CCBC and Your School Working Together

Does your school have an official partnership with CCBC?

The CCBC Office of Articulation would like to invite you

to work on an articulation agreement with us. CCBC '
articulation partners have the support and aid in publishing

credit transfer information for students and advisors,

scholarship information for students, meeting periodically

to talk about current transfer trends, and working on how to strengthen our relationship. We
would love to build a relationship with your school, and let our students know about all the
opportunities your school has to offer them. Please email or call me to start our Memorandum of
Agreement today. | have templates and information to help start this process.

N

Nicole Z. Zairi
Articulation Assistant
Office of Instruction
nzairi@ccbcmd.edu
410-780-6408

Please see the below easy and quick procedures CCBC has in place to approve and publish
agreements:

The Community College of Baltimore County

Articulation Procedures

The purpose of this document is to clearly outline the procedures for all CCBC academic departments to follow in
the development and updating of articulation agreements with other institutions.

1. All members of the CCBC Community are encouraged to submit possible ideas for articulation to the
appropriate Program Coordinator or Department Chair of the College.

2. When a CCBC Program Coordinator or Department Chair (otherwise noted as the Program Articulation
Representative) intends to pursue an articulation agreement, the CCBC Avrticulation Coordinator should be
notified. The Tech Prep Director should be notified for High School to CCBC agreements. The Articulation
Coordinator can assist by providing examples of previous agreements, and contact information, and
assisting with the development of course maps.

3. The CCBC Program Articulation Representative will develop a “Course Map” (attachment #1) with a list
of course transfer equivalencies and/or substitutions that equate CCBC courses to other institutions or visa-
versa. This list will be reviewed by the Articulation Coordinator or Tech Prep Director.

4. Negotiation and review will proceed between the CCBC Program Articulation Representative and
appropriate faculty or administrator(s) at the other institution. All course information that is exchanged
must be in writing (email will suffice). Any changes to the original list of courses must be approved by the
Department Chair at both institutions.

(Turn Over)



The final written agreement will be reviewed by the Department Chair and Academic Dean. The Program
Avrticulation Representative will submit it electronically to the Articulation Coordinator or Tech Prep
Director. The agreement will then be reviewed by the Dean of Instruction for Curriculum and Assessment.
Two copies will be prepared and signed by the Vice President of Instruction. The signed agreements will be
sent to the equal representative at the partner school for signature. The partner school will then return an
original, signed copy to the Articulation Coordinator. The Articulation Coordinator will post the new
articulation agreement on the CCBC website for publication.

Avrticulations will be reviewed every other year. The Articulation Coordinator will send an email to the
Program Articulation Representative, Department Chair, and Academic Dean when it is time to update the
articulation. The Program Articulation Representative is responsible for contacting the partner school for
review and changes. Final documentation of the annual review should be sent to the Articulation
Coordinator. The Revised document should be attached to the original agreement. The updated articulation
will then be reviewed by the Dean of Instruction for Curriculum and Assessment. Two copies will be made
and signed by the Vice President of Instruction, and, sent to the equal representative at the partner school
for signature. The partner school will then return an original signed copy to the Articulation Coordinator.
The Articulation Coordinator will post the updated articulation on the CCBC website for publication.

Records of the signed paper copies and electronic files will be kept in the office of the Vice President of
Instruction. One goal of the new Office of Articulation is to set up a library so that anyone interested
(faculty, advisors, and students) can access paper records of the articulations. In addition, all approved
articulations will be published on the CCBC Articulation-Transfer Website.

You can read more about the Office of Articulation at:

http://ccbcmd.edu/agreements/articulation.html

http://ccbcmd.edu/agreements/collegesearch.html

http://ccbcmd.edu/agreements/types _of scholarships.html

http://ccbhcmd.edu/agreements/Articulation Administration.html

Thank you,

Nicole



