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Agenda

• Describe the “flow” of a proposal
• Review the tip sheet 
• Discuss the difference between the college listserv and CourseLeaf
• Review common items that are missed on Form A’s and Form B’s 

that may delay the approval of proposals
– Justification
– Syllabi 
– Expected Learning Outcomes



Course and Program “flow” in CourseLeaf

Department (Curriculum Committee 
Chair and Department Chair)

College (Curriculum Committee and 
Associate Dean)

University Subcommittee

Dean for Undergraduate/Dean for 
Graduate

Catalog Editor

Registrar’s Office



Submission Flow Chart/Steps to take



Curriculum Committee Website
https://www.csus.edu/college/social-sciences-
interdisciplinary-studies/internal/curriculum.html

https://www.csus.edu/college/social-sciences-interdisciplinary-studies/internal/curriculum.html


Curriculum Committee website navigation

Log in to MySacState



Curriculum website navigation cont’d

Scroll to the bottom of the 
page and click on the 
college name

Click on Curriculum Committee



Curriculum Tip Sheet

https://www.csus.edu/college/social-sciences-interdisciplinary-
studies/internal/_internal/_documents/ssis-curiculum-tip-
sheet.pdf

https://www.csus.edu/college/social-sciences-interdisciplinary-studies/internal/_internal/_documents/ssis-curiculum-tip-sheet.pdf


Difference between Listserv and CourseLeaf

• The College of SSIS Curriculum Listserv 
is a mailing list that you must be 
subscribed to by the Dean’s Office 
(Heather Mummaw)

• Typically only the College level 
Curriculum Committee, Depart. Chairs, 
Depart. Staff, & those who have 
requested to be subscribed are 
subscribed to the Listserv

• Instructions for submitting to the 
Listserv are provided on the 
Curriculum Committee website

• The purpose of the listserv is 
informational and serves as a notice to 
those who are subscribed that your 
course or program is being proposed

• Posting 2 weeks prior to the 
Curriculum Committee meeting, 
provides those who are subscribed 
adequate time to raise any questions 
or concerns

• CourseLeaf is the new online workflow 
system that replaces the paper process 
of proposing new or changes to a 
course or program. It helps to track the 
proposal and is a more streamlined 
way to submit, rollback, and/or 
approve a proposal



Example Listserv Email



Other Resources

• College level contacts
– Heather Mummaw in the Dean’s Office mummawh@csus.edu
– Marya Endriga in the Dean’s Office mendriga@csus.edu

• University Level contact
– Janett Torset in Academic Affairs torsetj@csus.edu

• Curriculum Policies
– https://www.csus.edu/umanual/curriculumpolicies.html

• Curriculum Workflow information
– https://www.csus.edu/academic-affairs/curriculum-workflow/index.html

mailto:mummawh@csus.edu
mailto:mendriga@csus.edu
mailto:torsetj@csus.edu
https://www.csus.edu/umanual/curriculumpolicies.html
https://www.csus.edu/academic-affairs/curriculum-workflow/index.html


Common items that are missed on Form A’s and 
Form B’s that may delay approvals

• Incomplete Form A or B
• Proposal justification
• Syllabus
• ELOs



Proposal Justification-New or Change

• Include adequate detail ~1-2 paragraphs 
• Describe how the idea for this course/program or 

need for change arose 
• Describe how the course fits into your overall 

curriculum 
• Include proposal approval process at the 

program/department level 
• Describe potential impact on students, resources, and 

other departments 
• Attach relevant department/program consultations in 

Form A. 



Syllabus
Items to include:
• Course number and title 
• Instructor Contact information
• Course description that corresponds with 

catalog description 
• Prerequisites (if any) 
• Learning objectives 
• Required texts/readings
• Exams or other methods of evaluation 

described & matched to learning objectives
• Grading system (weights of various 

components) 
• Grading scale (A=93-100%...) 
• Probable weekly course outline and assigned 

readings 

• Match syllabus content to 
Form A content
– Course description
– ELOs
– Assessment strategies

• Review for accessibility
https://www.csus.edu/information-resources-
technology/ati/instructional-materials.html

https://www.csus.edu/information-resources-technology/ati/instructional-materials.html


Expected Learning Outcomes (ELOs)

• Measurable, precise, & explicit 
– Avoid using “understand”

• Need to be matched to 
assessment strategies
– Research paper meets LO 1, 5

• Include in Form A and syllabus



Curriculum Workflow Resources

https://www.csus.edu/academic-affairs/curriculum-
workflow/index.html

https://www.csus.edu/academic-affairs/curriculum-workflow/index.html


Thank you

https://www.csus.edu/college/social-sciences-interdisciplinary-
studies/internal/curriculum.html

https://www.csus.edu/college/social-sciences-interdisciplinary-studies/internal/curriculum.html
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