


INSTRUCTIONS FOR NONCREDIT COURSE APPLICATION
The noncredit course application consists of two components:

· Application form CCC-456 and related instructions

· An attached course outline approved by the local curriculum committee in accordance with Title 5, §55002(c)(1) & (2) and §55002(a)(1).

Form CCC-456 consists of three sections:

a. Type of Application

b. Contact Information

c. Course Information

a) Type of Application:  New or Resubmission:  Check the appropriate descriptor that indicates the type of noncredit course application. The System Office must approve noncredit courses prior to being offered.  If approval is given, it is permanent; however, if a course is substantially modified, the course must be resubmitted on Form CCC-456 for approval.  Check only one box and fill in submittal date.  
b) Contact Information:  Please complete all information requested on the college and contact person. The contact person is the individual most able to answer curriculum questions about the course outline. 
c) Course Information:  This section provides related and supplemental information on the course outline.  The following instructions are numbered one through 13 to correspond to the numbers on the application form CCC-456.  Each item must be completed.
1. Course Title:  The course title should not exceed 75 characters; abbreviate words as needed.  The course title should accurately reflect the purpose of the course.  In addition, the course title should be the same as that listed in the college catalog, the noncredit course inventory of approved courses and the MIS Data Element Dictionary (#CB22).
2. Course Department Number:  The course department number may be a combination of numbers and letters used by the college to identify department name, course number and subject field. 
3. Local Approval Dates:  Enter the course approval dates by (a) the college curriculum committee and (b) the governing board of the district.  *Note: Both the local curriculum committee and the governing board of the district must approve the course outline prior to submission to the System Office.
4. Start Date:  Enter the year and term the college plans to offer the course to students and include the course description in the college catalog or addendum. 
5. Total Hours of Instruction:  Enter the total number of regularly scheduled hours of instruction that are normally required for students to achieve the course objectives.  Total number of hours should be sufficient to cover the course scope and breadth of topics.  If there is a range of hours, indicate a minimum and maximum.
6. Taxonomy of Programs (TOP) Code:  Enter the six digit code that identifies a discipline and the subclasses within the discipline using the most current edition of the Taxonomy of Programs Manual located at http://www.cccco.edu/divisions/esed/aa_ir/CREDIT/credit_refmat.htm.  See the following path for future reference: http://www.cccco.edu. Click on ‘About Us/Agency’ Academic Affairs Division, Instructional Programs and Services, Credit Program and Course Approval, Reference Materials.
7. Noncredit Eligibility Category Code:  Indicate the noncredit category that best describes the purpose of the course.  Only the nine noncredit categories listed below are eligible for state apportionment in accordance with California Education Code §84757 and reported to MIS as Data Element Dictionary #CB22.
	DED CODE #CB22
	NONCREDIT CATEGORY

	A
	English as a Second Language (ESL)

	B
	Immigrant Education (Classes for immigrants eligible for educational services in citizenship, English as a Second Language, and work force preparation classes in the basic skills of speaking, listening, reading, writing, mathematics, decision-making and problem solving, and other classes required for preparation to participate in job-specific technical training).

	C
	Basic Skills (Supervised Tutoring)

	D
	Health and Safety Education

	E
	Persons with Substantial Disabilities

	F
	Parenting

	G
	Family and Consumer Science (Home Economics)

	H
	Older Adults

	I
	Short-term Vocational Programs with High Employment Potential


8. Material Fees:  Enter the dollar amount.  Enter -0- if no material fees required.
9. Special Characteristics:  This includes unique characteristics about the course such as instructional delivery mode, learning environment or supplemental instruction.  Select the appropriate descriptor from the drop-down menu.
	Descriptor
	CHARACTERISTICS

	0
	Not Applicable

	Learning  Assistance
	Learning assistance is a form of supplemental instruction. Learning assistance can be a required component of another course for all students in that course; or the learning assistance is optional and is provided through an open entry/open exit course conducted pursuant to CCR, Title 5, Division 6, Chapter 9, Subchapter 2, Article 5 of §58164, which is intended to strengthen student skills and reinforce student mastery of concepts taught in another course or courses.

	Bilingual Instruction
	Bilingual instruction is a system of instruction that builds upon the language skills of a pupil whose primary language is not English or derived from English.

	Convalescent Setting
	The course is taught in a convalescent home, skilled nursing facility, residential care home, day care center or nursing home.

	Citizenship 
	Citizenship or civic education is taught as part of an English as a Second Language or basic skills course.

	Correctional Facility
	Course is taught either at or through a federal, state, or local correctional institution.


	Apprenticeship
	Related and supplemental instruction for apprenticeship and coordination of instruction with job experiences, upon agreement with program sponsor and Division of Apprenticeship Standards


10. Justification:  Briefly describe the primary method used to determine the need for this course.  For example, Labor Market Projections from Employment Development Department, employer survey, community or student interest survey, state licensing requirements or mandated certification.  (You will be allowed to enter a maximum of 500 characters in this field.)
11. Proposed Catalog Description:  Provide the statement used in the college catalog to describe the course.  (If the description appears on the course outline, write “See course outline”.) (You will be allowed to enter a maximum of 500 characters in this field.)
12. Proposed Class Schedule Description:  Provide statement used in the college’s schedule of classes.  (If the description appears on the course outline, write “See course outline”). (You will be allowed to enter a maximum of 500 characters in this field.)
13. Signatures:  Original signatures are required of the Chief Instructional Officer and Chair of the Curriculum Committee certifying that the course has been approved in accordance with Title 5, §55002(a) & §55002(c)(1) &(2).
Original signatures are also required of the Chief Executive Officer and, in the case of a multi-campus district by the Superintendent or Chancellor, certifying approval by the college/district local governing board in accordance with Education Code Section 70902.
Course Outline:  Please check to make sure three copies of the course outline are attached.  The course outline of record shall specify the scope, objectives, contents, instructional methodology, and methods of evaluation for determining whether the stated objectives have been met.
SEND ONE ORIGINAL AND TWO COPIES OF THE CCC-456 FORM AND THREE COPIES OF THE COURSE OUTLINE TO:
CALIFORNIA COMMUNITY COLLEGES SYSTEM OFFICE

INSTRUCTIONAL PROGRAMS AND SERVICES
1102 Q STREET, 3rd Floor
SACRAMENTO, CA  95814
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