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A.   Background and Purposes of the WECM
Prior to 1994, Texas community and technical colleges independently designed workforce education courses and programs primarily to serve the needs of a localized area and constituency.  As a result, the state inventory of workforce education courses consisted of thousands of disconnected components of varying lengths, outcomes, credit awards, and funding arrangements.  Assessing the impact of such courses on the statewide needs of business and industry or the needs of students in the pursuit of well-paying jobs was difficult.   Thus, to provide for high-quality and consistent workforce education, the Texas Higher Education Coordinating Board (THECB) approved a three-year project in 1995 for development and implementation of the Workforce Education Course Manual (WECM).  

The WECM is a web-based inventory of current workforce education courses available for use by Texas public two-year colleges.  The courses are grouped by subject according to the Classification of Instructional Programs (CIP) codes published by the National Center for Education Statistics (NCES).  Since 1998 other WECM projects have assured currency of WECM courses and guidelines, as well as opportunities for the professional development of college faculty and administrators.  All WECM projects have been supported by the collective skills and talents of college administrators, instructional specialists, and business and industry representatives and have been funded through the Carl D. Perkins Act.   

The purposes of the WECM are to:

· contribute to the quality and consistency of workforce courses; 

· provide Texas colleges increased assistance and flexibility in responding to employer needs; 

· enhance the portability of credits and credentials for students; 

· provide increased access for students to workforce education degrees and career advancement for students;

· facilitate articulation with other providers of education at both the secondary and post-secondary levels; and 

· incorporate industry-established skill standards into Texas workforce education.
WECM policies and guidelines are updated annually through the WECM Leadership Advisory Committee.  The Committee is comprised of experienced workforce education leaders from small and large colleges in different regions of the state. These administrators have worked with a full range of Semester Credit Hour (SCH) and Continuing Education (CEU) workforce education programs and courses and have participated in the implementation and maintenance of WECM.  
B.   Development and Organization of WECM Courses
The WECM is organized by six-digit CIP codes that represent instructional program codes, titles, and descriptions for academic and occupational programs offered at postsecondary levels.  The THECB assigns CIP codes and rubrics to courses for the purpose of classifying, recording, and reporting statistics for workforce education courses.  The CIP codes or rubrics are not intended to drive the choice of SCH or CEU course offerings but to serve as a guide once a college has identified the learning outcomes for a course and/or program. 

Courses with different CIP codes may be included in an approved program.  The decision to use a WECM course should be based primarily on the intended learning outcomes of the course rather than the CIP code or rubric. 

To assure success of a workforce education course, universally accepted course design practices must be considered prior to offering a course, including:  identifying qualified faculty, designating appropriate prerequisite courses (if applicable), establishing pre- and post-assessment strategies, choosing instructional delivery systems, and designing evaluation strategies.

C.  Explanation of Course Entries
WECM SCH and CEU courses are designed with an array of course options and are governed by consistent protocol.  Courses allow flexibility for colleges in awarding certificate and degrees and in responding to the immediate needs of students, business, and industry.  Both SCH and CEU courses provide an opportunity for students to obtain skills, knowledge, and behaviors needed for career exploration, entry, and specific job upgrades.  An explanation of SCH and CEU course options and protocol follows:

Learning Outcomes:  Learning outcomes are the distinguishing feature of each WECM course.  Minimum learning outcomes are intended for student attainment of specific competencies and are meant to be taught and measured for the award of either SCH or CEU.  Colleges must not eliminate but are encouraged to enhance or add learning outcomes.  Enhancements or additions must not be so extensive that they result in a substantially different course.  Local need or business/industry standards, state/national credentialing requirements, employer-defined skill requirements, national industry-defined skill requirements or standards, and/or Texas Skill Standards Board (TSSB) recognized skill standards may serve as resources for enhancement or addition of learning outcomes.

Course Description:  Course descriptions provide an overview of course content or subject matter.  Colleges must use the complete WECM course descriptions for all SCH courses and CEU “mirror” courses, but they may enhance or add to the course descriptions as long as the enhancements are consistent with WECM-approved learning outcomes.  The enhancements must not be so extensive that they result in a substantially different course.  Colleges may revise the description of a course offered only for CEU provided that the integrity and intent of the course remains intact and the description is consistent with WECM-approved learning outcomes. 
Contact Hour Range:  Each SCH course in the WECM has a suitable range of contact hours necessary to master minimum learning outcomes and to afford each college a choice of instructional strategies via lecture/lab components.  SCH courses are assigned contact hour ranges based on the ratios outlined in Table 4-1 of this Chapter.  Colleges must follow the established ratios for credit and contact hour assignments.
A CEU course with fewer than 7 contact hours of instruction will not receive state funding unless the specific type and length of instruction are required by local, state, or national licensing, certifying, regulatory, or accrediting agencies.  The requirements for adding a course with fewer than 7 contact hours are discussed later in this chapter.  No lecture/lab CEU course can have more than 176 contact hours. CEU external learning courses must follow the same contact hour limits as the SCH external learning courses
Suggested Prerequisite:  If instructional specialists at a WECM Course Review Workshop agree on a course prerequisite, a specific list of prerequisite course(s), skill(s), or knowledge is included in the description.

Course Level:  The course level indicates whether the course is introductory, intermediate, or advanced, as recommended by instructional specialists.  The first digit in the course number specifies the course level, as described below in the section titled “Course Rubric and Number.”

Course Title:  The published WECM title for SCH courses must appear in college publications and on transcripts.  For CEU courses, workforce marketing titles may be used to better describe the nature of the courses being offered.  For CEU courses, workforce marketing titles may be listed in transcripts.  However, all CEU mirror courses must use the published WECM title for the course.
Course Rubric and Number:  Rubrics (prefixes) provide a common set of unique course designations for each occupational discipline.  Each four-letter rubric (e.g. DFTG) identifies a cluster of skills and knowledge to be used in determining both course equivalency and degree applicability for transfer on a statewide basis.   Using a common rubric will enable students to link their portfolios of skill attainment to the occupational needs of business and industry. However, the rubric does not identify the only discipline eligible to use a course. Courses should be chosen based on course descriptions and learning outcomes, not on rubrics. Any program may involve courses with several different rubrics as long as the course content is appropriate.
The four-digit number after the rubric indicates the course level, the SCH and/or CEU value, the course type, and the suggested sequence.

· The first digit identifies course level.  For SCH and CEU courses, an introductory course is denoted by a “1,” and an advanced course is denoted by a “2.” An intermediate course may be denoted with either a “1” or a “2.” 

· The second digit defines the SCH or CEU value.  For example, a “3” indicates a three SCH course and a “0” denotes a non-credit course (that is, a CEU course.)  Courses must follow the established ratios discussed in Chapter Three. Approved contact hour and credit hour combinations can be found in Table 4-1 of this chapter.  The number of Continuing Education Units (CEU) awarded is calculated by setting ten instructional contact hours equal to one CEU.


The third and fourth digits establish the type of course and course sequence.  


00-59  
      Lecture-Lab


60-63 

Clinical


64-69 

Practicum


70-79 

Local Need


80-85 

Cooperative Education


86-89 

Internship


90-99 

Special Topics

For both SCH and CEU courses, the published WECM rubric and number must be used in official college publications.
  
D.  Using the WECM 
1.  Guidelines for All Course Types 
WECM courses are created and maintained by teams of instructional specialists with expertise in the relevant subject areas.  The specialists are selected from colleges around the state.  The allotted range of contact hours and/or credit hours represents the instructional specialist teams’ professional judgment about the appropriate amount of time needed to cover the minimum course outcomes.  
When a WECM course is already available to cover specific content, the college must use the range of credit and contact hours as well as the minimum learning outcomes specified in the WECM course listing.  The parameters in Tables 4-1 or 4-2 should only be used when creating a completely new course at a WECM workshop or when designing a Special Topics or Local Need course.  Remember that sometimes the needed content may be found in a course with a different CIP code or rubric.  
2.  Special Topics Courses
Available within each six-digit CIP Code, a Special Topics course should be used only when course content does not exist in a current WECM course.  The Special Topics course is provided for temporary use or transitional content. The college specifies discipline-specific learning outcomes for the Special Topics course. Topics may address recently identified current events, skills, and knowledge pertinent to the technical area and relevant to the occupational development of the student.  Special Topics courses are identified by a “9" in the third digit of the course number.  Although THECB approval is currently not required for the content of a Special Topics course, audit penalties may apply if colleges are not very careful to include only legitimate workforce education content and avoid non-fundable community education courses.  Colleges must submit a Special Topics form through the electronic submission process prior to the end of the semester in which the course is offered. 

The process for development and submission of the Special Topics SCH and CEU courses is as follows:
· Determine if there is a duplicate existing WECM course.  

· If not, submit a Special Topics Course Form for each Special Topics course taught to the THECB.  The Special Topics Course Form is located at the THECB website cited in this chapter.

· The form must clearly document the CIP code, rubric, number, subtitle, effective date, actual number of contact hours taught, type of course (SCH or CEU,) level, course description, and minimum learning outcomes.  The subtitle identifies the specific course content; for example, WLDG 1391 “Alloys and Processes”, or WLDG 1091 “Farm and Ranch Welding.” 

· A SCH Special Topics Course cannot have fewer than 16 contact hours or more than 112 contact hours.  The course must follow the established ratios for contact hour and credit hour assignments as discussed in Chapter Three. Allowable combinations have been outlined in Table 4-1 of this Chapter.  A range of contact hours and lecture/lab lab components is specified for each SCH value. 

          Table 4-1.  Credit/Contact Hour Combinations for 
                         SCH Special Topics Courses

	COURSE RUBRIC


	SCH
	CONTACT HOUR RANGE PER SEMESTER


	ALLOWABLE COMBINATIONS

	
	
	
	Lecture

/wk
	Lab

/wk
	Contact

/sem

	XXXX 119X
	1
	16-64
	0

0

0

1
	2

3

4

0
	32

48

64

16

	COURSE RUBRIC


	SCH
	CONTACT HOUR RANGE PER SEMESTER


	ALLOWABLE COMBINATIONS

	XXXX 129X
	2
	32-96
	0

0

1

1

1

2

2
	4

6

2

3

4

0

1
	64

96

48

64

80

32

48

	XXXX 139X
	3
	48-96
	1

2

2

2

3

3
	4

2

3

4

0

1
	80

64

80

96

48

64

	XXXX 149X
	4
	64-112
	2

3

3

3

4

4
	4

2

3

4

0

1
	96

80

96

112 

64

80


If a new or revised program includes a SCH Special Topics course, either as a requirement or an elective, a course form must be submitted electronically to the THECB.  Colleges are limited to a combined total of three SCH Special Topics and/or SCH Local Need courses per AAS or advanced technical certificate.  Additionally, colleges are limited to two Special Topics or Local Need SCH courses per Level 2 certificate and one Special Topics or Local Need SCH course per Level 1 certificate.  Exceptions to this limitation will be made only if the requesting college is able to provide a compelling justification for such a request.  An example of a compelling justification is that the course addresses a new discipline not currently represented in the WECM.

A CEU Special Topics Course cannot have fewer than 7 contact hours or more than 112 contact hours.  There is no limitation on the number of Special Topics courses that can be taught per quarter

During WECM course reviews, instructional specialists evaluate Special Topics courses for possible inclusion in the WECM.  If a course is approved as an addition to the WECM, the instructional specialists working in conjunction with the instructional leadership and the Maintenance Project will assign the final WECM title, rubric, number, suitable range of contact hours, number of SCH and/or CEU, course description, and minimum learning outcomes.  

· If the course is not adopted as a regular WECM course, the college may continue to teach the content for up to 24 months.  After 24 months, a new Special Topics Form must be submitted to the THECB.

3.   Local Need Courses
A Local Need course may be used to respond to unique local or regional conditions or to regulatory changes. Content that will be offered repeatedly over several years is most appropriate for Local Need status.  Evidence of need for this course must be substantiated by support from business and industry in a specified geographical area.  The Local Need course form should only be submitted if the course is offered consistently over a period of time, rather than intermittently as with a Special Topics course.  A Local Need course must be submitted to the THECB and approved prior to instruction to qualify for state funding. Local Need courses are identified by a “7” in the third digit of the course number.  The annual THECB course edit will verify whether colleges have submitted all Local Need course forms.

The process for development and submission of a SCH or CEU Local Need course is as follows:

· Determine if there is a suitable WECM course available or whether the course might be accommodated in a Special Topics format.  

· If not, complete the Local Need Course Application.  Clearly document the CIP code; rubric; number; title; justification for need of the course; type of instruction; implementation date; actual contact hours; course type (SCH or CEU); licensing, certifying, or accrediting body (if applicable); level of instruction; course description; and minimum learning outcomes.  The Local Need Course Form is located at the WECM website cited in this chapter.

· If approved by the THECB, the course will be added to the college's Local Need Course Inventory and subsequently reviewed during the WECM course review process. Local Need courses will remain on the college’s local course inventory for 24 months.  After 24 months, the college will be provided the opportunity to renew the course in order to continue teaching the course.  Instructional specialists will determine if Local Need courses should become permanent additions to the WECM.  If a Local Need course is added to the WECM, it will be noted on the WECM website under “Workshop Results.”
· SCH Local Need courses cannot have fewer than 16 or more than 176 contact hours. The courses must follow the established ratios for contact hour and credit hour assignments as discussed in Chapter Three. Preferred and allowable combinations have been outlined in Table 4-2 of this Chapter.  A range of contact hours with lecture/lab lab components is specified for each number of SCH.

Table 4-2.  Credit/Contact Hour Combinations for 
                   SCH/WECM  and Local Need Courses

	SEMESTER CREDIT HOURS

(SCH)
	PREFERRED* Contact Hour Range per Semester
	PREFERRED COMBINATIONS
	OTHER ALLOWABLE* Contact Hour Range per Semester
	OTHER ALLOWABLE COMBINATIONS

	
	
	Lecture

/wk
	Lab

/wk
	Contact/ sem
	
	Lecture

/wk
	Lab

/wk
	Contact

/sem

	1
	16-48
	0

0

1
	2

3

0
	32

48

16
	16-64
	1

0
	1

4
	32

64

	2
	32-80
	0

1

1

1

2
	4

2

3

4

0
	64

48

64

80

32
	32-128
	0

0

0

0

2
	5

6

7

8

1
	80

96

112

128

48

	3
	48-96
	2

2

2

3
	2

3

4

0
	64

80

96

48
	48-144
	1

1

1

1

1

3
	4

5

6

7

8

1
	80

96

112

128

144

64

	4
	80-128
	2

2

2

3

3

3
	4

5

6

2

3

4
	96

112

128

80

96

112
	64-160
	1

2

2

4

4
	9

7

8

0

1
	160

144

160

64

80

	5
	96-144
	3

4

4

4

5
	6

2

3

4

0
	144

96

112

128
	80-176
	2

3

3

3

3

5

5
	9

4

5

7

8

0

1
	176

112

128

160

176

80

96


* “Preferred” contact hours and combinations are those that typically represent best practices or the most common course patterns.  “Other allowable” patterns are not recommended but are available for special circumstances.
· Colleges are limited to a combined total of three SCH Special Topics and/or Local Need courses per AAS degree or advanced technical certificate; two Special Topics or Local Need courses per Level 2 certificate; and one Special Topics or Local Need course per Level 1 Certificate.  Exceptions to these limitations will be made only if the requesting college is able to provide a compelling justification for such a request.  An example of a compelling justification is that the course addresses a new discipline not currently represented in the WECM.  The justification should be explained on the electronic submission form under the “Justification” heading.  
· Unless it specifically addresses local, state, or national licensure, certification, regulatory, or accreditation requirements, a CEU Local Need course cannot have fewer than 7 contact hours.  An institution that submits a CEU Local Need course for fewer than 7 contact hours must include specific information describing the requirement(s) addressed by the course.  
· CEU lecture/lab Local Need Courses cannot have more than 176 contact hours. CEU external learning courses must follow the same contact hour limits as the SCH external learning courses. CEU Local Need courses are limited to a total of 359 contact hours per quarter in a single CIP Code.  CEU Local Need courses may be submitted with a range of 24 hours.  For example, if a course is to be offered for 24, 36, and 48 hours, the approved range of hours will be from 24 to 48 hours.  The lower number of the range cannot fall below 7 hours unless approved by the THECB as meeting local, state, or national licensing, certifying, regulatory, or accrediting agency requirement.

4.   External Learning Experience Courses

External learning experience courses - cooperative education, practicum (or field experience), internship, and clinical experience - are included in each six-digit CIP code area as appropriate.  External learning experience courses are generically described in the WECM, and guidelines for use of these courses may be found in Chapter Three. 

In general, the total contact hours for external learning experience courses per program must not exceed 1,008.  However, a college may request a waiver for a program that exceeds 1,008 external contact hours if the college can demonstrate that longer hours meet the standard practice for that discipline.  See Chapter Three for a list of programs that are already approved for a greater number of external contact hours and for a description of the waiver process. 
The parameters for creation of SCH clinical experience, internship, practicum, and cooperative education courses are summarized in Tables 4-3, 4-4, 4-5, and 4-6.  Cooperative education, which requires a one-hour lecture component, is summarized in Table 4-6.  Tables 4-3, 4-4, and 4-5 for clinical experience, internship, and practicum courses reflect contact hours for the external learning component only.  

Table 4-3. Clinical Experience SCH Course Ranges
	Course Rubric and Number
	SCH
	Contact Hour Range

 per Semester

	XXXX1160,1161,1162, or 1163

XXXX 2160,2161,2162, or 2163
	1
	48-96

	XXXX1260,1261,1262, or 1263

XXXX 2260,2261,2262, or 2263
	2
	96-192

	XXXX1360,1361,1362, or 1363

XXXX 2360,2361,2362, or 2363
	3
	144-288

	XXXX1460,1461,1462, or 1463

XXXX 2460,2461,2462, or 2463
	4
	192-384

	XXXX1560,1561,1562, or 1563

XXXX 2560,2561,2562, or 2563
	5
	240-480

	XXXX1660,1661,1662, or 1663

XXXX 2660,2661,2662, or 2663
	6
	288-576


Table 4-4.  Internship SCH Course Ranges
	Course Rubric and Number
	SCH
	Contact Hour Range 

per Semester

	XXXX 2186, 2187, 2188 or 2189
	1
	48-96

	XXXX 2286, 2287, 2288 or 2289
	2
	96-192

	XXXX 2386, 2387, 2388 or 2389 
	3
	144-288

	XXXX 2486, 2487, 2488 or 2489
	4
	192-384

	XXXX 2586, 2587, 2588 or 2589
	5
	240-480

	XXXX 2686, 2687, 2688 or 2689
	6
	288-576


Table 4-5.  Practicum SCH Course Ranges
	Course Rubric and Number
	SCH
	Contact Hour Range 

per Semester

	XXXX 1164, 1165, 1166, 1167, 1168, or 1169

XXXX 2164, 2165, 2166, 2167, 2168, or 2169
	1
	112-160

	XXXX 1264, 1265, 1266, 1267, 1268, or 1269

XXXX 2264, 2265, 2266, 2267, 2268, or 2269
	2
	224-320

	XXXX 1364, 1365, 1366, 1367, 1368, or 1369

XXXX 2364, 2365, 2366, 2367, 2368, or 2369
	3
	336-480

	XXXX 1464, 1465, 1466, 1467, 1468, or 1469

XXXX 2464, 2465, 2466, 2467, 2468, or 2469
	4
	448-640

	XXXX 1564, 1565, 1566, 1567, 1568, or 1569

XXXX 2564, 2565, 2566, 2567, 2568, or 2569
	5
	560-640


Table 4-6.  Cooperative Education SCH Course Ranges*
                 (* includes one lecture hour per week)

	Course Rubric and Number
	SCH
	Contact Hour Range per Semester

	XXXX 1280, 1281, 1282, 1283, 1284, or 1285

XXXX 2280, 2281, 2282, 2283, 2284, or 2285
	2
	128-176

	XXXX 1380, 1381, 1382, 1383, 1384, or 1385

XXXX 2380, 2381, 2382, 2383, 2384, or 2385
	3
	240-336

	XXXX 1480, 1481, 1482, 1483, 1484, or 1485

XXXX 2480, 2481, 2482, 2483, 2484, or 2485
	4
	352-496

	XXXX 1580, 1581, 1582, 1583, 1584, or 1585

XXXX 2580, 2581, 2582, 2583, 2584, or 2585
	5
	464-656

	XXXX 1680, 1681, 1682, 1683, 1684, or 1685

XXXX 2680, 2681, 2682, 2683, 2684, or 2685
	6
	576- 656


Colleges may include formally scheduled conferences between instructors and students in internship, practicum and clinical courses. In such cases, the conference should be counted as part of the external hours, not as a lecture component.  

Internship and clinical courses have a ratio of credit hours to external experience contact hours of 1:3, 1:4, 1:5, or 1:6 and may range from a total of 1 to 6 SCH.  Practicum courses have a ratio of credit hours to external experience contact hours of 1:7, 1:8, 1:9, or 1:10 and may range from a total of 1 to 5 SCH.  Cooperative education courses have a ratio of credit hours to external experience contact hours of 1:7, 1:8, 1:9, or 1:10 and may range from a total of 2 to 6 SCH.  For each number of SCH in these tables, a range of allowable contact hours is specified.  

Continuing education workforce education programs may require external learning experience courses.  External learning courses will be considered for individual disciplines upon request.  For example, a nurse aide program is required by state regulation to have an external learning component.  In this case, a nurse aide clinical is included in the WECM.  Continuing education external learning courses may be proposed through submitting a Local Need Course Form.  The external learning experience course can be awarded one CEU for every 10 contact hours.  External learning experience courses must adhere to the guidelines outlined in Chapter Three.

5.   Mirror Courses
When a course may be delivered in either a SCH or a CEU format, the course is defined as a “mirror” course and must be offered as published in the WECM.  As with other WECM courses, instructional delivery methods are determined by the college.  The college may choose to include additional learning outcomes to provide students an opportunity to master competencies that are above the minimum; however, added learning outcomes must not substantially change the intent of the course.  Faculty who teach mirror courses must meet the qualification standard for teaching the SCH version of the course (see Chapter Two).
6. Lower-Division Academic Course Guide Manual (ACGM) Parallel Courses
If a WECM course is parallel in content to a Lower-Division Academic Course Guide Manual (ACGM) course, the ACGM course is referenced in the WECM.  ACGM courses are given Texas Common Course Numbering System rubrics and numbers and are intended for transfer toward completion of a baccalaureate program.  Although some universities accept the WECM version of a parallel course in transfer, others do not.  We therefore strongly recommend that colleges use the ACGM version of the parallel course if the faculty member has appropriate credentials to teach a transfer course.
Field of Study Curriculum (FOSC) courses are intended for transfer of lower division course credit to baccalaureate programs at senior institutions of higher education.  These courses represent the lower division major requirements for a bachelor’s degree in a specific discipline and are always listed in the ACGM.  If a WECM SCH course is parallel to an ACGM course designated as part of a FOSC, the WECM course description will be annotated with this information. A WECM course is not technically part of a FOSC, but some universities may accept the course by local agreement.
7.   Developmental Education Courses
Developmental education courses include compensatory material that is below college level.  They cover topics such as reading, writing, mathematics, study skills, and English as a Second Language.  Developmental education courses are available only in the Lower-Division Academic Course Guide Manual. WECM courses are not intended to provide developmental instruction.  
 8.  Vendor-Authorized and Generic Non-Vendor Courses

The WECM contains vendor-authorized courses written specifically to accommodate instructional requirements of commercial vendors.  These courses were developed for use only by colleges that are authorized by a vendor.  In most cases, vendor-authorized courses have generic non-vendor course alternatives.  These non-vendor course alternatives contain similar outcomes as those in vendor-authorized courses; however, they are designed for colleges that are not vendor-authorized.  Both vendor-authorized courses and the non-vendor course alternatives are flagged in the WECM.  

9.  Courses Required by Licensure, Certification, or Accreditation Agencies 

When applicable, the name of a Texas licensing or certifying agency, board, or association is included beneath the SCH and CEU learning outcomes for each applicable course.  State agency references are published in the Directory of Licensed Occupations and Apprenticeship Program Contacts in Texas published by Career Development Resources (CDR).  National certification and accreditation bodies are identified by instructional specialists for the WECM Maintenance Project but are generally not listed with the course information on the inventory.  When notified by the THECB of changes to licensure, certification, or accreditation requirements that affect WECM courses, the Maintenance Project works with qualified instructional specialists to revise the courses in question.  
10.  CEU Professional Development Certification Courses
A CEU professional development update course with a range of 7-24 contact hours is available in appropriate CIP codes and rubrics to assist colleges in meeting mandatory licensure and certification continuing education requirements. For a complete list of approved professional development courses, enter “professional development” under “course title” on the WECM search page.
11.  SCH Single-Course Delivery

In response to local need, colleges may offer a select number of individual SCH courses that are available in the WECM even if the college does not have an approved program in the same CIP code.  However, the linking of WECM courses to develop a program without obtaining THECB program approval is not permitted.  For each academic year and within any program CIP Code, a college may offer a maximum of 14 SCH of courses in an area where no approved program exists provided the following requirements are met:

· No more than two courses or eight SCH (whichever is greater) are offered in any one semester, and no more than 14 SCH are offered in any one year.

· Courses may be WECM courses, including SCH Special Topics and/or Local Need courses, but must not be external learning courses.

· In compliance with the accreditation guidelines of The Commission on Colleges of the Southern Association of Colleges and Schools (SACS), the courses must be acceptable as requirements or electives applicable to at least one of the offering institution’s own programs.  For example, a college wishing to determine the feasibility of offering a real estate program may offer selected real estate courses as electives to an approved business program.  
· Faculty teaching the courses must meet all THECB and SACS requirements.

 E.      Maintenance Process for WECM Courses
WECM courses are reviewed at least once every three years under the guidance of the WECM Maintenance Project.  Prior to selecting the subject areas to be reviewed, the WECM Maintenance Project Director and the Leadership Committee consider new and emerging occupations, changing technologies, and field comments.  Led by workforce education administrators, instructional specialists may create, revise, and/or archive courses based on important factors such as technological advances; course utilization; Local Need course requests; trends in Special Topics courses; and requirements of licensing, certifying, or accrediting bodies. The review of WECM courses involves instructional specialists and other content experts from around the state.  

The WECM website (http://www.thecb.state.tx.us/ctc/ip/wecm2000/main.htm) enables colleges to search for courses by CIP code, rubric, number, title, description, learning outcomes, semester credit hours (SCH) and/or continuing education units (CEU).  Results of recent WECM course reviews and a schedule of future WECM Course Review Workshops are posted on this website.  The website also provides links to other pertinent workforce education-related information.  Readers are invited and encouraged to submit comments concerning WECM courses and processes through the WECM website.  To submit a comment, click on the “WECM Comments” icon.
1.  New Courses
New SCH and CEU courses may be added to the WECM upon the recommendation of instructional specialists reaching consensus during a course review. Justifications for a new course include new technology; new licensure, certification, or accreditation requirements; and/or a large number of similar Local Need and Special Topics courses submitted.  A newly written course must not replicate an existing WECM course.  A new course may be used as soon as it is officially posted on the WECM website. 

2.  Revised Courses
Instructional specialists review each SCH and CEU course at least every three years for currency, frequency of utilization, and needed modifications.  Such elements as learning outcomes, course descriptions, title, contact hour range, SCH and CEU options, CIP code, and rubric are reviewed.  After the instructional specialists reach consensus, the revised course is recommended for inclusion in the WECM.  Once the course is posted by the THECB at the WECM website it is available for immediate use. The existing course may be used until August 31 of the next fiscal year. After this date, the revised course must be used to avoid funding problems.
3.  Corrected Courses
Administrative corrections are made to WECM courses by the WECM Maintenance Project upon approval by the WECM Leadership Committee.  These corrections are generally minor such as grammatical or spelling changes.  In rare instances, THECB staff remove a course for administrative reasons.  For example, some developmental education courses were inadvertently placed in the WECM and were later removed (see entry on “Developmental Education Courses” in Section D(7), above).
4.  Archived Courses
Archiving is the process of removing unused, invalid, or duplicated courses from the WECM.  A course may be archived in one of two ways:  from a recommendation made by instructional specialists or due to lack of use during the most recent five year period.  An archived course is no longer available for use and is no longer eligible for state reimbursement.  Archived courses will not be reinstated in the WECM; however, for future reference, an archived course database will be maintained by the THECB.  

5.  Archive-Pending Courses
A list of courses that will be archived at the end of the next cycle will be posted on the WECM website before the courses are removed from the WECM course inventory.  These are “archive-pending” courses.  Generally, an archive-pending course will remain active for a minimum of one annual cycle beginning September 1 and ending August 31.  In some circumstances, a different schedule will apply; but the expiration date for the course will be provided on the WECM inventory.  Generally, if an archive-pending course is offered by a college and reported to the THECB prior to the official date of archive, the course will not be archived but will remain in the WECM.

�Add examples of SCH and CEU courses here.
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