Process of the Curriculum Committee
(A brief introduction for new members)

I.  Purpose of the Committee

According to the University handbook "The Curriculum Committee is the vehicle through which faculty, students and administrative representatives submit proposals on matters related to the undergraduate curriculum of the university." The "Senate bears primary responsibility for decisions", but traditionally only gets involved in major changes, such as university wide degree requirements.  
The handbook identifies the functions of the committee (Appendix A) which are summarized below: 

The committee 
· keeps the senate and university informed of its actions (Appendix B)

· approves all new degrees, majors, emphases within majors, programs and certificates  (Approval is also needed for offering programs, etc. at additional locations)

· approves the addition of new courses, deletion of courses, and changes in program requirements

· makes recommendations for factors that relate to the undergraduate curriculum, such as academic standards, graduation requirements, requirements and coding for General Education. (The committee is responsible for a periodic assessment of Webster's General Education program.)

· provides forms and directions for preparing proposals for consideration of the Curriculum Committee.  (Appendix C)  .  

· provides two summary reports at the end of the academic year. One is a short report to the Senate indicating the major activities of the year.  The second is a University report to Academic Affairs with detailed information on all proposals and changes.  This report is part of the University's documentation on curriculum.

Minor course changes such as modifying course titles, descriptions, prerequisite, etc are done with a course summary form. The form is signed by the department chair and appropriate dean.  It is then sent to Academic Affairs where it is distributed to the Chair of the Curricular Committee, the registrar, and others.  Although the Curriculum Committee does not approve the changes they are included in the detailed report of the Committee. 

II. Committee Membership and Meetings
The committee meets the first and third Tuesday, at 3 PM throughout the Fall and Spring semesters. The meetings are open.  There are 8 faculty and 2 student voting members. Ex-officio members serve as a resource, but do not vote. The handbook states that "The Committee Chairperson is to be chosen from among the duly elected faculty members by the elected members of the Committee.  The chairperson is responsible for the smooth operation of the committee.  Several days before the meeting voting and ex-officio members are provided with the materials to be discussed. 

III. Responsibilities 

The chairperson 

· Presides over meetings

· Assists presenters with questions of process (prior to and during the meeting)

· Plans the agendas

· Consults with the Chair of the Senate on interpretation of the handbook

· Writes the year end report for the Faculty Senate

· Supervises the preparation of the detailed year end report for Academic Affairs

· Works with an assistant, provided by Academic Affairs. 

The assistant from Academic Affairs

· Prepares the schedule of meetings and arranges for rooms

· Attends each meeting and takes minutes

· Writes, with guidance from the chairperson, the draft of the minutes

· Prepares, with guidance from the chairperson, agendas for meetings

· Distributes packets of materials to voting and ex-officio members

· Distributes approved minutes to the University (Appendix B)
· Makes sure all paperwork is signed and properly filed

· Prepares the detailed report of the committee

· Supports the chairperson in additional ways
Members
· Read proposals prior to attending the meetings

· Do special work as needed
Director of Assessment, currently Kathy Marlock:

· Maintains records in electronic form
Appendix A:  University Handbook

(http://home.webster.edu/fac_handbook/commstructure.html#ug)
Undergraduate Curriculum Committee

(Subject to revision) (For graduate programs see Graduate Council)

Definition

The Curriculum Committee is the vehicle through which faculty, students and administrative representatives submit proposals on matters related to the undergraduate curriculum of the university. The Curriculum Committee reports to the Faculty Senate and apprises Administration of its recommendations and decisions. The Faculty Assembly, through its elected representatives on the Curriculum Committee and Faculty Senate, affecting undergraduate curriculum.

Membership

1. Voting Members:

a. Eight members of the Faculty Assembly, one from each of the schools / colleges and three at-large shall be elected for two year terms arranged so that four terms end each year.

1. Elections of the at-large representatives of the Committee will be voted on by the Faculty Assembly in the spring, with members-elect serving in a non-voting capacity until their terms officially begin at the start of the Fall Semester. These representatives are to be elected prior to the election of school/college representatives.

2. After the election of the at-large representatives, each school / college shall elect a representative in the spring, with members-elect serving in a non-voting capacity until their terms officially begin at the start of the following Fall semester.

3. The Committee Chairperson is to be chosen from among the duly elected faculty members by the elected members of the Committee. The chairperson is to be elected at the start of the fall semester and is to serve until the start of the following fall semester.

b. Two students chosen through procedures established by the Student Government Association.

2. Ex officio, non-voting members:

a. The Associate Vice President for Academic Affairs
b. Deans of each of the schools/colleges or their designates
c. University Registrar
d. Director of Academic Advising

Functions

1. The Curriculum Committee may initiate and develop proposals related to matters impacting the entire undergraduate curriculum or may develop such proposals if the Committee is so charged by the Faculty Senate. All such proposals will be subject to the approval of the Faculty Senate and/or the Faculty Assembly.

2. The Curriculum Committee must approve all new courses before they are added to the undergraduate curriculum.

3. The Curriculum Committee must approve the elimination of courses from the undergraduate curriculum.

4. Requests for changing grading patterns within a department of the undergraduate program of the University must be submitted to the Curriculum Committee for consideration. If the committee endorses the change, it forwards its endorsement to the Faculty Senate for their consideration and action.

5. The Curriculum Committee will review, evaluate and make recommendations concerning academic standards, graduation requirements, the academic calendar, and any other factors as they relate to the undergraduate curriculum.

6. The Curriculum Committee must approve all changes in degree requirements.

7. The Curriculum Committee must approve all new degrees, new majors, new emphases within majors, new programs and new certificates. These committee actions must be forwarded to the Faculty Senate for their consideration and action.

8. Prior to implementation, the Curriculum Committee must approve all new degrees, new majors, new emphases within majors, new programs and new certificates at any other location.

9. The Curriculum Committee will periodically review and revise the criteria for coding of courses in relation to the General Education Goals and will periodically review course coding.

10. The Curriculum Committee must approve all exemptions from and modifications of the University's General Education requirements.

11. The Curriculum Committee will meet on the first and third Tuesdays of the month during the undergraduate academic year.

12. The minutes of the Curriculum Committee will be sent to the members of the committee, the members of the Faculty Senate, the University Librarian, the members of the Council on Student Affairs, and the Director of Admissions.

13. Deadlines for submitting course proposals to the Curriculum Committee will be published in the annual Webster calendar.

14. In exceptional cases, it may be necessary to consider course proposals when the curriculum Committee is not holding regular meetings (e.g., summer or Christmas vacations). In such cases the Dean of Undergraduate College may grant provisional approval after reaching agreement with the chairperson of the Curriculum Committee (or his/her designee). The committee chairperson (or his/her designee) will poll other available committee members before acting on such proposals. The entire Curriculum Committee will then accept or reject such courses at the earliest opportunity.

Procedure for Submitting a New Undergraduate Course

Person or group initiating the course submits the plan to the Department Chairperson/Program Director, then to the Department/Program, then to the Curriculum Committee, and then to the Dean of Undergraduate College.

Procedure for Submitting a New Area of Concentration or an Emphasis Within an Area.

A person initiating an area of concentration or emphasis submits the plan to the Department Chairperson/Program Director, then to the Department/Program, then to the Curriculum Committee, Faculty Senate, then to the Dean of Undergraduate College.

Appendix B:  Distribution list of agenda and minutes

Cc:
B. Akande
J. Brasfield
T. Nickolai
Department Chairpersons


D. Carpenter
D. Dey

L. Rein

Interdisciplinary Committee


B. Fyfe

J. Finder
D. Morris
Extended Campus Directors


P. Sargent
G. Kannenberg
T. Janke


D. Wilson
J. Staley
S. Cargas

             P. Masidonski   K. Marlock         B. Lynch
             V. Johnson

The names represent the Vice President for Academic Affairs, Academic Deans, Associate Academic Deans, Vice President for Students and Enrollment Management, Vice President for Associate Director of Undergraduate Admissions, University Registrar, Dean of the Library, Director of Academic Advising, Director of Fine Arts, Director of Assessment, Coordinator of General Education and Chairperson of the Senate.  
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