
 

 

Victor Valley College 
Catalog Committee Booklet 

(Last Revised 05/30/2017) 

  



 

1 
 

Table of Contents 
Committee Purpose .................................................................................................................................. 2 

Committee Membership ........................................................................................................................... 2 

Annual Committee Membership .............................................................................................................. 2 

Meetings & Minutes ................................................................................................................................. 3 

Roles and Responsibilities ......................................................................................................................... 3 

Annual Timeline ........................................................................................................................................ 4 

Addendum ................................................................................................................................................ 5 

Budget ....................................................................................................................................................... 6 

Appendices ................................................................................................................................................ 7 

Catalog Committee Members for the 2016-2017 Academic Year ........................................................ 8 

Annual Catalog Process and Timelines ................................................................................................. 9 

Addendum Timeline ............................................................................................................................ 12 

Catalog Section Assignments .............................................................................................................. 13 

Catalog Distribution List ...................................................................................................................... 15 

VVC Department Chair Listing ............................................................................................................. 16 

Counselor Contacts ............................................................................................................................. 17 

Catalog Addendum Criteria Discussion ............................................................................................... 18 

Accreditation Reference Handbook – A Publication of the Accrediting Commission for Community 

and Junior Colleges, Western Association of Schools and Colleges (July 2016 Edition) ..................... 19 

California Code of Regulations Title 5 - Education .............................................................................. 20 

Program and Course Approval Handbook, Fifth Edition ..................................................................... 22 

 

  



 

2 
 

Committee Purpose 
The Catalog Committee is a sub-committee of the Victor Valley College Academic Senate.  The following 

is the committee charge.   

The ultimate responsibility for the accuracy and the production of the catalog rests with the Instruction 

Office, but all decisions regarding production timeline, content, format, design, vendors, printing, and 

distribution are shared between Instruction and the Catalog Committee.  The committee chair and the 

dean (or designee) work collegially to arrive at a product which is comprehensive, accurate, attractive, 

and most of all, helpful to students.  

 

Committee Membership 
The Senate’s Catalog Committee is made up of a chair and other faculty members appointed by the 

Senate.  Resource members contribute to the Catalog Committee charge.  The Office of Instruction is 

typically represented by the Dean and the Schedule Coordinator.  Ad hoc members from relevant 

campus departments also attend committee meetings and contribute to the final product. 

Catalog Committee Role Position  Title      

Catalog Committee Chair Chair   Counselor 

Faculty Members  Member  Counselor & Articulation Officer 

    Member  Counselor 

    Member  Counselor 

    Member  Counselor 

Member Instructor & Curriculum Committee Chair 

Resource Members     Dean of Instruction 

   Curriculum & Scheduling Coordinator 

    Director Admissions & Records 

 Director Financial Aid 

 Director Marketing & Public Information Officer 

Though not a member of the Catalog Committee, the graphic designer produces the final catalog 

document using design software and publishing the document as a Portable Document Format (PDF).  

This has been accomplished in the past using both VVC staff and external resources.  Currently the 

catalog is designed in house by a VVC staff member who works on this project via overtime.       

 

Annual Committee Membership 
Committee members and resource staff will participate on the committee for one academic year.  At the 

conclusion of each academic year, the committee members will be asked if they plan to volunteer for 

the following academic year or step down.  If members decide not to continue for an additional year, 

the Chair will ask for volunteers from the Counseling department.  Resource members are based on 
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positions held within the college and will remain on the committee as long as they hold that position at 

the college.   

 

Meetings & Minutes 
The Catalog Committee meets the final Tuesday of each month during the Fall and Spring semesters.  

The first meeting of the year takes place in September and the final meeting of the year takes place in 

May.  Currently the committee meets from 9:00 to 10:30 am in the Instruction Office conference room. 

Minutes are taken by the Curriculum & Scheduling Coordinator. 

The Catalog Committee has a SharePoint folder titled “College Catalog” where minutes, handouts, 

drafts, and any other related items are stored and editable by appropriate staff. 

 

Roles and Responsibilities 
Faculty Chair – Duties of the Faculty Chair include gathering catalog related items from staff and faculty, 

chairing Catalog Committee meetings, and assisting with review of the final catalog document.  Specific 

responsibilities are listed below. 

 Prepares agenda for monthly meetings. 

 Leads committee meetings. 

 Works with appropriate staff for updates and completion of the catalog. 

 Reviews and edits the catalog document draft alongside the Curriculum & Scheduling 

Coordinator. 

 

Faculty Members – Faculty members contribute ideas and suggestions for both the catalog document 

and the production process.  Counseling faculty work with respective department chairs to assist with 

revisions.  Counseling faculty also help to ensure that catalog revisions are submitted by the expected 

deadlines. 

 

Dean of Instruction – Duties of the Dean of Instruction include overseeing overall scheduling, staffing, 

and budgeting of the catalog production process, and distribution of the catalog on an annual basis.  

Specific responsibilities are listed below. 

 Designates a budget for the production (graphic design) and printing of the catalog. 

 Assigns various aspects of the catalog production to appropriate staff and monitors their work. 

 Works with appropriate committees and stakeholder groups such as the Curriculum Committee, 

Deans, and managers for accurate and timely content. 

 Contributes at monthly Catalog Committee meetings. 

 

Staff – There are two staff members who contribute to the catalog production.   
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The Curriculum & Scheduling Coordinator is responsible for organizing committee meetings and 

documentation, revising the catalog document, publishing the catalog on the website, and distribution 

of printed copies.  Specific responsibilities are listed below. 

 Distributes committee meeting agendas and handouts. 

 Takes committee meeting minutes. 

 Revises the content of catalog document after compiling revisions from various administrators 

and from approved Curriculum Committee action.  Approved Curriculum Committee action 

must be approved by all other levels of necessary (i.e. Board of Trustees, Chancellor’s Office, 

etc.) for inclusion in the catalog.   

 Delivers the revised catalog document to the graphic designer and works back and forth with 

the designer until all revisions are completed. 

 Delivers the final electronic catalog document to the Webmaster for publishing on the website. 

 Delivers the final catalog document for hard copy printing. 

 Coordinates the distribution printed catalogs to all areas on campus according to the 

distribution list. 

 

The Graphic Designer is responsible for importing the updated catalog content into a design software to 

make the catalog easy to access and read, and making it visually appealing.  Specific responsibilities are 

listed below. 

 Receives the catalog content from the Curriculum & Scheduling Coordinator and designs the 

catalog. 

 Delivers a draft of each section to the Office of Instruction by the established deadlines. 

 After receiving feedback from both the Curriculum & Scheduling Coordinator and the Catalog 

Committee Faculty Co-Chair, the Graphic Designer finalizes the document. 

 

Administrators – The additional administrators on the catalog committee contribute ideas and 

suggestions for both the catalog document and the production process.  They also revise their 

respective sections of the catalog.   

 

Annual Timeline 
The production of the catalog is a year-long process.  Below are the monthly benchmarks that should be 

achieved for a quality product, an efficient process, and adherence to the deadlines.   

September 

 Review and approve the timelines for the year. 

 Confirm Counselor contacts for designated departments, make changes (new departments, 

changes in departments, deactivated departments). 

 Discuss any items that may need to be vetted through appropriate areas on campus.   

October 
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 Continue to discuss items related to the catalog and any need for vetting. 

 Send reminders to all faculty regarding deadlines for curriculum changes to be included in the 

upcoming catalog responsibilities and deadlines. 

November 

 Send out request for revisions to non-instructional pages. 

 Ensure that any documents or policies included in the catalog are approved by appropriate 

committees or stakeholder groups.  For example, AP/IB/CLEP charts should be approved by the 

Academic Senate.  Another example, updated Board Policies such as Student Conduct must have 

approval at all necessary levels.   

January - February 

 Continue to discuss items related to the catalog and any need for vetting. 

March 

 Finalize preparation of instructional pages. 

 Assessment of catalog via survey to students and staff. 

April 

 Send out request for revisions to instructional pages. 

 Receive revisions and incorporate into draft for graphic designer. 

 Review results of catalog assessment survey. 

May 

 Submit draft to graphic designer. 

 Complete final review of draft. 

 Designate a budget line item for the upcoming catalog production. 

 Discuss any committee member changes for the upcoming year (for example members may 

want to step down, or new members may need to be added, etc.) 

 Agree upon regular meeting dates, times and location and schedule the meetings. 

June 

 Print and publish final catalog. 

 Distribute hard copies to campus community. 

 

 

Addendum 
Adherence to the deadlines approved for the year should result in a catalog that is produced on time.  

However, in the event of unexpected items that must be included in the catalog for a given year, an 

addendum may be published.  Examples of unexpected items would be new mandates, changes in 

regulations, etc. and likely come from external sources outside the control of regular college planning.   
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At the conclusion of the academic year, the Catalog Committee Chair and the Dean of Instruction will 

review curricular items that have been submitted through the Curriculum Committee or have been 

received from the Chancellor’s Office after the established catalog deadline for the year and determine 

if an addendum is warranted.  An addendum would publish changes in curriculum and/or policies.  It 

would cover the time period after the original catalog deadline up through the fall of the current year.  

All items past this timeframe would need to be held until the following year’s catalog for 

implementation.   

 

Budget 
The Dean of Instruction will establish a budget in the spring of each academic year to fund the catalog 

production for the upcoming academic year. Budget items will include the cost of design and printing of 

the catalog.  In addition, when the Catalog Committee is prepared to adopt a fully online catalog 

software, the Dean of Instruction will establish a budget for the implementation and maintenance of 

this system.  When the catalog is migrated to an online system, hard copy catalogs will still be printed 

for certain college staff members.    
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Appendices 
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Catalog Committee Members for the 2016-2017 Academic Year 
 

Catalog Committee Role Title      Name    

Committee Chair  Counselor     Lorena Dorn 

Faculty Members  Counselor & Articulation Officer   Pamela James 

    Counselor     Diane Wollan 

    Counselor     Fernando Contreras 

    Counselor     Manuel Gaytan 

Instructor & Curriculum Committee Chair Deborah Blanchard 

Resource Members  Dean of Instruction    Vacant 

Curriculum & Scheduling Coordinator  Melina Rodriguez 

 Director Admissions & Records   Greta Moon 

Director Financial Aid    Jason Judkins 

Director Marketing & Public    Robert Sewell 

Information Officer 
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Annual Catalog Process and Timelines 
 

Annual Catalog Process and Timelines 
2017-2018 Catalog (updated 04/25/17) 

 

Term Week Activity Responsible Person(s) Due Date 

Sp
ri

n
g 

2
0

1
6

 

? Ensure that budget is allocated for 
upcoming fiscal year 

Dean of Instruction Final Meeting 

Week 15 Set up Fall 2016 and Spring 2017 
meeting times (book meeting 
rooms; invite attendees) 

Catalog Committee Chair Final Meeting 

Fa
ll 

2
0

1
6

 

Week 3 Dean, Chair, and Instruction Staff 
meet to set up timeline for the year 

Dean of Instruction and 
Catalog Committee Chair 

09/16/16 

Week 5 First committee meeting 

 Establish contract with 
vendor or designate 
internal staff for graphic 
design 

 Establish assignments and 
deadlines (Production 
Timelines) 

Dean of Instruction and 
Catalog Committee Chair 

09/27/16 

Week 9 Instruction Office send note to all 
faculty that curriculum revisions 
must be on the 02/23/17 
curriculum committee agenda (or 
earlier) in order to be included in 
the 2017-2018 catalog 

Dean of Instruction 10/25/16 

Week 14 Send out request for revisions on 
non-instructional pages 

Instruction Staff 11/29/16 

Week 14 Ensure that AP/IB/CLEP Charts are 
updated and approved by 
Curriculum/Academic Senate 

Catalog Committee Chair 
and Curriculum 
Committee 
Representative 

11/29/16 

W
in

-t
er

 2
0

17
 Winter  Deadline for non-instructional page 

updates 
Instruction Staff 01/13/17 

Winter Deliver non-instructional pages to 
graphic designer 

Instruction Staff 02/03/17 

Sp
ri

n
g 

2
0

1
7

 

Week 3 Deadline for graphic designer to 
submit draft of non-instructional 
pages 

Instruction Staff 03/03/17 

Week 3 Send preliminary message to all 
Department Chairs regarding 
instructional page updates 

Dean of Instruction 02/28/17 

Week 4 Distribute non-instructional draft to 
committee 

Instruction Staff 03/06/17 
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Week 4 Gather revisions from counselors Catalog Committee Chair 03/10/17 

Week 5 Proofread graphic designer draft of 
non-instructional pages 

Catalog Committee 03/06/17 
03/17/17 

Week 5 Distribute assessment of catalog to 
students & staff 

Dean of Instruction 03/17/17 

Week 7 
 

Distribute Instructional 
(Program/Course) sections to 
department chairs for revisions 

Instruction Staff 03/31/17 

Week 7 Deadline for graphic designer to 
deliver final copy of non-
instructional 

Instruction Staff 03/31/17 

Spring Break 

Week 9 2nd Non-Instructional draft due 
from graphic designer and send out 
to committee for review 

Instruction Staff 04/17/17 

Week 10 Final review on Non-Instructional 
draft due from committee to 
Instruction Staff 

Catalog Committee 04/25/17 

Week 10 Final Non-Instructional revisions 
due to graphic designer 

Instruction Staff 04/25/17 

Week 10 Review assessment of catalog Catalog Committee 04/25/17 

Week 10 Reminder to Department Chairs of 
upcoming deadline 

Dean of Instruction 04/25/17 

Week 10 Deadline for Instructional page 
revisions from department chairs 
to counselors 

Counselors on Catalog 
Committee 

04/28/17 

Week 11 Reminder e-mail to Department 
Chairs and Deans for those who 
missed the deadline (if needed) 

Dean of Instruction/VP of 
Instruction 

05/01/17 

Week 11 Final Non-Instructional draft due 
from graphic designer to Office of 
Instruction 

Instruction Staff 05/02/17 

Week 11 
& 12 

Consolidation of revisions/feedback 
into one document 

Instruction Staff 05/01/17 
05/12/17 

Week 12 Final Reminder to Department 
Chairs and Deans for those who still 
have not met the deadline (if 
needed) 

VP of Instruction 05/08/17 

Week 12 Deliver Instructional section to 
graphic designer 

Instruction Staff 05/12/17 

Week 14 Instructional draft due from graphic 
designer 

Instruction Staff 05/22/17 

Week 14 Catalog Committee reviews draft Catalog Committee 05/22/17 
05/29/17 

Week 15 Catalog Committee provides 
feedback at final meeting 

Catalog Committee 05/30/17 
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Week 15 Deliver final Instructional draft to 
graphic designer 

Instruction Staff 05/31/17 
Su

m
m

e
r 

2
0

1
7

 

Summer 2nd Instructional draft due from 
graphic designer 

Instruction Staff 06/05/17 

Sumer Final review on Instructional draft 
due from committee for Instruction 
Staff to resend to graphic designer 

Catalog Committee Chair 
and Instruction Staff (and 
committee members, if 
available) 

06/05/17 
06/12/17 

Summer Consolidation of revisions/feedback Instruction Staff 06/12/17 
06/15/17 

Summer Deliver edits to graphic designer Instruction Staff 06/19/17 

Summer Deadline for graphic designer to 
complete project 

Dean of Instruction and 
Instruction Staff 

06/22/17 

Summer Print catalog and publish on 
website 

Director of Marketing & 
PIO 

06/29/17 

Summer Market catalog in Bookstore Bookstore Manager 07/03/17 

    

  



 

12 
 

Addendum Timeline 
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Catalog Section Assignments 
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Catalog Distribution List 
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VVC Department Chair Listing 
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Counselor Contacts 
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Catalog Addendum Criteria Discussion 
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Accreditation Reference Handbook – A Publication of the Accrediting Commission for 

Community and Junior Colleges, Western Association of Schools and Colleges (July 2016 Edition) 
 

End Note - Catalog Requirements 

The following list of required information must be included in the college catalog. 

1. General Information 

• Official Name, Address(es), Telephone Number(s), and Website Address of the 

 Institution 

• Educational Mission 

• Representation of accredited status with ACCJC, and with programmatic accreditors if any 

• Course, Program, and Degree Offerings 

• Student Learning Outcomes for Programs and Degrees 

• Academic Calendar and Program Length, 

• Academic Freedom Statement 

• Available Student Financial Aid 

• Available Learning Resources 

• Names and Degrees of Administrators and Faculty 

• Names of Governing Board Members 

2. Requirements 

 Admissions 

 Student Tuition, Fees, and Other Financial Obligations 

 Degrees, Certificates, Graduation and Transfer 

3. Major Policies and Procedures Affecting Students 

 Academic Regulations, including Academic Honesty 

 Nondiscrimination 

 Acceptance and Transfer of Credits 

 Transcripts 

 Grievance and Complaint Procedures 

 Sexual Harassment 

 Refund of Fees 

4. Locations or Publications Where Other Policies may be found  
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California Code of Regulations Title 5 - Education 
 

§ 52010. Effect of Regulations, Revision of District Policies and Publications. 

Each community college district must comply with all regulatory requirements set forth in this division 

once such requirements take effect. Notwithstanding the foregoing, unless otherwise expressly 

provided in a particular regulation, a district will not be considered to be out of compliance with a 

regulatory requirement solely because its written district policies or procedures have not been revised, 

provided that it conforms such policies or procedures to the regulatory requirement within one hundred 

and eighty (180) days after the effective date of such regulations and, at the first available opportunity, 

incorporates necessary changes into its catalog and class schedules. 

 

§ 55005. Publication of Course Standards. 

For each course offered, a community college shall make available to students through college 

publications all of the following facts before they enroll in the course: 

(a) The designation of the course as a degree-applicable credit course, a nondegree-applicable credit 

course, a noncredit course, or a community services offering. 

(b) Whether the course is transferable to baccalaureate institutions. 

(c) Whether the course fulfills a major/area of emphasis or general education requirement. 

(d) Whether the course is offered on the “pass-no pass” basis. 

 

§ 55531. Institutional Responsibilities. 

(a) The governing board of each community college district shall adopt policies reflecting the provisions 

of section 55530, Student Rights and Responsibilities. Colleges shall take steps to ensure that 

information regarding its matriculation policies are accessible and available to all students during or 

prior to enrollment (e.g., during orientation) and are included in class schedules, catalogs, or other 

appropriate communications describing student rights and responsibilities under this subchapter. 

(b) Once the student has identified a course of study and completed 15 semester units or 22 quarter 

units of degree applicable course work, the college must provide the student with an opportunity to 

develop a comprehensive student education plan pursuant to section 55524 within a reasonable time 

period. Student responsibilities shall also be identified in the student's education plan developed 

pursuant to section 55524. 

(c) Colleges are required to provide nonexempt students with the services specified in sections 55520, 

55521, 55522, 55523, and 55524. Initial implementation of these services is required for first time 

students identified in section 55530(b) by the fall 2015 term. Beginning with the spring 2015 term, 

districts shall notify students of the requirements established by this subchapter. 
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(d) Districts may establish a policy providing that a nonexempt student will have a hold placed on 

registration or lose registration priority pursuant to section 58108 if a student fails to fulfill the 

responsibilities set forth in section 55530(b) and (c). 

(e) Districts and colleges shall make reasonable efforts to avoid duplication of the orientation, 

assessment, counseling, advising, or other education planning services, and development of student 

education plans funded through this subchapter or funded through other programs. 

(f) It is the intent of this subchapter that instructional and student services departments at each college 

shall use multiple sources of data from student education planning efforts and identified courses of 

study to coordinate course scheduling. 
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Program and Course Approval Handbook, Fifth Edition 
 

Curriculum Approval and Authority 

Community college program and course proposals require review and approval by the Chancellor’s 

Office prior to being offered at a community college. Formal notifications of (new and substantial 

change) program and course approvals are sent by email to the campus Chief Instructional Officer with a 

copy to campus designee(s). 

Colleges that receive Chancellor’s Office approval of a new credit or noncredit program or course are 

authorized to: 

 Publish the description of a new program or course in the catalog or publicize a new program or 

course in other ways (California Code of Regulations, Title 5, § 55005). 

 Offer programs and courses as they were described and approved in the proposal. 

 Collect state apportionment for student attendance in the required courses and restricted 

electives that are part of a credit program (Education Code, § 70901(b)(10); California Code of 

Regulations, Title 5, § 55130 and § 58050). Colleges that do not secure the required program 

approval are subject to loss of revenues through audit or administrative action. 

 Award a degree or certificate with the designated title and require specific courses for the 

completion of such degree or certificate (Education Code, §§ 70901(b)(10) and 70902(b)(2)). 

Degree or certificate awards for programs that have not been approved by the Chancellor’s 

Office when approval is required will not be recognized as valid for any audit or accountability 

purpose. 

 List credit certificates and degrees on student transcripts (California Code of Regulations, Title 5, 

§§ 55060-55072). 

 Collect Related and Supplemental Instruction (RSI) funding if the Division of Apprenticeship 

Standards (DAS) has also formally approved a proposed apprenticeship program. 

 

Open Courses 

Every community college is required, as a minimum condition of state aid, to place a statement on open 

courses in its catalog and class schedules. Title 5, section 51006, requires colleges to publish a statement 

in the official catalog and schedule of classes that all course sections or classes for which state aid is 

awarded are open to enrollment and participation by any person admitted to the college. The college 

may only restrict enrollment in a course when the restriction is specifically required by statute or 

legislation. This section also allows colleges to require that students meet prerequisites that have been 

established pursuant to Title 5, section 55003. Situations where enrollment limitation may be allowed 

are discussed more specifically in Title 5, section 58106. These sections allow the college to restrict 

students from enrolling in a course when: 

 Prerequisites, corequisites, or other advisories on recommended preparation have been 

established for the course. 
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 Health and safety considerations, facility limitations, faculty availability, funding limitations, or 

other constraints have been imposed by statutes, regulations, or contracts. 

 

Special Classes Instruction for Students with Disabilities 

Pursuant to Title 5, section 56028: 

Special classes are instructional activities designed to address the educational limitations of students 

with disabilities who would be unable to substantially benefit from regular college classes even with 

appropriate support services or accommodations. Such classes shall be open to enrollment to students 

who do not have disabilities; however, to qualify for a special class, a majority of those enrolled in the 

class must be students with disabilities. 

Special classes may also refer, however, to distinct courses with their own CORs, designed either to 

meet educational objectives unique to a population with specific disabilities, or to supplement the 

standard objectives in an otherwise similar course with objectives unique to that population. In both 

cases, special classes must be primarily instructional in nature and must have objectives that fall within 

the instructional mission of the California community colleges. Such courses cannot be designed 

primarily to provide group activities or services (e.g., therapeutic activity, counseling, or assessment 

testing), but must instead provide systematic instruction in a body of content or skills whose mastery 

forms the basis of the student grade. 

Title 5 contains definitions and specific provisions related to approval of courses for students with 

disabilities: 

 Courses designed to meet the needs of students with specific functional limitations "shall be 

open to enrollment of students who do not have disabilities" (California Code of Regulations, 

Title 5, § 56028). 

 The course description published in the college catalog may note that it has been designed for 

students with specific disabilities, but the college may not restrict enrollment to such students, 

nor require students to register for classes through the Disabled Student Program and Services 

(DSPS) program or counselor, nor otherwise violate the open-enrollment provisions of state law 

(California Code of Regulations, Title 5, § 1006). 

 California Code of Regulations, Title 5, section 56029, allows extended repetitions of DSPS 

courses under certain circumstances. 

 

General Education 

The catalog description for an associate degree must provide an overview of the knowledge and skills 

that students who complete the requirements must demonstrate. If the degree is designed for students 

who intend to transfer, then the appropriate baccalaureate major or related majors or areas of 

emphasis must be identified. If the degree is designed for employment preparation, a list of potential 

careers must be included. In addition, all prerequisite skills or enrollment limitations must be described. 
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NARRATIVE TEMPLATE for Associate Degrees for Transfer (ADTs) 

Item 2. Catalog Description 

The catalog description of the proposed ADT represents a commitment to the student and must be 

entered exactly as it will appear in the college catalog. Please include an overview of the knowledge and 

skills students will demonstrate upon completion. 

Important Note: Education Code section 66746 subdivision (b) prohibits a community college district 

from imposing any additional course requirements for a student to be eligible for an ADT, and 

subdivision (e) prohibits allowing remedial non-collegiate level coursework to be counted toward the 

units required for an ADT. If the college normally requires students to complete additional graduation 

requirements to obtain an associate degree, the catalog description must clearly state that the ADT does 

not require them. 

 

SUBMISSION CHECKLIST 

Item 2. Catalog Description 

 Entered exactly as it will appear in the college catalog 

 Refers to the ADT using the following convention – Associate in Arts/Science in (approved 

discipline) for Transfer – for example, “Associate in Arts in Art History for Transfer” 

 Includes an overview of the knowledge and skills students will demonstrate upon completion 

 Includes ADT completion requirements pursuant to SB1440 (as cited in the Supporting 

Documentation – Narrative sub-section of this Guide) 

o Completion of 60 semester units or 90 quarter units that are eligible for transfer to the 

California State University, including both of the following: 

o The Intersegmental General Education Transfer Curriculum (IGETC) or the California 

State University General Education – Breadth Requirements. 

o (B) A minimum of 18 semester units or 27 quarter units in a major or area of emphasis, 

as determined by the community college district. 

o (2) Obtainment of a minimum grade point average of 2.0. 

o ADTs also require that students must earn a C or better in all courses required for the 

major or area of emphasis. A “P” (Pass) grade is not an acceptable grade for courses in 

the major. 

o If the ADT program goal selected is “Career Technical Education (CTE) and Transfer” the 

potential careers students may enter upon completion are listed 

 

NARRATIVE TEMPLATE for a Traditional Associate Degree: Associate of Arts (A.A.) and Associate of 

Science (A.S.) 

Item 2. Catalog Description 

The catalog description must be entered exactly as it will appear in the college catalog. The description 

must also: 
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 Convey the associate degree’s goal(s) and objectives; suggest how they differ from the goals and 

objectives of other programs 

 Provide an overview of the knowledge and skills that students who complete the requirements 

must demonstrate (student learning outcomes) 

 List all prerequisite skills or enrollment limitations 

 Suggest some caveats that students must be aware of where job market data or other factors 

are documented in the proposal. These warnings must be as clearly conveyed in the catalog 

description as possible. The catalog description needs to mention any risks, such as occupations 

that are inherently competitive or low-salaried and/or occupational areas where inexperienced 

graduates are not generally hired. 

 If the associate degree program goal selected is “Career Technical Education (CTE)” or “Career 

Technical Education (CTE) and Transfer,” then the description must list the potential careers 

students may enter upon completion. 

 If the associate degree program goal selected includes Transfer, then the description must list 

baccalaureate major or related majors. 

 If applicable, advise students if this is a high-unit program (more than 60 semester or 90 quarter 

units) and how this impacts degree completion 

 If applicable, reference accrediting and/or licensing standards including an explanation of any 

departures from the standards. In some occupations, while there is no legal requirement for a 

license to practice, there is a widely recognized certification provided by a professional 

association. For example, the American Massage Therapy Association certifies massage 

therapists; the California Association of Alcohol and Drug Abuse Counselors certify counselors in 

that field. In these cases, the Chancellor’s Office expects that the description will specify 

whether the program will fully prepare completers for the recognized professional certification. 

The description must also convey what students may expect as an outcome. The catalog description 

represents a commitment to the student. Exaggerated statements must not be included. For a program 

designed with scaffolds among program awards, ensure the catalog description describes but does not 

overstate this relationship. Assertions of transfer applicability as well as career applicability must be 

reasonable and capable of being documented. 

Item 3. Program Requirements 

The program requirements must be consistent with the catalog description (as entered in Item 2 above). 

The number of units, specific course requirements and design of individual courses, and the sequence of 

the courses must be coherent, complete, and appropriate, given the program objectives and the 

resources with which the college has to work. The Chancellor’s Office will rely heavily on the educational 

judgment of local faculty within the discipline and curriculum committees in regard to the 

appropriateness of program requirements. 

NARRATIVE TEMPLATE for a Certificate of Achievement 

Item 2. Catalog Description 

The catalog description must be entered exactly as it will appear in the college catalog. The description 

must also: 
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 Convey the certificate’s goal(s) and objectives; suggest how they differ from the goals and 

objectives of other programs 

 Provide an overview of the knowledge and skills that students who complete the requirements 

must demonstrate (student learning outcomes) 

 List all prerequisite skills or enrollment limitations 

 Suggest some caveats that students must be aware of where job market data or other factors 

are documented in the proposal. These warnings must be as clearly conveyed in the catalog 

description as possible. The catalog description needs to mention any risks, such as occupations 

that are inherently competitive or low-salaried and/or occupational areas where inexperienced 

graduates are not generally hired. 

 If the certificate program goal selected is “Career Technical Education (CTE),” then the 

description must list the potential careers students may enter upon completion. 

 If applicable, reference accrediting and/or licensing standards including an explanation of any 

departures from the standards. In some occupations, while there is no legal requirement for a 

license to practice, there is a widely recognized certification provided by a professional 

association. For example, the American Massage Therapy Association certifies massage the 

California Association of Alcohol and Drug Abuse Counselors certify counselors in that field. In 

these cases, the Chancellor’s Office expects that the description will specify whether the 

program will fully prepare completers for the recognized professional certification. 

The description must also convey what students may expect as an outcome. The catalog description 

represents a commitment to the student. Exaggerated statements must not be included. For a program 

designed with scaffolds among program awards, ensure the catalog description describes but does not 

overstate this relationship. Assertions of transfer applicability as well as career applicability must be 

reasonable and capable of being documented. 

Item 3. Program Requirements 

The program requirements must be consistent with the catalog description (as entered in Item 2 above). 

The number of units, specific course requirements and design of individual courses, and the sequence of 

the courses must be coherent, complete, and appropriate, given the program objectives and the 

resources with which the college has to work. The Chancellor’s Office will rely heavily on the educational 

judgment of local faculty within the discipline and curriculum committees in regard to the 

appropriateness of program requirements. 

NARRATIVE TEMPLATE for a Certificate of Competency 

Item 2. Catalog Description 

The catalog description must be entered exactly as it will appear in the college catalog. The description 

must also: 

 Convey the certificate’s goal(s) and objectives; suggest how they differ from the goals and 

objectives of other programs 

 Provide an overview of the knowledge and skills that students who complete the requirements 

must demonstrate (student learning outcomes) 

 List all prerequisite skills or enrollment limitations  
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 Suggest some caveats that students must be aware of where job market data or other factors 

are documented in the proposal. These warnings must be as clearly conveyed in the catalog 

description as possible. The catalog description needs to mention any risks, such as occupations 

that are inherently competitive or low-salaried and/or occupational areas where inexperienced 

graduates are not generally hired. 

 If applicable, reference accrediting and/or licensing standards including an explanation of any 

departures from the standards. In some occupations, while there is no legal requirement for a 

license to practice, there is a widely recognized certification provided by a professional 

association. For example, the American Massage Therapy Association certifies massage 

therapists; the California Association of Alcohol and Drug Abuse Counselors certify counselors in 

that field. In these cases, the Chancellor’s Office expects that the description will specify 

whether the program will fully prepare completers for the recognized professional certification. 

The description must also convey what students may expect as an outcome. The catalog description 

represents a commitment to the student. Exaggerated statements must not be included. For a program 

designed with scaffolds among program awards, ensure the catalog description describes but does not 

overstate this relationship. Assertions of transfer applicability as well as career applicability must be 

reasonable and capable of being documented. 

Item 3. Program Requirements 

The program requirements must be consistent with the catalog description (as entered in Item 2 above). 

The number of units, specific course requirements and design of individual courses, and the sequence of 

the courses must be coherent, complete, and appropriate, given the program objectives and the 

resources with which the college has to work. The Chancellor’s Office will rely heavily on the educational 

judgment of local faculty within the discipline and curriculum committees in regard to the 

appropriateness of program requirements. 

NARRATIVE TEMPLATE for a Certificate of Completion 

Item 2. Catalog Description 

The catalog description must be entered exactly as it will appear in the college catalog. The description 

must also: 

 Convey the certificate’s goal(s) and objectives; suggest how they differ from the goals and 

objectives of other programs 

 Provide an overview of the knowledge and skills that students who complete the requirements 

must demonstrate (student learning outcomes) 

 List all prerequisite skills or enrollment limitations 

 Suggest some caveats that students must be aware of where job market data or other factors 

are documented in the proposal. These warnings must be as clearly conveyed in the catalog 

description as possible. The catalog description needs to mention any risks, such as occupations 

that are inherently competitive or low-salaried and/or occupational areas where inexperienced 

graduates are not generally hired. 

 If the certificate program goal selected is “Career Technical Education (CTE),” then the 

description must list the potential careers students may enter upon completion. 
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 If applicable, reference accrediting and/or licensing standards including an explanation of any 

departures from the standards. In some occupations, while there is no legal requirement for a 

license to practice, there is a widely recognized certification provided by a professional 

association. For example, the American Massage Therapy Association certifies massage 

therapists; the California Association of Alcohol and Drug Abuse Counselors certify counselors in 

that field. In these cases, the Chancellor’s Office expects that the description will specify 

whether the program will fully prepare completers for the recognized professional certification. 

The description must also convey what students may expect as an outcome. The catalog description 

represents a commitment to the student. Exaggerated statements must not be included. For a program 

designed with scaffolds among program awards, ensure the catalog description describes but does not 

overstate this relationship. Assertions of transfer applicability as well as career applicability must be 

reasonable and capable of being documented. 

Item 3. Program Requirements 

The program requirements must be consistent with the catalog description (as entered in Item 2 above). 

The number of units, specific course requirements and design of individual courses, and the sequence of 

the courses must be coherent, complete, and appropriate, given the program objectives and the 

resources with which the college has to work. The Chancellor’s Office will rely heavily on the educational 

judgment of local faculty within the discipline and curriculum committees in regard to the 

appropriateness of program requirements. 

 

 

 

 

 


