Guide to Program Revisions & Inactivations
⏩Guide Contents: Things to Look Out For, Steps for Program Revision, FAQs
Required: Certificate or Major Revision/Inactivation Form
Optional: Visual web layout, Recommended Course Sequence
Outcome: Clearly communicate changes to Certificates/Majors and why the changes are necessary
Things to look out for:
Course approvals - if you are looking to add a new course to an existing Program of Study, the course must obtain CRC approval either before or simultaneously with the program revision. If a program revision is submitted to add a course, but the course never makes it through the approval process, it cannot be added to the program.
Unit thresholds - Majors must be at least 18 units. Certificates have a few unit thresholds to look out for. If a certificate is revised to be 16 units or higher, it may, if it has not already been, need to be submitted for Chancellor’s Office approval and may locally constitute a new Program of Study. Certificates between 8-15.99 units may be submitted for Chancellor’s Office approval making them eligible to appear on a student’s transcript. Any certificates under 8 units are not eligible for Chancellor’s Office approval but may be locally approved, the certificate will just not appear on a student’s transcript (the courses will though).
Course articulation (AA-T/AS-T) - AA-T & AS-T degrees are based on Transfer Model Curriculum developed in partnership with California Community Colleges and California State Universities through the statewide Course Identification Numbering System. As a result, we do not have total local control over these majors, although we have some. We have to meet the minimum template requirements. If there is a desire to add a course to an AA-T or AS-T, but it does not fit in the prescribed Transfer Model Curriculum Template, it cannot be added. For this reason, some departments have chosen to maintain both a local AA/AS as well as an AA-T/AS-T so there is more control over the local AA/AS.
Catalog descriptions & notes - It’s a good practice when revising a program just to glance at the catalog description and notes. Often catalog descriptions will contain program titles and if a program title has changed, the catalog description should be updated to reflect the new program title. Notes also have a tendency to become dated and may refer to situations that no longer apply or inactive courses.
Steps:
Step 1: Locate your Certificate/Major (Program of Study)
Step 2: Determine the changes you want to make
Step 3: Open the Certificate or Major Revision/Inactivation Form
Step 4: Populate the program information and the faculty submitter information. 
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· “Proposed Catalog Date” Curriculum must adhere to Catalog Deadlines meaning that changes can take months to come into effect. Program revisions should only ever be effective for fall semesters in order to keep with the annually published College Catalog.
· “Program Type” Some programs have both a certificate & major with the same “Program Title” some majors will have a local AA/AS as well as AA-T/AS-Ts, as long as the program has the same “Program Title” the same form can be used to modify both. If not, multiple forms will be needed since multiple programs are being revised
Step 5: Indicate proposed changes to the program
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· Adding/removing required courses
· Courses students must complete to be awarded the degree/certificate
· Adding/removing elective courses
· Courses students may elect to take to satisfy a unit requirement (i.e. complete 3.00 units from the following list of courses)
· If modifying a certificate & major with the same program title, usually the requirements of both the certificate & major are the same. Sometimes the major will also include LIR 10 while the certificate will not. It’s not required that the requirements match exactly although recommended they do in order to provide the most flexibility to the student. For example, if a student starts to pursue a certificate and then decides to pursue the major instead, they have already completed all of the major coursework and just need to pursue completing the General Education requirements.
· Inactivation, as the form states, if the program is inactivated no new students will be able to complete it. For example, if a program is inactivated effective fall 2021, a student starts at SRJC in fall 2021, they will not be able to pursue that program. If, however, a student started at SRJC in fall 2018, and has maintained continuous enrollment in each subsequent academic year, they will be able to complete the program in fall 2021 and beyond so long as they maintain continuous enrollment; this is also known as “Catalog Rights.” Inactivations also need a rationale to be completed, often these rationales can be things such as: recommended by 3.6 review for discontinuance, low enrollment, budget cuts, cannot find faculty to teach, consolidating two programs into one to focus enrollment.
Step 6: Rationale
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The “Rationale” field really serves as both a rationale and notes section. For example, here you would indicate which courses you’re adding/removing and why such as, adding new course CS 11C as an elective in order to provide more course options to students to satisfy this elective requirement and improve program transferability to 4-year institutions.
Step 7: Web Layout (optional)
Programs can get very complex with multiple elective lists and there may be a desire to shift several courses to different areas, create new elective requirements, etc. This isn’t always the easiest to represent in a written format and can be easier to visually represent.
The example below shows one of these more complex changes, multiple courses are being removed from electives, multiple courses are being added to requirements, there’s a lot going on! So to visually represent this, it’s possible to copy and paste the entire program from the web into a Word document and then strikethrough what is being removed and indicate in green text what is being added. If this is too cumbersome though, just printing and handwriting in and crossing off is also a completely acceptable form of visual presentation. Remember, the goal is to effectively communicate the desired changes to the program.
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Step 8: Recommended Course Sequence (optional)
Often, but not always, program revisions require an update to the Recommended Course Sequence or the recommended course order a student should complete a program. This may be done at any time and does not need to go through any approvals. More information regarding Recommended Course Sequence templates can be found here.
Step 9: Signatures
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Digital signatures are accepted. If you have any trouble using Adobe Sign to route/obtain signatures, email the form to Curriculum Technician, Adrienne Leihy to route/obtain signatures.
Step 10: Submit the completed form to Curriculum Technician, Adrienne Leihy
Step 11: Track the revision’s progress - it goes onto the Curriculum Review Committee consent agenda so there is no need to attend a meeting to explain the changes, it then goes to the Board of Trustees, again as a consent agenda item, and finally, if it’s a Chancellor’s Office approved program, to the Chancellor’s Office.
Step 12: Go live! The program revisions are typically posted to the website towards the end of March. They are not posted earlier in an effort to align the website program of study information with the catalog program of study information.
FAQs:
Q: When will these changes be displayed on the website?
A: Towards the end of March. We try to keep what’s posted on the website as closely in alignment with the catalog currently in effect, so a revision may have obtained all necessary approvals, we’re just waiting to put it on the web to be closer to the release of the next year’s catalog but still earlier than the release of the catalog to allow for ed planning for the upcoming academic year.
Q: Can I submit multiple revisions in the same academic year?
A: Yes, but not recommended. We would prefer all revisions coming in at once for a program rather than bits and pieces.
Q: I’m changing a course number/title/units, do I need to submit a program revision?
A: Yes! Programs are linked to specific course versions so, if a course’s prefix or number, title, or units change, a program revision should be submitted. That being said, the curriculum office as a courtesy also attempts to track course changes that impact programs and update the programs as necessary. We don’t want students or counselors to be confused either :-) 
Q: What is the deadline to submit a program revision?
A: Refer to Curriculum Website
Q: Do certificate/major revisions need Cluster Tech approval?
A: That is up to your cluster. From the Curriculum Office perspective, it is not necessary, although communication is encouraged.
Q: How many courses can I change before this is considered a new program?
A: You can change all of the courses if you like. As long as it’s not changing the intent of the program or the target student audience, all of the courses may be changed. 
Q: How do I update program contact information?
A: Email Curriculum Technician, Adrienne Leihy. No approvals are necessary.
Q: Can I add a note to a program?
A: Absolutely, email Curriculum Technician, Adrienne Leihy. No approvals are necessary.
Q: What do I do in SIS for a program revision?
A: Nothing, unlike courses, it’s all handled by Curriculum Technician, Adrienne Leihy.
