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	*If you are revising a course of study, complete Phases 1-3
*If you are writing a new course of study, complete Phases 0-4
	Revised Courses
	New Courses

	Phase 0:  Proposal and Justification
· Preparer(s) complete the New Course Proposal
· Preparer(s) complete New Course Proposal Checklist and Endorsement
· Preparer(s) submit to Curriculum Council for Feedback and Approval 
· Asst. Superintendent will bring to Superintendent’s Cabinet
	
	

	Phase 1:  Course of Study (use Course of Study template)
· Teacher Leaders coordinate the review and revision of courses in accordance with the district’s Curriculum Cycle, and will update it annually.
· Teacher Leaders help identify individuals to participate in course drafts (new or revised), ideally ensuring representation from all schools who plan to offer the course.
· Preparer(s) develop a course of study (new or revised) for review using the Course of Study Template as a guide.
· Preparer(s) elicit feedback from members of the district department. 
	
	

	Phase 2:  Review and Approval
· Preparer(s) submit the course of study draft to the Curriculum Council for review, keeping district department teacher leaders and principals informed.
· The Curriculum Council provides feedback to the preparers.  
· Preparer(s) revise the course of study based on feedback. 
· Once revisions are complete, the Curriculum Council brings the course of study forward to the Board of Trustees for consideration.
	
	

	Phase 3:  Communication and Next Steps
· Department of Educational Services uploads board approved courses of study to the district website, and disseminates to site administration and counseling departments for inclusion in course guides.  
· If applicable, preparers coordinate with Educational Services to ensure submission to University of California A-G, in accordance with timelines. 
· If applicable, Teacher Leaders submit requests for new instructional materials in accordance with process and timelines. 
	
	

	Phase 4:  Reflection
· Upon completion of one year of new course implementation, preparer(s) provide a reflection to the Curriculum Council on successes, areas for improvement, and planned adjustments, to include student, department, and counselor feedback. 
	
	






