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INTRODUCTION  
 
This Guide is designed to provide comprehensive information about the Edmonds Community College 
Curriculum Committee and the process for creating and submitting course, certificate, and degree 
proposals and revisions. 
 
The Guide includes information about the Curriculum Committee structure, processes, and 
responsibilities as well as information about the course, certificate, and degree approval process. 
 
If you have questions about anything in this guide, or about the Curriculum Committee process in 
general, please contact one of the following: 
 
Susan Loreen, Curriculum Committee Chair, sloreen@edcc.edu 
Mary Matson, Curriculum Committee Secretary, mmatson@edcc.edu 
 
Your Curriculum Committee Representatives  
Committee members for 2007-08: 
 

Kathie Richer, Business  
Peter Stitt, Corrections  
Barbara Haas, Developmental Education  
Anne Kastle, Health and Human Services  
Greg Van Belle, Humanities 
Peter Martin, International  
Dale Burke, Library  
Paul Bladek, Math/Science  
Barry Kotlove, Social Sciences  
 

 
 

 
2007-08 CURRICULUM COMMITTEE MEETING SCHEDULE 
 

FALL WINTER SPRING 

September 21 January 14 & 28 April 21 

October 22 February 11 May 19 

November 5 & 22 March 10 June 2 

 
 

 
 
 
 
 
 
 
Updates:  This Guide is updated annually 
 
Online:  Online Curriculum Committee information at:  http://curriculumcommittee.edcc.edu/ 
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PURPOSE AND FUNCTION OF THE CURRICULUM COMMITTEE  
 

Curriculum Committee Mission Statement  
The mission of the Curriculum Committee is to provide process guidance, standards and oversight of 
the curriculum approval process at Edmonds Community College. 
 
Federation Contract Sections Relating to the Curriculum Committee:  
Section 8.4.1: The Curriculum Committee shall make recommendations on new courses and new 
instructional programs to the Chief Academic Officer.  
 
Section8.4.3: The Curriculum Committee shall be chaired by an administrator designated by the 
President of Edmonds Community College.  
 
Section 8.4.4: The Administrative Chair will be responsible for calling routine meetings and preparing 
and distributing minutes to all full-time faculty.  
 
Section 8.4.5: The committee will consist of one academic division representative elected by a majority 
of the full-time faculty of each division. Elections will be conducted by the division administrator.  
 
Section 8.4.6: Elected representatives will serve throughout the duration of the Federation contract.  
 
Section 8.4.7: The president may appoint additional committee members from the administration, 
classified staff or student body.  
 
College Directive to the Curriculum Committee:  
 
Accreditation Statement:  
The Committee will recommend all new credit courses for approval to the Vice President for Instruction 
in accordance with 4.7.100, Annual Review and Approval Process for Degrees and Certificates.  
 
The Committee will recommend program, course, certificate, degree, and program changes or 
deletions for approval by the Executive Vice President, making sure such changes meet the standards 
set forth by 4.7.100.  
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 2007-08 DEADLINES FOR APPROVAL OF NEW CREDIT COURSES 

 

REGULAR NEW CREDIT 
COURSES 

To DEANS 
To VICE PRESIDENT for 
INSTRUCTION 

First Possible Offering Approval Dates Approval Dates 

The first quarter that new 
courses can be offered and 
included in the printed 
schedule for: 

Course Proposals 
must be submitted to 
the dean on or before 
this date: 

Final submission with all 
changes requested of 
Curriculum Committee must 
be completed and submitted 
to VP Office by: 

Winter 2008 (A783) May 11, 2007 
June 11, 2007  
 

Spring 2008 (A784) October 12, 2007 November 13, 2007 

Summer/Fall 2008 (A891) 
AND/OR be included on 08-
09 Requirement Sheets 

December 14, 2007 January 29, 2008 

Fall 2008 (A892) April 11, 2008 May 21, 2008 

Winter 2009 (A893) May 9, 2008 June 16, 2008 

   
 

 

TEMPORARY CREDIT 
COURSES 

To DEANS 
To VICE PRESIDENT for 
INSTRUCTION 

First Possible Offering Approval Approval 

First quarter temporary 
courses can be included in 
printed schedule: 

 

Winter 2008  

Spring 2008 

Summer/Fall 2008 

Fall 2008 

Proposals must be 
submitted to the dean  
before this date:  

 

September 19, 2007 

November 26, 2007 

February 19, 2008 

May 9, 2008 

Proposals must be approved 
by the VPI on or before this 
date:  

 

September 26, 2007 

December 3, 2007 

February 25, 2008 

May 16, 2008 
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     COURSE PROPOSAL PROCESS 

(1) Originator discusses new course proposal with his/her department and with the division dean 
and gets approval to go ahead with developing a new course 

(2) Dean, Division Secretary and Originator determine when the course will be offered and, based 
on the Curriculum Committee deadlines and meeting schedules, determine when the course 
must be presented at a Curriculum Committee meeting 

(3) After determining when the course will be offered and checking the Deadlines for Approval of 
New Credit Courses and the Curriculum Committee meeting schedule, the Division Secretary 
contacts the Curriculum Committee Secretary to get the course proposal on the Curriculum 
Committee calendar  

(4) The Curriculum Committee Secretary adds course information and presenterôs name to the 
monthly Curriculum Committee agenda 

(5) Originator follows steps on the College Course Proposal Website: 
http://www.edcc.edu/courseproposal/steps_to_begin/1_How_to_Begin.php 

(6) Originator downloads the Course Proposal Form (See example of Course Proposal Form in this 
Guide) from the College Course Proposal website  

(7) Originator completes as much of the Course Proposal Form as possible (Dean and Division 
Secretary will complete CIP code, EPC code, Fee Code information) 

(8) Originator forwards the Course Proposal Form to the Division Secretary for entry into database 
after consultation with Dean 

(9) Once course is complete in database, the Division Secretary checks the Submit for Department 
Approval Box 

(10) Department Chair and department members review the completed course proposal 

(11) Division Secretary checks Department Chair signature box to indicate approval of course by 
department. Once the signature box is checked, the course is automatically forwarded to the 
Dean 

(12) Dean reviews course proposal, verifies information in database record, and completes blank 
fields. Dean may: not approve the course, send it back to the faculty member for revisions, or 
approve it as is by checking the signature box 

(13) If approved, notification is sent to Curriculum Committee Secretary and other deans to check 
course for duplication and overlap 

(14) If no objections are raised by other deans within 7 days of notification, course continues through 
the process 

(15) Division reviews course proposal or suggests changes that need to be made prior to approval 

(16) When division approves course, Dean checks division signature box, and the course is 
forwarded to Curriculum Committee Chair and Secretary 

(17) Since the Originator, Dean and Division Secretary have contacted the Curriculum Committee 
Secretary to get on the Curriculum Committee agenda, they discuss the presentation process 
with the Curriculum Committee representative and review the Presentation Steps 

(18) Curriculum Committee (CC) Secretary receives electronic notification of approved course 
proposal along with a .pdf and hardcopy of the form from division 

(19) CC Secretary adds course information and presenterôs name to the monthly Curriculum 
Committee agenda and makes copies of the course and agenda for CC members and presenter 
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(20) Presenter(s) attend the CC meeting and present their new course(s). (See Guide section on 
Presenting at the Curriculum Committee) 

(21) Course is either recommended for: approval, approval pending suggested changes, or is not 
approved by the Curriculum Committee 

(22) Generally within 24 hours of Curriculum Committee meeting, CC Secretary sends email to 
course presenter, Division Dean, and Division Secretary relaying one or more of the following 
recommendations:  (A) Course was recommended for approval pending suggested changes; 
changes heard by the CC Secretary are outlined in the email (B) Course needs to be presented 
again at the next meeting showing that suggested changes were made (C) Course was 
recommended to not be approved 

(23) If there are suggested changes, presenter reviews them with Division Secretary. Division 
Secretary updates database/template and responds to CC Secretaryôs email confirming 
changes made 

(24) When course is recommended for approval or when recommended changes are completed, 
Curriculum Chair checks signature box and course is forwarded to VP for Instruction for review 
and final approval 

(25) VP for Instruction (VPI) receives notification of course recommendation from Curriculum 
Committee 

(26) If course has a fee, dependent on type, VPI presents request at Presidentôs Cabinet. If 
approved, VPI checks Fee Approval box. If course fee is disapproved, VPI deliberates with 
Dean for changes. Once Fee Approval box is checked, an informational email is automatically 
forwarded to the Business Office. CC Secretary will then request a new fee code from the 
Business Office 

(27) If course has no fee, VPI considers course proposal. Once VPI Approval box is checked, course 
is forwarded to VPI Office Staff for entry to catalog file 

(28) VPI office staff enters course into catalog file database 

(29) CM3102 forms printed, one copy for retention in VPI office and one for filing in division office 

(30) Notification of new course is automatically sent to: 

¶ Departments (including Division Dean and Secretary) - This is notification that the course 
is ready to be input into the quarterly schedule 

¶ Enrollment Services 

¶ Advising 

¶ Library 
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COURSE PROPOSAL FORM  
EDMONDS COMMUNITY COLLEGE 

 
COURSE PROPOSAL FORM 

 Permanent  Temporary                     
Division:          Dept. Abbr. Course Number Lab Date 
 

TITLE FOR SCHEDULE (not to exceed 24 Characters)        
COURSE TITLE:        

Dean meets with Originator to complete shaded items and to verify all other items in the box 
below. 

When will the course first be offered?  Quarter       Year      

 
Cont./Seq. Allow Web Credits Variable     STUDENT CLASS HOURS:
 INSTRUCTOR 
 Enroll. Registration?  Credits? Lect Lab Clinic Other CONTACT 
HOURS: 

   C = Cont. Yes       Yes      

   S = Seq. No No                       

 
Capacity Institutional Institutional BR AU Foot1 Credit Grading MISC Fee 1 Fee Code 1 CIP 
  FTEF Intent Code Code Code Option  SRT   Code 

                         Yes  Dec                   

Capacity  EPC     - 21   No  S/U   
   Lab FTEFLab If Inst. Int. is       Both Fee 2 Fee Code2 

            Vocational Prep                 

 

SPECIAL CLIENTELE TO BE SERVED: Yes No  limited English student 

     Yes No  academic disadvantaged student 
 
 

Does proposed course compare to an existing course  Yes  No 

   Course comparable to:        
Request CD designation approval   Yes  No 
   Application available at : U:\CD_(Cultural Diversity)_Designation_Committee 

Will this course be included on a degree or certificate? (recommended by division; check only one) 

 AA distribution  ATA requirement for       

 AA electives (fully transferable)   ATA electives for       

 AA electives (general)   AAS-T requirement for       
 Certificate   AAS-T electives for       

 
QUARTERLY CLASS SCHEDULE DESCRIPTION Limit this description to 276 characters including spaces and 

punctuation. DO NOT include title or prerequisite in this count. Combine lecture/lab description. 

 
 
 

CATALOG DESCRIPTION Same guidelines as the Course Description. If description should be the same as the Course 

Description write in Same as above. 

 
 

 
Prerequisite:  
Footnote 1:   
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EDMONDS COMMUNITY COLLEGE 

 
 
COURSE PROPOSAL FORM Page 2             
 Dept. Abbr. Course Number  
 

COURSE OBJECTIVES (Expected learning outcomes for students.)  In parentheses include the college-wide 
abilities and cultural diversity (CD), if addressed.  Objectives should be measurable.   

 
A description of each ability is available at http://programs.edcc.edu/_cwa.phpCritical Thinking (CT)  

Written and Oral Communication (WC and OC) 

Quantitative Skills (QS):  

Group Interaction (GI)  

A description of cultural diversity is available at http://programs.edcc.edu/_cd.php 

Cultural Diversity (CD)

   COURSE OBJECTIVE EXAMPLES 

Upon successful completion of this course, students should be able to  

- Analyze the purposes and organization of government. (CT) 

- Describe the roots and principles of Method Acting. (OC & WC) 

- Measure and calculate cable runs. (QS) 

- Analyze and critique forensic analysis reports. (GI & CT) 

- Clearly communicate problem and solution descriptions to peers using an online forum and work with peers to jointly solve 
problems. (QS, CT, WC & OC, GI) 

- Access resources and services in the college system.  

 For additional examples visit the following website: http://curriculumcommittee.edcc.edu/course_process/_forms.php#objectives 

 

Upon successful completion of this course, students should be able to 
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EDMONDS COMMUNITY COLLEGE 
 
 
COURSE PROPOSAL FORM Page 3             

 Dept. Abbr. Course Number 
 

    (Briefly respond to the following questions) 

ORIGIN OF COURSE 

Originator name - PRINT         

a. What prompted you to develop this course?  What need(s) does it address? 
 

      

 
b. Specify the ways in which this course will fulfill your departmentôs program outcomes. 

 

      

 

INSTITUTIONAL IMPACT ï brief explanations 

a. Prerequisites   

What impact will the prerequisites of this course have on other departments such as Bridge, 
English, or Math? 

      

Has contact been made with any departments that might be affected by this course? 

      

 
b. Library  

 What impact will this course have on the Library? 

      

 Has contact been made with the library to discuss possible impact on these areas?  
 

1. Enhancing the libraryôs collection (i.e. books, magazines, videos, online databases, etc.) to 
 supplement student learning. 

       

 2. Developing library instruction in support of student learning.  
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EDMONDS COMMUNITY COLLEGE 
 
 
COURSE PROPOSAL FORM Page 4            

 Dept. Abbr. Course Number  
 

INSTITUTIONAL IMPACT (continuedé) 

 
c. Classroom Requirements 

 
Schedule 25, our room scheduling software, will help meet your classroom needs, including media.  
Please meet with your Dean or Division Secretary to review this process if you are not familiar with it. 

Item(s) checked below indicate regular use and will be needed for all sections offered. They will be 
automatically selected as permanent features(s) in Schedule 25 necessary for the instruction of 
this course.  For items used occasionally, do not make a selection below; contact Media Services. 

 
1. What types of multimedia equipment will be required for this course?  (all classrooms have 

table top lecterns,  overhead  projectors and TV monitor/VCR) 
 

 

 None  

 Computer with data projector/Internet  

 DVD player (DVD & audio CDs)  

 Document Camera  
 

2. Does the proposed course call for a particular classroom configuration? 
 

 Tables/chairs  
 Tablet armchairs  
 No  
 
 
 
d. Computer Labs 

 
 Will this course require a computer lab? Yes  No  
 
 
 Have you contacted the Academic Computer Lab Manager to determine software and 

hardware needs/compatibility?     
 Yes  No  
    
 Comments:           
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DETAILED INFORMATION ABOUT COMPLETING THE  
COURSE PROPOSAL FORM 

 
Steps (Note: The Online version of the Curriculum Guide will provide direct links to give you 
examples and access to the Course Proposal form) 
 
1. Originator contacts the Division Secretary 

2. Division Secretary and the Originator work together to enter course data into the College 
Course Proposal (CCP) software.  The very helpful CCP website is at: 
http://courseproposal.edcc.edu/. Often, the Originator fills out his/her portion of the form and 
gives the form to the Division Secretary. The Division Secretary enters the data from the 
Originator and sends the form to the Division Dean to complete. Contact your Dean and 
Division Secretary to follow the procedures established in your division. 

3. The Dean and the Division Secretary finish the form and send it to the Curriculum 
Committee Secretary (Mary Matson).  

 
Information About Page 1 of the Form: 
 

¶ Check the box to indicate if the course is Permanent or Temporary 

¶ Fill in your Department Abbreviation 

¶ Determine the new Course Number with your Division Secretary 

¶ Check Lab if the course is a Lab class 

¶ Fill in the Date 

¶ Fill in the Title for Schedule ensuring that the course title does not exceed 24 
characters 

¶ Fill in the Course Title (Usually the same) 

¶ Fill in the Quarter and Year that the course will first be offered 

¶ Check whether the class is Cont/Seq (Continuous Enrollment or Sequential) 

¶ Check whether or not Web Registration is allowed for the class 

¶ Fill in the number of Credits 

¶ Check whether or not the course is Variable Credit (student decides how many credits 
to enroll for) 

¶ Complete the Student Class Hours 

o Lecture 

o Lab 

o Clinic 

o Other 

¶ Determine and fill in the number of Instructor Contact Hours  

¶ Fill in the Capacity 

¶ Fill in the Capacity Lab (if needed) 

¶ Fill in the Institutional FTEF 

¶ Fill in the FTEF Lab (if needed) 

¶ Leave the Institutional Intent Blank (the Division Dean will fill this in based on State 
Codes) 

¶ The Division Secretary will fill in the AU Code and the Foot1Code (if needed) 
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¶ Check whether or not the course is Credit Option (department decides how many 
credits to offer the course for) 

¶ Check Dec (Decimal), S/U (Satisfactory or Unsatisfactory) or Both for your grading 
preference 

¶ Enter fee in Fee 1 if needed (requires Dean, VPI and PC Approval) 

¶ Leave Fee Code 1, Fee Code 2 and CIP Code blank for the Division Dean and Division 
Secretary to fill in 

¶ Indicate if this course will serve a special clientele in the Special Clientele to be Served 
section  

¶ After conversations with the Division Dean, check Yes or No to the question Does 
Proposed Course Compare to an Existing Course? 

¶ Check Yes or No to Request CD Designation Approval (If you check Yes, you then 
need to complete a CD Application form)  

¶ Choose how this course fits in with degree requirements under Proposed Other Degree 
Requirements (recommended by division; check only one) 

¶ Fill in the course description (no more than 276 characters) under the Quarterly Class 
Schedule Description 

¶ List course Prerequisites (if any) 

¶ Fill in the course description you would like in the course catalog under Catalog 
Description. The Catalog description can be slightly different from the Quarterly Class 
Schedule Description but is most often the same 

¶ Footnote 1  (Determine with Division Secretary if a Footnote is required)  
 

 
Information About Page 2 of the Form 
 
Course Objectives  
 
Course Objectives should list measurable objectives. There are many sources for writing 
objectives listed in the Resource Section on the Curriculum Committee website. Bloom's 
Taxonomy can be found on many websites, but there is a wide array of higher education 
websites aimed at writing measurable objectives. Example:  
http://captain.park.edu/facultydevelopment/writing_learning_objectives.htm 
 

¶ Avoid, when possible, verbs such as ñUnderstandò ñLearnò. Use measurable verbs such 
as ñDemonstrateò or ñDescribeò (see objective examples at the end of the Guide) 

¶ Ensure that the course objectives clearly link to the course description 

¶ Avoid using undefined discipline-specific acronyms (except commonly used ones such 
as SQL or HMO). Define each acronym upon its first use. This is especially important if 
the author is not presenting the course to the committee 

¶ At least one College-wide Ability is usually taught or emphasized in a course objective 
(for example, if you use the word ñDescribeò in your objective, how will the student 
describeðusually through written or verbal communication). If College-wide Abilities are 
used, taught, or addressed in some or all of your course objectives, note the ability or 
abilities in parentheses after the objective.  College-wide abilities have a prominent place 
in instruction at Edmonds Community College. They are described in specific college-
wide abilities posters, websites and other college materials 
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¶ If cultural diversity is taught or addressed, note that in a parenthesis after the course 
objective (you can also submit a cultural diversity designation for your course through 
the cultural diversity committee) 

¶ Complete sentences are not necessary when listing course objectives 

¶ Although submitting a course syllabus is not required, the College has developed a 
syllabus template that you might want to use as you develop your new course 

 
Information About Page 3 of the Form 
 
Under Origin of the Course, answer the questions A and B. The Curriculum Committee finds 
the following especially important:  

¶ The reason the course is being offered 

¶ How it fits with department objectives 

¶ The specific need the course addresses 

¶ Whether the course is a duplication of other courses within that department or other 
departments and divisions. The committee is especially concerned about duplication of 
classes 

 
Complete the Institutional Impact section. The institutional impact is sometimes 
underestimated. If you arenôt sure whether other areas will be affected, ask people who work in 
those areas. 

 

¶ Under Prerequisites, determine if the new course will require prerequisites that might 
affect the Bridge, English, Math or other departments.  

 

¶ Will the Library be asked to purchase books, periodicals or other materials? Are 
research projects assigned without instruction on how to do the research, which 
increases demand on library personnel? 

 
 
Information About Page 4 of the Form: 
 
The Classroom Requirements section will help determine what kind of room the class will be 
scheduled in (using Schedule 25 process). Answer questions and fill in blanks regarding 
multimedia and tables and chairs. 
 
If the class will require a Computer Lab or need an Academic Computer Lab assistant, 
answer the Computer Lab questions. 
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PRESENTING YOUR COURSE PROPOSAL (CERTIFICATE OR DEGREE) TO THE 
CURRICULUM COMMITTEE  

 
1. After your proposal has been prepared and submitted Mary will add you to the agenda and 

send you information about the meeting. The Division Secretary  will submit copies of the 
course proposal or certificate/degree information to Mary about 2 weeks prior to the 
curriculum committee meeting. 

2. At your designated time, you will sit down at a table with the Committee and discuss your 
proposal or program (Committee members will have reviewed all materials you submitted 
earlier). 

3. Because of very tight schedules, the Committee will be able to spend approximately ten 
minutes on each course proposal.  

4. Take a few minutes (3-5) to provide the committee with information about your proposal 
(beyond what you have already submitted, if possible). For example, why you are proposing 
the course, how it fits in with your department, targeted student audience, etc. 

5. After your presentation, the committee will make comments and ask questions. They might 
ask you questions about the clarity of your course description, inclusion of pre-requisites, 
course objectives, impact of your course on the college, etc.  Some examples of questions 
and comments include: 

¶ "Your course requires some writing assignments--have you considered adding a 
minimum communications pre-requisite?" 

¶ ñOne of your objectives looks like it would fulfill a Group Interaction college wide ability; 
would you like to add Group Interaction to that objective?" 

¶ "Do you think your course description would be clearer for students if you replaced 'will 
knowô with 'will demonstrate'?" 

6. During this phase, you should take notes about any of the suggested minor changes that you 
and the Committee agree upon. You will give these changes to your Division Secretary who 
will make the changes in the CCP software and submit the changes to Mary Matson. Mary will 
also send you a copy of the suggested changes she has recorded so the Division Secretary 
will have your notes and Mary's. 

7. If there are more than a few minor changes, the Committee might ask you to return to a future 
Curriculum Committee meeting and re-present the proposal. 

8. When you are finished, the committee will thank you and you can leave.  

9. After all presentations, the committee will discuss and vote on each proposal. The committee 
will: 

¶ Approve your proposal (recommend approval to the Vice President for Instruction) 

¶ Table your proposal (asking you to make revisions and return to a future meeting) 

¶ Not approve your proposal (recommend to the Vice President for Instruction that it not 
be approved 

 
The Curriculum Committee Secretary, Mary Matson, will inform you through email what the 
Committee's recommendation is as soon as possible.  
 
If your proposal is not recommended for approval (you will receive a written explanation), you 
can meet with Curriculum Committee chair and/or others on the committee to discuss why it 
was not recommended for approval. You can make modifications and re-submit it at any time. 
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CERTIFICATE AND DEGREE APPROVAL PROCESS 
 
Certificates (over 20 credits) and degrees (90 credits and above) are primarily developed for  
Professional Technical programs.  Professional Technical certificates and degrees follow an internal 
and external process meeting the requirements of the College and the State Board for Community and 
Technical Colleges (SBCTC). All Professional Technical certificates and degrees must be approved by 
the SBCTC. New Associate of Applied Science-Transfer degrees must follow the approval process as 
well (see SBCTC guidelines). 
 
To prepare for submitting a certificate or degree for approval, it is helpful to read the following 
documents located in this document: 
 

1. ñProcedures for Certificate or Degree Initiation Internal Formò  

2. ñSteps for Submitting a Certificate or Degreeò  

3. ñProgram Approval Process for New Primary Programs Flowchartò  

4. ñSBCTC Professional-Technical Program Approval Processò  

5. (You can also download all State Board approval information and forms at:  
http://www.sbctc.ctc.edu/index.aspx) 

 
The approval process steps are spelled out on the next few pages, but it is helpful to know that you will 
need to submit the following documents during the certificate and degree process: 
 

¶ Procedures for Certificate or Degree Initiation, Internal Formò (Your dean will maintain this form, 
but print and keep a copy as you work through the process with your dean). This is a checklist 
that requires signatures 

¶ PAR (Program Approval Form) will go to the State Board and the Curriculum Committee 

¶ Certificate/Degree Planning Sheet will go to the State Board and the Curriculum Committee 

¶ Course proposal forms (if you are including new courses in your certificate/degree will go to the 
State Board and the Curriculum Committee 

 
CERTIFICATES OF COMPLETION (COCs) 
 
The certificate/degree process outlined in this Guide do not pertain to Certificates of Completion. COCs 
are certificates less than 20 credits developed in professional technical departments around skill or 
industry based clusters. They do require approval and the following steps need to be followed: 
 

¶ Determine courses to be included in the COC and name the COC 

¶ Fill out the COC form (contact the Office of Workforce Training and Development) 

¶ Submit COCs to dean and to the Vice President for Workforce Training and Development 

¶ State approval is usually automatic for COCs and you begin informing your students about your 
new COCs 

¶ At the end of each academic year, students who complete COCs will be informed that they have 
received a COC.  The college is credited with a ñcompletionò by the State Board when students 
complete COCs 

¶ Planning sheets can be developed for COCs or they can remain ñinvisibleò to students. COC 
planning sheets, if you developed one, are located on the college website at:  
http://requirements.edcc.edu/COC.php 
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EDMONDS COMMUNITY COLLEGE 
PROCEDURE FOR PROGRAM, DEGREE OR CERTIFICATE INITIATION  

INTERNAL TRACKING AND APPROVAL FORM 
 

 
Proposed Program/Degree Title ___________________________________________________  
 
Originator ________________________________  Dean_______________________________ 
 
 
 
1. Originator (O) meets with Dean (D) and Vice 

President Workforce Development (VPWDT) to 
review concept, organization and procedures of the 
proposal 

_______ _______ 
D 

_______ 
VPWDT 

2. O and D  prepare the Program Approval Request 
(PAR) Following State Board Guidelines  

_______ _______ 
D 

3. Proposal to Division for Approval (D); Approved 
PAR sent to VPI and VPWDT 

_______ _______ 
VPWDT 
_______ 

VPI 

4. VPI and VPWDT review the PAR and VPWDT 
sends to State Board (SBCTC); VPI provides copy 
of PAR to VPIS (Curriculum Committee) 

_______ _______ 

VPWDT 
______ 

VPI 

5. Originator and Dean submit any other relevant 
information to the VPIS and make arrangements to 
present at a Curriculum Committee Meeting 

_______ _______ 
D 

6. Curriculum Committee (CC) and Instructional Staff 
(IS) Review PAR and other materials, report 
recommendations in writing to the VPI within seven 
days after the next regularly scheduled meeting.  

 

 ___approved  ____ disapproved (CC)  
 ___approved  ____ disapproved informational (IS) 
  

_______ _______ 
CC 

______ 
IS 

7. VPI brings the PAR with committeesô 
recommendations to Presidentôs Cabinet. (VPI)  

_______ _______ 
VPI 

8. VPI makes written recommendation to the Board of 
Trustees (first notice).  

_______ _______ 
VPI 

9. VPI presents the PAR as a written action _______ _______ 
VPI 

10. Board of Trustees  
 ____ approved ___ disapproved informational  

_______ _______ 
VPI 

11. VPWDT sends PAR to state _______ _______ 
VPWDT 
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12. State  _____ approves  or _____ disapproves PAR 

Date approval received __________  

VPWDT notifies campus of PAR approval, when 
appropriate 

_______ _______ 
VPWDT 

 
CC = Curriculum Committee  
D = Dean  
VPI = Vice President for Instruction  
VPIS = VPI Secretary  
IS = Instructional Staff  

O = Originator  

PAR = Program Approval Request  

VPWDT = Vice President for Workforce Development & Training  

C: My Documents\New Programs Approval Pages/8/06VPI inv 
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STEPS REQUIRED FOR 

THE INTERNAL PROCESS AT 

EDMONDS COMMUNITY COLLEGE 

(Concurrent with State Board Process) 

STEPS REQUIRED BY 

THE STATE BOARD FOR 

COMMUNITY AND TECHNICAL COLLEGES 

 
 

Program Idea Development 

 

1. Originator meets with department and Division 
Dean to discuss his/her ideas for a new 
program. 

2. Program concept is discussed with Division 
Dean and Vice President for Workforce 
Development & Training (VPïWDT). One 
consideration in moving forward includes how 
the program will fit in with other programs in the 
region. Internal ñProcess for Approval of 
Certificate or Degree Initiationò form is started. 

3. Originator begins to research need for and 
feasibility of the new certificate or degree. 

4. Originator determines which quarter they would 
like to start the new program and reviews the 
Curriculum Committee calendar to determine the 
timeline for completing and submitting new 
course (if required) and program paperwork. 
Originator contacts the Curriculum Committee 
secretary to get on the Curriculum Committee 
agenda. 

5. Originator begins to draft a concept of the 
certificate or degree, along with any associated 
new courses and ensures the Department 
supports the new program (Note: discussing the 
proposed program with the Advisory Committee 
is encouraged as early a possible). 

6. Originator and Dean discuss the Curriculum 
Committee guidelines for submitting a proposal 
in a timely manner to ensure new 
courses/programs meet guidelines for the 
course schedule. 

7. Originator completes Course Proposal form for 
any new courses and gives it to the Division 
Secretary to be entered into the College Course 
Proposal system.  

8. Originator develops a planning sheet. 

 

If the program is completely new (draws less than 
50% of the technical core from a primary program 
already on the Collegeôs approved program 
inventory), the State process will take at least 30 
days. To ensure timely approval, be sure to begin 
paperwork concurrent with internal processes. 

 

1. Originator begins to make contact with industry 
representatives and ask if they would be willing 
to serve on an advisory committee for the new 
program. Members should represent a mix of 
employers and employees. 

2. Advisory committee meetings are held to 
discuss the industry demand for a program in 
this field and to review the draft concept. The 
Committee may advise as to whether the 
program should be a certificate or degree. 
Minutes of the meeting state whether or not the 
Advisory Committee approves the proposal for a 
new certificate or degree. 

3. If the program is new, a Program Approval 
Request (PAR) is written by the Originator and 
Division Dean, then submitted to the State Board 
for Community and Technical Colleges (SBCTC) 
by the VP-WDT (see guidelines in State Board 
Policies and Procedures. The Notice of Intent 
provides general information on program need 
and a rough outline of the program the college 
wishes to develop.) 

4. Copy of the PAR is given to the Vice President 
for Instruction and the Curriculum Committee 
Secretary. 

5. The VP-WDT submits the PA-PAR, Advisory 
Committee minutes, and a copy of the Advisory 
Committee list to Pat Ward at the State Board 
for Community and Technical Colleges. 

6. The SBCTC will notify all state community and 
technical colleges of Edmondsô intent to develop 
the new program. Neighboring colleges have up 
to 30 days to protest the development of the new 
program should they consider that it infringes on 
the student population they draw from for a 
program they already offer. 
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9. Dean reviews completed course/program 
information and completes and approves the 
Course Proposal forms for any new courses. 
Course proposal information is automatically 
sent to all deans. 

10. Certificate/Degree and/or courses are approved 
by the Division. 

 

Curriculum Committee Process 

11. Arrangements have already been made for 
presenting the certificate/degree at a Curriculum 
Committee meeting (see above). Originator 
makes sure all documents are ready to send to 
the Curriculum Committee Secretary including: 
Course proposal forms, PAR, Planning sheet. 

12. Dean and Division Secretary send all information 
to the Curriculum Committee Secretary, the VPI, 
and the Vice President for Workforce Training 
two weeks prior to next Curriculum Committee 
meeting. 

13. Curriculum Committee Secretary sends proposal 
to Curriculum Committee members for review. 

14. Originators and Division Deans are notified of 
the committee meeting time they will be asked to 
make a presentation about the proposal. 

15. Representatives/Originators make presentation 
at Curriculum Committee meeting. 

16. Course is discussed and a vote is taken to 
recommend the proposal for approval, rejection, 
modification, or to be tabled. 

17. Curriculum Committee sends recommendation 
to Vice President of Instruction. 

 

Additional Approval Steps 

18. Approved certificates and degrees are presented 
by the Division Dean for approval at Instructional 
Staff. 

19. Proposals approved by Instructional Staff are 
forwarded to Presidentôs Cabinet for approval. 

 

 

 

 

 

 

7. The State Board approves or disapproves the 
proposal. 

8. The VP-WDT notifies all departments, the VPI, 
and other interested parties of the approval of 
the new program. 
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All professional-technical degree and certificate programs must be approved by the State Board for Community 

and Technical Colleges (SBCTC) prior to program implementation (see excerpts from the SBCTC Policy Manual 

and RCW at Appendix A).  As part of this responsibility, the SBCTC sets rules/procedures/guidelines, developed 

in cooperation with the college system, that provide for the approval of all proposed new professional/technical 

programs, curriculum modifications, and program title changes.  Following are the guidelines for approval of 

professional-technical programs. 

 

DEFINITIONS  

 

A. A professional-technical program prepares students for employment in a specific industry. 

 

B. An associate degree program conventionally entails approximately two academic years of study, i.e., 90 

credits (or contact hour equivalent), or two years of 45 credits (or contact hour equivalent) each.  The Higher 

Education Coordinating Board (HECB) in WAC 250-61-050 defines ñassociate degreeò as a lower division 

undergraduate degree that requires no fewer than 60 semester hours or 90 quarter hours.  Some highly 

technical programs may require more than this to ensure that students have the necessary preparation to 

succeed.  

 

RCW 28B.50.140(12) states, ñMay grant to every student, upon graduation or completion of a course of 

study, a suitable diploma, nonbaccalaureate degree or certificate.  Technical colleges shall offer only technical 

degrees under the rules of the state board for community and technical colleges that are appropriate to their 

work force education and training mission.  The primary purpose of this degree is to lead the individual 

directly to employment in a specific occupation.  Technical colleges may not offer transfer degrees.ò 

 

RCW 28B.50.215 states, ñTechnical colleges may, under the rules of the state board for community and 

technical colleges offer all specific academic support courses that may be at a transfer level that are required 

of all students to earn a particular degree or certificate.  This shall not be interpreted to mean that their 

mission may be expanded to include transfer preparation, nor does it preclude technical colleges from 

voluntarily and cooperatively using available community college courses as components of technical college 

programs.ò 

 

C. An associate in applied scienceïtransfer (AAS-T) degree is built upon the technical courses required for job 

preparation but also includes a college-level general education component, common in structure for all such 

degrees.  Further, the general education courses for the degree are drawn from the same list as those taken by 

students completing the Direct Transfer Agreement (DTA) associate degree or the Associate in Science-

Transfer (AS-T) degree.  These degrees are consistent with the dual purpose of transfer and preparation for 

direct employment. 

 

The general education component of the transferable technical degree is to be comprised of not less than 20 

credits of courses generally accepted in transfer.  These 20 credits must include as a minimum the following: 
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5 credits in Communication English Composition 

5 credits in Quantitative Skills Any course from the generally accepted in 

transfer list with Intermediate Algebra as a 

prerequisite 

10 credits in Science, Social 

Science, or Humanities 

Courses selected from the generally accepted in 

transfer list including a course meeting the human 

relations requirement. 
 

The 20 credit minimum  is proposed in recognition of the difficulty that some technical programs would 

have in adding even more general education credits to their degree.  Yet other technical degrees would go 

beyond the 20 credits minimum because the technical program may already include transferable courses 

including the introductory course in the technical field. 
 

D. A certificate is an award which may be made for completion of the competencies and requirements for an 

occupational program.  Certificates less than 45 credit hours (or clock hour equivalent) in length do not 

necessarily include related instruction. Certificates 45 credit hours (or clock hour equivalent) or longer must 

include related instruction as a component.  
 

E. A primary program is any prescribed program of studies 20 credits (or 361 clock hours) or greater of 

instruction leading to initial employment or improvement of occupational skills.  A primary program may 

have options. 
 

F. A program option is a variant of a primary program.  At least 50 percent of the option must be drawn from 

the technical core of the primary program curriculum.  (If less than 50 percent of the curriculum is from the 

technical core of the primary program, the college must apply for a new primary program.)  Options are 

inventoried as separate programs and listed under the umbrella of the primary program. 
 

G. An individualized education program is a program that offers unique opportunities for a few students, and 

is designed to meet the career goals of the individual student.  The education is to be accomplished on an 

individual basis with the technical portion of the program occurring in a work environment as contracted 

instruction or a cooperative arrangement.  Degrees or certificates are issued for these programs.  The total 

state completions in one occupation should not exceed probable job opportunities, but no more than four 

students should be enrolled at any point in time.  
 

APPROVAL CRITERIA AND PROCESS  
 

A. Programs of Less than 20 Credits (or 361 clock hours).  No formal approval is required by SBCTC, but 

short-term certificates must be registered with the State Board.  Colleges will submit to the State Board, at a 

minimum, the program title, CIP and EPC codes, program description or learning outcomes, course listing, 

and number of credits and clock hours.   
 

B. Programs 20 Credits or Greater (or clock hour equivalent).  After the State Board endorses the 

ñProfessional-Technical Program Approval Requestò (form PAR) for a new primary program, the college will 

submit any additional documentation required for final approval within six months.  SBCTC will notify the 

college within two weeks of receipt of the documentation as to any additional documentation that will be 

required before final approval is granted.  Once final approval is granted, the program will be recorded on the 

collegeôs inventory of approved vocational programs.  The State Board will forward the appropriate 

documentation from the college submission to the Veterans Administration for approval if it has been 

requested. 
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C. AAS-T Degree Programs.  If a professional-technical associate degree program is already approved, the 

college need submit only the title of the approved professional-technical degree for which the AAS-T degree 

will be offered, the appropriate CIP and EPC codes, and a program/curriculum guide (list by course number,  

course title, credits per course, and total credits).  If a professional-technical degree is not already approved, 

the college must submit appropriate documentation to support the addition of a primary or option. 
 

D. Sequence of Actions 
 

1. A college determines to seek approval for a new professional-technical program.  Collaboration between 

colleges contributes to informed program decision-making, which benefits the state as well as the local 

community.  Colleges should work collaboratively before submitting a request for a new program to the 

State Board, avoiding overly competitive or adversarial approaches to new program startups.  The 

proposing college will provide evidence of collaboration with those colleges that have programs that are 

the same or similar to that which is being proposed. 

 

Some of the questions that need be answered when proposing a new program include: 

 

¶ Who are potential regional and statewide colleges (those with similar programs) that might be 

impacted by this program start-up?  (You may contact the State Board for a list of similar 

currently-approved programs.) 

¶ How might start-up of this program at your college impact those programs (including, but not 

limited to, student base, employment opportunities, clinical space, work-based learning 

sites)? 

 

2. In the case of a new primary program:   

 

a. The college submits a ñProfessional-Technical Program Approval Requestò (form PAR) to the State 

Board, along with documentation described on that form. 

 

b. The SBCTC will notify all community and technical colleges concerning the PAR via e-mail. A 

community or technical college opposing a PAR must provide written/e-mail notification of such 

opposition and rationale to the initiating college and SBCTC within 30 working days of the date 

notification was e-mailed from the State Board office.  Objections will be discussed between the chief 

instructional officers of the initiating and objecting colleges before they are forwarded to the State 

Board office. 

 

c. If a college objects: 

 

(1) The objecting college(s) must provide evidence of attempts to collaborate.  They must also 

provide evidence of how the proposed program will negatively impact existing program, 

including, but not limited to, student base, employment opportunities, clinical space, and work-

based learning sites.  In the case of programs offered via distance education, school(s) opposing 

the offering must thoroughly explain the negative impacts expected if the program is approved; 

i.e., unnecessary duplication or unfair competition.   

 

(2) The colleges will attempt to resolve the opposition.  If agreement cannot be reached, the opposing 

college(s) must submit documentation that shows evidence of harm and unsuccessful attempts to 

collaborate to the SBCTC within 30 working days of the PAR e-mail notification to the system.  
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(3) Within 14 working days the SBCTC will assemble an advisory panel that may include education 

representatives, other workforce education directors, and other experts in the field, if they are 

reasonably available.  This panel will recommend to the SBCTC whether to sustain or over-rule 

the opposition to the PAR.  The results of the decision of SBCTC will be final; therefore, it is 

imperative that dissenting rationale be well thought out and documented appropriately. 

 

Within seven working days after the advisory panel has met, the SBCTC will advise the 

originating community or technical college whether the proposed program has been endorsed or 

rejected.  If opposed, the reasons for rejection will be explained.  

 

d. After the SBCTC endorses a PAR, the initiating community or technical college must submit to the 

State Board any additional/final documentation within six months.  Once all documentation is 

received and approved by the State Board, the program will be entered on the collegeôs inventory of 

approved vocational programs.  Appropriate documentation will be forwarded to the Veterans 

Administration for approval if such approval has been requested.  If final documentation needed to 

complete the approval is not received by the SBCTC within the six-month period, the request will 

lapse, and reactivation will require the initiation of a new PAR.  The six-month limitation may be 

waived by the SBCTC in relation to the capital budget request or other circumstances that are beyond 

the control of the initiating district. 

 

3. In the case of a new option the documentation required for approval of an option is the same as that for a 

primary program.  The process differs in that the PAR is not sent to the colleges for the 30-day comment 

period.   

 

4. Courses must be offered and students enrolled in a program within one year of the date of approval.  

SBCTC may grant an extension for cause; e.g., capital construction delays. 

 

5. Following approval by the State Board for Community and Technical Colleges, a college may advertise, 

offer, or conduct professional-technical programs in any of the categories listed below in paragraph 1.1.1.  

A degree, certificate, or diploma recognizing successful completion of the program or prescribed course 

of study covered by this policy shall be awarded students who satisfy program requirements.  Degree, 

certificate, or diploma programs shall meet all requirements of the State Board. 

 

6. The SBCTC will distribute a quarterly report of programs approved or modified during the preceding 

quarter to all community and technical colleges within the system.  Once a program is formally approved 

and listed on the quarterly report, it will continue to be approved as long as it is not ñsubstantivelyò 

changed in such a way as to cause it to lose its original content or context. 

 

E. Collaborative Programs.  When a college, without approval for a professional-technical program, wishes to 

collaborate with another college that does have approval, the college requesting the collaboration will send to 

the State Board a signed memorandum of understanding between the colleges providing the details of the 

partnership.  The program will be added to the requesting collegeôs inventory under a separate category titled 

Collaborative Programs.  A unique EPC will be issued for collaborative programs. 

 

F. State Funded Contract Programs.  There are three types of contracts under which a college may offer 

coursesðregular, supplemental, and shared funding (see Chapter 4, Appendix J and section 5.90.40 of the 

State Board Policy Manual). Contracted programs with Department of Corrections, Job Skills Program, 

military, private industry, or others 20 credits (or 361 clock hours) or greater shall be submitted to SBCTC 

using normal approval procedures described in section D.3 above. 
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G. Individualized Education Program Specialty Approval.  Each college shall submit to the SBCTC a form 

IEP for each individual enrolled in an individualized education program prior to beginning of instruction.  If 

the individual is a veteran and wishes approval for veterans benefits, the detailed training program must be 

submitted to the SBCTC together with form IEP.  The approval will expire for each individual at the 

conclusion of that individualôs training or separation from the program. 

 

Each community and technical college using community based learning processes shall have on file contracts 

as outlined in the Policy Manual (Chapter 4, Appendix E) and a detailed program for each student.  If an 

employer-employee relationship exists, each student enrolled must be paid by the employer at the minimum 

wage or greater.  Internships or other employment-based training situations are treated on an individual basis 

by each campus, but in no case will these situations result in displacement of employed workers. 

 

H. Program Curriculum Modifications and Title Changes.  Any change to program title or curriculum 

modifications which result in a change to total credits or clock hours must be approved by the State Board 

prior to the college offering the modified program.  The college must submit an email of request and include a 

copy of the revised program/curriculum guide.  Once approved by the State Board, these changes are 

submitted for Veterans Administration approval.  

 

A program modification which increases a program from a certificate to a degree requires a new program 

approval request as a primary or option. 

 

I. Inactive and Intermittent Programs 

 

1. Inactive Programs.  Approved programs or options that become inactive for any reason (i.e., budgetary, 

job needs fulfilled, housekeeping, start-up delayed, etc.) may be placed in the inactive category on the 

program inventory by campus request made in writing to the State Board office.  The purpose of this 

category is to allow a campus ample time to study the continued need or allow some time for program 

modification and facility, equipment, or instructor acquisition.  

 

Upon request, State Board staff are available to assist colleges with a program viability analysis by 

conducting an onsite program review with a team that may include other workforce education directors, 

industry representatives, and others deemed appropriate.  The format used in this process can be found in 

Appendix B. 

 

The maximum time that a program may remain in an inactive status is three years.  If a program is not 

reinstated to active status during the three-year period, it will be removed from the respective collegeôs 

inventory. 

 

To reinstate a program from inactive to active status, the campus must make the request on form REIN 

and include all information requested on the form. 

 

2. Intermittent Programs .  Approved programs or options that are conducted on an intermittent basis (i.e., 

every other quarter, once every two years, etc.) are listed on the program inventory in a separate category.  

This listing alerts the SBCTC office of possible voids in enrollment information, as well as notification to 

prospective students.  A program may be placed in this category by written request of the campus to the 

State Board office. 

 

PROCESS FOR TERMINATION OF PROGRAMS 

 

A community or technical college district may, at its own discretion, terminate a program and shall notify the 

State Board office of such action within six weeks of the time that the program is terminated.  Once a program is 

terminated, the State Board will maintain as active for a maximum of three years the coding associated with that 

program. 
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