Timeline and Responsibilities 

The Gen Ed Course re-certification process begins in August as soon as the General Education Committee Chair is selected.  The process is initiated by the Chair sending a letter to all affected Department Heads describing the re-certification process and requesting support.  The remaining process is outlined in Table I.

 Table I: Re-certification Process Timeline

	Time Period
	Action
	Responsible Party

	 August 
	Send letter to Department Chairs providing information on and requesting support for Gen Ed Course Re-certification process
	Gen Ed Committee Chair

	August – Early Sept.
	Assign Gen Ed Committee Members Gen Ed Course re-certification responsibilities
	Gen Ed Committee Chair

	Early September
	Send letter to Department Chairs reminding them of the Gen Ed Course Re-certification material needs and deadline
	Gen Ed Course Re-cert Liaison

	Fall Semesters
	Course instructors made aware of material needs for supporting the Gen Ed Course Re-cert Process and provide materials to the respective Dept. Chair
	Dept. Chairs of Re-cert Courses

	 Mid October
	Send letter to Department Chairs reminding them of the Gen Ed Course Re-certification material needs and deadline
	Gen Ed Course Re-cert Liaison

	December
	Provide Gen Ed Course Re-cert Liaisons requested materials
	Dept. Chairs of Re-cert Courses

	Early January
	Ensure received all necessary materials to review Gen Ed course for re-certification  If not follow-up with respective Dept. Chair
	Gen Ed Course Re-cert Liaison

	January to March
	Present Gen Ed course to Gen Ed Committee for re-certification
	Gen Ed Course Re-cert Liaison

	Early April
	Update Re-certification Status Spreadsheet

Notify Department Chairs of Re-certification Status
	Gen Ed Committee Chair


  

Gen Ed Course Re-certification Requirements

Material Should include: 


1. A syllabus* that meets General Education Syllabus requirements.  See (http://www.utc.edu/Administration/GeneralEducation/GESyllabus.html) 

2. Copies of major exams and major quizzes* 

3. Instructions for major assignments* (especially those that articulate the writing assignments required of students) 

4. Other significant handouts (such as grading rubrics) that emphasize the specific general education category guidelines 

5. Checklist Cover sheet A checklist cover sheet must be included for each packet of material.  There should be one packet of material for each course instructor.  This checklist cover sheet is available in Word format here. 

*required
