Curriculum Process System

Fields and Instructions
for

Non-Substantive Curriculum Change Proposal
General Directions:  The official approved program of study for each degree, concentration, or certificate is maintained on file at the Tennessee Board of Regents. Often departments wish to revise the approved program of study and, therefore, propose an on-campus Non-substantive Curriculum Change or a TBR Substantive Curriculum Modification.

Generally, the decision regarding a substantive or non-substantive proposal is based on an 18-hour rule that considers any changes that the way a curriculum looks as compared to the TBR-approved program and as it is published in the catalog.  These changes include, but are not limited to, the addition or deletion of courses, increase or decrease in total semester credit hours, course titles, rubrics, and course descriptions.  Once the 18-hour rule is reached, whether in one proposal or in the cumulative addition of several non-substantive proposals, a TBR Substantive Curriculum Modification proposal must be submitted and approved by the Board prior to implementation.

The 18-hour rule is applied better to an undergraduate degree than to a concentration, certificate, or master’s degree.  Consider the ratio of changes to the total hours of the program.  For instance, a six-credit hour change in a certificate would be substantive whereas a six-credit hour change in a undergraduate degree would be non-substantive.  In these instances, professional judgment and common sense are needed to decide if the changes are substantive or non-substantive in relation to the entire degree even if less than 18 credit hours are impacted.

Again, the official approved program of study must be on file at TBR, accurate, and readily available to the public, Tennessee Higher Education Commission (THEC), Academic Common Market prospects, or sister institutions.  Additionally, programs presented on the ETSU Website should be comparable to the original or last-approved revision on file at the Board.  

SACS 3.6.1:   The institution’s post-baccalaureate professional degree programs, master’s and doctoral degree programs, are progressively more advanced in academic content than its undergraduate programs. (Post-baccalaureate program rigor) 
SACS 3.6.2:  The institution structures its graduate curricula (1) to include knowledge of the literature of the discipline and (2) to ensure ongoing student engagement in research and/or appropriate professional practice and training experiences. (Graduate curriculum) 
	Form Item
	Instructions

	College and Department


	Be sure your college and department are identified correctly.  Click on Change College/Department if not pre-populated or identified correctly, and select your college and department from the drop down menus.  

If either college or department identifier is incorrect, routing of the proposal is stopped and the proposal becomes invalid.  The proposal will have to be re-entered into the CPS.


	Major Name
	Enter the TBR-approved name of the major.
Consult Degree Program Majors and Concentrations in the undergraduate catalog for names and codes.  


	Major Code
	Enter the code for the major. 
Major codes are underlined in Degree Program Majors and Concentrations in the undergraduate catalog.


	Concentration Name
	Enter the name of the TBR-approved concentration, if there is one. 
If not, enter NA.


	Concentration Code
	Concentration codes are underlined in Degree Program Majors and Concentrations in the undergraduate catalog. 

If this curriculum change does not effect a concentration, enter NA.


	Degree Abbreviation 
	Enter the current degree abbreviation, e.g., B.A., M.A. or other abbreviation.  Be sure to enter the periods after letters. In addition, select Undergraduate or Graduate. 

This selection determines the routing of the proposal.  If not selected, the proposal is stopped.


	Rationale for Proposal
	The rationale explains how the proposed non-substantive curriculum action relates to the central mission for the academic unit, its college/school, and the university. The rationale should clearly address why the proposed action should be approved. The rationale might address a change in the unit’s vision and/or mission, changing market needs, and/or the results of accreditation or other program reviews.  

Additionally, report any previously approved non-substantive changes and how many credit hours were affected.  



	Summary of Actions
	Describe the proposal by referring to numbers of new/deleted courses, changes in credit hours for required or elective courses for the curriculum.  
Only enter a short summary as you will enter specifics in the following fields.  



	List modified ETSU courses for this curriculum change
	List modified courses for this curriculum change

Enter courses using the html codes <br> that stands for break. Its use will present the courses in the correct format. For example: 

XXXX 1234 <br>
XXXX 2345 <br>
XXXX 3456 

Separate Substantial Course Modification proposal(s) must be submitted at the same time as the Non-substantive Curriculum Change proposal. 
If no courses are modified, enter “none.”
To the right of this item are two check boxes regarding whether the proposed modified courses are undergraduate or graduate.  Check one or both, if appropriate.


	List newly created ETSU courses for this curriculum change
	List newly created courses for this curriculum change.

Enter courses using the html codes <br> that stands for break. Its use will present the courses in the correct format. For example: 
XXXX 1234 <br>
XXXX 2345 <br>
XXXX 3456
Separate New Course proposal(s) must be submitted at the same time as the Non-substantive Curriculum Change proposal. 

If no new courses were created, enter “none.” 

To the right of this item are two check boxes regarding whether the proposed new courses are undergraduate or graduate.  Check one or both, if appropriate.


	List ETSU courses to be deleted from the course inventory
	List courses to be deleted from the curriculum.

Enter courses using the html codes <br> that stands for break. Its use will present the courses in the correct format. For example: 

XXXX 1234 <br>
XXXX 2345 <br>
XXXX 3456
Separate Course Deletion proposal(s) must be submitted at the same time as the Non-substantive Curriculum Change proposal.

If no courses are to be deleted, enter “none.” <br><br>To the right of this item are two check boxes regarding whether the proposed courses to be deleted are undergraduate or graduate.  Check one or both, if appropriate.


	Insert existing approved curriculum as shown in catalog
	Follow these steps to enter information into this field.
1. Copy and Paste the existing curriculum from the appropriate catalog.

a.  Access the registrar’s Web site at http://www.etsu.edu/reg/,
b.   Select the appropriate catalog (undergraduate or graduate),

c.   Select the current catalog year,

d.   Go to your department's section,  

e.   Locate the present curriculum     

f.   Copy the catalog curriculum by choosing Edit( Copy.

g.   Paste into the text box on the proposal form.
2. Reformat the text you have entered into the         curriculum process form text box.

a.  Add or delete spaces or "dots" so that the curriculum appears as it does in the catalog.

3.  Copy all the information in the text box to be used in the next item on the curriculum process form in order to show changes.
4.  When completed, click on the "Submit" button located at the top left of the tool bar.


	Insert proposed curriculum revision with changes in bold
	Follow these steps to enter information into this field.
1.  Paste the copy of the existing curriculum from the prior item.
2.  To indicate a course to be deleted, place three bolded X’s on each side of the course id.  For example: 
xxxABCD 1000xxx.

3.   To indicate a new course,
      a. Enter the course title and credits in the appropriate location (order) in the curriculum presentation, and

      b.  Highlight this entry and click on the italics and bold icons.
4. To indicate a substantively modified course, highlight this entry and click on the underline icon.


	Curriculum change involves teacher education?
	Click on either "yes" or "no." A "yes" response means that the Teacher Education Council will need to approve this non-substantive curriculum change prior to action by the university’s curriculum committees.


	Curriculum change Honors program?
	This question does not affect the routing of this proposal.  If "Yes", you should forward this proposal to the Honors Advisory Council after it receives final approval.


	Discuss the availability of adequate resources to deliver this course regarding... 

- Staffing

- Technology

- Equipment

- Facilities

	Respond to four individual items regarding availability of resources to offer the revised curriculum.  If adequate resources are not available for any of these items, the department should not propose the changes until resources are judged to be adequate.


	Proposed Implementation Term
	Indicate the term/year this implementation is proposed to occur.   In the event the approval process extends into the proposed implementation term, the next term will be used.
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