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DESCRIPTION:

The Course Control Sheet as named in the Curriculum Development and Approval Policy is a cover form that must be attached to a new, revised or withdrawn curriculum guideline to track its progress through the formal approval process.  Various signatures are required on the form to indicate cross-college consultation has occurred, and that the new or revised course has been approved by the Dean, FEC/DEC, Education Council and the Registrar.
The Course Control Sheet helps to identify whether a revision is major or minor.  If minor revisions only, the curriculum guideline can circumvent the usual approval process and proceed directly to the Registrar from FEC/DEC.

The Course Control Sheet also specifies the effective semester for implementation, which program the course offers credit towards and whether or not a course needs to be articulated.  

STEPS:

1. The course designer, Department Chair and/or AO/DA completes the course control sheet and attaches it to the new, revised or withdrawn curriculum guideline.  The following information is required:
a) Course number, course description and credits - as listed in Sections C, D, E of the curriculum guideline. 
b) Section A: Development and Consultation Process - to be completed by the course designer or Department Chair.
c) Section B: Signatures FEC, Dean/Director, Education Council – AO/DA to assist as necessary.
d) Section C: Course Status – indicate if new course, replacement, withdrawn or if revised (circle sections revised).  
e) Effective Semester for Implementation – same as listed on p. 1 of the curriculum guideline.

Course is Offered for Credit Towards – list as UT, Associate of Arts, or specific certificate, diploma or degree program, etc.
f) Agency or Institution of Whom Transfer Credit is Requested – either “All” or “N/A.”  If you require special articulation outside the norm (i.e., SFU Education Department) note this as well.
2. As the course is fully processed, the Registrar’s Office returns the yellow copy of the course control sheet to the Faculty for their records.
REFERENCES: 

Curriculum Development and Approval Policy:  http://www.douglas.bc.ca/about/policies/edu/curr.html  

Curriculum Guideline Preparation Information (Registrar’s Office):  [insert your saved Word document path/filename here]
ATTACHMENTS:

Course Control Sheet (sample/completed)

CONTACTS:

Records Assistant (Transfer Credit)
