Review of A&S Curriculum Committee Procedures
1. Material must be approved by the department and signed by the department chair before being distributed at A&S Curriculum Committee.  If the item represents a new course or new program, the proposal cover sheet (blue sheet) must also be approved and signed by the Dean before distribution here.
2. Distributions made at one meeting are reviewed and voted on at the next meeting, typically two weeks later.  
3. In addition to taking minutes, the recording secretary for each meeting is responsible for sending distributions to absent members, making revisions to the minutes as needed and sending an electronic copy to ucc2@lhup.edu.  
4. If you need to distribute something after a meeting for consideration at the next one, you must contact the committee chair for permission.  If approved for late distribution, the material must be in the hands of the committee members at least one week prior to the next meeting.  It should be hand-delivered, if necessary, to achieve this goal.  

5. Please attach the blue sheet to the chair’s handouts or provide sufficient information in an accompanying memo to make the proposed curricular change clear.  

6. To make things run more smoothly at the meeting:

· Please coordinate with other departments/programs affected by the change.

· Please have the author follow the standard template and guidelines (www.lhup.edu/ucc) and have your department members proofread the materials carefully.  

· Please provide supporting arguments in the rationale section as appropriate.  Cover assessment of objectives and impact on resources as appropriate.  

· If the change is a new overlay, please remember to attach the relevant portions of the corresponding syllabus.

7. Once a curricular change is approved here, get the chair’s signature on the blue sheet, make any requested revisions and then provide one copy with the attached blue sheet along with 10 additional copies to the UCC chair for distribution at the next UCC meeting. Provide an electronic copy via email to ucc2@lhup.edu.  
