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The Curriculum Review Council 
 
Purpose 
Lamar State College Port Arthur (LSCPA) is committed to its mission of providing learning experiences that 
prepare students to continue their education or enter the workforce.  The vision of LSCPA is to enhance 
lives by expanding opportunities through quality education.  In order to ensure that its instructional 
programs meet high standards and represent the learning experiences best suited to transfer and 
employment opportunities, LSCPA’s Curriculum Review Council (CRC) takes the primary role in curriculum 
review.   

The Curriculum Review Council (CRC) is charged with overseeing the quality and content of its instructional 
programs.   

Duties 
To fulfill its purpose, the Curriculum Review Council (CRC) shall: 

1. Review and revise (as necessary) procedures associated with curriculum development; 

2. Provide guidelines and criteria to faculty for the development of new courses and programs; 

3. Review and evaluate proposals to initiate or change courses and programs; 

4. Periodically review, assess, and propose appropriate changes to the Core Curriculum (see next 

section); 

5. Assure that a curriculum is well developed, clear and complete, and that its supporting documents 

adequately supplement the proposal;  

6. Make recommendations to assist individuals to strengthen their course or program proposals; 

7. Evaluate the impact of a curriculum proposal on the resources and other curricula of the college; 

8. Assure that assessment is built into the curriculum proposal; 

9. Ensure that proposed curricular changes align with the following: 

• College’s mission and goals  

• Academic Course Guide Manual (ACGM) 

• Guidelines for Instructional Programs in Workforce Education (GIPWE) 

• Workforce Education Course Manual (WECM) 

Membership 
The CRC shall include all instructional Department Chairs, Program Coordinators, the Dean of Technical 
Programs, the Director of Online Learning, the Registrar, the Coordinator of Institutional Research and 
Reporting, and other campus representatives, as appropriate.   

The CRC shall be chaired by LSCPA’s Chief Academic Officer (CAO) who is the Vice President for Academic 
Affairs (VPAA).  Hereafter in these guidelines the terms “CAO” and “VPAA” are used interchangeably. 

Periodic Review of Curriculum 
Aside from curriculum reviews prompted by proposals for change, the CRC also conducts regular and 
periodic reviews of: a) the Core Curriculum and b) all degree plans, including transfer degree plans (to 
include fields of study and areas of emphasis) and the curricula of certificates and AAS degree plans.  The 
purpose of these reviews is to ensure that the curriculum in each area adequately reflects the College’s 
mission and is compliant with any relevant regulations and workforce needs.
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Core Curriculum Review.  The Core Curriculum, also known as the General Education Requirements, is 
comprised of courses in the following Foundational Component Areas:    Communication; Mathematics; 
Life and Physical Sciences; Language, Philosophy and Culture; Creative Arts; History, Government, and 
Social/Behavioral Sciences.  Courses in each of these areas are chosen to provide the best possible 
foundation for academic transfer.  Courses should meet the guidelines stated in the Academic Course 
Guide Manual (ACGM) and reflect the vision, mission, and goals of Lamar State College Port Arthur.  The 
most recent edition of the ACGM shall be reviewed annually for changes and updates that might affect 
the LSCPA Core Curriculum, and changes should be proposed accordingly.  In addition, the Chair of the 
General Education and Developmental Studies Department shall review the curricula of surrounding 4-
year institutions, state laws/guidelines that impact the Core, changes in workforce needs, and other 
appropriate materials to determine whether any modifications should be made to the Core Curriculum.   

Recommendations for changes to the Core Curriculum are brought to the CRC for review and approval; 
following approval by the CRC and the VPAA, curriculum proposals are forwarded to the Executive 
Committee for final approval before changes are submitted to the Texas State University System (TSUS) 
Board of Regents and the Texas Higher Education Coordinating Board (THECB). 

Degree Plans.  The CRC will assign review of degree plans to Program Coordinators in the technical areas 
and Lead Instructors in academic transfer areas to ensure that faculty members academically qualified in 
the subject area are primarily involved in curriculum review.  Degree plans include AA, AAT, AAS, 
certificates, fields of study, and areas of emphasis.  Faculty members assigned a degree plan for review 
should consult the latest edition of the ACGM, WECM (if applicable), Texas public higher education 
institutions, relevant state laws/guidelines, changes in workforce needs, and other appropriate materials.   

Substantive Change 
Lamar State College Port Arthur (LSCPA) adheres to the standards of the Southern Association of Colleges 
and Schools Commission on Colleges (SACSCOC) with regard to substantive changes.  Per SACSCOC, a 
substantive change is a “significant modification or expansion of the nature and scope of an accredited 
institution. Substantive change includes high-impact, high-risk changes and changes that can impact the 
quality of educational programs and services.” 

All curricular changes are evaluated against SACSCOC standards to determine whether they rise to the 
level of a substantive change, and if so, appropriate next steps, per SACSCOC guidelines, are taken.  The 
Vice President for Academic Affairs is responsible for identifying substantive changes and ensuring that 
LSCPA stays in compliance with SACSCOC substantive change policy. 

Recommending Curricular Change:  The Procedures 
All requests for curricular change must be initiated using LSCPA’s SmartCatalog Curriculum Management 
system, accessible to faculty and staff via the MyLSCPA tab on the LSCPA website home page.  Once 
inside the SmartCatalog Curriculum Management system, the initiator of the change may choose among 
the following options: 

• New Course Form 

• Change Course Form 

• Delete Course Form 

• New Program Form 

• Change Program Form 

• Delete Program Form 

The appropriate form must be fully completed, and it is then accessible for review by the chain of 
approvers as well as the CRC in totality. 
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Adding a new course, deleting a course, or changing a course 
A proposal to add, delete, or change a course must be documented in SmartCatalog on the appropriate 
form.   

Changing a degree plan  
A proposal to change a degree plan must be documented on the Change Program Form.  Degree plan 
changes may involve adding or deleting courses, changing the recommended sequence of courses, 
renaming a degree, etc.  The initiator should report the percentage of the degree plan content that has 
changed in order for the CRC to review and confirm whether the extent of change represents a substantive 
change per SACSCOC guidelines and whether the change needs to be reported to the TSUS Board of 
Regents, THECB, and/or SACSCOC. 

Proposing a new program 
Proposals to initiate a new program must be documented on the New Program Form.  Initiating a new 
program represents a substantive change per SACSCOC, and such a proposal should be discussed and 
researched in detail with the Dean of Technical Programs (if applicable) and the VPAA prior to its 
presentation to the CRC. 

Helpful resources regarding the initiation of new programs can be found on the Texas Higher Education 
Coordinating Board’s website on the page addressing New Programs. 

Updating the inventory of courses and programs 
When curricular changes are approved, the Inventory Tracking Form must be completed and submitted 
to the Dean of Technical Programs (if applicable) and the VPAA.   

Recommending Curricular Change:  Process 
1. The program faculty, Department Chair, or other instructional leads recognize the need for the 

curriculum revision.  The curricular change is discussed with the appropriate Department Chair, 
the Dean of Technical Programs (if applicable), and the VPAA. 

2. The Department Chair, or the Chair’s designee, initiates the proposal for change by filling out the 
appropriate forms in the SmartCatalog Curriculum Management system.  Prior to submission, 
the Department Chair will ensure that this revision is aligned with the department and college 
mission and goals.   

3. Following a review of the proposal by the Dean (if applicable) and the VPAA, the proposal shall 
be reviewed by the CRC for further consideration. 

4. The VPAA shall schedule a meeting of the CRC (either virtually or face-to-face) at which the 
proposal will be discussed.  Once approved by the CRC by a quorum vote of the committee 
members, the proposal will be considered and reviewed by the Executive Committee.  If 
approved by the Executive Committee, a motion to support the proposal will be submitted to 
the TSUS Board of Regents, if applicable, at the next regularly scheduled meeting of the Board.  
If approved, the proposal will be submitted to appropriate regulatory bodies (THECB, SACSCOC) 
following procedures required by those agencies.  Once fully approved at all levels, the changes 
shall be made in SmartCatalog and on the LSCPA website. 

5. If the CRC does not approve the change, it may ask the department to correct any deficiencies 
the committee identified.  Once these issues have been corrected, the request can be 
resubmitted for consideration. 
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If the changes are not approved at any subsequent review level, the department should correct 
any deficiencies identified or consider whether the proposal should be abandoned altogether. 

6. If needed, the VPAA/CAO can request a special meeting of the CRC if a curricular change needs 
to be made rapidly.  If a committee meeting cannot be conducted within the time needed, the 
committee can use campus email to review the requested change(s).  A recommendation will be 
formulated by an affirmative email vote of a quorum of the CRC members. 

Curricular Change Process 

Curriculum Change Needed
As identified by program faculty, department, advisory committee, etc.

Department Chair or Program Coordinator completes:
The appropriate form(s) in the SmartCatalog Curriculum Management system.

The proposed changes are reviewed by the Dean of Technical Programs, if applicable, and the VPAA before being made 
accessible to the Curriculum Review Council for review.  

Curriculum Review Council
Curricular change is considered for recommendation 

to the Chief Academic Officer (CAO) and Executive 
Committee.

Substantive Change
The CAO reviews the proposed change with the Curriculum Review Council to determine whether it represents a substantive 

change per SACSCOC criteria and what kind of action, if any, needs to be taken to ensure compliance with SACSCOC standards.

If change is approved by the Curriculum Review Council and the VPAA, it is forwarded for review and approval to the 
Executive Committee.  If approved, the change is submitted to the TSUS Board of Regents for approval, if appropriate. 

If change is not approved, the proposal should go back to the Department who requested the change with feedback on the 
basis for the decision.

Core curriculum and/or program revisions are submitted to 
the THECB (if necessary) and SACSCOC, if indicated.  Catalog is 

updated following all approvals.

Information about change is shared with 
college departments as appropriate.   
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Adding a New Course 
In evaluating a recommendation for a new course, the Curriculum Review Council will consider whether 
the addition constitutes a substantive change as defined by SACSCOC and fulfills the following criteria: 

1. Supports the mission and goals of the College. 

2. Does not duplicate an existing course and is appropriate in relation to other courses offered by 
the College. 

3. Is titled and numbered appropriately (ACGM or WECM). 

4. Has the support of faculty whose programs will be affected by the course. 

5. There is sufficient demand for the course and/or it meets a legitimate need of business/industry 
and has the support of the advisory committee for the program if it is part of a workforce degree 
or certificate. 

6. Has adequate resources, including faculty credentialed to teach the course, required equipment, 
space and instructional technology, and library resources. 

Deletion of a Course 
In evaluating a recommendation for a course deletion, the CRC will ensure that the deletion does not 
constitute a substantive change as defined by SACSCOC and that the deletion fulfills the following criteria: 

1. Will not interfere with the mission and goals of the College. 

2. Is required through a mandate from the THECB through either ACGM or WECM or is no longer in 
demand. 

3. Will not interfere with the progress of students currently enrolled in programs that have the 
course as a requirement or option; in cases where the course is required the hosting department 
should present a plan of action to accommodate students in the program. 

4. Is made after consideration of the impact that it will have on the department involved and that 
the appropriate faculty members have been involved in the process. 

5. Is based on a recommendation or support by the appropriate advisory committee if it is part of a 
workforce degree or certificate. 

Changes to an Existing Course 
Course changes such as title, rubric, and contact or credit hours are defined as curriculum changes and 
require CRC review.  To implement a change to an existing course requires the deletion of the current 
(old) course and the addition of the changed (new) course. 

The CRC will consider if the course revision constitutes a substantive change as defined by SACSCOC and 
meets the following criteria: 

1. Does not duplicate an existing course and is appropriate in relation to other courses offered by 
the College. 

2. Is titled and numbered appropriately and within appropriate guidelines for contract or credit 
hours (ACGM or WECM). 

3. Has the support of faculty whose programs will be affected by the course. 
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Creating a New Program 
The creation of an entirely new program requires far more planning and documentation than other types 
of curricular changes.  Before spending time and resources on researching a new program, a requester 
must notify the Dean of Technical Programs, if applicable, and the CAO/VPAA.  If the CAO does not feel 
this new program would support the college mission and goals of the College, he or she may request this 
new program proposal be postponed or withdrawn.  An approved program request will be forwarded to 
the Dean of Technical Programs, if applicable, who will work with the requestor to develop a New Program 
Form, following appropriate processes as established by the CRC.   

All new program proposals must be submitted to the CRC for review and approval. Requests for a new 
program require a New Program Form (in SmartCatalog Curriculum Management system) which will be 
used to present a detailed justification for and explanation of the proposed program.  SACSCOC 
substantive change criteria must be reviewed, and appropriate next steps should be identified.   

New programs need, as required, the approval of the Texas State University Board of Regents, the THECB, 
and SACSCOC.  

The following SACSCOC guidelines should be considered when considering implementation of new 
programs that require a Prospectus submission. 

 Due dates for Substantive Change prospectus: 
o January 1 for implementation between July 1 – December 31  
o July 1 for implementation between January 1 – June 30 of following year 

 SACSCOC polices are clear about when and how an institution may advertise a new program or 
site.  The Substantive Change Policy states: “Once the prospectus has been submitted, the 
institution may advertise and recruit students to a new program or site as long as all materials 
clearly state that the program or site is pending approval by SACSCOC.“ 

In evaluating a proposal for a new program, the CRC will consider the following criteria: 

1. Whether it supports the mission and goals of the College. 

2. Whether it duplicates or significantly overlaps an existing program and is appropriate in relation 
to other programs offered by the College. 

3. Whether appropriate program-level student learning outcomes have been developed. 

4. meets a legitimate need of business/industry and has the support of the advisory committee for 
the program if it is part of a workforce degree or certificate. 

5. is supported by adequate resources, including faculty credentialed to teach in the program, 
required equipment, space and instructional technology, and library resources. 

The proposal will need to be approved by a quorum of the CRC members.  If approved by the CRC, the 
proposal will be forwarded to the Executive Council for approval.  If approved, the new program 
proposal should be submitted to the TSUS Board of Regents, THECB, and SACSCOC for approval. 

If the CRC does not approve the change, the Dean of Technical Programs, if applicable, and the VPAA will 
work with the Department Chair to correct any deficiencies the CRC identified.  Once these issues have 
been corrected, the request can be resubmitted to the CRC for reconsideration. 
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New Program Development Process 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

New Program Needed 

As identified by faculty, department and/or advisory 

committee (if the new program is workforce). 

Development Approval 

Requestor seeks approval to develop new program from the 

Dean, if applicable, and Chief Academic Officer. 

Requestor completes New Program Form in the SmartCatalog 

Curriculum Management system and provides other required 

documentation as guided by the Dean and/or VPAA. 

New Program Form (and other 

required documentation) submitted to 

Curriculum Review Council for 

consideration and recommendation. 

Curriculum Review Council recommendation sent to chief 

academic officer, who shall forward the recommendation to 

Executive Committee for approval. 

 

New program submitted to TSUS 

Board of Regents, THECB, and 

SACSCOC (as required). 

Information about new program is 

shared with all departments and 

divisions across campus. 



Curriculum Review Council Guidelines 
November 2021 

 

Page 10 of 10 

 

Program Deactivations and Closures 
All program deactivations and closures are made by the President upon recommendation by the Chief 
Academic Officer. The CRC will be notified of program deactivations and closures. 

Timeline for Submitting Changes 
The CRC will review changes throughout the year as needed.    However, in order for the change to be 
represented in the college catalog, all changes should have gone through final approvals by the time 
catalog revisions are made in the spring. 

 


