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The Curriculum Guideline document saved to the K drive by a Departmental Assistant must be exactly the same (word-for-word) as the copy sent to the Education Council Curriculum Committee for review and Education Council approval.  Why?  The reasoning for this is given in Section A, Subsection II, Item 10c of the Douglas College Educational Policies for Curriculum Development and Approval.  

The Registrar…retains the original Curriculum Guidelines in the Registrar’s Office.  (Only Curriculum Guidelines on deposit in the Registrar’s Office will be referred to in the case of a student appeal, faculty evaluation, counselling, public information and institutional transfer arrangements)

Once the Education Council Curriculum Guideline Committee has approved changes and the Chair has signed off on a curriculum guideline, it is received by the Registrar’s Office.  The document is compared, line by line, to the current curriculum guideline on file to ensure that all changes made are correctly noted on the front page of the Curriculum Guideline and on the Course Control Sheet.  
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Effective Date: This is the Month and Year that the changes are to take effect.

· For Winter Semester 2006, the Effective Date would be January 2006

· For Summer Semester 2006, the Effective Date would be May 2006

· For Fall Semester 2006, the Effective Date would be September 2006 
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If the date Effective date on the curriculum guideline was September 2006, it should be the same date or semester on the Course Control Sheet.  September 2006 is also the start of Fall 2006 semester.

Revised sections – include all sections where information was changed, even if it is a minor wording change.  
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The revised sections on the first page of the curriculum guideline match the revised sections of the course control sheet.
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Dates of Previous and Current Revision
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The Date of Previous Revision is taken from the current curriculum guideline.  The Date of Current Revision would be when all changes suggested at DEC or FEC have been made.  This is the document that will be submitted to the Education Council Curriculum Committee Chair for review and recommendation.
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Why are these dates important?  They provide an audit trail of course revisions.

Information regarding Course Number (Section C on the Curriculum Guideline), Descriptive Title (Section D on the Curriculum Guideline), and Semester Credits (Section E on the Curriculum Guideline) must match the same information provided on the Course Control Sheet.

[image: image7.png]=18]x]

Type aquestion for help [5]/%

Fle Edi View lnset Fomst Took Table Window Help AdobeFDF Actobat Comments

DEERSGRY BB o o | QPFOR=@ @7 w: -3

44 Nomal+ Ties - Tines NewRoman = 10 « B 7 U | O-<-A-.
JiE.
ERERRRREEY. TR AR : o
B L\ Douglas CURRICULUM GUIDELINES

College

Effective Date.

™ A. | Division:
- B.  Depariment/ Revision New Course
Program Area
I Revision, Section(s)
Revised
D of Freviows Reviion
- D of Curtont Revision
< b E
SuE Cowe e Do T Somester Credis g
Celedr Deserpion :
Y 5
o= [y | Autoshepes- \ N OO E 4 MR &-2-A BN,

Page 1 Sect tl2 A0S ni Col1  REC RGBT O Engish(Us

s | & 5. .| @1 O] S [Fe. RYMPATEZEE 20m





[image: image8.png]Microsoft Photo E

Course Control Sheet.ipg BT
of e Ed Vew Image Efics Tods Window Heb —151x|

Dst &5(sB@ - - QLY 6y Hw o

/ N Douglas
& ccugge COURSE CONTROL SHEET

Course Abbreviation &

[To— Ceedis

IMPORTANT NOTE: Full complsion of this document in MANDATORY fos new coutscr, majot sevisions sad covese
A e o & C i mhandatosy for minot revisions. Alicr ppIoval by the Faculty) Depasemes
EAGERn Comiiee, i Coricatuin Gandcines It be (canateted 1o th nefork drve aod the igned coginal uacied
to this completed form.

A DRVELOPMENT & CONSULTATION PROCESS: In keeping with the Curriculun Development & Approval Pulicy, the course
sesigrer(s] have consrlted wath the followiag groups.

DEVELOPMENT & CONSULTATION PROCESS: DATE FORWARDED CONTACT PERSON
Luerdisciplinary Pacioets
Other Collegs Depastcars:
Lilzacy

5ystems and Computing:

Distituared Lenrning Services:
Physical Plang:

Fxterml Agencies
Other (speci)

Jucational Insfiations:

Curor (488.59) TSslecton: DIS1100 s 0n

st & MEO ® O || Clsh.| @sc .| e [[GMi. REGHBEBEDD sram





Calendar Description
Any changes to Section F of the curriculum guideline must be submitted for updates of the Online Calendar when revisions are requested.
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Course Prerequisites

Course prerequisites are described in full in Appendix 1: Curriculum Guidelines, Section H/I/J of the Douglas College Educational Policies for Curriculum Development and Approval.  For prerequisite changes, take careful note of the notification requirements and when the involvement of the Standing Committee on Admissions and Language Competency is required.
**Any prerequisite changes intended for the coming semester must be approved by the Education Council Curriculum Committee and the Education Council PRIOR to the start of student registration for that semester.** 
For these dates, refer to Dates and Deadlines in the “Quick List” drop down box on the Douglas College home page.  
Unless otherwise noted, the minimum required grade for a prerequisite is C-.  If a higher grade for a prerequisite is required, that grade must be clearly stated in Section H of the curriculum guideline.
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If there are multiple courses that could potentially be considered a prerequisite, list them.  If there is more than one alternative course that could be used as a prerequisite, it is prudent to group the “like” courses using brackets to ensure that the information is correctly entered in Banner.
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If a prerequisite could also be taken as a corequisite, note that in brackets beside the course code and number.
If a Course Prerequisite is followed by “or equivalent,” a standardized list of courses considered acceptable equivalents should be made available to the Registrar’s Office to ensure that all are included in Banner.
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Problematic Prerequisite Requests
The following examples are of prerequisites that are so broad in scope or have too many possible course combinations they CANNOT BE ACCOMODATED ON BANNER and will be the responsibility of the Department to monitor.
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‘This course enables students in the Administrative Management Program to acquire practical
experience in the functions of management by participating in the day-to-day operation of an
organization. Each student will negotiate an agreement for the project work. Project fopics may vary
from in-depth research to proposals for solutions fo management prohlems.
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In this example, the requirement of “45 Administrative Management program credits” cannot be accommodated in Banner.
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‘This course will provide studexis with an infroduction fo strategic management, which students will
practice using a computerized business simulation. Topics covered include: Company missions, external
- environment, internal analysis and company profile, objective and strategies in the long and short ferm,
strategic analysis, implementation.
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In this example, the requirement of “minimum 30 credits in Faculty of Commerce & Business Administration” cannot be accommodated on Banner.

Course Co-requisites

Course co-requisites are described in full in Appendix 1: Curriculum Guidelines, Section H/I/J of the Douglas College Educational Policies for Curriculum Development and Approval.  

To consider when entering course information in Section I: Course Corequisites:

· Is the corequisite course one that students are recommended to take in the same semester? 

· Is the corequisite course one that students are required to take in the same semester?

It is very important to make the distinction between recommended and required corequisites.  Courses listed in section I of the curriculum guideline are permanent corequisites.  This means that if a student had taken the course listed in an earlier semester or if the corequisite course was not being offered in that particular semester, a co-requisite override would be required in order for some or all students to register in the course. 

If students are required to take a corequisite in the same semester it is listed in Section I: Course Corequisites.  In this example, if a student has taken NURS 4131 in a previous semester, or if NURS 4131 is not offered in the same semester as NURS 4100, a corequisite override will be required.
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If students are recommended to take a corequisite course in the same semester, the corequisite course will not be entered in Banner.  
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Section J: Course for which this Course is a Prerequisite
Course information listed in Section J will be compared to the current curriculum guideline on file in the Registrar’s Office; however, changes to courses in Section J will not be acted upon.  For instance, MUSC 1221 is listed in Section J on the curriculum guideline for MUSC 1121.  Unless the curriculum guideline for MUSC 1221 lists MUSC 1121 in Section H, Course Prerequisites, that information will not be entered in Banner.
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Maximum Class Size

Changes made to class size on the Course Schedule report are for that semester, only.  If a permanent change is required, list that information in Section K.  If there is more than one type or mode of instruction for that course, list each separately.
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Course Status: REPLACEMENT

If a new course is replacing another course, it is important to distinguish whether the new course is:
· Replacing AND equivalent 

· Replacing, but NOT equivalent

The difference?

· If the new course (A) is both replacing AND equivalent to the current course (B), the two courses will be considered equivalents on Banner.  The course content of courses A and B are considered by the faculty/department to be similar enough that if a student took course B and subsequently takes the course A, the higher of the two grades will be used in calculating the student’s overall GPA.

[image: image23]
A separate Course Control sheet is required when an active course is withdrawn.  Entering the course name and number in the “This Course is Replacing” field will not result in that course being withdrawn.  

Type of Font and Sizes
The font style for the entire document is Times New Roman.  Except where indicated in the following examples, the font size is 10.
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Last page of the Curriculum Guideline
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CMO provides a Douglas College Publishing Standards Manual online through Local Web.  Included is the Douglas College Style Guide with the Canadian spelling of commonly misspelled words (behaviour vs. behavior; enrol vs. enroll).
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