English Advisory Committee (OWEAC).
· Oral Communication:  One course in the fundamentals of speech or communication that meets the statewide criteria for such courses.

· Mathematics:  One course in college-level mathematics, for which Intermediate Algebra is a prerequisite.

· Health/Wellness/Fitness:  One or more courses totaling at least three credits.

Distribution requirements
· Arts and Letters:  At least three courses chosen from at least two disciplines.

· Social Sciences:  At least four courses chosen from at least two disciplines.
· Science/Math/Computer Science:  At least four courses from at least two disciplines including at least three laboratory courses in biological and/or physical science.

Electives
Any college-level course that would bring total credits to 90 quarter hours including up to 12 credits of college designated Career and Technical Education courses.

Notes and Clarifications
[The following notes are not intended to be part of the newly adopted “Guidelines” (2008 version), but rather serve to clarify them for participating institutions.

1. Unlike previous versions of the AAOT degree, community colleges may not add requirements at the local level.  The total credits should not exceed the number required to meet these course requirements within the college’s credit structure.
2. Courses that are developmental in nature, designed to prepare students for college-level work, are not applicable to the AAOT.

3. The “Foundational Requirements” above represent minimal skill competencies.  As such, they may be open to demonstration of competency.  Each community college is encouraged to establish how students may demonstrate competency in lieu of completing the course(s).
4. Courses that count toward the Foundational Requirement in Writing must meet the statewide criteria for such courses (in draft form as of April, 2008).  In addition, the group of courses that is sufficient for meeting this requirement must, together, provide all the content recommended by the Oregon Writing and English Advisory Committee (OWEAC), including a research component.  In some cases, 2 courses, may be sufficient to meet the requirement; in others, a third course will be required.

5. Computer Science courses used in the Science/Math/Computer Science area must meet Oregon Council of Computer Chairs criteria for a science course.  See list of courses at:  (http://cs.bmcc.cc.or.us/occc/).

6. All Arts and Letters courses, including applied courses, must meet the statewide criteria for them (in draft form as of April 2008).  The second year of a foreign language, but not the first year, may be included among courses that count toward the Arts and Letters requirement.  American Sign Language (ASL) is considered a foreign language.

7. Information Literacy is included in the AAOT through embedding the appropriate content and analytical content and analytical activity in courses that count toward Foundational Requirements or Discipline Studies.  Colleges will designate courses that do so. (under development.)

8. Cultural Literacy is included in the AAOT through embedding the appropriate content in courses that count toward Discipline Studies. Colleges will designate courses that do so. (under development)

9. Effective Fall term, 1998, WR 115 may be included in the AAOT as an elective providing that the WR 115 courses at the community college has been approved by the Department of Community Colleges and Workforce Development as meeting statewide learning outcomes for the course.

10. Effect Fall term, 1998, community colleges may grant AAOT degrees that include up to 12 Career and Technical Education (CTE) credits as electives.  Community colleges shall identify and publicize those CTE courses available on their campuses which are appropriate for inclusion in the AAOT degree.

Approval process
All colleges are pre-approved to offer this degree.

ASSOCIATE OF GENERAL STUDIES (AGS)

“ ‘Associate of General Studies’ is defined as a state approved associate degree that is designed to prepare students to transfer to upper division courses for a baccalaureate degree.”  OAR 589-006-(7)

Guidelines
The Associate of General Studies (AGS) degree is intended to meet individual student needs using a variety of collegiate level courses to meet degree requirements.  “Associate of General Studies” appears on the student’s transcript.  Specific program designation or focus does not appear on the student’s transcript of degree.  Academic or professional technical education courses used to satisfy AGS degree requirements must be collegiate level.
General requirements
Local community colleges are responsible for clearly defining the requirements for the AGS degree.  At a minimum, the AGS degree must include
· 90-108 quarter credits or equivalent proficiency,

· Recognizable core of general education courses, and

· Established standards of academic achievement (e.g., grade point average).

Electives
· Any combination of lower division collegiate (LDC) transfer and/or
· Collegiate level career and technical education courses.

Notes and Clarifications
AGS degree is not to be advertised or communicated to students as occupational preparation.  AGS degree is not to be used instead of a state approved occupational preparatory Associate of Applied Science degree or certificate of completion program.
Approval process
All colleges are pre-approved to offer this degree. 
ASSOCIATE OF SCIENCE (AS)

“ ‘Associate of Science’ is defined as a state approved associate degree that is intended to prepare students to transfer to an upper division baccalaureate degree program in areas such as Business, Science, Mathematics, and Engineering.  The Associate of Science degree is often designed to meet the requirements of a specific receiving institution.’ “  OAR 589-006-0050 (8)

Guidelines
There are no majors within this degree; courses may be clustered for advising and to assist students in transitioning to upper division baccalaureate programs.  Community college catalogues must not indicate that these clusters or programs are majors.

General requirements
· 90-108 quarter credits or equivalent proficiency,

· Recognizable core of General Education, and

· Established standards of academic achievement, e.g. GPA

Electives
May include lower division transfer courses or professional technical education courses that have been state approved as a part of community college/university transfer agreement with the Oregon University System where credit is to be applied.

OUS institutional policies may vary on transfer of individual career and technical education courses taken outside of a block transfer agreement between the OUS institution and the community college.

Professional technical course credits (that will transfer) are generally limited to 12 credits.
Courses below the collegiate level do not apply to AS program requirements.

Approval process
All colleges are pre-approved to offer this degree.  Special note:  The manufacturing engineering technology degree articulation with Oregon Institute of Technology will apply toward career and technical courses for those programs.  For more information on those courses see:  Manufacturing Engineering Technology Courses.
ASSOCIATE OF SCIENCE/OREGON TRANSFER-BUSINESS (AS/OT-BUS)

“ ‘Associate of Science’ is defined as a state approved associate degree that is intended to prepare students to transfer into an upper division baccalaureate degree program in such areas as Business, Science, Mathematics and Engineering.  The Associate of Science degree is often designed to meet the requirements of a specific receiving institution.’ “  OAR 589-006-0050 (8)

Any student who holds an Oregon community college Associate of Science/Oregon Transfer degree in Business (AS/OT-Bus) that conforms to the guidelines set forth below, and who transfers to any institution in the Oregon University System (OUS), will have met the lower division general education requirements of that university.

GPA requirements for entry into the major are not necessarily satisfied by the AS/OT-Bus degree.  Once admitted to the university and the Business program, however, students transferring under this agreement will have junior standing for both the Business major and for university registration purposes.
Guidelines
An Associate of Science/Oregon Transfer degree in Business (AS/OT-Bus), offered by any Oregon community college, shall meet the guidelines listed below.

· 90-108 credits is required for the degree, and of these

· At least 62-65 credits shall conform to the general education and distribution requirements listed below, and at least 20 credits are to be earned in the business specific components area.  (All credit references are based on quarter system credits.)

General requirements
· Writing:  A minimum of eight credits of college transfer writing courses, with a grade of “C-“ or better in each course.  Designated 


courses are WR 121, 122, 123 or 227.

· Oral Communications/Rhetoric:  A minimum of three credits of a fundamentals of speech or communication course with a grade of “C-“ or better.

· Mathematics:  A minimum of twelve credits of college level mathematics with a grade of “C-“ or better.  Math 111 or above with a minimum of four credits in statistics.

· Computer Applications:  Three to six credits.  Proficiency in wordprocessing, spreadsheet, database, and presentation software demonstrated by successful completion of applicable courses.

Distribution requirements
· Arts and Letters:  A minimum of twelve credits, chosen from at least two disciplines.

· Social Sciences:  A minimum of twelve credits, and shall include Microeconomics and Macroeconomics (8 credits minimum) at the 200 level.  Courses in Economics must be completed with a “C” or better.

· Science:  A minimum of twelve credits of laboratory courses in the biological or physical sciences.
Business specific requirements
A minimum of twenty credits in Business.  Required courses are:

· BA 101:  Introduction to Business

· BA 211, 213:  Financial, Managerial Accounting

· BA 131:  Business Data Processing

· BA 226/230:  Business Law (or other advisor approved Business course elective)

Electives
Electives will comprise up to 13 credits depending on the student’s selection of courses to meet the requirements above.

Notes

· Courses that are developmental in nature, designed to prepare students for college transfer courses, are not applicable to this degree.

· Courses used to meet the “Distribution Requirements” should be at least 3 credits each.

· In Arts and Letters, the second year of a foreign language may be included, but not the first year.  ASL is considered a foreign language.

Background and more…
http://www.ous.edu/state_board/jbac/files/ASOT-Bus.pdf
Approval process
All colleges are pre-approved to offer this degree.

ASSOCIATE OF APPLIED SCIENCE DEGREE (AAS) & OPTIONS

“ ‘Associate of Applied Science’ is a state approved associate degree that is intended to prepare graduates for direct entry into the workforce.  AAS may also help prepare students for career advancements, occupational licensures, or further study at the baccalaureate degree.’ “

“ ‘ Associate of Applied Science degree option’ is defined as a transcripted specialization within a state-approved associate degree that is intended to prepare graduates for direct entry into the workforce.  OAR 589-006-0500(5)

An option is approved for only an Associate of Applied Science (AAS) degree program and may be noted on the student’s transcript upon completion.  OAR 589-006-0500 (7)
Options within a curriculum constitute a part of the total curriculum but are considered a “specialized focus.”  The option title may be identified on the degree.

Options constitute a variation in the state-approved degree are allowable only for associate of applied science degree programs.  Associate of applied science degree options may be added to new or existing associate of applied science degree programs following the procedures in the Certificate of Completion and Associate Degree Approval Procedures identified by the Department.

Guidelines
The Associate of Applied Science degree is earned through career and technical education (CTE) instructional programs.  CTE must integrate technical career skills and proficiencies with academic content, and must prepare students for the workplace, further education, training and family and community roles.

General requirements
· 90-108 credits

· Recognizable core of general education courses or related instruction, and

· Established standards of academic achievement, e.g., gradepoint average

· Options may be added to an AAS degree as specialized technical skills areas

· Options may not be composed of more than 30% of the base AAS credits

· Options must share 70% of core courses with the base AAS and any other option

· All courses must be collegiate level
Electives
Electives vary according to the program and workforce requirements.

Notes and clarifications
In order to transfer more than 12 career and technical credits to an OUS institution, arrangements must be made with the receiving university, (check policy)

More than one option may be added to an existing AAS degree if each option leads to a different area of specialization.

The title would include the base AAS degree program title with the option title, e.g., AAS in Business Management: Finance.

The CIP code may be different than the base AAS degree as long as the option is a reasonable and recognizable specialization of the base AAS degree program.

The base AAS must be maintained as an active program; students must be able to earn the base AAS degree with or without the option.

An option changes to a “new program” when the total number of the option’s course credits exceed 30% of the total credits comprising the base AAS degree or when the training prepares students for significantly different occupations and employment opportunities, than the approved base program.

The option title may be identified on a student’s transcript and degree, but only as an additional to the base AAS degree program title, e.g., Business Management: Finance or Automotive Technology: Engine Machinist

Approval process
Approval by the State Board of Education is required if the college is going to:
· Transcript the AAS degree or AAS Option

· Include the AAS degree, AAS option in college catalogue or promotional material

For more information:   htt:p://www.odccwd.state.or.us/prgapproval/

STATEWIDE AAS DEGREES & CERTIFICATES
Statewide programs are designed to ensure consistency in curriculum and outcomes.  These programs are developed and managed by a consortium of colleges, therefore reducing the state approval procedures submitted by individual colleges to the state.
· Overview

· Goals

· Requirements

· By Laws: Essential Components

· By Laws: Template

· Forms

Overview
From OAR 589-006-0050 (47), the following definition of a statewide program applies:

(47) “Statewide or regional consortium programs” (*) is defined as an associate of applied science and/or certificate of completion program which is developed, applied for and continuously monitored by a partnership of colleges to address a specific program need through a cohesive and transferable curriculum among participating colleges.

*  The term “regional consortium program” is not in general use and will not be used in this document.

The term “statewide program” indicates that a program has been approved by the Oregon Board of Education as meeting the conditions of this definition.  A statewide program is not necessarily offered statewide at every community college.  Despite the implication of the term, not every Oregon community college offers a particular statewide program.  For example, Emergency Medical Technician (EMT) Associate of Applied Science degree is a statewide program but not every Oregon community college offers it.

Goals
The goals of statewide programs are to:
1. Address an identifiable program and labor market need that exists within the state and/or the districts of each of the community colleges requesting approval to offer the proposed program;

2. Assure that specific certification, licensure, or degree requirements are consistently met and maintained;

3. Create and maintain a high level of quality and consistency between programs;

4. Assure the complete transferability of coursework for students who transfer between participating community colleges at the beginning of an academic year, and make as many accommodations as possible for students who transfer at other times during the year;

5. Facilitate the planning of secondary students as they complete high school and prepare to enroll in a statewide program at a community college approved to offer a statewide program;

6. Facilitate standardized articulation agreements with other postsecondary institutions or other next step education options’

7. Assure employers and others of a reliable standard of expectation concerning graduates from a statewide program at any participating community college; and

8. Provide mutually developed and approved guiding principles, agreements and procedures for the administration of these unique programs.

Requirements
For complete requirements of a statewide program please visit;
http://www.odccwd.state.or.us/prgapproval/edocs/prgapproval/swpgmgolasandreq.doc
CERTIFICATES OF COMPLETION

Certificate of completion is a form of recognition awarded by a community college for meeting minimum occupational course, curriculum or proficiency requirements.  Certificates of completion programs provide specialized training and education with a specific occupational focus.  They must have a defined job entry point and course work must be collegiate level work and meet the State Board of Education’s standards, elements and assurances (OAR 589-030-00115(5).

The term “certificate” may not be used for recognition/attendance awards and/or imply equivalence to a certificate of completion.

Taxonomy/requirements
Certificates range from 12-109 credits, and in clock hours from 180-1,350.  Certificates of completion are identified as:
· Less than one-year
· One year, greater than one year and

· Two years.

· OAR 589-006-0100(6)

As of 2004, State Board of Education action expands the taxonomy of certificates of completion to include:

· Related to an existing AAS degree

· Related to a larger certificate of completion program, or

· An independent award

· Related to an existing AAS degree

· Related to an existing certificate of completion

· Independent new program

Related, Career Pathway, & Independent Certificates
Related certificates of completion
Certificates of completion are defined as “related” when approved as part of an AAS degree or as part of a larger certificate of completion program.  The AAS degree or larger certificate of completion program is considered the “base.”  Therefore, any curriculum changes or amendments requested through the state approval process must reflect concomitant changes in both the base program and the related certificate of completion.
Characteristics of certificates within a related AAS program

Open enrollment* program “related” to an existing AAS program that is:

· Composed of courses wholly contained in the base AAS degree program,

· Identified by the same CIP code as the base AAS degree program, and

· Which prepares students for the same occupational field.

· Within an approved certificate of completion program.

Shorter certificate of completion open enrollment* program “related” to an existing certificate of completion program (instead of an AAS degree program),

· Composed of courses wholly contained in the base certificate program,

· Identified by the same CIP code as the base certificate, and

· Which prepares students for the same occupational field.

Career Pathway Certificates of Completion
Career Pathway Certificates of Completion programs consist of grouping credits that are wholly contained in an approved Associate of Applied Science (AAS) degree.  AAS degree/option, or a certificate of completion (45+ credits).  Because a Career Pathway Certificate of Completion program (12 to 44 credits) provides a credential to acknowledge proficiency in technical skill groupings contained in courses already approved through the program approval process these certificates follow a more streamlined approval process.

In general, the purpose and intent for a Career Pathway Certificate of Completion program:
· Acknowledges a specific technical skill proficiency to help a student qualify for a job or enhance employment opportunities;

· Provides skill competencies tied to a specific occupation or job in demand in local or state economies;

· Provides a credential for a segment of a program;

· Centers on needs of students by providing educational options

· Provides the flexibility to achieve specific competencies within an aligned career path or program of study; and

· Meets financial aid requirements (12 credits) only as part of an approved Associate of Applied Science (AAS) Degree, AAS degree/option or certificates of completion (45+ credits).

Because Career Pathway Certificates of Completion courses are wholly contained within a larger approved base AAS degree, AAS degree/Option, or independent certificate of completion, their purpose/intent and program outcomes are most effectively presented within the context of the base AAS degree/Option or certificate of completion (45+ credits).  A Career Pathway Roadmap graphic is used to efficiently and effectively present this context and relationship.  Guidelines for the Career Pathway Certificate of Completion approval process are available at:
http://www.odccwd.state.or.us/prgapproval/edocs/prgaproval/careerpathwaycertofcompletionprocess.pdf
Independent certificates of completion
Certificates of completion that are autonomous from an AAS or other certificate of completion programs are identified as “independent” and are approved separately.  However, if an independent certificate of completion is moved to a base or related status, the requirements concerning concomitant changes apply.  Typically, a new open enrollment* program.
Special audiences
Business & Industry certificate of completion programs, 12-108 credits
· “Business & Industry” programs that are at least 12 and do not exceed 108 credits or equivalent contact/clock hours.

· B & I programs are closed enrollment* programs developed at the request of, and for the employees of, an employer.  Typically, a new program.

Employment Skills Training Certificate (EST), 12-44 credits
The Employment Skills Training (EST) Certificate of Completion program is intended to serve as a beginning point for students in preparation for a job or to get a better job and open the door to further education to expand their employment opportunities.

The current provisional two-year State Board of Education approval of the statewide EST program establishes the requirements and design parameters and identifies the process to be used by community colleges to utilize a combination of approved courses and develop individual student EST programs to prepare for entry into a specific occupation.

A community college is required to submit an individual application and receive State Board of Education approval to offer the EST certificate of completion program.

All components of an individual EST program must be developed by and under the direct control of the college.

An EST program will not be utilized to circumvent local college and state program approval processes.

A college may advertise that it offers the Employment Skills Training (EST) certificate of completion, that allows the development of personalized occupational preparation programs for individual students.  It may provide examples of the types of training possible, to include only those programs for which the college has State Board of Education approval to offer.

Personalized EST programs are to be developed based upon the assessed needs of individual students, are not to be prepackaged programs, and may not pose any adverse impact or detrimental duplication issues for any existing programs.

Other Considerations
Related Instruction
Programs of study for which applied or specialized associate degrees are granted, or programs of an academic year or more in length for which certificates are granted, must contain a recognizable body of instruction in program-related areas of 1) communication, 2) computation, and 3) human relations.  Additional topics which should be covered as appropriate include safety, industrial safety, and environmental awareness.  Instruction in the related instructional areas may be either embedded within the program curriculum or taught in blocks of specialized instruction.  Each approach, however, must have clearly identified content that is pertinent to the general program of study.  http://nwccu.org/index.htm
Transcripting
The title of the certificate of completion program may be identified on a student’s transcript and credential and it may be different from the AAS degree or related certificate of completion title:  e.g. Metallurgy AAS and Non Destructive Materials Testing Certificate of Completion.

Approval
Certificates require approval by the staff of CCWD-EII located in the Department of Education on behalf of or prior to submission to the State Board of Education.  Submission to the State Board depends on the number of credits and whether or not the certificate is independent or related.  Chapter 4 of this handbook provides information on approval processes.

Student financial aid
Generally, a minimum of 12 credits in a program is required for students to qualify for financial aid.  However, certificate of completion programs that are 44 credits or less may not be eligible for federal financial aid, depending on local college policy and practice.

Recognition awards
“Recognition award” is an award given to a student by a community college for completion of state approved course or courses or for attendance and participation in workshops or seminars.  Recognition awards may not be called “certificates of completion” or “certificates” and may not be included in the official transcript.  OAR 589-006-0050 (42).

Examples of these kinds of courses are:

· Financial Planning for the Family

· Internet Access for Beginners

DEGREE, OPTIONS & CERTIFICATES OF COMPLETION (CTE)

Oregon community colleges use a standard program approval process for all AAS Degree, AAS Option and Certificate of Completion programs.  Local level decision making, with major involvement of local and regional business, industry labor and workforce development organizations is required.  Before developing a new program, community colleges are responsible for conducting an environmental scan, market research and a needs analysis to determine if new programs will compete with existing or proposed programs.

Colleges must conduct sufficient research to determine labor market need for the proposed program.  Oregon Employment Department economists and analysts can provide occupational and industry projections for local, regional and statewide labor markets.  However, colleges may discover that occupational data are not readily available for the proposed program.  Under these circumstances, colleges may contact professional trade or industry associations, consult with advisory committees, or conduct their own labor market surveys to establish labor market need.  For Oregon Employment Department labor market information, visit the Oregon Labor Market Information System (OLMIS) website at:  http://olmis.emp.state.or.us/
All AAS degree, AAS Option and Certificate of Completion programs, must meet the State Board of Education standards for approval.

Oregon Community College Program Submission Systems
All Oregon Community College CTE program approval is processed through the Oregon Community College Program Submission System also known as WebForms.  For access to the system:  http://ccwdwebforms.net/
STATEWIDE PROGRAMS (CTE)
To protect the interests of students and to achieve the goals of statewide programs, each community college agrees to the conditions and requirements of the program approval process for Statewide programs.

Notice of Intent (NOI)
Once a consortium is established and a sponsoring college is identified, the first paperwork to submit to CCWD-EII is the Notice of Intent (NOI). 

Only one Notice of Intent will be disseminated for a proposed statewide program and will be for all colleges and college districts.  However, only colleges that participate in the consortium and request approval may be approved to offer the statewide program.  Notice of Intent is valid for one year from the date the NOI is initially distributed according to the OAR’s of the Office of Degree Authorization and CCWD-EII procedures.

Application
One application for the statewide program will be developed cooperatively by the consortium and submitted by the sponsoring college to CCWD-EII.  The application will undergo the same abstract and Board submission process as well as other program applications.

Opting-in
Opting-in means gaining approval to offer a statewide program after the initial application and approval process have been completed.

Other community colleges that are interested in opting-in must conduct labor market research, document the need for the program within their community college’s district, submit a request to the consortium to participate and to offer the statewide program, and once approved, submit the Op-in document to the sponsoring college who will in turn submit it to CCWD-EII, and abide by all of the conditions and requirements that currently apply to the previously approved statewide program.  Colleges must opt-in within one year from the date the initial NOI for the statewide program is distributed, or a new NOI will be required.
Opting-out
Opting-out means either suspending or deleting participation in a statewide program.

A community college may suspend or delete the statewide program by formally notifying the consortium and CCWD-EII.  Without applying for and receiving Oregon Board of Education approval to offer the program independently of the statewide program approval, a community college may not rescind its program’s status as a statewide program, withdraw from the consortium and then offer the same program “outside” the guiding principles and agreements for statewide Associate of Applied Science and certificate of completion programs.

Decision Making
The consortium, according to its by-laws, will respond to requests by colleges that apply to participate.  If approved, the new college(s) will complete the required paperwork and request the sponsoring college to submit that paperwork to CCWD_EII.

Independent programs
Any community college that already has approval to offer the same or a very similar program may elect to retain their independent program approval or they may apply for approval of that program of that program as one included under a statewide approved program.  If approved to offer the statewide program, the former independent program approval status will be revoked and the college must abide by all of the conditions and requirements that apply to the statewide program.

Specific procedures
Statewide program guidelines
ADVERSE IMPACT
The Adverse Impact and Detrimental Duplication is a notification process that identifies the proposed new programs to be offered by publically funded colleges.  This process ensures that private colleges are advised of the proposal for a NEW college program that may have the potential to affect, or unnecessarily duplicate, existing college programs within a geographic area (generally a 50 mile radius.)

Only publically funded colleges are required to post a notification of their proposed NEW program; this notification provides basic program and workforce information.

Types of adverse impact:


Intersegmental Adverse Impact and Detrimental Duplication (between all of Oregon’s public and private 


colleges); final approval of this process rests with the Office of Degree Authorization (ODA).

Intrasegmental Adverse Impact and Detrimental Duplication (between Oregon’s 17 public community 


Colleges); final approval of this process (when necessary) rests with the State Board of Education.
Intersegmental adverse impact and detrimental duplication between public and private colleges

The Office of Degree Authorization (ODA) reviews requests for new postsecondary programs and locations to assure that the required steps pertaining to adverse intersegmental impact and detrimental duplication have been followed and any issues have been resolved.  This authority is rooted in ORS 348.603 and is set forth in detail in OAR 583-040.  This law was established at the request of Oregon private colleges, private universities, and private career schools.  The rules have three triggers, all of which must operate for ODA jurisdiction to exist:
1. The proposed new program or location must use at least some public funds.  Public funds include facilities, equipment, staff, money, supplies, etc.  Financial aid is not considered to be public funds for this purpose.

2. The proposed new program or location must involve an Oregon college, public or private.  Note that the program does not need to be for credit; the law covers any program leading to a credential from the college that is useful to enter the job market.  If the community college does not issue the credential, there is not ODA role.
3. The proposed program must be open enrollment.  Closed enrollment programs are not covered by the rules.  For example, programs provided on a contract basis for a specific employer and which are open to employees are exempt and no adverse impact inter-segmental impact or detrimental duplication complaints may be made.

PROGRAM AMENDMENTS, SUSPENSIONS AND DELETIONS (CTE)
Annual Amendments
Each year community colleges provide an update of their career and technical education programs to CCWD-EII.  Colleges submit amendments through the Oregon Community College Program Submission System (WebForms— www.ccwdwebforms.net ) Annual updates are due by the last Friday in April.  Program changes indicated include:
· Override changes,

· Program title changes,

· Suspension of programs,

· Deletion of programs,

· Addition of option to an AAS,

· Addition of a certificate of completion to an existing AAS degree or larger certificate of completion programs.

Colleges have flexibility to determine the number and type of courses that are changed within a program during an academic year.

Career and technical education programs are dynamic; however changes to programs must be maintained within the state established parameters.

· As a general rule, annual changes should constitute no more than 10% of the approved program.  If changes exceed 30% of the approved program, a new program application may be required.

· If changes move the program into a significantly different CIP code, the program title is altered as described below, and/or the program prepares students for different employment opportunities than the existing approved program, the program is considered to be new, and the college must follow the appropriate approval process for new programs.

Community colleges may change the titles of their AAS degree, AAS option, or certificate of completion programs to more clearly express program content with the use of the Program Amendment form, and when submitting the “Annual Program Review” form.

Title revisions that imply a significant change in program intent may require justification by the college (e.g., title change from Biotechnology to Bioscience).

Colleges request program changes on the “Community College Program Amendment Form.”

Suspensions and Deletions

Community colleges may suspend or delete AAS degree, AAS option and certificate of completion programs due to a variety of factors that include but are not limited to:
· Low student enrollment,

· Lack of financial resources,

· Inability to recruit qualified instructors, and

· Changes in the employment opportunities or workforce needs.

Programs are considered suspended or deleted when:

· It is not offered,
· Not in the college catalogue,

· Not included on the college website, or

· New students may not enroll in the program

All inactivated AAS degree, AAS options and certificate of completion program must be reported to CCWD-EII as quickly as possible.  Colleges should notify CCWD-EII by letter signed by the chief academic officer or president.  The letter should include the reason(s) for deleting the program, the effective date and strategies to teach out the program.  There are unique considerations for contract colleges.

Teaching out obligations
“Teaching out” the program includes, but may not be limited to:

· Plans for students currently enrolled in the program to complete in a timely manner,

· Reimbursements,

· Deletion from the college catalogue,

· Informing and transition faculty

· Notifying employers, workforce development organizations and other community stakeholders.

Reinstatement

Programs that are suspended by formal notification may be reinstated within three years of the suspension date.  Suspended programs are automatically administratively deleted by CCWD-EII after three years.

To reinstate a program within the three year period, the college must submit a letter of request, signed by the chief academic officer or president, to CCWD-EII.  An updated curriculum plan for the program must be submitted with the letter of intent to reinstate the program.

Reapplication

Programs that have not reinstated within the three year period and deleted programs, must be submitted as new programs and follow the appropriate program approval process.

Contract college procedures

If the parent college suspends a shared program, the program continues to be offered at a contract college until the parent college requests that the program be deleted, or for three years it is administratively deleted by the state.

Once a shared program is deleted, it may no longer be offered at a contract college unless approved as an independent program.

Contract colleges may suspend or delete shared or independent programs with no effect on the programs or the parent college.

Courses

A single instructional submit commonly described by title, number, credits and expected learning outcomes in the college catalog or bulletin.  (Northwest Commission on Colleges and Universities.)

Oregon community college courses are classified as listed below:

· Lower Division Collegiate

· Career Technical Education

· Occupational Preparatory

· Stand-Alone Occupational Preparatory,

· Occupational Supplementary

· Computer Sciences and Computer Information Systems (CIS)

· Experiential

· Adult Continuing Education (ACE)

· Other education courses
DEFINITIONS

Student learning outcomes

The Northwest Commission on Colleges and Universities, the accreditation body for Oregon community colleges, requires expected learning outcomes and respective assessments for each degree and certificate program. (See Standard 2.B. Education Program Planning and Assessment, 2003 NWCCU Accreditation Handbook).  Student learning outcomes are statements that describe what students are expected to do outside the classroom with what they have learned.  They differ from course objectives or competencies in that they are broad statements for entries programs of study.  Learning outcomes are used to shape and define the curriculum, communicate expectations to the student, employer, and other educators about the program, and assess student progress.
Collegiate level
The phrase “collegiate level work” is important in the curriculum development and course approval process.  Courses must be collegiate level if used to fulfill a requirement in an associate degree, Associate of Applied Science, option, or certificate of completion program.

Collegiate level is a term that denotes more than merely college/university transfer courses.  Collegiate level also includes career technical education coursework and other courses that exceed basic skills, workplace readiness, and fundamental technical skills.  Collegiate level work provides skills and information beyond what is normally gained before or during the secondary school level.  Collegiate level work is characterized by analysis, synthesis, and applications in which students demonstrate an integration of skills and critical thinking.  OAR 589-006-0050 (12).
Credit and clock/contact hours
The award of course credit is a local college issue.  However, if awarded, it must adhere to the following ratios or to equivalent student learning outcomes.  The number of clock or contact hours required to generate one credit per quarter term:

1. Lecture:
1 contact hour/week, 10+ contact hours per term

2. Lab:

3 contact/hours week, 30+ contact hours per term

3. Lecture/lab:
2 contact hours/week, 20+ contact hours per term

4. Cooperative work experience:
3 contact hours/week, 30+ contact hours per term

“Clock/Contact hours” is defined as one clock (or contact) hour that is 60 minutes long.  No more than 10 minutes of each hour can be used for a regularly scheduled break or passing period.  OAR 589-006-0050 (11).  Appendix A1
The credit requirements of courses and programs should be manageable for students allowing them to successfully complete program requirements within a reasonable period of time.  There is a 108 credit mandatory cap on the maximum number of credits required for an associate degree or certificate of completion program.   OAR 589-006-0100 (7).  Appendix A2
Numbers, titles and descriptions
Course numbers, titles and descriptions are the responsibility of the institution.  The State does not prescribe them for colleges.  An optional numbering guide is available for colleges that need it.  Appendix E

Continuing education units
The continuing education unit is a form of recognition given for completion of a unit of training.  At Oregon community colleges, they are usually given for completion of occupational supplementary courses. CEUs are not generally transcripted by the college, although colleges may choose to develop a record keeping method for retrieving and documenting the information.

One CEU is traditionally based on ten clock hours of instruction.  Portions of a CEU may be given (e.g., .3 CEU for a three-hour workshop).  Professional associations, private companies, community colleges and other organizations may give CEUs.  Employers, professional associations, or certification and licensing bodies give value to continuing education and related professional development opportunities.  OAR 589-006-0050 (14).  Appendix A1
Oregon Transfer Module (OTM)

Any student holding an Oregon Transfer Module that conforms to the guidelines below will have met the requirements for the Transfer Module at any Oregon community college or institution in the Oregon University System.  Upon transfer, the receiving institution may specify additional course work that is required for a major or for degree requirements or to make up the difference between the Transfer Module and the institution’s total General Education requirements.

COURSES AT A GLANCE

Courses fall into several catagories:

· Lower Division Collegiate (transfer)

· Occupational Preparatory

· Stand-alone occupational Preparatory

· Occupational Supplementary

· Computer Science & Computer Information

· Experimental Courses

· Adult & Continuing Education (ACE) courses

· Other Education Courses

Lower Division Collegiate

Lower Division Collegiate (LDC) 100-200 level courses provide an introduction to synthesis of a content area or discipline.  They can be part of any degree or program of study.
Lower Division Collegiate (LDC) courses are freshman and sophomore level instruction and are comparable (nature, content, and level of credit) to those at an Oregon University System institution.  They represent a full range of academic and professional fields, carry regular transfer credit, and are generally accepted for transfer credit by OUS institutions.

Each OUS institution lists equivalent transfer courses for each community college.  To ascertain transferability for an LDC course, go to these links:

· Eastern Oregon University

· Oregon Institute of Technology

· University of Oregon

· Oregon State University

· Portland State University

· Southern Oregon University

· Western Oregon University

Community colleges are not allowed to offer courses that are generally considered to be upper-division at an OUS institution, grant upper-division credit, or use collegiate level numbering (alpha numeric 100-299) on courses normally offered during high school.  http://www.oregon.gov/CCWD/pub rpts.shtml
The Department of Community College and Workforce Development has statutory authority to approve lower division collegiate (LDC) courses for Oregon community colleges (ORS.341.425).  The State Board of Education administers lower division collegiate courses:
1. Under the authority of ORS 341.425, the State Board delegates to the Department the authority to approve Lower Division Collegiate courses.

2. A community college that is accredited by the Northwest Association of Schools and of Colleges and Universities shall follow that Department’s Lower Division Collegiate Course Approval procedure to request new courses.

3. A community college that is not accredited by the Northwest Association of Schools and of Colleges and Universities shall apply for approval through their contracting college.  OAR 589-006-0200.  Appendix A3

Approval:  CCWD-EII staff.

For more information see:  State Course Numbering System

Career and Technical Courses


Occupational Preparatory

(33) “Occupational preparatory program” is defined as a state-approved professional technical program which is designed to prepare 

persons for employment in a specified occupation or cluster of closely related occupations.  OAR 589-006-0050 (33).
Occupational preparatory courses must also meet the criteria outline on OAR 589-006-0400; they are governed by Oregon 

Administrative Rule and are typically “approved as part of an approved program.”  OAR 589-006-0300 (5) further specifies the 

following:

The State Board of Education standards for approval of occupational preparatory courses will be included in the Professional 

Technical Course Approval Procedures and will include but not be limited to:
· Approved as part of a community college certificate of completion, associate of applied science degree program, or associate of applied science degree option: or

· Approved as a stand-alone occupational preparatory course.


Courses are collegiate level and provide education and training directed to the development of abilities, skills, understanding and 
attitudes needed to enter into an occupation.


Courses are designed for occupational employment and are not necessarily directed toward completion of baccalaureate degree 


requirements.


Courses are developed and operated with the advice and counsel of employers, employees and other persons knowledgeable about 


the requirements of the occupations involved.


Courses will not adversely impact or detrimentally duplicate similar intersegmental courses offered locally.


Occupational preparatory courses typically include both technical skills and employability skills such as teamwork and interpersonal 


skills.


State Approval Procedure:   CCWD-EII staff approval.  See the Approval Section of this handbook and information/forms.


Stand-alone Occupational Preparatory


A stand-alone occupational preparatory course is designed for students seeking to build knowledge and skills for employment in an 


Area not included in one or more of a community college’s existing approved Associate of Applied Science degree, AAS option, or certificate of completion programs.  Examples of stand-alone occupational preparatory courses might include “Flagger,”  “GPS, Maps and Compass Techniques,” or “Supervisory Management.”

Students completing stand-alone occupational preparatory courses typically earn between one and 11 credits.  Also, an award that indicates attendance or the completion of the required hours may be provided.


The stand-alone occupational preparatory course must meet the following criteria:

· Clock hours for all coursework does not exceed a total of 210 hours.

· Colleges identifies the Classification of Instructional Programs (CIP) code and title for the proposed course.

· Adverse impact and detrimental duplication notification processes are followed.

· Approval is received before offering the course.

· Chief Academic Officer validates assurances prior to submission of application, and


Stand-alone occupational preparatory courses may not:

· Be strung together to create to a new program without applying for a new program and going through Adverse Impact as appropriate, and

· Be stand-alone supplementary, hobby or recreational in nature.


State Approval Procedure:  CCWD-EII staff.  The approval process for stand-alone occupational preparatory courses is not 


intended to be an avenue for avoiding the AAS degree, AAS option, or certificate of completion program approval process or 


responsibilities related to adverse impact.  See information/forms.


Occupational Supplementary

(34) “Occupational Supplementary program” is defined as a state-approved program designed for individuals who have already 

Entered an occupation but seek to improve their occupational skills and knowledge in order to achieve employment stability or 

advancement.  OAR 589-006-0500 (34).  Appendix A1
Occupational supplementary courses are designed to upgrade the skills of workers currently employed in the occupational field related to the course.  The award of credit for occupational supplementary courses is determined by the local college and, if granted, follows the general pattern of occupational preparatory and lower division collegiate courses.  A single occupational supplementary course must be at least one contact hour, but not more than 210 clock hours in length.

State Approval Procedure:  CCWD-EII staff.  This approval category cannot be used in place of applying for a new program or avoiding adverse impact responsibilities.  Occupational supplementary courses may not form a program by separating a long course into several courses or otherwise stringing courses together.  Occupational preparatory, hobby, or recreation courses cannot be approved as occupational supplementary courses.  The college may not award any credential for completion of an occupational supplementary course that implies the completion of a program, acquisition of particular skills, or has a value in the job market without completing the adverse impact notification process.  An award that indicates attendance or the completion of the required hours may be provided.  For more see information/forms.
Examples of Occupational Supplementary Courses

Small Business Management

Small Business Management occupational supplementary courses are designed to provide practical skills to small business owners, their partners, and/or families.  Achievement of business and family goals is the primary assignment and putting the owner in control of the business is the program objective.  Classes may cover small business taxation, record keeping and accounting, marketing and advertising, human relations, and legal considerations.

These courses vary in length from one to three years, and may feature monthly evening classes, workshops, and on-site business consultation.  However, students are enrolled annually, based on a written contract that specifies the program content and planned outcomes.  A statewide network, called BizCenters, or Small Business Development Centers, supports college small business management programs.  BizCenters provide a client-centered approach for delivering counseling, training, information, and technical assistance to business owners.

Farm Business Management

Farm Business Management occupational supplementary courses are intended to teach the basic principles of record-keeping and financial management to full-time farm operators and managers.  The major emphasis is on the development and maintenance of a complete set of records and the skills necessary to interpret the records and use the information to make sound management decisions.
The Farm Business Management occupational supplementary program generally combines classroom training with on-site visits and counseling to give students a comprehensive and practical approach to farm management.  Programs may require a commitment of up to three years.  Students are enrolled annually, based on a written contract that specifies the program content and planned outcomes.  Upon completion of the annual farm records, eligible farms receive a computerized analysis of their operations.

Computer Science & Computer Information Systems (CIS) Courses

Oregon’s public post-secondary institutions have defined many courses in this category to be available as Lower Division Collegiate.  Information on Computer-Science and Computer Information Systems courses is available through the Oregon Council of Computer Chairs.

Experimental Courses

Courses numbers 199/299 are considered to be experimental.  They may be offered two or even three times because they usually undergo changes and improvements with each offering.  After that, they are considered to be a regular part of the curriculum and deed a discrete course number (other than 199/299).
Adult & Continuing Education (ACE) Courses

Statutory authority for colleges to offer adult continuing education (ACE) courses is covered in ORS 341.425.  Implementation requirements are set forth in OAR 581-43-0400.  Appendix A6
1. Under the authority of ORS 341.425, the State Board delegates authority to the Department to approve Other Education Courses. Such approval authorizes the community college to receive state funding to support those courses.

2. The Department uses the following standards for approval of Other Education Courses:

a. The course is primarily intended for adults;

b. The course may be developmental in nature and offered for:

I. Adults with less than an eighth grade education through adult basic education classes;

II. Adults with less than a high school diploma through adult high school completion classes;
III. Persons who lack sufficient background in subject-matter areas to make satisfactory progress in lower-division collegiate or professional technical programs of the institution; or
IV. Persons who lack English language skills needed to make satisfactory progress in the lower-division collegiate or professional technical programs of the institution or to enter the workforce,

c. The course must include at least six contact hours of instruction focused on a single topic.

3. Approval of Other Education Courses must follow the Department’s Other Reimbursable Course Approval procedure.

4. state reimbursement shall not be available for hobby or recreation courses; however, such courses may be provided on a self-sustaining basis.


Adult continuing education workforce, health and safety courses are eligible for state reimbursement.  Courses that are not eligible for state funding, but can be offered on a cost recovery/self-support basis, include: non-credit arts, sciences, and social sciences courses, open labs, shops, or gyms, physical education courses where competition is possible, courses that use alcohol or controlled substances, hunter safety courses, and courses teaching or promoting astrology, an occult or a religion.  Hobby and recreation courses have never been eligible for state reimbursement.  They can be offered on a cost-recovery/self-support basis.

Reimbursement


Courses that have at least six hours of direct instruction qualify for reimbursement.  One hour is defined as a 60-minute period of which no more than 10 minutes can be spent for a break or passing period.  It is difficult to offer a course with more than six reimbursable hours per day.  Time spent for travel or meals do not count.


Student Age Information


Courses must be designed for adults (at least 16 years old.)  Colleges are not expected to track all student’s ages.  If only a few under-aged enroll, they need not be deducted from the FTE count.  However if a significant number of underage students are enrolled in the course, submit one enrollment section for the adults and another non-reimbursable enrollment section for the underage student population.

Course Numbers and Titles


The assignment of course numbers and titles are the responsibility of the local institution.  Each ACE course that is eligible for reimbursement is organized and alphabetized within each eligible content area:  Workforce: Literacy, Languages, Life Skills, Technology and General Workforce; Health, Fitness (non-competitive); and Safety.

	Optional ACE Course Numbers

	Workforce

	
	Literacy (Basic)
	0.500 – 0.599

	
	Languages
	0.600 – 0.649

	
	Life Skills
	0.650 – 0.699

	
	Technology
	0.700 – 0.749

	
	General Workforce
	0.775 – 0.849

	Health and Fitness
	0.850 – 0.899

	Safety
	0.900 – 0.999



Developmental Skills courses (ABE, GED, ESL, High School Completion, and Postsecondary Remedial) are typically attached to programs, therefore course numbers (0.745 – 0.774, Alpha 1-98) are not included in the above optional ACE numbering system.  Courses with these numbers are eligible for state funding as Other Reimbursable Courses.

Visit http://www.oregon.gov/CCWD/pub rpts.shmtl

State Approval Procedure:  CCWD-EII staff.  The college may apply for ACE or Developmental Skills; see Approval section of this Handbook.
Other Education Courses
The “Other Education” category encompasses a wide variety of special interest courses for residents of community college districts.  According to their content, they are often referred to as “community education,” “self-improvement,” and “developmental education” courses.  Specific rules and policies related to Other Education courses are determined by the local community college.  Statutory authority for these courses is as follows:

1. Under the authority of ORS 342.425, the State Board delegates authority to the Department to approve Other Education Courses.  Such approval authorizes the community college to receive state funding to support those courses.

2. The Department uses the following standards for approval of Other Education Courses:

a. The course is primarily intended for adults;

b. The course may be developmental in nature and offered for:

i. Adults with less than an eighth grade education through adult basic education classes;

ii. Adults with less than a high school diploma through adult high school completion programs;

iii. Persons who lack sufficient background in subject-matter areas to make satisfactory progress in the lower division collegiate or professional technical programs of the institution; or

iv. Persons who lack English skills needed to make satisfactory progress in the lower division collegiate or professional technical programs of the institution or to enter the workforce.

c. The course must include at least six contact hours of instruction focused on a single topic.

3. Approval of Other Education Courses must follow the Department’s Other Reimbursable Course Approval procedure.

4. State reimbursement shall not be available for hobby or recreation courses; however, such courses may be provided on a self-sustaining basis.  OAR 589-006-0400.  Appendix A6
Students participating in ACE courses must be age 16 or older.  If a significant number of students are actually taking a course below age 16, CCWD recommends a separate section with a non-reimbursable course number.  Separate instruction is not necessary.
Making contact with the CCWD Instruction Specialist is encouraged when there is doubt about the comparability of descriptions or when a course being considered does not seem to fit any catalog listing.  During this contact, a decision can often be made as to whether the course is approved.

State reimbursement will not be given for Other Reimbursable courses that are held for less than six clock hours (360 minutes of direct instruction) during a term.  Time spent for breaks, travel, or meals cannot be calculated as part of this time.  Generally, no more than six hours per day will be reimbursed.

AAS and Certificate Related Instructional Requirements
2009-10 Catalog
	

AWARD 
	COMPUTATION
	COMMUNICATION
	HUMAN RELATIONS
	PHYSICAL ED/HEALTH

	Accounting  (AAS)
	BA-104


	WR-121
	BA-285
	PE/HE/HPE elective

	Administrative Office Professional (AAS)
	BA-104
	WR-121
	BA-285
	PE/HE/HPE elective (HE-252 recommended)

	Automotive Service Technology (AAS)
	MTH-050 or MTH-065
	WR-101 or WR-121
	Human Relations elective (PSY-101 or         SP-100 recommended)
	PE/HE/HPE elective

	Collision Repair & Refinishing Technology (AAS)
	MTH-050 or MTH-065
	WR-101 or WR-121
	Human Relations elective (PSY-101 or        SP-100 recommended)
	PE/HE/HPE elective (HE-252 recommended)

	CAD/CAM Technology  (AAS)
	MTH-050

MTH-080

MTH-085
	WR-101
	Human Relations elective
	PE/HE/HPE elective

	Computer Support Specialist (AAS)
	MTH-092

CS-133VB
	WR-101 or WR-121
	Human Relations elective (PSY-101 or     BA-285 recommended)
	PE/HE/HPE elective

	Construction Trades, General Apprenticeship (AAS)
(statewide)
	Computation elective
	Communication elective
	Human Relations elective
	PE/HE/HPE elective

	Corrections  (AAS)
	MTH-050 or MTH-065
	WR-121

WR-122
	PSY-101

PSY-221

SOC-206
	HE-205

HE-250



	Criminal Justice  (AAS)
	MTH-050 or MTH-065
	WR-121

WR-122

WR-227
	PSY-101

S0C-206
	HE-205

HE-250

	Digital Multimedia Communication (AAS)
	MTH-065
	WR-121
	SP-100

PSY-101
	PE/HE/HPE elective

	Early Childhood Education & Family Studies  (AAS)     
	MTH-050 or MTH-065
	WR-101 or WR-121
	ED-258
	PE/HE/HPE elective

HE-261

	Electrician Apprenticeship Technologies (AAS)
	Computation elective
	Communication elective
	Human Relations elective
	PE/HE/HPE elective

	Electronic Systems Technology (AAS)
	MTH-065

MTH-095

MTH-111
	WR-101
	Human Relations elective
	PE/HE/HPE elective

	Emergency Management  (AAS)
	Computation elective
	Communication elective
	Human Relations elective
	PE/HE/HPE elective

	EMT Paramedic  (AAS)
(Statewide degree)
	MTH -065
	WR-121
	PSY-101 or SOC-232

Social Science elective
	HPE-295

	Energy & Resource Management (AAS)
	MTH-065
	WR-121
	PSY-101
Human Relations elective
	HPE-261
HPE-297

	Fire Science (Wildland)  (AAS)


	MTH-050 or MTH-065
	WR-101 or WR-121
	Science or Social Science elective
Human Relations elective (PSY-101 recommended)
	PE-185 (Recommended: Weight Training, Beg, Int, or Adv, or Rock Climbing)

	Geographic Information Systems (GIS) Technician  (AAS)
	MTH-080

	WR-101 or WR-121
	Human Relations elective
	PE/HE/HPE elective

	Horticulture  (AAS)
	MTH-050 or MTH-065
	WR-101 or WR-121
	SP-100
	HE-252

	Human Services   (AAS)
	MTH-050 or MTH-065
	WR-101 or WR-121
	ED-258

PSY-215
PSY 219
PSY-221
SP-140

SOC-205
	HE-261
HE-151

HE-152

	Landscape   (AAS)
	MTH-050 or MTH-065
	WR-101 or WR-121
	Human Relations elective
	HE-252

	Manufacturing Technology (AAS)
	MTH-050

MTH-080
	WR-101
	Human Relations elective
	PE/HE/HPE elective

	Marketing & Management  (AAS)

	BA-104
	WR-121
	BA-285
	PE/HE/HPE elective

	Microelectronics Systems Technology   (AAS)
	MTH-050

MTH-080

MTH-085
	WR-101
	Human Relations elective
SP-100
	PE/HE/HPE elective

	Network & Microcomputer Specialist   (AAS)
	MTH-092
	WR-101 or WR-121
	Human Relations elective (PSY-101 or    BA-285 recommended)
	PE/HE/HPE elective

	Nursing  (AAS)
(Statewide degree)

	MTH-095
	WR-121
WR-122

WR-123

WR-227
	PSY-215


	PE-185

	Project Management   (AAS)
	MTH-065
	WR-121
	BA-285
	PE/HE/HPE elective

	Retail Management  (AAS)
(Statewide degree)


	BA-104
	WR-101 or WR-121
	BA-285

SP 105

SP 140
	HE-261

	Water & Environmental Technology  (AAS)
	MTH-082A

MTH-082B

MTH-082C

MTH-082D
MTH-095 or MTH-111
	WR-101 or WR-121
	Human Relations elective (PSY-101 recommended)
	HE-252

	Web Design & Development Specialist  (AAS)

	MTH-065
	WR-121

WR-122

WR-227
	Human Relations elective (PSY-101 or  BA-285 recommended)
	PE-185

	Welding Technology   (AAS)
	MTH-050
	WR-101
	Human Relations elective
	PE/HE/HPE elective


	AWARD 
	COMPUTATION
	COMMUNICATION
	HUMAN RELATIONS
	PHYSICAL ED/HEALTH

	Accounting Clerk 

(Certificate of Completion)
	BA-104
	WR-121
	BA-285


	

	Administrative Office Assistant (Certificate of Completion) 
	BA-104  
	WR-121
	BA-285
	

	Business Management 

(Certificate of Completion)
	BA-104
	WR-121
	BA-285


	

	Clinical Laboratory Assistant
(Certificate of Completion)
	MTH-050 or MTH-065
	WR-101 or WR-121
	PSY-101

SP 100 or

SP-218
	

	Computer Support Specialist 

(Certificate of Completion)
	MTH-092
	WR-101 or WR-121
	Human Relations elective (PSY-101 or    BA-285 recommended)
	

	Construction Trades, General Apprenticeship (Certificate of Completion)
	Computation elective
	Communication elective
	Human Relations elective
	

	Corrections (Certificate of Completion)
	MTH-050 or MTH-065
	WR-121

WR-122
	PSY-221
	

	Crime Analysis (Certificate of Completion)
	MTH-050 or MTH-065
	WR-121
	PSY-101
	

	Dental Assistant 

(Certificate of Completion)
	MTH-050 or MTH-065
	WR-101 or WR-121
	PSY-101
	

	Early Childhood Education & Family Studies (Certificate of Completion)
	MTH-050 or MTH-065
	WR-101 or WR-121
	ED-258
	

	Electrician Apprenticeship Technologies (Certificate of Completion)
	Computation elective
	Communication elective
	Human Relations elective
	

	Electronic Publishing
(Certificate of Completion)
	MTH-050
	WR-121
	BA-285


	 

	Electronic Systems

Technology (Certificate of Completion)
	MTH-065

MTH-095

MTH-111
	WR-101
	Human Relations elective
	

	Emergency Medical Technology

(Certificate of Completion)
(Statewide degree)
	MTH-065
	WR-121
	SOC-205
	

	Employment Training Skills 

(Certificate of Completion)
	MTH-050
	WR-101
	Human Relations elective
	 

	Energy & Resource Management
(Certificate of Completion)
	MTH-065
	WR-121
	PSY-101 or

Human Relations elective
	

	Fire Science (Wildland)

(Certificate of Completion)
	MTH-050 or MTH-065
	WR-101 or WR-121
	Human Relations elective (PSY-101 recommended)
	

	Geographic Information Systems (GIS) Technician  

(Certificate of Completion)
	MTH-080
	WR-101 or WR-121
	Human Relations elective
	

	Gerontology (Certificate of Completion)
	MTH-050 or MTH-065
	WR-101 or WR-121
	PSY-101 or BA-285
	 

	Horticulture (Certificate of Completion)
	MTH-050 or MTH-065
	WR-101 or WR-121
	SP-100
	 

	Human Resource Management
(Certificate of Completion)
	MTH-050
	WR-101
	BA-285

 
	 

	Human Services

(Certificate of Completion)
	MTH-050 or MTH-065
	WR-101 or WR-121
	PSY-215

PSY-221

SOC-230
	

	Juvenile Corrections

(Certificate of Completion)
(Statewide degree)
	MTH-050 or MTH-065
	WR-121

WR-122
	PSY-200

PSY-205

PSY-215

PSY-219

SOC-205
	

	Manufacturing Technology

(Certificate of  Completion)
	MTH-050
	WR-101
	Human Relations elective
	 

	Marketing   (Certificate of Completion)
	BA-104  
	WR-121
	BA-285
	 

	Medical Assistant 
(Certificate of Completion)
	MTH-054  
	WR-101 or WR-121
	SP-100 or SP-218

PSY-101

PSY-215
	 

	Microelectronics Systems Technology   (Certificate of Completion)
	MTH-050

MTH-080

MTH-085
	WR-101
	SP-100
	 

	Music Technology
(Certificate of Completion)
	MTH-065 or higher level of math
	WR-101 or WR-121
	SP-100 or 
SP-140 or 

SP-126 or 

SP-218
	 

	Network & Microcomputer Specialist  (Certificate of Completion)
	MTH-092
	WR-101 or WR-121
	Human Relations elective (PSY-101 or  BA-285 recommended)
	 

	Occupational Skills Training

(Certificate of Completion)
	MTH-050
	WR-101
	Human Relations elective
	 

	Paraeducator (Certificate of Completion)
(Statewide degree)
	MTH-065
	WR-121
	ED-258
	 

	Retail Management

(Certificate of Completion)
(Statewide degree)
	BA-104 
	WR-101 or WR-121
	BA-285
	

	Water & Environmental Technology

(Certificate of Completion)
	MTH-082A

MTH-082B
	WR-101 or WR-121
	Human Relations elective (PSY-101 recommended)
	 

	Web Design Specialist

(Certificate of Completion)
	MTH-065
	WR-121
	Human Relations elective (PSY-101 or  BA-285 recommended)
	

	Welding Technology
(Certificate of Completion)
	MTH-050
	WR-101
	Human Relations elective
	 

	Workforce Improvement for Immigrant Nurses (WIIN)
	MTH-054
	WR-121
	PSY-101 or              PSY-215
	


	AWARD 
	COMPUTATION
	COMMUNICATION
	HUMAN RELATIONS
	PHYSICAL ED/HEALTH

	The following Certificates of Completion are less than 44 credits. They do not require Related Instruction courses as part of their program approval

	Basic Manufacturing Technician

(Certificate of Completion)

(Statewide degree)
	
	
	
	

	Child Development Associate

(Career Pathway Certificate of Completion)
PENDING
	
	
	
	

	Child & Family Studies
(Career Pathway Certificate of Completion)
PENDING
	
	
	
	

	Collision Repair Refinishing Technology 

(Career Pathway Certificate of Completion)
PENDING
	
	
	
	

	Entry Level Welding Technician

(Career Pathway Certificate of Completion)
PENDING
	
	
	
	

	Family Development

(Career Pathway Certificate of Completion)
PENDING
	
	
	
	

	High Purity Water 

(Certificate of Completion)
	
	
	
	

	Irrigation Technician

(Career Pathway Certificate of Completion)
PENDING
	
	
	
	

	Landscape Practices  

(Certificate of Completion)
	
	
	
	

	Limited Electrician Apprenticeship Technology (Certificate of Completion)
	
	
	
	

	Manual Apprenticeship Trades (Certificate of Completion)
	
	
	
	

	Plant Health Care

(Career Pathway Certificate of Completion)
PENDING
	
	
	
	

	Professional Truck Driver

(Certificate of Completion)

(Statewide degree)
	
	
	
	

	Project Management   
(Certificate of Completion)
	
	
	
	

	Project Management/Leadership & Communication

(Career Pathway Certificate of Completion)
	
	
	
	

	Project Management/Tools & Techniques

(Career Pathway Certificate of Completion)
	
	
	
	

	Retail Management   

(Certificate of Completion)

(Statewide degree)
	
	
	
	

	Supervisory Training

(Certificate of Completion)
	
	
	
	

	Utility Workforce Readiness  

(Career Pathway Certificate of Completion)
	
	
	
	

	Wilderness Survival & Leadership

(Career Pathway Certificate of Completion)
PENDING
	
	
	
	



CATALOG PRODUCTION TIME LINE: 
· MAY  - Catalog appears on campus.  Programs and courses will be approved with the state as appear in this document.  Entries in the printed catalog is what we live with until the next printed catalog.  Any course or course change and/or program change occurring after the editing/publishing of the catalog will be approved with the state and marked for inclusion into the next catalog production book.
· NOVEMBER – Catalog copy is sent out to the division offices for distribution to department chairs.  This begins the editing process for the new catalog production.  Also sent out at this time are the editing timelines, any specific areas to work on in the catalog, etc.

· NOVEMBER THRU JANUARY – Timeline for catalog editing process and also Curriculum Committee meetings, where changes and/or new programs/courses are brought for inclusion in the catalog.

· JANUARY -  Catalog editing documents will be turned in towards the end of January.  The specific date.  Last date for department proofing.    Also, January is the last Curriculum Committee meeting to attend for new courses and course changes (e.g. number of credits) to be approved by Curriculum Committee for inclusion in the new catalog.  Any course or course change and/or program approved after the editing process will not be included in the 06-07 catalog.

· MARCH - Final catalog proof for departments/divisions.  Edit for information confirmations only: no additions that have not gone to Curriculum Committee, no major changes.  Departments and division offices will both have time to look over the final edit to check that editing changes have been made.  After these edit dates, the Curriculum Specialist and Evaluators go through the edit to check any changes for compliancy and clarification purposes.
COURSE APPROVAL PROCESS
	-- Lower Division Collegiate (LDC) Courses --

	
PROCEDURE
	
WHO
	
DOCUMENT
	
ARCHIVED

	Lower Division Collegiate (LDC) Course Definition1:    Courses which are areas of instruction, including a representative range of academic and professional fields, which parallel the offerings of the first two years of the four-year institutions; carry regular college transfer credit; and based on current articulation agreements between the Department (CCWD) and the State Board of Higher Education, are generally accepted for transfer credit by higher education institutions.  Also these courses will be listed on CCC’s catalog transfer pages.

	

	Course information is generated.
	Department Chair or designee
	Reference:  Department of Community College and Workforce Development (CCWD) Community College Handbook1, October 2001.
	

	A course number and title are determined.  (The Catalog of LDC Courses is checked as an option for already approved course numbers.)
	Department Chair or designee in consultation with appropriate Division Office and with input from the Curriculum Specialist
	Reference:  Oregon Community Colleges - Catalog of Lower Division Collegiate (LDC) Courses2, Sept 2001
	

	The new course is approved by the department.
	Originating department
	
	

	A course outline is completed and sent electronically and in hard copy to the appropriate Division Office.
	Department Chair or designee
	Reference: CCC “Course Outline”3
	Department Office

Division Office

	All new or changed courses are brought to a Curriculum Committee meeting on the appropriate committee forms.  Courses are reviewed for requirement compliancy and so approved by the Curriculum Committee.

Note:  Definition of changes to a course = re-naming, re-numbering, adjusting credits, or changes to a prerequisite for courses used in programs belonging to other divisions.
	Department Chair or designee
	Reference:  Curriculum Committee’s “New Course”4  form

Curriculum Committee’s “Change Course”5  form

CCC “Course Outline”3

	Curriculum Office

	Datatel Course Grandmaster is filled out, signed, and sent to the appropriate Division Office and a copy is also sent to the Curriculum Specialist.
	Department Chair or designee
	Reference:  Datatel “Course Grandmaster”6 form
	Division Office

Curriculum Office

	LDC Course State approval:

If a similar course is listed in the Catalog of LDC Courses, a letter can be written by the Dean, notifying CCWD of the intent to offer an already approved course from the LDC Catalog.  The signed letter is sent to the Curriculum Specialist and that letter is submitted by the Curriculum Specialist to CCWD.

Note:  Colleges should be aware, this “letter” process is certifying to the state that you will prepare your students to meet substantially the same outcomes as already approved for the other colleges offering this listed course.

Note:  Credit noted in the LDC catalog is generally for the maximum credit approved for the course.  Fewer credits may be offered without further state approval.  If your request is to offer more credits than already approved or the course varies significantly from what is printed in the LDC catalogue, a separate approval from the College will need to be submitted for the course.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

· If a similar course is not listed in Catalog of LDC Courses, an "Application for Approval of New or Revised Lower Division Collegiate Courses”7  form is completed.  

· The completed and signed form is then sent to the Curriculum Specialist.  The signed "Application for Approval of New or Revised Lower Division Collegiate Courses”7 is submitted to CCWD by the Curriculum Specialist.

· If the LDC course is also part of an AAS program/certificate, the course will also be entered by the Curriculum Specialist into the State’s online database, Webforms, for approval to that program.
	VP of Instructional Services
Curriculum Specialist

- - - - - - - - - - - - - - - - - - - - - - -

Division Office/Dean Assistant
Curriculum Specialist

Curriculum Specialist


	Letter to CCWD

Reference:  Department of Community College and Workforce Development (CCWD) Community College Handbook11, October 2001. page 30

- - - - - - - - - - - - - - - - - - - - - -

“Application for Approval of New or Revised Lower Division Collegiate Courses”7  form

Reference: Dept of Community Colleges and Workforce Development(s (CCWD(s) Community College Handbook,1 Oct 2001, pages 29-31

Webforms
	Curriculum Office

- - - - - - - - - - - -

Curriculum Office

	Notification of approval of the “Application for Approval of New or Revised Lower Division Collegiate Courses(7 form is sent to the Curriculum Specialist from CCWD.   If  the notification is a signed approval by CCWD, a copy of the approved course is forwarded to the appropriate division office.
	Curriculum Specialist


	“Application for Approval of New or Revised Lower Division Collegiate Courses”7  form,
	Curriculum Office

	After the course has been approved, consult with appropriate departments regarding ordering materials (e.g., Bookstore, Library, etc.) and for inclusion into the 
	Department Chair or designee
	
	


	 --  Developmental Education Courses  --

	
PROCEDURE
	
WHO
	
DOCUMENT
	
WHERE


ARCHIVED

	Developmental Education Course Definition8:  General self-improvement courses intended primarily for adults and independent of occupational or lower division curricula.  These courses are not intended for programs that may lead toward a baccalaureate degree.  These courses may be used as prerequisite and elective courses in vocational and certificate programs.

	

	Course information is generated.
	Department Chair or designee
	
	

	A course number and title are determined.
	Department Chair or designee in consultation with appropriate Division Office with input from Curriculum Specialist
	Reference:  Oregon Community College - Catalogue of Other Reimbursable Courses,9 Jan 2000
	

	The new course is approved by the department.
	Originating department
	
	

	A course outline is completed and sent electronically and in hard copy to the appropriate Division Office.


	Department Chair or designee
	Reference:  CCC “Course Outline”3  form
	Department Office

Division Office

	All new or changed courses are brought to a Curriculum Committee meeting on the appropriate committee forms.  Courses are reviewed for requirement compliancy and so approved by the Curriculum Committee.

Note:  Definition of changes to a course = re-naming, re-numbering, adjusting credits, or changes to a prerequisite for courses used in programs belonging to other divisions.
	Department Chair or designee
	Reference:  Curriculum Committee’s “New Course”4 form

Curriculum Committee’s “Change Course”5  form


	Curriculum Office

	Datatel Course Grandmaster is filled out, signed, and sent to the appropriate Division Office and a copy is also sent to the Curriculum Specialist.
	Department chair or designee
	Reference:  Datatel “Course Grandmaster”6 form
	Division Office

	Complete an “APPLICATION FOR APPROVAL OTHER REIMBURSABLE COURSES (Self Improvement and Development Education)(10 form.

The signed course approval form is sent to the Curriculum Specialist.
	Division Office or department

Dean Assistant
	“APPLICATION FOR APPROVAL OTHER REIMBURSABLE COURSES (Self Improvement and Development Education)”10
Reference: Dept of Community Colleges and Workforce Development(s (CCWD(s) Community College Handbook,8 Oct 2001, pages 34-36
	Curriculum Office

	The “Application for Approval Other Reimbursable Courses (Self Improvement and Development Education(10 is submitted to CCWD2 by the Curriculum Specialist.
	Curriculum Specialist
	“APPLICATION FOR APPROVAL OTHER REIMBURSABLE COURSES (Self Improvement and Development Education)”10
	

	An approved signed copy from CCWD of the "APPLICATION FOR APPROVAL OTHER REIMBURSABLE COURSES (Self Improvement and Developmental Education(10 form sent to the Curriculum Specialist.

A duplicate signed copy of the approved course is forwarded to the appropriate division office.
	Curriculum Specialist

Curriculum Specialist
	“APPLICATION FOR APPROVAL OTHER REIMBURSABLE COURSES (Self Improvement and Development Education)”10
	Curriculum Office

	After the course has been approved, consult with appropriate departments regarding ordering materials (e.g., Bookstore, Library, etc.).
	Department Chair or designee
	
	


	--  Career Technical Courses  --

	
PROCEDURE
	
WHO
	
DOCUMENT
	
WHERE


ARCHIVED

	Stand Alone Occupational Preparatory Course Definition:1  Designed for students seeking to build knowledge & skills for employment in an area not included in one or more of a college’s AAS degree or Certificate of Completion program degree. 
Occupational Preparatory Course Definition:  Courses are components of a curriculum of the college; provides education and training directed to the development of abilities, skills, understanding and attitudes needed to enter an occupation; are designed for occupational employment.

Occupational Supplemental Course Definition: Designed to upgrade skills of currently employed workers.

	

	Course information is generated.
	Department Chair or designee
	
	

	A course number and title are determined.
	Department Chair or designee in consultation with appropriate Division Office with input from Curriculum Specialist
	References: Oregon Community Colleges - Catalog of Lower Division Collegiate (LDC) Courses,2 pages 154-155, Sept 2001
	

	The new course is approved by the department.
	Originating department
	
	

	A course outline is completed and sent electronically and in hard copy to the appropriate Division Office.
	Department Chair or designee
	Reference:  CCC “Course Outline”3 form
	Department Office

Division Office

	All new or changed courses are brought to a Curriculum Committee meeting on the appropriate committee forms.  Courses are reviewed for requirement compliancy and so approved by the Curriculum Committee.

Note:  Definition of changes to a course = re-naming, re-numbering, adjusting credits, or changes to a prerequisite for courses used in programs belonging to other divisions.
	Department Chair or designee
	Reference:  Curriculum Committee’s "New Course”4 form

Curriculum Committee’s “Course Change”5 form
	

	Datatel Course Grandmaster is filled out, signed, and sent to the appropriate Division Office and a copy is also sent to the Curriculum Specialist.

	Department chair or designee
	Reference: Datatel “Course Grandmaster”6
	Curriculum Office

	If the course is an addition to, a change to an existing approved program or is being deleted from an existing approved program, a Community College “Program Amendment”12 form is where the course is submitted for approval by the State.  A signed hard copy of that form is sent to the Curriculum Specialist.  

Note:  The “Program Amendment”12 form is submitted annually to the State for approval to the State.   What is compiled in the CCC Catalog for course and program is what will appear on the “Program Amendment”12  form for approval for the corresponding year.  
The completed and signed Community College “Program Amendment”12 form is then sent to the Curriculum Specialist.

The Community College “Program Amendment”12 form is submitted to CCWD2 online into the Webforms database by the Curriculum Specialist.
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

If the new or changed course is not in a program as either a core class or as a possible elective, the course “stands alone” and a (Community College Stand-Alone Occupational Preparatory Course Application(13 form is completed.
The signed "Community College Stand-Alone Professional Technical Course Application(13 form is then sent to the Curriculum Specialist.

The "Community College Stand-Alone Occupational Preparatory Course Application(13 form is submitted to CCWD  by the Curriculum Specialist.
	Division Office/Dean Assistant
Curriculum Specialist
- - - - - - - - - - - - - - - - - - - - - - - - - -

Division Office

Division Secretary

Curriculum Specialist
	Community College “Program Amendment”12 form

Reference: Dept of Community Colleges and Workforce Development(s (CCWD(s) Community College Handbook,1 Oct 2001, pages 27-28

- - - - - - - - - - - - - - - - - - - 

“Community College Stand Alone Occupational Preparatory Course Application”13 form

Reference: Dept of Community Colleges and Workforce Development(s (CCWD(s) Community College Handbook,1 Oct 2001, pages 31-32
	Curriculum Office

- - - - - - - - - - - -

Curriculum Office

	Once approved by CCWD, a copy of the signed approved Community College “Program Amendment”12  form or the “Stand-Alone Professional Technical Course Application(13  form is sent to the Division Office.
	Curriculum Specialist
	Community College “Program Amendment”13 form

or
“Stand-Alone Professional Technical Course Application”13 form
	Curriculum Office

	After the course has been approved, consult with appropriate departments regarding ordering materials (e.g., Bookstore, Library, etc.).
	Department Chair or designee
	
	


ENDNOTES
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 The Community College Handbook, (October 2001), Department of Community Colleges and Workforce Development (CCWD).  Is available at: http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx
2 The Oregon Community Colleges – Catalog of Lower Division Collegiate (LDC) Courses, (September 2001).  Is available on either website: http://www.oregon.gov/CCWD/pdf/LDCCatalog01.pdf
3 Course Outline form is available on either website:  http://www2.clackamas.edu/committees/cc/index.aspx?content=additional  or http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=CCC%20Curriculum%20Committee%20Resource%20Forms
4 “New Course” form is available on either website:  http://www2.clackamas.edu/committees/cc/index.aspx?content=additional  or http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=CCC%20Curriculum%20Committee%20Resource%20Forms
5 “Change Course” form is available on either website:  http://www2.clackamas.edu/committees/cc/index.aspx?content=additional  or http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=CCC%20Curriculum%20Committee%20Resource%20Forms
6 Datatel “Course Grandmaster” form is available in your division office.
7 Application for Approval of New or Revised Lower Division Collegiate Courses” form is available on either website:  http://www2.clackamas.edu/committees/cc/index.asp?subfolder=Resources&action=documents&additional=yes or http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx   or in the Community College Handbook on page 156.

8  The Community College Handbook, (October 2001), Department of Community Colleges and Workforce Development (CCWD).  Is available at: http://www.oregon.gov/CCWD/
9 The Oregon Community College—Catalogue of Other Reimbursable Courses (Jan 2000) is available at http://www.oregon.gov/CCWD/
10 The “Application for Approval of Other Reimbursable Courses (Self Improvement and Developmental Education)” form is available at either website:  http://depts.clackamas.edu/curric-reporting/index.asp or http://www.oregon.gov/CCWD/
11 The Community College Handbook, (October 2001), Department of Community Colleges and Workforce Development (CCWD).  Page 30-32.  Reference is available on either website:  http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=CCC%20Curriculum%20Resource%20Documents or http://www.oregon.gov/CCWD/
12 Community College “Program Amendment” form is available on the website:  http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=CCC%20Approvals 
13 The "Community College Stand-Alone Occupational Preparatory Class Application( form can be found on the website:  http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=State%20Course%Approval%20Forms
Curriculum Activity Checklist
This checklist is to help divisions/departments track the processing pieces of either a course or program approval.  It is a broad overview of what documents are needed at various points of an approval process.

Type of Activity

Processes to Complete


Specific Documents
( New Program> > > >
(  Program Curriculum> > > > > > > > >
(  Advisory Committee minutes


(  Internal Approvals


( Curriculum Committee> > > >
( New program form


( New course form


( Outline form

( General Education Outcomes Course Outline  


    Mapping Chart

( CCC Board of Ed Approval

(  State Approval


( Initial Notification> > > > > > >
(  NOI form


(  LMI form


( Program Application> > > > > >
(  New Program Application for

    for formal state approval

( CCC Publications/forms


(  Catalog> > > > > > > > > > > >
(  Catalog Edit





(  Grandmaster


(  Schedule> > > > > > > > > > > >
(  Schedule Edit
(  New Courses> > >  >
(  Curriculum Committee> > > > > > > 
(  New course form

( New Course form
     and/or Changed courses





      or


( Outline
     (title, credits, or hour changes)




( General Education Outcomes Course Outline Mapping Chart


(  Change course form

( Changed Course 







     form







( Outline

(  State approval> >> > > > > > > > > > 
(  Supp Occupational form









     or 



(  Quarter Calendar (LDC) form


(  CCC Publications/forms

(  Catalog> > > > > > > > > > 
(  Catalog edit


(  Grandmaster


(  Schedule> > > > > > > >  > 
(  Schedule edit


(  Term master
(  Changed Program>
(  Curriculum Committee> > > > >  > >
(  FYI item for agenda/no specific


(if change impacts other CCC programs,    form


registration and/or other like operations/


processing)


(  State approval> > > > > > > > > > > 
(  Program Amendment form


(  Catalog> > > > > > > > > > > > > > > 
(  Catalog edit


(  Grandmaster

PROGRAM APPROVAL PROCESS
	-- Associate of Arts Oregon Transfer (AAOT) --

	
PROCEDURE
	
WHO
	
DOCUMENT
	
ARCHIVED

	Course information is generated.
	Department Chair or designee
	
	

	Offerings are checked to be sure they conform to the state guidelines for meeting the general education requirements.
	Department Chair or designee
	Reference:  Dept of Community Colleges and Workforce Development(s (CCWD) Community College Handbook
, Oct 2001
	

	Changes are brought to Curriculum Committee for campus discussion and approval.
	Department Chair or designee
	
	Curriculum Office

	After obtaining internal approvals, changes in courses to the AAOT must be submitted to the Dept of CCWD8 for approval.
	With input from the department:  Chief Academic Officer or President of College
	Letter outlining changes to AAOT
	Curriculum Office


	-- Associate of Applied Science (AAS) Degree for Career Technical Programs --

	
PROCEDURE
	
WHO
	
DOCUMENT
	
ARCHIVED

	Work with the appropriate advisory committee to determine the need for a new program.
	Department
	Advisory Committee Minutes
	Division Office

	Develop curriculum for the new program with input and approval from the appropriate advisory committee.
	Department Chair or designee
	Catalog curriculum (to be included in document submitted to State for approval)
	Department Office

	Notify your Dean and the Curriculum Specialist via email of intent to develop new program.  

Curriculum Office can provide the Department Chair with the beginning program approval documents: the “Program Approval Process(2 document, NOI3 and LMI4 forms.
The program CIP code (Classification of Instructional Programs)5 is decided with help from the Curriculum Specialist.
	Department Chair

Curriculum Specialist

Curriculum Specialist
	(Program Approval Process(

Reference:  “Notice of Intent to Apply For New Program/Location” 
(NOI form)
Reference:  “Labor Market Supply and Demand Factors for Community College Program Evaluation”
 (LMI Worksheet)
Reference:  “Classification of Instructional Programs:  2000 Edition.”5

	Curriculum Office 

	While continuing to work on the State’s NOI3 and LMI4 forms,  the proposed new program is submitted to the following, in order, for internal CCC approval:

1. Curriculum Committee
2. College Council
3. President(s Council
4.  CCC Board of Education
	1.  Department Chair or designee

2.  Department Chair or designee

3.  Dean or designee

4.  Dean or designee (President’s Assistant provides form to Dean for presentation to Board)
	1. Program curriculum, New Program form, New Course form, outlines and General Education Outline Outcomes Mapping Charts for all new courses6
2.  Program curriculum

3.  Program curriculum

4.  CCC Board of Education—Topic Summary7 form
	1.  Curriculum Office & Curriculum Committee minutes

2.  College Council minutes

3.  President’s Council minutes 

4.  CCC Board of Ed minutes

	Complete the “NOI” 3 and “LMI”4 forms and submitted electronically to the Curriculum Specialist.

Curriculum Specialist obtains Chief Academic Officer signature on NOI form.
	Department Chair or designee

Curriculum Specialist
	Reference:  “Notice of Intent to Apply For New Program/ Location” 3(NOI form).   Reference:  “Labor Market Supply and Demand Factors for Community College Program Evaluation” 4 (LMI Worksheet)
	Curriculum Office

	Completed “NOI”3 and “LMI(4 are entered electronically into the State’s webforms database and signed copies are sent to the Dept of CCWD
 by the Curriculum Specialist.
If submitted before the first Friday of the month, the NOI3 and LMI4 submitted will be included in the Oregon Community College monthly notification of proposed new programs and/or locations. This notification is sent via email or fax to applicable post-secondary institutions and entities by the second Friday of each month.

The “Oregon Community College Notice of Intent”3 initiates a fifteen-day period within which claims may be made concerning adverse intersegmental impact and detrimental duplication.

Note: For adverse impact or detrimental duplication concerns between community colleges, contact only the proposing community college and notify the Office of Educational Improvement and Innovation.
	Curriculum Specialist

Department of CCWD8
Institution filing needs to contact the community college proposing the program (the college contact person information on the accompanying Notice of Intent), the Office of Degree Authorization (Alan Contreras), and the Office of Educational Improvement and Innovation (Brent Jacobsen.)
	Reference:  “Notice of Intent to Apply For New Program/ Location” 3(NOI form).   Reference:  “Labor Market Supply and Demand Factors for Community College Program Evaluation” 4 (LMI Worksheet)

Before submitting forms,  college administrators are strongly encouraged to carefully review the “Procedures to Resolve Claims of Detrimental Duplication and Adverse Impact Between Community Colleges”9
	Curriculum Office

	Any labor market data can be researched with input from the local Employment Department Labor Market Economist.  


	Department Chair or designee with assistance from the Career Center or the Curriculum Specialist.
	Reference: “Oregon Labor Market Information System” (OLMIS)10
	

	Upon receipt of the “NOI”3  and “LMI”4, CCWD8 will contact the Curriculum Specialist (POC) for any questions or for with approval to move forward to next steps in the approval process.  

“The Application for a New Program Professional Technical Education (PTE)”12  form begins the final step in program approval process with the state.  
	Department Chair or designee 
Curriculum Specialist
	Reference:  “Application for a New Program, Professional Technical 
Education (PTE)”12  document form
	Curriculum Office

	The “Application for a New Program, Professional Technical Education (PTE)”12 application is completed.
	Department Chair or designee
	Reference:  Instructions to help fill out the official program approval form are the following found at CCWD website:

“Planning Guide and Application Worksheet Attachments, PART 3”11 and

“Instructions and Applications for a New Program.”12
	

	Offerings are checked to be sure they conform to state and CCC standards.
	Department Chair or designee in consultation with the Curriculum Specialist, the assigned Education Program Specialist and with final approval by the appropriate Dean
	Reference: Dept of  CCWD(s Community College Handbook, Oct 20011
	

	After receiving all internal approvals and completing the “Application for a New Program, Professional Technical Education (PTE)” 12 application document, the electronic application is submitted to the Curriculum Specialist.
	Department Chair or designee 


	“Application for a New Program, Professional Technical Education (PTE)”12

	Curriculum Office

	The Curriculum Specialist takes the application to the Chief Academic Officer for signature.  The Curriculum Specialist then submits to CCWD signed hard copies, enters the forms electronically into the State’s webform’s database and also emails to the State the status these processes have been completed.
	Curriculum Specialist
	
	

	The “Application for a New Program, Professional Technical Education (PTE)”12 is reviewed by an assigned Education Program Specialist (EII).  The Specialist works with the college to resolve any remaining concerns.
	Department of CCWD6
	
	

	Once concerns have all been satisfied, the Education Program Specialist (EII) prepares the “Proposed Community College Program State Boards Standard—Staff Analysis Abstract”13 for the State Board of Education meeting.
	Department of CCWD6
	Reference:  “Proposed Community College Program State Boards Standard—Staff Analysis Abstract”13
	

	The College will receive a notification letter of the Oregon State Board of Education(s action.
	College President
College Contact Person
Curriculum Specialist
	Oregon State Board of Education notification approval letter
	Curriculum Office

	Copies of the notification letter are sent to the originating Department/Division Offices, Registrar, Evaluators, Veteran Specialist, Financial Aid Director, Reporting Manager, and Workforce Development Office.

A copy of the program curriculum is sent to the Evaluators, the Veteran Specialist, and the Workforce Development Office.
	Curriculum Specialist
Curriculum Specialist
	
	

	A Datatel program code is assigned to the new program.
	Curriculum Specialist
	
	

	A Datatel “Course Grandmaster”14 form is completed for any new courses in the new program.  The form is signed and sent to the Division Office and to the Curriculum Specialist.
	Department Chair or designee with final approval by the appropriate Dean
	Reference:  Datatel “Course Grandmaster”14 form
	Division Office

	“Course outlines”15 are completed for any new courses in the new program and sent electronically and in hard copy to the appropriate Division Office.
	Instructor, department chair, or designee
	Reference:  “Course outline”15 form

	Department Office

	After the new program has been approved, consult with appropriate departments regarding ordering materials for any new courses (e.g., Bookstore, Library, etc.).
	Instructor or Department Chair
	
	

	Once the program has obtained its internal approvals, it can appear in the next printed College Catalog and/or printed Schedule of Classes with the additional words added:  “PENDING APPROVAL.”

Once approved, the approved program can appear in the College’s printed documents without the words “Pending Approval” attached.
	Department/Division

Curriculum Specialist
	
	


	-- Certificate of Completion Programs --


· All Certificate of Completion programs are approved by the State and appear on a Clackamas Community College transcript.  
· All Certificate of Completions must obtain all CCC internal approvals before going to the State for final approval.

· Certificates of Completion credits range between 12 and 108 credits.

· Certificates of Completion can be 2 year certificates, 1 year certificates, independent less-than-one-year certificates or career pathway certificates of completion.

	
PROCEDURE
	
WHO
	
DOCUMENT
	
ARCHIVED

	Work with the appropriate advisory committee to determine the need for a new program.
	Department
	Advisory Committee Minutes
	Division Office

	Develop curriculum for the new program with input and approval from the appropriate advisory committee.
	Department Chair or designee
	Catalog curriculum (to be included in document submitted to State for approval)
	Department Office

	Notify your Dean and the Curriculum Specialist via email of intent to develop new program.  

Curriculum Office can provide the Department Chair with the beginning program approval documents: the “Program Approval Process(2 document, NOI3 and LMI4 forms.
The program CIP code (Classification of Instructional Programs)5 is decided with help from the Curriculum Specialist.
	Department Chair

Curriculum Specialist

Curriculum Specialist
	(Program Approval Process(

Reference:  “Notice of Intent to Apply For New Program/Location” 
(NOI form)
Reference:  “Labor Market Supply and Demand Factors for Community College Program Evaluation”
 (LMI Worksheet)
Reference:  “Classification of Instructional Programs:  2000 Edition.”5
	Curriculum Office 

	While continuing to work on the State’s NOI3 and LMI4 forms,  the proposed new program is submitted to the following, in order, for internal CCC approval:

   Curriculum Committee
   College Council
   President(s Council
   CCC Board of Education
	1.  Department Chair or designee

2.  Department Chair or designee

3.  Dean or designee

4.  Dean or designee (President’s Assistant provides form to Dean for presentation to Board)
	1. Program curriculum, New Program form, New Course form, outlines and General Education Outcomes Course Outline Mapping Charts for all new courses6
2.  Program curriculum

3.  Program curriculum

4.  CCC Board of Education—Topic Summary7 form
	1.  Curriculum Office/ Curriculum Committee minutes

2.  College Council minutes

3.  President’s Council minutes 

4.  CCC Board of Ed minutes

	Complete the “NOI” 3 and “LMI”4 forms and submitted electronically to the Curriculum Specialist.

Curriculum Specialist obtains Chief Academic Officer signature on NOI form.
	Department Chair or designee

Curriculum Specialist
	Reference:  “Notice of Intent to Apply For New Program/ Location” 3(NOI form).   Reference:  “Labor Market Supply and Demand Factors for Community College Program Evaluation” 4 (LMI Worksheet)
	Curriculum Office

	Completed “NOI”3 and “LMI(4 are entered electronically into the State’s webforms database and signed copies are sent to the Dept of CCWD
 by the Curriculum Specialist.
If submitted before the first Friday of the month, the NOI3 and LMI4 submitted will be included in the Oregon Community College monthly notification of proposed new programs and/or locations. This notification is sent via email or fax to applicable post-secondary institutions and entities by the second Friday of each month.

The “Oregon Community College Notice of Intent”3 initiates a fifteen-day period within which claims may be made concerning adverse intersegmental impact and detrimental duplication.

Note: For adverse impact or detrimental duplication concerns between community colleges, contact only the proposing community college and notify the Office of Educational Improvement and Innovation. 
	Curriculum Specialist

Department of CCWD8
Institution filing needs to contact the community college proposing the program (the college contact person information on the accompanying Notice of Intent), the Office of Degree Authorization (Alan Contreras), and the Office of Educational Improvement and Innovation (Brent Jacobsen.)
	Reference:  “Notice of Intent to Apply For New Program/ Location” 3(NOI form).   Reference:  “Labor Market Supply and Demand Factors for Community College Program Evaluation” 4 (LMI Worksheet)

Before submitting forms,  college administrators are strongly encouraged to carefully review the “Procedures to Resolve Claims of Detrimental Duplication and Adverse Impact Between Community Colleges”9
	Curriculum Office

	Any labor market data can be researched with input from the local Employment Department Labor Market Economist.  


	Department Chair or designee with assistance from the Career Center or the Curriculum Specialist.
	Reference: “Oregon Labor Market Information System” (OLMIS)10
	

	Upon receipt of the “NOI”3  and “LMI”4, CCWD8 will contact the Curriculum Specialist (POC) for any questions or for with approval to move forward to next steps in the approval process.  

“The Application for a New Program Professional Technical Education (PTE)”12  form begins the final step in program approval process with the state.  
	Department Chair or designee 
Curriculum Specialist
	Reference:  “Application for a New Program, Professional Technical Education (PTE)”12  document form
	Curriculum Office

	The “Application for a New Program, Professional Technical Education (PTE)”12 application is completed.
	Department Chair or designee
	Reference:  Instructions to help fill out the official program approval form are the following found at CCWD website:

“Planning Guide and Application  

Worksheet Attachments, PART 3”11 and

“Instructions and Applications for a New Program.”12
	

	Offerings are checked to be sure they conform to state and CCC standards. 
	Department Chair or designee in consultation with the Curriculum Specialist, the assigned Education Program Specialist and with final approval by the appropriate Dean
	Reference: Dept of  CCWD(s Community College Handbook, Oct 20011
	

	After receiving all internal approvals and completing the “Application for a New Program, Professional Technical Education (PTE)” 12 application document, the electronic application is submitted to the Curriculum Specialist.
	Department Chair or designee 


	“Application for a New Program, Professional Technical Education (PTE)”12

	Curriculum Office

	The Curriculum Specialist takes the application to the Chief Academic Officer for signature.  The Curriculum Specialist then submits to CCWD the signed hard copies and enters the forms electronically into the State’s webform’s database.
	Curriculum Specialist
	
	

	The “Application for a New Program, Professional Technical Education (PTE)”12 is reviewed by an assigned Education Program Specialist (EII).  The Specialist works with the college to resolve any remaining concerns.
	Department of CCWD6
	
	

	Once concerns have all been satisfied, the Education Program Specialist (EII) prepares the “Proposed Community College Program State Boards Standard—Staff Analysis Abstract”13 for the State Board of Education meeting.
	Department of CCWD6
	Reference:  “Proposed Community College Program State Boards Standard—Staff Analysis Abstract”13
	

	The College will receive a notification letter of the Oregon State Board of Education(s action.

	College President,  College Contact Person, Curriculum Specialist
	Oregon State Board of Education notification approval letter
	Curriculum Office

	Copies of the notification letter are sent to the originating Department/Division Offices, Registrar, Evaluators, Veteran Specialist, Financial Aid Director, Reporting Manager, and Workforce Development Office.

A copy of the program curriculum is sent to the Evaluators, the Veteran Specialist, and the Workforce Development Office.
	Curriculum Specialist
Curriculum Specialist
	
	

	A Datatel program code is assigned to the new program.
	Curriculum Specialist
	
	

	A Datatel “Course Grandmaster”14 form is completed for any new courses in the new program.  The form is signed and sent to the Division Office and to the Curriculum Specialist.
	Department Chair or designee with final approval by the appropriate Dean
	Reference:  Datatel “Course Grandmaster”14 form
	Division Office

	“Course outlines”15 are completed for any new courses in the new program and sent electronically and in hard copy to the appropriate Division Office.
	Instructor, department chair, or designee
	Reference:  “Course outline”15 form

	Department Office

	After the new program has been approved, consult with appropriate departments regarding ordering materials for any new courses (e.g., Bookstore, Library, etc.).
	Instructor or Department Chair
	
	

	Once the program has obtained its internal approvals, it can appear in the next printed College Catalog and/or printed Schedule of Classes with the additional words added:  “PENDING APPROVAL.”

Once approved, the approved program can appear in the College’s printed documents without the words “Pending Approval” attached.
	Department/Division

Curriculum Specialist
	
	


	-- Independent Less-Than-One-Year Certificate of Completion Programs --


· All Certificate of Completion programs, including independent less-than-one-year and career pathway certificate of completions are approved by the State and appear on a Clackamas Community College transcript.   
· Independent less-than-one-year certificates must obtain all internal CCC approvals before going to the State for final approval.

· Independent less-than-one-year certificates of completion are certificates that DO NOT have courses wholly exist in an AAS or 1 year certificate. and which prepare students for the same occupational field.  

· A less-than-one-year independent certificate of completion is defined as one not related to any AAS degree program or other certificate of completion.  It is between 12 and 44 credits.   If the less-than-one-year certificate has 45 or more credits, it must contain related instruction courses.  It then becomes not a less-than-one-year certificate but either a 1 year or 2 year certificate and follows the process as outlined above for certificates of completion.

· If a 12-44 credit less-than-one-year certificate of completion is related to an already approved AAS degree program or another certificate of completion, it is defined as a Career Pathways Certificate of Completion.  That approval process follows in the next category in this document.

	
PROCEDURE
	
WHO
	
DOCUMENT
	
ARCHIVED

	Follows the same steps as the Certificate of Completion programs for as listed above.
	See above
	See above
	See above


	-- Career Pathway Certificate of Completion Programs --


· All Career Pathway Certificate of Completion Certificate programs are approved by the State.   
· All Career Pathway Certificate of Completion Certificate programs must obtain all internal CCC approvals before going to the State for final approval.

· All Career Pathway Certificate of Completion Certificate courses must be wholly contained in an existing approved AAS/certificate.  If the base AAS of a related certificate is suspended, any and all related certificates are also automatically suspended.

· All Career Pathways Certificate programs range between 12 and 44 credits.

· The complete title of the Career Pathway certificate follows this format:  (Name of AAS Program or certificate):  Career Pathway Certificate of Completion:  Name of certificate (occupation or job title) 
· If credits go above 44 credits, the approval process moves into a Certificate of Completion process.  That approval process precedes this section in this document.

	
PROCEDURE
	
WHO
	
DOCUMENT
	
ARCHIVED

	Identify the workforce skill set needs of employers in the local labor market for occupation through labor market and gap analysis.  
	Department Chair or designee and Career Pathway Coordinator
	Catalog curriculum (to be included in document submitted to State for approval)
	Department Office

	Career Pathway Coordinator compiles from department and advisory committee, employers and labor market information sources and competencies required for the occupation and respective Career Pathway Certificate of Completion.
	Department Chair or designee and Career Pathway Coordinator
	
	

	Internal CCC approval for career pathway certificate:
   Curriculum Committee
   College Council
   President(s Council 

   CCC Board of Education or President of College’s approval
	1.  Department Chair or designee

2.  Department Chair or designee

3.  Dean or designee


	1. Program curriculum, New Program form, New Course form and outlines for all new courses6
2.  Program curriculum

3.  Program curriculum


	1.  Curriculum Office/ Curriculum Committee minutes

2.  College Council minutes

3.  President’s Council minutes 



	The department/division works with the Curriculum Specialist and the Career Pathway Specialist to create the following documents.   The Curriculum Specialist submits signed hard copies to the State and also enters information into the State’s webforms database.

· Notice of Intent form

· Cover Letter or brief email indicating request

· Program Amendment form

· Program Pathway Roadmap
	Department Chair or designee  Curriculum Specialist

Career Pathway Specialist
	Reference:  “Notice of Intent to Apply For New Program/ Location” 3(NOI form).   
Reference:  “Program Amendment” form16
	

	The Dept of Community Colleges and Workforce Development (CCWD) reviews submitted documents. Approval process begins when the College has submitted all the required information for the certificate.  The CCWD will complete the Career Pathway Certificate approval process within 30 days of completion of the Notice of Intent process submission.
	CCWD

Curriculum Specialist
	
	

	The OCCWD will contact the community college Curriculum Specialist (POC-Point of Contact) for any questions, requests for additional information, or clarifications in a timely manner.
	CCWD

Curriculum Specialist
	
	

	The Oregon Department of Education notifies the community college of the approval of the Career Pathway Certificate of Completion by letter.
	
	
	


ENDNOTES
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The Community College Handbook, (October 2001) is available in your Division Office or at either website:  http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx
2   The “Program Approval Process” form is this document.

3   The “Notice of Intent to Apply for New Program/Location” (NOI) form is available at either website:  http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx
4   The “Labor Market Supply and Demand Factors for Community College Program Evaluation” (LMI Worksheet) form is available at either website:  http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=CCC%20Curriculum%20Resource%20Documents  or  http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx
5  National Center for Education Statistics:  “Classification of Instruction Programs:  2000 Edition.   U.S.  Department of Education.  Office of Education Research and Improvement.

6 The New Program form, New Course form, Outline form and General Education Outcomes Course Outline Mapping Chart form can all be found on the website:  http://www2.clackamas.edu/committees/cc.index.aspx?content=additional
7 The CCC Board of Education—Topic Summary form is available from the President’s Assistant

8 The Oregon Department of Community Colleges and Workforce Development.  Their website is:  http://www.oregon.gov/CCWD/
9 “Procedures to Resolve Claims of Detrimental Duplication and Adverse Impact Between Community Colleges”  approved by the State Board of Education, June 2004.  Can be found on CCWD’s website:  http://ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx
10 OLMIS – The Oregon Employment Department, Oregon Labor Market Information Systems (OLMIS).  The website can be found at:  http://www.qualityinfo.org/olmisj/OlmisZine
11 The Planning Guide and Application for a New Program” document is available at the state’s website:  http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx
12 The “Instructions and Application for a New Program” document is available at the state’s website:  http://www.ode.state.or.us/opportunities/grants/perkins/postsecondary/appsandwkshts.aspx
13 The “Proposed Community College Program State Boards Standard—Staff Analysis Abstract” document is created as a summarization of the NOI, LMI and New Program documents for the State Board of Education.

14 Datatel “Course Grandmaster” form is available in your division office.

15 Approved CCC Course Outline form can be found at:  http://www2.clackamas.edu/committees/cc/index.aspx?content=additional
16 Program Amendment form can be found at:  http://depts.clackamas.edu/curric-reporting/Curriculum/index.asp?folder=CCC%20Approvals


Curriculum Committee approval form for new programs

	CURRICULUM COMMITTEE

	NEW PROGRAM FORM

	Present your new program to the Curriculum Committee recorder by the last meeting of December, for the course to be considered for inclusion in next year's catalog.  Email the completed form to the Curriculum Committee recorder at least one week prior to the Curriculum Committee meeting.  Also, bring a signed copy to the meeting, since the signatures are required in advance of presenting your course.                                                                 

	1.  Program Presenter:
	 

	2.  Program Department           Division:
	 

	3.  Program type:
	 

	4.  Complete program title and brief description of program:
	 

	5.    Program learning outcomes.
	 

	6.    Program curriculum outline:  
	 

	7.    Program credit total:
	 

	8.    Program work experience:
	 

	9.    Program Related Instruction  (see approved list in catalog)
	Course Number                           Course Title

	Communication Course:
	 

	Computation Course:
	 

	Human Relations Course:
	 

	PE/Health Course (not required for a Certificate of Completion)
	 

	 
	Course Number                           Course Title

	10.   Program new courses:
	 

	11.   Program Impact:
	 

	12.   Program Implementation:
	 

	13.   Is the degree/certificate too similar to an existing one?
	 

	 
	 

	Instructor Signature and Date (optional)

	 
	 

	Department Chair Signature and Date

	 
	 

	Dean Signature and Date

	 
	 

	 
	 


Curriculum Committee approval form for new courses

	CURRICULUM COMMITTEE

	NEW COURSE FORM

	 
	

	Present your new course to the Curriculum Committee recorder by the last meeting of December, for the course to be included in next year's catalog.  Email the completed form to the Curriculum Committee recorder at least one week prior to the Curriculum Committee meeting.  Also, bring a signed copy to the meeting, since the signatures are required in advance of presenting your course.                                           ATTACH YOUR COURSE OUTLINE TO THE END OF THIS FORM.

	Intended Implementation Date:
	 

	1.   Course Presenter:
	 

	2.   Course Department                Division:
	 

	3.   Course prefix, number           and title of course:
	 

	4.    Reason for new course:
	 

	5. Is this course                           challengeable?
	 

	6.  Is this course repeatable for grade?  
	 

	7.  Is this course repeatable for additional credit?
	

	8.    Curriculum Impact:
	 

	9.    Internal Impact:
	 

	10.    Overlap Impact:
	 

	11.   External Impact:
	 

	12.   Does this course belong on the Related Instruction list?
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	If yes, which area:
	        Communication

	 
	        Computation

	 
	        Human Relations

	 
	 

	 
	 

	Instructor Signature and Date  (optional)

	 
	 

	Department Chair Signature and Date

	 
	 

	Dean Signature and Date

	 
	 




Curriculum Committee form for changes to courses

	CURRICULUM COMMITTEE

	CHANGE COURSE FORM

	Present your changed course to the Curriculum Committee recorder by the last meeting of December, for the course to be included in next year's catalog.  Email the completed form to the Curriculum Committee recorder at least one week prior to the Curriculum Committee meeting.  Also, bring a signed copy to the meeting, since the signatures are required in advance of presenting your course.                       ATTACH YOUR COURSE OUTLINE TO THE END OF THIS FORM.

	Intended Implementation Date:
	 

	1.     Course Presenter:
	 

	2.     Course Department             Division:
	 

	3.    Course prefix, number           and title of course:
	 

	4.   Description for course change:
	 

	5.   Reason for the course change:
	 

	6.   Is this course                          challengeable?
	 

	7.  Is this course repeatable?  
	 

	8.    Curriculum Impact:
	 

	9.    Overlap Impact:
	 

	10.   External Impact:
	 

	11.   Does this course belong on the Related Instruction list?
	
 



	If yes, which area:
	        Communication

	 
	        Computation

	 
	        Human Relations

	 
	 

	 
	 

	Instructor Signature and Date (optional)

	 
	 

	Department Chair Signature and Date

	 
	 

	Dean Signature and Date

	 
	 


SECTION III:

 CURRENT YEAR INFORMATION
Meeting schedule:
MEETING SCHEDULE
2009 – 2010
The Curriculum Committee generally meets the first Friday of each month from 

7:30 - 9:00am, in CC 127. 
 (Exceptions:  Meetings where the first Friday of the month falls during the first week of a new term, will meet the second Friday of that month.  For 2009-10 those months where meetings will not be on the first Friday of a due to the start of a new term are October, January and April)


September 25, 2009


CC 127


 
October 9, 2009



CC 127
October 23, 2009



GREGORY FORUM C



November 6, 2009



CC 127



November 20, 2009



CC 127

December 4, 2009



CC 127


 
January 15, 2010



CC 127


February 5, 2010



CC 127


March 5, 2010



CC 127 



April 9, 2010




CC 127



May 7, 2010




CC 127







June 4, 2010




CC 127 
SECTION IV:
HANDOUTS/REFERENCE
RELATED INSTRUCTION CRITERIA
According to the NW Commission on Colleges and Universities, “a core of Related Instruction is regarded as a necessary integral part of all applied or specialized associate degree programs and of all certificate programs of an academic year or more in length.”

The definitions below are provided to assist departments in development of Related Instruction courses.  In addition, departments offering related instruction courses are responsible for:

· Ensuring faculty teaching Related Instruction courses have appropriate qualifications.

· Ensuring the Related Instruction course has content pertinent to the program of study.

· Ensuring the Related Instruction course work is college level.

· Identifying and tracking the student learning outcomes of the Related Instruction course.

Communication:
Courses that satisfy the communication requirement for Related Instruction are those college level writing courses of at least 3 credits that provide students with the effective written communication skills necessary for them to be successful in a field for which their degree or certificate is appropriate.

Computation:

Courses that satisfy the computation requirement for Related Instruction are those college level courses of at least 3 credits that provide students with sufficient mathematical skills and knowledge for them to be successful in a field for which their degree or certificate is appropriate.

Human Relations:
Courses that satisfy the human relations requirement for Related Instruction are those college level courses of at least 3 credits covering interpersonal relationships and human relations skills in social and/or work contexts, as necessary to meet program needs identified by departments and advisory committees.
PE / Health:

Courses that satisfy the physical education / health requirement for Related Instruction are those courses with an HE, HPE, or PE prefix.

Last review date: March 3, 2006

INSTRUCTIONAL STANDARDS from ISP (Instructional & Standards Procedures) Manual:

SUBJECT:

Course Informationtc \l1 "Course Information
PURPOSE:

Establishes parameters for instructors to use for providing information about course content for record keeping and for communication with students.

REGULATION:
A course outline will be developed for each course by department faculty. All instructors will provide students with a syllabus that contains, as a minimum, the information listed in this standard. 

CONDITIONS:


1. Every course and workshop will have an outline developed by the department and a copy will be kept in the division office.   Workshops generally carry no credit, are not in the catalog, and do not transfer.
2. The course outline will be reviewed annually and revised as necessary. 

3. Each instructor will provide students with a syllabus for each section taught. 

4. Course syllabi will be kept on file in the department office.  (Note: See College(s Retention Schedule for a minimum length of time for syllabi retention.)

5. The course outline template and an annotated version are appended to this standard.


6. The workshop outline template is appended to this standard.

7. The minimal list of required elements to include in a course syllabus is appended to this standard.

8. Department chairs are encouraged to work closely with all new faculty and regularly review course syllabi.

Approvals:

Instructional Council:  AUGUST 10, 1994


ISP Committee: 
   NOVEMBER 02, 1999

College Council:         NOVEMBER 21, 2003 




College Council :        APRIL 3, 2006

COURSE OUTLINE
Title:
Course Number:


Credits:


Date:

Institution:
Clackamas Community College

Outline Developed by:

Type of Program:

Course Description:

Course Objectives:

(Also indicate Library and/or electronic information resources)

Student Learning Outcomes:

Length of Course:

Grading Method:

Prerequisites:

Required Text:

Major Topic Outline:
COURSE OUTLINE

Title:





Course Number:







Credits:
Date:   Date should reflect the most recent course outline update. Course outlines must be reviewed and/or updated annually. If there are no content changes, simply update this date. 
Institution: Clackamas Community College

Outline Developed by:   Should reflect both department name and individual developer(s) name(s). 
If the revision is substantive, the name(s) of the individual(s) revising the outline should be indicated.
Type of Program:   This information should be taken from the course grand master. Options are:  Lower Division Transfer, Occupational Preparatory, Occupational Supplementary, Developmental.  Contact your division secretary for appropriate program type.
Course Description:   This description should reflect the description used in the college catalog. Add additional information as needed.  
Course Objectives:   Indicate teacher-focused activity within the course.

What you, the instructor, hope to accomplish/teach/cover.

Use teacher-centered action verbs such as: present, discuss, explore, foster, teach, demonstrate, etc.

EXAMPLE:  Introduce the student to the use of Boolean operators.

                    Foster an understanding of the development of American democracy.

                    Prepare the student for effective work-place interview skills.

Also indicate library and/or electronic information resources that students will be using.

Student Learning Outcomes:   What the student should be able to do, know, demonstrate, understand, etc. as a result of successful completion of the course learning activities.

Use student-centered action verbs such as:
demonstrate, evaluate, apply, diagram, summarize, repair, use, weld, correlate, dissect, etc.  Use the phrase “Upon successful completion of this course, the student should able to…”

EXAMPLE:


Upon successful completion of this course, the student should be able to make common social 

introductions using appropriate Spanish grammar constructs and vocabulary.


Upon successful completion of this course, the student should be able to accurately perform fillet welds 


and groove welds using shielded-metal arc welding, gas metal arc welding and flux- cored arc 


welding techniques.


Upon successful completion of this course, the student should be able to write an essay of 3 or more 

paragraphs which demonstrates a topic-appropriate introduction, topic development and a 

conclusion, using correct grammar, spelling, vocabulary and paragraph structure.

Length of Course:   The number of hours of the course ( 10, 33, etc.). Define hours in terms of: 


lecture, lab, lecture/lab, other, e.g. 33 lecture hours and 33 lab hours.

Grading Method:   Indicate what grades are available (e.g., Letter Grade (A-F), or P/NP, not the 


instructor method of grading.)

Prerequisites:    Must match those in the course description found in the college catalog. You may add 


additional information as needed.

Required Text:   Update annually.

Major Topic Outline:   Briefly cover all major topics. This should help the student understand the major 


content topics to be covered in the course.
WORKSHOP OUTLINE

NAME OF WORKSHOP:





Course Number: 

Hours:      

Date(s) offered:         


INSTITUTION:  Clackamas Community College


INSTRUCTOR:   


WORKSHOP DESCRIPTION:


WORKSHOP OBJECTIVES:

STUDENT LEARNING OUTCOMES:


TEXT/HANDOUTS PROVIDED (please list or attach):

CLASS SYLLABUStc \l1 "CLASS SYLLABUS

The Purpose of the class syllabus is to clearly describe the content and operation of the class so the 

instructor and students have a mutual understanding of performance expectations and learning 

outcomes.  


Every class section will have a syllabus written and distributed to each student.  


Instructors may design their own syllabus format and add information unique to their area, but all 

syllabuses will contain the following minimum information:

6. Instructor Information

Office Hours/Office Location

Telephone extension

Email Address

6. Grading Methods & How Grades Are Determined

Attendance requirements and relation to grade

Tests scheduled and relation to grade

Assignments and relation to grade

Other student performance standards

WebAdvisor (CougarTrax)/access to grades

6. Course Information
Course title and number

Credits
Course meeting dates, times and location
Course description

Student Learning Outcomes

Course objectives (also indicate Library and/or electronic information 


resources)
Required text or readings
Major topic outline

6. Optional information

Safety precautions

Calendar updates

Academic dishonesty rules

Disabled student services (model statements for referral are available on the Counseling Department DSS website.)

CCC GENERAL EDUCATION OUTCOMES                Course Name and Number: ___________


COURSE OUTLINE MAPPING CHART


 Mark competencies addressed by this course.
· Mark “C” if this course completes the criterion/competency

· Mark“S” if a substantial portion of the criterion/competency is met in this course

· Mark “P” if the criterion/competency is partially met in this course

 As a result of completing the AAOT /ASOT, students will be able to:
	1. OUTCOME: Writing
	

	A. Write fluently and appropriately for a variety of audiences, situations, and academic disciplines.

B. Revise effectively.

C. Use technology to prepare manuscripts and pursue research.

D. Respond to and defend positions on complex ideas, issues, and texts, using sources effectively and ethically.
	

	E. 
	

	F. 
	

	G. 
	

	2. OUTCOME: Speech and Communications
	

	A. Use knowledge of various influences on the communication process to create and interpret messages.

B. Organize and deliver effective verbal and nonverbal messages.
	

	C. 
	

	3. OUTCOME: Mathematics
	

	A. Use college level mathematics to analyze and solve problems.

B. Recognize mathematics applications and apply appropriate techniques to arrive at solutions.

C. Accurately interpret and communicate results.
	

	D. 
	

	E. 
	

	4. OUTCOME: Humanities, Arts and Letters
	

	A. Analyze and form critical responses in subjects such as literature, music, the visual and performing arts.

B. Make use of the creative process to enrich their quality of life; critically analyze their values and ethics within the stream of human experience.

C. Engage more fully in local and global issues.
	

	D. 
	

	E. 
	

	5. OUTCOME: Social Sciences
	

	A. Apply analytical skills to historical and contemporary social phenomena so as to explain, evaluate, and predict human behavior.

B. Apply knowledge and experience to achieve an informed sense of self, family, community, and society.
	

	C. 
	

	6. OUTCOME: Science
	

	A. Demonstrate basic knowledge in science.

B. Apply scientific knowledge in the process of understanding and analyzing relevant issues.

C. Understand, analyze, and critically evaluate scientific data.

D. Explain how science investigates and develops explanations of physical phenomena.
	

	E. 
	

	F. 
	

	G. 
	

	7. AAOT  EMBEDDED FOUNDATIONAL CONTENT:
	

	A. Demonstrate information literacy and critical analytical activity.

B. Demonstrate an awareness of culture and community issues, values, resources and diversity.

C. Express growing awareness of physical activity as part of a healthy lifestyle.
	

	D. 
	

	E. 
	

	8. ASOT OUTCOMES: 
	

	A. Understand and apply micro- and macroeconomic theories and models to individual, group, and societal behavior and choices.

B. Recognize and apply business statistical methods and explain how they affect business decision making.

C. Prepare letters, reports and memos related to business topics using technology.


	

	D. 
	

	E. 
	


SUBJECT:

Course Approval Process
PURPOSE:

Establishes steps for approval of new courses.  (NOTE:  Refer to the
State Community College Handbook.)

CONDITIONS:
Lower Division Collegiate (LDC) Courses


PROCEDURES:

1. The department chair or designee generates new course information.

2.
The department chair or designee, in consultation with the appropriate division office and the Curriculum Office, determines the course number and title.

3.
The department chair or designee completes the course Outline and the course Grandmaster and maps the course to the General Education Outcomes Mapping Chart.  All documents are forwarded to the appropriate division office.

4.
The department chair or designee takes all new courses to Curriculum Committee for appropriate review and action.

NOTE:
Any changes in courses that result in re-naming, re-numbering, or adjusting credits, or that are a prerequisite to required or suggested courses in other programs must be taken to the Curriculum Committee for appropriate review and action.

Because workshops generally do not carry credit, are not in the catalog, and do not transfer, at this time they do not need to come to Curriculum Committee for approval.
5.
Once the course is approved by the Curriculum Committee, the 


division office completes the appropriate State form with signatures 


and forwards to the Curriculum Office.   The Curriculum Office sends 


the appropriate documents to CCWD (Office of Community College 


Workforce Development) for completion of final State approval.  

CONDITIONS:
Career Technical Courses

PROCEDURES:

1. The department chair or designee generates new course information.

2.
The department chair or designee, in consultation with the appropriate 


division office and Curriculum Office, determines the course number 


and title for a new course.

3.
The department chair or designee completes the course Outline and the course Grandmaster and maps the course to the General Education Outcomes Mapping Chart.  All documents are forwarded to the appropriate division office.

4.
The department chair or designee takes all new courses to Curriculum Committee for appropriate review and action.


Course Approval Process (cont.)



NOTE:
Changes in courses that result in re-naming, re-numbering, or adjusting credits, or that are a prerequisite to required courses in other programs must be taken to the Curriculum Committee for appropriate review and action.
5.
Once the course is approved by the Curriculum Committee, the 


division office completes the appropriate State form with signatures 


and forwards to the Curriculum Office.   The Curriculum Office sends 


the appropriate documents to CCWD (Office of Community College 


Workforce Development) for completion of final State approval.  


CONDITIONS:
Developmental Education Courses/Other 


PROCEDURES:


1.
The department chair or designee generates new course 



information.


2.
The department chair or designee, in consultation with the 



appropriate division office and Curriculum Office, determines the 



course number and title for a new course.


3.
The department chair or designee completes the course Outline 



and the course Grandmaster and maps the course to the General 



Education Outcomes Mapping Chart.  All documents are 



forwarded to their division office.


4.
The department chair or designated takes all new course to 



Curriculum Committee for appropriate review and action.


NOTE:
Changes in courses that result in re-naming, re-numbering, or adjusting credits, or that are a prerequisite to required courses in other programs must be taken to the Curriculum Committee for appropriate review and action.

5.
Once the course is approved by the Curriculum Committee, the 



division office completes the appropriate State form with 



signatures and forwards to the Curriculum Office.  The Curriculum 



Office sends the appropriate documents to CCWD (Office of 



Community College Workforce Development) for completion of 



final State approval.


APPROVALS:

Instructional Council:
January 23, 1996

College Council:
February 19, 2004

College Council:
April 17, 2009

SUBJECT:

Related Instruction  (formerly General Education in Associate of Applied Science Degrees)
PURPOSE:
Defines Related Instruction requirements for all one year Certificates of 

Completion and all non-transfer degrees such as the Associate of Applied 

Science degree and the Associate of General Studies degree.

REGULATION:
All one year certificates of Completion and all AAS (Associate of Applied 

Science) and AGS (Associate of General Studies) degrees required at least 

one course in each of computation, communication and human relations categories.  In addition all AAS and AGS degrees require at least one course in physical education/health.

CONDITIONS:

1. The Curriculum Committee will review new and revised degrees and certificates of completion to ensure that they meet all Related Instruction requirements.

2. The Curriculum committee approves courses that departments propose that meet the requirements for computation, communication, human relations and physical education/health.  The criteria are:

a. Physical Education/Health:  any course with prefix PE, HPE or HE.

b. Computation:  college level courses of at least 3 credits the provide students with sufficient mathematical skills and knowledge for them to be successful in a field for which their degree or certificate is appropriate.

c. Communication:  college level writing courses of at least 3 credits that provide students with the effective written communication skills necessary for them to be successful in a field for which their degree or certificate is appropriate.

d. Human Relations:  college level courses of at least 3 credits that cover interpersonal relationships and human relations skills in social and/or work contexts, as necessary to meet program needs identified by departments and advisory committees.

3. The catalog will list the four categories listed in #2 above and

a. Which courses can be taken to meet those requirements.

4. Departments offering related instruction courses are responsible for:

a. Ensuring faculty teaching Related Instruction courses have appropriate qualifications.

b. Ensuring the Related Instruction course has content pertinent to the program of study.

c. Ensuring the Related Instruction course work is college level.

d. Identifying and tracking the student learning outcomes of the Related Instruction course.

APPROVALS:

Instructional Council:
May 21, 1991

College Council:
April 7, 2006

Appendix A – Instructional Standards and Procedures Manual 
NON-CHALLENGEABLE COURSES

The following courses may not be challenged:

   
Course Number

Course Title

AB-150
Collision Repair Computerized Estimating-Shoplink


AB-151
Collision Repair Computerized Estimating-Pathways

AM-121/122/123
General Auto Repair I, II, III

AM-175/185/195
Advanced Mechanic Studies I, II, III

AM-240
Alternative Fuel Systems

ART-100A
Small Decorative Box & Locket Making

ART-100B
Basic Silvermaking & Decorative Inlay

ART-100C
Multiples: Jewelry Casting

ART-100D
Basic Jewelry Making

ART-106
Animation & Motion Graphics I

ART-107
Animation & Motion Graphics II

ART-108
Animation & Motion Graphics III

ART-115/116/117
Basic Design

ART-197
Gallery Design & Management

ART-221
Flash Animation

ART-253/254/255
Ceramics/Intermediate

ART-257/258/259
Metalsmithing/Jewelry

ART-262
Digital Photography

ART-277
Welding:  Metal Sculpture

ART-284/285/286
Painting/Intermediate

ART-290
Advanced Painting

ASE - All adult high school diploma courses (ASE) are non-challengeable.

ASL-211
Conversation American Sign Language

BA-238
Sales

BA-180
Business/CWE

BI-090
Preparation for Biology

BI-112 Lab
General Biology for Health Sciences (lab portion only)
BI-163
Malheur Field Trip

BI-165
Natural History/Oregon Coast

BI-165D
Natural History of Southwest Deserts

BRI-090
Bridges

CAD-009
Dynamic Blocks

CAD-009
Customizing the Autocad User Interface

CAD-009
Managing CAD Standards

CAD-009
Plotting and Sheet Sets

CAD-275
Civil 3D Fundamentals

CAD-293
SolidWorks

CDT-108a
Introduction to Solid Modeling

CDT-230
Advanced Inventor

CDT-235
MicroStation Fundamentals

   
Course Number

Course Title

CH-112 Lab
Introductory Chemistry for Health Sciences(lab portion only)
CJA-170
Careers in Criminal Justice Fields

CJA-280/281
Criminal Justice / Corrections/CWE

     (Note: Cannot be challenged but may be waived)

CLA-100
Introduction to Health Care

CLA-101
Clinical Laboratory Assistant Skills I

CLA-102
Clinical Laboratory Assistant Skills II

CLA-103
Clinical Laboratory Assistant Skills III

CLA-115
Laboratory Administrative Skills

CLA-119
Phlebotomy/Laboratory/Practicum I

CLA-120
Phlebotomy/Laboratory/Practicum II


CLA-125
Introduction to Clinical Research

CS-090
Computers for New Users [C]

CS-091
Computers for New Users II [C]
CS-094S
Databases & Web Site Design, Spanish

CS-125R
Podcasting
CW-055B
MS PowerPoint Intermediate

DA-101
Dental Radiology I/Lab

DA-102
Dental Radiology II/Lab

DA-104
Clinical Procedures I/Lab

DA-105
Clinical Procedures II/Lab

DA-106
Clinical Procedures III/Lab

DA-107
Dental Materials I/Lab

DA-108
Dental Materials II/Lab

DA-110
Clinical Practicum

DA-115
Dental Science

DA-120
Clinical Practicum

DA-125
Dental Infection Control

DA-130
Clinical Practicum

DA-135
Pharmacology/Medical Emergencies

DA-145
Dental Office Procedures

DMC-100
Introduction to Media Arts

DMC-106
Animation & Motion Graphics I

DMC-107
Animation & Motion Graphics II

DMC-108
Animation & Motion Graphics III

DMC-147
Music, Sound, and Moviemaking I

DMC-180
Digital Multimedia Communications Internship

DMC-190
DMC Portfolio Project I

DMC-191
DMC Portfolio Project II

DMC-192
DMC Portfolio Project III

DMC-230
Media and Music II: Sex, Drugs, Rock and Roll

DMC-242
Field Recording & Sound Design for Media

DMC-247
Music, Sound, and Moviemaking II

DMC-264
Digital Filmmaking

DMC-265
Advanced Digital Filmmaking

DMC-280
Digital Multimedia Communications/CWE

ECE-121
Observation & Guidance I in ECE Settings

ECE-130
Introduction to the CDA

ECE-131
Physical Activity/Movement in ECE Programs (CDA)

ECE-132
Positive Child Guidance in ECE

   
Course Number                                                     
Course Title

ECE-133
Infant-Toddler Development (CDA)

ECE-134
Health & Safety Issues in ECE (CDA)

ECE-135
Self-Esteem in Classroom (CDA)

ECE-136
Observing & Recording Children’s Behavior

ECE-137
Developing the Classroom Environment

ECE-138
Family-School Relationships (CDA)

ECE-139
Program Management in ECE (CDA)

ECE-140
Preschool Development (CDA)

ECE-141
Children Learning Outdoors (CDA)
ECE-173
Preschoolers & Loss:  Divorce & Death

ECE-178
Designing a Learning Garden

ECE-179
Starting Points: The Oregon Registry

ECE-185
Field Trips:  Fun & Fascinating

ECE-186
Nature & Gardening with Preschoolers

ECE-221
Observation & Guidance II in ECE Settings

ECE-235
Nutrition, Music & Movement in ECE

ECE-289
The Project Approach in Early Childhood Education

ED-090
Tutoring Practicum

ED-133
Instructional Media & Materials

ED-136
Computers in Education I

ED-137
Computers in Education II

ED-150
Creative Activities for Children

ED-246
School, Family & Community Relations (ECE)

ED-270
Practicum I

ED-271
Practicum II

ED-272
Practicum III

ED-280
Education/CWE

ED-280
Instructional Assistant/CWE

EL-120
Early College Seminar

EMT-101
EMT Basic Part I

EMT-102
EMT Basic Part II

EMT-105
Introduction to Emergency Medical Services

EMT-106
Emergency Communication & Patient Transportation

EMT-107
EMT Rescue

EMT-108
EMT Crisis Intervention

EMT-114
NREMT - Basic Recertification

EMT-116
Oregon EMT Intermediate Part I

EMT-117
Oregon EMT Intermediate Part II

EMT-214
NREMT-Paramedic Recertification Course

EMT-231
Paramedic 1

EMT-232
Paramedic 2

EMT-233
Paramedic 3

EMT-234
Paramedic Clinical 1

EMT-235
Paramedic Clinical 2

EMT-236
Paramedic Internship
ENG courses that are challengeable may be passed only with an “A” or “B” grade on the challenge exam.  


Any grade other than an “A” or “B” is counted as “No Pass.”

ENG-126
Vampires in Literature

ENG-170
Introduction to Literary Criticism

ENG-226
Advanced Literature of Vampires

ENG-230
Documentary & Experimental Filmmaking

   
Course Number                                                     
Course Title

Only the following ENL courses may be challenged:
ENL-117
Advanced Grammar A

ENL-118
Advanced Grammar B

ERM-103
Energy & Resource Technology:  III Generation

ERM-171
Energy Industry Workplace Health Awareness

ERM-172
Energy Industry Safety Development

ERM-173
Energy Industry Performance Development

ESH-100
Environmental Regulations

ESH-101
Hazardous Waste Management

ESH-103
Hazardous Waste Operations & Emergency Response

Only the following ESL courses may be challenged:
ESL-042
Intermediate Grammar A

ESL-043
Intermediate Grammar B

ESL-044
Upper Intermediate Grammar A

ESL-045
Advanced Grammar A

ESL-046
Advanced Grammar B

ESL-047
Upper Intermediate Grammar B

ESL-072
Multi-Level Conversational ESL

EST-180
Employment Skills Internship

FRL-100
Spanish for the Workplace

FRP-110
Basic Wildland Fire Investigation

FRP-107
Wildland Fire Career Portfolio

FRP-130
Introduction to Wildland Firefighting

FRP-131
Advanced Firefighting Training

FRP-180
Wildland Firefighting/CWE

FRP-200
Basic Incident Command System

FRP-211
Portable Pumps and Water Use

FRP-212
Wildfire Power Saws

FRP-215
Fire Operations in Urban Interface

FRP-216
Driving for the Fire Service

FRP-217
Interagency Helicopter Training

FRP-220
Initial Attack Incident Commander

FRP-230
Crew Boss (single resource)

FRP-231
Engine Boss (single resource)

FRP-232
Dozer Boss (single resource)

FRP-234
Firing Methods & Procedures

FRP-239
Division/Group Supervisor

FRP-243
Survivor I: Map, Compass, GPS

FRP-244
Survivor II: Wilderness

FRP-245
Survivor III: Weather of the NW

FRP-246
Survivor IV: Wilderness First Aid

FRP-247
Survivor V: Dangerous Animals

FRP-248
Survivor VI: Introduction to Search & Rescue

FRP-249
Leadership for Firefighters

FRP-259
Task Force/Strike Team Leader

FRP-260
Interagency Incident Management

FRP-270
Basic Air Operations

FRP-280
Advanced Wildland Firefighting/CWE

FRP-290
Intermediate Wildland Fire Behavior

   
Course Number                                                     
Course Title

G-145
Geology of the Northwest

G-148
Volcanoes and Earthquakes

GER-111
Beginning Conversational German

GER-212
Intermediate Conversational German

GRN-181
Issues in Aging

GRN-182
Aging and the Body

GRN-183
Death and Dying

GRN-184
Aging and the Individual

HD-080
Career Development Pre-Internship

HD-110
Career Planning

HD-114
Life Planning

HD-120
New Student College Success

HD-121
New Student College Success Expanded

HD-140
Career Exploration

HD-142
ADA Law: Documentation & Accommodation
HD-144
Introduction to Assertiveness

HD-145
Stress Management

HD-146
Values Clarification

HD-147
Decision Making

HD-151
Stress Management II

HD-157
Procrastination & Time Management

HD-158
Managing Change

HD-159
Surviving Loss/Rediscover Joy

HD-161
Multi-Cultural Awareness

HD-162
Meditation & Relaxation

HD-180
Career Development Internship
HD-202
Life Transitions

HD-208
Career and Life Planning

HE-142
ADA Law:  Documentation & Accommodation

HE-151
Stress Management II

HE-249
Mental Health

HE-252
First Aid/CPR

HE-261
Community CPR

HE-280
Health/CWE

HOR-147
Marketing Water Efficient Landscaping

HPD-009
Pain Management for Healthcare Professionals
HPE-295
Health & Fitness for Life

HS-101
Service Learning Experience I

HS-217
Helping Skills and Divers Populations

HS-218
Career Development Models and Assessments

HS-219
Training Clients/Peers and Employability Skills

HS-220
Labor Market Information & Technology in Career Planning

HS-221
Ethics and Consultation

HS-222
Program Management and Public Relations

HS-267
Intervention Strategies—Working with Families

HS-280
Service Learning Experience II/CWE

   
Course Number                                                     
Course Title

HUM-235
Perspectives on Terrorism

HUM-236
Sports, Entertainment & Pop Culture in Western Civilization

HUM-237
Science, Medicine and Technology in Western Civilization

HUM-238
Love, Marriage and the Family in Western Civilization

HUM-241
The American Military Conflict: The Cold War

HUM-242
The American Military Conflict: The War on Terror

J-134
Photojournalism

J-211
Mass Media and Society

J-215
Publications Lab

J-216
Reporting

J-218
Editing and Design

J-220
Introduction to Broadcast Journalism

J-226
Newspaper Production

J-230
Multimedia Reporting

LIB-101
Introduction to Library Research
MA-110
Medical Terminology

MA-112
Medical Office Practice

MA-115
Phlebotomy

MA-116
Introduction to Medications

MA-117
Clinical Lab Procedures I

MA-118
Examination Room Techniques

MA-119
Medical Assistant Practicum I

MA-120
Medical Assistant Practicum II

MA-125
Fundamentals of Human Development

MA-145
Medical Coding

MFG-110
Manufacturing Special Projects

MFG-206
Computer-Aided Manufacturing III

MFG-210
CAM Special Projects

MFG-260a
AWS Welder Certification, 1 Plate

MFG-260b
AWS Welder Certification, 2 Plates or Pipe

MFG-261
Welding Special Projects

MFG-274
Mastercam Router
MFG-280
Manufacturing Technology/CWE

MTH-010
Fundamentals of Arithmetic I

MTH-020
Fundamentals of Arithmetic II

MTH-050
Technical Mathematics I

MTH-054
Math for Health Care Professionals
MTH-060
Algebra I

MTH-065
Algebra II

MTH-082
Math for Water Technology 

MTH-095
Algebra III

MTH-105
Introduction to Contemporary Math

MUP - All music performance courses (MUP) are non-challengeable.

MUS-117
Sight Singing

MUS-124
Jazz Arranging/Finale 

MUS-131/132/133
Piano for Pleasure

MUS-134/135/136
Group Voice

MUS-137/138/139
Group Guitar

MUS-147
Music, Sound & Moviemaking

MUS-148
Live Sound Engineering
   
Course Number                                                     
Course Title

MUS-214/215/216
Keyboard Skills II

MUS-230
Media and Music II: Sex, Drugs, Rock and Roll

MUS-247
Music, Sound, and Moviemaking II

NRS-110
Foundations of Health Promotion

NRS-111
Foundations of Nursing in Chronic Illness I

NRS-112
Foundations of Nursing in Acute Care I

NRS-221
Foundations of Nursing in Chronic Illness II & End of Life

NRS-224
Scope of Practice & Preceptorship for AAS Completion

NRS-230
Clinical Pharmacology I

NRS-231
Clinical Pharmacology II

NRS-232
Pathophysiological Processes I

NRS-233
Pathophysiological Processes II

NUR-090
Certified Nursing Assistant 1

NUR-096
Certified Nursing Assistant 2: Acute Care

NUR-101
Nursing I

NUR-102
Nursing II

NUR-103
Nursing III

NUR-112
Discipline of Professional Nursing I

NUR-113
Discipline of Professional Nursing II

NUR-114
Discipline of Professional Nursing III

NUR-160
Fluid & Electrolytes

NUR-201
Nursing IV

NUR-202
Nursing V

NUR-203
Nursing VI

NUR-212
Discipline of Professional Nursing IV

NUR-213
Discipline of Professional Nursing V

NUR-214
Discipline of Professional Nursing VI

NUR-217
EKG Interpretation

NUR-230
WIIN Nursing Transition I

NUR-231
WINN Nursing Transition II

NUR-288
Physical Assessment

OS-010
Study Skills/Student Athletes

PE-131
Introduction to P.E., Health, &  Recreation

PE-185
Aquatic Exercise

PE-185
Baseball Conditioning

PE-185
Basketball Conditioning

PE-185
Conditioning

PE-185
Hiking

PE-185
Plyometrics

PE-185
Soccer Conditioning

PE-185
Softball Conditioning

PE-185
Speed/Quick/Agility Training I, II

PE-185
Swim Conditioning

PE-185
Swim/Water Exercise

PE-185
Track and Field Conditioning

PE-185
Volleyball Conditioning

PE-185
Walk/Jog Fitness

PE-185
Weight Circuit/Aerobic

PE-185
Weight Training, Beginning/Intermediate/Advanced

PE-185
Weight Training Conditioning I, II, III

PE-185
Wrestling Conditioning

PE-194/294
Competitive Team Sports

PE-280
Physical Education/CWE

   
Course Number                                                     
Course Title

PE-293
Lifeguard Training

PE-293
Water Safety Instructor

PE-294
Competitive Team Sports

Only the following PIE courses may be challenged:
PIE-042
Intermediate Grammar A

PIE-043
Intermediate Grammar B

PIE-044
Upper Intermediate Grammar A

PIE-045
Upper Intermediate Grammar B

PSY-101
Human Relations
PSY-199
Special Studies

PSY-216
Introduction to Social Psychology

PSY-221
Introduction to Counseling

PSY-240
Interpersonal Awareness & Growth Techniques

PSY-299
Special Studies

RD-080
Basic Reading Skills

RD-090
Intermediate Reading Skills

RD-115
College Reading

RE-244
Market Analysis & Highest & Best Use

RE-245
Residential Site Valuation & Cost Approach

RE-246
Residential Report Writing

SDP-120
Lean Concepts & Tools for Non-Manufacturing

SDP-124
Diversity in the Workplace

SDP-125
Retail Interpersonal Communication

SDP-126
Retail Group Communication

SDP-127
Customer Service Principles

SDP-128
Organizational Planning

SDP-129
Decision Making

SDP-130
Personnel Practices

SDP-131
Mentoring

SDP-132
Leadership I

SDP-133
Leadership 2

SDP-134
Leadership 3

SDP-135
Leadership 4

SDP-220
Leading Lean for Non-Manufacturing

SP-100
Basic Speech Communication

SP-105
Listening

SP-212
Mass Media and Society
SP-221/222/223/224/225/226
Speech & Debate:  Forensics

SP-227
Nonverbal Communication

SPN-211
Intermediate Spanish Conversation I

SPN-212
Intermediate Spanish Conversation II

SPN-213
Intermediate Spanish Conversation III

SPN-221
The Latin American Short Story

SSC-235
Perspectives on Terrorism

SSC-236
Sports, Entertainment & Pop Culture in Western Civilization

SSC-237
Science, Medicine and Technology in Western Civilization

SSC-238
Love, Marriage and the Family in Western Civilization

SSC-241
The American Military Conflict:  The Cold War

SSC-242
The American Military Conflict:  The War on Terror

   
Course Number                                                     
Course Title

TA-111/112/113
Fundamentals of Technical Theatre

TA-153/253
Theatre Rehearsal/Performance

TTL-180B
Logistics Internship

UT-102
Basic Electricity Fundamentals

UT-117
Introduction to Pole Climbing

UT-175
Groundman Training

UT-180
Utility Training/CWE

UT-215
Utility Customer Service

UT-219
Utility Train the Trainer

UT-280
Focused Utility Training/CWE

WLD-104
Introduction to CNC Plasma Cutting

WQT-009
Cross Connection Backflow Assembly Tester Course

WQT-009
Cross Connection Inspectors Course

WQT-125
High Purity Water Production I

WQT-130L
Wastewater Plant Operations III Laboratory

WQT-131L
Water Treatment Laboratory

WQT-132
Collections & Distribution Laboratory

WQT-135
High Purity Water Production II

WQT-180
Water & Environmental Projects I

WQT-245
Instrumentation & Control

WQT-280
Water & Environmental Projects II

WR-080
Basic Writing

WR-090
Fundamentals of English

WR-095
Paragraph to Essay

WR-123
English Composition

WR-127
Scholarship Essay Writing

WR-140
Introduction to Writing Creatively

WR-146
Publishing Chapbooks

WR-165
Writing on the Worldwide Web

WR-222
Writing Research Papers

WR-227
Technical Report Writing

WR-241
Creative Writing: Fiction

WR-242
Creative Writing: Poetry

WR-243
Creative Writing: Playwriting

WR-244
Advanced Fiction Writing

WR-245
Advanced Poetry Writing

WR-246
Editing & Publishing 

WR-247
Advanced Playwriting

WR-262
Introduction to Screenwriting

WR-263
Advanced Screenwriting

WR-264
Screenwriting and Production

WR-265
Advanced Screenwriting and Production

WR-269
Art of Dialog

WR-279
Issues in Creating Writing: Poetry
NOTE:  

              1.    WR courses that are challengeable may be passed only with an (A( or (B( grade on 

                     the challenge exam.  Any grade other than an (A( or (B( is counted as (No Pass.(

2.    In addition to the courses listed above:

  (
any course with a 198, 199, 298, or 299 course number may not be challenged

  (
any lab/clinical portion of a nursing course may not be challenge
Appendix B – Instructional Standards and Procedures Manual
    

COURSES THAT MAY NOT BE REPEATED 
The following courses may not be repeated once completed successfully:
NONE AT THIS TIME.

	Appendix C - Instructional Standards and Procedures Manual

Department Listings of Grading Method Options                             (Letter Grades (A-F); Letter Grades and Pass/No Pass; Pass/No Pass)

	
	
	
	
	 

	Department or Program
	Prefix
	Grading Program Options
	Other Information or Exceptions
	Division

	ALLIED HEALTH 
	CLA
	Required courses for the Clinical Lab Assistant, Dental Assistant, or Medical Assistant programs are only taken for letter grades (A-F).
	Clinical Lab Assistant clinicals/externships are only taken for Pass/No Pass grades.
	Health Sciences

	 
	DA
	Required courses for the Clinical Lab Assistant, Dental Assistant, or Medical Assistant programs are only taken for letter grades (A-F).
	Dental Assistant clinicals/externships are only taken for letter grades (A-F).
	Health Sciences

	 
	EMT
	All EMT prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	EMT-230 is only taken for letter grades (A-F).
	Health Sciences

	 
	HPD
	HPD 009 workshops are offered for CEUs.
	 
	Health Sciences

	 
	MA
	Required courses for the Clinical Lab Assistant, Dental Assistant, or Medical Assistant programs are only taken for letter grades (A-F).
	Medical Assistant clinicals are only taken for Pass/No Pass grades.  WIN co-hort sections may be either letter grades (A-F) or Pass/No Pass grades.
	Health Sciences

	 
	PHC
	All PHC prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Health Sciences

	ART
	ART
	All ART prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	APPRENTICESHIP
	APR 
	All APR pefix apprenticeship courses are only taken for letter grades (A-F).
	ALL former ELA, LEA, PBA, and PTA prefix apprenticeship courses are only taken for letter grades (A-F).
	Technical Career Education   and Wilsonville/ Harmony

	 
	ESH
	All ESH prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	AUTOMOTIVE
	AB 
	All AB prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	 
	ABR
	All ABR prefix courses may be taken for either letter grades (A-F) or  Pass/No Pass grades.
	 
	Technical Career Education

	 
	AM
	All AM prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	 
	TTL
	All TTL prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	BUSINESS
	BA
	All BA prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades. 
	 
	Business, Math & Sciences

	
	BT
	All BT prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades. 

	 
	Business, Math & Sciences

	 BUSINESS (cont)
	RE
	All RE prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Business, Math & Sciences

	 
	SDP
	All SDP prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades. 
	 
	Business, Math & Sciences

	 
	BMT
	All BMT prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades. 
	 
	Business, Math & Sciences

	CAREER & EMPLOYER 
	OST
	All OST or EST prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Student Services

	 
	CWE
	All CWE prefix courses that are not seminars, may be taken for either letter grades (A-F) or Pass/No Pass grades.
	CWE seminars are not graded.
	Student Services

	 
	EST
	All EST prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Student Services

	COMMUNICATION THEATRE ARTS
	SP
	All SP prefix courses may be be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	TA
	All TA prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	COMPUTER SCIENCE
	CS
	All CS prefix courses may be taken for either letter grades (A-F) or the Pass/No Pass grade option.
	 
	Business, Math & Sciences

	 
	CW
	All CW prefix courses are only taken for Pass/No Pass grades.
	 
	Business, Math & Sciences

	 
	CWC
	All CWC prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Business, Math & Sciences

	COUNSELING
	HD
	All HD prefix course, outside of noted exception, may be taken for either letter grades (A-F) or Pass/No Pass grades.
	HD-100 College Survival are only taken for Pass/No Pass grades or Audits.     
	Student Services

	 
	HS
	All HS prefix courses are only taken for letter grades (A-F).  
	HS-130 Introduction to Hospice Care is only taken for Pass/No Pass grades.
	Student Services

	DRAFTING
	CAD
	All CAD prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	 
	CDT
	All CDT prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	 
	GIS
	All GIS prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	EDUCATION
	ECE
	All ECE prefix courses are only taken for letter grades (A-F).  
	 
	Arts, Humanities & Social Sciences

	 
	ED
	All ED prefix courses may be taken for either letter grades (A-F) or the Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 EDUCATION (cont)
	HDF
	All HDF prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	ENGINEERING SCIENCE
	EE
	All EE prefix courses may be taken either for letter grades (A-F) or Pass/No Pass grades.  
	 
	Business, Math & Sciences

	 ENGINEERING SCIENCE (cont)
	QS
	All QS prefix courses may be taken either for letter grades (A-F) or Pass/No Pass grades.
	 
	Business, Math & Sciences

	 
	WQT
	All WQT prefix courses may be taken either for letter grades (A-F) or Pass/No Pass grades.
	 
	Business, Math & Sciences

	ENGLISH
	ENG
	All ENG prefix courses may be taken for letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	WR
	All WR prefix courses above 100 may be taken for letter grades (A-F) or Pass/No Pass grades.
	WR-090  Fundamentals of English   
WR-095  Paragraph to Essay  are only taken for Pass/No Pass grades.
	Arts, Humanities & Social Sciences

	ENGLISH AS A SECOND LANGUAGE
	ENL
	All ENL prefix courses are only taken for letter grades (A-F).
	 
	Extended Learning

	
	ESL
	All ESL prefix courses are only taken for Pass/No Pass grades.
	Taking ESL courses for audit is ok.
	Extended Learning

	 
	PIE
	All PIE prefix courses are only taken for Pass/No Pass grades.
	Taking PIE courses for audit is ok.
	Extended Learning

	FIRE SCIENCE
	FRP
	All FRP prefix courses may be taken for letter grades (A-F) or Pass/No Pass grades.
	FRP-009 courses are only ceu graded.
	Technical Career Education

	FOREIGN LANGUAGE
	ASL
	All ASL prefix courses may be taken either for letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	CHN
	All CHN prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	FR 
	All FR prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	FRL
	All FRL prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	GER
	All GER prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	JPN
	All JPN prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	RUS
	All RUS prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	SPN
	All SPN prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	HEALTH/PE/ ATHLETICS
	HE
	All HE prefix courses, outside of noted exceptions, may be taken for either letter grades (A-F) or Pass/No Pass grades.
	HE-252  First Aid/CPR                          HE-261 Community CPR are only taken for letter grades (A-F).
	Student Services

	
	HPE
	All HPE prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Student Services

	 
	PE
	All PE prefix courses, outside of noted exceptions, may be taken for either letter grades (A-F) or Pass/No Pass grades.
	PE-131 Introduction to Physical Education 
PE-194 Professional Activities               PE-294 Professional Activities are only taken for letter grades (A-F).
	Student Services

	HORTICULTURE
	ELC
	All ELC-008 workshops are non-graded.   All ELC-009 workshops are for CEUs.
	Currently there are no active ELC 100 level credit courses.
	Business, Math & Sciences

	 HORTICULTURE (cont)
	HOR
	All HOR prefix courses are only taken  for letter grades (A-F).
	 
	Business, Math & Sciences

	LIBRARY
	LIB
	All LIB prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Business, Math & Sciences

	MANUFACTURING TECHNOLOGY
	EET
	All EET prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	 
	MET
	All MET prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.  
	 
	Technical Career Education

	 
	MFG
	All MFG prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.  
	 
	Technical Career Education

	 
	MM
	All MM prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	 
	SM
	All SM prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Technical Career Education

	MATHEMATICS
	MTH
	All MTH prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Business, Math & Sciences

	MUSIC
	MUP
	All MUP prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	MUS
	All MUS prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	All MIDI labs:  MUS-101L, MUS-102L; MUS-103L, MUS-111L; MUS-112L; MUS-113L; MUS-211:, MUS-212: and MUS-213: are all letter graded only.
	Arts, Humanities & Social Sciences

	NURSING
	FN
	All FN prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Health Sciences

	 
	NRS
	All required NRS prefix courses in the Nursing program are only taken for letter grades (A-F).
	All Nursing clinicals/ externships are only Pass/No Pass grades.  WIN co-hort sections are only Pass/No Pass grades.
	Health Sciences

	 
	NUR
	All elective NUR prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	Nursing Assistant clinicals/ externships are only taken for Pass/No Pass grades.  WIN co-hort sections are only taken for Pass/No Pass grades.
	Health Sciences

	PUBLIC SERVICE
	CJA
	All CJA prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Health Sciences

	 
	EM
	All EM prefix courses, outside of noted exception, are only taken for Pass/No Pass grades.  
	EM-101 Introduction to Emergency Management and                                       EM-280 Emergency Management/ CWE are only taken for letter grades (A-F).
	Health Sciences

	 
	GRN
	All GRN prefix courses may be taken for letter grades (A-F) or Pass/No Pass grades.
	 
	Health Sciences

	 
	LE
	All LE prefix courses may be taken for letter grades (A-F) or Pass/No Pass grades.
	 
	Health Sciences

	SCIENCES
	ASC
	All ASC prefix courses may be taken as either letter grades (A-F) or the Pass/No Pass grade option.
	ASC labs are not graded. 
	Business, Math & Sciences

	 SCIENCES (cont)
	BI
	All BI prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	BI labs are not graded. 
	Business, Math & Sciences

	 
	BOT
	All BOT prefix courses may be taken as either letter grades (A-F) or the Pass/No Pass grade option.
	BOT labs are not graded.
	Business, Math & Sciences

	 
	CH
	All CH prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	CH labs are not graded.
	Business, Math & Sciences

	 
	ESR
	All ESR prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	ESRS labs are not graded.
	Business, Math & Sciences

	 
	G
	All G prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	G labs are not graded.
	Business, Math & Sciences

	 
	GE 
	All GE prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	 
	Business, Math & Sciences

	 
	GS
	All GS prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	GS labs are not graded.
	Business, Math & Sciences

	 
	PH
	All PH prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	PH labs are not graded.
	Business, Math & Sciences

	 
	Z
	All Z prefix courses may be taken as either letter grades (A-F) or Pass/No Pass grades.
	Z labs are not graded.
	Business, Math & Sciences

	SKILLS  DEVELOPMENT
	ABE
	All ABE prefix courses are only taken for Pass/No Pass grades.
	 
	Extended Learning

	 
	ASE
	All ASE prefix courses are only taken for Pass/No Pass grades.
	ASE classes are for Adult High School Diploma
	Extended Learning

	 
	EL
	EL-120 Early College Odyssey is only taken for Pass/No Pass grades.
	EL-111 College Study Skills and           EL-103 Taking Effective Notes may be taken for either letter grades (A-F) or Pass/No Pass grades.
	Extended Learning

	 
	GED
	All GED prefix courses are only taken for Pass/No Pass grades.
	 
	Extended Learning

	 
	OS 
	All OS prefix courses are only taken for Pass/No Pass grades.
	 
	Extended Learning

	 
	RD
	The following courses are only taken for Pass/No Pass grades:                               RD-080  Basic Reading Skills                        RD-090  Intermediate Reading Skills
	RD-115 College Reading may be taken for either letter grades (A-F) or Pass/No Pass grades.
	Extended Learning

	 
	WR
	WR-080 Basic Writing Skills  is only taken for Pass/No Pass grades.
	WR-080 is the only WR prefix course that resides in Skills Development.
	Extended Learning

	SOCIAL SCIENCES
	ANT
	All ANT prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	DMC
	All DMC prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	All former IMS prefix courses may be taken for either letter grades (A-F) or Pass/No Pas grades.
	Arts, Humanities & Social Sciences

	 
	EC
	All EC prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	
	GEO
	All GEO prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	HST
	All HST prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 SOCIAL SCIENCES (cont)
	HUM
	All HUM prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	PHL
	All PHL prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	PS
	All PS prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	PSY
	All PSY prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	
	Arts, Humanities & Social Sciences

	 
	R
	All R prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	SOC
	All SOC prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	 
	SSC
	All SSC prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	
	Arts, Humanities & Social Sciences

	 
	WS
	All WS prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Arts, Humanities & Social Sciences

	WELDING
	WLD
	All WLD prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	WLD-260 A/B/C are not graded courses.
	Technical Career Education

	UTILITIES TRAINING ALLIANCE
	ERM
	All ERM prefix courses may be taken for either letter grades (A-F) or Pass/No Pass grades.
	 
	Wilsonville/ Harmony

	 
	PGA          PLA            PMA          PWA
	All former PGA, PLA, PMA and PWA courses are taken for letter grades              (A-F).
	PGA, PLA, PMA and PWA prefixes are changing to APR.  APR prefix is listed under Apprenticeship program.
	Wilsonville/ Harmony

	 
	UT
	All UT 008 workshops are non-graded. All UT 009 workshops are for CEUs.  
	All other UT courses are taken for either letter grades (A-F) or Pass/No Pass grades.
	Wilsonville/ Harmony

	 
	UWI
	All UWI 008 workshops are non-graded.   All UWI 009 workshops are for CEUs.  
	 
	Wilsonville/ Harmony

	BUILDING CONSTRUCTION
	BC
	All former BC prefix courses may be taken for either letter grades (A-F) or the Pass/No Pass grades
	Building Construction program is now suspended and BC courses are being phased out.
	Technical Career Education


Appendix D – Instructional Standards and Procedures Manual
    

COMPUTER LITERACY COURSES 

This appendix no longer needs to identify courses that satisfy computer literacy in our AAS degrees or certificates.  This appendix is no longer active.

Appendix E – Instructional Standards and Procedures Manual 
ADVANCED PLACEMENT CREDIT FOR OREGON’S COMMUNITY COLLEGES AND UNIVERSITIES
	
	AP Exam Taken
	Exam Score
	Credit Awarded
	CCC Courses

	English
	English Language & Composition
	3+
	3/4
	WR-121

	
	English Literature & Composition
	3+
	3/4
	WR-121

If a student passes both tests, he/she will receive credit for WR-121 and ENG-104

	
	Environmental Science
	3+
	4
	Lower division Science credits, (no lab) unassigned

	Foreign Language
	French Language
	3+
	12
	FR-101, FR-102,

FR-103

	
	French Literature
	3+
	4
	Upper division Foreign Language Credits (200-level) unassigned

	
	German Language
	3+
	12
	GER-101, GER-102,

GER-103

	
	Latin Vergil
	3+
	12
	Upper division Foreign Language Credits (200-level) unassigned

	
	Latin Literature
	3+
	4
	Upper division Foreign Language Credits (200-level) unassigned

	
	Spanish Language
	3+
	12
	SPN-101, SPN-102,

SPN-103

	
	Spanish Literature
	3+
	4
	Upper division Foreign Language Credits (200-level) unassigned

	Social Science
	Government –  Comparative
	4+
	3/4
	PS-204

	
	Government -  U.S.
	4+
	3/4
	PS-201

	
	History – European
	3+
	6/8
	HST-102, HST-103

	
	History – U.S.
	3+
	6/8
	HST-202, HST-203

	
	Human Geography
	3+
	4
	GEO-110

	
	Macro Economics
	3+
	4
	EC-202

	
	Micro Economics
	3+
	4
	EC-201

	
	Psychology
	3+
	4
	PSY-210

	Science & Mathematics
	Biology
	4+
	12
	Lower division Science (no lab) credits unassigned

	
	Calculus AB
	3
	4+
	MTH-251

	
	
	4+
	8+
	MTH-251, MTH-252

	
	Calculus BC
	3
	8+
	MTH-251, MTH-252

	
	
	4+
	12+
	MTH-251, MTH-252, & MTH-253

	
	Chemistry
	4+
	12/15
	CH-221, CH-222, CH-223

	
	Computer Science A
	4+
	4
	CS-161

	
	Computer Science AB
	3
	4
	CS-161

	
	
	4+
	8
	CS-161, CS-162

	
	Physics B
	4+
	12/15
	PH-201, PH-202, PH-203

	
	Physics C – Electricity & Magnetism
	4+
	4
	PH-213

	
	Physics C – Mechanics
	4+
	4
	PH-211

	
	Statistics
	4+
	4
	MTH-243

	Humanities
	History – World
	3+
	6/8
	Lower division History credits unassigned

	
	Art – History
	4+
	8
	ART-204, ART-205

	
	Art – Studio
	4+
	4
	ART-115 or ART-131

	
	Music Theory
	4+
	8
	Lower Division Music credits, unassigned


Appendix F – Instructional Standards and Procedures Manual 
COLLEGE LEVEL EXAMINATION PROGRAM (CLEP)
	General Examinations
	Credit 

Approved
	Passing Score
	Notes

	
	
	
	

	Social Sciences
	Fulfills 9 credits of non-major in
	500
	Closed to students who have 

	
	Social Science or provides 9 lower
	
	earned credits the History

	
	division credits towards a collegiate
	
	requirements in the College of

	
	General Studies major.
	
	Social sciences.  U of O closed to students with more than 90

	
	
	
	hours.

	
	
	
	

	Humanities General  
	Fulfills 9 credits of non-major
	500
	Closed to students with more 

	Exam
	requirements in the College of Arts
	
	than 90 credit hours.

	
	and Letters or provides 9 lower
	
	

	
	division credits toward a collegiate
	
	

	
	General Studies major.
	
	

	
	
	
	

	Natural Science
	Fulfills 9 credits of major 
	500
	Closed to students with more 

	General Exam
	Requirements in the College of
	
	than 90 credit hours.

	
	Science.
	
	

	
	
	
	

	Subject Exams
	See the Transfer Guide
	
	


Appendix G – Instructional Standards and Procedures Manual


REGISTRATION AND TRANSCRIPT RESTRICTIONS (HOLDS)
A student will receive a registration and/or transcript restriction (hold) on his/her educational record(s) for any one of the following reasons:

1. Unmet financial obligation.

2. Unreturned college property.

3. Unmet admissions/entry requirements.

4. Unmet academic requirement (academic standing).

5. Student of concern.
[image: image1.png]












   























CURRICULUM COMMITTEE    •   COMMITTEE MEMBER HANDBOOK                                                                        Page 7 of 116
2009-2010


