Southwest Texas Junior College

232501
CURRICULUM DEVELOPMENT EE
(LOCAL)

CURRICULUM The College President shall establish procedures for curriculum

DEVELOPMENT AND development that provide for faculty involvement in decision mak-

REVISION ing. All educational programs shall be continually reappraised to
ensure that the offered courses meet the needs of the community
and College District students. Such reappraisal shall include the
impact of Substantive Change, as defined by the Southern Associ-
ation of Colleges and Schools Commission on Colleges
(SACSCOC).

SUBSTANTIVE As defined by SACSCOC, “Substantive change is a significant

CHANGE modification or expansion of the nature and scope of an accredited
institution.”

POLICY STATEMENT Southwest Texas Junior College provides written notification to

DISSEMINATION OF
SUBSTANTIVE
CHANGE POLICY
AND PROCEDURES

REPORTING
SUBSTANTIVE
CHANGES

SACSCOC of substantive changes at the college in accordance
with Commission policies, procedures, and timetables.

Southwest Texas Junior College recognizes the importance of
timely identification of potential substantive changes so that the
Commission may be notified within the required time frame. Each
semester, the SACSCOC Liaison shall disseminate and review the
SACSCOC’s substantive change policy and procedures with the
service operations committee, the curriculum committee, and the
President’s cabinet.

The College President shall be ultimately responsible for the en-
forcement of this policy and related procedures. The SWTJC Ac-
creditation Liaison shall be the primary reporting official and shall
solicit and receive information from College offices and depart-
ments related to Substantive Change. The Liaison will prepare the
appropriate documentation for notification to SACSCOC. Policy EE
(Local) Exhibit provides a table outlining types of Substantive
Change, the lead stakeholders/key holders, and basic reporting
procedures. Such notification may require:

1.  Aletter of notification and request for approval prior to imple-
mentation;

2. Aletter of notification prior to implementation; or

3. Aprospectus or modified prospectus prior to implementation.

DATE ISSUED: 3/10/2015 ADOPTED: 1 of 1

LDU 2015.01
EE(LOCAL)-X

8/18/2016


jreed
Typewritten Text

jreed
Typewritten Text

jreed
Typewritten Text
8/18/2016

jreed
Typewritten Text

jreed
Typewritten Text


EE (Exhibit)

Substantive change is a significant modification or expansion of the nature and scope of an
accredited institution. Substantive change includes:

®

Any change in the established mission or objectives of the institution;
Any change in legal status, form of control, or ownership of the institution;

The addition of courses or programs that represent a significant departure, either in
content or method of delivery, from those that were offered when the institution was last
evaluated;

The addition of courses or programs of study at a degree or credential level different from
that which is included in the institution’s current accreditation or reaffirmation;

A change from clock hours to credit hours;

A substantial increase in the number of clock hours or credit hours awarded for successful
completion of a program;

The establishment of an additional location geographically apart from the main campus at
which the institution offers at least 50 percent of an educational program;

The establishment of branch campus;
Closing a program, off-campus site, branch campus, or institution;

Entering into a collaborative academic arrangement such as a dual degree program or a
joint degree program with another institution;

Acquiring another institution or a program or location of another institution;

Adding a permanent location at a site where the institution is conducting a teach-out
program for a closed institution; and

Entering into a contract by which an entity not eligible for Title IV funding offers 25 percent
or more of one or more of the accredited institution’s programs.

The following table identifies a substantive change, reporting requirements, the SWTJC
personnel (key holders) responsible for identifying and reporting the change internally, and the
basic internal notification and approval procedures. All reporting to the Commission will be
coordinated by and principally written by the SWTJC accreditation liaison.
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EE (Exhibit)

SWTJC Prior Prior D tati d Time E
Types of Change Key Notification | Approval o:umg n at' |ot|:1 ans A(I:nsl,%ogme
Holcier(s Required Required or-ontacting
, Application for Level Change
Initiating coursework or VP Academic w
programs at a different level Affairs; No Yes Due dates:
than currently approved President's March 15 (for June review)
Cabinet September 1 (for December review)

Such a change would require Southwest Texas Junior College to receive approval from the Texas Higher
Education Coordinating Board and, in all likelihood, from the Texas Legislature. The SWTJC Vice
President for Academic Affairs, upon instruction from the College President and Board of Trustees
authorization, would make necessary application(s) to the Coordinating Board and Legislature. Upon
such approval, the President’s Cabinet would submit an application for level change to SACSCOC by the

appropriate deadline.

Types of Change

SWTJC Key
Holder(s)

Prior Notification
Required

Prior

Approval
Required

Documentation and Time Frame for
Contacting SACSCOC

Initiating off-campus sites
where student can obtain
50% or more credits toward a
program (including but not
limited to Early College High
School, dual enroliment
programs offered at a high
school, and certificate
programs that are not at
employer’s request and not
on short notice)

Expanding at current degree
level (significant departure from
current programs).

VP Academic
Affairs;

Expanding program offerings at
previously approved off- campus
sites by adding programs that
ARE significantly different from
current programs at the site AND
at the institution

Instructional
Deans;
Outreach
Director; VP
Administrative
Services

Initiating degree completion
programs

Initiating a branch campus
(See definition of “branch
campus” on p. 3 of this
document.)

Initiating distance learning by
offering 50% or more of the first
program for the first time

No

Yes

Cover Sheet

Prospectus
(See Appendix B of this document)

Due dates:
January 1 for 7/1-12/31 implementation
July 1 for 1/1-6/30 implementation

ADOPTED:
8/18/2016
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EE (Exhibit)

Relocating a main or branch VP Academic

campus Affairs; VP
Administrative | \° ves Prospectus
Services

The SWTIC Outreach Director and Coordinators, who are the first-line contacts with dual credit sites and
other off-campus instructional sites, will have principal responsibility for monitoring course offerings at
those sites. Those staff, the Instructional Deans, and the Vice President of Academic will utilize the
Substantive Change Verification Form (an internal spreadsheet) to maintain class counts and to receive
alerts that proposed course offerings are approaching or exceeding the 50% threshold of a program. A
sample of this form is provided at the end of this Exhibit.

The Curriculum Committee approval process will be employed for any change to programs, including the
offering of new programs. Curriculum Committee documentation is provided at the end of this exhibit.

The proposal to initiate a branch campus would come directly from the SWTIC President to the college’s
Board of Trustees.

The Vice President of Administrative Services and/or the Vice President of Academic Affairs would
initiate internally the proposal to relocate a campus. The President’s Cabinet would have to provide
approval before seeking approval from the college’s Board of Trustees.

A complete review of off-campus sites and their course offerings will take place twice a year, in March
and October. The accreditation liaison will convene a meeting of the VP of Student Services, the VP of
Administrative Services, the VP of Academic Affairs, the Instructional Deans and representative from the
Outreach Office to conduct this review.

Types of Change SWTJC Key Prior Prior Documentation and Time Frame

Holder(s) Notification Approval | for Contacting SACSCOC
Required Required

Entering into a contract with

an entity not certified to . .

participate in USDOE Title Iv | ©"¢514€Nt; VP

programs if the entity Academic No Yes Prospectus

provides 25% or more of an Affairs; VP

educational program offered Student

by the SACSCOC accredited .

institution Services

One or more of the key holders listed would initiate discussion at the President’s Cabinet for proposal of
such a contractual relationship. Cabinet approval would have to precede submitting of the proposal to
the college’s Board of Trustees.
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Prior Prior . .
SWTJC g o Documentation and Time Frame
Types of Change Key Nodfication mPproval | ™ for Contacting SACSCOC
Holder(s) q q
Cover Sheet
. . Prospectus
President; n >
Initiating dual or joint President's (See Appendix B of this document)
orogram expansin catne Due dates:

SO January 1 for 7/1-12/31 implementation
(significant departure) or No Yes July 1 for 1/1-6/30 implementation
initiating a new site where
ztt:;ca’?nnl‘[sg?/nor more Copy of signed agreement, contact
credits tow;r da information for each institution, and

rogram additional details on non-SACSCOC
prog institution(s) involved. See Policy

President;
President’s Acceptance of notification, copy of
Initiating dual or joint Cabinet At least 6 signed agreement, contact information
degree with at least one months prior to Yes for each institution, and additional
institution not accredited implementation details on non-SACSCOC
by SACSCOC institution(s). See Policy.
VP Academic
Affairs;
Instructional Submit “Screening Form” with letter of
Initiating a direct Deans Yes — Ves notification. lIfJ E;o(sjgf:;gs is required,
szzzzsn:gn:acnczmpetency- Screening Form March 15 (for June review)
prog September 1 (for December review
Initiating a
n"l_ergerlconsglidgtion Cover Sheet Institutional
with another institution President; Summary Form Prospectus
Chanai President’s Cabinet (See Appendix in SACSCOC Policy:
anglr;lg governalnce, Yes: “Mergers, Consolidations, Change of
Iownclari P, c?‘ntro »or December 15 Ownership, Acquisitions, and Change
_eg?t st_atus oran (for June of Governance, Control, Form, or Legal
Institution review); Yes Status®)
Acquiring any program June 1
or site from another (for December _
institution review) Due dates:
March 15 (for June review);
Adding a permanent September 1 (for December review)
location at a site where
the institution is
conducting a teach-out for
students from another
institution that is closing

A proposed change involving a direct assessment competency-based program would have to be
proposed by the VP of Academic Affairs or an Instructional Dean to the Curriculum Committee for
discussion, analysis, and initial approval. An approval recommendation from the Curriculum Committee
would be forwarded to the President’s Cabinet for consideration/approval. The Cabinet would submit
such an approval to the SWTIC Board of Trustees for consideration/approval. Upon receiving such
approval, the accreditation liaison would initiate development of a prospectus.
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EE (Exhibit)

All other changes described on the previous page are of sufficient scale as to require initiation by either
the President or the President’s Cabinet. Upon a recommendation by the Cabinet, the proposed change
would be submitted to the SWTIC Board of Trustees for consideration/approval. A prospectus would be
developed upon authorization from the Board of Trustees.

SWTJC Prior Prior . .
Types of Change Key Notification | Approval Documentation and Time
Holder(s) Required Required Frame for Contacting
9 q SACSCOC
Initiating a certificate
program at a new off-
campus site at employer’s
request and on short notice N
(previously approved President;
program) VP of Academic
Services;
Initiating a certificate Instructional
program that is a significant Deans; Dean of
departure from previously Workforce
approved programs at Education;
employer’s request and on Outreach Director )
short notice Cover Sheet Modified
No Yes prospectus Contact
Adding a site under a U.S. Commission Staff.
military contract for a
previously approved
program
Altering significantly the
length of a program
Altering significantly the
educational mission of the
institution
. Instructional Justify reasons for change, indicate
gh;g%'i?ghf;ﬂrrz clock hours Deans No Yes calculation of equivalency, and
other pertinent information
Moving an off-campus President; VP e
instrucg[ional site r(T;F;rving the | Academic Affairs; Yes No Letter of notification with old
same geographic area) VP Student address, new address, and
Services; VP implementation date
Administrative
Services
VP Academic

e - Affairs; . .

Initiating dpal or joint Instructional At least 6 Acgeptance of notification, copy of
degrees with other Deans months prior to No signed agreement and contact
SACSCOC accredited im leme%tatio information for each institution.
institution(s) n P See Policy.

T VP Academic o .
::':)'L'?;'ng gf;g?ggr?hsr;:gh Affairs; Yes No Letter of notification andtcopy of signed
contractual agreement or Instructional agreemen
consortium Deans

ADOPTED:
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Entering into a contract with VP Academic
an entity not certified to Affairs
participate in USDOE Title IV Yes No

Letter of notification and copy of

programs if the entity signed agreement

provides less than 25% of an
educational program offered
by the SACSCOC accredited
institution

Altering the educational mission Southwest Texas Junior College would require contributions from all
institutional constituents, including faculty, staff, administration, and community members. Upon
establishing the need to alter the college’s educational mission, the SWTIJC President would submit a
new mission statement to the Cabinet. Cabinet approval would allow the new mission statement to be
put before the SWTID Board of Trustees for consideration/approval. Board of Trustee approval would
cause the appropriate documentation to be submitted to the Commission.

All other changes in the previous section require the key holder(s) to seek faculty and staff approval
through the SWTIC Curriculum Committee. Such approval would be forwarded to the President’s
Cabinet; assuming such approval, the change would be submitted to the SWTIC Board of Trustees for
consideration/approval. Such approval would cause the appropriate documentation to be submitted to
the Commission.

Prior Prior . .
Types of Change SV}\(I;I‘;C Notificatio | Approval Do?:tglr:gt:;:ogo:r::;;rr:\ge
Holder(s) n Required | Required SACSCOC
Initiating off-campus sites
where student can obtain 25-
49% of credits toward a
program (including but not
limited to Early College High
School, dual enroliment
programs offered at a high Letter of notification
school, and certificate VP Academic Yes No Including street address
programs that are not at Affairs; and implementation date
employer's request and not Instructional
on short notice) Deans; Outreach
Director
Initiating distance learning by
offering 25-49% of the first
program for the first time
Closing a program, approved
off-campus site, branch ; g Description of teach-out plan included
campus, or institution where \/Iisf;ﬁ?:(tjignm;fleg:rI\rss ' Yes Yes F3Nith letter of notiﬁgation
the institution plans to teach
out its own students
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EE (Exhibit)

Closing a program, approved
off-campus site, branch

campus, or institution where Description of teach-out plan, copy

of signed teach-out agreement(s)

the institution plans contracts VP Academic Yes Yes o - .
with another institution(s) to Affairs; detailing ;i%ialggg"ded with
teach-out students (Teach- Instructional

out Agreement) Deans

Initiating off-campus sites or distance learning constrained by the 25%-49% criterion as described above
may come as a recommendation from a number of sources, including faculty, division chairs, the
Outreach Director, deans, and vice-presidents. Such a proposed initiation would be first considered for
formal approval by the SWTIJC Curriculum Committee. A positive recommendation from the Curriculum
Committee would be forwarded to the President’s Cabinet. Approval by the Cabinet would authorize he
accreditation liaison to submit the notification letter to the Commission.

Program closure as described above would also have to receive initial approval by the Curriculum
Committee. A positive recommendation from the Curriculum Committee would be forwarded to the
President’s Cabinet. Approval from the Cabinet would be submitted to the SWTIC Board of Trustees for
consideration/approval. Upon approval by the Trustees, the appropriate dean, and program faculty
would develop the teach-out plan, which would include written notification for students. Upon receiving
the teach-out plan, the accreditation liaison would submit the required documents to the Commission.
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Sample Substantive Change Verification Form

em.

Academic

Sem. —

Course Credit Course Credit Course Cren;i.t
ECON 2301 3
ENGL 1301 3
HIST 1301 3
MATH 1314 3
AA Total 20%

Fall 2015 Courses

Course Credit

Technical

o Conferencing

Certificate

Sem. em,
Course Credit Course Credit

Course

Sem.
Credit

CJSA 1322 3

AUMT 1409

AUMT 1410

AUMT 2417

AUMT 1416

AUMT 1445

AUMT 2434

CSME 1310

CSME 1401

WLDG 1430

WLDG 1528

WLDG 1317

[OV] 16, o N {OV) [N Y N AN N N

ADOPTED:
8/18/2016
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Academic

Sem. Serr:. Sem.

Course Credit Course Credit Course Credit
ENGL 1302 3
GOVT 2305 3
HIST 1302 3
MATH 2312 3

AA Total 40%

Spring 2016 Courses

EE (Exhibit)

: Certificate
Course (?rzrgi.t Course C?re:gi.t Course g;n;i't Course gggi.t
CJSA 1312 3 CSME 1405 4
CISE 1351 3 CSME 2343 3
WLDG 1313 3
WLDG 1435 4
WLDG 1453 4
AAS Total 15%
ADOPTED
8/18/2016
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Requested by:
Submission Date:

Southwest Texas Junior College
Curriculum Committee Submission Form

bivision: Cho0se an item.

Term: Choose an item.

EE (Exhibit)

Department; Choose an item.

Year:

Subject of Proposal (Please select one of these items below)

Course Change (Section 1)

Program Change (Section 2)

Miscellaneous

ONew ONew OTextbook Change (Section 3)

CIRevision CIRevision O Policy — (Section 4) Attach policy proposal

Olnactivation Olnactivation 0 Site Changes (Section 5)

CReactivation CReactivation O Catalog Change — Attach currer\t proposed text} memo.

OOther: : o
_1. Course Change e el

Rubric Course Course Title CIP / Approval Number

(e.g., BIOL) Number

Semester Credit: Lecture Hours: Lab Hours: External Hours:
CIACGM | OWECM | [IUNIQUE NEED

When will this change take Term: Year:

effect?

Proposed Course Description

TSI Requirements: Prerequisite:

Co-requisite:

Fee Type: | Fee Amount:

Which program(s) will course change affect? |

Why is this course change needed? Please provide detailed rationale.

Is Master Syllabus attached?

O Changes will not be considered until master template is updated.

ADOPTED:
8/18/2016

Page 10 of 12



jreed
Typewritten Text

jreed
Typewritten Text
EE (Exhibit)

jreed
Typewritten Text
ADOPTED:
 8/18/2016

jreed
Typewritten Text

jreed
Typewritten Text

jreed
Typewritten Text

jreed
Typewritten Text
Page 10 of 12

jreed
Typewritten Text

jreed
Typewritten Text

jreed
Typewritten Text


EE (Exhibit)

Southwest Texas Junior College
Curriculum Committee Submission Form

2. Program Change

Program Title ( as it will appear in catalog) |
Major Code: CIP Code /Approval Number: Type of Program:
OAcademic OTechnical OWorkforce
Education
When will this new program | Term: Year: Site(s) (also complete section 5)
begin? Summer

Describe program addition / revision:

Administrator Initial Date
CNeeds assessment performed. Dean
OThere is a need for the program. VP of Academic Affairs
COProgram coordinator is assigned. VP of Academic Affairs
[JSACSCOC Substantive changed addressed. VP of Academic Affairs
CApproved budget is attached.

VP of Academic Affairs
COTHECB application is attached.

Dean
OCatalog changes are attached. Dean
Comments:
3. Textbook Change
Program Title as it appears in catalog:
Rubric & Course Number : Adopted (MM/YY): Proposed for Fall:
Title of Current Book:
Author: Publisher & Address: ISBN: Number of Years this book

has been used:
Title of New Book:
Author: Publisher & Address: ISBN:
Rationale for making change at this time:
ADOPTED:
8/18/2016 Page 11 of 12
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Southwest Texas Junior College

Curriculum Committee Submission Form

4. Policy Change (Please select one of the options below)

EE (Exhibit)

ONew

CJRevision

ODeletion

Policy Title:

Source:

Page Number:

Why is this policy change needed?

Attached proposed policy change.

5. Site Change (please select one of the options below)

O New Site

0O Site Status

O Site Deletion

Name of site:

| Start Date:

List all courses (e.g., BIOL 2401) or describe change to site:

Date:

Signature of Faculty or Administrator

Date:

Date:

Division Chair

Dean

Curriculum Committee Action: Recommendation:

Curriculum Committee Chair:

Date:

Vice President

President / Cabinet Rep:

President (New Program)

Attach copy of Board Minutes showing Approval

OYes [INo
Date:
Date:
Date:
ADOPTED:
8/18/2016
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