FOOTHILL COLLEGE
College Curriculum Committee
Procedure for Course Deactivation/Reactivation

Deactivation:

1.

Deactivation of a course must be agreed upon by the Division Curriculum
Committee and be documented in the Division CC Minutes. If the course is a
transferable course, you must also notify the Articulation Officer before
proceeding.

The faculty owner/author must determine whether the course is used as a
requirement or elective for a degree or certificate from another division, or if
the course is a current GE course”. If so, the appropriate division curriculum
reps and dean must be notified of the planned deactivation BEFORE proceeding.
Deactivation may be done in one of two ways:

a. The faculty owner/editor of the course may edit the outline in the C3MS by
changing the “Course Status” to Inactive and forwarding the course through the
division’s normal approval process or

b. The faculty owner/editor or the Division CC Rep may email the Division CC
Minutes to the Instruction Office Administrative Assistant giving directions to
inactivate the course. Please remember to indicate which quarter the course
will no longer be taught (i.e. the effective date).

The Division Curriculum Rep must report the deactivation to CCC.

The Curriculum Administrative Assistant updates the online Catalog and
Banner for the quarter indicated.

Deactivated courses will be held in the C3MS as “Inactive.”

Please be aware that inactive courses:

a. will continue to appear in the faculty’s access list,

b. will not print in any Catalog or Schedule,

c. may be viewed by anyone with access to the C3MS,

d. may be held “dormant” for three years, after which time they will be
RETIRED from the current C3MS but will ALWAYS remain in the archive.
Archived records can be accessed by the Instruction Office at any time, upon
request.

Reactivation:

1.

A course is eligible for reactivation once it has been inactive for at least three
quarters. If the division feels that there is a compelling reason to reactivate a
course in a period less than the three quarters, a formal request must be made
to the CCC.

Reactivation must be approved by the Division Curriculum Committee and be
documented in the Division CC Minutes.

Upon reactivation, the course must also be resubmitted for articulation if the
intent is for the course to be transferable.

* for help, contact your CCC rep, the Curriculum Administrative Assistant or your curriculum chair.
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4. After division approval, the Division Curriculum Representative must notify the
CCC.

5. Upon receiving the Division CC minutes documenting the approval, the
Instruction Office Administrative Assistant will contact the faculty author to
arrange the reactivation. The retired outline(s) will be sent to the faculty as a
PDF or a Word document (faculty preference), the faculty will be given editing
access to that course number(s), and they may copy and paste the information
into the outline template as appropriate.

6. The course(s) will then follow the regular approval process through the C3MS.
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