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Introduction

This manual is a resource for the academic colleges. It outlines the purview and review procedures
of the Academic Affairs Committee, the commétresponsible for university-wide review. It
should be used in conjunction with other wersity handbooks such as the Undergraduate
Handbook, the Graduate Handbook, the Faculty Handboakelsas other relevant university
guidelines. Additionally, per SBSCOC CR 2.7.2, all curriculum ahges should be aligned with

the mission of the university. Per the Tuskegee &lsity mission statement, “the University has
distinctive strengths irthe sciences, architecture, business, engineering, health, and other
professions, all structured on solalindations in the liberal arts.”

“With respect to instruction:

x We focus on education as a continuinggass and lifelong endear for all people.

x We provide a high quality coreerience in the liberal arts.

x We develop superior technical, scientifiand professional deication with a career
orientation.

x We stress the relationship between edocatind employment, between what students
learn and the changing needs of a global workforce.”

These guidelines represent a livikgcument. Consequently, it isteipated that the contents of
this document will be reviewed and revised biennially.

The Academic Affairs Committee

The Constitution of thed€ulty Senate delegates certain $éagive functiondo the body. Those
relevant to curriculum review include the following:

Adjudicating academic matters affecting more than one college or division.
Recommending general education requinet®iéor all degree-granting programs.
Recommending major curriculum and program changes.

Recommending the establishment, reorgaimmabr discontinuatin of organizational
units and areas of insiction or research.

x Recommending curricular andémdisciplinary programs.

X X X X

The execution of these legislatiftenctions is delegated to the Academic Affairs Committee. The
Academic Affairs Committee was created by tbastitution of the Tuskegee University Faculty
Senate. The charge for the Academic Affairs Committee is as follows:

This committee shall concern itself primarilith policy matters pertaining to curricula,
academic freedom, academic standards, ggadystems, search committees for deans,
selection of departmental hesaahd other related matters. mateers of the Academic Affairs
Committee shall have the dutys#rving within their respective colleges as voting members
of search committees for deans and departrheads and on committees considering the
introduction or termination of academic programs.

Per the constitution of the faculty senate, tlbademic Affairs Committee (AAC), like all Faculty
Senate Committees, will consist of one represemrtdtivn each college. The chair of the AAC
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must be a serving member of the Faculty Senate,



Because the Faculty Senate is an advisory body to the university administration, a change may
proceed without the consent of the Facultpa&e, but the AAC must be informed.

Modification of Colleges, DepartmentsMajors, Programs and Other Academic Units

Any modification of the name, purview or furai of a college, department, major, program or
other academic unit is considered significant. €hgsanges will be reviewed by the AAC. If the
modification originates at the college level owér, a letter should be submitted to the AAC for
approval. The letter should emanate fromghkeson (originator) responsible for the change. A
template for preparing submissions to the AA@ravided in the Appendix of this document. The
letter should include the proposeldanges, justification for the ahge and indicate the resource
requirements and provisions for the proposed chaAgdditionally, all relevat curriculum sheets
should be attached. After approval of the changay new courses or major modifications in
courses associated with the unit should be agorav a separate submission. However, please
clearly identify any new courses in the curriculand include a description equivalent to what
would be found in the Tuskegee University Cousgalog. A course catad description typically
includes the following course information: prefid number, title, schedule, number of credit
hours, and a brief desctipn. See the following exgpte from the 2004-06 catalog:

ENGL 0102. ENGLISH COMPOSITION Il.81and 29 Semesters, Summer. Lect. 3, 3 credits. A
continuation of ENGL 0101 emphasizing persuasmitical analysis ofliterature of various
genres, library and Internet research technicare$the research paper. Prerequisite: ENGL 0101

If the Provost or President is the originatoitted modification or discontinuation, the Provost or
President is asked to submit a letter to the Faculty Senate describing the scope and justification of
the modification/discontinuation. A template fmeparing submissions to the AAC is provided

in the Appendix of this document. Because the Fa&enate is an advisory body to the university
administration, a change may proceed withoet ¢bnsent of the Faculty Senate, but the AAC
must be informed.

New and Modified Curricula

If a curriculum change occurs in conjunction wille creation or modiation of a department,
major, program or other academic unit, a sepaapeoval of the curriculum is not necessary. In
the absence of the creation or modification afaor, the creation or significant modification of

a curriculum should be reviewed by the faculty senaféhe originator of the curriculum should
submit a letter to the AAC Chair. A templdte preparing submissiorie the AAC is provided

in the Appendix of this document. The letter skidntlude the proposed amges, justification for

the change and indicate the resource requirena@atprovisions for the proposed change. In the
evaluation process of the AAC, the Committee ailsure that any undergraduate degree program
must include all requirements of the Gend&tducation Component A&L£SCOC CR 2.7.3) plus
any specific requirements of the respective celleg school guidelines. After approval of the
curriculum, any new courses associated with ¢hrriculum should be approved in a separate
submission. However, any new courses in theiadum need to be identified clearly and a
description equivalent to whatould be found in the Tuskegee University Course Catalog needs



require review, a copy of the modified curfieen must be forwardedo the AAC chair for
archiving.

In performing the review and approval of almnerogram offerings, the AAC will ensure that
assigned faculty members meet all academic apfggsional credential requirements to teach the
specific course offerings (SACSCOC CS 3.7.1).

In further carrying out its assigned duties, &&C will evaluate the course level requirements
and determine that it is appropriate foew course submissions (SACSCOC CR 2.7.2).
Additionally, the Committee will evaluate graduaied post baccalaureate courses to ensure that
the appropriate level of rigor and diffilty are planned (SACSCOC 3.6.1 and 3.6.2).

In exercising its total responsiityl, the AAC will ensure that lhew program submissions, course
and/or curriculum changes have appropriate progratavel student learning outcomes and have
a plan to integrate evaluation of program outcemared student learning outcomes into the overall
plan of institutional effeiveness for Tuskegee Univdygs (SACSCOC CS 3.3.1.1)

New and Revised Course Approval

All new courses and significant changes to coursest imireviewed by the faculty senate. It is
acceptable and encouraged to offer a new coursepést course prior to creating a permanent
course name and number. Many departments hgeia topics” courses that are used for this
purpose. However, a course should not be “pilotadte than four terms. After four terms, the

course must be reviewed by tRAC and included in the univergitourse catalog. Pilot courses

are not reviewed by the AAC, but the AAC shouldififermed in writing when a new course is

initially piloted. The communication, addressed ®ARAC chair, should describe the course and,
if applicable, plans to have the course permanémtiyded as part of theniversity curriculum.

The AAC will further evaluate credit hour mpliance (SACSCOC FR 4.9) for new course
submissions to ensure that the minimum of 3 hotiesfort per week for 15 weeks per credit hour
is met.
A complete application for the creation or modifioa of a course will consist of the following:
1. For new courses, detailed answerguestions in the New Course Approval
Questionnaire (located in the Appendix) for modified courses, a submission to the
AAC following the format of tk template in the Appendix.

2. “New Course Approval Signature Sheet” sidri®y the appropriate Department Head and
Dean (for new courses)

3. Course Syllabus
4. The signed and completed SACSCOC checklist.

5. Any additional supporting documents



A change in the textbook or prerequisite as aslminor title, course number and content changes
do not warrant a review. Additiolyg a course should evolve ovemie. For example, clearly the
field of electronics has changed ove



Archives

Given the critical nature of the AAC activitiesjstexpected that the AAC chair will prepare an
end-of-the-year report and deposdpies with the university librarian and the Faculty Senate
secretary. The report should be submitted no later than Jilyf 2th academic year.

Appendix

Template for Academic Affairs Submissions (except new courses)
New Course Approval Questionnaire
New Course Approval Signature Sheet



Template for Academic Affairs Submissions

Tuskegee University

Founded by Booker T. Washington

Department
College

Date
Greeting,
1. Description of the proposed change

2. Justification for the proposed change antat®nship to the mission of the university
3.



Tuskegee University
Faculty Senate Academic Affairs Committee

New Course Approval Questionnaire

1. a) Is there a needifthe proposed course?
b) Does the course meet theals and mission of the university.

2. a) Is the proposed courseardisciplinary in nature?
b) If so has the proposed course beeprayed by all departments that might be
interested in the course proposal?
3. Is the proposed course required in a paléicmajor? Please provide a curriculum
sheet and indicate when the proposed course should be taken?

4. Is the proposed course similar to anysérg courses? Include a clear statement
which shows that a thorough examination besn made of existing courses in other
departments/colleges and discuss to veixétnt the proposed course duplicates or
overlaps existing courses. If course dugticn occurs, providpistification for a
similar course and a descriptiondélogues that have occurred with the
department(s) where the duplication exist&olirse duplication will typically require
a letter of support from the departmdémat currently offers the course.

5. a) Provide a course description as it vdbappear in the course catalog. See the
course catalog description below for proper formatting:

ENGL 0102. ENGLISH COMPOSITION Il.81and 29 Semesters, Summer. Lect. 3, 3 credits. A
continuation of ENGL 0101 emphasizing persuasmitical analysis ofliterature of various
genres, library and Internet research technicuedthe research paper. Prerequisite: ENGL 0101

b) Clearly outline the objectives of the proposed course.

c) Describe the expecteduslent learning outcomes.

d) Give the number of credit hours.

e) Indicate the semesters during whick tiroposed course will be offered.
f) Indicate the course houasid proposed meeting times

6. Include a list of proposeprerequisites and co-requess for the proposed course.
Include the course names and correspapdourse numbers. Also include any
degree requirements. Pleaseentbiat if no prerequisitesearequired, a first semester
freshman from any major can enroll in t@urse. Consequently, even if no specific
courses are prerequisites, it may be apprtpt@indicate a padular class standing
such as “Junior Standing.”

7. a) Describe plans tassess student learning?
b) Indicate the grading scheme thalt be used (eg. A — E or U/S or P/F).

10



8.

a) Provide a list of topics toe covered in the proposed ¢
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Tuskegee University

New Course ApprovalSignature Sheet

Proposed Course Title:

Proposed Course Subject:

Proposed Course Number:

Approval Signatures

|:| Recommend
[ ] Not Recommended

[_]Recommend
[ ] Not Recommended

[_]Recommend
[ ] Not Recommended

|:| Recommend
[ ] Not Recommended

[_]Recommend
[ ] Not Recommended

Chairperson, Department
(If Applicable)

Dean of College

Chairperson,
Senate Academic Affairs Committee

Director of Graduate Studies
(If Applicable)

Provost/Vice President for Academic Affairs
(Final sign-off)
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Faculty Senate
Academic Affairs Committee
SACSCOC Checklist



