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I. Introduction  

 

The Academic Review Committee (ARC) is the standing committee of the Faculty Assembly 

charged with reviewing new course proposals, course changes, new program proposals and 

program revisions. ARC includes as voting members only faculty, one representative from each 

School and one representative from the Library. Therefore, it represents ñthe voiceò of faculty in 

the shared governance process. Other members of the committee include one representative from 

the following departments: Provost Office (usually the Vice Provost), Registrarôs Office and 

Center for the Student Success. 

 

It must be noted though that ARC is only one step of the curriculum review process, which 

otherwise include many stakeholders, such as Faculty Assembly Executive Committee, Provost 

Office, Board of Trustee, etc. 

 

The purpose of this manual is to serve as a guide in developing new courses and revising existing 

ones, as well as in developing new program proposals (graduate, major, minor, certificates) and 

revising existing ones. This manual is the work of current faculty members (AY: 2023 ï 2024) 

and builds on the previous versions of the manual and the work of many others who have served 

in the past. On the college webpage, it is posted a history of the manual and acknowledged some 

of our colleagues who have served and contributed to this document in the past.  

 

This update of the ARC manual reflects, in the first place, the implementation by the college of a 

new academic operation platform, the CourseDog platform. Second, in regards to new program 

proposals and revisions of programs, Ramapo College's curriculum review process must align 

with the standards, expectations and levels of scrutiny that the New Jersey Presidents’ Council 

(NJPC), through its Academic Issues Committee (AIC), will demand. While this has always been 

implied, it is now explicit. This approach will eliminate the need to revise submissions for state-

level review after Ramapo's internal process. 

 

The current ARC members who have contributed and endorsed this manual include: 

Catalin Martin (TAS -  Chair) 

Carol Bowman (SSHS) 

Mark Skrowronski (ASB) 

Samantha Wittenberg (LIB) 

Pinar Kayaalp (HGS) 

Meredith Davis (CA) 

Susan Hangen (Vice Provost) 

Jeneen Kelly (Registrarôs Office) 

John Yao (Center for Student Success). 
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II. Course Proposal Review and Approval Process  

A. Course Proposal and Revisions Narrative  

 

All proposals for new and revised undergraduate and graduate courses, as well as all credit-

bearing pre-

/fa/arc/
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Request 

 

Convener(s) WAC Dean(s) GECCo ARC Provost 

       

New Course X X* X X** X X 





/fa/gecco/
/fa/wac/
https://www.njpc.org/wp-content/uploads/2024/02/AIC-Manual-02.21.2024-FINAL.pdf
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New undergraduate minor  D D D  D D D D I 

New undergraduate 

concentration  

D D D  D D D D I 

New graduate concentration D D D D D D D D I 

New graduate degree program D D D D D D D D D 

New credit-bearing certificate* D D D (D)1 D D D D I 

New non-credit-bearing 

certificate* 

I I I I I I D D I 

D

 

/provost/policy/certificate-programs/


https://www.njpc.org/aic/new-academic-degree-programs/
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Feasibility Phase 

 

1. Develop a plan for your proposal:  

- The originators of the new program educate themselves about the requirements, the 

process and the timeline for developing a new program. This should be the first step in 

assessing the feasibility of the new program and should help planning the development of 

the proposal. A good start should be the current ARC checklist. 

- Gather early on the data required for the feasibility checklist (see Section B). 

 

2. Share the proposal information: Except for certificates provided by through a third-party 

vendor and with no school affiliation, the originator shares the proposal with the relevant 

convening group, unit curriculum committee, unit council, and dean for feedback.  

- Follow closely Steps 1 and 2 of the Feasibility Phase of the ARC flow chart above. 

- Deans and Conveners, make sure to consult all stakeholders involved, following closely 

the Provost guidelines for curriculum review. 

 

3. Submit the program for feasibility review: The components of the feasibility checklist in 

Section B below are now embedded into the online platform (CourseDog). Therefore, the 

checklist form in Section B should only serve as a guiding tool, no hardcopy form with 

signature(s) is necessary. 

1. Feasibility 
Phase

Faculty, Conveners and/or Deans discuss the new program idea and collect the data required. Communication with other Schools that may be involved 

and/or affected by the new program is highly recommended. Consultation with the Provost Office will also help understand the administration’s overall 

optics of the new program. If there is compelling evidence for the merit of the new program, and most parties involved view it positively, the work on 
preparing the proposal can start.  

Make sure to study carefully the AIC document: STANDARDS FOR NEW ACADEMIC DEGREE PROGRAMS/FORM FOR INSTITUTIONS SUBMITTING 

PROPOSALS: https://www.njpc.org/aic/new-academic-degree-programs/

1. Convener(s) ensure that the proposal was collectively reviewed and holds a vote on the proposal, before signing it through the online system.

2. Unit Curriculum Committee (UCC), if it exists, review the proposal. If the unit does not have a UCC, the Dean ensures that the proposal is shared and 
reviewed across the School(s), well in advance of the vote at unit council meeting. Dean approves the proposal through the online system.

Proposal advances to the Provost Office for feasibility review. Graduate Programs also need the approval of the Gr
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a. All new programs: the Provost makes the final determination of feasibility. The 

proposal will only move to the next step if the provost approves it. 

b. A certificate program provided by a third-party vendor requires no further approval: 

the Provost will notify the Board of Trustees of this program.  

 

4. Prepare the full proposal package: It must be understood that once the provost signs the 

feasibility checklist online, the proposal directly advances to ARC for review. At this 

stage, ARC expects a full proposal package, following Section C of this Chapter. It is 

imperative that the proposal package is complete, including all the documentation 

and data required for external evaluation, at the state level. It is the responsibility of 

Deans to vet the proposal for its completeness, and to ask conveners and faculty for 

all missing items before the proposal moves to the Curricular Phase.  

 

Curricular Phase 

 

Internal Approval 

 

1. Consult with the Vice Provost: Once the Provost approves the program for feasibility, the 

originator reviews the steps in this phase with the Vice Provost, who constructs a 

tentative timeline. Understanding the timeline is crucial. Some internal bodies (e.g., 

Faculty Assembly) and external bodies (e.g., NJPC) have predetermined meeting 

https://www.njpc.org/aic/new-academic-degree-programs/
https://www.njpc.org/aic/new-academic-degree-programs/


 

https://www.msche.org/policies-guidelines/


 13 

  Programôs anticipated enrollment from launch to optimal level  

  Additional resources needed for the first five years   

 Program budget (graduate program only) 

C. Preparing a New Degree Program Proposal 

 

A new program proposal may be initiated at different levels of the college (convening group, 

unit, graduate council, provost office, etc.), by various people (faculty, conveners, deans, 

program directors, vice provost or provost). Regardless of its origins, the development of the 

new program proposal should be a highly collaborative and an openly communicated and shared 

process. 

 

1. According to the ARC Chart, the first requirement for a proposal package is the 

Feasibility Phase Checklist (FPC), electronically signed by the provost. 

 

2. Along with the signed FPC, ARC needs to receive a package containing data required in 

the Section II. A 1. Steps in the Process of the AIC Manual. Specifically, the package 

needs to include the following (listed exactly as in the AIC Manual): 

 

a. Institutional Review of New Academic Degree Program Standards  

Complete the Standards for New Academic Degree Programs form provided by the AIC, 

which can be found on the AIC website https://www.njpc.org/aic/, and address the program 

standards outlined in N.J.A.C. 9A:1-2.10 through 2.14: sufficient academic quality, sufficient 

evidence of labor market demand for the program, duplication with comparable programs of 

study in the State, and whether the proposed new program will require significant additional 

State resources. Institutions should provide as much evidence as possible to demonstrate the 

new academic degree program meets the four standards as outlined in N.J.A.C. 9A:1-2.10 

through 2.14. Please write ñN/Aò for items that are not applicable.  

 

Note: The Standards for New Academic Degree Programs is a fillable form, which will be 

downloaded from: https://www.njpc.org/aic/new-academic-degree-programs/ 

 

b. 1) A cover letter using the template provided by the AIC on institution letterhead.  

https://www.njpc.org/aic/new-academic-degree-programs/
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