	AGENDA/MINUTES

	Team Name
	Learning, Instruction and Curriculum Committee (LICC)

	Date
	7/17/2019

	Time
	3:30 pm – 4:30 pm

	Location
	A-113/Zoom



	Facilitator
	Brian Howe
	Recorder
	Sarah Riegel

	Team members
	Present  X
Absent   O

	
	Team 1
	
	Team 2
	
	Team 3
	
	Additional
	
	Non-voting

	o
	Latoya Hill 
Team Lead
	o
	Mark Shipman
Team Lead
	x
	Jaime Abel
Team Lead
	x
	Lori Crowther
	x
	Ashley Anderson

	x
	Brenda Glendenning
	x
	Terri Mebane
	x
	Ange Davied
	x
	Kurt Teal
	o
	Lee Miller

	o
	Karly Little 
	x
	Lawrence Weber
	o
	Erika Jenkins-Moss
	
	
	x
	Claudia Mather

	x
	Abby Howe
	x
	Charlotte Cates
	o
	Karen Kratzer
	
	
	x
	Elaine Simmons

	Guest

	x
	Jane Howard
	o
	Kathy Kottas
	
	
	
	
	
	

	o
	ReGina Casper
	x
	Mary Foley
	
	
	
	
	
	

	Action Items
	Reporter
	New/
Revised
	Effective Semester

	n/a
	
	
	

	Syllabi Submitted for Formatting Changes
	Reporter
	Format Only
	Effective Semester

	n/a
	
	
	

	Syllabi Submitted to Inactivate
	Reporter
	Inactivate
	Effective Semester

	n/a
	
	
	

	Other Items
	Reporter
	
	

	Onboarding Document


· Onboarding document is for new members but a good review for existing members
· How will this be shared with new members: Brian sent the document to the new members for them to review on their own time
· Edits: 
· Add a statement about keeping punctuation consistent
· Prerequisite changes need to also indicate a minimum grade
· Can we get a report to see grade minimums on existing courses?  The new pre req link on our web site has this information: https://bartonccc.edu/online/programs/courses/prereq-list 
	
	
	

	Team Member Changes
· New members: Randy Allen (1), Todd Mobray (2), Marlo Chavarria (3), Christopher Vanderlinde (2)
· Members leaving: Abby, Terri, Lawrence and Ange
· Mary Doyle is coming on mid-year to shadow Karen Krazter (Mary will start January 2020, Karen will come off August 2020)
	
	
	

	2019-2020 Meeting Dates


	
	
	

	Concourse Update – regular item on agenda
· Implementation team is meeting weekly (Brian, Ange, Kathy, Sarah, Ronnie Dean) – Ronnie is focusing on Banner integration
· There could be a change in our syllabi structure (attached document) – 3 concepts to review


· Order: do we put things toward the top that are important to the students or do we put the standardized/institutional items toward the top
· Implementation team is working on templates and will bring to LICC
· Elaine – would like to get faculty feedback (Faculty Council) once implementation team and LICC agree on a template layout
· Process changes: concerns about what does that mean when bringing syllabi to LICC
· Faculty won’t bring the word document to LICC anymore, it will be something like the checklist we use now
· Need to consider how will we process requests to change standardized items within the syllabi
· Fall 2020 goal for implementation, maybe pilot sooner
· No other KS community colleges use Concourse
· There will be different levels to the syllabi in Concourse: institutional information, departmental levels, campus levels, faculty levels – this will determine what faculty can edit and what needs to be brought through LICC to edit
· Syllabi can be printed directly from Concourse for those that don’t use Canvas
· [bookmark: _GoBack]In the portal there will be a link to Concourse, it will be copied into the course shell
	
	
	





Absent:                                         have no concerns. Voted in advance to approve should majority agree.
	


ENDS:
ESSENTIAL SKILLS		“BARTON EXPERIENCE”
        WORK PREPAREDNESS		REGIONAL WORKFORCE NEEDS                        
        ACADEMIC ADVANCEMENT	SERVICE REGIONS 
PERSONAL ENRICHMENT	STRATEGIC PLANNING
CONTINGENCY PLANNING
[image: ]
Barton Core Priorities/Strategic Plan Goals 

Drive Student Success 
1. Increase student retention and completion 
2. Enhance the Quality of Teaching and Learning 

Cultivate Community Engagement 
3. Enhance Internal Communication 
4. Enhance External Communication 

Emphasize Institutional Effectiveness 
5. Initiate periodic review of the Mission Statement and Vision Statement. 
6. Through professional development, identify and create a training for understanding and use of process improvement methodologies. 

Optimize Employee Experience 
7. Develop more consistent & robust employee orientation. 
8. Enhance professional development system.
LICC Monthly Meetings Schedule 19-20.pdf
LICC Monthly Meetings 2019-2020

Submission Sub-Team Author Meeting
Deadline Deadline Deadline Date
July 24 July 31 August 7 August 14
August 21 August 28 September 4 September 11
September 18 September 25 October 2 October 9
October 23 October 30 November 6 November 13
December - No Meeting
November 20 December 4 December 11 January 8
January 22 January 29 February 5 February 12
February 19 February 26 March 4 March 11
March 18 March 25 April 1 April 8
April 22 April 29 May 6 May 13
May 20 May 27 June 3 June 10
June 17 June 24 July 1 July 8

Please note all meetings will be held at 3:30 pm in A-113.

Date/time/location subject to change.
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Concourse Implementation Syllabus Concepts.docx
Concourse Implementation Syllabus Concepts

Concept 1: This construct is trying to stay as close to our current set-up as possible.

The Heading would have the course code, course number, course name, term, credit hours, section number (or CRN) and course dates

Description: This would have the course description

Contact Information: This heading would contain contact information for the instructor including email, office, phone, website (if applicable), office hours

College Policies: same as current (would require a development request to Concourse to add)

Course As Viewed in the Total Curriculum: same as current (would require a development request to Concourse to add)

Assessment of Student Learning: same as current (would require a development request to Concourse to add)

Instructor’s Expectations of Students in Class: same as current (would require a development request to Concourse to add)

Textbooks and Other Required Materials: same as current (would require a development request to Concourse to add)

References: same as current (would require a development request to Concourse to add)

Methods of Instruction and Evaluation: same as current (would require a development request to Concourse to add)

Attendance Requirements: same as current (would require a development request to Concourse to add)

Course Outline: same as current (would require a development request to Concourse to add)


Concept 2:  This construct is trying to go a completely new and different direction.

Heading: course code, course number, course name, term, credit hours, section number (or CRN) and course dates

Description: This would have the course description

Contact Information: This heading would contain contact information for the instructor including email, office, phone, website (if applicable), office hours

Objectives: This would be a list of what we currently call our “Outcomes”

Outcomes: This is a list of what we currently call our Competencies.

Materials: We could have sub-headings here.  Options might include Required Materials, Optional Materials and Other Resources.  We could use Textbook, Open Source Material, References.  We could also layer in specific campus information about tutoring services and academic assistance.

Evaluation:  We can utilize subheadings here as well.  Things like Criteria, Grading Scale, Standards, etc.  We can also add any required statements for lab courses here.

Deliverables: This would allow instructors to input various course activities that students complete during the term.

Course Policies: This is where we can address where the course fits in general education or program requirements.  We can layer in specific program statements.  We can also add any KCOG statement that would be required.  Using subheadings, instructors can edit certain parts of this area including their own expectations for their students.  This is also where an attendance policy could go.

Institutional Policies: This is where we could use some of our current language in our College Policies area.  We could add more words concerning academic integrity, ADA, and Title IX. We can even link to policies on our website.

Additional Items: If there are areas that we missed, we could use an area like this to let instructors write about other specific items that they need to communicate with their class.

Schedule:  This would be the old Course Outline area.










Concept 3: This construct is designed to have elements of our current set-up with new elements.  We can utilize subheadings underneath new headings to get the elements of our current syllabi.  The order can change from what is written on all three options.

Heading: will have course code, course number, course name, term, credit hours, section (or CRN) and course begin and end dates

Meeting Times:  This will contain days of the week, beginning and send times, location.  We can have multiple headings including differentiating between Lecture and Lab times

Contact Information: teacher name, email, office location, phone number, website and office hours

Description: This would contain the course description

Outcomes and Competencies: This is where we would list our outcomes and competencies for the course.  This would require a heading name change.

Materials: We could have sub-headings here.  Options might include Required Materials, Optional Materials and Other Resources.  We could use Textbook, Open Source Material, References.  We could also layer in specific campus information about tutoring services and academic assistance.

Evaluation:  We can utilize subheadings here as well.  Things like Criteria, Grading Scale, Standards, etc.  We can also add any required statements for lab courses here.

Course Policies: This is where we can address where the course fits in general education or program requirements.  We can layer in specific program statements.  We can also add any KCOG statement that would be required.  Using subheadings, instructors can edit certain parts of this area including their own expectations for their students.  This is also where an attendance policy could go.

Institutional Policies: This is where we could use some of our current language in our College Policies area.  We could add more words concerning academic integrity, ADA, and Title IX. We can even link to policies on our website.

Additional Items: If there are areas that we missed, we could use an area like this to let instructors write about other specific items that they need to communicate with their class.

Schedule:  This would be the old Course Outline area.
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LICC Onboarding Draft 4.2.19.pdf
BARTON

COMMUNITY COLLEGE

Learning and Instruction Curriculum Committee

New Member Orientation
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About the Learning and Instruction Curriculum Committee

The Learning, Instruction and Curriculum Committee (LICC) exists as a faculty driven
committee to oversee the College curriculum. The Committee meets monthly and
addresses the following learning, instructional, and curriculum matters:

e Reviews and approves of all curriculum additions and/or changes.

e Maintains focus on student and institutional learning.

e Assures quality and comprehensive curriculum.

e Supports faculty professional development.

o Guides decisions that represent all College locations, delivery methods and types
of courses.

The LICC Charter, which outlines the purpose of the committee and the roles and
responsibilities of membership, may be found by visiting bartonccc.edu, choosing
About Barton, choosing Institutional Effectiveness, choosing Barton Planning, and
visiting the Institutional Teams page.

Each member of the committee, which consists of nine (9) to twelve (12) faculty
members and other College staff, is assigned to a sub-team. Sub-teams work
throughout the month on analyzing and editing (with the author) submitted syllabi in
preparation for the monthly meeting.

The LICC website includes calendars, checklists, and resources. It can be found by
visiting internal.bartonccc.edu, selecting Employee Resources, and choosing Faculty
Resources.

Special projects concerning curriculum issues may arise, and from the overall
committee, temporary sub-committees will be formed to resolve these issues.



https://docs.bartonccc.edu/institutionalteams/teams/LICC%20Charter%202017-2018.pdf



Timelines and Calendars

The LICC meeting and submission calendar can be found by visiting
internal.bartonccc.edu, selecting Employee Resources, choosing Faculty Resources,
and selecting the Learning and Instruction Curriculum Committee link.

The calendar is divided into different action-timeline categories, each with a specific
deadline.

Submission Deadline

e The date by which the author submits a syllabus that is new or contains curriculum
changes and/or updates for consideration at the upcoming LICC meeting.

e A day or two after this deadline passes, each sub-team should receive their
assigned documents from the Assistant to the VP of Instruction and begin
reviewing the documents.

Sub-Team Deadline

e The date by which the sub-team should review and submit suggested corrections
to the syllabus author.

e Once the syllabus author receives feedback from the sub-team, he or she may
further dialogue or make modifications based on that feedback.

Author Deadline

e The date by which the syllabus author should return all suggested corrections to
the sub-team.

e The sub-team has up to four days prior to the monthly meeting to submit the final
copy of the syllabus to the Assistant to the VP of Instruction.

Meeting Date

e The date that the LICC meets each month.
¢ Follow-up documentation required after the monthly meeting should be submitted
in a timely manner to ensure archival of the proper document(s).

As each stage is dependent on the previous stage, meeting the time deadlines is crucial
to the committee’s efficiency and success. Committee members may choose to
manage these deadlines by setting reminders or tasks on their Outlook calendars.





Operating with the sub-team

Each team should establish a schedule by which to rotate the sub-team lead
responsibilities. Typical rotation timeframe dictates that each member serve in this
capacity for a three-month duration. The sub-team lead should establish the routines
and methods by which the team communicates.

Each team should establish expectations of the sub-team lead, i.e., the collection of
comments from each team member and communication of these comments to the
syllabus author.

All team members are responsible for reviewing assigned syllabi within the designated
timelines and communicating any potential comments or concerns to the sub-team lead.
If there are no concerns with a syllabus or syllabi, team members should communicate
that information.

Communication

The sub-team shall receive the syllabi for their team’s review, per the LICC calendar.

The sub-team lead is responsible for fostering conversation about the team’s assigned
syllabi. Again utilizing the calendar, the sub-team lead shall either forward or otherwise
communicate all necessary changes or considerations to the syllabus author.

Email communications between the LICC sub-team and the syllabus author should be
respectful, timely, clear and supportive.

If necessary, the syllabus author and sub-team lead may further dialogue about any
concerns or considerations.

Once changes or considerations are agreed upon, the syllabus author shall make any
necessary changes to the syllabus and forward a corrected copy to the sub-team lead.
The sub-team lead (and sub-team, if necessary) reviews the syllabus for any additional
changes or corrections and forwards the corrected documents to
liccdocs@bartonccc.edu for disbursement to the full committee in advance of the next
month’s meeting.

Upon the syllabus author’s brief explanation of the necessary changes and any
necessary-provided context during the meeting, the committee discusses the syllabus in
terms of whether it may be approved as-is, may be approved with changes, or if the
syllabus must return to a later meeting because it requires further discussion or
approval with other College individuals.



mailto:liccdocs@bartonccc.edu



Monthly Meetings

Monthly LICC meetings are attended by the overall committee as well as any syllabus
authors, department supervisors, or other department representatives with syllabi to
present.

The representative individual briefly explains why the new syllabus or change to an
existing syllabus is necessary for that course or department. The overall committee
reviews the syllabus to consider, discuss, and make recommendations to ensure that
the syllabus includes not only the correct format, but effective learning objectives and
measurable competencies.

The sub-teams’ prior reviews of each syllabus expedite the overall committee’s time
spent on each syllabus.

Depending on the committee’s dialogue about the syllabus, the committee votes for the
syllabus’s approval either as is, with modifications, or with enough edits that the
syllabus should come back for review at a later date.

If the syllabus is approved as is, no additional steps are necessary, and the document
will be properly archived by the Assistant to the Vice President of Instruction.

If the syllabus is approved contingent on changes, after the meeting, the syllabus author
should submit the updated document to the LICC sub-team lead with whom he or she
worked on edits. The sub-team lead is responsible for the document’s submission to
liccdocs@bartonccc.edu for archival.

If modifications must be made beyond the meeting and the syllabus was tabled by the
committee, the syllabus author must submit changes for reconsideration at the next
month’s LICC meeting observing the next set of dates on the submission calendar.

Monthly meetings, beyond syllabi approval, include notification of curricular changes in
programs and discussions of general curricular issues and projects.



mailto:liccdocs@bartonccc.edu



Use of New/Revised Course Resources

Each syllabus submitted for examination should be accompanied by one of two possible
accompanying checklists that identify the syllabus as pertaining to either a new or
revised course which can be found by visiting internal.bartonccc.edu, selecting
Employee Resources, and choosing Faculty Resources.

The New Course Checklist is used for a new course development and asks research
guestions and permissions. A Revised Course Checklist is used for changes to an
existing course and helps highlight the changes the syllabus author is making.

The New Course Checklist and the Revised Course Checklist help the overall
committee and each sub-team focus their attention on the new or altered items in need
of evaluation. While the items listed on the checklist are the primary cause for review,
the sub-team should ensure that the syllabus author has thoroughly followed all other
syllabus requirements before submitting the syllabus for full-committee review.

Thorough preliminary evaluative work on the sub-team’s part will likely help secure a
successful outcome for the syllabus author and will support the most efficient use of the
full committee’s time in monthly LICC meetings.





Learning Outcomes and Competencies

General education courses use the statewide system and career technical education
has alignment procedures, and while these activities are hosted by Kansas Board of
Regents, the work that is completed is driven by faculty and industry partners statewide.
Barton Community College establishes its own fundamental outcomes and general
education outcomes. Accreditation agencies, industry board representatives, discipline
and program departments and individual faculty identify learning outcomes and
competencies.

Learning outcomes are statements that describe goals for the learners and define what
learners should know about the included content.

Competencies should be expressed using verbs from Bloom’s Taxonomy and should be
measurable through assessment activities that provide a means to develop an
understanding of how students learn, what they know, and what they can do with their
knowledge.

Competencies show the applied skills and knowledge that enable students to
successfully perform skills in a work setting. They are relevant to an individual’s job
responsibilities, roles and capabilities.

Outcomes and competencies should be formatted as such:

A. ldentify the various status/role relationships reflected in gender and other aspects
of human society.

Describe patterns of marriage and post-marital residence.

Identify cross-cultural examples of reckoning kin and determining descent.

Diagram different systems of kinship

Distinguish between sex and gender

Explain the forces of change impacting system of marriage, kinship, gender,

and sexuality under globalization.

abrwnE





Syllabi Review: Common Issues with Syllabi

Syllabi are brought through LICC’s editing and approval processes for a variety of
reasons.

Each syllabus submission should be accompanied by a completed copy of either the
“New Course Checklist” or the “Revised Course Checklist.” These documents serve as
the committee’s and sub-team’s introduction to each syllabus and provide details about
the course and what the syllabus author would like to change about the course or the
syllabus.

Changes on this worksheet include:

e Course Title Change

e Credit Hour Change

e Course Description Change

e Prerequisite Change

e Outcome/Competencies Revision

e Course Has Not Been Offered in the Last Five Years

The final aspect of the worksheet includes the names of the instructors who have
agreed to the changes listed within the document. A majority of Barton faculty in the
discipline who teach the course at various campus locations and in a variety of delivery
venues must agree to changes prior to the presentation at LICC.

Whatever the change(s) listed as applicable on the “Revised Course Syllabus
Checklist,” all aspects of the syllabus should be reviewed with each submission to
ensure accuracy and consistency.

When considering changes to syllabi, the sub-team should review the following:

e Course Title Change

o When reviewing a syllabus for a title change, the reasoning should be
examined and discussed. Areas for consideration should include but not be
limited to: advising, ease of student use, and transferability.

0 After determining that a course title change is agreeable to the sub-team, all
syllabi readers should ensure that the title is changed not only in the “General
Course Information” section of the syllabus but in all sections that follow.

e Credit Hour Change

o When reviewing a syllabus for a credit-hour change, the reasoning should be
examined and discussed. Areas for consideration should include but not be
limited to: advising, ease of student use, and transferability.

o After determining that a credit hour change is agreeable to the sub-team, all
readers should ensure that the credit hour amount is changed not only in the
“General Course Information” section of the syllabus but in all sections that
follow.





Course Description Change

0
0

Course description must be universal but clearly written.
Course description must be written in complete sentence(s).

Prerequisite Change

0]

0]

0]

When editing a prerequisite score, the score (in its various formats) must be
updated in the “General Course Information” section.

When editing a prerequisite course or sequence of courses, the changes must
be updated in the “General Course Information” section.

When editing a prerequisite course or sequence of courses, the changes may
need noted or updated in the “Course as Viewed in the Total Curriculum”
section.

Outcomes/Competencies Revision

o

o

o

Outcomes should be written as statements and include an active verb that
describes educational goals specific to the course. An outcomes statement
completes the sentence: “The student will be able to do the following.”
Outcomes should be itemized using capital letters (A, B, C, etc.).
Competencies should be written as statements and include an active verb from
the approved Bloom’s Taxonomy list that describes ways in which the
educational goals will be assessed and measured.

Competencies should be itemized using Arabic numerals (1, 2, 3, etc.).
Sub-competencies should be itemized beneath their corresponding
competency using lowercase letters (a, b, c, etc.).

Outcomes and competencies should be written in parallel structure, i.e., every
item in a list should begin with the same part of speech.

If outcomes and competencies are determined by core outcomes, accreditation,
or industry credential language, the language used in the syllabus may need to
vary slightly (without changing the intended meaning) to meet Barton’s
requirements for outcomes and competencies.

Course Has Not Been Offered in the Last Five Years

0]

0]

If making changes to a course in order to keep it “active,” all formatting details
listed below must be carefully reviewed.

If making a course “inactive,” the title will be included in the monthly agenda for
the Committee’s notification.

In addition to the content areas listed on the “Revised Course Syllabus Checklist,”
committee members and syllabi authors should be aware of the following formatting
stipulations:

All submitted syllabi must be in the most up-to-date format.

0]

An easy way to determine this is to look at Section Il, which should be entitled
“Instructor Information” and should be blank.

Section 3 must be identical to all syllabi templates and should not be edited in font
size, alignment, or content.

10





Sections 2, 6, 7, 8, 9, 10, and 11 of the syllabus being reviewed must be left blank.
Individual instructors, not the syllabus author, are responsible for this content when
including the syllabus in their classes.

If the course is a lab science course, the lab science statement should be included
in the “Methods of Instruction and Evaluation” section.

The “Course Viewed in Total Curriculum” should convey how the course is to be
used and where it fits into Barton curriculum rather than a restatement or copy of
the course description.

All margins should be set to one inch.

All font should be 12-point Times New Roman with only headings included in bold-
face type.

All bulleted lists within the document should be structured in formal outline format.
Bulleted items should be properly split and punctuated when applicable.

Spelling and capitalization must be reviewed by both the syllabus author and the
sub-team. Consideration should be given to industry and program-specific
spelling, wording, and phrasing. The syllabus author can assist with this
distinction.

Punctuation must be consistent.

11
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