Changes to courses after annual curriculum deadlines have passed:
After annual curriculum revision deadlines in January, Departments proposing any course changes for immediate implementation must provide a written rationale to the Curriculum Approval Committee. The CAC may approve changes requested for compelling reasons. However, the Committee encourages departments to observe the annual deadlines for curriculum changes because the work of the College takes time and care to ensure students are not adversely affected. 

The sponsoring division is responsible for completing all relevant additional work caused by late curricular changes:

	 FORMCHECKBOX 

	Close the affected  section(s) and work with Enrollment Services to build new sections administratively in Banner to minimize disruptions for students

	 FORMCHECKBOX 

	Complete room change requests for any re-scheduling needed for changed contact hours

	 FORMCHECKBOX 

	Notify in writing all students advance-registered for the course in the terms to be affected, including how the change may alter student billing and/or financial aid

	 FORMCHECKBOX 

	Notify advising, providing advisors with new advising information and flyers to post for students

	 FORMCHECKBOX 

	Cover costs of reprinting program information sheets and any other official advertising needed to inform students of the change

	 FORMCHECKBOX 

	Notify coordinators of any programs requiring the changed course (especially important for changes in service courses like mathematics, English composition, computer applications, and any courses listed within AAS or certificate program requirements, etc.) 

	 FORMCHECKBOX 

	Notify degree evaluators in Enrollment Services, completing blanket substitutions if necessary for courses listed in affected programs

	 FORMCHECKBOX 

	Notify Financial Aid of any change in credits in affected programs and the possibility that students may need either greater assistance with tuition, or leeway and assistance adding credits to meet minimum credit requirements for financial aid eligibility

	 FORMCHECKBOX 

	Send letters of transfer articulation to all OUS institutions with revised transfer course information

	 FORMCHECKBOX 

	Notify the Publications Specialist in IRAP of changes to be incorporated in print and online catalog course descriptions and program listings, as well as the term schedules online and in print

	 FORMCHECKBOX 

	Work with all affected campus offices in a timely way to avoid crisis mode of operations, and respect the need to manage workload calmly—data entry, state approval of course and program changes, student notifications, advising, and room searches take time—and "emergencies" require staff to re-prioritize busy days without additional resources.
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