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Flow of the Approval Process for Academic, Curriculum, and Catalog Changes 
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Step 1:  
Department program areas discuss and propose relevant academic program, curriculum, 
catalog changes or new degree/certification proposals organized by relevant forms: 
 
A. New Degree/Certification Proposal—Graduate or Undergraduate, Info on next page. 
B. Catalog Changes—University Forms 
C. Other Changes—COEHD Other Changes Summary Form  
 
COEHD ROUTING FORM—DAPCC representative initiates the COEHD Routing Form.  

Step 2:  
All proposals are brought to the department for approval. Departments decide on 
their own approval process. DAPCC signs Routing Form signifying DAPCC approval.  
 
Department chair signs Routing Form signifying department-level approval. 
  

Step 3:  
Department chair submits all documents to the relevant Associate Deans Office 
and the CAPCC Chair.   Associate Deans/CAPCC chair review and forward to 
CAPCC when ready. 

Step 4:  
CAPCC members review proposals. The committee 
by majority vote may either (a) approve the proposal 
as is, or (b) request more information.   

Step 5—If Proposal is Approved:  
CAPCC chair signs routing form and submits to 
relevant associate Deans their recommendations 
moving forward.  
 
CAPCC may—approve as is or approve with minor 
suggested changes.    

Step 5—If CAPCC has Questions/Concerns: 
 
CAPCC chair summarizes relevant questions/issues 
and submits them back to originating department 
(informing both the Chair and DAPCC representative). 
 
Departments respond accordingly and resubmits 
information at STEP 3 above.    

Step 6—If CAPCC continues to have concerns: 
CAPCC chair summarizes relevant questions/issues and submits them back to 
relevant Associate Dean(s) and Department Chairs. 
 

Associate Dean(s)/Dean approve and forward 
 



   

COLLEGE OF EDUCATION AND HUMAN DEVELOPMENT 
Categories of Changes 

 
A. New Proposals 

Undergraduate: Departments who want to submit new program proposals (certificates, BA, BS) 
should contact the Associate Dean of Undergraduate Education in COEHD for college-level 
instructions and steps. Information regarding university level procedures and forms for 
undergraduate programs can be found online: https://graduateschool.utsa.edu/faculty-
staff/developing-degree-proposals/  
 
Graduate: Departments who want to submit new program proposals (certificates, masters and 
doctoral) should contact the Associate Dean of Graduate Education in COEHD for college-level 
instructions and steps. Information regarding university procedures and forms can be found online 
for degree proposals: https://graduateschool.utsa.edu/faculty-staff/developing-degree-proposals/  
 
And for graduate-level certificate proposals:  https://graduateschool.utsa.edu/faculty-
staff/developing-a-certificate-program/ 

 
Certification/Licensure: Departments who want to submit changes to certification or licensure 
programs should contact the Associate Dean of Professional Preparation, Assessment, and 
Accreditation along with the respective undergraduate or graduate dean in COEHD for college level 
instructions and steps. All proposed changes must be accompanied with a curriculum map 
demonstrating alignment with respective certification or licensure standards.  

 
B. Catalog Changes  

Every other year the graduate/undergraduate catalog undergoes revisions as organized by the 
University system. Appropriate forms are distributed by University Officials.  

a. Deadlines for all college-level approvals are to be completed as of January of the year 
under consideration. 

b. Undergraduate Catalog (2018-2020) is under revision during the 2018-2019 Year 
(changes due by January 2019). 

c. Graduate Catalog (2018-2019) will be under revision during 2019-2020 Year (changes 
due by January 2020). 

d. Suggested Set of Deadlines Catalog Changes 
i. September – November, departments work on summarizing and detailing all 

changes submitting these to the regularly scheduled CAPCC November meeting.  
ii. November – December, departments respond to any clarifying questions/issues 

and resubmits all materials to the regularly scheduled CAPCC January Meeting. 
 

C. Other Changes (Academic policies, curriculum, coursework): 
Departments may want to propose changes during an off-catalog cycle year to address pressing 
issues when they are identified or initiated by other entities. For example,   

a. Departments may need to make changes to comply with external pressures 
(accreditation agencies). 

b. Departments may want to make modifications to programs, courses to correct or 
redirect errors in the catalog once identified.  

c. Departments compile their documentation and submit forms and all relevant approvals 
to a CAPCC regularly scheduled meeting.  

d. Departments must re-submit approved changes during catalog change cycle to ensure 
changes are reflected in the current catalog.  
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