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THE
CURRICULUM
MANUAL

A GUIDE TO THE PROCEDURES USED
IN THE
CURRICULUM DEVELOPMENT PROCESS
AT
GUAM COMMUNITY COLLEGE

INTRODUCTION

This Curriculum Manual provides information on the curriculum development processes at
Guam Community College for both instructional programs and courses. The manual provides
access to the information necessary for curriculum development, including applicable forms,
annotations and resources.

The manual is designed to assist faculty, departments, and academic administrators of Guam
Community College in the development of new programs and courses and in the revision of
existing programs and courses.

The Curriculum Manual is a complete guide to the curriculum development process used at
Guam Community College. The manual includes two parts: the Course Approval Process and
the Program Approval Process. Both parts are divided into several sections, each representing a
different step or action, of the curriculum approval process. Each section includes a description
of the various procedural steps unique to that process and the applicable curriculum form.
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LEARNING OUTCOMES COMMITTEE
The committee responsible for overseeing the curricular development process is the Learning
Outcomes Committee (LOC), recognized as such by the Board of Trustees/Guam Federation of
Teachers Agreement (2010 — 2016).

General Education Committee: a subsidiary committee of LOC, the purpose of the
General Education committee is to ensure the integrity of General Education courses at
Guam Community College are in support of the College’s mission and the relevant
charges of the Learning Outcomes Committee addressing General Education issues.

CHARGE

The Learning Outcomes Committee ensures and regulates, through quality control, a
curriculum that reflects the mission of the College and that is academically sound,
comprehensive, and responsible to the evolving needs of the community. In addition, this
committee reviews, explores, and assesses the effectiveness of General Education policies and
procedures, making recommendations to the Faculty Senate, Departmental Chairpersons,
Committee Chairpersons, and administrators as appropriate. The Committee will involve
administrators, faculty, staff members, and students in efforts to guide and continually improve
the institutional and student learning outcomes.

General Education Committee will address the above charges by: Establishing
guidelines for general education in all degree and certificate programs, Assessing current
General Education courses for effectiveness and to ensure they meet ILOs, and
Reviewing and approving new course guide submissions for proposed General Education
courses.

MISSION STATEMENT
The Learning Outcomes Committee ensures that the College’s curricular offerings are
academically sound, comprehensive, and responsible to the evolving needs of the community.
It serves to guide and continually improve GCC’s efforts to assist students to achieving
relevant student learning outcomes.

VISION STATEMENT
The Learning Outcomes Committee strives to prepare students to fully pursue high-quality
educational opportunities, in support of the needs of Guam and its work force.

PHILOSOPHY
The Learning Outcomes Committee believes that a high quality curriculum provides students
with the academic foundation necessary to achieve career and life goals.
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CURRICULAR PROCESSES

Course Approval Process

A course may “stand alone,” i.e. not be a part of a program, or a course may be a component of a
program. This process assists authors with adding, revising (substantive and non-substantive) or
deleting a course. Each section contains a comprehensive description of the steps involved for
each action.

PROCESS FORM REQUIRED
Adding a Course

Adoption Course Approval Form
Revising a Course

Substantive Course Approval Form

Non-substantive Course Approval Form

Archiving a Course
Course Archival Archival Memorandum
Reinstating an Archived Course Reinstitution of Archived Curricula

Program Approval Process

A program consists of a series of courses constituting the requirements for a diploma, certificate
or associate degree. This process assists authors in the phases involved in adding (concept and
adoption), revising (substantive and non-substantive) or deleting a program. See the
corresponding approval process section for a comprehensive description of the steps involved for
each action.

PROCESS FORM REQUIRED
Adding a Program
Concept Program Concept
Adoption Program Approval Form
Revising a Program
Substantive Program Approval Form
Non-substantive Program Approval Form
Archiving a Program Archival Memorandum
Reinstating a Program Reinstitution of Archived Curricula
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SIGNATORIES FOR CURRICULUM:
ROLES AND RESPONSIBILITIES

Each step of the curriculum approval process involves the signature of a person approving the
curricular form. The signatures appear on the cover page of the Program Concept, Program
Approval Form and Course Approval Form. The signatures should be secured in the following
sequence as applicable: Author, Department Chair, Registrar, Dean, Learning Outcomes
Committee Chair, VPAA, and President. Signatories should keep a curricular form no longer
than two weeks from date of receipt. Though a signature may not be required for a specific
curriculum action, any curriculum signatory listed here may review the form and express
recommendations to the approving signatory. The following is a brief description of the scope of
responsibility for each signatory.

AUTHOR

The Author creates and revises curricular forms.

DEPARTMENT AND DEPARTMENT CHAIR
Members of the Department examine the purpose, content, scope, sequence and detail of
the curricular form. They review and evaluate the form, focusing attention on the course
outline and student learning outcomes. The Department Chair is the actual signatory. The
Department reviews and may approve any curricular form. The Department considers all
recommendations, makes appropriate revisions, and monitors the progress of the
curricular form through the approval process.

REGISTRAR
The Registrar reviews program and course description sections paying close attention to
course number, title(s), credit, contact hours, cost to the student, and relationship to other
College courses and/or programs. The Registrar may approve any program and course
actions presented or ask for revisions.

DEAN
The Dean closely examines the purpose, feasibility, budgetary impact, design, and
evaluation portions of each curricular form. Deans may approve any curricular form
presented or ask for revisions.

LEARNING OUTCOMES COMMITTEE
The Learning Outcomes Committee (LOC) is comprised of committees previously
known as the General Education Committee and the Curriculum Committee (CC), which
was formerly known as the Academic Affairs Committee. Its responsibilities regarding
curriculum are listed in the agreement for faculty between GCC Faculty Union AFT
Local 6476 and the GCC Board of Trustees. In addition to its curriculum approval
responsibility, the LOC reviews College policies and procedures and makes
recommendations governing curricular development; it ensures that established
procedures are maintained and followed for curricular review. The LOC may take the
following actions with each curricular form: Approved with no corrections, Approved
with corrections, or send Back to Author. The LOC Chair is the signatory and shall:

1. Analyze each proposed curriculum as to its effect on the College, and
2. Provide a written recommendation for each curriculum proposal and ensure the
proposals include implementation schedule, materials, equipment, facility required,
a budget estimate, and evidence of demand and/or interest.

VICE PRESIDENT, ACADEMIC AFFAIRS
The Vice President, Academic Affairs (VPAA) reviews the curricular form from an institutional
perspective. The VPAA may approve any curricular form presented or ask for revisions. The
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VPAA is responsible for forwarding a printed copy of the form to designated parties and

maintaining the curriculum archival file. Archival files are located in the VPAA's Office.
PRESIDENT

The President reviews the curricular form from an institutional mission and goals

perspective. With the exception of substantive and non-substantive course revisions, the

President may approve any curricular form or ask for revisions.
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GUIDELINES FOR SUBMISSION
OF CURRICULUM FORMS

Curriculum forms are to be developed using computer-generated templates. Templates ensure a
common format for all curricular forms at the College and are available from the Deans’ Office.
The Curriculum Manual is also available from the Deans’ Office in printed form or in MyGCC.
Use The Curriculum Manual to identify what curricular actions should be taken and to learn
about the processes and requirements.

Guidelines for Writing Curricular Forms

1.

2.

Noohkow

8.

Use the latest computer template to generate curriculum forms. Do not change the
template. Simply fill in your responses.

Only respond to those items requiring your response for the curricular action in question.
Leave other items blank.

Boldface your responses.

Use Times New Roman font. Use 12 pt. font size.

Use consistent spacing, margins, indentations, etc.

Number the pages of the form. Format: Page # of Page # at the center bottom.

For course forms, add a footer listing the course alpha and number. For program forms,
the footer must include the program title.

Where possible include the most recent previously approved curriculum form. When the previous
form cannot be located or does not exist, simply state that fact in I. TYPE OF ACTION.

Suggestions and Information about the Curriculum Process and Development

1.

2.

8.

The Author is the primary person submitting curriculum recommendations. The Department is
responsible for tracking the form to ensure its timely movement through the process.
Authors should submit their curriculum documents in Word format (minimum Office
2007 for PC or 2008 for Mac). Due to department budgetary constraints, the institution
should make every effort to ensure that department computers are equipped and updated
with the necessary software compatible with Acalog. If the department isn’t equipped
with the necessary software, the managers of Acalog should assist the Author with the
curriculum document required format.
If a secondary level course is essentially the same as a postsecondary course, but have different
course alphas and numbers, different course guides should be proposed for each.
When the Department makes form changes, new pages should replace those pages being
changed. The old pages should be kept in a folder in the curriculum package. All
signatories should ensure that the integrity of the original package is maintained.
The curriculum package contains:

« the proposed printed original curriculum form,

* any changes,

* any necessary attachments,

Note: Email an electronic copy containing the proposed curriculum form to LOC

chair.
After the form has all necessary signatures, the original printed form and the electronic
version are archived in the VPAA’s Office. Copies of the printed form are routed to
specified College offices or locations.
The Department must plan ahead in order to offer an approved course on an anticipated schedule.
Adoption and/or Substantive Program Approval curriculum documents must be
submitted during the Fall LOC’s Program Adoption and Substantive deadline prior to the
Fall implementation timeline.
Useful terminology:
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A program is a series of courses that culminates in a diploma, certificate or degree.

« A course may be connected to a program. A course that is connected to a program
is listed in the catalog as a Technical Requirement or a Related Technical and/or
General Education Requirement for a specific program.

9. When documents returned by LOC with “BTA” review results, the author has 30 days to
resubmit revisions to LOC. After 30 days, the documents will be expired and author
must resubmit documents through process using the current template.

10. Pre-requisites should be defined as: course work, test score, and/or external
certifications.

11. Authors will submit Program and Course Approval curriculum documents to Registrar
four (4) weeks and to Deans two weeks prior to LOC deadlines. For a curriculum
document to be discussed and voted on by LOC, the curriculum documents must be
received by LOC two weeks prior to the meeting date.

12. Registrar and Deans will have a two (2) week timeline each to review a curriculum
document and provide feedback to Author.

13. The LOC Chairperson and Chairperson-Elect will receive ACALOG audit alerts for
curriculum document review.
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COURSE APPROVAL PROCESS

INTRODUCTION

Courses generally are the components of instructional programs. This section addresses the
processes associated with course development and approval. This section lists the steps for the
process, lists necessary signatures, identifies the required forms, and includes an annotation of
the forms.

Course actions may necessitate revisions to the Program Approval Form. For information
regarding program curriculum actions, see the Program Approval Process and specific sections
for program development in The Curriculum Manual.

These are the processes associated with course approval:

COURSE ADDITION:

1. When practical, experimental courses should be “tested” through the Continuing
Education Process as “Special Projects” using 190 or 290 course numbering.
Results of those 190 & 290 offerings may be used as evidence to support Course
Adoption.
2. Adoption Course Guide: The Author submits the Adoption Course Guide along
with evidence to support the request.
COURSE REVISION:
Non-substantive or substantive revisions of existing courses may be requested.
1. Non-substantive Course Revision: Certain specific course changes are considered
“non-substantive.”
2. Substantive Course Revision: Certain specific course changes are considered
"substantive."
COURSE ARCHIVING:
Archival of a course from the Catalog: The Course Archival Memorandum requests
archiving of an inactive course or a course that is no longer to be offered. While courses
may be removed from the Catalog, they will remain on the “Master List of Courses” for
transcripting purposes.
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COURSE ADOPTION

Process Narrative
The Course Guide approval process is composed of the following steps (Signatories should keep
a curricular form no longer than two weeks from date of receipt):

1.

10.

11.

The Author reviews any evidence to support course adoption. The Author may gather
data relating to the quality and desirability of the course; request information from
departmental personnel, the Dean, and industry and community experts; gather or review
data relating to student enroliment and completion.

The Author prepares a digital copy of the Course Guide and also provides a paper copy
with a signed and dated cover page.

The Author submits the Course Guide and attachments to the Department for review and
approval. The Department reviews the Course Guide for format, style, consistency,
grammar, spelling, and standard content. The Department also reviews for purpose,
content, scope, sequence, and detail. When approved, the Department Chair signs the
Course Guide cover page and shares the package to the Advisory Committee or
Subject/Industry Expert. The Department Chair then forwards document to Registrar. If
not approved, the form is returned to the Author.

The Registrar reviews the Course Guide for verification of course number, title, credits,
prerequisites, duration, relation to other curricula, cost to student, and catalog description.
When approved, the Registrar signs the Course Guide cover page and forwards the form
to the Dean. If the Course is not approved, the Registrar returns the form to the
Department for revision.

The Dean reviews the Course Guide for purpose, feasibility, budgetary impact, design,
and evaluation. When approved, the Dean signs the Course Guide cover page and sends
the form to the Learning Outcomes Committee. If not approved, the form is returned to
the Department for revision.

The Learning Outcomes Committee reviews the Course Guide to analyze its effect on the
College and to ensure that the forms include an implementation schedule, materials,
equipment, facility, budget and evidence of community need or interest. When approved,
the Learning Outcomes Committee Chair signs the Course Guide cover page and
forwards the form to the VPAA. If LOC rejects with “Back to Author” results, Chairs
will send notifications to authors and ACALOG managers. Registrar and Dean will work
with Authors to make the necessary revisions and approval before resubmitting to LOC.
The VPAA reviews the Course Guide from the perspective of institutional scope and
sequence. When approved, the VPAA signs the Course Guide cover page and forwards
the form to the President. If not approved, the form is returned to the Dean who
coordinates necessary revisions.

The President reviews the Course Guide from the perspective of institutional mission and
goals. When approved or disapproved, the President returns the form to the VPAA.

The VPAA's office archives the original printed and electronic Course Guides and
distributes copies of the approved course to the Registrar, Department, Learning
Resource Center, Associate Deans and Dean. The VPAA’s office will also notify
Authors within one week after approval.

All course guides must be reviewed every five years to be current with industry and
national standards. If there are no changes required, then submit a new Course Approval
Form and notate action in Non-substantive Revision.

Prerequisite(s):
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List and describe any prerequisites required for this course. Does entry into this course
require that the student have had any prior training, course work, certificate, licensure,
health clearance (other than that required by GCC), a specific reading level, age, or other
special attribute? If so, list and describe the prerequisite(s). All 200 level courses in non
CTE degree programs are required to include EN110 Freshman Composition as a
prerequisite.
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COURSE APPROVAL FORM

Kulehon Kumunicar Guakan

SCHOOL

DEPARTMENT

COURSE ALPHA, NUMBER, TITLE

AUTHOR

DATE SUBMITTED

Check the action to be taken and have the indicated people sign.

[]Course Adoption - all signatories
[ICourse Substantive Revision - all signatories except President
[ INon-Substantive Revision — all signatories except President and LOC Chair

APPROVED BY NAME APPROVED DISAPPROVED DATE ACTION*
DEPARTMENT CHAIR
[] []
REGISTRAR Patrick L. Clymer [] []
DEAN ] ]
LEARNING OUTCOMES Normma R. Guerrero
COMMITTEE CHAIR : ] ]
VP, ACADEMIC AFFAIRS R.Ray D. Somera,
Ph.D. H H
PRESIDENT Mary A. Y. Okada,

Ed.D. [] []

* Indicate if the document had no corrections (NC), was approved with minor corrections (WC), or was disapproved

and returned back to author (BTA).

This version of the cover sheet facilitates the eventual transition to an all-online curricula approval process.

Date of template revision: May 2014
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COURSE APPROVAL FORM
FOR ADOPTION, SUBSTANTIVE REVISION AND NON-SUBSTANTIVE
REVISION

I.  TYPEOFACTION
Check the type of action that applies. If previous Course Guide exists, please attach.

A ] Adoption

B. ] Substantive Revision (attach electronic copy of current Course Guide)

The numbers listed next to the changes below may or may not require a response and
they have been identified as those questions most likely needing to be addressed. The
entire Course Guide should be reviewed for applicability.

Change in number of credit hours: 11, IVD, VII, VIII, IX, X, XI, XII

Change in prerequisite(s) other than prerequisite(s) offered within your
department: I, IVD, VII, VIII, IX, X, XI, XII

Substantive change in course content: 11, IVD, VII, VIII, IX, X, XI, XII
Identify specific changes not listed above:

L0 0d

C.] Non-Substantive Revision (attach electronic copy of current Course Guide and
complete items Il through XII)

Please check the appropriate box:

[] Change in course alpha, number, or title.

NEW: ALPHA NUMBER TITLE

[ ] Wording change in the catalog course description that does not  significantly
change the course content (attach old and new wording).

[ ] Addition or revision of Student Learning Outcomes (SLOs) that does not
significantly change the course content (attach old and new SLOs).

[ ] Change in the course outline that does not significantly change the
course content (attach old and new course outlines).

[] Change in course prerequisites where both course and prerequisite are  offered
within your Department (attach old and new prerequisites).

Change in maximum number of students allowed in class setting.
Change in lab fees.

Change in textbook.

Other:

Oodg
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Il.  INTRODUCTION
The course is connected to the following program(s):

Please check appropriate box:
A. [] ThisisaCTE course and is aligned with Career Cluster and Career
Pathway.

(See http://www.careertech.org/career-clusters/glance/clusters-occupations.html for more information)

B. [] This course is part of General Education.

I11. COURSE DESCRIPTION & STUDENT LEARNING OUTCOMES

This course description will appear in the College Catalog followed by the Student Learning Outcomes-
Course Level.
Course Description:

If the description above is a revision, attach a copy of the current catalog page(s) to be revised.
Catalog Year: Page Numbers:

STUDENT LEARNING OUTCOMES - COURSE LEVEL (LIST 3-5)
Upon successful completion of this course, students will be able to:
1.
2.
3.

[ |These SLOs are aligned to States’ Career Cluster Initiatives (SCCI) (www.careertech.org/) standards.

IV. RATIONALE FOR PROPOSAL

If this course is connected to a program, answer A, D and E. If this course is not connected to a

program, answer A-D.

A. Reason this proposal should be adopted in light of the College's mission statement and
educational goals

B.  Anassessment of industry or community need

C.  Conformity of this course to legal and other external requirements. Include articulation agreements,
Guam State CTE requirements, accrediting agency standards, State Board regulations, professional
certification or licensing requirements if applicable

D. Results of course and course guide evaluation.

E.  Program requirements (associate degree, certificate, diploma) served by this course

V. RESOURCE REQUIREMENTS AND COSTS (PENDING AVAILABILITY OF FUNDS)
A. Resources (materials, media, and equipment) and costs

B.  Personnel requirements (administrative, instructional and support staff) and costs
C.  Facility requirements and costs

D.  Funding source(s)
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E.  Impact, financial or otherwise, this course may have on the School/College

VI. IMPLEMENTATION SCHEDULE

A.  Implementation date:
* Document must be approved by the second week of March to be effective for the
following fall semester OR the second week of October to be effective for the following
spring semester.

B.  Course Offering: Spring Only
Even Years
VIlI. COURSE DESCRIPTION
A. Course
Alpha:
Number:
B.  Course Title(s)
Long Title:

Abbreviated Title (20 characters maximum):
C. Contact Hours and Number of Students

Maximum Number of Students:

Lecture:

Lab:

Practicum:

Clinical Practicum:

Work experience/internship:

Other:
Total Hours:
D.  Number/Type of Credits
Carnegie Units: per semester
Credits: per semester

Prerequisite(s)
Co-requisites(s)

Avrticulation

Secondary Programs/Courses
University of Guam

Others

H.  Target Population

®@mm

I Cost to Students (specify any fees)

VIIl. COURSE DESIGN (INSTRUCTIONAL METHOD E.G. DISTANCE LEARNING,
MEDIATED, NON-TRADITIONAL, ONLINE, TRADITIONAL)

IX. COURSE OUTLINE
1.
2.
3.
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4.
X.  STUDENT LEARNING OUTCOMES - DETAILED (based on Course Outline)

Upon successful completion of this course, students will be able to:

1.
11
1.2

2.1
2.2

3.1
3.2

XI.  MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS

XIl. TEXTBOOK REFERENCE, EQUIPMENT AND SUPPLIES
A.  Required Textbook(s)

ISBN#
B.  Reference(s) and Bibliography
C. Equipment/Facilities
D. Instructional Supplies
Learning Resource Center (Library)

E. Hasthe Advisory Committee reviewed and concurred with the materials, content, and
assessment used for this course?

[] Yes
[ ] No

Comments:
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COURSE SUBSTANTIVE REVISION

Introduction

Course revision may be either substantive or non-substantive. This section describes the process
and procedures involved in substantive revision of courses. (Signatories should keep a curricular
form no longer than two weeks from date of receipt).

The following are considered to be substantive changes for a course:

1. Change(s) in the number of credit hours;
2. Change(s) in course prerequisite(s) other than prerequisites offered within the same
department;
3. Substantive change in course content;
4. Change(s) which do not fall into the non-substantive change category.
Process Narrative
The Substantive Revision Course Guide approval process is composed of the following steps:

1. The Author conducts or reviews the course and Course Guide evaluation. Then the
Author prepares the Substantive Revision Course Guide and attaches the most recently
approved course document. A digital copy containing the Substantive Revision Course
Guide is prepared.

2. The Author signs and dates the Substantive Revision Course Guide and submits the
Substantive Revision Course Guide and attachment to the Department for review and
approval. The Department reviews the Substantive Revision Course Guide for purpose,
content, scope, sequence, detail, format, style, consistency, grammar, spelling, and
standard content. When approved, the Chair signs the Substantive Revision Course Guide
cover sheet and shares the form to the Advisory Committee or Subject/Industry Expert.
The Department Chair then forwards document to Registrar. If not approved, the form is
returned to the Author.

Attachments include:
« the original printed Substantive Revision Course Guide,
« the attached Course Guide or most recently approved course form, and
« a digital copy containing the Substantive Revision Course Guide.

3. The Registrar reviews the Substantive Revision Course Guide for verification of course
number, title, credits, prerequisites, contact hours, duration, relation to other curricula,
cost to student, and catalog description. When approved, the Registrar signs the
Substantive Revision Course Guide cover sheet and forwards the form to the Dean. If the
Substantive Revision is not approved, the Registrar returns the form to the Department
for revision.

4. The Dean reviews the Substantive Revision Course Guide for purpose, feasibility,
budgetary impact, design, and evaluation. When approved, the Dean signs the
Substantive Revision Course Guide cover sheet and sends the form to the Learning
Outcomes Committee. If not approved, the form is returned to the Department for
revision.

5. The Learning Outcomes Committee reviews the Substantive Revision Course Guide to
analyze its effect on the College and to ensure that the following is included:
implementation schedule, materials, equipment, facility, budget and evidence of
community need. When approved, the Learning Outcomes Committee Chair signs the
Substantive Revision Course Guide cover page and forwards the form to the VPAA. If
LOC rejects with “Back to Author” results, LOC Chairs will send notifications to authors
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and ACALOG managers. Registrar and Dean will work with Authors to make the
necessary revisions and approval before resubmitting to LOC.

6. The VPAA reviews the Substantive Revision Course Guide from the perspective of
institutional scope and sequence. When approved, the VPAA signs the Substantive
Revision Course Guide cover page. If not approved, the form is returned to the Dean who
coordinates necessary revisions.

7. The VPAA's office archives the original printed Substantive Revision Course Guide and
attachment and the electronic copy of the document. Copies of the approved form are
distributed to the Registrar, Department, Learning Resources Center, Associate Deans
and Dean. The VPAA’s office will also notify Authors within one week after approval.
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COURSE NON-SUBSTANTIVE REVISION

Introduction

Course revision may be either substantive or non-substantive. Signatories should keep a
curricular form no longer than two weeks from date of receipt. A non-substantive course
revision involves one or more of the following:

 Change in the course alpha, number, or title;

» Wording changes in the catalog course description that does not significantly change the
substance;

« Addition or revision of Student Learning Outcomes (SLOs) that does not significantly
change the course content;

 Change in the course outline that does not significantly change the course content;

 Change in course prerequisites where both the course and prerequisite are offered within
the same department;

+ Addition of outcomes if there is no change in course content;

» Number of students;

 Change in lab fees;

 Change in textbook
Process Narrative
The Course Non-substantive Revision approval process is composed of the following steps:

1. Using information determined from various sources such as the Course Guide, enrollment
information, department personnel, or students, the Author prepares the Non-substantive
Curriculum Revision using the Course Approval Form, and required attachment(s).

2. The Author signs and dates the Course Approval Form and checks off the Non-
substantive Curriculum Revision box and submits it and any required attachments to the
Department for review and approval. The Department reviews the Non-substantive
Curriculum Revision and attachments for course scope, content, scope, sequence and
detail of the form. Upon departmental approval, the Department Chair signs the Course
Approval Form and forwards the following to the Registrar:

« Course Approval Form,

« attachment(s), and

« a digital copy containing the Course Approval Form.
If the Department does not approve the requested action, the Course Approval Form and
attachments are returned to the Author for revision.

3. The Registrar reviews the Non-substantive Curriculum Revision and attachment(s) for
verification of course number, title, credits, prerequisites, contact hours, duration, relation
to other curricula, cost to student, and catalog description. When approved, the Registrar
signs the Course Approval Form and forwards the form containing the Non-substantive
Curriculum Revision, and attachment(s) to the Dean. If the Non-substantive Curriculum
Revision is not approved, the Registrar returns the form to the Department for revision.

4. The Dean reviews the Non-substantive Curriculum Revision and attachment(s) for
purpose, feasibility, budgetary impact, design, and evaluation. When the Dean approves
the revision, the Dean signs the Course Approval Form and forwards the form containing
the Non-substantive Curriculum Revision, attachment(s), and digital copy to the VPAA.
If the Dean does not approve the revision, the Dean communicates with the Department
for recommended modifications.

5. The VPAA reviews the Non-substantive Curriculum Revision from the perspective of
institutional scope and sequence. When approved, the VPAA signs the Course Approval
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Form. If not approved, the VPAA returns the form, attachment(s), and digital copy to the
Dean who coordinates necessary revisions with the Department.

6. The original printed and electronic copies of the Course Approval Form containing the
Non-substantive Curriculum Revision are archived in the VPAA's Office. The VPAA
sends a copy of the Course Approval Form to the Department, Associate Deans, Dean,
Registrar, and Learning Resources Center. The VPAA’s office will also notify Authors

within one week after approval.

GCC CURRICULUM MANUAL Page 21 of 116




COURSE ARCHIVAL

Introduction

If a course is no longer to be offered at the College, e.g., it has not been offered for several years
and is to be permanently removed from program offerings, the course may be archived from the
catalog. This section describes the process for archiving a course. While courses may be deleted
from the catalog, they will remain on the “Master List of Courses” for transcribing purposes.

The archived course is removed from the Course Description section and/or the General
Education list in the GCC Catalog and any program narrative or list of program requirements in
the Catalog. If the course serves program requirements, a “Program Substantive Revision” form
must also be completed.

Process Narrative
The Archival Memorandum approval process is composed of the following steps (Signatories
should keep a curricular form no longer than two weeks from date of receipt):

1. The Author or Department Chair conducts a Review of Course Guide and any other
course evaluation procedures necessary to decide whether the course should be deleted.

2. The Author or Department Chair prepares the Archival Memorandum and signs the cover
sheet. The approved Course Guide or other most recently approved course form is
attached. A digital copy containing the Archival Memorandum is prepared.

3. The Author or Department Chair submits the Memorandum and attachments to the
department for review and approval. The Department reviews the Archival Memorandum
for purpose, content, scope, sequence and detail. When approved, the Department Chair
signs the cover sheet and forwards the following to the Registrar:

» the original printed Archival Memorandum,

* the attached Course Guide or most recently approved course guide,

» a digital copy containing the Archival Memorandum.
If the Archival Memorandum is not approved by the Department, the Course Guide and
attachments are returned to the Author for revision.

4. The Registrar reviews the Archival Memorandum for verification of course number, title,
credits, prerequisites, contact hours, duration, relation to other curricula, cost to student,
and catalog description. When approved, the Registrar signs the Archival Memorandum
cover sheet and forwards the form to the Dean. If the Archival is not approved, the
Registrar returns the form to the Department for revision.

5. The Dean reviews the Archival Memorandum for purpose, feasibility, budgetary impact,
design, and evaluation. When approved, the Dean signs the Archival Memorandum cover
sheet and sends the form to the VPAA. If not approved, the form is returned to the
Department for revision.

6. The VPAA reviews the Archival Memorandum from the perspective of institutional
scope and sequence and makes final approval. If not approved, the form is returned to
the Dean who coordinates necessary revisions with the Department.

7. The VPAA's office archives the original printed and electronic Course Archival
Memorandums and distributes copies of the approved form to the Registrar, Department,
Dean, Associate Deans, and Learning Resources Center.
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CUAM COMMUNITY OOLLECE

i ——— ARCHIVAL MEMORANDUM

DATE:

TO: VPAA Approved: Date:

VIA: Dean Approved: Date:
Registrar Approved: Date:
Dept. Chair Approved: Date:

FROM:

SUBJECT: Request Archival of Curriculum

COURSE ARCHIVAL INALPHA __ NUMBER TITLE

Attach course guide
1. Justification for course archival
2. Plans and implementation date for phasing out this course

3. Plans for students currently enrolled in the course or enrolled in the program
requiring the course

PROGRAM ARCHIVAL
Attach program form

1. Justification for program archival
2. Plans and implementation date for phasing out this program
3. Plans for students currently enrolled in the program
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ANNOTATION OF COURSE GUIDE

Use this annotation as you complete the Course Approval Form; it describes each item that may
be necessary for you to address.

» Course guides prepared in previous Course guide formats need not be revised simply to
comply with The Curriculum Manual (2013) format.

» A Course Guide Non-substantive revision or archival action; i.e., adoption, substantive
revision, or archival, may necessitate a program change. If that is the case, also complete
an appropriate Program Form. Instructions and forms for Program Form actions are
found in the “Program Approval Process” section of this manual.

» Pointers for Course Guide production are found in the “Checklist for Reviewing the
Course Form” located in Appendix E and in the Guidelines for Submission of Curriculum
Forms, page 7.

Course Guide

COVER SHEET

Fill in the information requested: department name, school name, course
alpha/number/title, author, and date submitted to the department. Check the type of action
requested.

Write the date the form is submitted to the department.

I. TYPE OF ACTION

Check the type of course guide action you are requesting. Attach a copy of the most
recently approved course guide to the form.

1. INTRODUCTION

Provide information about the course’s relationship to instructional programs.
A. List the program(s) or programs of study to which the course is connected.
Is the course a Technical Requirement or a Related Technical or General Education
Requirement for a program? If it is required by a program, the course is considered
to be connected to that program or program of study.

I11. STUDENT LEARNING OUTCOMES - COURSE LEVEL

List three to five of the most important Student Learning Outcomes of the course.
Begin this section with a verb that is measurable (See Bloom’s Taxonomy,
Appendix H). It might be useful to ask yourself, “What will students be able to
think, demonstrate, and/or believe at the end of this course?” There should be at
least one cognitive, one behavioral, and one affective SLO. Align SLO’s with State
Career Clusters Initiative (SCCI) standards (see: www.careetech.org). The same
SLOs should be reflected in the course syllabus. Refrain from use of the word
“objective” when referring to outcomes.

IV. RATIONALE FOR PROPOSAL

Provide the rational for the action requested.
A. Reason for Proposal:
Describe why this action should be taken. Base your rationale upon the GCC
Mission Statement, institutional goals and/or plans and occupational requirements.
B. Employment Outlook:
Describe the employment outlook for this course area. To what job titles will this
course apply? What is the salary level? Are these jobs in demand on Guam? What is
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the future for these jobs on Guam? How many and what courses will the student
need to complete before minimal job qualification is reached?

C. Conformity of Course to Requirements:
Describe how this course conforms to legal, occupational, or educational
requirements. Is this course title or course content listed in articulation agreements,
State Board regulations, or professional certification or licensing requirements?

J.Course Evaluation:

For Course Guide:
Describe the results of any evaluation of offerings as a special project course. Data
may include: How many students were enrolled? How many completed the course?
Did enrollment meet expectations in terms of numbers and student background
(prerequisite knowledge and skills)? Is the course outline satisfactory? What was
successful? What was difficult and should be changed?
For Substantive Revision:
Describe results of any course or Course Guide form reviews that support the
requested action(s). Provide evidence supporting your request.

E. Program Requirements:
Identify degree, certificate, or diploma programs for which this course is either a
Technical Requirement or a Related Technical or General Education Requirement.
How many and what kind of program credits does the course satisfy? Is the course
to be added to the Catalog list of general education courses?

V. RESOURCE REQUIREMENTS AND COSTS (PENDING AVAILABILITY OF FUNDS)

Provide the information about required resources.
Note: These resource requirement requests will be coursed through appropriate channels
and subject to funding availability.
A. ldentify Resources:
List needed materials, media, Learning Resource Center, equipment and their costs.
Equipment should be specific to occupations for which training is provided. Include
maintenance costs for equipment, if applicable.
B. Estimate Personnel Requirements:
Describe the instructional and support personnel required to deliver this course.
Describe personnel qualifications and costs.
C. Identify Facility Requirements and Costs:
Describe classroom and/or laboratory stations/space required to offer this course.
Describe costs.
D. Identify Funding:
List the funding source(s) that will be utilized in order to deliver this course.
Include personnel, facility, supplies, equipment, etc.
E. Impact of Course on College Resources:
Describe how this course will impact other programs and courses, including student
enrollment, staffing requirements, facility requirements, equipment needs, funding,
etc.

VI. IMPLEMENTATION SCHEDULE

A. Implementation Date:
Write the date that the course will be first offered in its new or proposed version. If
it is a Substantive Revision, write the date that the request will take effect.

B. Course Offering:
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Indicate how often the course will be offered and in which semester/year.

VIlI. COURSE DESCRIPTION

A. Course:
Write the course alpha and number. See the Registrar for information regarding
selection of the alpha and number.
B. Course Title:
Write two course titles: 1) may be longer than 20 characters, and 2) must be less
than 20 characters. The data entry system used by the Registrar is programmed to
accept entries with titles no greater than 20 characters. There are times, however,
when it is desirable to have a longer course title to convey more about the course;
I.e. catalog entry, recruiting purposes, etc. This is not a problem as long as you
supply the Registrar with a title of 20 characters or less to be used for data entry.
See Registrar for additional information.
C. Contact Hours and Number of Students:
Write the maximum number of students per class. Write the number of student
contact hours required for this course. These hours refer only to the hours that the
student is expected to be in class (outside study time is not included).
D Number/Type of Credits:
Write the number and type of credits that the student will receive upon successful
completion of the course. For example, a secondary course that meets one period
per day for five days per week for one semester is .5 Carnegie Units. A
postsecondary credit hour is equivalent to a minimum of each of the following: one
credit hour for each 15 clock hours of lecture, laboratory classes (including
practicum and clinical courses) that will lead to the award of credits must be a
minimum of 45 contact hours per credit hour. So, a 4 credit lab must have a
minimum of 180 contact hours, but a lecture/lab class needs only a minimum of 60
hours for 4 credits (see Credit Hour Policy in Appendix).Contact the Registrar when
determining credit for Adult High School courses or for other questions.
E. Catalog Description or Revision to Include SLOs — Course Level (Section I11.)
1. Catalog Description:
Write the course description as it should appear in the Catalog. Include alpha,
number, title, credits, course narrative, SLOs — Course Level, prerequisites, and
co-requisites. See the Catalog for examples of course descriptions. The course
description should be informative and inviting.
2. Catalog Revision:
If the course description you write is a revision, include a copy of the current
Catalog page(s).
F. Prerequisite(s):
List and describe any prerequisites required for this course. Does entry into this
course require that the student have had any prior training, course work, certificate,
licensure, health clearance (other than that required by GCC), a specific reading
level, age, or other special attribute? If so, list and describe the prerequisite(s).
EN2110 is a pre-requisite for all non-CTE courses 200 level and above.
G. Co-requisite(s):
List and describe any co-requisites required for this course. Is there a requirement
that the student be involved in another activity in conjunction with enrollment in
this course? Does the student need to enroll in another course while taking this
course?
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H. Articulation:
Describe any articulation agreements relating to this course that have been made or
are anticipated. What articulation benefits can a student expect after completing this
course? Is the course currently on the articulation list for transfer to UOG? Does the
course articulate with DOE or GCC secondary courses? Is there articulation
between GCC secondary and postsecondary courses or programs? Is there a Dual
Credit Articulated Program of Study (DCAPS) Agreement?

I. Target population:
Describe the target population for course enroliment.

J.  Cost to students:
Identify the course costs to the student. Provide a list of the charges which are
directly related to the course: tuition, GCC administrative fees, lab and/or clinical
fees, textbook costs, instructional supplies to be purchased by the student, costs of
standardized exams, etc.

VIIl. COURSE DESIGN

The Course Guide is provided to an instructor—it serves as the instructor's guide in
organizing and implementing the course. In this section, provide information that the
instructor will need in order to teach the course. Describe the course design. Describe
recommended instructional methods and/or experiences needed to achieve the outcomes.
Describe any required instructional supplies and equipment and how the instructor might
obtain them. Describe departmental policies faculty members must know about in order
to teach the course. Describe how this course relates to other courses in a program.
Identify if the course will / may be instructed as an “Online” or “Hybrid Online” course,
as categorized in Board Policy 340. (Board policies may be found at
http://mygcc.guamcc.edu under the “Governance” tab.)

IX. COURSE OUTLINE
Write the course outline. Outlines may be either topical or chronological. Note that every

item on the course outline requires a matching competency. The numbering system used
in the course outline and for the competencies should match.

X. STUDENT LEARNING OUTCOMES - DETAILED (based on Course Outline)
List the student learning outcomes (SLOs) for the course. Every outcome should have a
corresponding entry in the course outline. It may be helpful to think of this statement
“Upon successful completion of this course, students will be able to . . . ” In general,
outcomes should include a statement of the knowledge, skills or attitudes to be achieved.
When developing SLOs, keep in mind the following:
e Outcomes are developed from course goals, advisory committee recommendations,

curriculum guides, courses of study, and other professional resources.

Outcomes should reflect SCANS initiatives (see Appendix D).

Outcomes are gender free (use the plural form).

Outcomes are student-focused rather than instructor-focused.

Outcomes focus on the learning resulting from an activity rather than on the activity

itself.

Outcomes reflect the institution’s mission and the values it represents.

e Qutcomes are aligned at the course, program and institutional levels.

e Qutcomes are based on professional standards of excellence.
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Outcomes should be measureable (see Bloom’s Taxonomy, Appendix J). Outcomes
are based on national, and/or local professional standards of excellence.

Outcomes focus on aspects of learning that will develop and endure but that can be assessed in
some form now.

Outcomes address industry standards or SCCI’s standards.

Outcomes adequately prepare students for employment or for continuing educational
experiences.

Outcomes develop students’ abilities in the safe and proper use of tools, equipment,
machines, and processes.

Outcomes must be state-of-the-art for the occupational area and include technology-
based components.

Outcomes reflect CTE activities that are appropriate to the maturity and educational
level of students in the class.

The same SLOs should be reflected in the course syllabus. Refrain from use of the
word “objective” when referring to outcomes.

XI. MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS

Describe the student evaluation methods, criteria, standards, and instruments that all
instructors teaching this course must follow. Do not limit this response to your specific
evaluation system for this course. Are there departmental evaluation standards the
instructor must follow? Does the evaluation system comply with outcome-based
learning? Will instructors develop their own course evaluation criteria, weighing system,
and procedures, or will the department prescribe guidance? Will instructors use
examination developed by industry partner? ldentify technical skill
attainment/state/national certificate the student may sit for upon completion of course or
program. ldentify means of collecting data annually to report the number of students that
sit for and attain the certification.

XIl. TEXTBOOK REFERENCE, EQUIPMENT, AND SUPPLIES

A. Required Textbook(s)
List the required textbook for the course. The textbook reference must include the
complete citation; use correct bibliographical form. The ISBN number must be
added. The phrase "or latest edition” may allow your department to order newer
editions of the textbook without submitting a nonsubstantive revision form.
Supplemental student references must also be listed. Example of format: Jones, J.
(2008). Essentials of Electronics. San Francisco, CA: Mosby. Please consult
Appendix L.

B. Reference(s) and Bibliography
List instructional references to be used by the instructor and provide a bibliography
for further study by students.

C. Equipment/Facilities
List necessary equipment or specialized facilities needed for the course.

D. Instructional Supplies
Other than regular teaching supplies, e.g. pens, paper, etc., list any supplies needed
by the instructor and/or student. Specify whether the student provides the items. Are
student costs for the items reflected in VII. J. Cost to Student?

E. Identify the Learning Resource Center as a resource.
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F. Indicate whether or not your Advisory Committee reviewed and concurred with the
materials used for this course and write comments if applicable.
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PROGRAM APPROVAL PROCESS

INTRODUCTION

A program consists of a sequence of courses which fulfill the requirements for a diploma,
certificate, or associate degree. The Program Approval Process addresses the major processes
associated with program development and approval. This section describes the process, identifies
the required forms and includes an annotation of the form.

In some cases, program actions may necessitate that revisions to courses also be made. In those
instances, the impacted Course Guides will need to be reviewed and revised. For information
regarding course curriculum actions, see the “Course Approval Process” in this manual.

These are the processes associated with program approval:
PROGRAM ADOPTION:
A process consisting of:

1. Program Concept: A form which announces the intent of an Author to introduce a new
program.

2. Courses making up a “Program” may be “tested” through the Continuing Education
Office as “Special Projects” using 190 or 290 course number. The results of the 190 and
290 offerings may be used as evidence to support Program Adoption.

3. Program Adoption: The Author submits the Program Approval Form along with evidence
to support the request. Evidence may come from a wide variety of sources, including
“tested” courses, advisory committees, industry requests, etc.

PROGRAM REVISION:

Non-substantive or substantive revisions of existing programs may be requested.
1. Non-substantive Revision: Certain specific changes are considered ‘“non-substantive.”
2. Substantive Revision: Certain specific changes are considered “substantive.”

PROGRAM ARCHIVAL:

Removal of a program from the catalog: The Archival Memorandum requests removal of an
inactive program or a program that is no longer to be offered. While programs may be deleted
from the catalog, specific courses will remain on the “Master List of Courses” for transcribing
purposes.
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PROGRAM CONCEPT

Introduction

A program is a series of courses that culminates in a diploma, certificate, or degree. Developing
a new program requires considerable thought as to how the proposed program will affect the
College and the community. There are two phases to adding a new program: concept and
adoption.

The Program Concept is the first formal phase in the Program Approval Process. The Program
Concept informs the College of the intent to establish a new program and reflects research which
supports the need for the proposed program. The Author should seek advice from departmental
faculty, other departments, the Dean, the VPAA and Advisory Committee members before
writing a Program Concept.

Process Narrative
The Program Concept approval process is composed of the following steps:

1. The Author consults with the Dean, the VPAA, department faculty, faculty in other
departments, and Advisory Committee members before writing the Program Concept.

2. The Author prepares the Program Concept form with the Program Concept. The Author
signs and dates the Program Concept cover sheet.

3. The completed Program Concept is submitted to the Department for review of the
purpose, content, scope, sequence, and detail. When the Department approves the
Program Concept, the Department Chair signs the printed Program Concept cover sheet
indicating department approval. The Program Concept will then be reviewed by the
Advisory Committee/Subject/Industry Expert. If the Department and/or Advisory
Committee or Subject/Industry Expert does not approve the Program Concept, the form is
returned to the Author for revision.

4. Upon departmental and Advisory Committee or Subject/Industry Expert
recommendation, the Department Chair forwards the following to the Dean:

» original signed Program Concept form, and
* a digital copy containing the Program Concept.

5. The Dean reviews the Program Concept for purpose, feasibility, budgetary impact,
design, and evaluation. When approved, the Dean signs the Program Concept cover page
and forwards the form to the VPAA. If the Dean does not approve the Program Concept,
the form is returned to the Department for revision.

6. The VPAA reviews the Program Concept from the perspective of institutional scope and
sequence. When approved, the VPAA signs the Program Concept cover page and
forwards the form to the President. If the Program Concept is not approved by the VPAA,
the form is returned to the Dean who works with the Department to make necessary
revisions.

7. The President reviews the Program Concept from the perspective of institutional mission
and goals. When approved or disapproved, the President returns the form to the VPAA.

8. Archiving and dissemination occur through the VPAA's Office. Upon approval by the
President, the curriculum form is returned to the VPAA. The Program Concept printed
form and a digital version is archived in the VPAA's Office. Copies of the signed form
are sent to the Author, Department, Registrar, Associate Deans and Dean.
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ANNOTATION OF PROGRAM CONCEPT

Use this Annotation as you complete your Program Concept; it describes the intended content of
each item that is necessary for you to address.

+ Note: Pointers for preparation of the Program Form are found in the Checklist for
Reviewing the Program Form in Appendix F.

Program Concept

COVER SHEET
Fill out the information requested: department name, school name, program title, name of
author, and date submitted to the department for review.
Sign and print your name in the space provided next to: APPROVED BY. Write the date
the form is submitted to your department.

I. DESCRIPTION
A. ldentification: Include the title of the proposed program, Career Cluster, and
Pathways. Describe the program in general terms. Include the Student Learning
Outcomes (SLOs) of the program. Align SLOs with industry standards. ldentify
the title and source of the skill standards for this program.
B. Target group: Describe the population you intend to serve and include anything
unique about this group.

Il. STATEMENT OF NEED:
This section includes the reasons the program should be developed. It should include the
comments of industry representatives and advisory committee members regarding the
ways this curriculum will meet the needs of students and the community. Department of
Labor projections for the job market and any other information which supports the
development of this curriculum should be included.
While it is important to be brief, say as much as needed to justify the resources which
will be expended to develop this curriculum.

I1l. FINANCIAL STATEMENT:
In this section, you should describe the costs of this program. You should be able to
defend the allocation of resources to this program. You may suggest reallocation plans
for existing resources. It is prudent to identify any unusual or unique needs.
Specifically, indicate whether the program requires additional or reallocation of:
Personnel, Facilities, Equipment, and Materials. Indicate approximate costs involved.

IV. IMPLEMENTATION:

State the projected date(s) for implementation. If the program is to be implemented in
phases, indicate this.
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CUAM COMMUNITY OOLLECE PROGRAM CONCEPT FORM
Kulehon Kumunidar Guahan COVER SH EET
SCHOOL
DEPARTMENT

PROGRAM TITLE

AUTHOR

DATE SUBMITTED

The following signatories review this form.

APPROVED BY PRINT SIGNATURE DATE
AUTHOR
DEPARTMENT CHAIR
DEAN
VP, ACADEMIC AFFAIRS R. Ray D. Somera, Ph.D.
PRESIDENT Mary A. Y. Okada, Ed.D.
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PROGRAM CONCEPT FORM

I. DESCRIPTION

A. ldentification:
B. Target group:

Il. STATEMENT OF NEED

1. FINANCIAL STATEMENT

V. IMPLEMENTATION
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Program Adoption
Introduction

A program is a series of courses that culminates in a diploma, certificate, or degree. Developing
a new program requires considerable thought as to how the proposed program will affect the
College, as well as the community. Adding a new program is a two-phase process: concept and
adoption. Each phase requires the approval of a curricular form, i.e., the Program Concept and
the Program Approval Forms. The adoption is the final phase in the process of adding a new
program.

This section of the manual describes the program adoption process. An evaluation of the
proposed program must be conducted. The information gathered during the evaluation will
provide evidence for the program adoption. A checklist for reviewing the Program Approval
Form is included in Appendix F; it may be used as part of the evaluation. The program approval
process, signatories required and sample forms are detailed in this section.

Process Narrative
The Program approval process is composed of the following steps (Signatories should keep a
curricular form no longer than two weeks from date of receipt):

1. The Author prepares the Program Approval Form, which includes a digital copy
containing the Program Approval Form. The Author signs and dates the Program
Approval Form cover sheet.

2. The Author submits the Program Approval Form to the Department for comment and
approval. The Department reviews the form for purpose, content, scope, sequence, and
detail. When approved, the Department Chair and Advisory Committee/Subject/Industry
Expert sign the Program Approval Form cover sheet and forwards the following to the
Registrar:

* copy of the approved concept paper
» the original printed Program Approval Form with SLO Map (Appendix G.), and
* a digital copy containing the Program Approval Form.
If the Program adoption is not approved by the Department, the form is returned to the
Author for revision.

3. The Registrar reviews the Program Approval Form for verification of course numbers,
title, credits, contact hours, cost to the student, prerequisites, duration, relationship to
other instructional programs, and catalog description. When approved, the Registrar signs
the Program Approval Form cover sheet and forwards the form to the Dean. If the
Program Approval is not approved, the Registrar returns the form to the Department for
revision.

4. The Dean reviews the Program Approval Form for purpose, feasibility, budgetary impact,
design, and evaluation. When approved, the Dean signs the Program Approval Form
cover sheet and sends the form to the Academic Affairs Committee. If not approved, the
form is returned to the Department for revision.

5. The Learning Outcomes Committee reviews the Program Approval Form for its effect on
the College and to ensure that the form includes an implementation schedule, materials,
equipment, facility, budget and evidence of community need. When approved, the
Learning Outcomes Committee Chair signs the Program Approval Form cover page and
forwards the form to the VPAA. If not approved, the form is returned to the Dean who
coordinates necessary revisions with the Department.
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6. The VPAA reviews the Program Approval Form from the perspective of institutional
scope and sequence. When approved, the VPAA signs the Program Approval Form cover
page and forwards the form to the President. If not approved, the form is returned to the
Dean who coordinates necessary revisions with the Department.

7. The President reviews the Program Approval Form from the perspective of institutional
mission and goals. When approved or disapproved, the President signs the Program
Approval Form cover page and returns the form to the VPAA.

8. Archiving and dissemination occur through the VPAA’s office. The printed original
Program Approval Form and the digital version of the form are archived. Printed copies
are sent to the Department, Registrar, Associate Deans, Dean, and the Learning Resource
Center. The VPAA’s office will also notify Authors within one week after approval.

GCC CURRICULUM MANUAL Page 36 of 116




CUAM COMMUNTTY OOLLECE

Kulehon Kumeunidar Guahan

PROGRAM APPROVAL FORM

COVER SHEET

SCHOOL

DEPARTMENT

PROGRAM TITLE

AUTHOR(S)

Check the action to be taken and have the indicated people sign.

DATE SUBMITTED

[]Program Adoption - all signatories

[]Program Substantive Revision - all signatories except President

[]Program Non-Substantive Revision - all signatories except President and LOC Chairperson

APPROVED BY NAME APPROVED  DISAPPROVED  DATE ACTION*
DEPARTMENT CHAIR |:| |:|
REGISTRAR Patrick L. Clymer [] []
DEAN ] ]

LEARNING OUTCOMES
COMMITTEE CHAIR Norma R. Guerrero [] []
VP, ACADEMIC AFFAIRS R. Raypa- Somera’ ] ]
Mary A. Y. Okada,

PRESIDENT EdD. ] ]

* Indicate if the document had no corrections (NC), was approved with minor corrections (WC), or was disapproved
and returned back to author (BTA).

This version of the cover sheet facilitates the eventual transition to an all on-line curricula approval process.

Date of template revision: May 2014
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PROGRAM APPROVAL FORM
FOR ADOPTION, SUBSTANTIVE REVISION, AND NON-SUBSTANTIVE
REVISION

I TYPE OF ACTION
Check the type of action that applies. If previous Program Approval Form exists, please attach.

A. [] Adoption program

B. [] Substantive Revision (attach Program Form).
The numbers listed next to the changes below may or may not require a response; they
have been identified as those questions most likely needing to be addressed. The entire
program form should be reviewed for applicability.

[] Change in number of credit hours: II, 11, IVA, IVD, VI, VII, VIII, X1, X.

[] Change in Technical/Core Requirements: II, Ill, IVA, IVD, VI, VII, VIII, XI, X.

[ ] Change in distribution of requirements affecting Related Technical or General
Education Requirements, Technical/Core Requirements, or General Education
Requirements: II, 111, IVA, IVD, VI, VII, VIII, X1, X.

[ ] Identify specific changes not listed above:

C. [ Non-Substantive Revision (attach Program Form and complete items Il through XI1).
Check appropriate box:
[] Change in program title. NEW TITLE:

(] Wording change in the catalog program description that does not significantly change the
program content (attach old and new wording).

[] Addition or revision of Student Learning Outcomes (SLOs) that does not significantly
change the program content (attach old and new SLOs).

[] Change in program Related Technical and/or General Education Requirements that does
not change the distribution of requirements (attach old and new program
requirements).

[ ] Change in program General Education Requirements that does not change the
distribution of requirements (attach old and new requirements).
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VI.

INTRODUCTION
This program is aligned with Career Cluster and Pathway

(See http://www.careertech.org/career-clusters/glance/clusters-occupations.html
for more information)

PROGRAM DESCRIPTION & STUDENT LEARNING OUTCOMES -PROGRAM
LEVEL

This program description will appear in the College Catalog followed by the Student Learning
Outcomes — Program Level
Program Description:

If the description above is a revision, indicate the catalog page(s) to be revised.
Catalog Year:
Page Number(s):

Upon successful completion of this program, students will be able to:

Indicate the title and source of skill standards for this program:

RATIONALE FOR PROPOSAL

A. Reason this proposal should be adopted in light of the College's mission statement and
educational goals.

B. Long-term employment outlook for this program area, including the number of available
positions in the service area for graduates and expected salary level.

C. Conformity of this program to legal and other external requirements. Include Guam State
CTE requirements, accrediting agency standards, State Board regulations, and professional
certification or licensing requirements if applicable.

D. Results of program evaluation (see Appendix F for Checklist).

RESOURCE REQUIREMENTS AND COSTS (PENDING AVAILABILITY OF FUNDS)
A. Resources (materials, media, equipment and Learning Resource Center (Library) and costs.

B. Personnel requirements (administrative, instructional, and support staff) and costs.
C. Facility requirements.
D. Funding source(s).

E. Impact, financial or otherwise, this program may have on the College.

IMPLEMENTATION SCHEDULE
Implementation date:
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VII.

VIII.

XI.

XIlI.

PROGRAM DESCRIPTION

A.

Program Title(s)
Long Title:

Abbreviated Title (20 characters maximum):

Credits

General Education:
Technical/Core:

Related Tech/Gen Ed:
Electives:

Options:

Total Number of Credits:
Course Sequence

Target Population

Cost to Student

PRE-REQUISITE (S)

CO-REQUISITE (S)

CONTENT

List of courses, with course descriptions, required to complete this program. Courses grouped
according to: General Education, Technical Requirements, etc. If new courses are part of the

program, Course Guides must be included with this request for approval.

PROGRAM MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS

ARTICULATION

A.

B.

=

Secondary programs
University of Guam

Others

Attach SLO Map — Program & Course Levels.

Attach Dual Credit Articulated Programs of Study Agreement or DCAPS (if appropriate)
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PROGRAM SUBSTANTIVE REVISION

Introduction

This section of the manual describes the substantive program revision process. A program
revision may be either substantive or non-substantive. Only adopted programs undergo the
substantive or non-substantive program revision process.

Program revisions may necessitate that course revisions also be made. See The Curriculum
Manual Course Approval sections on course substantive and non-substantive revisions to make
those revisions.

A substantive program revision involves change(s) in one or more of the following (Signatories
should keep a curricular form no longer than two weeks from date of receipt):

1. number of credit hours in the program or in the General Education Requirements,
Technical Requirements, or Related Technical Education or General Education
Requirements categories;

2. program Technical/Core requirements;

3. distribution of requirements affecting General Education, Technical/Core Requirements,
or Related Technical or General Education Requirements;

4. anything which is not specifically defined as non-substantive.
Process Narrative
The Program Substantive Revision approval process is composed of the following steps:

1. The Author identifies the program changes to be made after reviewing information
relating to program evaluation and to the review of the Program Form. The Checklist for
Reviewing the Program Form (see Appendix F) may be used in this process. The Author
prepares the Substantive Revision Program Form, attaches a copy of the Program Form
(or most recently approved Program Form), and a digital copy. The Author signs and
dates the Substantive Revision Program Form cover sheet.

2. The Author submits the Substantive Revision Program Form and attachments to the
Department for comment and approval. The Department reviews the Substantive
Revision Program Form for purpose, scope, sequence, and detail. The Department also
reviews the form for format, style, consistency, grammar, spelling, and standard content.
When approved, the Department Chair signs the Substantive Revision Program Form and
forwards the form to the Advisory Committee/Subject/Industry Expert. Upon approval,
the Department Chair forwards document to the Registrar. If not approved, the form is
returned to the Author.

Attachments include:
« the original printed Substantive Revision Program Form,
» an attached paper copy of the Program adoption, and
« a digital copy containing the Substantive Revision Program Form.

3. The Registrar reviews the Substantive Revision Program form for verification of course

numbers, title, credits, contact hours, cost to student, prerequisites, duration, relationship
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to other instructional programs, and catalog description. When approved, the Registrar
signs the Substantive Revision Program Form cover sheet and forwards the form to the
Dean. If the Substantive Revision is not approved, the Registrar returns the form to the
Department for revision.

4. The Dean reviews the Substantive Revision Program form for purpose, feasibility,
budgetary impact, design and evaluation. When approved, the Dean signs the Substantive
Revision Program Form cover sheet and sends the form to the Academic Affairs
Committee. If not approved, the form is returned to the Department for revision.

5. The Learning Outcomes Committee reviews the Substantive Revision Program form for
its effect on the College and to ensure that the form includes an implementation schedule,
materials, equipment, facility, budget and evidence of community need. When approved,
the Learning Outcomes Committee Chair signs the Substantive Revision Program Form
cover page and forwards the form to the VPAA. If LOC rejects with “Back to Author”
results, LOC Chairs will send notifications to authors and ACALOG managers. Registrar
and Dean will work with Authors to make the necessary revisions and approval before
resubmitting to LOC.

6. The VPAA reviews the Substantive Revision Program form from the perspective of
institutional scope and sequence. When approved, the VPAA signs the Substantive
Revision Program Form cover page and forwards the form to the President. If not
approved, the form is returned to the Dean who coordinates the necessary revisions with
the Department.

7. The President reviews the Substantive Revision Program form from the perspective of
institutional mission and goals. When approved or disapproved, the President returns the
form to the VPAA.

8. The VPAA's office archives the electronic copy and the printed original Substantive
Revision Program Form (with the attached Program Form). Copies are sent to the
Department, Registrar, Associate Deans, Dean and Learning Resource Center. The
VPAA’s office will also notify Authors within one week after approval.
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PROGRAM NON-SUBSTANTIVE
REVISION

Introduction

This section of the manual describes the non-substantive program revision process. A program
revision may be either substantive or non-substantive. Only adopted programs undergo the
substantive or non-substantive program revision process.

Program revisions may necessitate that course revisions also be made. See The Curriculum
Manual Course Approval sections on course substantive and non-substantive revisions to make
those revisions.

A non-substantive program revision involves change(s) in one or more of the following
(Signatories should keep a curricular form no longer than two weeks from date of receipt):

1. program title;
2. program General Education Requirements that do not change the distribution of
requirements;
3. program Related Technical and/or General Education requirements that do not change the
distribution of requirements.
4. addition or revision of Student Learning Outcomes (SLOs)
Program change(s) other than those listed above are considered substantive.

Process Narrative
The Program Non-substantive Revision approval process is composed of the following steps:

1. Using information determined through course evaluations and completion of the
Checklist for Reviewing the Program Form, the Author prepares the Non-substantive
Curriculum Revision using the Program Approval Form. The Author prepares any
necessary attachments containing the Non-substantive Curriculum Revision. The Author
signs and dates the Program Approval Form.

2. The Author submits the Non-substantive Curriculum Revision and any required
attachments to the Department for review and approval. The Department reviews the
request for purpose, content, scope, sequence and detail. When approved, the Department
Chair signs the Program Approval Form and forwards the following to the Registrar:

« the Program Approval Form,
« attachment(s), and
« a digital copy containing the Program Approval Form.

3. The Registrar reviews the Non-substantive Curriculum Revision and attachments for
course number, title, catalog description, credit, contact hours, cost to student, and
relationship to other instructional programs. When approved, the Registrar signs the
Program Approval Form and forwards the form to the Dean. If not approved, the
Registrar returns the form to the Department for revisions.

4. The Dean reviews the Non-substantive Curriculum Revision and attachment for purpose,
feasibility, budgetary impact, design and evaluation. When approved, the Dean signs the
Program Approval Form and forwards the form containing the Program Approval Form
to the VPAA. If the Dean does not approve of the revision, the Dean returns the form to
the Department.

5. The VPAA reviews the Non-substantive Curriculum Revision from the perspective of
institutional scope and sequence. When approved, the VPAA signs the Program Approval
Form. If not approved, the VPAA returns the form to the Dean. The Dean communicates
with the Department for recommended modifications.
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6. Archiving and dissemination occur through the VPAA's office. Upon VPAA approval of
the Non-substantive Curriculum Revision, a copy of the signed Program Approval Form
IS sent to the Dean, Associate Deans, Department, Registrar, and Learning Resources
Center. The electronic copy and the printed original Program Approval Form and
attachments are archived in the VPAA's Office.
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PROGRAM ARCHIVAL

Introduction

Program review and evaluation processes may indicate that an instructional program is not viable
and should be eliminated from College offerings; the program needs to be archived. Based on
industry needs, budget constraints, and/or student interests, deletion refers to those programs that
are not feasible to run currently or in the near future; it does not refer to those programs that may
be offered on a cyclical basis and so have periods of inactivity. While programs may be removed
from the Catalog, specific courses will remain on the “Master List of Courses” for transcribing
purposes.

The archived program is dropped from the Catalog. Program courses, i.e. Technical/Core and
Related Technical, are not dropped from the Catalog’s Course Description section if they support
other programs. Removing courses from the Catalog can be accomplished through the Archival
Course Guide. See The Curriculum Manual, Course Approval Process, Course Archival Memo,
for information regarding the archival of courses.

This section of the manual describes the process for archiving a program. The archival process,
its procedures, signatories and required form are detailed. The locations of pertinent resources
and a guide for form submission are also included.

Process Narrative
The Program archival process is composed of the following steps:

1. Using information gathered from program reviews and evaluations, the Author prepares
the Archival Memorandum and attaches the necessary Program Approval Form. The
Author prepares a digital copy containing the Archival Memorandum. The Author signs
and dates the Archival Memorandum.

2. The Author submits the Archival Memorandum to the Department for comment and
approval. The Department reviews the Archival Memorandum for purpose, content,
scope, sequence, and detail. The Department also reviews the Program Form for format,
style, consistency, grammar, spelling, and standard content. When approved, the
Department Chair signs the Archival Memorandum cover sheet and forwards the
following to the Registrar:

» the original printed Archival Memorandum,

* an attached copy of the most recent approved Program Form, and

» a digital copy containing the Archival Memorandum.
If the Archival Memorandum is not approved by the Department, the form is returned to
the Author for revision.

3. The Registrar reviews the Archival Memorandum for verification of course numbers,
title, credits, prerequisites, duration, contact hours, cost to student, relationship to other
curriculum, and catalog description. When approved, the Registrar signs the Archival
Memorandum cover sheet and forwards the form to the Dean. If the Archival
Memorandum is not recommended, the Registrar returns the form to the Department for
revision.

4. The Dean reviews the Archival Memorandum for purpose, feasibility, budgetary impact,
design and evaluation. When approved, the Dean signs the Archival Memorandum cover
sheet and sends the form to the VPAA. If not approved, the form is returned to the
Department for revision.
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5. The VPAA reviews the Archival Memorandum Form from the perspective of
institutional scope and sequence. When approved, the VPAA signs the Archival
Memorandum cover page and forwards the form to the President. If not approved, the
form is returned to the Dean who coordinates necessary revisions with the Department.

6. The President reviews the Archival Memorandum from the perspective of institutional
mission and goals. When approved or disapproved, the President returns the Archival
Memorandum to the VPAA.

7. The VPAA's office archives the digital copy and the printed original Archival
Memorandum and attachment(s). Copies of the approved Memorandum are distributed to
the Dean, Associate Deans, Department, Registrar, Learning Resources Center, and any
others whom the archival of the program may affect. The VPAA’s office will also notify
Authors within one week after approval.

GCC CURRICULUM MANUAL Page 46 of 116




B ARCHIVAL MEMORANDUM

DATE:

TO: VPAA Approved: Date:

VIA: Dean Approved: Date:
Registrar Approved: Date:
Dept. Chair Approved: Date:

FROM:

SUBJECT: Request Archival of Curriculum

COURSE ARCHIVAL INALPHA __ NUMBER TITLE

Attach course guide
1. Justification for course archival
2. Plans and implementation date for phasing out this course

3. Plans for students currently enrolled in the course or enrolled in the program
requiring the course

PROGRAM ARCHIVAL
Attach program form

1. Justification for program archival
2. Plans and implementation date for phasing out this program
3. Plans for students currently enrolled in the program
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ANNOTATION OF PROGRAM
APPROVAL FORM
FOR ADOPTION AND SUBSTANTIVE
REVISION

Use this Annotation as you complete your Program Approval Form; it describes the intended
content of each item that may be necessary for you to address.

» Program forms prepared in previous Program Approval formats need not be revised
simply to comply with The Curriculum Manual (2013) format.

« A Program form action; i.e., adoption or substantive revision, may necessitate change in
program courses. If that is the case, also complete an appropriate Course Guide for the
course(s) affected. Instructions and forms for Course Guide actions are found in The
Curriculum Manual.

 Pointers for preparation of the Program Approval Form are found in Guidelines for

Submission of Course/Program Forms.
Program Form

COVER SHEET

Fill out the information requested: department name, school name, program name, name
of author, and date submitted to the department for review. Check the blank next to the
action you are requesting. Write the date that the form is submitted to the department.

I. TYPE OF ACTION

Check the type of program action you are requesting. Attach the most recently approved
program form to your Program Approval Form.

1. INTRODUCTION

Provide background information about the program and the action requested.

A. Describe action(s) requested:
This section describes the "what" of your request. Describe all requests for action.
For example, if this is a request for a change in program requirements, describe the
change you are requesting. If you are also proposing a change in program credits,
describe the change requested.

B. Contextual framework for requested action(s):
Write a brief narrative providing a contextual framework for this request; provide
reasons for the requests described above. A history of the program may be
appropriate. If applicable, cite references and resources which will further
strengthen the program action for which you are seeking approval. The purpose of
this information is to provide Program Approval Form reviewers with a framework
of sufficient scope and detail in order to adequately review the form.

C. Indicate the Career Cluster and Career Pathway(s) the program is aligned with.

I11. STUDENT LEARNING OUTCOMES - PROGRAM LEVEL

List and describe the student learning outcomes for the program. The outcomes should
address the following questions: By the end of this program, what do students know,
what can they do, and what do they think? Outcomes should be developed with input
from faculty, administrators, students, and the Advisory Committee or Subject/Industry
Expert. Outcomes are general enough to capture important learning but clear and specific
enough to be measurable. The outcomes should be consistent with emerging
developments in the occupational field and may be related to local, regional, and/or
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national standards. There should be 3-5 program outcomes. Indicate the title and source
of skill standards for this program.

IV. RATIONALE FOR PROPOSAL

A. Reason for proposal:
Base your rationale upon the GCC Mission Statement, institutional goals and/or
plans and occupational requirements. This section describes the "why" of your
request.

B. Employment outlook:
Describe the employment outlook for this program area. What job titles will
students be qualified for upon completion of this program? What is the salary level?
Are these jobs in demand on Guam? What is the future for these jobs on Guam?
How many and what requirements will the student need to complete before minimal
job qualification is reached?

C. Conformity of program to requirements:
Describe how this program conforms to requirements of external agencies,
professional organizations, educational institutions, etc. How does this program
conform to legal, occupational, or educational requirements? Is this program listed
in articulation agreements, State Board regulations, licensing requirements, or
professional certification requirements?

D. Results of program assessment:
The purpose of program assessment is to provide information so that decisions can
be made regarding further program implementation. In this section, describe
program assessment data gathered and conclusions reached which provide pertinent
information for this curricular request.
If this is Program Approval Form, provide evidence to support your request.
If this is a Substantive Revision, describe the results of any program assessment that
led to the request.
See also XII. PROGRAM MEANS OF ASSESSMENT.

V. RESOURCE REQUIREMENTS AND COSTS (PENDING AVAILABILITY OF FUNDS)

It is important to be very specific in this section. Attach dollar amounts to resource
requirements. If this cannot be done, state why. Include maintenance costs for equipment,
if applicable.
Note: These resource requirement requests will be coursed through appropriate channels
and subject to funding availability.
A. ldentify resources:
List needed materials, media, Learning Resource Center (library), equipment and
their costs. Equipment should be specific to that found in the occupations for which
training is provided.
B. Estimate personnel requirements:
Describe the instructional and support personnel required to deliver this program.
Describe personnel qualifications and costs.
C. Identify facility requirements and costs:
Describe required classroom and/or laboratory stations/space required to offer this
program. What are the costs?
D. Identify funding source(s):
List the funding source(s) that will be utilized in order to deliver this program.
Include personnel, facility, supplies, equipment, etc.
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E. Impact on school and college:
Describe the impact this program will have on the resources of the School and
College.

VI. IMPLEMENTATION SCHEDULE

A. Implementation date:
Project the date this program action will be implemented or take effect. Adoption
and/or Substantive Program Approval curriculum documents must be submitted
during the Fall LOC’s Program Adoption and Substantive deadline prior to the
Fall implementation timeline.

VIl. CATALOG

A. Catalog Description:

Description or Revision. Include SLOs — Program Level (Section 111), Career
Clusters and Pathways the program is aligned with; general characteristics, and/or
special features of this program. Write the program description as it should appear
in the catalog.

Include the general characteristics and or/special features of this program and the
list of program courses.

This catalog description is the narrative that is placed in the Instructional Programs
section of the Catalog. The Instructional Programs catalog description includes
both the narrative and the list of program courses by category: General Education,
Technical Requirements, Related Technical and/or General Education
Requirements, Electives, Options. Describe any available program options.

B. Catalog Revision:

If the existing catalog narrative and/or course list should be revised, simply copy
the catalog page(s) to be revised and attach to the Program Approval Form. Indicate
the Catalog year and page number on the Program Form, VIIB. Your proposed
revision is written in VIIA. Catalog Description.

VIIl. PROGRAM DESCRIPTION

A. Program Title(s):
Write the program title. The data entry system used by the Registrar is programmed
to accept entries with titles no greater than 20 characters. There are times, however,
when it is desirable to have a longer program title to convey more about the
program; i.e., catalog entry, recruiting purposes, etc. This is not a problem as long
as you supply the Registrar with a title of 20 characters or less to be used for data
entry. You will provide two program titles: 1) may be longer than 20 characters,
and 2) must be less than 20 characters. See the Registrar for additional information.

B. Credits:
List the number of credits required for this program. Is the number of total credits
appropriate? Is the distribution of credits appropriate; i.e. general education,
technical, related technical and general education, electives? Are the requirements
for lecture, lab, and clinical/work experience, credits realistic? See the Registrar for
additional information.

C. Course Sequence:
Provide a semester by semester, sequenced list of courses to be taken by students in
order to complete the program. This is the recommended course sequence to be
used for student advisement.
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E. Target Population:
Describe the target population for program enrollment. If this is a Program
Approval Form, you must consider whether the target population is appropriate.

F. Costto Student:
Estimate the program cost to the student. Provide a list of the charges directly
related to the program: tuition, administrative fees, lab and/or clinical fees, textbook
or workbook costs, instructional supplies to be purchased by the student, costs of
standardized exams, etc.

IX. PREREQUISITE(S)
Describe any program prerequisites the student must fulfill. Does entry into this program
require that the student have any prior training, course work, certificates, licensure, health
clearance (other than that required by GCC), reading level, age, or other special
attributes? If so, specify.

X. CO-REQUISITE(S)
Describe any co-requisites that a student must be involved in while enrolled in this
program. Does the student need to enroll in another activity at the same time as enrolling
in this program?

XI. CONTENT
Describe the program content. The course of study should be designed to develop student
learning outcomes consistent with program level outcomes. Outcomes should be
measureable (see Bloom’s Taxonomy, Appendix J) and based on national, and/or local
professional standards of excellence.
List courses required to complete this program with course descriptions. Follow the same
format as in the catalog; i.e., course alpha, number, title, credits, prerequisite, co-
requisite. Group courses according to General Education, Technical Core, etc.,
requirements. Include Course Guides for all new or substantively revised courses.

XIl. PROGRAM MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS

Indicate how the effectiveness of this program will be assessed. Describe program
assessment purpose, process, and methods. Instructional programs are to be reviewed at
least once every two years following the College’s assessment cycle. More frequent and
less formal program evaluations are conducted by departments to measure program
effectiveness. In this section, describe the "what" and "how" of the program evaluation
plan: 1) data to be gathered by the department to determine how well the program is
meeting its goals, 2) identification of program evaluator, 3) frequency of evaluation, 4)
assessment procedures. Identify technical skill attainment/state/national certificate the
student may sit for upon completion of course or program. ldentify means of collecting
data annually to report the number of students that sit for and attain the certification.

If this is an Approval or Substantive Revision Program Form, indicate whether the
current program evaluation process is adequate. Describe any proposed changes to the
department program review process and activities.

Also see section IV.D. Results of Program Assessment. Program evaluation results and
conclusions are reported in section IV.D.

XIIl. ARTICULATION

Indicate how this program will articulate with:
A. Secondary programs (indicate and attach proposed or existing DCAPS agreement)
B. University of Guam
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C. Others
Describe any articulation agreements that have been made or are anticipated. Is the
program articulated with other local programs, or are certain courses within the
program articulated with courses at other agencies or institutions? If this isa GCC
secondary program, does it articulate with a GCC postsecondary level program?
What are the plans for program articulation? Is there a DCAPS Agreement?
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APPENDICES

APPENDIX A:
COURSE APPROVAL FORM

Cover Sheet

CUAM COMMUNTTY OOLLECE

Kulehon Kumunicar Guihan

SCHOOL

DEPARTMENT

COURSE ALPHA, NUMBER, TITLE

AUTHOR

DATE SUBMITTED: Check the action to be taken and have the indicated people sign.

[]Course Adoption - all signatories
[ICourse Substantive Revision - all signatories except President
[ INon-Substantive Revision — all signatories except President and LOC Chair

APPROVED BY NAME APPROVED _DISAPPROVED  DATE _ ACTION*
DEPARTMENT CHAIR
[l [l
REGISTRAR Patrick L. Clymer [] []
DEAN W W

LEARNING OUTCOMES

COMMITTEE CHAIR Norma R. Guerrero |:| |:|

VP, ACADEMIC AFFAIRS R.Ray D. Somera,

Ph.D. ] ]
Mary A. Y. Okada,
PRESIDENT Ed.D. |:| |:|

* Indicate if the document had no corrections (NC), was approved with minor corrections (WC), or was disapproved
and returned back to author (BTA).

This version of the cover sheet facilitates the eventual transition to an all-online curricula approval process.

Date of template revision: May 2014
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COURSE APPROVAL FORM
FOR ADOPTION, SUBSTANTIVE REVISION AND NON-SUBSTANTIVE
REVISION

I.  TYPEOFACTION
Check the type of action that applies. If previous Course Guide exists, please attach.

A ] Adoption

B. ] Substantive Revision (attach electronic copy of current Course Guide)

The numbers listed next to the changes below may or may not require a response and
they have been identified as those questions most likely needing to be addressed. The
entire Course Guide should be reviewed for applicability.

Change in number of credit hours: 11, IVD, VII, VIII, IX, X, XI, XII

Change in prerequisite(s) other than prerequisite(s) offered within your
department: I, IVD, VII, VIII, IX, X, XI, XII

Substantive change in course content: 11, IVD, VII, VIII, IX, X, XI, XII
Identify specific changes not listed above:

L0 0d

C.] Non-Substantive Revision (attach electronic copy of current Course Guide and
complete roman numeral items 11 through XII)

Please check the appropriate box:

[] Change in course alpha, number, or title.

NEW: ALPHA NUMBER TITLE

[ ] Wording change in the catalog course description that does not  significantly
change the course content (attach old and new wording).

[ ] Addition or revision of Student Learning Outcomes (SLOs) that does not
significantly change the course content (attach old and new SLOs).

[ ] Change in the course outline that does not significantly change the
course content (attach old and new course outlines).

[] Change in course prerequisites where both course and prerequisite are  offered
within your Department (attach old and new prerequisites).

Change in maximum number of students allowed in class setting.
Change in lab fees.

Change in textbook.

Other:

Oodg
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Il.  INTRODUCTION
The course is connected to the following program(s):

Please check appropriate box:
C. [ Thisisa CTE course and is aligned with Career Cluster and Career
Pathway.

(See http://www.careertech.org/career-clusters/glance/clusters-occupations.html for more information)

D. [] This course is part of General Education.

IV. COURSE DESCRIPTION & STUDENT LEARNING OUTCOMES

This course description will appear in the College Catalog followed by the Student Learning Outcomes-
Course Level.
Course Description:

If the description above is a revision, attach a copy of the current catalog page(s) to be revised.
Catalog Year: Page Numbers:
STUDENT LEARNING OUTCOMES - COURSE LEVEL (LIST 3-5)
4. Upon successful completion of this course, students will be able to:

[ |These SLOs are aligned to States’ Career Cluster Initiatives (SCCI) (www.careertech.org/) standards.

IV. RATIONALE FOR PROPOSAL

If this course is connected to a program, answer A, D and E. If this course is not connected to a

program, answer A-D.

A.  Reason this proposal should be adopted in light of the College's mission statement and
educational goals

C.  Anassessment of industry or community need

C.  Conformity of this course to legal and other external requirements. Include articulation agreements,
Guam State CTE requirements, accrediting agency standards, State Board regulations, professional
certification or licensing requirements if applicable

D. Results of course and course guide evaluation.

F.  Program requirements (associate degree, certificate, diploma) served by this course

V. RESOURCE REQUIREMENTS AND COSTS (PENDING AVAILABILITY OF FUNDS)
A. Resources (materials, media, and equipment) and costs

B.  Personnel requirements (administrative, instructional and support staff) and costs
C.  Facility requirements and costs
D.  Funding source(s)

F.  Impact, financial or otherwise, this course may have on the School/College
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VI. IMPLEMENTATION SCHEDULE

C. Implementation date:
* Document must be approved by the second week of March to be effective for the
following fall semester OR the second week of October to be effective for the following
spring semester.

D. Course Offering: Spring Only
Even Years
VIl. COURSE DESCRIPTION
A. Course
Alpha:
Number:
B.  Course Title(s)
Long Title:

Abbreviated Title (20 characters maximum):
D. Contact Hours and Number of Students

Maximum Number of Students:

Lecture:

Lab:

Practicum:

Clinical Practicum:

Work experience/internship:

Other:
Total Hours:
D.  Number/Type of Credits
Carnegie Units: per semester
Credits: per semester

Prerequisite(s)
Co-requisites(s)

Avrticulation

Secondary Programs/Courses
University of Guam

Others

H.  Target Population

omm

K.  Cost to Students (specify any fees)

VIII. COURSE DESIGN (INSTRUCTIONAL METHOD E.G. DISTANCE LEARNING, MEDIATED,
NON-TRADITIONAL, ONLINE, TRADITIONAL)

IX. COURSE OUTLINE
1.
2.
3.
4.
X. STUDENT LEARNING OUTCOMES - DETAILED (based on Course Outline)
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Upon successful completion of this course, students will be able to:

1.
11
1.2

2.1
2.2

3.1
3.2

XI.  MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS

XIl. TEXTBOOK REFERENCE, EQUIPMENT AND SUPPLIES
A.  Required Textbook(s)

ISBN#
B.  Reference(s) and Bibliography
C. Equipment/Facilities
D. Instructional Supplies
Learning Resource Center (Library)

E. Hasthe Advisory Committee reviewed and concurred with the materials, content, and
assessment used for this course?

[] Yes
[ ] No

Comments:
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APPENDIX B:
PROGRAM APPROVAL FORM

Kulehon Kumeudar Guakan C O V E R S H E E T

SCHOOL

DEPARTMENT

PROGRAM TITLE

AUTHOR(S)

DATE SUBMITTED

Check the action to be taken and have the indicated people sign.

[]Program Adoption - all signatories
[]Program Substantive Revision - all signatories except President
[]Program Non-Substantive Revision - all signatories except President and LOC Chairperson

APPROVED BY NAME APPROVED _ DISAPPROVED  DATE ACTION*
DEPARTMENT CHAIR [] []
REGISTRAR Patrick L. Clymer [] []
DEAN W W

LEARNING OUTCOMES
COMMITTEE CHAIR Norma R. Guerrero [] []
VP, ACADEMIC AFFAIRS | R Raypa- Somera' [] []
Mary A. Y. Okada,

PRESIDENT EdD. ] ]

* Indicate if the document had no corrections (NC), was approved with minor corrections (WC), or was disapproved
and returned back to author (BTA).

This version of the cover sheet facilitates the eventual transition to an all on-line curricula approval process.

Date of template revision: May 2014
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PROGRAM APPROVAL FORM
FOR ADOPTION, SUBSTANTIVE REVISION, AND NON-SUBSTANTIVE
REVISION

I TYPE OF ACTION
Check the type of action that applies. If previous Program Approval Form exists, please attach.

A. [] Adoption program

B. [] Substantive Revision (attach Program Form).
The numbers listed next to the changes below may or may not require a response; they
have been identified as those questions most likely needing to be addressed. The entire
program form should be reviewed for applicability.

[] Change in number of credit hours: II, 11, IVA, IVD, VI, VII, VIII, X1, X.

[] Change in Technical/Core Requirements: II, Ill, IVA, IVD, VI, VII, VIII, XI, X.

[ ] Change in distribution of requirements affecting Related Technical or General
Education Requirements, Technical/Core Requirements, or General Education
Requirements: II, 111, IVA, IVD, VI, VII, VIII, X1, X.

[ ] Identify specific changes not listed above:

C. [ Non-Substantive Revision (attach Program Form and complete roman numeral items I
through XII).

Check appropriate box:
[] Change in program title. NEW TITLE:

[] Wording change in the catalog program description that does not significantly change the
program content (attach old and new wording).

] Addition or revision of Student Learning Outcomes (SLOs) that does not significantly
change the program content (attach old and new SLOs).

[] Change in program Related Technical and/or General Education Requirements that does
not change the distribution of requirements (attach old and new program
requirements).

[] Change in program General Education Requirements that does not change the
distribution of requirements (attach old and new requirements).
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VI.

INTRODUCTION
This program is aligned with Career Cluster and Pathway

(See http://www.careertech.org/career-clusters/glance/clusters-occupations.html
for more information)

PROGRAM DESCRIPTION & STUDENT LEARNING OUTCOMES -PROGRAM
LEVEL

This program description will appear in the College Catalog followed by the Student Learning
Outcomes — Program Level
Program Description:

If the description above is a revision, indicate the catalog page(s) to be revised.
Catalog Year:
Page Number(s):

Upon successful completion of this program, students will be able to:

Indicate the title and source of skill standards for this program:

RATIONALE FOR PROPOSAL

E. Reason this proposal should be adopted in light of the College's mission statement and
educational goals.

F. Long-term employment outlook for this program area, including the number of available
positions in the service area for graduates and expected salary level.

G. Conformity of this program to legal and other external requirements. Include Guam State
CTE requirements, accrediting agency standards, State Board regulations, and professional
certification or licensing requirements if applicable.

H. Results of program evaluation (see Appendix F for Checklist).

RESOURCE REQUIREMENTS AND COSTS (PENDING AVAILABILITY OF FUNDS)
A. Resources (materials, media, equipment and Learning Resource Center (Library) and costs.

B. Personnel requirements (administrative, instructional, and support staff) and costs.
C. Facility requirements.
D. Funding source(s).

F. Impact, financial or otherwise, this program may have on the College.

IMPLEMENTATION SCHEDULE
Implementation date:
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VII.

VIII.

XI.

XIlI.

PROGRAM DESCRIPTION

A.

G.

Program Title(s)
Long Title:

Abbreviated Title (20 characters maximum):

Credits

General Education:
Technical/Core:

Related Tech/Gen Ed:
Electives:

Options:

Total Number of Credits:
Course Sequence

Target Population

Cost to Student

PRE-REQUISITE (S)

CO-REQUISITE (S)

CONTENT

List of courses, with course descriptions, required to complete this program. Courses grouped
according to: General Education, Technical Requirements, etc. If new courses are part of the

program, Course Guides must be included with this request for approval.

PROGRAM MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS

ARTICULATION
A. Secondary programs

B. University of Guam

C. Others

1. Attach SLO Map — Program & Course Levels.

2. Attach Dual Credit Articulated Programs of Study Agreement or DCAPS (if appropriate)
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APPENDIX C:
ACKNOWLEDGMENTS

“Curriculum development and revision is an ever changing process” is the opening statement to
the Curriculum Process and Procedures guide prepared by the Academic Affairs Committee in
1990. We would be remiss if we did not recognize the efforts of the GCC personnel who have
committed many long hours to the creation and revisions of this guide.

1978-1980
1989-1990

1992-1993

1994-1996

1994-1995

1994-1995

1995-1996
1996-1997

1995-1996

1997-1998

1998-1999

Aug 1999
Feb 2004

Naomi (Sandy) Wahl, Chair: Academic Affairs Committee
Academic Affairs Committee
Sandra Liberty, Chair (1987-1989), David Schofield, Chair (1989-1991)
Others: Dennis Slyter, Bernice Carbullido, Carol Freeborn, Laura Parris, Carlo Veltri, Claudia Taitano
ACADEMIC AFFAIRS TASK FORCE, CURRICULUM COMMITTEE
Members of the Academic Affairs Task Force were responsible for the 1994 revision. Their goals were
to establish a repository for curriculum, define the responsibilities and roles of signatories on
curriculum guide cover sheets, and provide clarity to the 1990 “Curriculum Process and Procedures”
manual.
Coordinator: Les S. McKinney; Facilitators: Kathleen Fields, David Watt
Writers:
Programs  Reilly Ridgell, Judith Geil, Phoebe Wall, Robert Jahier, Patrick Watson, Mike Callo
Courses Judith Geil, Carol Freeborn, Nancy Hall
Reviewers: All of the participants plus Ginger Porter, Sandra Liberty, and David Schofield
Technical Support: Clare Mendiola
CURRICULUM MANUAL PILOT PHASE
Upon approval by President John T. Cruz on April 22, 1994, The Curriculum Manual, 1994, began a
pilot phase. The newly formed Curriculum Committee, a curriculum development and editing resource
group, provided much input during the pilot process.
Facilitator: Carol Waltner, Program Specialist, Curriculum
Academic Affairs Committee
Chairperson:  David Schofield
Curriculum Committee
Chairperson:  Nancy Hall; Recorder: Barbara Bouchard-Miller
Members: Leslie Kosky, Janice Milligan, Janice Yatar, John Armstrong, Antonita Blas,
Bernice Carbullido, Robert Gomez, Carol Freeborn, Dorothy Cruz, Phoebe Wall
Academic Affairs Committee
Chairperson:  Harry Uyehara
Academic Affairs Committee
Chairperson:  Bertha Reid
Curriculum Committee
Chairpersons: Nancy Hall, Carol Freeborn
Recorder: Barbara Bouchard-Miller
Members: Brett Reinert, Gary Griffin, Leslie Kosky, Carmelita Connelley, Andresina
McManus, Polly Huseby, Roger Cauley, Julie Cruz-Jones, Janice Yatar, Janice
Milligan
Academic Affairs Committee
Chairperson:  Lani Gamble
Academic Affairs Committee
Chairpersons: Dennis Slyter, Clare Lizama
Members: Liberty Viray, Judy Salas, Janice Milligan, Bernice Carbullido, Lani Gamble,
Sarah Leon Guerrero
ADOPTION Dr. John R. Rider, Academic Vice-President
Revision Academic Affairs Committee
Chairperson: Marsha Postrozny

January 2008 Curriculum Committee

Chairpersons: Marsha Postrozny, Tony San Nicolas
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2008-2009

2009-2010

2010-2011

2011-2012

2012-2013

2013-2014

Members: Ron Abshire, Doreen Blas, Clare Camacho, Carol Cruz, Donna Cruz, Julie Cruz-
Jones, Cecilia Delos Santos, Frank Evangelista, Lani Gamble, Theresa Hormillosa,
Chuck Meno, Paul Parvin, Nenita Perez, Bunny Sgambelluri, Carl Torres, Ray
Valenzuela.
Special thanks to Mike Setzer and Elaine Fejerang - design of the SLO Map
template

Curriculum Committee

Chairpersons: Tony San Nicolas, Paul Parvin (Chair-Elect)

Members: Ron Abshire, Robert Balajadia, Doreen Blas, Carol Cruz, Julie Cruz-Jones, Frank
Evangelista, Lani Gamble, Theresa Hormillosa, Nenita Perez, Marsha Postrozny
(as administrator), Liv Switzer, Carl Torres, Ray Valenzuela.

Curriculum Committee
Chairpersons: Amada Manzana, R. Gary Hartz (Chair-Elect)
Reviewing Members: Doreen Blas, Katherine Chargualaf, Eric Chong, Kevin Dietrichs, Frank
Evangelista, John Michael Jocson, Nenita Perez, Marsha Postrozny
(administrator), Sally Sablan, Marivic Schrage, Anthony Jay Sunga, Carl Torres,
Renato Valenzuela
CTE Career Pathways “Pathfinders”: Eric Chong, Christopher Dennis, R. Gary Hartz, Amada
Manzana, Tony San Nicolas, Marivic Schrage
Learning Outcomes Committee
Chairpersons: R. Gary Hartz, Eric Chong (Chair-Elect)
Reviewing Members: Hernalin Analista, John Armstrong, Sandy Balbin, Emma Bataclan, Lisa
Baza-Cruz, Eric Chong, Donna Cruz, Kevin Dietrichs, Frank Evangelista, Yvonne
Flores, Polli Huseby, John Michael Jocson, Paul Kerner, Amada Manzana, Rose
Marie Nanpei, Paul Parvin, Nenita Perez, Vicky Schrage
General Education Members: John Armstrong, Lisa Baza-Cruz, Polli Huseby
Learning Outcomes Committee
Chairpersons: Eric Chong, R. Gary Hartz (Chair-Elect)
Reviewing Members: John Armstrong, Sandy Balbin, Lisa Baza-Cruz, Eric Chong, Kevin
Dietrichs, Frank Evangelista, Yvonne Flores, Polli Huseby, John Michael Jocson,
Paul Kerner, Amada Manzana, Rose Marie Nanpei, Nenita Perez, Tonirose
Realica, Vicky Schrage, Ben Sison, Patty Terlaje, Frank Tung, Desiree Ventura,
Norma Guerrero
General Education Members: John Armstrong, Lisa Baza-Cruz, Polli Huseby
Learning Outcomes Committee
Chairpersons: R. Gary Hartz (Fall 2012), Patty Terlaje (Spring 2013)
Reviewing Members: John Armstrong, Sandy Balbin, Lisa Baza-Cruz, Simone Bollinger, Frank
Evangelista, Yvonne Flores, Norma Guerrero, Polli Huseby, John Michael Jocson,
Paul Kerner, Rose Marie Nanpei, Nenita Perez, Esther Rios, Sally Sablan,
Benjamin Sison, Anthony Jay Sunga
General Education Members: John Armstrong, Lisa Baza-Cruz, Simone Bollinger, Polli Huseby,
John Michael Jocson
Learning Outcomes Committee
Chairpersons: Patty Terlaje, Norma R. Guerrero (Chair-Elect)
Reviewing Members: Sandy Balbin, Therese Datuin, Tressa Dela Cruz, Frank Evangelista,
Yvonne Flores, Catherine Leon Guerrero, Brian Muna, Rose Marie Nanpei,
Anthony Jay Sunga, Desiree Ventura
General Education Members: John Armstrong, Lisa Baza-Cruz, Simone Bollinger, Polli Huseby,
John Michael Jocson
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APPENDIX D:
GUAM COMMUNITY

C EGE
MISSION STATEM

OLL
ENT

Mission Statement

The mission of Guam Community College is to be a leader in career and technical workforce

development by providing the highest quality education and job training in Micronesia.

Vision Statement

Guam Community College will continue to pioneer labor force development within the Western
Pacific, best understanding and meeting the educational, career, and technical training needs of
the economy. It will be Guam’s premier career and technical institution and finest secondary and
post-secondary basic educational institution servicing the island’s adult community. Its
excellence will continue to be recognized because of its service to employers, employees, and the
community at large.

Goals
To meet its mission and vision statements, the College has set as its goals:

1) The College seeks to meet the needs of Guam’s youth and adult student clientele to
achieve their career and quality of life goals.

2) The College endeavors to be perceived by industry clients as a responsive and valued
partner in serving the needs of a trained workforce.

3) The College strives to provide a community of students, educators, and administrators all
sharing an enthusiastic commitment to learning, student development, and staff
professional development.

4) The College seeks to satisfy our major financial supporters and to make them proud of
the manner in which our mission objectives are met.

5) The College must continue its long history of demonstrated effective management
practices, fiscal responsibility, and academic integrity.

6) Continuation as a leader responsive to the needs and concerns of our community in Guam
and Micronesia demands that the institution’s Mission Statement be reexamined
periodically.

Institutional Learning Outcomes

1) Guam Community College students will acquire the highest quality education and job
training that promotes workforce development and empowers them to serve as dynamic
leaders within the local and international community. Students will demonstrate:

2) Use of acquired skills in effective communication, and quantitative analysis with proper
application of technology.

3) Ability to access, assimilate and use information ethically and legally.

4) Mastery of critical thinking and problem-solving techniques.

5) Collaborative skills that develop professionalism, integrity, respect, and fairness.

6) Civic responsibility that fosters respect and understanding of ethical, social, cultural, and
environmental issues locally and globally.
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PENDIX E:

UM DEVELOPMENT
RESOURCES

In addition to the Learning Outcomes Committee, Guam Community College has many excellent

resources which may be used in the development of curriculum. Here are just a few:

LEARNING RESOURCES CENTER

Printed copies of approved curricular guides are on file at the LRC. There are many
reference and resource materials available at the LRC, including a comprehensive listing
of college catalogs on microfiche and CD-ROM.

PLANNING AND DEVELOPMENT OFFICE
Personnel in the Planning and Development Office can assist in the identification and
location of curriculum development resources.

ADVISORY COMMITTEES/SUBJECT/INDUSTRY EXPERT
These public and private sector community experts can provide valuable information,
resources, and technical assistance. Advice of instructional area advisory committee
members should be sought when beginning curriculum development activities.

COMMITTEE ON COLLEGE ASSESSMENT (CCA)
Consistent with fundamental assessment principles, the CCA can provide assistance in
articulating program outcomes that are specific and measurable. Authors will be guided
to address the three dimensions of student learning in terms of what students know, what
they think, and what they can do as a result of their program experience.

DEPARTMENT PERSONNEL

Department personnel can provide technical advice and suggestions on course content.
REGISTRAR'S OFFICE
The Registrar provides critical guidance historical information and statistics, as well as
information on the course numbering system, course titles, course descriptions, and
requirements of other instructional programs.
DEAN
The Dean can support curriculum development efforts and provide information and
guidance for academic integration and articulation.
OFFICE OF THE VICE PRESIDENT, ACADEMIC AFFAIRS
The Office of the Vice President, Academic Affairs is the official repository for GCC's
curriculum.
OFFICE OF THE VICE PRESIDENT, BUSINESS AND FINANCE
The Vice President, Business and Finance can provide information about financial
requirements relating to curriculum development, and information about existing and
projected facilities, equipment, and personnel requirements.

AP
CURRICUL
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PPE
SCANS FOUNDAT

A DIX F:
ONAL SKILLS AND

COMPETENCIES

N
I

As part of the educational reform movement that began in the early 1980's, the Secretary’s
Commission on Achieving Necessary Skills (SCANS), sponsored by the U.S. Department of
Labor, developed through research with industry the following skills and competencies. Industry
leaders recommend these skills and competencies for successful workplace experiences. While
SCANS does not address course content, the skills and competencies do address instructional
methods.

Foundational Skills and Qualities
Basic Skills: Reads, writes, performs arithmetic and mathematical operations, listens and speaks

A.

B.

C.

D.

E.

Reading - locates, understands, and interprets written information in prose and in
documents such as manuals, graphs, and schedules

Writing - communicates thoughts, ideas, information, and messages in writing; and
creates documents such as letters, directions, manuals, reports, graphs, and flow charts
Arithmetic/Mathematics - performs basic computations and approaches practical
problems by choosing appropriately from a variety of mathematical techniques
Listening - receives, attends to, interprets, and responds to verbal messages and other
cues

Speaking - organizes ideas and communicates orally

Thinking Skills: Thinks creatively, makes decisions, solves problems, visualizes, knows how to
learn, and reasons

A
B.

C.
D. Seeing Things in the Mind’s Eye - organizes, and processes symbols, pictures, graphs,

E.

F.

Creative Thinking - generates new ideas

Decision Making - specifies goals and constraints, generates alternatives, considers risks,
and evaluates and chooses best alternative

Problem Solving - recognizes problems and devises and implements plan of action

objects, and other information

Knowing How to Learn - uses efficient learning techniques to acquire and apply new
knowledge and skills

Reasoning - discovers a rule or principle underlying the relationship between two or more
objects and applies it when solving a problem

Personal Qualities: Displays responsibility, self-esteem, sociability, self-management, and
integrity and honesty

A
B.
C.

Responsibility - exerts a high level of effort and perseveres towards goal attainment
Self Esteem - believes in own self-worth and maintains a positive view of self
Sociability - demonstrates understanding, friendliness, adaptability, empathy, and
politeness is group settings

Self-Management - assesses self accurately. Sets personal goals, monitors progress, and
exhibits self-control

Integrity/Honesty - chooses ethical courses of action
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SCANS Competencies
Resources: Identifies, plans, and allocates resources

A. Time - selects goal-relevant activities, ranks them, allocates time, and prepares and
follows schedules

B. Money - uses or prepares budgets, makes forecasts, keeps records, and makes adjustments
to meet objectives

C. Material and Facilities - acquires, stores, allocates, and uses materials or space
efficiently

D. Human Resources - assesses skills and distributes work accordingly, evaluates
performance and provides feedback

Interpersonal: Works with others

Participates as a Member of a Team - contributes to group effort
Teaches Others New Skills
Serves Clients/Customers - works to satisfy customers’ expectations
Exercises Leadership - communicates ideas to justify position, persuades and convinces
others, responsibly challenges existing procedures and policies

E. Negotiates - works toward agreements involving exchange of resources, resolves

divergent interests

F. Works with Diversity - works well with men and women from diverse backgrounds

Information: Acquires and uses information

COow>

A. Acquires and Evaluates Information

B. Organizes and Maintains Information

C. Interprets and Communicates Information

D. Uses Computers to Process Information
Systems: Understands complex inter-relationships

A. Understands Systems - knows how social, organizational, and technological systems
work and operates effectively with them
B. Monitors and Corrects Performance - distinguishes trends, predicts impacts on system
operations, diagnoses deviations in systems’ performance and corrects malfunctions
C. Improves or Designs Systems - suggests modifications to existing systems and develops
new or alternative systems to improve performance
Technology: Works with a variety of technologies

A. Selects Technology - chooses procedures, tools or equipment including computers and
related technologies

B. Allies Technology to Task - understands overall intent and proper procedures for setup
and operation of equipment

C. Maintains and Troubleshoots Equipment - prevents, identifies, or solves problems with
equipment, including computers and other technologies
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APPENDIX G:
CHECKLIST FOR REVIEWING THE
COURSE FORM

Use the checklist to review the currently approved course guide to determine whether the
existing Course Guide is current or requires revision.

 Course forms prepared in previous curriculum formats need not be revised simply to
comply with The Curriculum Manual (2013) format. Use this Checklist for Reviewing
the Course Form to determine whether the existing approved course form contains
current and appropriate information.

+ As a result of a course checklist review, you may find that course and/or program
revisions are necessary. Instructions and forms for course revisions are found in the
“Course Approval Process” section of this manual. Instructions and forms for program
revisions are found in the "Program Approval Process™ of this manual.

* If no changes are recommended based on thorough course review by department faculty
and advisory committee, submit current course guide with a new cover sheet and
checklist.

Course Guide Reviewed:
Check: [_] Adoption [_] Substantive Revision [ ] Non-Substantive Revision

Date of 1% Review: Action:
Date of 2" Review: Action:
Date of 3" Review: Action:

Conducted by LOC Reviewers:

Check if information is present/sufficient/current on existing Course Guide. Make comments for
necessary changes.

[] l. TYPE OF ACTION
Is the current approved Course Guide appropriate for the current stage of course
development?

Comments:

] [l.  INTRODUCTION
Course connection to program(s):

Does the Course Guide indicate to which program(s) the course is connected?
For a CTE course, is the career cluster and pathway identified?

Comments:

] 1.  COURSE DESCRIPTION & STUDENT LEARNING OUTCOMES -
COURSE LEVEL

Catalog description:
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Does the catalog description include SLOs — Course Level, in addition to the
course description?

Is the course description the same as the one printed in the current Catalog? Is it
clearly written, informative, and inviting?

Comments:

Are SLOs stated, “Upon successful completion of this course, students will be able to...”

Avre there between three to five Student Learning Outcomes?

Are they clearly stated? Do the SLOs contain at least one cognitive, behavioral,
and affective outcome? Are the SLOs using verbs listed in the Bloom’s
Taxonomy?

Comments:

] IV. RATIONALE FOR PROPOSAL

A

If the course is connected to a program, answer A, D and E. If this course is not
connected to a program, answer A-D. Is the course a Technical Requirement or
a Related Technical or General Education Requirement for a program? If it is
required by a program, the course is considered to be connected to that program.
If the course is connected to a program, the College has information about
required resources and personnel.

Reason for proposal:

Is the course rationale based upon GCC mission and goals and career
requirements? Is the course rationale stated in the Course Guide?

Comments:

Assessment of industry or community need:

Does the Course Guide describe the employment outlook for this career? What
job titles will students be qualified for upon completion of this course? What is
their anticipated salary level? Are these jobs in demand on Guam? What is the
future for these jobs on Guam? How many and what requirements will the
students need to complete before minimal job qualification is reached?

Comments:

Conformity of course to requirements:

Does the Course Guide describe the conformity of the course to legal,
occupational, or educational requirements? Does it describe how the course
conforms to articulation agreements, State Board regulations, accrediting
standards, licensing requirements, or professional certification requirements?

Comments:

D. Results of course assessment and course guide evaluation:
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Does the Course Guide include assessment data supporting the requested
action? Does the evaluation describe the student population enrolled, retention,
and course completion; course content; resources used; etc.?

Comments:

E. Program requirements:
Does the Course Guide identify GCC instructional programs that list this course
as a Technical Requirement or Related Technical or General Education
Requirement? Does the Course Guide state whether this course is to be listed as
a general education course in the Catalog?

Comments:

[] V. RESOURCE REQUIREMENTS AND COSTS
A. ldentify resources:
Does the Course Guide list needed materials, media, and equipment and their
costs? Equipment should be specific to that found in the occupations for which
training is provided.

Comments:

B. Estimate personnel requirements:

Does the Course Guide list instructional and support personnel required to
deliver this program? Are personnel qualifications described and costs listed?

Comments:

C. ldentify facility requirements:
Does the Course Guide describe classroom and/or laboratory stations/space
required to offer this program? What are the costs?

Comments:

D. Identify funding:
Does the Course Guide list the funding source(s) that will be utilized in order to
deliver this program? Is funding for personnel, facility, supplies, equipment, etc.
listed and adequate?

Comments:

E. Impact on School and College:
Does the Course Guide document describe the potential impact of the course on
School and College resources?

Comments:

] VI. IMPLEMENTATION SCHEDULE
A. Implementation date:
Does the Course Guide project the date that this course will be offered for the
first time?
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Comments:

B. Course Offering
Does the Course Guide state the semester and years that the course will be
regularly scheduled?

Comments:

] VIl. COURSE DESCRIPTION
A. Course:
Does the Course Guide include the correct course alpha and number?

Comments:

B. Course title(s):
Is the course title clear and appropriate? If the course title is longer than 20
characters, does the Course Guide also include a title that is a maximum of 20
characters?

Comments:

C. Contact hours and Number of Students:
Does the Course Guide state the appropriate number of student contact hours
required for this course? These hours refer only to the hours that the student is
expected to be in class (outside study time is not included). Does the course
guide state the maximum number of students to be enrolled per class? If the
maximum number of students for a lecture class is less than thirty students, is
the rationale provided?

Comments:

D. Number/type of credits:
Does the Course Guide include the number and type of credits that the student
will receive upon successful completion of the course?

Comments:

E. Prerequisite(s):
List and describe any prerequisites required for this course. Does entry into this
course require that the student have had any prior training, course work,
certificate, licensure, health clearance (other than that required by GCC), a
specific reading level, age, or other special attribute? If so, list and describe the
prerequisite(s). All 200 level courses in degree programs are required to include
EN110 Freshman Composition as a prerequisite.

Comments:

F. Co-requisite(s):
Does the Course Guide list and describe any co-requisites required for this
course? Are co-requisites appropriate and clearly stated?

Comments:
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G. Articulation:
Does the Course Guide describe any articulation agreements relating to this
course that have been made or are anticipated? What articulation benefits can a
student expect after completing this course? Is the course currently on the
articulation list for transfer to UOG? Does the course articulate with GDOE or
GCC secondary courses? Does it articulate with other GCC programs or
courses? If this is a secondary program with a DCAPS agreement, is this
mentioned?

Comments:

H. Target population:
Does the Course Guide describe the target population for course enrollment?

Comments:

I. Cost to students:
Does the Course Guide include an estimate of course costs to the student? Does
the list of charges include those which are directly related to the course: course
tuition, GCC administrative fees, lab and/or clinical fees, textbook costs,
instructional supplies to be purchased by the student, costs of standardized
exams, etc.? Is any required lab fee adequate? Are textbook costs appropriate
to the course?

Comments:

[ ]  VIII. COURSE DESIGN
Does the Course Guide include a detailed description of the course design? Is
information provided that the instructor will need in order to organize and teach
the course? Are recommended instructional methods described? Are required
instructional supplies and equipment listed (with an explanation of how the
instructor will obtain them)? Are departmental policies the faculty member must
know about in order to teach the course described? Does the design include
information about how this course relates to other courses in a program? Does
the design reflect instructional methods that are gender free?

Comments:

] IX. COURSE OUTLINE
Does the Course Guide include a course outline? Is the outline clearly written
and detailed enough to provide the instructor with course information? Is the
numbering system used consistent with course competencies?

Comments:

] X. STUDENT LEARNING OUTCOMES - DETAILED
Does the Course Guide list student learning outcomes? Every outcome should
have a corresponding entry in the course outline. Are outcomes clearly written
and include the following elements a description of instruction or experience to
meet the competency?

Are outcomes:
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e developed from course goals, advisory committee recommendations, curriculum guides,

courses of study, and other professional resources?

Reflective of SCANS initiatives (see Appendix D)?

gender free?

student-focused rather than instructor-focused?

focused on the learning resulting from an activity rather than on the activity itself?

reflective of the institution’s mission and the values it represents.

aligned at the course, program and institutional levels.

based on professional standards of excellence.

general enough to capture important learning but clear and specific enough to be measurable.

focused on aspects of learning that will develop and endure but that can be assessed in some

form now.

based on industry standards.

e adequate to prepare students for employment or for continuing educational experiences.

o reflective of the students’ abilities in the safe and proper use of tools, equipment, machines,
and processes.

e state-of-the-art for the occupational area and include technology-based components.

o reflective of career activities that are appropriate to the maturity and educational level of
students in the class.

Comments:

] X1l.  MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS
Does the Course Guide describe the evaluation method to be used for this
course? Are there departmental evaluation standards that the instructor must
follow? Does the evaluation system comply with outcome-based learning? Will
instructors develop their own course evaluation criteria, weighing system, and
procedures, or will the department prescribe guidance?

Comments:

] Xll. TEXTBOOK REFERENCE, EQUIPMENT, AND SUPPLIES
A. Required Textbook(s):
Does the Course Guide list the required textbook for the course? Does the
textbook reference include the complete citation in correct bibliographical
form? The ISBN number must be added. Is the phrase "or latest edition”
included; it may allow your department to order newer editions of the textbook
without submitting a non-substantive revision form?

Example of a bibliographical citation:
Beaty, J. (latest edition). Skills for Preschool Teachers. New York: Prentice
Hall, Inc. ISBN: 013158378-8

Are supplemental student references also listed?

Comments:

B. Reference(s) and Bibliography:
Does the Course Guide list instructional references to be used by the instructor
and provide a bibliography for future study by students?

Comments:

C. Equipment/Facilities:

GCC CURRICULUM MANUAL Page 74 of 116




Does the Course Guide list necessary equipment or specialized facilities needed
for the course?

Comments:

D. Instructional Supplies:
Does the Course Guide list required teaching supplies? It is not necessary to list
regular teaching supplies, e.g., markers, pens, paper, etc. Does the Course Guide
specify whether the student provides the items?

Comments:

E. Did the author indicate whether or not an Advisory Committee reviewed and
concurred with the materials used for this course? If not, has another faculty
other than author reviewed course textbook and materials?

Comments:

XI11I: Additional Comments:
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APPENDIX H:
CHECKLIST FOR REVIEWING THE
PROGRAM FORM

Use the Checklist to review the currently approved program forms to determine whether the
existing program form is current or requires revision.

» Program forms prepared in previous formats need not be revised simply to comply with
The Curriculum Manual (2013). Use this Checklist for Reviewing the Program Form to
determine whether the existing approved program form contains current and appropriate
information.

» Asaresult of a program checklist review, you may find that program revisions are
necessary. Instructions and forms for program revisions are found in this manual. Keep in
mind that program revisions may necessitate course revisions. Instructions and forms for
course guide revisions are also found in this manual.

» If no changes are recommended based on thorough program review by department
faculty and advisory committee, submit current program document with a new cover
sheet and checklist.

Program Form Reviewed:

Check: [_] Adoption [_] Substantive Revision [ ] Non-Substantive Revision

Date of 1% Review: Action:
Date of 2" Review: Action:
Date of 3" Review: Action:

Conducted by LOC Reviewers

Check if information is present/sufficient on existing Program Form. Make comments for
necessary changes.

] I.  TYPE OF ACTION

Is the current approved Program appropriate for the stage of program
development?

Comments:

] [l.  INTRODUCTION

Does the narrative include a history of program need and development? Are
references and resources cited which strengthen the Program Form? Does this
information provide Program reviewers with a framework of sufficient scope
and detail in order to adequately review the program?

If this is a CTE program, is the Career Cluster and Pathway indicated?
Comments:

] 1.  PROGRAM DESCRIPTION & STUDENT LEARNING OUTCOMES -
PROGRAM LEVEL
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Catalog description:

Does the Program match the current catalog program description and list of
program courses? Does the course description include SLOs? Is the catalog
description current, informative, and useful for prospective students? Does the
catalog description include general characteristics and/or special features of the
program? Is the list of courses correctly separated by category: general
education, technical requirements, related technical and general education
course, electives? Are program options adequately described?

Comments:

Does the Program state at least three student learning outcomes for the overall
program? What are the expected student outcomes of the program? Are the
outcomes appropriate for the stage of development in which the program is
now? Were outcomes developed with input from faculty, administrators,
students, and representatives from business and industry? Are outcomes
consistent with emerging developments in the occupational field? Are they
related to local, regional, and/or national standards?

Comments:

] IV. RATIONALE FOR PROPOSAL

A. Reason for proposal:
Is the program rationale based upon GCC mission and goals and occupational
requirements? Is the program rationale stated in the Program form? Does the
reason for the proposal describe why the request should be approved?

Comments:

B. Employment outlook:
Does the Program describe the employment outlook for this occupational area?
What job titles will students be qualified for upon completion of this program?
What is their anticipated salary level? Are these careers in demand on Guam?
What is the future for these careers on Guam? How many and what
requirements will the students need to complete before minimal job
qualification is reached?

Comments:

C. Conformity of program to requirements:
Does the Program describe the conformity of the program to legal, occupational,
or educational requirements? Does it describe how the program conforms to
articulation agreements, State Board regulations, licensing requirements, or
professional certification requirements?

Comments:

D. Results of program assessment:
What program assessment data can be presented that supports this curricular
request? Is there sufficient information gathered from program assessment to
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[

[

VI.

VII.

analyze the potential success of the program and to determine whether this
request for curriculum action should be approved?

Comments:

RESOURCE REQUIREMENTS AND COSTS

A.

Identify resources:
Does the Program list needed materials, media, and equipment and their costs?
Equipment should be specific to the occupations for which training is provided.

Comments:

Estimate personnel requirements:
Does the Program list instructional and support personnel required to deliver
this program? Are personnel qualifications described and costs listed?

Comments:

Identify facility requirements and costs:
Does the Program describe classroom and/or laboratory stations/space required
to offer this program? What are the costs?

Comments:

D. Identify funding source(s):

Does the Program list the funding source(s) that will be utilized in order to
deliver this program? Is funding for personnel, facility, supplies, equipment, etc.
listed?

Comments:

Impact on School and College:
Does the Program describe the impact that program resource requirements will
have on the School and College?

Comments:

IMPLEMENTATION SCHEDULE

A

Implementation date:
Does the Program state when this program is to be first offered?

Comments:

PROGRAM DESCRIPTION
A. Program Title(s):

Does the Program state the correct program title? Is the program title
appropriate? Is there also a maximum 20 character program title listed?

Comments:

B. Credits:
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Does the Program list the credits necessary for program completion? Is the
number of total credits appropriate? Is the distribution of credits appropriate; i.e.
general education, technical, related technical and general education, electives?
Are the requirements for lecture, lab, and clinical/work experience credits
realistic?

Comments:

C. Course Sequence:
Does the Program include a semester by semester sequenced list of courses to
be taken by students in order to complete the program? Is the sequence
appropriate? Are full time and part time students able to complete the program
in a reasonable time frame?

Comments:

D. Target Population:
Does the Program describe the target population for program enrollment? Is the
target population appropriate?

Comments:

E. Cost to Student:
Does the Program list expected student costs--tuition, administrative fees, lab
and/or clinical fees, textbook or workbook costs, instructional supplies, costs of
standardized exams, etc.? Are student costs realistic?

Comments:

[]  VIIl. PREREQUISITE(S)

Does the Program describe any prerequisites necessary to enter this program?
Are the program prerequisites listed appropriate?

Comments:

] IX. CO-REQUISITE(S)

Does the Program describe any co-requisites that a student must take or perform
while enrolled in this program? Are the program co-requisites appropriate?

Comments:

[] X. CONTENT

Does the Program include courses guides? Are course descriptions correct and
appropriate? Are the latest approved course descriptions listed in the catalog?

Comments:

] Xl. PROGRAM MEANS OF ASSESSMENT & CRITERIA FOR SUCCESS

GCC instructional programs are to undergo a formal assessment at least once
every two years. In addition, departments periodically conduct formal, or
sometimes informal, program reviews. Does the Program describe the process,
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methods, and procedures that will be used to determine program effectiveness?
Does it describe how the effectiveness of this program will be assessed? Is the
program assessment process adequate? What data is to be gathered by the
department to determine whether the program is meeting its goals? Who
performs the program evaluation? How often? How is the evaluation
conducted?

Is the current program assessment process is adequate? Should changes be made
to the department program review process and activities?

Comments:

[] XIl. ARTICULATION

Does the Program describe any articulation agreements made with GCC or local
educational institutions or even with other institutions? Does the program need
to be articulated with any other programs? If you are conducting a review of a
GCC secondary program, does it articulate with the GCC postsecondary level
program? Does it articulate with DOE program(s)?

Comments:

[] 1. Isthere an SLO Map (Appendix G.) attached to the Program that state program
and course level SLOs? Does the map show which ILOs are covered in the

program?
Comments:

] 2. If this program has a Dual Credit Articulated Programs of Study or DCAPS, is
this attached?

Comments:

XI11: Additional Comments:
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APPENDIX 1I:
SLO MAP - PROGRAM & COURSE LEVELS

Title of Program

Title of Program

Other

*If courses are not offered as a program, skip to page 2.
| = Introduced R = Reinforced E = Emphasized

List course alpha and no.

Student Learning Outcomes — Program Level
Upon successful completion of this program, students will be able to:
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Institutional Learning Outcomes (ILOs)
*Secondary Programs do not have to map to ILOs.

Name of Program
Other

| = Introduced R = Reinforced E = Emphasized

List course alpha and no. —

Guam Community College students will acquire the highest quality education and job training that promotes workforce development and empowers them to serve as dynamic leaders
within the local and international community. Students will demonstrate:

Use of acquired skills in effective communication, and quantitative
analysis with proper application of technology.

1. Ability to access, assimilate and use information ethically and
legally.

2. Mastery of critical thinking and problem-solving techniques.

3. Collaborative skills that develop professionalism, integrity,
respect, and fairness.

4, Civic responsibility that fosters respect and understanding of
ethical, social, cultural, and environmental issues locally and
globally.
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*If courses are not offered as a program, skip ‘Related to Program Level SLO’ column.

Student Learning Outcomes — Course Level

Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#

Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
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Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#

Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
Course Alpha and Number: Related to
Upon successful completion of this course, students will be | Program
able to: Level SLO#
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If this SLO Map is not part of a Program Adoption or Substantive Revision, attach a Non-Substantive Curriculum Revision Memo to the front of this form to
ensure that the SLOs, as written above, will be published in GCC’s online catalog under program/course descriptions.
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APPENDIX J:

BLOOM’S CLASSIFICATION
Bloom’s Updated Classification of Cognitive Skills

Bloom’s updated classification of cognitive skills is widely used in instruction planning. The six levels are arranged by level of
complexity. Use of Bloom’s classification systems is recommended to safeguard against a tendency to focus on content
coverage and to ignore what the students should learn to do with content.

Category

Remembering

Understanding

Applying

Analyzing

Evaluating

Creating:

Definition

Can the student recall or remember the
information?

Can the student explain ideas or
concepts?

Can the student use the information in a
new way?

Can the student distinguish between the
different parts?

Can the student justify a stand or

Related Verbs

define, duplicate, list, memorize, recall,
repeat, reproduce state

classify, describe, discuss, explain, identify,
locate, recognize, report, select, translate,
paraphrase

choose, demonstrate, dramatize, employ,
illustrate, interpret, operate, schedule,
sketch, solve, use, write

appraise, compare, contrast, criticize,
differentiate, discriminate, distinguish,
examine, experiment, question, test.

appraise, argue, defend, judge, select,

decision?

Can the student create new product or

point of view?

support, value, evaluate

assemble, construct, create, design,
develop, formulate, write

Cognitive Domain
(Mental Activity)

Affective Domain
(Character and
Conscience)

Psychomotor Domain
(Physical Activity)

Creating (compose,
originate, design,
invent)

Characterizing
(revise, require, rate,
avoid, resist, manage,
resolve)

Originating (arrange,
build, construct,
initiate)

Evaluating (judge,
criticize, evaluate,
appraise, recommend)

Organizing (discuss,
theorize, formulate,
balance, prioritize)

Adapting (alter,
rearrange, vary, revise)

Analyzing (compare,
classify, rank, infer,
extrapolate)

Valuing (measure
proficiency, subsidize,
support, debate)

Mechanizing (assemble,
calibrate, fasten,
measure, mend)

Applying (organize,
solve, generalize,

Responding (comply,
follow, commend,

Guided Responding
(copy, trace, reproduce,

(explain, infer,
interpret, summarize,
paraphrase)

produce) volunteer, acclaim, react)
engage in)
Understanding Receiving Setting (begin, move,

(differentiate, accept,
listen for, respond to)

show, state)

Behaviors from simple to complex

Remembering (recite,
quote, list, define)

Perceiving (choose,
identify, relate, select)
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CUAM COMMUNTTY OOLLECE

Kulehon Kumunicdar Guahan

APPENDIX K:
REINSTITUTION OF ARCHIVED CURRICULA
DATE:

TO: President Approved: Date:

VIA: VPAA Approved: Date:
Dean Approved: Date:
Registrar Approved: Date:
Dept. Chair Approved: Date:

FROM:

SUBJECT: Request Reinstitution of Curriculum

COURSE REINSTITUTION INALPHA _ NUMBER_____ TITLE

Attach course guide
1. Justification for course reinstitution
2. Plans and implementation dates for updating course guide (if older than five years)

PROGRAM REINSTITUTION
Attach program form

1. Justification for program reinstitution
2. Plans and implementation date for updating program guide (if older than five years)
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APP
DUAL CREDIT ARTI
OF STUDY (DC

END
CuUL
APS

Dual Credit Articulated Program of Study

GUAM COMMUNITY COLLEGE/
(name of ‘secondary’ program) Program of Study

AND

GUAM COMMUNITY COLLEGE
(name of ‘postsecondary’ program) Program of Study

(indicate date here)
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Guam Community College
Dual Credit Articulated Program of Study

GUAM COMMUNITY COLLEGE/
(name of ‘secondary’ program) Program of Study

AND

GUAM COMMUNITY COLLEGE
(name of ‘postsecondary’ program) Program of Study

I. Purpose

The purpose of this document is to provide a mechanism which will enable students who have completed a Guam Community
College secondary Career and Technical Education (CTE) program, upon declaration of a major in a Guam Community
College postsecondary program that is aligned with the secondary CTE program, to receive college credit.

I1. Procedures

A. Scope of Articulation. This commitment to secondary / postsecondary articulation is between the Guam Community

C.

College’s secondary program and Guam Community College’s postsecondary program. Acceptance of these credits
toward a program of study at any other institution will be contingent upon the program and college requirements of
the receiving institution.

Terms of Articulation. The terms of articulation detailed in this document will remain in effect for five (5) years, or
until August 2016. Continued articulation will be subject to annual reviews by faculty and other appropriate
representatives from GCC to address curriculum and course changes. Faculty and other appropriate representatives
from GCC will conduct an extensive review of possible substantive changes to articulation prior to the expiration of
articulation.

Awarding of Credits. Indicate the number of credits to be awarded. To receive credit, students, at minimum, must:

(1) Complete the identified secondary program with a grade of “B” or higher in each program course.

(2) Achieve a Certificate of Completion. (agreements may identify the Certificate of Mastery as a minimum
qualification)

(3) Officially declare a major in the identified postsecondary program.

Transferability of Credits. As stipulated in this Agreement, credits awarded:

(1) will transfer between Guam Community College’s secondary program and Guam Community College’s
postsecondary program and

(2) may not be applicable to programs outside of this Agreement.

I11. Student Application Guidelines for Articulated Credits

Student Eligibility. Please indicate any other criteria established by the postsecondary program that a student must

meet in order to be eligible for articulated credit.

(1) Indicate here that official GDOE transcripts sent directly to Guam Community College showing the student
passed the secondary (indicate program) Program of Study courses with a grade of “B” or higher are required.

GCC CURRICULUM MANUAL Page 89 of 116




B. Timeline for Application. Students should apply for articulated credit by contacting the college counselor or
program chair (see list of contact persons) in their first year of attendance at Guam Community College.
C. Tablel

Dual Credit Articulated GCC Secondary Program of Study and GCC Postsecondary Program of Study Courses
(indicate secondary program here)

GCC Secondary / Postsecondary Cluster Courses
List course numbers and names of all secondary courses aligned with the postsecondary program. Include
the number of credits students receive for completion of each secondary course.

Students completing the above courses with a “B” or better and receive a Certificate of (indicate
Mastery or Completion) will earn (indicate number of credits) in the (indicate postsecondary
program) at Guam Community College.

Guam Community College
Certificate of (Mastery or Completion) in (indicate postsecondary program)

List course numbers and names of all postsecondary courses aligned with the secondary program. Include
the number of credits students receive for completion of each postsecondary course.

D. Crosswalk of Student Learning Outcomes (SLOs) for the program of study secondary courses and the program
of study postsecondary.

SECONDARY SLOs POSTSECONDARY SLOs
Secondary course #1 Postsecondary course #1
1. (indicate all secondary SLOs that are aligned with 1. (indicate all secondary SLOs that are aligned with
Postsecondary SLOs) Secondary SLOs)
Secondary course #2 Postsecondary course #2
2. (indicate all secondary SLOs that are aligned with 2. (indicate all secondary SLOs that are aligned with
Postsecondary SLOs) Secondary SLOs)
Indicate all additional courses / SLOs to be articulated, as Indicate all additional courses / SLOs to be articulated, as
above. above.

Note: For articulation of credits secondary SLOs must clearly align with postsecondary SLOs.

E. Campus Contacts

Program Contact Administration Contact
(list name of Department Chairperson) Admission & Registration
(list DC rank and title) Tel. (671) 735-5531 -34
(list DC office and e-mail addresses, and telephone / Fax. (671) 734-5238
facsimile numbers) Email: gcc.admission@guamcc.edu

gcc.registrar@gquamcc.edu
Assessment & Counseling
Tel. (671) 735-5562 -65
Fax. (671) 734-5238
Email: gcc.counseling@guamcc.edu
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SAMPLE PERSONAL PLAN OF STUDY

Career Cluster Hospitality and Tourism
Secondary Post-Secondary
Program of Study ProStart Food and Beverage Management
English Math Science Social Studies/ Other Required Courses Career & Technical Courses

5 Sciences Other Electives and/or
= o Degree Major Courses
g g Recommended
= o Electives
L Learner Activities

e English/ e Applied Math-or- | e General Science e World Geography — ¢ Physical Education | -or-

9 Language Arts 9 e General Math or- ¢ Health and Dance
e World History e Word Processing

e English/ e Pre-Algebra ¢ Physical Science e US History e Chamorro —or- History of e VETTO55 PROSTART I
. 10 Language Arts 10 Guam
E e Computer Literacy
% e English/ e Algebral -or- Any of the following: e American Govt. o Artl-or- e VETT065 PROSTART II
8 11 Language Arts 11 | e Geometry ¢ Biology Speech and Debate
IEIDJ e Marine Biology ¢ Psychology/Sociology

e Physics
e Chemistry
e English/ e School to Work e VETTO75 PROSTART Il
12 Language Arts 12 e Basic Communication Il
OR o PEII
e Applied
Communication

* Students who receive a Certificat
HS152,208

e of Mastery in ProS

tart will receive credits for

HS152,208,292.For Cert

ificate of Completion, a student will received credits for

e | o EN110 e MA110 Finite . HS206 Beverage Management
> Year Freshman Mathematics HS203 Food Sanitation and Safety
3 13 English
©
c
o
o
g S1103 or SI110 Intro to OA101 Keyboarding HS245 Food Production Principles
g Marine Biology or Applications HS288Food and Beverage Service
Environmental Biology
HS292Practicum (Summer)
S0130 Introduction to PY120 General Psychology
Year Sociology CS151 Windows Applications
14
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General Manager eFood & Beverage
Manager eKitchen Manager
eCatering & Banquets Manager
eService Managere Dining Room
Supervisor

eRestaurant Owner eBaker eBrewer
«Caterer eDietician

eExecutive Chef «Cook

ePastry & Specialty Chef eBartender
eRestaurant Server eBanquet Server
eCocktail Server eBanquet Set-Up
Employee e Bus Person eRoom
Service Attendant eKitchen Steward
eCounter Server ¢Wine Steward
eHost

eResearch and Development Chef
eFood/Beverage Wholesaler
eProduct Demonstrator ePersonal
Chef

n
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Restaurants and
Food/Beverage
Services

SAVMHLVd

(Sample: Please include relevant document from www.careerclusters.org)
Hospitality & Tourism encompasses the management, marketing and operations of restaurants
and other foodservices, lodging, attractions, recreation events and travel related services.

Front Office Manager eExecutive
Housekeeper eDirector of Sales &
Marketing eChief Engineer eDirector of
Human Resources eRooms Division
Manager eDirector of Security eController
eF00d & Beverage Director eResident
Manager eDirector of Operations eGeneral
Manager eRegional Manager eQuality
Assurance Manager eCorporate
Management eLodging Management
«Owner/Franchisee
eUniformed Services Support
eCommunications Supervisor eFront Desk
Supervisor eReservations Supervisor eLaundry
Supervisor eRoom Supervisor eBell Captain
oShift Supervisor eSales Professional eNight
Auditor eFront Desk Employee eValet
Attendant eBell AttendanteDoor Attendant
eConcierge eReservationist eGuestroom
Attendant ePublic Space Cleaner eHouse
PersoneMaintenance WorkereVan Driver

Executive Director eAssistant Director eDirector
of Tourism Development eDirector of
Membership Development eDirector of
Communications eDirector of Visitor Services
eDirector of Sales eDirector of Marketing and
Advertising eDirector of Volunteer Services
eDirector of Convention and Visitors Bureau
eMarket Development Manager eGroup Sales
Manager eEvents Manager eSales Manager
eDestination Manager eConvention Services
Manager eHeritage Tourism Developer eTravel
Agent (Commercial & Vacation) eEvent Planner
eMeeting Planner eSpecial Events Producer
eNature Tourism Coordinator eTour and Travel
Coordinator eTourism Marketing Specialist
eTransportation Specialist e Welcome Center
Supervisor #Visitor Center Counselor eTourism
Assistant eExecutive Assistant eTour Guide
eTour Operator eMotor Coach Operator eTour
and Ticket Reservationist

eInterpreter

Travel & Tourism

CLUSTER KNOWLEDGE AND SKILLS

Club ManagereClub Assistant ManagereClub InstructoreClub
Equipment & Facility Maintenance eClub SchedulereClub Event
PlannereClub Membership DevelopereParks & Gardens
DirectoreParks & Gardens Activity CoordinatoreParks & Gardens
Access ManagementeParks & Gardens Safety & SecurityeParks &
Garden RangereResort TrainereResort InstructoreResort Equipment
MaintenanceeResort SchedulereGaming & Casino
ManagereGaming & Casino SupervisoreGaming & Casino
DealereGaming & Casino Slot Supervisor and
MaintenanceeGaming & Casino Security & SafetyeFairs/Festival
Event PlannereFairs/Festival Set up SupervisoreFairs/Festival
Facility ManagereFairs/Festival Promotional Developere Theme
Parks/Amusement Parks Resale Department Managere Theme
Parks/Amusement Parks Area Retail ManagereTheme
Parks/Amusement Parks Area Ride Operations ManagereTheme
Parks/Amusement Parks Group Events ManagereFamily Centers
ManagereFamily Centers Equipment
Operator/MaintenanceeHistorical /Cultural/Architectural Ecological
Industrial Sites Guides/RangereHistorical/Cultural/Architectural
Ecological Industrial Sites Exhibit
DevelopereMuseums/Zoos/Aquariums
DocenteMuseum/Zoos/Aquariums Animal Trainer and
HandlereMuseums/Zoos/Aquariums Exhibit Developer

Recreation, Amusements &
Attractions

S¥M 931SN10

+ Academic Foundations « Communications ¢ Problem Solving and Critical Thinking e Information Technology Applications ¢ Systems

+ Safety, Health and Environmental e Leadership and Teamwork & Ethics and Legal Responsibilities
+ Employability and Career Development ¢ Technical Skills
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V. Approval Process For Dual Credit Articulated Program of Study

When a DCAPS Agreement is developed, assurance that the DCAPS complies with requirements of Carl D. Perkins
Act and a copy shall be provided to the State Agency Office. Original agreement shall be maintained by GCC’s
Academic Affairs Division. All Agreements will be posted on the GCC website: www.guamcc.edu.

Dual Credit Articulated Program of Study

GUAM COMMUNITY COLLEGE/
(name of ‘secondary’ program) Program of Study

AND

GUAM COMMUNITY COLLEGE
(name of ‘postsecondary’ program) Program of Study

On behalf of the agencies named above, we agree to the terms and conditions of this articulation agreement.

Department Chair Date Dean (indicate TPS or TSS) Date
(indicate Department)
Academic Vice President Date President Date
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APPENDIX

GCC SE CURRICULUM F W PROCESS (MAY 2014)
DC Reviews START * Archivals, Non-Substantive,
< Author submits Substantive Course/Program
J document to DC Revisions, Adoptions, Reinstitution
A
v Non-Substantive
Revisions AIER Updates
Registrar Dean Reviews AVP Reviews TracDat
Reviews END

AVP Reviews
END

AIER Updates
TracDat

Substantive v

Revisions
Learning Outcomes AVP Reviews
** Committee Reviews J
NOTES: . . President
* Refers to the following forms: Archival Reviews
Memorandum, Non-Substantive Curriculum END

Revision Memorandum, Course/Program
Approval Forms, and Reinstitution of Archived
Curricula.

** |f a reviewer does not approve document, it
will be returned to author for resubmission.

AIER
Updates
TracDat
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GCC POST-SECONDARY CURRICULUM FLOW PROCESS (vay2004)

This page is under construction
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GCC PROCEDURES
SELECT

INTRODUCTION

The purpose of GCC’s textbook selection process is to provide direction for textbook evaluation and review as
well as to ensure that educational goals and student learning outcomes are met. The policy also aims to provide
high quality and comprehensive learning materials while maintaining reasonable costs to the students and
ensuring timely availability of resources.

A. REQUIRED TEXTBOOKS (PRIMARY)

1. Selection of textbooks supports the student learning outcomes of the course as reflected in the adopted
course guide. Textbooks required for classroom use are adopted and used for a minimum of a three-year
period.

2. Textbook change procedures:

a. Textbooks associated with substantive changes in course content are done via the course guide,
which must go through the regular curriculum approval process (see Curriculum Manual).

b. Textbooks associated with non-substantive changes in course content are done via non-
substantive curriculum memorandum (see Curriculum Manual).

3. Textbook selection shall be recommended by a consensus of full-time faculty members in the subject
field. Consultation with appropriate adjunct faculty members is strongly recommended.

4. All teachers in all courses must use the adopted textbook, and must use the edition that is available to
students in the bookstore. During the semester that a new edition is available, faculty will make every
effort to use both the old and the new edition for that one semester.

5. The attached textbook adoption checklist should be used when considering textbooks for selection.
Generally, the College should consider the following factors:

a. College grade level readability

b. Bias-free: job designation; sex-role stereotyping; age discrimination; racial, ethnic, and/or
religious bias; all other discriminatory characteristics

c. Accuracy: factual, up-to-date; detailed to minimize misinterpretation

d. Appropriateness and versatility: appropriate to learners with varying levels of maturity; suitable
for a variety of learning environments; language and/or visuals are easy to understand,
challenging, but not beyond ability of learning; important and relevant to subject matter area

e. Verbal and visual effectiveness: attractively designed; logical development of ideas; stimulating;
develops critical thought and creativity

f. Cost: available at a cost commensurate with value and probable use based on comparable texts

B. EXAMINATION/REVIEW COPIES
It is the responsibility of the department chair to initiate contact with publishers to obtain examination or
review textbook copies. These copies shall be utilized in reviewing textbooks at the department’s level for
textbook selection.
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C. SUPPLEMENTAL TEXTBOOKS
A supplementary text is a required textbook selected by an instructor to supplement the primary text. The
process for selecting a supplementary text is the same as the primary text. Supplementary textbooks must be
aligned with student learning outcomes. The cost of a supplementary text must be less than $50.00 per text.
A faculty member may submit a request for an exception to the $50 per text limitation with rationale to the
Vice President for Academic Affairs via the Dean. The Vice President for Academic Affairs must approve
all supplementary text requests when the cost exceeds $50.00 per text.

D. OPTIONAL TEXTBOOKS
Optional textbooks are not required for a course. Purchase of an optional text is discretionary for students.
When optional textbooks are used, the course syllabus must indicate optional textbooks are not required to
be purchased by students, and that their use will not have any bearing on the determination of a final grade
in the course. This statement must be included in the syllabus.

E. ORDERING OF TEXTBOOKS
The Business Office, through the bookstore, shall be responsible for the ordering of textbooks in close
collaboration with the department chair. The department chair will be responsible for indicating the
projected number of textbooks needed for the following semester to the Business Office, no later than the
established due date set by the Business Office. Textbooks and information costs shall be posted on the
college website or and on the printed class schedule, as required by the Higher Education Opportunity Act
(HEOA) of 2008.

F. DESK COPIES
The ordering of instructor desk copies is the responsibility of the department chair. The Business Office,
through the bookstore, will assist in providing contact information of the publisher. Departments may also
purchase a copy of the textbook from the Bookstore.

G. DIGITAL BOOKS
Digital books (e-books) should be secured, if available, as an alternative to printed copies. However, the
printed copy should always be made available. It is the responsibility of the Business Office, to make the
arrangements to offer e-books to students.

H. IN-HOUSE FACULTY TEXTBOOKS
GCC faculty members and employees who have authored textbooks must recuse themselves from the
textbook selection process if their textbook is being considered for adoption for a particular course.

I. COPYRIGHTED MATERIALS
All employees shall adhere to federal and local copyright laws in addition to GCC policies regarding the use
of textbooks and other classroom materials.
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A

PPENDIX O:
TEXTBOOK ADOPT

ION CHECKLIST

Recommended text for: (subject/course)

Department Contact Person:

Department Chair Signature/approval:

Textbook Information

Title: # Books Needed:
Author: Cost Per Book:
Publisher/Company: Mis. Costs:
Copyright Date: Shipping Charges:

Lexile Score:

(Go to: www.lexile.com, then Educators, then Lexile Book
Database, type in the title or author to retrieve the Lexile
score for that title.)

Textbook Performance: FIRST SECOND THIRD TOTAL COST:

Directions: This checklist is designed to help you evaluate the appropriateness of the texts you are considering for adoption. Your
goal is to find out what aspects of the text is not less than ideal. Please rank the statements below using the following rating system:
3 = Excellent 2 = Acceptable 1 = Poor 0 = Not Acceptable NA = Not Applicable NF = Not Found

OVERALL STRUCTURE 3 2 1 0 N/A NF
1. Text has table of contents, glossary, index, appendix,
& other appropriate aides
2. Text is durable, size of book & print are appropriate,
and illustrations & format are appealing.
3. Content reflects essential concepts/skills, of course
content & district curriculum goals.
4. Text has clear organizational pattern that follows
throughout & relates chapters to each other.
5. Subject matter is thoroughly covered & presented in
a logical, clear sequence.
6. Material reflects current trends, information &
instructional practices.
7. Teacher editions are easy to use, clearly formatted,
and provide instructional methods & activities to meet
the needs of all students.
8. Supplemental materials are available & stress the
concepts presented in the text.

Created by: LOC Chairs and Acalog Managers
April 21, 2014
Page 98 of 116


http://www.lexile.com/

CONTENT & ORGANIZATION 3 2 1 0 N/A | NF
1. Instruction & activities reflect different learning styles, interests,
& ability levels.
2. Instruction & activities help students make connections between
prior knowledge/experiences and new information presented in the
text.
3. Instruction & activities show students the relationship &
application of skills & concepts to real life.
4. Materials are free of bias related to sex, race, culture, &
stereotype.
5. Directions are written clearly & explicitly.
6. Materials contain affective objectives.
7. Instruction guides students from concrete to abstract & general
to specific.
8. Instruction gradually releases independence for learning to
student.
9. Content specific terms are well defined & include descriptions
and/or examples for clarification.
10. New concepts are explicitly linked to a student's prior
knowledge & experimental background.
11. Vocabulary & concept density is within the ability of the
students to gain meaning from the text.
12. The main ideas, concepts, & important information are clearly
stated & explained.
13. The author's writing style provides students with aids that guide
them through the text. (Some of these include: marginal notes,
glossing, pre-reading plus purpose setting, introductions, guided
reading questions, summary questions/statements, extended reading
activities, study techniques, writing activities, thought level
questions, others.)
14. Education for Employment skills is reflected.
15. Illustrations, graphs, maps, charts, etc., enhance the
understanding of text & clarity or relate to key concepts.

ASSESSMENT 3 2 1 0 N/A | NF

1. Assessment is centered on knowledge of the main ideas,
concepts, & skills.
2. Students' knowledge of content is assessed in a variety of ways 7
from information taken at all levels of cognitive & affective
thinking.
3. The major goals & objectives of the course curriculum are
evaluated.
4. Questions & activities draw attention to the organizational
patterns of the text & other learning strategies.
5. Assessment centers on the student's understanding of the process
as well as the product.

MOTIVATION 3 2 1 0 N/A NF
1. Content & manner of presentation are interesting 7 relevant to
the students.
2. Activities are meaningful, motivating, & challenging to students
at varying levels of learning.
3. Materials allow students to think critically & creatively.
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Recommended text for:

Page 2 of 2

(Class/grade level)

Vendor: Phone # Date:
Address:
City: State: Zip:

USE ONLY ONE VENDOR PER REQUEST FORM
Please indicate any special ordering information (discounts, etc.)

If you have an order form completed by the book company...just attach it. There is no need to transfer to this form.

Quantity Publisher/ISBN#

Title/Description/Author

Unit Cost

Total Cost

Shipping/handling fees (please include
unless you know they will be waived)

Order total

Department Chair:

Date:

Program Dean:

Date:
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APPENDIX P:
GRADING SYSTEM

The Learning Outcomes Committee (LOC) recommends that the Grading Policy to evaluate the student’s academic
performance in enrolled courses be outlined and defined in the Guam Community College Catalog and the Curriculum
Manual.

The grading system to be used should include the Universal College Standard Quality Points for GPA evaluation and its
equivalent numerical percentage score.

For Example:

GRADE POINTS
GRADE EZTJCII\EIIX:-_QS'? PER SEMESTER INTERPRETATION
HOUR
A 90 - 100% 4 Excellent Achievement
B 80- 89% 3 Above Average Achievement
C 70- 79% 2 Average Achievement
D 60-69% 1 Minimal Passing Achievement
F 0-59% 0 Failure
TF None Technical Failure®
T™W None Technical Withdrawal®
W None Withdrawal
I None Incomplete
CR None Satisfactory Completion
NC None Unsatisfactory Completion
b None Satisfactory Completion/Test-Out
(Used for developmental courses only)
Satisfactory Progress made, continued
Z None enrollment required
(Used for developmental courses only)
AU None Audit

To foster the dialogue regarding this subject, the LOC is forwarding our findings to Faculty Senate and the Council of
Department Chairpersons. Thank you for your continued assistance with institutional
matters.

1 Technical Failure or “TF” Grade

If a student registers for a class but fails to attend the class, the instructor will award a “TF” grade indicating that the
student never attended the class. The “TF” will be entered on the student’s permanent record.

2 Technical Withdrawal or “TW” Grade

If a student registers for a class but fails to meet all College requirements for registration in that class (e.g., course
prerequisites, immunization/health requirements, etc.), that student may be administratively withdrawn from that
class. In such instances, a “TW” grade will be entered on the student’s permanent record.

LOC Revised 4-23-14
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CREDIT HOU
GUAM COMM

BOARD O

NDIX Q:

R - POLICY 345
U

F

NITY COLLEGE
TRUSTEES

CREDIT HOUR POLICY

WHEREAS, the Guam Community College conducts undergraduate level credit courses under a semester system of
approximately fifteen (15) weeks each semester per academic year (or its equivalent in the summer session); and

WHEREAS, a credit hour policy will codify the College’s requirement of course contact hours in compliance with Federal and
accrediting agency guidelines; and

WHEREAS, the attached guidelines, as the final product of the work of the Learning Outcomes Committee (LOC) and the
Faculty Senate, as approved by the College Governing Council, includes two-years’ worth of study and analysis from GCC faculty
and administrators as well as data and study about this issue from accrediting agencies and other postsecondary institutions outlining
the College’s minimum number of hours necessary for the award of one unit of college credit; and

NOW, THEREFORE, BE IT RESOLVED, that the Board of Trustees supports this “Credit Hour Policy” which
reasonably approximates not less than (1) one hour of classroom or direct faculty instruction and a minimum of two hours of out of class
student work each week for approximately fifteen weeks for one semester hour of credit, or the equivalent amount of work over a
different amount of time; or (2) a minimum of 45 hours of student work for other academic activities as established by the institution
including laboratory, practicum, clinical, and other academic work leading to the award of credit hours.

BE IT FINALLY RESOLVED, that this Credit Hour Policy proposed by the College Governing Council and approved by

the President, be adopted by the Guam Community College Board of Trustees.

Adopted: June 13, 2012 Resolution: 10-2012
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APPENDIX R:
ACALOG

GCC
LOC COMMITTEE INPUT, DECISIONS
AND
REVIEWER’S GUIDE
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LOC ACALOG Process

1.

LOC Chairperson and Chairperson-Elect will receive ACALOG audit alerts for curriculum document
review.

Chairs will assign document to Dyad for review on ACALOG and will forward an ACALOG audit alert
to DYADs. Note: General Education courses will also be reviewed by the General Education
Committee.

DYADs will review assigned curricula using the checklist. Dyad will have one week to review. If in
the event LOC is inundated with a large amount of documents to approve, Dyads will have more than
one week to review due to the large caseload.

DYADs will forward via email the completed checklists and recommendation to LOC Chairs.

LOC Chairs will create New Audit Alert to Author to review checklist and make necessary revisions to
curriculum documents.

Author will create New Audit Alert to LOC Chairs for approval of revised curriculum document.

LOC reviews and votes for approval of revised curriculum document during its scheduled meetings.

If LOC rejects with “Back to Author” results, LOC Chairs will send notifications to authors and
ACALOG managers. Registrar and Dean will work with Authors to make the necessary revisions and
approval before resubmitting to LOC.

If LOC approves, LOC Chairs will send ACALOG audit alert:

A. Key comments
B. Select send email notification button
C. Select AAVP and Administrative Officer, complete alert.
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Log-in

Open Mozilla Firefox (recommended)
N

URL

Navigate to the GCC Acalog Admin site, https://guamcc.acalogadmin.com/login.php

i o T L

€ B retspusect. acsiomdmn, comdogn sho o

Acalog ACMS™ — The praven leader in acedemic catalog

€ & acalogadn com

[

Acalog ACMS™ — The proven lader in acedsm

iéOIO( Lc

o

_togin |

Select your catalog by using the drop down box
L R e £

ACOIOg ACMS™ Publisnat

Paliibas ¥ o

| amets o

Lsar A wnm

Catulog Proveow

Comlirmary K Coodent

ARSI Ve Il.ogin Information

Click Go (and wait for the blue text confirming you have selected a catalog)

Created by: LOC Chairs and Acalog Managers
April 21, 2014

* & segaders com it - - :; X

Page 105 of 116



Now » Acsiog™ ACHIOg'™ ¥ 0.

Pudstumrus § loem

| Kerts @ usle

Uner Ace: anta [Winhig Gusrn Comennts Cotee 2014.3015 Ctmes 2)

Ctslog Prm. h o oty
sJVcicome to the Acolog ACMS ™ Publisher, F

Gabewny & Content
Puttnslsd Usoge:
§ howgnr 4y

Version Auditing

Login Informaetion

Click on Version Auditing

Acalog ACMS™ Publisher

Publisher Home

User Accounts ‘ IWOrkmq Guam Community Cc

Catalog Preview Catalog changed successfi

Welcome to the Acal
Gateway & Content
Permal.ink Usage

Hierarchy

Login Information

Welcome to the Acalog ACV

| Please note: The Acalog AC
SIS SIS simultaneously by openin
Version Auditing

Programs & Cores

Hide login mformation.

My Adesty

Stasrod Corer

Custom Pages

Hone chy Dess

Progiums

! My Alerts

Audt event sleits are mwitatoes for you Lo review edils for comment, and (o approve of reject change(s). foute event slets are robces infoomng yoo that a
group 11 whnich you 30U 3 manbar Nas recaved an JUAt itam. A SUMmay & provided balow. Choosa 3 tad Jbova 0 view your Judt avant aiarts fa¢ tha folowing
§ Budt tems: custom paqges, hievarchy iters, programs, shared cores, or courses,

Custom Pages Hierarchy lema Programs Shared Co o5 Courses
Fusets Ho Fwents No Fyeats Mo Feents

‘ No Bverty No Events No Swvenits Mo Event;
1 Actve Boutee No Fvants No Fvants No Fwsants  No Feents)
Closed Muotes. Mo Eversta Nu Events No Svemts Mo Evenits

Expand the course details by clicking the < 9 “ symbol next to the title
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Acalog ACME™ Pobledher
n

Pubksher Home

Unee Accoustn | Werking Guam Conmunty Colege 2914-2015 Catabg = m aAlon @ lck

Cotndorg Proview Huerwchy lems Programs Sharod Cores
Gateweny & Condom
Pormul sk Usage

4 N Chck the &) 1con 1o ses slert datais for cowrses in the table befow. To view 3 sapsact, chok on the Revisy Snapshot Ik, To respond to an audd event dert,
Himenrctry

chch on the Response faguested ink. If avadable, you may view cthar users' responsas and canments by clicking on the respoase Ink nast to 3 Lo MamMe

™ A
T St Audit Fvent Alerts

Cournes

Vermon Audting Oaxly auchit wunet slurte Lhal 1l soyirre & rosponue aro shusmn Click the buttoo b

Show Al hudt Event Alerts l
o) EN 110 - Freshman Composithon Do i Do Attastsmat] Rzspensc foquested
4 Add s nao svapahus, o eld aose sadit avsol asrt

0 HS 208 - Managing Service in Food & Beverage Operations {Vaw Witoed] e Attachments]  Response Requested
 Adt 3 e Ananahos, e adit 3 new audit avent art

Rowte Cvent Alerts

Show Al Rmss Ments

NO COUMRA raune 3B ford,

Review Snapshots, Add Audit Events, View History, View Attachments, Respond

My Neirin My Events
| Warking Guam Communty Cobegs 2014-2015 Catalog | (G e

Custom Poges Hwrorchy loms Programs Shared Cores Cowmnan

My Alerts

Click the &0 icon to see alert details for courses in the table below. To view a snapshot, ciick 00 the Review Snapshot Ink. To respond to an audit «
chck on the Response Reguested nk. If avaldable, you may wew other users’ responses and comments by clicking on the response Ink next to a use

Audit Event Alerts

Only autit wuent alerts thit <l requies waponse are shown. Clck 1he button below to o

Show All Audlt Event Alerts |

Audit Events Responses
) EN 110 - Freshman Composition [\iey Hatory] [Visw Attachmental Responss Requested
 Add 3 naw snapshot, ™ add 3 new audit avent alet

imm*-mé«mumnwmwmw Response Requested

[Show ail alerts for this itom.]

M Add § new S0a0AN0L, - add & naw JUBE svent alert
AUDIT EVENT
Date: 12/01/2013 23:37:57 [Revien Snapshat]
Creatad By: LOC Chairl
' {No Ci 1 /Y

Now you may Review Snapshots|, Add Audit Events, View History, View Attachments| Respond
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Response Requested
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View History

Expand the course details by clicking the “ .= =3 * symbol next to the title
“) Acalog ACMS™ : Audit Ttem History - Mozilla Firefox = |EI|5|
@ htips://guamce. aclogadmin, com faudit/audit_history. php?&item_oid =27028item_type =c&order =0&expand=0 |
Acalog ACMS™ Ppublisher Close Window =
Detailed Item HiStOI'Y' Show Oldest First | Expand All | l;] Print Report
Audit Events Date and Time
1 12/01/2013
=/ AUDIT EVENT 33:37:57
Review Snapshot
Created By: LOC Chairl LOC Chairl - Mo response
Comments: [No Comments] yet.
LOC Chair2 - No response
yet.
LOC Dyadl - No response
yet.
LOC Dyad2 - No response
yet.
LOC Dyad3 - Mo response
yet.
LOC Dyad4 - No response
yet.
LOC Dyad5 - No response
yet.
12/01/2013
Q ATTACHMENT ADDED 33:58:00

View Attachments

") Acalog ACMS™ : Attachments - Mozilla Firefox -0 x|

B htips:jguamce.acalogadmin, com faudit/audit_attachments, php?item_oid=27028item_type=3 : |

Acalog ACMS™ Publisher Close Window

Attachments for: HS 208 - Managing Service in Food & Beverage Operations (3)

Click on an attachment name below to download the file.

Attachments
Filename Filesize Upload Date Uploaded By
[w | HS208 Course Revision Spring 2013.doc 132.50KB 2013-12-01 22:58:00 Patrick Clymer
J-|Hs208 Reuistra%uroval 2013-11-07 727am.pdf §5.01KB  2013-11-06 23:15:35 Johanna Camacho
J-|HS208 1SR 201380MI.Ddf 132.32KB  2013-11-03 23:22:51 Johanna Camacho

/~|HS208 1SR 2011-12-05.pd 653.00KB 2013-11-03 19:01:12 Johanna Camacho

View the attachment log to see a history o tachment events for this audit item.

Click to open
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Submit a response

Click on Response Requested link

My Alerts My Evenis

| working Guam Community College 2014-2015 Cataloa =] (R0 =) Al

Custom Pages e = = Programs Shared Cores Courses

My Alerts

Click the ‘& icon to sea alert details for courses in the takble below. To view a snapshet, click on the Review Snapshot link, To respond teo an audit ¢
click on the Response Regquestad link. If availabla, you may view other users’ rasponses and commants by clicking an the response link naxt to 3 use

Audit Event aAlerts

Only audit event alerts that still require a response are shown. Click the button below to show all audit event alerts.

Show All Audit Event Alerts |

Audit Events Responses

) EN 110 - Freshman Composition [View History] [View Attachments] Response Regquested
& Add 3 new snapshot, #add a new audit event alert

) HS 208 - Manaqing Service in Food & Beverage Operations [view History] [View Attachmants] Response Reguestad
i5 0 1

[Show all alerts for this item.
# Add 3 new snapshot, *add a new audit event alert

LOC Chairl - No response yet.
LOC ChairZ - Response Requested

B Dyadl - Mo response yel.
LOC Cyad g
LOC Dyad3 - No response yet.
LOC Dyad4 - No response yet.,

AUDIT EVENT

Date: 12/01/2013 23:37:57 [Review Snapshot]
Created By: LOC Chairl

Comments: [No Comments]

Approve or Reject, Enter Comments, then click respond button

Acalog ACMS™ Publisher Logged in as: / Logout

Publisher Home My Alects My Evenls
User Accounts I Working Guam Community College 2014-2015 Catzlog 3 Alerte b Help

Catalog Preview Hierarchy lems Programs Shared Cores Courses

My Response History Attachments

Goteway & Content
Permal.ink Usage My Response
Hierarchy You have been asked to review editonal changes made to this course. See Review Changes to see the edits, and then use this section to register your own
Programs & Cores comments, and to approve or reject the changes.
Courses Hide aydit svent datails
Verawon Auditing - —_ x — — e
Course:  H5 208 - Managing Service in Food & Beverags Operations (3)
Event Creation Date:  112/01/2013 23:37:57
Event Creator: LOC Chairl
Event Ci [No C 1

You must complete required fields.

Approve or Reject:

" [Please choose whether you approve or reject the changes. To view the changes, see Review Changes above.]
c Approve changes.

c Reject changes.

» Comments:
(Please enter comments to explain why you approved or rejected the changes. |

Create a New Audit Event Alert

Create a New Audit Event: 1. Enter Comment.

2. Select Second Radio Button; “Invite the

m P e —"
P Y sy : :
: people below to comment on this audit
Acaiog ACNT™ Mublnher
13 vos "
Pidiis Hoims WY Neres event, and send additional notification

W Acouts 4 | Worke Guan Cormmatts Cobege 2014 2005 Cotalon. o) (0
New Audit Event Alert for: Managing Service in Food & Bev
LFATRG 30 MAGT FArT NVTIEES 30 3PPAONAl CYTI TWORGE WHECY OTHAY LerY, of 3

[PRESSER | it dom Te protac € an cem 1t s bony e, 2 s eeomnarded 1ot ol 3, Select a group or select individual(s). To

11 et iten, the gong o wh e route mumt me echatod o D et Yo
Flormstink Usoge (R e B S e Ty

via email.”
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How to Attach Documents in Acalog

1. Click “My Alerts”
2. Click “Courses or Programs”
3. Locate your Audit Event. If it does not appear click on “Show All Audit Events Alerts” button, then
locate your Audit Event (e.g. CUL200)
Click on “Edit Item”
Click on “Attachments”
Click on “Browse”
Locate & select your file, then click “Open”

o N oA

Click on “Upload Attachment”

NOTE: If an editor has already entered the Response Requested screen, the editor must exit and go to My Alerts (Step #3).

Acelog ACME™ Publisho poud 1 & vy | Logoet
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Cotoboys
Unteraay Optroen My Alerts

Audt gvont alorts 3rs mvtations for you to roview adts ‘or commant, and to appreve or raject change(s). Fouto event Jlarts are nobces rforming you that 3
Gubeway & Contemt group in which you are & menber hia recoved on audit fom. A summiry o provided Selow, Choose o tab above Lo view your sudet event derts ot the faluweyg
Puwrnnl ink L - audt fems! custom pages, heerarchy tems, programs, shared cores, or courtes

Bum Typms

Custom Pages Hierarchy fhems Programs Shared Cotes Counses
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) Clooed foutes N3 Cywenta Mo Events Mo Gyents No Bvents fie Btz

Custom Pages Hierarchy fesms Programs Shavred Cores Commmen

My Alerts

Chick the &9 on to 5eq Jlart detals for courses N the tabie below. To view 3 srapshot, cick on the Review Snapshot link. To respand to an Judt eval
O on e Rasponse Regquestad DK, IF availabie, you may Mew other usars’ responsas and COMMENts Ly Chcking On the rEsponss Ink next to 3 user ni

Audit Event Alerts

Only audit aven! sloriy | fire o response are shown. Click the buttoa below te nshow all nudit svest alorts

Show All Auar Event Alerts

Audit Cvents Responses
HS 708 - Managing Service In Food & Beverage Opondonc [Wiew Migtory] [Viee Attachmenty] Respenea Requested
M Add 8 now anapshat, ™ add o new audt gvent alart, # add o new 1oute.
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How to View Attachments in Acalog

After logging in, Select catalog; “Working Guam Community College 2014-2015 Catalog”

Click “Version Auditing”

Click “My Alerts”

Click “Courses”

Locate your Audit Event. If it does not appear click on “Show All Audit Events Alerts” button, then locate your Audit Event
(e.g. EN110)

Click on “View Attachments”

7. Select your Attachment
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My Alerts

Cick the &J icon to see akert datals for courses n the tabie below. To view a snapshot, cick on the Reviaw Snapshot Ink. To respond to an aude evar
OhCK ON e Response Requested Ir available, you may view Othar users’ responsas ant Comments Ly Chcking on the responsa Ink next 1o & user nd

Audit Event Alerts

Only audit event alerts 1

Show AN Audit Event Alerts
Audn & N ReESpOises
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#»Add 5 new srgpahet, #eadd 9 now oudt cvent glor, #*add g ogw royts.
Custom Pages Hierarchy ltems Programs Shared Cores

My Alerts

Click the & icon to see alert details for courses in the table below. To view a snapshot, click on the Review Snapshot link. To respond
click on the Response Requestad Ink. If available, you may view other users’ responses and commeants by clicking on the response link r

Audit Event Alerts

All audit event alerts are shown. Click the button below to show only audit event alerts that still require a response frem you

Show Only Audit Event Alerts that Still Require a Response from Me |
Audit Events Responses
. EMS 103 - Emergency Medical Technician (EMT) [view History] [View Attachments] Response Complete
2 Add a new snapshot, #add a new audit event alert, = .
EN 110 - Freshman Composition [view History] [view Attachments]
# Add a new snapshot, **add a new sudit event alert, *add a ne
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Created by: L
April 21, 2014

Acalog ACMSE™ me-t-r=ot

Attachments for: EN 110 - Freshman Composition (3)

ick on an attachment name below to download the file.

Attachments

Filename Filesize Upload Date

W  EM 110 course guide Oct 21 3013.doc 174 50KE 2013-11-17 20:44:12
/-|EN110 Registrar approval 2013-11-07 727am.pdf p5.27¥kB 2013-11-06 23:00:54
= EN110 1SR 201380 4 apvl.pdf 241 16KB 2013-11-03 23:09:56
/~|EN110 1SR 3012-01-03.pdf 1.26ME  2013-11-03 18:32:19

View the attachment log to see a history of attachment events for this audit item.

Acalog ACMS™ vE 013, Digital Archita

OC Chairs and Acalog Managers

Uploaded By
Patrick Clymer
Johanna Camachao
Johanna Camacho

Johanna Camacha
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ACALOG University

http://acalog-university.acalog.com/login.php

acaloq

Academic Catalog Management

Please Login

You must complete all fields below,

Pleasze choose from the drop down below, then login using your Publisher uzername and password.

Username:
Password:
Institution: | Select Your Registered Institution.. w

Reset User Name and Password

Contact ACALOG Manager:
Registrar, Patrick Clymer, 735-5561 or patrick.clymer@guamcc.edu
Johanna Camacho, 735-5534 or johanna.camacho@guamcc.edu
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