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Proposals for Improvement 

Program constituents can propose improvements that are not a direct result of the Program Review 

process at any time.  Do keep in mind that program improvements can involve many departments 

and require review and processing before implementation is available. 

 

Textbook Improvement Proposal (TIP) 

To add, delete, or change a textbook, submit a Textbook Improvement Proposal (TIP) form 

(Sample) and additional support data to CurriculumImprovements@sjvc.edu 60- 90 days before the 

scheduled Program Review. 

 

Course Improvement Proposal (CIP) 

To suggest improvements to a course outline, assessment tools, CLOs, grade components, etc. 

submit the completed Course Improvement Proposal (CIP) form (Sample) and required support 

data 60-90 days before the scheduled Program Review to  CurriculumImprovements@sjvc.edu. 

 

Program Improvement (PIP) 

To recommend more dramatic improvements to a program, such as new courses, unit changes, 

matrix changes, or accreditation updates impacting several courses you may submit a Program 

Improvement Proposal (PIP) form (Sample) and required support data to 

CurriculumImprovements@sjvc.edu. 

 

Course Improvements Program Improvements 

 Changes to common assessment tools 
(rubrics, skill-offs, questions, projects, 
dropboxes, grade items, thresholds) 

 Changes to wording of CLOs that do not 
impact meaning of CLOs 

 Changes of less than 50% to Course Student 
Learning Outcomes (CLOs) in one course 

 Changes of less than 50% to wording of 
course descriptions  

 Any change needing approval by an external 
accreditation body  

 Program name change 

 Matrix changes 

 Combining courses 

 Deleting courses 

 Adding courses 

 Course name changes 
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 Changes of less than 50% to the Unit 
Objectives of a course outline 

 Grade component changes 

 

 Clock hour or unit value changes 

 Changes to Program Learning Outcomes 
(PLOs) 

 Changes to performance standards (typing 
tests etc.) 

 

Measurement, Evidence and Support Documentation 

All proposals require a measurement of improvement and evidence of improvement need as part of 

the submitted portfolio.  Measurement includes at least one metric that will measure the impact of 

the improvement by meeting a target by a specified date.  Evidence can include various support 

documentation and/or student achievement data. 

 

Measurement.  What metrics will be used to evaluate the effectiveness of the proposed changes 
(placement, licensure, certification, CLO/PLO achievement, course completion, etc.)?  What is the 
current status and what is the expected target? 

Metric Current  Target By when 

Program Placement Rate 69% 75% 
14 months after 
improvements are 
implemented 

 

Productive Evidence  Unproductive Evidence 

Productive Evidence includes but is not limited 
to: 

 Documented Advisory Board minutes 

 Statements from Advisory Board 
members, extern sites, clinical sites, 
employers, Career Services Managers 

 Detailed recommendations from 
programmatic accrediting associations 

 Details on new laws and /or legislation 

 Course comparison with similar 
institutions 

 CLO data 

 PLO data 

 Retention data 

 Placement data 

 Grades 

Unproductive Evidence includes but is not 
limited to: 

 Personal commentary and opinion not 
supported by productive evidence 

 Generalized statements such as “All of 
our students say…” 

 Marketing materials from publishers 
 

To access any proposal forms in MS Word format go to: 
InfoZone > Departments > Program Review 
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Textbook Improvement Procedure 

1. Completed proposal form is submitted to CurriculumImprovements@sjvc.edu for review 
60-90 DAYS before Program Review. 

FORM is located on InfoZone: Departments > Program Review > Document Center 

2. Textbook cost increase of 5% or more must be submitted by the curriculum department to 
the Senior Management Budget Committee for approval. 

3. Once approved, the proposal form is uploaded into eCourses for program members to 
review and discuss for a minimum of 25 DAYS. 

4. Curriculum department: a) orders sample materials for all involved campuses 

  b) informs all appropriate publishers of possible change 

  c) notifies Corporate Director of Purchasing to begin review 
      process 

5. After the review period, faculty will be given the opportunity to vote on the text for a 
minimum of 5 DAYS.   

6. Proposal is approved by a majority of faculty votes.  Voting results are posted in forum.  
Final approval can be dependent upon the level of faculty participation. 

 

Proposal Approved  Proposal Not Approved 

 
Corporate Director of Purchasing and 

Campuses are notified of textbook change. 
Textbook change is added to the ATL by 

week 2 day 3 of the next module. 

 

  

Proposal is returned to requesting 
party with feedback from curriculum 

department. 

 

Discussion on the text may continue. 

 

If a majority of faculty re-evaluate the 
decision, the proposal may be 

resubmitted. 
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Textbook Improvement Proposal Sample 
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Course Improvement Proposal (CIP) Procedure 

 

1. SUBMIT: Faculty members from any campus can initiate a proposal. Completed Proposal 
forms are submitted to the CurriculumImprovements@sjvc.edu 
 
FORM is located on InfoZone: Department > Program Review > Document Center 

Course proposals can be used for a variety of change requests; therefore, the procedure may differ depending on the 
request. The curriculum department will determine appropriate steps. 

 

2. VETTING: at Program Review (30 days) 

 The proposal is uploaded into the Program Review eCourses for program members to 
review through the designated discussion forum 

 The curriculum department will facilitate the forum discussion.  All faculty members in the 
program are encouraged to participate. 

 After discussion period, the curriculum department will initiate a vote  

 

3. APPROVALS:  

 Depending on the nature of the Proposal, approval by the Senior Management Budget 
Committee may be required 

 Proposals may be approved by faculty through majority vote when required 

 Some proposals can be directly approved by the Curriculum Department 

 

4. BUILD: from 2 to 60 days 

 Changes are communicated to all impacted campuses with an effective date 

 Curriculum department will coordinate the implementation of the changes 
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Course Improvement Proposal (CIP) Sample 
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Curriculum and Instructional Purchasing Overview 

Program constituents can propose new supply and/or equipment purchases for the program or 

campus that are not a direct result of the Program Review process by submitting the required 

documentation to the Curriculum department.  New purchases fall under two categories: Curriculum 

Purchase and Instructional Purchase. 

Curriculum Purchase 

A Curriculum Purchase is defined as NEW (not replacement) items requested by faculty specific to 

the student achievement of course and program outcomes and job placement.  To request NEW 

items, submit the completed Purchase Proposal form to CurriculumImprovements@sjvc.edu with 

the required supporting documentation 60-90 days before the scheduled Program Review. 

Instructional Purchase 

An instructional purchase is defined as NEW (not replacement) items requested by faculty to 

support classroom instructional techniques. Instructional purchases are not specific to any one 

program. 

Repair or Replacement of Supplies/Equipment 

If equipment is in need of repair or replacement, please inform your facilities manager through the 

Service Desk System and it will be repaired or replaced. These items have already been justified 

therefore no purchase proposal is necessary. 

Ongoing Replacement of Supplies / Consumables 

Replacement of ongoing consumable supplies will be processed through the Purchase Request 

System (PRS) on InfoZone. These items also have already been justified therefore no purchase 

proposal is necessary. 

Capital Budget Request 

A purchase costing more than $1,000 or having an estimated life span of two or more years requires 

a Capital Budget Request (CBR) and must also follow the purchase request policies.  For additional 

questions about purchasing, please refer to the Purchasing and Facilities Policies and Procedures 

Booklet found on InfoZone. 
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Purchasing Process 

 

Purchases 

 

Purchase Proposal and CBR (if required) are submitted to 
CurriculumImprovements@sjvc.edu 

Proposal form is uploaded into the Program Review eCourse for program members to 
review and discuss for 30 DAYS 

 

Proposal and CBR go to the Senior Management Budget Committee for final approval 

 

Upon approval curriculum department notifies the campuses and forwards approved 
proposal and CBR to Corporate Director of Purchasing for purchase fulfillment 

 

Selected equipment is then added to the approved program equipment listing 
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Purchase Proposal Sample: NEW Curriculum and Instruction Purchases 
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Program Improvement Proposal (PIP) Procedure 

 

1. SUBMIT: Faculty members from any campus can initiate a proposal. Completed Proposal 
forms are submitted to the curriculum department at CurriculumImprovements@sjvc.edu 

FORM is located on InfoZone > Departments > Program Review > Document Center 

 

2. VETTING: at Program Review (30 days) 

 Curriculum department gathers input from internal departments such as Academic Affairs, 
Academic Applications Administrator, Financial Aid, Admissions, Information Systems, 
Facilities, Associate VP, and any other affected campuses or departments.  

 External support documentation is gathered by faculty in collaboration with the curriculum 
department. 

 

3. APPROVALS:  may require up to 90 days 

 Proposal is submitted to the curriculum department for review in no more than 15 DAYS 

 If the program has an external accreditation body, the proposal will also need approval of 
the Director of Program Compliance, and will be reviewed in no more than (the same) 15 
DAYS 

 Proposal require submission to the Vice President of Academic Affairs for review and 
approval 

 Proposals may also require submission to Senior Management Budget Committee for review 
and approval 

 

4. BUILD: requires a minimum of 60 days before implementation: 

 Approvals and timelines are communicated to all impacted campuses 

 Faculty and curriculum department or designee build course outlines 

 Faculty and curriculum department revise/build common mastery assessments 

 Academic Application Administrator and Registrar(s) build program IDs and schedules 

 Curriculum department builds Curriculum Repository 

 Faculty choose ancillaries and textbooks  

 Curriculum department update all corresponding assessment plans 

 Curriculum department updates Catalog and marketing materials  

 Any faculty hiring and/or training will occur as directed by each campus Academic Dean 
with support from the Director of Instruction 

mailto:CurriculumImprovements@sjvc.edu


San Joaquin Valley College  
Outcome-based Program Review Handbook 

Revised: August 2018 Program Review Handbook Page 22 of 37 

Program Improvement Proposal (PIP) Sample 
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