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COMMITTEE ON COURSES OF INSTRUCTION
Melvin Heyman, MD, Chair

MINUTES
Meeting of March 27, 2003

PRESENT: M. Heyman (Chair), K. Puntillo (Vice Chair), D. Curtis, V. Doetsch, E. Grady, J.
Muller, B. Phoenix

ABSENT: S. Kahl, M. Ryder, J. Shamim

GUESTS: Gail Persily, Associate Director, Library

The Committee on Courses of Instruction was called to order by Chair Heyman on March 27, 2003 at
9:30 AM in CL-101. A quorum was present.

Approval of Minutes

The minutes of February 13, 2003 and March 19, 2003 were approved.

Chair’s Report

On March 25, 2003 a meeting was convened by Dan Bikle, Academic Senate Chair, which included the
Office of the Academic Senate, the Office of Admissions and Registrar (OAR), curricular administrators
from each of the four schools, and Nancy Byl, former COCOI chair. Each school representative
provided information on the process for the school’s review of course forms. Participants agreed upon
the following process for course review: departments would complete course forms, obtain approval
from the dean, educational policy committee, and faculty (if applicable) then submit the forms to the
OAR for an administrative review. The OAR will review the form for completeness, check the general
catalog for any course duplications, and review other criteria as determined by the Committee. The OAR
will then transmit course forms to the Office of the Academic Senate for distribution to Committee
members who will review course forms for academic merit. Course forms which require additional
information or clarification will be returned to the originator by the Office of the Academic Senate, who
will coordinate with the Committee chair for final approval. Approved course forms will proceed to the
OAR for publication in the online general catalog and record-keeping. Although the OAR requested that
course forms should be transmitted directly to the Office of the Academic Senate, the participants at the
meeting agreed that they should continue to be transmitted to the OAR for an administrative review.

Participants also highlighted the need for standardized course forms, instructions on completing the
forms, examples of successfully completed course forms, updated unit formulas, and a list of the ten
most common errors and their solutions. In addition they strongly supported creation of online course
forms that may be completed directly on a computer and eventually an online system which allows for
submission of forms via the internet. Senate Analyst J. Dang will transmit revised course forms to the
Committee for review.
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A proposed timeline for submission of course forms to the OAR was presented and discussions
indicated that the deadlines would be difficult to meet due to extensive review processes at the school
level. The Committee was requested to change the June 12, 2003 meeting date to July or August in order
to allow additional time for the campus to submit course forms for fall quarter 2003. Senate Analyst J.
Dang will communicate with Committee members on their schedule availability.

A query was raised on the origins of the unit formulas; Senate Analyst J. Dang will make inquiries and
report to the Committee.

Review of Instructional Grants

The Committee reviewed the remaining 10 of the nineteen applications received for Instructional Grants.
Eleven grant proposals were selected to receive funding. Because several proposals requested funds for
digital camcorders, the Committee suggested providing funds from the grant program to the Library for
purchasing camcorders to loan to the campus, which could allow additional funds to fund additional
grant proposals.  However, Gail Persily stated that there were adequate funds in the Center for
Instructional Technology (CIT) so the grant funds could be applied towards additional proposals.  The
number of grant proposals funded thus takes into account some of the funds that could be transferred
from the proposed budgets to a shared pool in the CIT.

Committee members suggested improvements to the call for proposal for next year’s grant program:

•  Encourage submitters to write grant proposals for a general audience.
•  Request a rationale statement for the proposed innovation.
•  Request that submitters specifically address each criterion on the call for proposal.

•  Recommend submitters to use 12- point font size in Times New Roman font, with limitation on
the number of pages to be submitted.

The meeting adjourned at 11:30 a.m.
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Meeting Attendance Record

MEMBERS 11/14/02 2/13/03 3/19/03 3/27/03 5/7/03 6/12/03

Mel Heyman X X X X

Kathleen Puntillo X X
RSVP’d
Absence

X Sabbatical Sabbatical

Donald Curtis X
RSVP’d
Absence

RSVP’d
Absence

X

Volker Doetsch
RSVP’d
Absence

X X X

Eileen Grady X X X X

Stephen Kahl X X
RSVP’d
Absence

RSVP’d
Absence

Jessica Muller X X X X

Beth Phoenix
Replaced Janice
Humphreys Jan

2003

RSVP’d
Absence

X X

Mark Ryder
RSVP’d
Absence

RSVP’d
Absence

RSVP’d
Absence

Absent

Jina Shamim X X
RSVP’d
Absence

RSVP’d
Absence

Senate Staff:
Judy Dang
476-1308
jdang@senate.ucsf.edu


