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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

mailto:CurriculumImprovements@sjvc.edu
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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 

 

mailto:CurriculumImprovements@sjvc.edu
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Course Improvement Proposal (CIP) Sample 
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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
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Program Improvement Proposal (PIP) 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 



Purchasing Requisition 

Ordering Procedure  

The Corporate Director of Purchasing – CDP is responsible for college wide procurement policies and 
procedures for all hard line products and services. This includes price negotiation, vendor selection, 
supply chain management and light maintenance service programs. The CDP in cooperation with 
SJVC’s campus Facility Managers, are charged with maintaining and distributing supplies and services 
to all campus locations in a time sensitive and efficient manner.   

 I have a supply need now what ? 

Section 1: New Purchase Request for Lab or Office Supplies 

1. Check stock availability with your facilities manager prior to generating a new purchase

request for supplies.  If no stock exists, proceed to step two.

2. Generate new electronic Purchase Request form. Please see step-by-step instructions. Once

your purchase request form has been properly filled out and submitted it will be assigned a

service desk ticket number and sent to your campus director for approval. Once approved

your request will be dispatched to your facilities department for fulfillment. That’s It!  It

takes approximately 24-72 hours before you will receive your requested supplies.

NOTE: All new purchase requests must have prior written approval from your campus director 

and/or supervisor before a purchase order can be issued. 

NOTE: College credit cards are prohibited for use in purchasing regular classroom supplies and 

services. These would include: a. Textbooks, b. Consumable supplies c. Testing materials and services 

of any kind. 

NOTE: The Facilities Manager is responsible verifying all physical inventory levels prior to 

vendor order placement.  

Section 2: New Purchase Request for Capital or Non-Capital Equipment or Furnishing Items 

1. All Capital and Non-Capital equipment and furniture are purchased exclusively by the CDP.

2. Check stock availability with the CDP prior to generating a new purchase request.  If no

stock exists, proceed to step three.

3. Generate new electronic Purchase Request. See access and Step-by-Step instructions. Once

your purchase request form has been properly filled out and submitted it will be assigned a

service desk ticket number and then forwarded to your campus director for approval and

the CDP and controller for review and fulfillment. Delivery time will vary and is dependent

on justification, budget scheduling and/or senior management approval.

 Continued: 

https://iz.sjvc.edu/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Procedures/Step-By-Step%20PRS%20Instructions.docx
https://iz.sjvc.edu/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2006.%20Purchasing%20CBR%20Policy.doc


Section 3: Request Purchase for Curriculum  Capital Budget Request Items 

All equipment items categorized as capital, or non-capital equipment, is purchased through the 

corporate office utilizing Section 2 of this policy.  

1. All order requests for new capital and or non-capital categorized equipment, which is

intended for curriculum use, must be introduced through a curriculum program review.

2. Generate new electronic Purchase Request. Please see Step-by-Step instructions. Once

your purchase request form has been properly filled out and submitted it will be assigned a

service desk ticket number and then forwarded to your campus director for approval and

the CDP and controller for review and fulfillment. Delivery time will vary and is dependent

on justification, budget scheduling and/or senior management approval.

Section 4: Ordering Guidelines for Information Technology Software, Hardware and 

Licensing, Curriculum and Non-Curriculum    

All information technology software and hardware is purchased through the corporate office 

and cannot be purchased at the campus level without the express approval or knowledge of 

corporate information services department. 

1. Generate new electronic Purchase Request. Please see Step-by-Step instructions. Once

your  purchase request form has been properly filled out and submitted it will be assigned a

service desk ticket number and forwarded to your campus director for approval and then

to the Corporate Director of Information Services – CDIS for review and approval. Once the

CDIS has approved the request it will be sent to the CDP for fulfillment. Delivery time will

vary and is dependent on justification, budget scheduling and/or senior management

approval.

Section 5. Purchasing - Vendor Register Listing 

The Purchasing department has established a Vendor Register Listing for use at all facility 

locations. A registered vendor is one that, at a minimum, meets many of the vendor selection 

criteria (i.e., pricing, billing terms, order fill rate, return goods policy, etc.) established by the 

Corporate Purchasing Department. 

The Vendor Register Listing is limited to those vendors most commonly utilized by the college and 

does not include every vendor in the college vendor database. A goal of the Corporate Purchasing 

Department is to reduce the number of vendors used by the college in order to leverage our buying 

power, thus receiving goods and services at greater discounted prices. 

The Vendor Register Listing will be updated regularly, as the Purchasing department is continuously 

negotiating with current and prospective vendors. Vendors not appearing on the Vendor Register 

Listing may not be used until they are approved by the Corporate Purchasing Department. Vendors 

can be added to the listing by processing a New Vendor Request Form and submitting it to the 

Corporate Purchasing Department. The New Vendor Request form can be obtained in the Info Zone 

Purchasing Site Location. 

New Vendor Request Form 

Continued: 
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Section 6. Purchasing – Electronic Vendor Account Creation 

In conjunction with Section 5 of this Procurement Policy/Procedure. The Corporate Directors of 

Purchasing and Controller maintain authority for the purposes of establishing new electronic vendor 

accounts for any purpose.  

Employees are prohibited from establishing new electronic vendor credit or charge accounts with 

new or existing vendors for any purpose. 

New electronic vendor accounts can be established by having the campus Facilities Manager 

process a New Vendor Request Form and submitting it to the Corporate Purchasing Department. 

The New Vendor Request form can be obtained in the Info Zone Purchasing Site Location. 

https://iz.sjvc.edu/sites/facilities/Services%20%20Resources/Purchasing%20-%20Forms/Form%2023-A.%20New%20Vendor%20Request%20Form.xls


New PRS  
User Instructions 

This instructional overview will show you how to submit a new PRS Request, save an Order template 
and recall an order template to submit a new request. 

1. Once you access the PRS, you can begin creating
a new request by clicking on New Request.

2. From here, you will choose Create New Request.

3. In the New Request form, you will begin by
typing in the Vendor. For this example we will use
Staples Business Advantage.
Following this by selecting a Ship To: location from
the dropdown menu.

The Project ID field is not a required field. You will 
enter a Project ID if your Purchase Request is in 
regards to a Project from the Project Site. 

Moving down, you will provide a Category and 
Subcategory. Lastly, you will provide a Required By 
date. 



4. On this next screen, you will begin typing into the
Item Code field either the vendor item number of 
the item description.  The field will populate a drop 
down menu with all approved items matching the 
characters you have entered. 

Please note: The PRS only provides for the 
purchase of approved items. 

Provide a Quantity for the item and choose Add 
Item. This will add your item to your Request. 
Repeat this until you have listed all the desired 
items. 

5. After you have added items to your Request, you
may remove them one row at a time by choosing 
Remove. 

6. At this point in making the Purchase Request,
you may choose to Submit the request, Cancel the 
request or also Save As Template. This will allow 
you to recall this information in the future and place 
another Purchase Request using this information. 

Choosing Submit will bring up a confirmation box 
and then will submit your Purchase Request. 

7. When your Purchase Request is successfully
submitted, you will get this pop up box display for 
you. 

In addition, you will also receive an email 
confirming that your Purchase Request has been 
submitted. 



8. After you submit your order, you can track them using the Dashboard in the PRS.

9. From step 6, if you choose Save As Template, you
will be taken to a screen where you will be asked to 
provide your template a name. 

Once you provide your template a name, select 
Submit. When you choose Submit, you will get a 
confirm message to confirm you’d like to submit. 
After you do so, you will get a message that your 
template was saved successfully. 

10. You can create a new Purchase Request using a
saved template. To complete this, choose New 
Request from the upper navigation and then select 
Choose From Template. 

11. Select a template from the dropdown menu and
then select Insert. 

12. This will take to Step 6 where you can select
Submit, and then confirm your Purchase Request. 



13. From the Dashboard, you can also view your Rejected Purchase Requests. To pull up an individual
request, select View from the left hand side of the Purchase Request.

14. You are be able to view all of the information for the rejected Purchase Request and if you’d like to
Resubmit it, you can click on Resubmit. 

15. Once you have sucsefully submitted your PRS requests it will travel through an approver workflow
process. 



CBR 
Capital Budget Asset Request Policy 

1. Curriculum Item Requests - Please follow steps outlined in section 24.

Curriculum Purchase Requisition Form

2. Non-Curriculum Item Requests – Please follow steps outlined in Section 25. Non-

Curriculum Purchase Requisition Form

CBR DEFINITION 

Capital / Non-Capital Designation Rule 

Definition:  Non – Replacement Capital Furniture or Equipment Items 

Defined as any single item or project purchase costing more than $1,000 and or having 

an estimated life span of three or more years. 

Capital & Non-Capital Supplies, Equipment & Services

Non disposable, electrical powered, LCD projectors Desks

non-electrical powered, classroom and Computer towers Chairs

non classroom equipment and or fixtures Computer screens File cabinets

UPS units Class room tables/chairs

Printers Patio equipment

Copy machines Printer stands

Fax machines AV carts

Video Conf units LCD carts

DVD VCR players Specialty furniture

Smart Boards File cabinets

TV's Podiums

Ele. comm devices Printer stands

Misc computer Equip Copy mach stands

Postage machines Laptops

Definition:  Non - Capital Equipment / Supply Item 

Defined as any single or multiple item purchase costing less than $1,000 

and which may not have an estimated life span of not more three years. 

Non-Capital Supplies and Equipment

 Purchase Authority Schedule

Disposable  lab supply items Paper supplies Text books

used in the classroom Writing supplies DVD disks  

Desk supplies VCR tapes

Toner / Ink cartridges Library magazines

Ele pencil sharpeners Library journals

Food supplies

Kitchen supplies

https://iz.sjvc.edu/sites/facilities/_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2024.%20Curriculum%20Purchase%20Proposal%20Form%202014.doc&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
https://iz.sjvc.edu/sites/facilities/_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2025.%20Non-Curriculum%20Purchase%20Request%20Instructions.docx&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1
https://iz.sjvc.edu/sites/facilities/_layouts/WordViewer.aspx?id=/sites/facilities/Purchasing%20%20Facilities%20Documents/Purchasing%20Policies%20and%20Procedures/Policies/Section%2025.%20Non-Curriculum%20Purchase%20Request%20Instructions.docx&Source=https%3A%2F%2Fiz%2Esjvc%2Eedu%2Fsites%2Ffacilities%2FPurchasing%2520%2520Facilities%2520Documents%2FForms%2FAllItems%2Easpx%3FRootFolder%3D%252Fsites%252Ffacilities%252FPurchasing%2520%2520Facilities%2520Documents%252FPurchasing%2520Policies%2520and%2520Procedures%252FPolicies&DefaultItemOpen=1&DefaultItemOpen=1


CBR JUSTIFICATION CRITERIA 

Curriculum / Non-Curriculum 

New Furniture, Lab Equipment, Maintenance Projects 

Submittal Criteria Check List: 

All requests for proposed evaluation and possible acquisition for the categories below will be 
subject to a defined SJVC Justification Criteria.   

1. Curriculum = Non replacement new type furniture and equipment requests
2. Non-Curriculum = Non replacement new type furniture and equipment requests
3. Miscellaneous = Capital maintenance, remodel and revitalization projects

4. Formal written justification which would include the following:

a. Equipment Description, Model, and part number information.
b. Vendor information, address phone, fax, e-mail and or website information.
c. Current price information.

5. All requests required to be submitted 60 days prior to scheduled program review date.

6. Campus Director Approval for all application requests.

 Written analysis outlining exact scope of requirement needs, i.e., purpose, market use
trends, technology application change and obsolescence, competition use comparison.

 Senior management and or ownership recommendation. ( If Applicable )

 Advisory Board recommendations. ( If Applicable )

 Extern site evaluation recommendations. ( If Applicable )

 Program self-study reviews and recommendations. ( If Applicable )

 Accreditation site inspection reviews and recommendations.   ( If Applicable )

Ralph Ortiz 

SJVC Corporate Director of Purchasing 
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