CHECKLIST FOR COURSE APPROVAL
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1.
      
Teacher, departments, administrator, VISIONS committee, or BOE propose new course.  

(February to May) 

2.
      
Department or designee completes “Course Approval Form.”  

3.
      
Teacher and department members discuss new course(s) and how it interfaces with district and department long range goals.  (February to May)   

4.
      
Department chairperson/building coordinator(s) discuss course(s) with principal to assess impact (staffing, facility, merit, scheduling, and all other budget implications).  



(February to May)   

5.
____
Department chairperson/building coordinator(s) discuss course(s) with director of instruction to assess impact (staffing, facility, merit, scheduling, and all other budget implications).  

(February to May)____________________________

6.
____
Department chair/building coordinator discuss course with other departments within the building (February to May)   

7.
____
Department receives administrative liaison and principal’s approval 



(August/September)________________

8.
____
Administrative cabinet reviews and make recommendations regarding new course proposal (September)_____________________

9.
____
Department presents course approval form to Systemwide Committee and discusses at Systemwide committee meeting (October/September)_____________

10.
____
Department receives Systemwide Committee endorsement. (October) _____________

11.
____
Department chairperson/building coordinator(s) meets with district administrator and director of instruction to discuss course.  (November)_____________________

12.
____
Department chairperson/building coordinator(s) present to BOE Currriculum Subcommittee (December/January)_____________________

13.
____
Receive BOE action.  (December/January)_____________________________

Over, please…

PROCESS FOLLOWING FINAL APPROVAL
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A.
____
Department chairperson/building coordinator(s) and principal discuss budget items (textbook requests and curriculum development proposals), scheduling, staffing, etc. for implementation.  (January)______________________

B.
____
Department chairperson/building coordinator(s) receive(s) official notification from SWCC to proceed with curriculum development proposal.  



(February)___________________________

C.
____
Appropriate staff and director of instruction discuss curriculum proposal plans and timelines.  (April/May)________________________

D.
____
Curriculum project completed.  (June, July, August)________________________

E.
____
New course begins.  (August) ________________________
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