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About This Handbook

This handbook was written by the members of the MPC Curriculum Advisory
Committee to help fellow faculty and staff members navigate the CurricUNET
software. The sections of this handbook correlate to the screens you will see in
CurricUNET as you work through the course building or course revision process.
Please e-mail any member of the committee if you have questions.
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Michael Gilmartin, Dean of Instructional Planning
He Seon Ihn, Articulation Officer
LaRon Johnson, Student Services
Kim Kingswold, Academic Technician
Jon Knolle, Associate Dean of Instructional Technology & Development
Laura Loop, Nursing
Gamble Madsen, Creative Arts Division
Laura Mock, CurricUNET Specialist
Beth Penney, Basic Skills
Tom Rebold, Business and Technology Division
Rachel Whitworth, Social Science Division
Name??, Student Representative
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More Information about CAC

For more information about CAC, course- and program-building resources, and
Chancellor’s Office and State of California resources and requirements, visit our
web site, http://www.mpc.edu/about-mpc/shared-governance/curriculumadvisory-group.
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Getting Started

Refer to the appropriate section below to get started with your course creation or
revision. All creations or revisions start with the menu at the left of the
CurricUNET Home page:

To Create a New On-Campus (Face-to-Face) Course
Log in to CurricUNET. From the menu, select Build > Courses, and then select
“Create Course.” From there, follow the steps for the various screens as outlined in
this booklet.

To Create a New Distance Ed (Online) Course

Log in to CurricUNET. From the menu, select “Create Course.” In the Proposal
Type dropdown box, select the “New DE Course Proposal” option.

To Revise an Existing On-Campus (Face-to-Face) Course

Log in to CurricUNET. From the menu, select “Revise Course.” You will be
prompted to select the course you wish to revise. Once you have selected your
course, follow the steps for the various screens as outlined in this booklet.

Note: If the course you wish to revise has a DE component, you must Create a
DE Revision course proposal.
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To Revise an Existing Distance Ed (Online Course)

Log in to CurricUNET. From the menu, select Build > Courses, and then select
“Create DE Course or Revise DE Course.” You will be prompted to select the
course you wish to revise. Once you have selected your course, follow the steps
for the various screens as outlined in this booklet.

To Turn an On-Campus (Face-to-Face) Course into a Distance Ed
(Online) Course

Log in to CurricUNET. From the menu, select Build > Courses, and then select
“Create DE Course or Revise DE Course.” You will be prompted to select the oncampus course you wish to revise. Once you have selected your course, follow the
steps for the various screens as outlined in this booklet.

To Delete a Course

To delete a course, select “Revise Course.” You will be prompted to select the
course you wish to revise. Once you have selected your course, select “Course
Deletion” in the “Proposal Type” dropdown box. You will then need to go to the
cover page of the course and add the date you wish the drop to be effective and
click Finish to see the “Submit” button for your deletion.

To Clone (Copy) an Existing Course to Create a New Course

Log in to CurricUNET. From the menu, select Build > Courses, and then select
“Clone Course.” You will be prompted to select the course you wish to clone. You
will be prompted for a new course number and title. Once you have completed
this box, follow the steps for the various screens as outlined in this booklet.

To Create a New Program

Log in to CurricUNET. From the menu, select Build >Programs, and then select
“Create New Programs.” You will be prompted for the department name, the
program title, and other information. Complete the screens as outlined in this
booklet (Sunshine, no one did the program screens)

To Revise an Existing Program

Log in to CurricUNET. From the menu, select Build >Programs, and then select
“Revise Program.” You will be prompted to select a program to revise. Click on
the paper icons to copy a program for revision.

To Delete a Program

Log in to CurricUNET. From the menu, select Build >Programs, and then select
“Revise Program.” In the Program Proposal Type dropdown box, select “Program
Deletion.”
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How to Access the CurricUNET Screens for Courses
The following sections provide detailed instructions for each CurricUNET screen.
To access the screens, once you are in your course, use the Course Checklist at the
right to see each screen.

In most screens, click “Finish” to save any changes or to return to the Course
Checklist without making changes. Once you have opened a screen, clicking
“Cancel” will leave the box in the Course Checklist unchecked, and that will
prevent you from submitting the course. Be sure all boxes in the Course Checklist
are checked before you attempt to submit your course.
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The Cover Page in CurricUNET contains the number and title of the course, any
cross-listed courses, the catalog and schedule description, information about
materials fees, information about the course proposal or revision, articulation and
transferability information, local information about the course, and a checklist
that verifies that the originator has alerted other affected departments or
divisions about a new course or changes to an existing course. To edit the Cover
Page, click “Cover” in the Course Checklist, and then go to the bottom of the page
and click “Unlock.”

Course Information
1. Catalog Description: Enter the catalog description. This is the
description of the course that will appear in the MPC Catalog. Use full
sentences and present tense. The catalog description should be no longer
than 50-60 words and can be shorter. Do not include prerequisite or
advisory information here; it will appear automatically when it is entered in
the prerequisite and advisory screens.
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For distance education courses, please include one of the following phrases
at the end of your catalog description:
a) If it is a fully online course: “Also offered online.”
b) If it is a hybrid course: “Portions of instruction may be offered
online.”
c) If it is offered in both fully online and hybrid formats: “Portions of
instruction may be offered online; also offered fully online.”

If your course has not yet been through the C-ID approval process: Find the
final descriptor for your course (not a draft version) at https://cid.net/descriptors.html. Copy and paste the entire “General Course
Description” for your course. The catalog description for your course in
CurricUNET must be identical to the final C-ID “General Course
Description.” You can add information, but you cannot delete anything that
is in the official C-ID “General Course Description.”
C-ID courses are reviewed every five years. If you are revising a course, recheck the C-ID page to make sure you are using the current version of the
“General Course Description.”
Note: Catalog/Schedule descriptions, objectives, and lecture/lab
content will be vetted for consistency.

2. Schedule Description: Enter the schedule description. This is the
description of the course that will appear when students look for classes in
the class schedule. The schedule description uses incomplete sentences to
save space; start with the catalog description and edit. This version should
be closer to 30-40 words if the catalog description is 50-60. Use present
tense. Do not include prerequisite, advisory, or online information in the
schedule description. Check your final version against the catalog
description for consistency.
Note: Catalog/Schedule descriptions, objectives, and lecture/lab
content will be vetted for consistency.

3. Materials Fees: If your course does not have materials fees, click No in
the Materials Fees box. If it has materials fees (e.g., art classes), click Yes.
When you save the cover page, “Material Fees” under “Cover” on the right
will no longer be grayed out.
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4. Click “Materials Fees” to enter information about the fee, as follows:
Term for implementation: Enter the semester and year that the
materials fees will start.
Amount to be charged: Enter the total dollar amount students
must pay in addition to college fees to take the course. This includes
money spent on materials, admission fees, or other money the
student will have to spend.
What tangible personal property (material) would the student
need to take from the class? In order to charge a material fee you
must illustrate that students will be walking away with tangible
property that the money has purchased (e.g., clay for pottery or
metal for jewelry making)
Does the material have continuing value to the student outside
the classroom? (e.g., completed artwork that the student can
include in a future portfolio or a garment made in a fashion class)

How does this material relate to the required objectives of the
course? Your answer must demonstrate that the materials fee is
not unwarranted and is necessary for meeting the course objectives.

Are the materials provided to the students at or below the
retail costs of those materials? If you are providing the materials,
rather than having the students procure them themselves, indicate
that your charge for the materials is fair. If students are responsible
for procuring the materials themselves, put N/A here.
If the college charges a fee rather than have students furnish
the materials, why do students have to pay a fee to the college
rather than supply the materials themselves? (Identify if there
are health or safety reasons for the college providing the
materials.) If you answered N/A to the previous question, put N/A
here as well. If you do provide the materials, explain why students
would not be able to provide them at a similar price.

5. Click Save to save changes and continue working on this screen. Click
Finish to return to parent screen. Click Cancel to remove all changes you
have made to this screen and remain on the screen. Click Cover to return
to the cover screen.
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Proposal Information

In the second part of the Cover Page, you will provide information about
your proposal or revision of the course.

1. Proposed Start: Year and Semester: Enter the year and semester you
plan for the course to be offered. Be sure you are aware of CAC deadlines
for schedules and catalogs located on the CAC web site.
2. Reason for proposing or revising: This box must include detail.
“Program Review” or “Changes to course” is no longer sufficient. State
exactly what you are changing or updating, and why.

3. Articulation and Transferability: Indicate the recommendation for
CSU and/or UC transferability as directed below:
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Articulation
This field, to be removed in the near future, is not used for articulation,
which is a separate process not supported through CurricUNET.
If you have an articulation request, please e-mail He Seon Ihn, Articulation
Officer, with the following:
• MPC course(s) to be articulated
• Name of school to articulate with
• Other school’s course(s) (department/number, title)
CSU transferability
Check the “Transfers to CSU” box if the course is baccalaureate-level. The
CSU system will accept automatically the courses we designate as
transferable (MPC course numbering 1-99).
Note: Refer to the document Baccalaureate-Level Course
Determination approved by the CSU Academic Senate for criteria
guidelines in determining what constitutes a baccalaureate-level
course.

UC Transferability
Checking the “Transfers to CSU/UC” box indicates that you are making a
request for the course to be submitted for UC transferability. That status is
not automatic for the UC system, as it is for the CSU. The UC system
reviews submissions of all new or significantly altered course outlines to
determine transferability. The submission process occurs once each year
in July.
Note: Refer to the document TCA (Transferable Course Agreements)
Policy: Regulations by Subject Area on the University of California
Office of the President website for guidelines on requirements for
transfer credit to the UC.

5. MPC AA/AS Degree: Check whether your course applies to an AA or AS
degree at MPC. Click the Impact Report link at the bottom of the cover page
to see if it is a major or elective choice outside your own discipline. If you
wish to add it as a major or elective choice, you must submit a program
revision.
6. MPC Certificate: Check whether your course is a major or elective
course for a certificate of achievement, completion, or training. Click the
Impact Report link at the bottom of the cover page to see if it is a major or
elective choice outside your own discipline. If you wish to add it as a major
or elective choice, you must submit a program revision.
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7. MPC Proficiencies: The only courses for which any of these boxes
should be checked are ENGL, MATH, and LIBR courses. Do not check these
boxes if you are in another discipline.

8. Will Course Replace Existing Course: Check if you are deleting another
course or courses to add this one. A box will open that asks you for details
of the change. If you check this box, you must submit a program change.
9. Part of sequence of transfer-level performing and visual art
courses?: The only courses for which the “yes” box should be checked are
ARTX and THEA courses. Do not check these boxes if you are in another
discipline.

Additional Proposal Information:

1. I have reviewed the Course Impact Report: (Required) Click here to
see if your change will affect other departments. Notify other departments
of the change.

2. I have submitted the necessary program changes to reflect this
course change: Click this box if you have submitted a program change (a
program change must be submitted for course deletions and/or additions).
3. I have notified the appropriate division(s) affected by this course
change: Please notify them.

4. Total units for the occupational course(s), with the approved TOP
code assigned to this course, will not exceed 12: ASK MICHAEL

5. This is a stand-alone course (not attached to an MPC program or is
not a GE course): Click this box if your course is not attached to any other
program and is not a GE course. Note: Most certificates are not counted as
“programs.” Courses that are included only in certificate programs should
be designated as standalone courses. If you are unsure about whether your
certificate courses are standalone, consult the Dean of Instructional
Planning.
6. This is a GE course and therefore does not need a program change:
Click this box if your course is a GE course that is not attached to a
program.
7. This is not a new course: Click this box if this is a revision, not a new
course.

8. This is a non-credit course. Click this box if your course is non-credit.

9. Click Save to save changes and review them. When you are satisfied with
your work, click Finish. Click Cancel to erase all changes and remain on
the page.
`

July, 2016

13

MPC CurricUNET Handbook

Units and Hours

From the Course Checklist, click on “Units and Hours” to open this page. This
section records the course’s units and the hours the class will meet. What you
enter here dictates whether you will be allowed to enter lab content or lecture
content or both later on in your course building.

Variable Hours
If your course is variable hours, click yes. The default is no. If you are unsure
about whether your course is variable hours, consult the Dean of Instructional
Planning.

Units
Enter the units of your course. FTEF units will figure automatically.
If the total number of semester hours will be different from the standard
calculation, click “Semester Total Override.” You will need to enter the numbers in
the “Semester Total” column in the middle of the screen if this is the case.
If you are unsure if the total semester hours for your course are different from the
standard number of hours, consult the Dean of Instructional Planning.
In the first column, enter the total number of hours that make up the total units.
`
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See “How to Calculate Units and Hours” below for a discussion of the combination
of lecture and lab hours. Semester total hours, teaching units, and student units
will calculate automatically.
Do not enter Studio hours unless your class is an art/studio course or a music
rehearsal/performance course.
Enter homework hours as listed: 2x lecture hours, and .5 x studio hours.

Credit Status
Use the drop-down menu to select the credit status:
D-Credit-Degree Applicable: Choose this status for all courses number 1-299.
C-Credit-Not Degree Applicable: Choose this status for all 300-level courses.
N-Non Credit. Choose this status for 400-level courses.

Repeatable
The only remaining repeatable courses at MPC are those allowed under Title 5,
Section 56029 (ARC courses) or 55041 (UC or CSU requirement for BA,
intercollegiate athletics or academic/vocational competition). Unless your course
falls under one of these categories, it is not repeatable. If you are unsure, consult
the Dean of Instructional Planning.
Grading Methods
Use the drop-down box to select the grading method for your course

Credit by Exam
If your department or division offers credit by exam for this course, check yes.
Note that offering credit for the course by means of an examination is different
from the ability to clear a prerequisite based on an examination.

Open Entry/Exit
If students are able to enroll in your course at any time during the semester, click
yes. Examples are self-paced labs in the English and Study Skills Center where
students earn variable units based on the number of hours they spend on the
course.
Capacity
The capacity would be the Maximum enrollment in the course.

Title 5 Unit Information
Title 5, section 55002.5, establishes the minimum expected time on task (lecture,
study, and/or lab work) that is necessary to award one unit of credit. A minimum
of 48 hours is required on the semester system for lecture, study, or lab work for
one unit of credit regardless of term length. In practice, the number of hours
varies among institutions, but is generally within the range of 48-54 hours per
unit for colleges on the semester system.
`
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How to Calculate Units and Hours

Student attendance and related apportionment state compliance auditing is based
on the units and student contact hours delineated in the official Course Outline of
Record (COR). Accreditation standards require a minimum of 48 student learning
hours for the award of one unit of credit. Although Title 5, section 58023, defines
an hour of classroom or laboratory time as 50 minutes, when calculating out-ofclass study time, an hour retains its ordinary meaning of 60 minutes
For each hour of lecture required, it is assumed that students will be required to
spend an additional two hours of study outside of class. The number of units
awarded for laboratory courses is generally based on the number of hours of
laboratory work, presuming that students complete most required work in class.

For a one-unit semester lecture course, the minimum number of hours would be as
follows:
• 16 hours of classroom time + 32 hours of homework = 48 hours total
student learning time
For a three-unit semester lecture course, the minimum number of hours would be
as follows:
• 48 hours of classroom time + 96 hours of homework = 144 hours total
student learning time

Given the variety in calculation of total student contact hours, colleges must make
explicit in the COR not only the total units for the course, but the lecture/lab
breakdown of the units, the term length being used for the total student contact
hour calculation, and the total student contact hours.

The examples provided below are all based on a 17-week semester:
• A one-unit lecture course = 17 hours in-class lecture plus 34 hours
out-of-class study
• A one-unit lab course = 51 hours in-class laboratory
• A three-unit combined lecture and lab course (2 units lecture and 1
unit lab) = 34 hours in-class lecture, 51 hours in-class laboratory,
plus 68 hours out-of-class study

The community college may assign a unit of lab credit for fewer than three hours a
week of supervised activity in certain courses where it is expected that students
will do some homework, but not as much as in a traditional lecture course. For
example, in a computer applications course, there may be a certain amount of
reading or additional practice required outside of class. The college may award
one unit of lab credit for only two hours per week of hands-on computer
instruction/activity, as long as the instructor assigns one hour per week of out-ofclass study. There is no prohibition against this practice; however, it must be used
with caution, particularly in regard to transferable laboratory courses. In the
natural sciences, it is standard university practice to base the number of units
`
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awarded only on the in-class lecture and laboratory hours. Students wishing to
transfer a course that includes two hours of lab and one hour of homework for
one unit may not earn the same amount of transfer credit for major or general
education purposes as that awarded at baccalaureate institutions.

When the combination of lecture and out-of-class study plus laboratory work
reaches 108 student learning hours on the semester system, or twice the number
of hours required for one unit, students must earn at least two units of credit.
Note that a college may not offer two units of credit unless total hours of lecture
and out-of-class study plus laboratory work reaches a minimum of 96 student
learning hours on the semester system. This regulation may affect the number of
units awarded in some disciplines that offer courses with a high number of
contact hours, such as courses mandated by professional certification
requirements in law enforcement and fire technology.

For credit courses, a district may choose to award units of credit in increments of
one half or smaller. However, it is not permissible to approve a credit course with
zero units of credit. For instances in which the number of hours per week is not a
whole or half number, consider the total student contact hours in order to derive
the appropriate units.
The total number of units should equal lecture hours plus lab/studio hours plus
homework divided by 51: Round down to the nearest half unit.

Scheduling Considerations
Colleges must take into account holidays and flex days when constructing the
academic calendar in order to ensure that all courses can meet the 48-studentlearning-hour minimum for each unit of credit awarded. In addition, it is
impossible to predict exactly how long it will take for any individual student to
complete a given amount of assigned study or homework; therefore, these ratios
will not hold true for every individual taking the course. Nevertheless, instructors
are required to follow the COR and assign an amount of homework that is
consistent with the time it would take the average student to complete the
coursework.

It is not appropriate to offer courses in a compressed time frame that, by their
design, would not permit the student to complete the amount of out-of-class
homework required to meet the hours-to-units relationship mandated by Title 5.
For example, consider a one-unit lecture course in Library and Information
Science – Research Strategies that is normally scheduled for 16 hours, or 2 hours
per week for eight weeks. This course cannot be offered as a one-day Saturday
class since students would have to complete 16 hours of class time in one day and
the students would not have enough time to fulfill their 32 hours of required,
outside homework. It is feasible that the class could be scheduled on Saturdays
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over several weeks, as long as doing so would allow adequate time for students to
complete the course requirements.
Source: California Community Colleges Chancellor’s Office. Program and Course
Approval Handbook (5th Edition), September 2013 pp. 75-83

Student Learning Outcomes

The Curriculum Advisory Committee does not officially check SLOs because they
are not part of the official course outline that is submitted to the Chancellor’s
Office. However, MPC uses the CurricUNET software to store SLOS, and at the
same time the course itself is being reviewed, a member of MPC’s Learning
Assessment Committee (LAC) who also sits on the Curriculum Advisory
Committee checks that you are using the proper taxonomy in your outcomes. In
the future the Committee will also check that outcomes for courses have been
assessed via Instructor Reflections. The taxonomy, or the required action words to
indicate that students have learned how to do something, is included in
CurricUNET on the Objectives page (see below).
MPC’s student learning outcomes all start with the introductory phrase, “Upon
successful completion of this course, students will have demonstrated the ability
to….” For this reason, even though the word “demonstrate” appears in the
acceptable taxonomy, do not use it to avoid repetition. Here’s an example:

Upon successful completion of this course, students will have demonstrated the
ability to:
1. Demonstrate effective use of appropriate college-level writing conventions.
Change that to:
Upon successful completion of this course, students will have demonstrated the
ability to:
1. Write effectively at the college level, using appropriate conventions.

What’s the Difference between Objectives and SLOs?

Objectives list what an instructor will teach in a course. Outcomes list what the
students will be able to do when they finish the course. Thus, SLOs are generally
broader than the objectives, so there should be fewer of them. Our SLO Committee
suggests that you have no more than three SLOs per course, while you might have
15 or more objectives. CAC Committee member Richard Abend has prepared a
video that discusses how to write Student Learning Outcomes; view it at
https://www.youtube.com/watch?v=A_Clgc_qrLc

GEOs

All courses that are attached to MPC’s General Education area must include that
area’s General Education Outcome (GEO) as one of its outcomes. The GEO can be
identified as such or included as one of the SLOs. Check the current catalog if you
`
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do not know if your course is part of an MPC General Education area. If it is,
include the appropriate GEO as follows:

AREA A1: English Composition: Upon successful completion of this area, students
will have demonstrated an ability to form a provable thesis, develop it through
factual research, distinguish between fact and opinion, and make effective
rhetorical choices in relation to audience and purpose.
AREA A2: Communication and Analytical Thinking: Upon successful completion
of this area, students will have demonstrated an ability to analyze and evaluate
complex issues or problems, draw reasoned conclusions and/or generate
solutions, and effectively communicate their results.
AREA B: Natural Sciences: Upon successful completion of this area, students will
have demonstrated an ability to use the scientific method to investigate
phenomena in the natural world and use concepts, experiments, and/or theory to
explain them.
AREA C: Humanities: Upon successful completion of this area, students will have
demonstrated an ability to analyze and interpret human thought, achievement,
and expression relevant to such branches of knowledge as philosophy, literature,
and/or the fine and performing arts, and to communicate the results.
AREA D: Social Sciences: Upon successful completion of this area, students will
have demonstrated an ability to critically examine and comprehend human nature
and behavior, social traditions, and institutions.
AREA E1: Lifelong Learning and Self-Development – Wellness: Upon successful
completion of this area, students will have demonstrated an ability to analyze how
physical, social, emotional, and/or intellectual factors contribute to wellness and
healthful living.
OR
AREA E2: Lifelong Learning and Self-Development – Introduction to Careers:
Upon successful completion of this area, students will have demonstrated an
ability to accurately assess knowledge, skills, and abilities in relationship to their
educational, career, and/or personal goals.
AREA F: Intercultural Studies: Upon successful completion of this area, students
will have demonstrated an ability to examine interactions and interconnections
across cultures.

Objectives

Objectives list what an instructor will teach the students to do in a course.
Outcomes list what the students will be able to do when they finish the course.
Thus, SLOs are generally broader than the objectives, so there should be fewer of
them. Our SLO Committee suggests that you have no more than three SLOs per
course, while you might have 15 or more objectives. To enter objectives for your
course, follow these steps:

1. Click Unlock at the top right of the screen. If you are working on an existing
course, the objectives will display on the bottom half of the screen. Use the pencil
`
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icon to edit existing objectives, the scissors icon to remove existing objectives, and
the hand icon to reorder existing objectives. Click Finish when you are done.

2. If you are working on a new course, write your first objective in the box and
click Add at the bottom right of the screen. The objective will appear in the list at
the bottom. Continue to add objectives in this way.
Note: The preamble to this list reads as follows: Upon satisfactory completion
of this course, students will have demonstrated the ability to…”
For this reason: Do not start objectives with the word “Demonstrate.”
The following assistance with the writing of objectives is from The Course Outline
of Record: A Curriculum Reference Guide:
● Objectives should be stated in terms of what students will be able to do.
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● Objectives should clearly connect to achievement of the course goals.
● Objectives should be concise but complete: ten objectives might be too many;
one is not enough (Note: One is probably an outcome).
● Objectives should use verbs showing active learning.
● Theory, principles, and concepts must be adequately covered. Skills and
applications are used to reinforce and develop concepts.
● Each objective should be broad in scope, not too detailed, narrow, or specific.

Overview and Principles of Effective Practices in Writing
Objectives

The purpose of this section is to convey the primary components leading to
student achievement of the course’s intent. The objectives should highlight these
components to ensure that course delivery causes students to achieve the
intended learning results. They bring to the forefront what must be focused upon
by any faculty delivering the course. The format for each objective typically begins
with the phrase “Upon completion of this course, the student will be able to…”.
(Note: MPC has adopted the phrase “Upon successful completion of this course,
the student will have demonstrated the ability to…” This phrase is hardcoded in
CurricUNET, so you do not need to include it. See also “Student Learning
Outcomes” in this handbook.)

Objectives are sometimes referred to as “behavioral objectives.” There are several
considerations to writing the Objectives section. First, the hundreds of specific
learning objectives do not have to be so thoroughly documented such that each
one is listed. These can be distilled to a manageable number, commonly no more
than twenty and are often less than ten. The key is grouping individual items into
sets that share commonalities. For example, a citizenship course might have many
detailed items for students to learn in the area of cross-cultural comparisons, but
the collective statement in the Objectives section might be “…become familiar
with traditions and behaviors in a variety of cultures.” Or an automotive class
might take two or three weeks to discuss the processes for servicing fluids on a
vehicle, but the combined learning objective might be summarized as “…look up,
print out and complete a 3,000-mile service checklist upon a late model
automobile.” Note that each statement is really a collection of objectives rather
than a single objective. And the focus highlights a level of learning that is
appropriate to the skills being developed.
Noncredit courses are not required to demonstrate critical thinking or to prepare
students for directly using skills in the cognitive levels normally associated with
critical thinking. However, in some cases the higher cognitive levels will need to
be achieved if the students are to be considered successful. While it would not be
expected that a noncredit student would achieve a significant mastery of this skill
in one course, the groundwork should be laid such that if they continue to
practice, experiment, and learn, they will eventually become such a master. When
reviewing the specific learning items and writing collective objective statements,
keep in mind the cognitive levels expected of students in each area.
`
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Note: Catalog/Schedule descriptions, objectives, and lecture/lab content will
be vetted for consistency.

Map to MOE
MPC CurricUNET now allows you to complete the required relationship of the
objectives to the Methods of Evaluation from this screen. Click on Map to MOE
under the icons to the left of each objective to open the Methods of Evaluation
screen and click the appropriate methods. This replaces the need for the separate
Methods of Evaluation/Objectives Rubric (see “Methods of Evaluation,” below).

Requisites/Advisories

The requisites/advisories page allows you to communicate with your students
what kind of skills they need to succeed in this class.

If your course does not have existing pre/co-requisites from another discipline,
you must go through the pre/co-requisite approval process, which was initiated at
MPC in 2013, and submit a Request for Prerequisite Validation. Prerequisites
mean that students cannot register in the class until prerequisites have been met.
Advisories do not keep students from being able to register for the course but
communicate to them that they will need a certain level of skill to succeed.
If a course transfers to a UC or CSU and students are expected to be able to read
college level textbooks the standard is to add a basic skills advisory of “Eligibility
for ENGL 1A.” This means that students should have completed ENGL 111 in
order to be successful in this class. This is recognized by the Curriculum Advisory
Committee as a minimum standard for transferring students. There are some
documents linked to the requisite/advisory page that help you identify English
and math advisories (the label “reading advisories” is a misnomer; it should
actually say “English advisories”):

`
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1. Unlock the page.

2. Click “Add” to see the following screen:

3. Select from the drop-down menu the requisite or advisory you want to add.
A Basic Skills Advisory of Eligibility for ENGL 1A is demonstrated here.

4. Click “Add.” Unless you are adding a non-course advisory or limitation (i.e.,
music students must audition for a course), there is no need to fill in the text
box on this page. Use the options in #3 below to outline your requisites or
advisory information.
5. Click on the “Requisite Analysis” link:

`
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This page offers four options. You can compare the courses “objective to
objective”; “objective to content”; “content to objective” or “content to
content”.

`
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6. Select the option that is most appropriate for your given course. An
“objective to objective” comparison is shown here. When that selection is
made, the screen automatically populates with the objectives for each course.
Click on the objectives in the requisite or advisory course that correspond to
the objectives in your course.

7. When you are finished, click “Add”.
8. Add another requisite/advisory by clicking “Add” or navigate off the
page by clicking “Finish.”

`
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Lecture Content

1. Click “Lecture Content” in the Course Checklist box at the right.

2. Go to the bottom of the page and click “Edit.”

3. Click on the “Outline Tool Users Guide” within the Lecture Content
Screen to open a Word file that contains directions for using the
CurricUNET Outline function. Please follow these directions.

Do not copy and paste information from other sources; the resulting
format can be unworkable for those who must check and edit your work.
Use the numbers icon and the shift paragraph right and left icons to format
your lecture outline as directed in the provided Users Guide.
4. The information in the lecture outline must correspond to your course
description and your objectives.
`
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5. If your course has not yet been through the C-ID approval process: Find the
final descriptor for your course (not a draft version) at https://cid.net/descriptors.html. Copy and paste the entire “Course Content”
section for your course from the C-ID website. The lecture content for your
course must be identical to the final C-ID “Course Content.” You can add
information, but you cannot delete anything that is in the official C-ID
“Course Content.” C-ID courses are reviewed every five years. If you are
revising a course, re-check the C-ID page to make sure you are using the
current version of the “Course Content.
Note: Catalog/Schedule descriptions, objectives, and lecture/lab
content will be vetted for consistency.

Lab Content
1. Click “Lab Content” in the Course Checklist at the right.

2. Follow the directions for the Lecture Content Page, above. Lab content
can be separate from lecture content, in which case this page needs its own
list of what is covered in the lab. Or, it can be a hands-on version of what is
happening in the lecture. If this is the case in a lecture/lab class, a
statement that lab content follows lecture content is sufficient.

`
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information, but you cannot delete anything that is in the official C-ID
“Course Content.” C-ID courses are reviewed every five years. If you are
revising a course, re-check the C-ID page to make sure you are using the
current version of the “Course Content.
Note: Catalog/Schedule descriptions, objectives, and lecture/lab
content will be vetted for consistency.

Out of Class Assignments
The Academic Senate for California Community Colleges states, “assignment
examples should reflect coverage of all objectives and content” and that these
assignments “must reflect college-level effort, particularly in terms of critical
thinking (The Course Outline of Record: A Curriculum Reference Guide, 2008, 37).”
MPC has developed a rubric that communicates six essential principles associated
with critical thinking. This rubric is on the Out of Class Assignments page.
On this page, you have the opportunity to add descriptions of both Reading and
Writing assignments. After you compose your assignment description, click on
the appropriate way(s) in which that assignment reflects college-level critical
thinking. The following examples are ARTH 20.1’s reading and writing
assignments.

`
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After writing your assignment descriptions and clicking on the appropriate
critical thinking elements associated with the assignments, click on “Save” and
then “Finish.”

You may also choose to add a separate document communicating this information
on the final Attached Files page of your course in CurricUNET. See the “Methods of
Evaluation” section, below, for instructions on how to attach files.

`
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Required Texts

All transfer-level courses (1-99) that are not “activity” courses (i.e., physical
education) must have a current, college-level textbook listed in CurricUNET. List
the most recent edition of the text and include the title, date of publication, author
and publisher. If pursuing UC transfer credit or C-ID approval for your class, the
textbook(s) listed should be no older than five years per UC/C-ID requirements.
Also, for C-ID approval, if the course includes lab content, you must include a lab
manual on this page.

`
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Note: if you do not include a recent (within five years) version of your text for a
transfer-level course, the CAC technical review committee will automatically
update your choice to the most recent edition. If you are using a definitive text
that is older than five years, CAC will contact you to verify that the committee
should submit legacy textbook data.

`
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Methods of Evaluation

The Methods of Evaluation page lists the teaching methods used in the class.
These methods must also be aligned with the objectives for the course.
The directions below walk you through this task:

Listing the Methods of Evaluation for the Course

1. Select Methods of Evaluation from the Course Checklist and click Edit.

2. Indicate the procedures for evaluating student performance in your
course by clicking on the appropriate boxes.

3. If there are additional methods of evaluation other than those in the list
of checkboxes, type the methods in the box. Generally, most methods of
assessment are covered in the checkboxes. Enter additional information
sparingly.
4. Click Save.

5. Click Finish.
`
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The Methods of Evaluation/ Objectives Rubric

This rubric is no longer used, as this task can be completed within the
Objectives screen. See “Objectives,” above, for details. -2016

Methods of Instruction

In the methods of instruction screen, click ONLY the methods of instruction that
reflect what you entered in the “units and hours” screen. Most classes are lecture
or laboratory; the screen below is for an ARTS (Art-Studio) class. Do not check
anything other than lecture or laboratory unless you are absolutely sure your
class is offered in that format.
Note that online options are grayed out unless you are creating a DE class.
Generally, there is no need to enter anything in the “Other Methods” field on this
page. If you are unsure about whether your course uses methods other than
lecture or laboratory, consult the Dean of Instructional Planning.

`
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The diversity question is a local question unique to MPC’s curriculum review. It
was introduced to encourage curriculum writers to focus on inclusion of diversity
in their courses. An answer to this question is not currently required, but it is
encouraged. To complete this screen, do the following:

Samples of diversity statements from various disciplines follow:
•
•
•

•

•
•

`

"Mathematics courses, by definition, are not affected by race, class or
gender of students. An effort will be made to point out contributions of
mathematicians from traditionally underrepresented groups."
"Content will emphasize career and job opportunities regardless of race,
class or gender. Students from diverse backgrounds will work side by side
and in teams to foster effective working relationships."
"Content will emphasize career and job opportunities regardless of race,
class or gender. Students from diverse backgrounds will work side by side
and in teams to foster effective working relationships. Each topic outlined
will emphasize the importance of race, class and gender issues with regard
to working in administration of justice and related fields."
"As a physical science, the body of knowledge of chemistry is not subject to
interpretation by race, class or gender. However, the effects of chemistry
and chemicals on people's lives may very well be influenced by such
variables; for example, certain substances may cause breast or uterine
cancer in women, and factories producing toxic substances may be
disproportionately located in economically deprived areas. As a collective
and cumulative enterprise, the field of chemistry has received
contributions from both men and women of essentially every race, class
and ethnic grouping."
"This course is open to all who have passed previous courses. The Dental
Program subscribes to the idea that all students are equals and as such, all
students help each other and all instructors help all students."
"The subject of diversity is discussed within the class lecture. We talk
about how enriched the class is due to the diversity of the students. We
talk about how diverse and therefore enriched the work environment is for
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•

•

•
•
•

•
•

both the employees coming from diverse backgrounds and how the
guests/customers are also very diverse. Throughout the class when
choosing examples to help explain different topics from the lecture, I take
special care to make sure that my examples reach the diverse student
population. I try to make sure that all of the students are able to relate to
some of my examples. I feel that this helps them to relate as well as learn
what it is like for others, helping to make them more empathetic."
"This course will expose students to ethical and social issues of robotics
technology, and will therefore bring in case studies from different
perspectives and cultures. It will help to broaden the students' awareness
of how the technologies they work with may impact diverse groups, both
positively and negatively."
"This course is intended to attract CTE students who might not normally
consider a college education. We are designing the course content with
sensitivity to the kinds of projects that would attract students of various
backgrounds and cultures."
"Changing historical attitudes towards diversity, as exemplified in
Broadway musicals, are addressed as part of the course."
"Music is a complex expression of emotive meaning that is common to all
ethnicity, belief, and time. The study of musical expression is a study of
universal commonalities among humankind."
"The topics/materials covered in this class naturally encourage an
increased awareness of one's own and others' unique learning
styles. Sensitivity to issues related to disabilities, personal learning styles,
and life circumstances offer each student an opportunity to develop an
increased appreciation for the unique backgrounds of fellow students."
“Nursing care issues are reviewed in cultural context and specific to ageappropriate assessments and interventions."
"Content reflects a broad overview of nursing roles that require cultural
sensitivity and developmental awareness."

Distance Ed

The Curriculum Advisory Committee does not check the details on the Distance Ed
page in CurricUNET. These details are checked by the DE Committee. Please see
their “Process for CAC Online Course Approval” for details.

`
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If your new course will require the MPC Library to procure materials or databases
that it does not now have, please discuss your needs with a librarian before
submitting your course proposal and click the “yes” box on this page. If you do not
need new library resources, click “Not Necessary.”

General Ed
The General Ed (Approvals) section is managed by the Articulation Officer, and
will have any prior approvals saved here.

G.E. Requests
Selecting Requests of the GE area indicates that you are making a new request
for the course; to be considered by the (GER).
The course will be reviewed during the General Education Requirements
(GER) meeting at CAC.

Click the “G.E. Requests” dropdown box to see a list of IGETC and CSU GE areas, as
well as MPC GE.
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CSU GE and IGETC

The GER meeting takes place in November for CSU GE and IGETC. If CAC
determines that the course meets the guidelines for the requested area, it will be
forwarded to the CSU/UC systems for review and final determination. This
submission process occurs once each year in December. Note that CAC may
recommend GE area(s) other than those requested by the originator.

Note: A course must first be approved as UC-transferable before it can be
reviewed for IGETC. Refer to the “CSU GE Standards” and “IGETC GE Standards”
documents under “Links” on CurricUNET homepage for the guidelines CAC
uses for this GE determination.

MPC GE

The GER meeting takes place in April for MPC GE. CAC is the determining body for
this GE, and its approval or denial is final. Note that CAC may approve GE area(s)
other than what was requested as it deems fit.
Refer to the document “MPC GE Standards” under “Links” on the CurricUNET
homepage for the guidelines CAC uses for this GE determination.

Attached Files
From the Course Checklist: click on “Attach Files” to open this page. Click “Unlock”
to attach your files. The steps are similar to most file-attachment procedures.

You can attach supplemental information about the critical thinking aspect of
your out-of-class assignments for the course on this page.

A reference to other documents, files, or resources is rare in CurricUNET, but if
you have referred to any information that is not included in one of the screens,
attaches that information here.

Codes/Dates
Originators do not have access to the Codes/Dates screen; this will be completed
by CAC.
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Submit once you have completed the necessary fields on the Course Checklist; and
are ready for the review process.

Once all required pages are ‘Finish’ed, a blue Submit button will appear in the
CurricUNET menu
Look for the “You may Submit your course now.” message.

Click Submit. The course will enter our approval process.

`
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How to Access the CurricUNET Screens for
Programs

On the left side of the CurricUNET home page, click Build > Programs to see the
following menu:

If you are creating a new program, click Create New Program. If you are revising
an existing program, click Revise Program. Select the department for which you
are creating or revising a program.

`
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1. In the Create New Program screen, use the dropdown menu to select your
department.

2. Type a title for your program. If you are unsure of a title, use the dropdown box
in the Award Type field to choose one.
3. Select the type of award the student will receive: Achievement, Training, or
Completion.

Achievement (minimum 18 units): A certificate of achievement recognizes a
student’s satisfactory completion of an organized program of study and is
awarded upon satisfying the major requirements for the program. The
students must receive a “C” or better in each course; some programs require
higher grades. At least 12 of these units must be completed at MPC.

Training (17 units or less): A certificate of training is awarded to students
who successfully complete a Fast Track program, which is a short-term
intensive course sequence designed to prepare students for entry-level
employment opportunities. Students who complete these programs are
encouraged to return to MPC to complete a certificate of achievement and an
associate degree. Students must file an application for a certificate of training
through the department offering the program.

Completion: A noncredit certificate of completion is a sequence of courses
involving elementary and secondary basic skills; they include workforce
preparation courses in the basic skills of speaking, listening, reading, writing,
mathematics, decision-making, and problem-solving skills that are necessary
to participate in job-specific technical training, or they are courses in English
as a Second Language and vocation English as a Second Language leading to
improved employment or job opportunities.
`
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4. State the reason for proposing your program. Be specific.
5. Click Save to save your work.

Use the checkboxes in the checklist at the right, as in the course creation
screens, to navigate to the program elements.

Program Cover Screen: In the “Cover” Screen, enter the year and semester
you will first offer the program.

Program Description: The Program Description Screen is the information
that will appear in the MPC Catalog about your program. Be as specific about
the program as you can. Explain what the program will teach and what
students can do with the award of the degree or certificate when they receive
it. Click Save when your program description is complete.
`
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Program Outcomes: Program Outcomes list what the students will be able to
do when they receive this degree. Follow the guidelines for outcomes in the
course section of this handbook, taking into account all of the courses in the
program.

Note: The preamble to the Program Outcomes does not include the word
“Demonstrate,” so it is OK to use that verb in these outcomes, which are
necessarily more general than course outcomes.
Note: AA and AS programs must include the GEOs for their disciplines.
Course Blocks
Click on “Course Block Definitions” in the Degree/Certificate Checklist to see
the following screen:

`
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Importing a “block” of courses
If you wish to import a block of courses, such as an existing certificate
program, click the “Course Block” radio button and then click on “Import
Course Block” at the top left of the screen. Leave the “Unit Range Courses”
boxes blank.

You can also add individual courses by using the “Add Courses” button at the
bottom of the Program Block Definition screen. Use the provided dropdown
boxes to build your program course by course.
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Discipline
The “Select Discipline” dropdown box contains not only discipline names, but
all certificates and degrees offered at MPC under all disciplines. Select the
certificate or degree program you would like to add to your new program. You
can add or delete courses later.

Non-Course Requirements
You can add non-course requirements here; examples are completion of
firearms training for LETP programs.

Condition
Selecting “Or” or “And” in the “Condition” dropdown box will open another
window that allows you to enter an alternative to a non-course requirement.

Unit Range and Exception Identifier
Leave the Unit Range and Exception Identifier fields blank.
Click “Done” when you have completed entering information in this screen.
`
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Total Unit Hours
Click on Total Unit Hours to select the identifier for the final line of your
program.

From the dropdown box, select either certificate or degree and click Finish.

The Completed Program Block Screen

Once you have added the courses you wish to your program, you can add other
information about how they work together to complete the course of study.

Use the icons and the “Add Courses” and “Edit Courses” tabs to work with your
program. You can also add “Comments” (such as “Select 2-3 units from the
following:) using these tools. CurricUNET will figure the total units for you. If you
wish to limit units (i.e., allow only 2 of the units for Work Experience in the screen
above).
Attach Files
Usually, there is no reason to attach files to a program, but if you have additional
information that you would like to submit, attach a word or .PDF document here
and refer to it within your reason for proposing or revising.

`
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Codes
Originators do not have access to the Codes screen; this will be completed by CAC.

Revising an Existing Program

To revise an existing program, choose “Revise Program” from the CurricUNET
home page to see the following screen.

If you know the title of the program you wish to revise, enter it here. Or, use the
drop-down Department box to find your program. You can enter other criteria in
the search by clicking a radio button in the “Status” section, above. If you are not
sure of the status, leave the button as “All.”
Once you have found the program you wish to revise, work through the screens
listed above, making changes as necessary.
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