College Curriculum Procedures 2009
· All new courses, experimental courses, and minor course changes require the submission of an updated and accessible greensheet. All greensheets must be available in an accessible format. A hard copy will accompany the change form and an electronic copy must be sent the Office of Undergraduate Studies: curriculum@sjsu.edu.
· Curriculum change forms and the accompanying documentation must be reviewed by the Department/School curriculum committee before they are sent to the College Curriculum Committee. 

· The only curriculum change forms that do not have to be reviewed by the College Curriculum Committee are the forms for Cross-listing, GE Recertification, Continuing Education Course Proposals (non-credit, 400 courses number), and Inactivation and Deactivation, these go directly to the Dean for signature, and are then forwarded to UGS. 

· All materials for the College Curriculum Committee must include the original form and supporting documents and 12 copies for distribution to the committee. 

· Meeting materials are due to the Dean’s Office by Monday at 5 PM the week of the meeting. 

· Changes to Graduate programs are communicated through the “Undergraduate Academic Major/Minor Program Change Form” (cross out the “Under” to make it a change to a graduate program). These changes go through the curriculum committee and are then forwarded to UGS, who then forwards them to GS.

Deadlines

· All program and curriculum changes intended for fall semester are due to UGS no later than December 20 of the preceding year. Changes that affect the catalog or impact a degree program will only be processed for the fall semester. Curriculum changes that affect a program include changing the units, the components, the grading basis, the classification, or possibly changing the prerequisites or the course number (changing the name or the description does not impact the degree). 
· All curriculum changes (other than those that impact degree requirements) for the spring semester are due no later than May 20 of the preceding year. 

New Course Proposal Form

· All fields in this form must be completed before this form is sent to the College Curriculum Committee for review.
· Library Liaison Approval: Any new course proposal must be reviewed by the Department/School Library Liaison (list provided below) to determine whether there are sufficient resources for the course in the library. The Liaison should receive the original New Course Proposal Form, so that they may sign it before the materials go to the College Curriculum Committee. The Liaison will also complete a form that must be submitted along with the new course proposal. Please allow at least two weeks for this process. 
· Staffing formula information is summarized in the “CSU Course Classification (staffing formula) document, which may be found at the following URL: http://www.sjsu.edu/ugs/curriculum/, 
Minor Course Change Form

· The first section of the form must be filled in completely. In the second section, only give information pertaining to changes. 
Undergraduate Academic Major/Minor Program Change Form
· This form is used for both Undergraduate and Graduate Program changes. For Graduate Program changes, cross out “Under” at the top of the form. 

· Complete the top of the form: College, Department/School, Major/Minor, Degree/Minor title (under “Specify”), and Departments affected by the change.  The signatures are the only other areas that need to be completed.
· Make a copy of your current degree program from the on-line catalog.  Input all the changes that you want to make on this copy of the degree and attach this to the Academic Major/Minor Program Change Form.

· Please double check the addition of your degree to make sure that the classes total to the appropriate number units.

· When the change affects the distribution of units within categories, the number of units for each category must be listed and totaled. 
· Make sure that you include an updated ‘roadmap’ for the degree that indicates the changes that are being made.  This is a document that outlines a suggested 4-year plan of study for anyone entering the degree.  

List of Library Liaisons

	American Studies
Asian Studies
Creative Arts
Humanities
Middle East Studies
Religious Studies
Liberal Studies
	Peggy Cabrera 
Reference Librarian 
(408) 808-2034 
peggy.cabrera@sjsu.edu

	Art and Design
	Rebecca Feind 
Librarian for Art and Design: Reference and Academic Services 
(408) 808-2007 
rebecca.feind@sjsu.edu

	Music and Dance
	Patricia Stroh 
Music and Dance Librarian - Curator, Beethoven Center 
(408) 808-2059 
pstroh@email.sjsu.edu

	English and Comparative Literature
Foreign Languages
	Toby Matoush 
Reference and Instruction Librarian 
(408) 808-2096 
tmatoush@sjsu.edu

	Linguistics
	Susan Klingberg 
Librarian 
(408) 808-2045 
Susan.Klingberg@sjsu.edu

	Philosophy
	Toby Matoush 
Reference and Instruction Librarian 
(408) 808-2096 
tmatoush@sjsu.edu

	TV, Radio, Film and Theatre


	Paul Kauppila 
Librarian 
(408) 808-2042 
Paul.Kauppila@sjsu.edu
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