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Purpose of meeting 

• Curriculum proposal and review is 
dreaded. 
 

– Inefficiencies 

– Discovering problems late in the 
review process 

– Integrity 

– Attention to the wrong details 



Purpose of meeting 

• Understanding roles and responsibilities 
– Levels of review 
– Focal points 

• Introduction to new electronic curriculum 
management system 



ROLES OF REVIEWERS 



Levels 

Senate (ASCC) 

College 
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gi

st
ra

r 



Roles of Reviewers: Department 

• Consultation 
– Service 
– Content  

• Plans for students on earlier catalogs 
• Learning Objectives 



Learning Objectives 

Course 
Learning 

Objectives 

Assessments Weekly Outline 

Program 
Learning 

Objectives 



Learning Objectives 

• Student-focused 
• Action-oriented 
• Assessable 
• Aligned with Program Learning Objectives 
 

“By the end of the course, my students  
  should be able to…” 
 



Learning Objectives 

…understand how houses are built. 
 
      

What does this mean? 
What am I supposed to do? 

How will I know if I “get it”? 



Revised Bloom’s Taxonomy 
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Lower Division Courses                                          Upper Division Courses 



Learning Objectives 
Sample CLOs from Linda Suskie’s Assessing Student Learning: A Common Sense Guide 
(Jossey-Bass, 2009) and from Cal Poly courses: 
 
• Apply economic principles to everyday life. 

• Explain the impact of the Korean War on U.S.-East Asian relations today. 

• Identify an audit problem in a financial statement, and recommend ways to 
address it. 

• Predict what is likely to happen when two chemicals are combined, and justify the 
prediction. 

• Design a community service project. 

• Write a poem that uses imagery and structure typical of early-nineteenth-century 
American poets. 

• Accurately solve engineering problems using methods from perturbation theory  

• Compare how structure and function are related for key structures of the human 
nervous system  
 



Roles of Reviewers: Department 

• Consultation 
– Service 
– Content  

• Plans for students on earlier catalogs 
• Learning Objectives 
• Assessments 



Assessments 

 
• Assessments for each CLO 

CLO: Predict what is likely to happen when two 
chemicals are combined, and justify the 
prediction. 
Assessment: Pre-lab notebooks, midterm 
exam, final exam 

 



Alignment 



Roles of Reviewers: Department 

• Consultation 
– Service 
– Content  

• Plans for students on earlier catalogs 
• Learning Objectives 
• Assessments 
• Weekly Outline 



Weekly Outline 

Smell test 
Could another  
instructor look at  
the outline and  
teach the course  
with respect to…  
 

– Content 
– Depth 
– Level 
– Pace 



Weekly Outline 



Roles of Reviewers: College 

 
 

You shouldn’t need to duplicate the 
department’s work! 
 

• Send proposals back to the department 
review level if their job is not adequate. 



Roles of Reviewers: College 

 
• Verify department review 

– CLO/PLO alignment 

– Assessments 

• Consultation 

• Mode/Support/Resources/Space usage 

• Need 



Consultation 

• Are there groups the department 
overlooked? 

 
– Delivery 

• Similar courses/content in the college 
• Outside the college 
 

– Clients 
• Who is serviced by the course? 



Support/Resources/Space 

• Mode of delivery 
– Lab, activity, lecture, seminar 

 

• Method of delivery 
– Face-to-face,  

hybrid, online 
– eLearning  

Addendum 
 



Need 

Has need been demonstrated by the 
department? 

– How does the proposed course fit into the 
program’s curriculum?   

– Is there additional documentation as to how 
the curriculum needs to be modified to 
accommodate the course? 

– Is there a plan for students on older catalogs? 

 



Roles of Reviewers: ASCC 

• University-wide input 
– Consultation 

• Attention to campus need 
– Avoiding duplication 

• Verification that department and college 
reviews were completed 

• Part of Senate approval process 



The Office of the Registrar 

• Helps manage the review process 
• Implements changes to the catalog  
 



HYBRID AND ONLINE COURSES 



eLearning Addendum 

• Automatically prompted if >50% of the 
contact hours are not face-to-face 
– Synchronous vs. Asynchronous 
– Nature of technology used 
– Alignment to mission 
– Attainment of Learning Objectives 
– Cheating safeguards 
– Access to faculty 

• Questions, feedback 
• Student/faculty ratios 



eLearning Addendum 



eLearning Addendum 

Adds to % contact listed 
on previous screen  

Real instructor  
contact  

Instructorless 
fully automated 



WORKFLOW 



Portal Access: Academics Tab 

New link for review process 



Workflow – It’s a Brave New World 

• User can preview workflow before 
submitting a proposal 

 



Workflow – Email Notification 

• Save & Submit the online form to place a 
proposal into workflow 
 

• Automated email notification is sent to 
first approver in workflow 

 
 



Workflow – Email Notification 

• Example of email notification to an 
approver 
 



Workflow – Email Notification 

• Automated FYI email sent… 
– To notify college librarian of a new course 

proposal 
– To notify department chair/head if another 

department has proposed a new course and has 
indicated that it has similar content to a course 
in their department 

– To notify department chair/head if another 
department has proposed a change to an existing 
course that is in their program’s curriculum  

 



Workflow – Email Notification 

• No automated email notifications for 
following roles 
– College Curriculum Chair (notified by memo) 
– Associate Dean (notified by memo) 
– GEGB Chair 
– USCP Chair 
– ASCC Chair 



Workflow Review 

• Select Workflow in Curriculum 
Management portlet (Academics tab) 
 



Workflow Review 

• Pages Pending Approval 
 



Committee Review 

• All committee members can access workflow for 
reviewing proposals in the committee’s queue by 
selecting the appropriate Curriculum Chair role in 
the pull-down menu, for example: 
– 112-AERO Curr Chair (Aerospace Engineering 

department’s curriculum committee) 
– 52-CENG Curr Chair (College of Engineering’s 

curriculum committee)  
• The curriculum committee chair is the only 

member who can edit, approve, and roll back 
proposals 



Edit, Approve or Rollback Proposal 

• Edit 
– Edit proposal to make minor adjustments and 

facilitate workflow 
– After editing the proposal, then need to 

approve it 
• Approve 

– Chair of curriculum committee approves 
proposal on behalf of committee 

– Approving the proposal moves it forward in 
workflow 
 



Edit, Approve or Rollback Proposal 

• Rollback 
– Sends proposal “backwards” in workflow 
– Select person to whom proposal will be returned 
– Enter comments and/or questions 
 



Edit, Approve or Rollback Proposal 

• Rollback 
– Individual will receive an email notifying 

them that a proposal has been returned to 
them 

 



Edit, Approve or Rollback Proposal 

• Rollback 
– Comments will be recorded at the bottom of 

the proposal 
 

 



College Level Review 

• Department drafts memo to notify 
college curriculum chair that 
department’s proposals are ready for 
review 

• Sample memo available in PolyLearn 



College Level Review 

• Sample memo: 
 



Other Things to Know 

• Update descriptions of programs and 
program learning objectives/outcomes, 
using the Edit Program form in Program 
Management 

• Contact catalog@calpoly.edu for assistance 
with updating a program’s curriculum 

• Save & Submit: Users will be advised of any 
required fields that need to entered 
– Watch for unit values 

 
 

mailto:catalog@calpoly.edu


Winter Quarter Open Labs 

• Following Fridays: 
 
 

 
• 1:00 pm – 3:00 pm 
• Kennedy Library, 35-217D 
• Can’t make an open lab? 

– Email catalog@calpoly.edu to schedule another time 
– Contact Shayna Bailey (ext. 6-2227) or Susan Olivas 

with questions (ext. 6-2533) 
 

January 17 February 7 

January 24 February 14 

January 31 February 21 

mailto:catalog@calpoly.edu


Other 

• Course proposals versus course mods 
– Clos and role 
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