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Guidelines for Reviewing Program Proposals  
via Course Inventory Management (CIM) 
 

PROGRAM PROPOSALS – Review Checklist  

□ Degree level (undergraduate or graduate) 

□ Credential to be granted (if applicable) 

□ Program name 

□ Effective term (The effective term is the following fall semester.) 

□ Admission requirements   
            Example of admission requirements may be found at the following links:  
            https://www.utoledo.edu/admission/freshman/admission-standards.html,   
            https://www.utoledo.edu/graduate/admission/requirements/ 

□ Minimum number of credit hours for completion 
Confirm that the total credit hours on the CIM requirements and/or plan-of-study  
section match the overall number in the credit hours field (i.e., 120).  

 

□ State, Federal Government, and Higher Learning Commission (HLC) Reporting 
 

According to the U.S. Department of Education, program content changes include 
changes to a program's curriculum (measured by clock or credit hours), learning 
objectives/outcomes, competencies or required clinical experiences. This would include 
changes in the general education courses (UToledo Core) required for program 
completion and not merely the courses within the discipline, program or major. 
 
If substantive (50% or more) of the program is being changed, the college will need to 
seek UToledo Board of Trustees and Ohio Department of Higher Education (ODHE) 
approval as a new program. Guidelines and procedures for approval of new programs 
and changes to existing programs are described in the Ohio Department of Higher 
Education's Guidelines and Procedures for Academic Program Review. 
 

□ Requirements – List all courses which comprise of the certificate, minor, degree or 
concentration. The requirements section will appear in the University Catalog. The course 
list feature is the required format. Examples can be viewed on page 4 of this document. 
How to enter a course list may be found in the “CIM Program How to Enter Help Document) 
found at https://www.utoledo.edu/offices/provost/curriculumtracking/ 

https://www.utoledo.edu/admission/freshman/admission-standards.html
https://www.utoledo.edu/graduate/admission/requirements/
https://www.utoledo.edu/offices/provost/curriculumtracking/
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□ Plan of Study – Use plan of study formatting. Confirm that the total credit hours in the 
plan of study match what is on the proposal’s minimum number of credit hours. Examples can 
be viewed on page 5 of this document. How to enter a plan of study may be found in the “CIM 
Program How to Enter Help Document) found at 
https://www.utoledo.edu/offices/provost/curriculumtracking/ 
 

□ Learning Outcomes – individual rows for individual SLOs are needed for the curriculum 
map to format correctly. Review for clear and measurable Program Learning Outcomes. 
Learning outcomes should be entered into separate rows. Add additional rows by clicking green 
+ sign. Program learning outcomes should also be aligned with their corresponding institutional 
student learning outcome(s).  

  
To align program outcomes to institutional outcomes, click on the pencil next to the program 
outcome statement, select the correct institutional alignment(s) from the menu, and click the 
green “save” button. 

             

        

https://www.utoledo.edu/offices/provost/curriculumtracking/
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• Measurable and clearly articulated SLOs 
• Assignments listed in the syllabus that seem to align with the SLOs. 
• Student Learning Outcomes Resources are found at the link below and include: 

https://www.utoledo.edu/aapr/assessment/resources.html 
o How to write and effective SLO 
o Self-Check: How do I know if an SLO is well-written? 
o Examples: Upon successful completion of this course, students will be able to… 
o Highlights common issues with SLO. 
o Curriculum Mapping 

□ Program offered off campus 

□ Program 100% online 

□ Program hybrid 

□ Offered internationally 

□ State Authorization (out-of-state educational experiential experiences) 

□ CIP Code 
The Classification of Instructional Programs (CIP) is a code system of instructional 
programs that facilitates the organization, collection, and reporting of fields of study 
and programs. See https://nces.ed.gov/ipeds/cipcode/  to identify the appropriate CIP 
code.  

□ Curriculum Mapping file 
 
 
Curriculum Mapping 
 
Curriculum mapping is a useful tool to align learning outcomes between courses, programs, and 
our overarching institutional learning priorities for students.  
 
The goals are to encourage faculty collaboration and communication; and to foster reflective 
practice and innovation in teaching. 
 
For the curriculum mapping feature to work properly: 
 

• Course learning outcome are entered in CIM in individual rows. 
• Programs learning outcomes entered in CIM in individual rows. 

 
Mapping overarching institutional learning takes place in the CIM program form, in the same 
location as where you add the program learning outcomes. 
 

https://www.utoledo.edu/aapr/assessment/resources.html
https://nces.ed.gov/ipeds/cipcode/
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• The review of mapping course learning outcomes to program learning outcomes takes place 

outside of the program form and has a separate workflow to the University Assessment 
Director. 
 

• Click the pencil to map the course learning outcomes to the program learning outcomes. 
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• Formal assessment of a PLO in a course is represented on the map by a small checkmark 
next to the number that corresponds to the levels listed in the table above. 
 

 
 

 
If the list of course learning outcomes does not appear in the box when you align the course 
with a program outcome, the course learning outcomes are missing from the CIM system under 
the individual course page. Please update the course learning outcomes to ensure that they 
appear in the program curriculum map.  
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CIM offers curriculum reviewer/approvers 
• Ability to make corrections before approving. 

• Ability to roll a proposal back to a previous level for edits. If rolled back, prior levels will 
have to be reapproved. 

• Ability to make edits at any workflow step. 

• View all programs (active and inactive) in CIM Programs and identify the status of a 
proposal.  

• Email an inquiry to an approval level when course is stalled at a specific workflow step. 

• The ability to view all programs in one location and how they are connected to the catalog 
via the ecosystem. 

• Help bubbles to guide you in using the forms  

• CIM (University’s curriculum tracking system) and CAT (University catalog system) work with 
each other. What is entered in the CIM system will synchronize with Banner and will be 
seen by students in the University Catalog. 

• UToledo CIM help documents and FAQ may be found at  
https://www.utoledo.edu/offices/provost/curriculumtracking/ 

• For questions or help on navigating CIM, contact Cathy Zimmer, Director of Academic and 
Curricular Initiatives in the Office of the Provost at cathy.zimmer@utoledo.edu or 419-530-
3202. 

 

Timeline Considerations 

Submit your course/program modification in a timely manner: (1) Course and program 
proposals, both new proposals and modifications will be for the following academic year and 
will need full faculty governance approvals before updates will be reflected in the catalog 
aligned with the effective term. (2) Course proposals should be submitted well before 
registration opens for the next term, allowing time for full faculty governance review and 
approvals. If students are registered for a course that is under modification (i.e., submitted in 
the spring term, for fall term changes), offices must take additional actions, and students will 
have to deregister and reregister.  

Fall/Spring registration typically begins mid-March and Summer registration typically opens in 
early February.  
 

Reviewing Program Proposals 
Tips and information for both new program proposals and program modifications. 

Requirements field should display all courses that are needed to complete the program. 

• List all courses which comprise the certificate, minor, degree or concentration. 

• The Requirements section will appear in the University Catalog. 

• CIM Requirements are not program admission requirements. 

https://www.utoledo.edu/offices/provost/curriculumtracking/
mailto:cathy.zimmer@utoledo.edu
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• Completing a course list will allow for stronger degree audit outcome. This clearly 
identifies for the Office of the Registrar what the required courses are. 

• The course list format will prepopulate title and credit hour and will have appropriate 
course bubble attached. A course list is the preferred format. 

Adding a New Concentration to an existing program: 
 
A new concentration to an existing program is added using the new program form. Select “new 
concentration to an existing program” from the drop down. 

 
 
 
 
  
WHAT STUDENTS SEE in the University Catalog, under the Requirements tab: 
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Plan-of-Study: field is not required for graduate programs or certificates. 

• It is a suggested order for taking the required courses to meet requirements. 

• When using the Plan of Study tool list terms. Do not list years. 

• The Plan-of-Study section appears in the University Catalog. 

Only appropriate text should be listed in “requirements” and “plan-of-study” fields. 

• Do not include admission requirements. 

• Should not include comments for reviewer. 

WHAT STUDENTS SEE in the University Catalog under the Plan of Study tab  
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For Programs with New Courses 

• Course proposals should be entered into CIM first.  

• Once the new course is entered in CIM, it will appear in CIM course picker for use on 
program form. 

• If starting a NEW program review the Program Development Guidelines/Program 
Design Institute found here  https://www.utoledo.edu/offices/provost/program-
development/ 

 

CIM edits display through red/green markup - see examples below: 

Green is new content added; red is content to be deleted. 

 

 

 

 

 

 

 

 

 

 

 

https://www.utoledo.edu/offices/provost/program-development/
https://www.utoledo.edu/offices/provost/program-development/
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Finding Proposals CIM 

Use an asterisk (*) in the search box as a wild card. For example, MATH* will find everything that starts 
with “MATH,” *MATH everything that ends with “MATH,” and *MATH* everything that contains 
“MATH.” The system searches the Program Code, Title, Workflow step and CIM Status. 
Quick Searches provides a list of predefined search categories to use. 

 

 

• Click on the word “workflow” and courses will sort workflow roles in alpha order. 
Example: 

 

Inactivating a Program (Suspension of Admissions into a Program) 

• Program inactivation takes place through CIM. 
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UToledo Process for Program Suspension of Admissions via CIM Inactivation 
Request 

• If you intend to suspend admissions, should first contact Cathy Zimmer, Director of 
Academic and Curricular Initiatives in the Office of the Provost for guidance. 
(cathy.zimmer@utoledo.edu) 
 

• Colleges suspending a program because it is not accepting new students, should submit an 
"Inactivate" proposal in the CIM. Inactivate = Suspension of Admissions. 
 
Example: 
 

 
 
 

• CIM Inactivate/Suspension of Admission proposals pass through a shortened workflow.  
 
o Workflow: All levels of workflow receive an FYI email notification. The Office of the 

Provost will approve before moving to the registrar for final approval. 
 

o Once the undergraduate proposal reaches the Provost’s Office level in workflow, 
Vice Provost for Academic Affairs will seek approval/notify the ODHE of the 
suspended program. Undergraduate programs that received approval from the 
Chancellor’s staff for suspension have five years from the approval of the suspension 
to reactivate the program to avoid full program review. Upon ODHE approval, the 
CIM proposal will receive the provost level approval for final notifications. 
 
Guidelines & Procedures for Academic Program Review: 
https://highered.ohio.gov/educators/academic-programs-policies/academic-program-
approval 
 

o Once the graduate proposal reaches the College of Graduate Studies (COGS), the 
vice provost will work with the UToledo representative to notify ODHE of the 
suspended admission program or certificate (if under CCGS jurisdiction). Upon 
receiving notification indicating ODHE approval, COGS will approve CIM proposal for 
final Provost Office approval and notifications. 

Chancellor’s Council on Graduate Studies (CCGS): 
https://highered.ohio.gov/educators/academic-programs-policies/academic-
program-approval/ccgs/ccgs 

Graduate programs that have received approval from CCGS for suspension may be 
reactivated within five years of the suspension to avoid full program review. 

 

mailto:cathy.zimmer@utoledo.edu
https://highered.ohio.gov/educators/academic-programs-policies/academic-program-approval
https://highered.ohio.gov/educators/academic-programs-policies/academic-program-approval
https://highered.ohio.gov/educators/academic-programs-policies/academic-program-approval/ccgs/ccgs
https://highered.ohio.gov/educators/academic-programs-policies/academic-program-approval/ccgs/ccgs
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• Programs that have been suspended or dormant in excess of the timeframe must submit a 
NEW PROGRAM request to the state.  
 

• To reactivate a program within the five-year timeframe, the CIM program proposal must be 
reviewed and submitted to workflow. The proposal will filter through the full workflow 
steps.  

 

After a program suspension of admission/inactivation of a program proposal is fully approved 
in CIM:  

• University Catalog pages will be removed, marketing major page 
https://www.utoledo.edu/programs, we be pull from the web site, and college web pages 
should also be updated.  

 
CIM Eco-system 

The CIM Ecosystem shows courses, programs and catalog pages that are related to the 
course being viewed, and catalog pages that house the program being reviewed. The 
ecosystem is the first box in the Proposal Preview section of CIM. The entries in the 
ecosystem are links that will open that page in the university catalog. 

 

Common Review Oversight/Errors: 

• Not using the course list in the requirement section or plan of study grid formatting 
 

• Credit hour discrepancy between CIM form requirement section, plan of study section and 
curriculum map; they do not add up to the same number of credit hours 
 

• Vague requirements such as “Other related course approved by the program director.” 
 

• Updating requirements but not the plan of study 
 

• Not putting learning outcomes into individual rows 
 

• Forgetting to submit a program modification if a course modification changes credit hours, 
introducing new course, or inactivating a course that is in a program. 

NOTE: Program proposals and modifications should not include course edits. Individual courses must 
be modified separately. Separate course proposal must be submitted in CIM. 

https://www.utoledo.edu/programs
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What Should Not be Approved: 

• Proposal with comment such as “See attached,” “no changes.” If there is no content in a 
field, the proposer will need to add missing content. 
 

• Inaccurately submitted proposals should either be corrected before approving or rolled 
back for corrections before moving forward. 

 

What is Transcript? 

A student’s transcript lists their degree program (associate, bachelor, doctoral, certificate) and 
their major(s). If they have a concentration and/or minor declared, that would be listed as well. 
  
Diplomas list the degree and degree granting college name. The major is not listed.  
 

When a Modification Should be a NEW Proposal 
 
For a program modification, if more than 50% of a program is changed, then it is a new program 
proposal needing state approval. 

 

CIM HELP https://www.utoledo.edu/offices/provost/curriculumtracking/ 

 
For CIM Training and Questions Contact: 
  
Cathy Zimmer, Director of Academic and Curricular Initiatives, Office of the Provost  
419.530.3202 | cathy.zimmer@utoledo.edu 

https://www.utoledo.edu/offices/provost/curriculumtracking/
mailto:cathy.zimmer@utoledo.edu

