
Course Adoption Forms (CAFs) & Instruction Council Review 
 
Instruction Council Review 
 

a. All substantive CAF additions or edits are sent to Instruction Council to be 
reviewed and approved.  
 

b. To accommodate curricular innovation, the current Instruction Council 
meeting schedule permits courses to be offered once prior to their approval. 
 

c. Before a CAF proceeds to Instruction Council, it will be signed by the 
department coordinator, division chair, and dean, indicating their review and 
approval. 
 

d. Instruction Council will review only those CAFs that contain a substantive 
change, including: 
1. New courses   2.  Credit changes 
3. Prerequisite changes  4.  Distribution changes 
5. Substantial rewrites of course content 
 

d. Instruction Council will not be required to review: 
1. Updates     2.  Footnotes 
3. Minor title or course description changes 4.  ABE/Non-credit courses 
5. Distribution of contact hours  6.  Quarters the course is offered 
7. Course capacity    8.  Course deletions 
9. Continuous/Sequential enrollment information 
 

e. Instruction Council will review CAFs three times a year (fall, winter and 
spring) prior to the printing of the quarterly, so that, whenever possible, 
courses and course information are approved by Instruction Council. 

 
Timelines: 
Since the Council will meet quarterly, approval of new-course CAFs generally will 
follow the same timelines as needed for publication in the quarterly schedule. 
Courses can be submitted and scheduled prior to approval, but wherever possible the 
CAFs will be forwarded to Council for approval before students register for them. 

 
When there are extenuating circumstances requiring a quick start-up, courses may be 
offered once without Council approval.  If such courses are for AA distribution, the 
dean will consult with affected division chairs if there are potential conflicts/overlaps 
in course content. 
   

f. Instruction Council will continue to focus on screening for course duplication 
or conflict. Barring such concerns, the presumption will continue to be that the 
department, division, and dean’s approval is generally adequate.  

 
 


