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Rules and Procedures

The University Curriculum Committee

Lock Haven University of Pennsylvania

(Approved October 13, 2011)

ARTICLE I - Name
The University curriculum approval body shall be known as the University Curriculum Committee (UCC) hereinafter referred to as the UCC.
ARTICLE II - -Purpose
The UCC shall provide a mechanism for the systematic review, evaluation, and change of the curriculum at the University level in compliance with the collective bargaining agreement between the State System of Higher Education and the Association of Pennsylvania State College and University Faculties.
ARTICLE III - Functions
The UCC has the responsibility to review, stimulate the development of, and oversee all aspects of the curriculum within the University.  It is empowered to forward its recommendations directly to the Vice-President of Academic Affairs, to the faculty, or to any other University committee or office.  Proposals of major consequence to the University shall be brought before the faculty for discussion and approval.  The UCC shall act upon, but not be limited to, curriculum matters listed below.  Moreover, all curricular proposals shall be reviewed by the UCC before being forwarded to the University President.
1.
Changes in title, course number, and prerequisites of a course.
2.
Additions, deletions, or moratoriums of a course, courses and programs. 
3.
Designation of a course as a general education offering. 
4.
Adoption of any policy regarding the acceptability or requirement of a course outside of a department for the completion of a program within a department. 
5.
Changes in requirements for a major, a minor, a degree, or a certification. 
6.
Development of new programs and/or degrees. 
7.
Revisions to general education.
ARTICLE IV - Membership
The UCC shall comprise the following persons:  
· Department Chairperson or designee from each academic department, from the Department of Academic Development and Counseling, and from the Library Department;
· Two student representatives, one from each college, appointed by the LHSAS, Inc. (Lock Haven Student Auxiliary Services, Inc.);
· Directors of Graduate Degree Programs,  
· Dean of the College of Arts and Sciences, or his/her designate if unable to attend, as an ex-officio, nonvoting member;
· Dean of the College of Education and Human Services, , or his/her designate if unable to attend, as an ex-officio, nonvoting member;
· Vice-President for Academic Affairs, or his/her designate if unable to attend, as an ex-officio, nonvoting member;
· Other ex-officio, nonvoting positions may be established by the UCC to serve in a resource capacity.
ARTICLE V - Officers
Officers consist of a Chairperson, Vice-Chairperson, and Secretary elected by majority vote of the UCC at its first meeting of the fall semester.  Their terms shall run for a period of approximately one calendar year, beginning the day after their election and ending the day after the election of offices the following fall.  Elections shall be held during the academic year to fill office vacancies that occur after the initial fall elections.  Terms of such officers run until UCC officer elections the following fall semester.  Vacancies that occur will be filled at the next regularly scheduled meeting of the UCC.
ARTICLE VI - Duties of Officers
The Chairperson's responsibilities comprise the following:
1.
Call and announce meetings.
2.
Prepare the agenda.
3.
Conduct meetings.
4.
Distribute agenda, minutes of meetings, and relevant curricular materials.
5.
Forward proposals and recommendations to the Vice-President for Academic Affairs.
6.
Communicate with the Departments and the Chairpersons of the Curriculum Subcommittees.
7.
Maintain official records of all curriculum proposals, including the copy of the original signed proposal, and the response from the President.
8.
Appoint special committees as necessary.
9.
Report to APSCUF and the faculty.
The Vice-Chairperson's responsibilities comprise the following:
1.
Act in the Chairperson's absence.
2.
Perform any special duties assigned by the Chairperson. 
3.
Chair the CIS and report the outcome and recommendations at the UCC meetings.
The Secretary's responsibilities comprise the following:
1.
Record the minutes of all regular and special meetings.
2.
Communicate minutes of all regular and special meetings via email and the UCC Website.
3.
Coordinate with the Chairperson the distribution of materials.
ARTICLE VII - Meetings
The UCC shall meet twice monthly throughout the academic year at a time convenient to its members.  Special meetings may be called by the Chairperson.  A quorum consists of the majority of voting members.
ARTICLE VIII - Voting
All members of the UCC, except those in ex-officio positions, have voting privileges.  Approval of proposals requires a majority of voting members present.   The latest edition of Robert's Rules of Order shall be followed for procedures not addressed in this document.
ARTICLE IX - College Curricular Subcommittees
College Curricular Subcommittees (CCS) shall be constituted for The College of Arts and Science, College of Education and Human Services and Graduate degree programs.
1. The composition of the CCSs shall be determined by the UCC representatives from each college.  The CCSs shall create rules and procedures that shall be submitted for approval to the UCC.  Revisions proposed by the CCSs to their rules and procedures must be approved by the UCC before taking effect or being implemented.  The responsibilities of these subcommittees include the following: (The word "proposal" is used below to describe any item--such as a course syllabus, program description, course, or program revision, or any other document--which may be acted upon by the UCC.)
1. To ensure that all proposals are complete and in proper form as determined by the UCC.  Proposals not conforming to an approved format shall be returned to their sponsors for editorial revision.
2. To review and forward recommendations regarding all proposals initiated or revised by a sponsoring department within the college.  All proposals acted upon by  a CCS must be forwarded to the UCC whether approved or disapproved unless withdrawn by the proposing program or department.

Bylaws for A&S and CEHS CCSs can be found at http://www.lhup.edu/UCC under Rules and Procedures.

ARTICLE X - General Education Subcommittee

1. The General Education Subcommittee coordinates the General Education curriculum. The 

UCC is responsible for the oversight of the General Education Subcommittee. 

2.    The UCC shall elect those members of the Subcommittee who are not members ex officio. It is not required that members of the Subcommittee be members of the UCC.

a.
Elected members of the Subcommittee shall serve a term of three years. Of the members chosen at the first election under this article, one-third shall serve terms of one year and one-third shall serve terms of two years, such that thereafter the terms of one-third of the elected members shall expire each year.

b.
The terms of elected Subcommittee members shall begin on May 1. UCC members shall nominate candidates for the Subcommittee at the first UCC meeting in April. The UCC shall elect the Subcommittee members at the second UCC meeting in April.

c.   If a position on the Subcommittee becomes vacant, the UCC shall hold an election at a regular meeting to fill the remainder of the term.

d.
The Subcommittee shall consist of twelve elected members. The members shall include one to represent each of the following General Education curricular areas: Wellness, Writing, Math, Speech, Information Literacy, Multicultural, External Experience, Humanities, Social and Behavioral Sciences, and Natural Sciences. The general expectation is that members will normally be elected from programs that supply a substantial number of courses that serve the particular general education requirement. Two at-large members from the College of Education and Human Services shall also be elected.

e.   All regular faculty members including librarians shall be eligible for election to the Subcommittee.  The Director of Community Service (MountainServe) shall be eligible for election to represent the External Experience curricular area.

f.
The Outcomes Assessment Committee shall be permitted but not required to appoint one voting member to the Subcommittee.

g. 
The Dean of the College of Arts and Sciences or his or her designee shall be permitted to serve as a non-voting member of the Subcommittee.

3. It shall be the responsibility of the General Education Subcommittee to implement the 

General Education Rationale and Criteria. The UCC shall refer all course proposals that change the content of the General Education curriculum, including the addition of courses to the General Education program, to the General Education Subcommittee. The Subcommittee will review and approve such proposals for their adherence to the general education Rationale and Criteria for General Education or equivalent document currently in force.

4. The General Education Subcommittee shall report all curricular proposals to the UCC, whose 
membership will vote to accept or reject proposed changes to General Education curricula. The UCC shall take to the entire faculty proposals of major consequence to the university. The recommendation of the faculty vote will then be forwarded by the UCC Chairperson to the Provost and the President.

5. The General Education Subcommittee will oversee the General Education program’s 
continuous improvement by examining the program at regular intervals based on General Education learning assessment data. The Subcommittee shall make appropriate assessment-based recommendations to the relevant curricular body under the “Curricular Procedures” article of these Rules and Procedures.

6. It will be appropriate for The General Education Subcommittee to make assessment-based 
recommendations regarding the general structure of the General Education program, including proposed changes to the Rationale and Criteria. Any such recommendations shall be reported to the UCC as in Section 4 of this Article.

ARTICLE XI - Graduate Council 
Graduate Council is the standing curricular subcommittee of UCC for matters pertaining to the curriculum for graduate courses.  The Graduate Curriculum Integration Subcommittee, has transferred the responsibilities of the existing Curriculum Integration Subcommittee of the UCC. 
Bylaws for Graduate council can be found at http://www.lhup.edu/UCC/graduate.
ARTICLE XII - Curriculum Integration Subcommittee
The Curriculum Integration Subcommittee (CIS) shall comprise seven UCC members, including the (1) UCC vice chairperson who chairs the CIS, (2) one management UCC member who, alone, shall not have a vote; (3) one UCC member from the college in which the vice chairperson resides, (4&5) two UCC members from the college in which the vice chairperson does not reside, (6) one graduate degree program representative, and (7) a UCC member at large, all except managers elected to the CIS at the first fall semester meeting of the UCC.  The management appointment will be made by the Provost before the first CIS meeting.  The duties of the CIS include the following:
1.
Ensure that curriculum approval procedures and policies are not violated and receive all complaints regarding violations.
2.
Receive questions, concerns, criticisms, and complaints about curricular matters in an effort to settle disagreements amicably.  In the event that a conflict cannot be resolved to the satisfaction of all concerned parties, the CIS may appoint a neutral mediator in an attempt to reach a settlement.  Any findings or conclusions reached by the mediator shall be delivered to the CIS.  If these findings or conclusions do not result in the withdrawal of objections, the matter shall be forwarded to the UCC for final consideration and resolution by majority vote.
3.  After reviewing proposals, forward them with a recommendation for or against to the UCC.
ARTICLE XIII - Curricular Procedures
STEP 1: Origination of Proposals
All course proposals must be submitted first to a department for consideration and approval.  After a department approves a proposal, the department chairperson shall forward it, together with a rationale, to the appropriate UCC Subcommittee, i.e.,  undergraduate proposals to the appropriate College Curricular Subcommittee and graduate proposals to the Graduate Council. If a proposal is not approved by the department it shall not be forwarded.  

New courses, program proposals, or substantial revisions of a course or program must be done in consultation with the Dean of the appropriate college or program before distribution to the appropriate curricular subcommittee.

Curricular proposals that do not originate from a department or from one of the subcommittees recognized in these rules and procedures shall be submitted directly to the UCC.  The UCC shall decide where such a proposal enters the curricular procedure.  
A cross-listed course consists of a single syllabus that can be offered as a discrete course under more than one alpha prefix.  Therefore, whatever requirement a cross-listed course satisfies under one alpha prefix it also satisfies under other alpha prefixes.  To be cross-listed in more than one college, a course must seek approval of the curricular bodies in both colleges.
STEP 2: UCC Curricular Subcommittees (CS)
Proposals from departments shall be distributed by hand to members of a CS at a regularly scheduled meeting.  (If members or designees are absent, copies may be sent to them by mail or email.)  One copy of the Curricular Proposals Cover Sheet signed by a department chairperson shall be presented by hand to the CS chairperson.

Each CS shall then place the proposal on the agenda of its next regularly scheduled meeting.  The CS shall act on the proposal.  If the proposal is amended by a vote of the CS, the sponsor of the proposal has two choices: (a) agreeing to the amendments or (b) carrying the CS recommendations back to the department.  If option (b) is selected, then the proposal must be resubmitted to the CS. After a proposal is acted upon by a CS, it is forwarded with a recommendation, either for or against, to the UCC.  A cover sheet, signed by the CS chairperson, who shall indicate the subcommittee’s recommendation, shall accompany proposals forwarded from the CS.
•STEP 3:  First Appearance at UCC
The proposing department or program shall deliver to the UCC ten copies of the proposal.  They shall be distributed to the members of the CIS, the UCC Chairperson, the UCC Secretary, and the office of the Provost.  The proposing department or program also shall deliver to both the UCC Chairperson and the office to the Provost and an electronic copy of the file in Microsoft Word format.  The chairperson of the UCC shall report the proposals that are distributed at that meeting for consideration by the CIS at the next UCC meeting.
The office of the Provost will post all proposals on the secure portion of the UCC web site.  It is the responsibility of all departments to review this web site for proposals so that they may be informed of curricular changes.  The office of the Provost shall inform departmental chairpersons by email when the proposals have been posted. Additionally, for each proposal, a cover sheet signed by the appropriate department chairperson and CS chairperson shall be given to the chairperson of the UCC.  Unless the UCC directs otherwise, the UCC chairperson shall forward all proposals to the CIS chairperson and shall place them on the agenda of the next CIS meeting after the UCC meeting at which the proposal was distributed to the UCC.  The UCC shall take to the entire faculty proposals of major consequence to the University.  The recommendation of the faculty vote will then be forwarded by the Chairperson to the Provost and the President.
STEP 4: UCC Curriculum Integration Subcommittee
Any concerns or objections to a proposal shall be filed in writing to the chairperson of the Curriculum Integration Subcommittee (CIS) and to the sponsor of the proposal prior to the CIS meeting at which the proposal would normally be considered.

The CIS shall meet prior to the meetings of the UCC to review proposals and, if necessary, to adjudicate any concerns or objections related to them.  No action shall be taken on a proposal if neither (a) a sponsor of a proposal nor (b) the chairperson or the chairperson's designee from a department where the proposal originated is present at the CIS meeting during which the proposal is being considered.  Likewise, if no author or his/her designee of properly submitted written objections is present at the meeting during which the objections are discussed, then the CIS shall assume the objections have been withdrawn.  If no written objections to a proposal are received and if the CIS finds no substantive irregularities, a proposal shall be forward that day to the UCC with a recommendation for its approval.  After a proposal is recommended for approval to the UCC, it shall be discussed no more. 

(A) Changes Recommended by the CIS.  If the CIS recommends specific substantive changes, then the sponsor's representative may (1) accept the suggested changes, (2) reject them, or (3) withdraw the proposal.  After a proposal is withdrawn, a revised version must be resubmitted to a Curricular Subcommittee before the CIS can consider the matter again.  If a sponsor does not withdraw the proposal, then the CIS shall vote on it.  If the CIS votes to recommend that the UCC not approve the proposal, then the sponsor shall be granted a discussion of the proposal's merits by the UCC before it votes.

(B) Objections from UCC Members not on the CIS.  If discussion of objections to a proposal at a CIS meeting does not result in their being withdrawn, then the proposal and the objections to it shall be forwarded to a neutral fact finder appointed by the CIS chairperson.  The fact finder may solicit testimony.  The information found by the fact finder shall be delivered to the CIS.  If this decision does not result in the objections being withdrawn, the matter shall be forwarded to the UCC for discussion and resolution by majority vote.
STEP 5: Second Appearance at UCC
At the meeting during which the recommendations forwarded by CIS are received, the UCC shall vote either to approve or disapprove them.  After the UCC votes, a cover sheet shall be signed by the UCC chairperson, who shall indicate the UCC's recommendations either approving or disapproving the proposal.  The UCC chairperson shall forward the proposal and file with the cover sheet within one week after it is voted upon by the UCC to the Vice-President for Academic Affairs or the Vice-President's designee.  In the event changes are made to the proposal at the suggestion of the CIS, the originating department or program shall make those changes and deliver to the UCC Chairperson and the office of the Provost an updated copy of the file and a clean hard copy of the proposal.
STEP 6: 
The Vice President shall forward the proposal with his or her own recommendation, either for or against, to the President. 
If the UCC becomes aware that the Vice President has not forwarded a proposal to the president within four weeks after receiving it, then the UCC chairperson may ask the Vice President to appear before the UCC and present his or her rationale for this inaction.
STEP 7: 
Final approval of proposals shall be the action of the President of the University.  If the President approves a proposal, the Vice-President for Academic Affairs shall distribute copies to appropriate administrative offices, the library for the Archives, and the chairpersons of the UCC, the relevant curriculum subcommittee, and the sponsoring department.
STEP 8 
The approved proposal (with completed and signed cover form) shall be filed with other such documents in the offices of the College Dean.  The UCC Chairperson shall insure that a copy of an approved proposal is posted to the UCC website. 
STEP 9 
Courses and programs in which no student has been enrolled for at least six consecutive years shall be placed in moratorium and will not be included in the University catalog.  In order to be reconstituted, courses and programs that have remained in moratorium for six years or more will require the same approval process as do new programs.  Programs or courses in moratorium for less than six years may be removed from moratorium by a memo to the President through the UCC process.
ARTICLE XIV - Accreditation Sub-Committee Guidelines
Purpose:  The UCC Accreditation Sub-Committee will review syllabi that have been revised to conform to accreditation requirements. 
Three UCC members will serve on the sub-committee, they will be selected from volunteers at the first UCC meeting of the year.
Syllabi eligible for this expedited review might include the following:
1.  Updated bibliography
2.  Insertion of accreditation standards
3.  Alignment of the objectives with the activities and assessment tools
4.  Addition of the “comprehensive description” for accreditation purposes
5.  Format changes
Syllabi making one or more of the following substantive changes are beyond the charge of the accreditation subcommittee and must go through the regular approval process.

1.  New descriptions
2.  New objectives
3.  New activities
Procedures for submission to the UCC Accreditation Sub-committee:
1.  After receiving departmental approval, submit the revised proposal two weeks before 
     an official UCC meeting to the members of the sub-committee.
2.  Please provide the following:
· Five hard copies of both the original and revised syllabi.  Please identify the originals from the revised.  The committee may elect to dispense with paper copies and use email
· The appropriate tracking cover sheet (blue for undergraduate, pink for  graduate).
· Electronic copies to the UCC website/ via email.
· A copy of the accreditation standards if appropriate to the revisions.
· A separate list of the syllabi titles.
3.  The committee reserves the right to return proposals for channeling through the regular curricular mechanism if they do not meet the charge of the committee.
ARTICLE XV - Statement of Intent
At least 60 days prior to submitting a new or substantially revised degree program to the UCC for approval, the proposer must appear before the committee to answer questions members may have about the following two items.  A statement of intent addressing the proposer's projections about how to meet the requirements of these two items will be posted on the UCC web page no later than the date of a regular meeting before they are discussed, and the chairperson shall announce the posting to the committee at that regular meeting.
1. Rationale and Impact: This item must include the following three sections:
A. Explain why the proposal is desired; 
B. Describe for whom it specifically is designed; 
C. Explain how existing academic programs, disciplines, or departments will be affected by this proposal.
2. Cost and Staff Analysis: Comment on the effect this new or revised degree will have on University resources such as supplies, equipment, staff, and support for professional development.
After the statement of intent has been discussed by the UCC, the proposers may enter the curricular process by beginning to develop and ultimately presenting a proposal to a department that has agreed to originate the proposal.  (The intent of this process governing a statement of intent is to allow university-wide access to the development of proposal at a nascent stage, long before a proposal has been developed to a mature stage at which changes would more likely be resisted or would be difficult to make.)
No sooner than 60 days after the meeting at which the statement of intent is distributed or posted, proposers of a new or substantially revised degree program may appear once again before the UCC having followed the regular curriculum process to answer questions about their completed proposal.  A written document outlining a proposed new degree or substantial revision of a degree will be posted on the UCC web page no later than the date of a regular meeting before the degree is scheduled to be discussed.  The UCC chairperson shall announce the posting to the committee at that regular meeting.  At the meeting when the discussion of the proposal is completed, the UCC shall vote either to recommend or not to recommend approval of the proposal.
A substantially revised degree program includes requirements or recommendations that affect disciplines other than those of the proposer.  Revisions that affect only the courses in the discipline of the proposer follow the procedure for regular course and program approvals. 
This Statement of Intent becomes effective Fall 2005.
ARTICLE XVI - Amendments
The Rules of Procedure may be amended by a majority vote of the UCC.  Proposed revisions must be submitted in writing at least one meeting prior to the meeting for which the proposed revisions are placed on the agenda to be discussed and voted on.
(revised 5/6/2004)
(revised 9/24/2004
(revised 5/4/05)
(revised  9/25/2008)
(Editorial clean up and revisions approved by UCC 4/23/09)
(Addition of General Education Subcommittee {Article X.} approved by UCC 2/24/2011)

(Change SCC to LHSAS, Inc. {Article IV} approved by UCC 10/13/2011)
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