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Purpose

The purpose of this procedure is to establish the method and schedule for the preparation, production and
publication of the annual College Catalog.

The catalog is a compendium of information and is not a definitive statement of official rules, or an
irrevocable contract between the College and its students. Official rules and policies as reflected by the
catalog are maintained in the District Board of Trustees' Rules, Florida Statutes, and administrative
procedures.

Procedure

A. Responsibility for Catalog Preparation and Production: Curriculum Services, Student Services and
the Marketing and Communications departments have overall responsibility for ensuring that the
catalog is planned, prepared, and published in the most efficient and cost effective manner available
consistent with the College's resources and capabilities, and in consideration of available technology
and the costs of preparation.

B. Publication Component: Curriculum Services and the Marketing and Communication departments are
responsible for the publication component of the catalogs. The Director of Curriculum Services, in
partnership with the College Registrar, will prepare an annual publication schedule or timeline and
will share that schedule with the relevant departmental leadership and other staff, as appropriate.

1. The publication schedule will include the following items:

a. Notification to all appropriate departmental leadership and staff regarding the publication
schedule and administrative assignments for review, modification and verification of accuracy
for assigned sections of the catalog; and

b. Publication of the catalog to the appropriate areas of the College’s web domains.

2. The assigned administrator is responsible for the accuracy and verification of all catalog
information in the assigned section.

3. If subject matter in the catalog includes material existing in a Board Rule or administrative
procedure, the content must be in compliance with Board Rules and administrative procedures.
Catalog statements that reference Board Rules and administrative procedure should be
easily understood and should accurately paraphrase rules and procedures. In the event of a
discrepancy, the Board Rule or administrative procedure is the official document of record.

4. Updating of all curricula or course and program information for the catalog is the responsibility of
the Curriculum Services department. The source materials for the updates are the curriculum
proposals, which are completed via the appropriate curriculum processes.
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a. Courses are removed from the curriculum section of the catalog according to established purge

procedures.

b. The appropriate deans and program managers will examine their respective programs of study
and advise the Curriculum Services department of apparent errors or desired modifications to

non-official program descriptions.

c. After the publication of the catalog, Curriculum Services will work on a case-by-case basis
with faculty and academic administrators who request mid-year edits to the pages of their
respective educational programs. To maintain the integrity of the curricular and academic

content of the published catalog, faculty and academic administrators will be asked to

minimize such requests to the greatest extent possible.

5. Updating of non-curricular and non-academic content for the College catalog is the responsibility
of the Student Services department. The source materials for the updates will come from the
appropriate divisions within Student Services and will reflect the most recent APMs and/or

College Policies. The College Registrar will assure that updates are collected from the appropriate

Student Services leaders and that those updates are reflected in the final publication. Moreover,
the College Registrar will determine if and when mid-year edits will be made to the Student

Services sections of the catalog post-production.

REFERENCES: F.S. 1001.64, 1001.65, 1007.24, SBE 6A-10.0331
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