
Office of the Vice President for Academic Affairs  

Manual for Curriculum Development Process and Curriculum Databases System 

No. Process 

1 Office of the Vice President for Academic Affairs coordinate with the schools for curriculum development survey and 

prepare for curriculum development : new programs, modified programs including schedule for curriculum 

development process in each Academic Year. 

2 Dean submits the draft of new program or program modification to Office of the Vice President for Academic Affairs 

to verify the compliance of program format and regulations stipulates by the OHEC. 

3 Chairperson/Program Director changes/corrects the draft according to the recommendations of the Office of the Vice 

President for Academic Affairs. 

4 Office of the Vice President for Academic Affairs prepares  

(1) Program Development Committee document and submit to OHRM for make an order of Program Development 

Committee appointment. 

(2) Make an invitation letter for a meeting of the Program Development Committee (External committee) 

(3) Disbursement of compensation for Program Development Committee (External committee) through the E-Budget 

system. 

(4) School sends files of TQF2 / SMO08 / SMO 08 Change of the Program Faculty Members 

(5) Arrange the format to check for accuracy (1st time) and summarize the content of the curriculum improvements 

to send to the Schools. 

5 Chairperson/Program Director meets the Program Development Committee to receive their comments and revise the 

draft accordingly. 

6 Dean/Program Director proposes the final draft of:  

- New program to the Vice President for Academic Affairs for their considerations on the aptness of proposed draft. 

- Program modification to the Vice President for Academic Affairs for his consideration on the aptness of proposed 

draft 

7 (1) School submits the revised file TQF2 / SMO08 / SMO 08 Change of the Program Faculty Members according to 

the recommendations of the Curriculum Development Committee. 

(2) Office of the Vice President for Academic Affairs arrange the format to check for correctness (2nd time) 

(3) Office of the Vice President for Academic Affairs prepare AU Academic Committee meeting documents and send 

them to external committees. 

(4) Office of the Vice President for Academic Affairs upload the meeting documents to the online system 

(lmsacademic system / Drive). 

8 Chairperson/Program Director meets AU Academic Committee to receive their comments/ endorsement for new 

program/ program modification. 
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9 (1) School submits the revised file of TQF2 / SMO08 / SMO 08 Change of the Program Faculty Members according to 

the recommendations of the AU Academic Committee. 

(2) Office of the Vice President for Academic Affairs arranges format checking for accuracy (3rd time) and prepare 

documents TQF2 / SMO08 / SMO 08 Change of the Program Faculty Members to submit to the University 

Council. 

(3) Office of the Vice President for Academic Affairs records curriculum improvement information via the online 

AcademicDB system. (1st time) 

(4) Office of the Vice President for Academic Affairs uploads curriculum documents to be submitted to the 

University Council through online lmsacademic system. 

(5) Office of the Vice President for Academic Affairs makes a report academic committee meeting in the online 

lmsacademic system. (1st time) 

(6) Office of the Vice President for Academic Affairs makes a report on curriculum development (Separate 

curriculum) posted on Academic Website. (1st time) 

10 Dean/Program Director fills in the information in the CHE Curriculum Online according to revision made in the TQF2 

hard copy. 

11 Chairperson/Program Director meets University Council for its final approval for the implementation of new 

program/program modification. 

12 (1) Office of the Vice President for Academic Affairs arranges the format to check for accuracy (4th time) and send 

the file for filling out through the CHECO system to the School. 

(2) Office of the Vice President for Academic Affairs records curriculum improvement information through the online 

AcademicDB system. (2nd time) 

(3) Office of the Vice President for Academic Affairs updates the academic committee meeting report to the online 

lmsacademic system. (2nd time) 

(4) Office of the Vice President for Academic Affairs updates curriculum development reports (Separate curriculum) 

posted on Academic Website. (2nd time) 

13 Office of the Vice President for Academic Affairs submits the approved program to OHEC for its acknowledgement 

through the OHEC online system (CHE Curriculum Online). 

14 (1) Office of the Vice President for Academic Affairs sends a letter to inform the School, HR, Registrar, University 

Council when the curriculum has been submitted to the online system (CHECO system) and upload the letter to 

the online lmsacademic system. 

(2) Office of the Vice President for Academic Affairs records curriculum improvement information through the online 

AcademicDB system. (3rd time) 

(3) Office of the Vice President for Academic Affairs updates the academic committee meeting report to the online 

lmsacademic system. (3rd time) 

(4) Office of the Vice President for Academic Affairs updates curriculum development reports (Separate curriculum) 

posted on Academic Website. (3rd time) 

15 Office of the Vice President for Academic Affairs follows up the OHEC’s acknowledgement process. 

 

16 Office of the Vice President for Academic Affairs will inform the chairperson/program director to revise the program 

according to the OHEC’s comments, if any. 
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17 Program Acknowledgement by CHECO system, Office of the Vice President for Academic Affairs prepares 

(1) Make a curriculum acknowledgment letter and download the TQF2 that was acknowledged from MHESI (CHECO 

system) send to the School HR, Registrar, University Council via email. 

(2) Upload curriculum acknowledgment letter and TQF2 to the online lmsacademic system. 

(3) Record curriculum improvement information through the online AcademicDB system. (4th time) 

(4) Update the academic committee meeting report to the online lmsacademic system. (4th time) 

(5) Update curriculum development reports (Separate curriculum) posted on Academic Website. (4th time) 

18  Program Implementation 

 

 


