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1. Course Subject Code and Number: 
Examples of Subject Codes: ACCT, BA, CHEM, DNCE,L E::-C=:O:::cN:--:-,-:F:::-IN:-:--, G=B-M,..,-:-Hc:D-,""ID,..,...,J-A.,.P_N_, KI- _N_,E-, -LB_S,..T-, -M- A_S_S_, ...JNATV, OM, PE, ... 

If the course is going to be cross-listed in two or more subjects with the same course number, both subject codes can be entered on the form; if 
the course numbers will be different, then each course should be on its own form with the cross-listing noted in item #15. 
In choosing a course number, see the Course Number System from the General Catalog (reproduced here): 

1- 99 Pre-baccalaureate 
100-299 Lower-division (may have community college equivalents) 
300-399 Upper-division; may not be taken by graduate students (not equivalent to community college courses) 
400-499 Upper-division; may be taken by graduate students unless the course is certified for General Education 
500-599 Graduate; may be taken by advanced upper-division students 
600-699 Graduate; only open to undergraduates with individual approval 
700-799 Doctoral 

Whenever possible, course numbers should not have been previously used; if necessary, course numbers can be 'recycled' if they have not 
been used in the past 10 years for undergraduate courses (6 years for graduate courses). Contact Academic Programs for assistance in 
determining availability of course numbers. A letter suffix may be used, but not "I" or "O." "L" is commonly used for labs, and "S" for courses 
taught in Spanish. 

2. Course Title: 
Avoid the use of jargon, slang, copyrighted names, trade names, and any non-essential punctuation. 

3. Abbreviated Course Title: 

Please 
111111

suggest how to abbreviate 
. 1 

the 
l 
course 

1111
title for use in transcripts, 

11 11
the on-ltne 

.1111
schedule, etc. The 

1
abbreviation 

111111 
may not exceed 30 

characters, including spaces. Thirty cells are provided; please enter at most one character or space per cell. It is not necessary to abbreviate 
course titles that already have 30 or fewer characters. 

4. College:LI ___ __,I If "Other," please specify here: c__ ____________ _..J 

5. Desired Term and Year of Implementation:! L ____ _,I , 20CJ 

6. Why is this course being proposed? 

7. Has this course been previously offered as a topics course? ~'---~ 
If so, please specify the course number of the topic, and when it was most recently offered: 

8. Is course also being proposed for General Education credit? I 
If yes, the course will be reviewed separately at the University level by the UCC for ap._p_ro_v_a_l a_s_a__,course, and by the GEC for GE certification. 

9. Is this a generic course? I 
A generic course is the "container" for'-s-pe-c-ia~l-to- p~ics courses or the "umbrella" under which an individual topic courses can be offered. The title 

of a generic course is generally something like "Special Topics in ABCDology." The generic course appears in the catalog, whereas the more 
detailed descriptions for individual topics are posted together with the Class Schedule. Because the generic course is just the vehicle for offering 
particular topics (which are separately proposed via a Form T, once the generic course has been created), it cannot be submitted for GE 
certification. and it is understood that there is no syllabus or student learning outcomes for the generic course. Individual topic proposals may 
be considered by the GEC for GE certification and syllabi anr SLOs will be required on the proposal forms for individual topics. 

10. Number of Units: D 
Most courses are for a fixed number of units (3 or 4), but v9riable-unit courses can also be proposed (e.g., 1-4). A convention from t he old CoAS 
is to avoid creating variable-unit supervision courses, by instead creating different versions (e.g., BRS 495A, 495B and 495C to differentiate 
between the 1-unit, 2-unit and 3-unit offerings). See the separate notes on "Instructional Mode Conventions Used at Cal State San Marcos," 

posted on the Curriculum Forms webpage for further details related to units in supervision courses. 

11. Course Description: This has two parts: the plain text portion which explains the content and the italicized text portion, which 

la ins special conditions [see Re istration Conditions in 12, below]. 

in text: 

pain text portion: T e primary purpose o t e course escription is to exp ain what is covere int e course. It is use u to eep in min two 
audiences: students trying to determine whether they want to take this course and someone from outside the University who is trying to 
understand what was covered in a course appearing on a student transcript. The explanation of course content should not exceed 80 words, 
should avoid the use of abbreviations, jargon, slang, copyrighted names or trade names, and should avoid stock phrases such as "This course 
covers11 and "A study of," etc. It is acceptable to use sentence fragments. To avoid confusion with topics courses, synonyms for the word 

1 

Academic Programs 
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"topics" (i.e., subject matter, areas of study, themes, issues, etc.) should be used, reserving the word "topics" for generic (i.e., variable-topics) 
courses. Look at the catalog for examples of course descriptions. 
"Italicized text" portion: In order, this should consist of (if/as needed): 

Any special conditions concerning the manner in which the course will meet. For example: 
Course meets for more hours each week than units of credit because it contains a laboratory or activity period 

0 
Course requires attendance at out-of-class events/activities/field trips 0 

Instruction is delivered in a language other than English 0 
Graded Credit/No Credit (if the Grade Mode requested in #17 is CR/NC or CR/NC w/RP) 

• Rules for repeating the course for credit (if the answer to #14 is yes) or if the department wishes to limit the number of times that a 
student can register for the course. Please use one of the following standard construction, replacing M by the appropriate number: 

[If there is no limit on repetitions.] May be repeated for credit. 0 

[If there is a limit on repetitions.] May be repeated for a total of M units. 
0 

[If 
0 

there is a limit on a collection of related courses.] Together with (list other courses) may be repeated for a total of M units. 
[For generic courses] May be repeated for credit as topics change. 0 
[For generic courses] May be repeated for a total of M units as topics change. 0 

Any special registration conditions. For example, to control the number of times that students may register to take the course, use the 
following statement: Students who hove remained in this course post the odd/drop deadline N times may not register for it on N+l" time. 

12. Registration Conditions. Fill in all that apply. 
(Registration conditions should an near at the end of the course descriotion in italics.I 

a. Prerequisite(s): I 
b. Corequisite(s): r'-------l -------------------- ---i 

c. Co/prerequisite(s): I 
d. Enrollment Restriction(s): 

L....--~-----------------------------~--1 I ':---r-----------------------------1 
e. Enrollment Requirement(s): I 'r-----------------------------1 
f. Recommended Preparation: I 

Registration Conditions enforced by PeopleSoft. '----------------------- -------' 
a. Prerequisites: Specific courses which must be taken before enrollment is permitted. It is possible to specify a minimum grade in the 

prerequisite. 
If the prerequisite simply reads "ABC 321," then students who are currently enrolled in ABC 321 may register for the course 

0 
during the priority reservation period - which takes place in the prior semester. 
If the prerequisite reads "ABC 321 with a minimum grade of C (2.0)," then the default setting in PeopleSoft is to allow students 

0 
who are currently enrolled in ABC 321 to register. 
If the prerequisite reads "ABC 321 with a minimum grade of C (2.0)," and the intent is to not allow students to register until a 

0 
grade of C or better has been posted in PeopleSoft, then please include the phrase "Exclude in-progress credit" in #12a [but 
not in the italicized portion of 1111). 

b. Corequisites: Specific courses which must be taken simultaneously with the course. 
c. Co/prerequisites: Specific courses which must either be taken simultaneously with the course, or must have been previously completed. 
d. Enrollment restrictions: Usually of the form "Enrollment restricted to ABCD majors", "Enrollment restricted to students with senior class 

standing," or "Enrollment restricted to students who have obtained consent of the instructor," etc. 
Registration Conditions enforced by the instructor, not PeopleSoft: 
e. Enrollment requirements: Often these have the same format as prerequisites, but these are enforced by the instructor (or department) 

and not by PeopleSoft. 
Unenforceable registration conditions: 
f. Recommended preparation: Courses which are recommended but not required to be taken before enrolling in the course. 

13. Is Consent Required for Enrollment? '-------------- ----------- -----' 
14. a. May the course be repeated for graduation credit? ,...._ ______ _ ___________ __, 

b. If directed in part a to complete the second part of this item, explain how the course material 
changes significantly from offering to offering so that students should receive credit for repeating the 

course: 

15. Is this course cross-listed with any other course? If "Yes," please identify here any cross-listings besides 

those already given in item #1: 
It is recommended that, if possible, both courses should be given the same number. Generally speaking, courses should only be cross-listed 
with courses of the same level (e.g., 300-level courses with 300-level courses). The exception to this general rule is cross-listing at the lower­

division level where 100-level and 200-level courses may occur. Note that if one course is undergraduate (below SOD-level) and the other is 
graduate (above 400-level), then this situation is an example of dual-listing, not cross-listing; see item 1116. 

16. a. Is this course part of a dual-listing of an undergraduate course? '--------------------' 
2 

Academic Programs 
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Dual listing is only allowed between upper-division and graduate courses offered in the same department with similar course content. The 
titles and descriptions of the two courses must reflect the similarity of the subject matter. Dual-listed courses may not be cross-listed; the 
following types of courses may not be dual-listed: thesis, creative work, internship, special project, topic, directed reading, research and 

independent study. The dual-listed courses must meet in the same classroom at the same time and have the same instructor. Dual-listed course 
pairings normally consist of one 400-level and one 500-level course. The only permitted exceptions to this pairing are 400-level with 600-level 

and 300-level with 500-level; exceptions require a strong rationale and should be granted only rarely and under extreme circumstances. The 
course descriptions must indicate that the courses can be dual-listed. The descriptions must specify that if one of the dual-listed courses is 

completed for credit, the other one may not be taken for credit at a subsequent time, unless approved by pet ition to the graduate program 
coordinator. 

b. If the course is being proposed for dual-listing, explain why the dual-listing is necessary and the higher 
expectations to which students will be held in the graduate version: 

At the time of the review of the dual-listing, syllabi for both courses complete with course descriptions, course readings and activities, and 

Student Learning Outcomes {SLO) will be submitted to all curriculum committees as support for the dual-listing. Examples of greater 
expectations may include that graduate students show development of independent critical judgment and evaluation of course material, and 
that graduate students present the evidence of their original critical analysis. Examples of additional assignments might include significant 
research papers, oral presentations of research on course assignments, and/or t he demonstration of more sophisticated laboratory or studio 

skills than those required of students in the undergraduate course. 

17. Grading Basis: 
L...--- -----------------------------------------' 

18. If either "Graded RP" or "CR/NC w/RP" is requested, explain the need for this grading basis): 

RP grading symbol is intended for use in situations where the coursework is expected to extend beyond the end of the semester. Common 

examples are thesis courses. 

19. Should a final exam period be scheduled for this class? 

20. Mode of Instruction Use pull-down menus to replace each"??" in the central column with a number, and to select either an 
instructional mode or a blank in the last column 

Type ofJnstruction Number Instructional Mode 
of Credit (Course Classification 
Units Number) 

Primary Lecture Choose from pull-down menu 
Second Lecture (for courses with "breakout sections") Choose from pull-down menu 
Activity Choose from pull-down menu 
Lab Choose from pull-down menu 
Other (seldom used) instructional modes Choose from pull-down menu 
Total 

Or 
Type of Instruction Number Instructional Mode 

of Credit (Course Classification 
Units Number) 

Supervision Choose from pull-down menu 
Note that a course may not combine lecture activity/lab units with supervision units. See the notes on "Instructional Mode Conventions Used 
at Cal State San Marcos," posted on the Curriculum Forms webpage for further details. Note that since the different lecture and activity modes 
have exactly the same credit:time:workload ratios, the pull-down menus in those categories show the common default values used by the 
campus. 

21. (Skip this item if the answer to #9 is Yes.) Student Learning Outcomes (SLOs) 

These should be phrased in terms of what students will know and be able to do at the end of the course. A standard format is, "Students who 

successfully complete this course will be able to [list student learning outcomes]." Generally speaking, more advanced courses should describe 
SLOs in terms of higher-order {according to Bloom) cognitive skills (see www.uni.edu/chfasoa/bloom.htm). SLOs should be phrased using 
concrete action verbs that allow the instructor to determine the extent to which students achieve the SLO (see 
www.clemson.edu/assessment/assessmentpractices/referencematerials/documents/Blooms%20Taxonomy%20Action%20Verbs.pdf for lists of 
action verbs arranged according to the taxonomy). For courses that are requirements or electives in a major, it is desirable to connect the 
course learning outcomes to the programmatic learning outcomes. 

22. Attached supporting documentation includes 

3 
Academic Programs 
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When a detailed course outline or syllabus is provided, these should contain (i) a list of the specific subject material to be covered, (ii) a 
tentative reading list, (iii) a list of the major assignments/activities that students will complete (including how the All-University Writing 

Requirement will be met), and (iv) a grading scheme indicating what will form the basis of student grades. 

23. Is this a Service Learning Course? 
See the Community Service Learning Courses policy on the Policies and Procedures webpage for the definition of a Community Service Learning 

(CSL) course at CSU San Marcos. For a course to qualify for designation as a Community Service Learning course, at least 15% of the student's 
grades will be based on the community service learning portion of the course. It is suggested that the service consist of at least 20 hours of 

direct, academically-relevant community service. 

24. How often will this course be offered once established? 

25. Will there be any special fees associated with this course:!~ - - ~ Jlf "Yes," please specify here:'------ ---~

26. Will this course be required in any major, minor, certificate or graduate program? I J If "Yes," please specify 
here:! \, and submit this course form together with a program proposal (P) or program change (P2) 
form(s). 

27. Will this course be an elective in any major, minor, certificate or graduate program? If "Yes," please 
specify here: 

If this course will be an ~e,...le-ct,.,.iv-e-=i_n_a_n_e_w_p_r_o-gr_a_m-,7it-s.,..h-ou-:lc--;d-:-b_e_s_u,-bm-,,-it-,-te-d,-t-o-ge- t7h-er- w-,--it,-h -:th_e_p_r_o-gr_a_m_p_r_o_p_o_sa..,.l -c:(P""')-:cfo- r_m_f.,..o-r-:th,-a_t_p_ro_g_r-am~ . To 

have this course recognized in the next catalog addendum as an elective in an existing program, it is necessary to submit a program change (P2) 
form. If no P2 form is submitted, it will be the responsibility of the program to request that this course be included in the next catalog printing 
when it reviews the draft catalog copy. 

28. Does this course affect other discipline(s)? I 
A course proposal has "impact" on another discipline if it is cro~s-s-.,..lis-t-edc-w~ith a course in that discipline, if it w,11 be taken by students 

majoring/minoring in that discipline, or if it deals with subject material that is also covered in that discipline. If there is any uncertainty as to 
whether a particular discipline is "impacted," check "yes" and obtain signature noting support or opposition. Any objections should be stated in 
writing and attached to this form . 

Discipline: 

Signature Support [g] Oppose [g Date ~I ===-J Statement Attached lg] 

Discipline: 

Signature Support g Oppose [g] Date-' ====""'JStatement Attached lg 

Discipline: 

Signature 

Discipline: 

Signature Support [g Oppose [g Date _j ====--JStatement Attached lg 
Add additional lines as needed. 

Proposal Signatures: 

By signing this course proposal, the originator and Department Chair/Program Director (or equivalent) 
indicate that they understand that course materials need to be provided to IITS/ATS at least one month 

4 
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before being offered for the first time to ensure that course content, including instructional materials and 
instructional websites, are designed in a manner that incorporates accessibility. (See CSU Coded 
Memorandum AA-2009-19.) 

1. Originator: 
L......--------" Signature!::====== === Date==!===' 

2. Program Director/Department Chair (or equivalent) Signature='======== Date!:=!===='-

Approval Signatures: 

3. College Curriculum Committee Signature Date I 

4. College Dean (or Designee) Signature Date! 

5. UCC Committee Chair Signature I Date I 

6. Provost/VP for Academic Affairs (or designee) Signature Date l 

Academic Programs 
Form Revision Date: 4/22/2013 
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FAC:  Sabbatical Leave Policy (FAC 059-94) 
 

1 Rationale 

2 Revise Professional Leave Policy to conform to CBA Section 27.8 regarding denial and 

3 deferment of sabbatical leave.   Update policy to reflect submission of electronic copies of 

4 professional leave proposals.    

5 Recommend inserting in call that service credit for full year sabbaticals are at 50%.  

6  

7 Sabbatical Leave  

8 Procedure 

9 I. AUTHORIZATION 
10   
11 Sabbatical leaves are authorized under Article 27 of the Collective Bargaining Agreement. 
12   
13 II. OBJECTIVE 
14   
15 Sabbatical leaves shall be for purposes that provide a benefit to CSUSM through scholarly 
16 research or creative activity, instructional improvement and/or faculty retraining. Such activities
17 provide a crucial benefit to the instructional needs of CSUSM by improving the competency an
18 enthusiasm of the faculty, by keeping the faculty up-to-date in their fields, and by bringing new 
19 ideas and concepts to the campus which will be shared with students and other faculty in and ou
20 of the classroom. Sabbatical activities also benefit society and promote the reputation of the 
21 university by giving CSUSM faculty a chance to refine ideas developed at CSUSM and spread 
22 them to the national and international creative, scholarly and educational communities. 
23   
24 III. ELIGIBILITY 
25   
26 A.  Full-time faculty unit employee shall be eligible for sabbatical leave if: 

27 1. The individual has served full-time for six (6) years at CSU San Marcos in the preceding 
28 seven (7) year period prior to the leave; and 
29  
30 2. The individual has served full-time at least six (6) years after any previous sabbatical leave or
31 difference in pay leave. 

32 B.  Credit granted towards completion of the probationary period for service elsewhere shall als
33 apply towards fulfilling the eligibility requirements for sabbatical. 
34  
35 C. A leave of absence without pay or service on an academic administrative appointment 
36 excluded from the bargaining unit shall not constitute a break in service for eligibility 
37 requirements. 
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38   
39 D. For tenure track faculty, final approval of a sabbatical leave is contingent upon having earned 
40 tenure. 

41 IV. SALARY 
42   
43 The salary of a faculty employee on a sabbatical leave shall be in accordance with the following: 

44 1. One (1) semester at full salary; or 
45   
46 2. Two (2) semesters at one-half (1/2) the full salary. 
47   

48 V. SSP-ARs 
49   
50 A. All full time SSP-ARs are eligible to apply for sabbaticals. 
51   
52 B. The process for SSP-ARs will be the same as it is for instructional faculty with the following 
53 exceptions: 

54 1. The Professional Leave Committee will evaluate the applications separately from the 
55 instructional faculty and assign them to one of the categories identified in Section VII. C. 

56 2. The Professional Leave Committee will submit their report to the Vice President for Student 
57 Affairs instead of the Vice President for Academic Affairs. 

58 VI. APPLICATION PROCESS 
59   
60 A. Sabbatical leaves are awarded the year prior to the sabbatical leave itself. Each spring 
61 semester, faculty who are eligible to apply for a sabbatical leave shall be notified of their 
62 eligibility and the application submission date for the Fall semester. A copy of the notification 
63 shall be sent to the Dean and the Department Chair or equivalent. In order to facilitate resource 
64 planning, faculty are asked to notify the Dean and Department Chair (or equivalent) as soon as 
65 they make the decision to apply for a sabbatical leave. 
66   
67 B. An application for a sabbatical leave shall include the following: 

68 1. A 3 to 5 page narrative which states the purpose of the sabbatical leave and gives a detailed 
69 description of the applicant's plan of study, research, travel, and/or service. This narrative shall 
70 include the following: 

71 a. A full description of the proposed activities including a timeline, and, if appropriate, a 
72 description of the methodology, and/or course of study (or other types of activities). The 
73 activities proposed should be of a nature to clearly make full use of the applicant's working time 
74 for the duration of the sabbatical leave. 

75 b. An explanation of how the project positively impacts the applicant's professional development 
76 (including the ability to carry out responsibilities at CSUSM). The applicant should put the 
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1 

-

professional development into context. For example, if the proposed activity involves a course of 
research, the applicant should explain whether it represents a continuation of ongoing research or 
a change in direction; likewise, if the proposed activities are directed at instructional 
improvement, the applicant should describe the courses which will benefit and how they will 
benefit from the proposed activities. 

2. A statement specifying the CSU resources (e.g., the need to use one's faculty office/lab, the 
need to secure an internal grant, or the need for travel funds), if any, necessary to carry it out; 
  
3. A statement of the time requested, which shall not exceed one (1) year; 
(A sabbatical leave of two (2) semesters may be implemented within a two (2) consecutive year 
period.) 
  
4. A copy of the applicant's curriculum vitae and a copy of original reports for previous 
sabbatical leaves (see Section IX.D., below). 
  
5. Applicants who have been recommended for a sabbatical but not funded in any of the previous 
two years may also include copies of previous recommendations from the Professional Leave 
Committee for one or both of the previous two years. 

6. A copy of the most recent previously approved sabbatical application and the related written 
report describing accomplishments during the period of leave. (See IX D below.) 

C. There are two options for submitting the application. The application may be submitted as a 
PDF file to the Academic Resource Officemust be submitted electronically to the Office of 
Faculty Affairs.  Instructions for electronic submission will be provided by may be obtained 
from the Office of Faculty Affairs.  A copy of the application must also be provided via email 
and to the Department Chair (or Equivalent Unit Lead). 

 Alternatively, nine (9) copies may be submitted to the Professional Leave Committee via the 
Office of the Academic Senate. When submitted to the Office of the Academic Senate, the 
-O1ffice shall di---stribute seven copies to the Professional Leave Committee, one copy to the 
Associate Vice President for Academic Affairs - Academic Resources office and one copy to the 
applicant's department (or equivalent unit). 
  
D. A difference in pay leave may be filed simultaneously with a request for a sabbatical leave 
according to academic unit policy and procedures but only one type of leave may be granted. 
  
VII. EVALUATION PROCESS 
  
A. A Professional Leave Committee shall review sabbatical applications, considering questions 
related to the quality of the proposed sabbatical leave project. 

1. The Professional Leave Committee shall be constituted as follows: 

a. The Professional Leave Committee shall be elected on an annual basis by probationary and 
tenured faculty unit employees. 
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b. The Professional Leave Committee shall be an all university committee composed of full-time 
tenured professors. 
  
c. NEAC will determine the number of members from each unit as appropriate. At least one 
memebermember shall be elected from the faculty in each college and the Library by the eligible 
faculty. The distribution of areas shall parallel that of the University Retention, Tenure, and 
Promotion committee. One at-large representative shall be elected from the faculty as a whole. 
  
d. Faculty unit employees applying for a sabbatical leave shall not be eligible for election to the 
Professional Leave Committee. 

2. The Professional Leave Committee shall use the following criteria listed in order of 
importance in evaluating the merit of proposals: 

a. The quality of the professional development of the applicant through scholarly research or 
creative activity, instructional improvement and/or faculty retraining with no implied priority 
among these (including the impact on the faculty member's ability to carry out his/her 
responsibilities to CSUSM). 
 
b. The quality of the proposal in terms of clarity, purpose, methods, and objectives. 

3. The Professional Leave Committee shall group applications into the following categories: 

a. Highly Recommended: Applications that indicate exceptionally high quality projects. The 
expectation is that all Highly Recommended applications will be funded. 
  
b. Conditionally Recommended: Applications that indicate high quality sabbatical leave projects. 
The expectation is that funding of Conditionally Recommended applications will be based on the 
availability of resources. 
  
c. Not Recommended: Applications that do not inidicateindicate high quality sabbatical leave 
projects. 
  
The Professional Leave Committee shall recommend against all applications whose proposed 
activities are not of a nature to account for all of the applicant's working time for the duration of 
the sabbatical leave. 
  
The Highly Recommended category should be a small, select group. In no case should more than 
25% of the proposals be assigned to this category. 

4. The Professional Leave Committee shall rank order all applications in the Conditionally 
Recommended Category (this information will not be included in the letter sent to the applicant). 
  
5. The Professional Leave Committee shall submit a letter for each application to the Vice 
President for Academic Affairs giving the following information (a) the category of 
recommendation (Highly Recommended, Conditionally Recommended, or Not Recommend); (b) 



160 
161 
162 
163 
164 
165 
166 

167 
168 

169 
170 
171 
172 
173 
174 
175 
176 

177 
178 
179 
180 
181 
182 
183 
184 
185 
186 
187 
188 
189 
190 
191 
192 
193 
194 
195 
196 
197 
198 
199 
200 
201 
202 

Page 11 of 19

Page 11 of 19

the reasons for the recommendation, and (c) suggestions for improvement if Not Recommended. 
The Professional Leave Committee shall also submit to the Vice President for Academic Affairs 
the rank order of applications in the category. 
  
A copy of this letter shall be given to the applicant. The applicant shall be informed that a 
positive recommendation by the Professional Leave Committee does not guarantee that the 
sabbatical Leave will be approved by the President. 

Applicants may respond in writing to the VPAA regarding the committee's 
recommendation within two weeks of receipt of the recommendation. 

B. The Senate Office shall send a copy of the application to the faculty unit employee's 
department (or equivalent unit). The department (or equivalent unit) shall provide a statement to 
the Vice President for Academic Affairs (with a copy to the Dean) regarding the possible effect 
on the curriculum and the operation of the department (or equivalent unit) should the employee 
be granted a sabbatical. 
  
C. The Vice President for Academic Affairs shall make a recommendation to the President 
regarding each sabbatical leave application. 

1. After reviewing the recommendations of the Professional Leave Committee, the Vice 
President for Academic Affairs may meet and confer with the Professional Leave Committee for 
clarification. 
  
2. The Vice President for Academic Affairs, in consultation with the appropriate deans, shall 
consider other campus program needs and campus budget implications. In particular, the 
distribution of sabbatical leaves among different academic units may be considered (taking into 
account such factors as the FTES, FTEF, number of eligible faculty, number of faculty applying, 
and the number of faculty recommended by the Professional Leave Committee in each unit). 
  
3. When resources do not allow funding of all sabbatical leaves of a given category or 
subcategory of recommendation, the Vice President for Academic Affairs shall also take into 
account the number of years (since the applicant's previous sabbatical leave, if any) an applicant 
has been eligible for sabbatical leave as well as the number of years the applicant has been 
recommended for a sabbatical leave by the Professional Leave Committee, but not awarded. 
  
4. Arrangements may be developed by the department and approved by the President to 
accommodate granting sabbatical leaves for faculty unit employees whose leaves have been 
approved. Such arrangements may include rearranging workload within the department, and 
other university funding. No faculty unit employee will be involuntarily required to work in an 
overload situation by such arrangements. 
  
5. The recommendation of the Vice President for Academic Affairs shall be forwarded to the 
President with copies to the applicant, the Dean, the department (or equivalent), and the 

1--Professional Lea__ ve Committee. The letter should contain reasons for the 
recommendatiorecommendation. 
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 VIII. APPROVAL 

 A. A. The President or the President's designee shall respond in writing to the applicant and shall 
 include the reasons for approval or denial. If a sabbatical leave is granted, the response shall 
 include any conditions of such a leave. A copy of this response shall be provided to the affected 
 department (or equivalent unit), the Dean, the Vice President for Academic Affairs and the 
 Academic Senate Office for the Professional Leave Committee. 
   
 B. Final approval of a sabbatical leave shall not be granted until the applicant has filed with the 
 President a suitable bond or an accepted statement of assets (not including PERS holdings) 
 and/or a promissory note that is at least equal to the amount of salary paid during the leave. 
   
 C. The guarantee posted shall indemnify the State of California against loss in the event the 
 employee fails to render the required service in the CSU following return of the employee from 
 the sabbatical leave. 
   
 D. The guarantee posted shall immediately be canceled in full upon completion of required 
 service or upon waiver of that service by mutual agreement of the faculty member and the CSU. 
   
 E. A faculty unit employee whose leave request has been approved shall normally be granted that 
 leave. A leave may be deferred by the President or the President’s designee up to one year, in 
 circumstances where the President or the President's designee determines that granting the 
 sabbatical leave in the succeeding academic year would cause an undue hardship on the 
 department's ability to offer its program (CBA 27),  

 . 

 OR:  

 If a sabbatical leave is denied based on factors other than the merit of the proposed activities 
 (such as program needs), the faculty unit employee may request that the sabbatical leave be 
 deferred until the following academic year, at which point the leave, if the underlying conditions 
 supporting the proposed activities remain in effect, shall be granted. (See CBA I 27I .) 

 IX. FACULTY RESPONSIBILITIES 

 A. A faculty unit employee on a sabbatical leave shall not accept additional and/or outside 
 employment without prior approval of the president or the President's designee. 
   
 B. A faculty unit employee granted a sabbatical leave may be required by the president to 
 provide verification that conditions of leave were met. The statement of verification shall be 
 provided to the president and the Academic Senate office for the Professional Leave Committee. 
   
 C. A faculty unit employee shall render service to the CSU upon return from a sabbatical leave at 
 the rate of one (1) term of service for each term of leave. 
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D. A faculty member, upon return from sabbatical, shall submit a written report of approximately 
one page to the President’s designee and Professional Leave Committee department (or 
equivalent unit) and Dean describing accomplishments during the period of leave. 

X. FACULTY RIGHTS 

A. It is the intent of this policy that faculty unit employees eligible for sabbatical leave who meet 
the conditions of this policy receive their sabbatical leave. 
  
B. Faculty on a sabbatical leave may not serve on university-wide committees. However, faculty 
on a sabbatical leave may vote in university-wide elections and run for university-wide offices 
for which they are eligible. The voting rights and committee service restrictions of an individual 
on sabbatical, within their college, department, or program, should be decided by the 
college/department/program and included in pertinent governance documents. 
  
C. A faculty unit employee on a sabbatical leave shall be considered in work status and shall 
receive health, dental, and appropriate fringe benefits provided by the CSU in the same manner 
as if s/he were not on a sabbatical leave. 
  
D. A faculty unit employee on a sabbatical leave shall be entitled to accrue sick leave, vacation, 
and service credit toward merit salary adjustment, eligibility toward promotion, if applicable, and 
seniority credit. 
  
E. A faculty member whose sabbatical leave has been granted may request a deferral until the 
following year if required due to protected leave or other rare circumstances.   If approved leaves 
are deferred upon applicants’ request, in succeeding years first preference for leave shall be 
given to faculty whose leave applications were approved in the earliest prior year. 

  

XI. TIMELINE 

May of year before request process begins: 

• Associate Vice President forThe Office of Faculty  Academic 
Affairs - Academic Resources notifies eligible faculty. 

• NEAC constitutes the Professional Leave Committee. 
Last business day of September: 

• Applications due electronically by 5pm to the Office of Faculty 
__J Affairs  

• 9 copies of application due in Office of the Academic Senate. 
(Senate provides 1 copy to Associate Vice President for 
Academic Affairs and 1 copy to the department (or equivalent 
_unitI I ) 
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 First business day of October: 

 • The Office of Faculty Affairs requests impact statement from 
 the department (or equivalent unit).  

 • Associate Vice President for Academic Affairs - Academic 
 Resources requests impact statement from the department (or 
 equivalent unit) 
 Last business day of October: 

 • Professional Leave Committee forwards recommendations to 
 Vice President for Academic Affairs with a copy to applicant. 
 • Impact statements due to Vice President for Academic Affairs 
 with a copy to applicant. 
 Last day of Fall semester: 

 • President’s designee  notifies candidates of sabbatical decisions 
 with copies to the department (or equivalent unit), the Dean and 
 the Office of the Academic Senate for the Professional Leave 
 Committee. 
  

  



 
 
 
TPAC:  OPEN ACCESS POLICY 
 
 
 
 
 
 
 
Definition Open access refers to free, online public access to scholarly and scientific works. 
 Open access is independent of journal editorial and peer review policies. Open 
 access articles may be available via a university repository; some journals also 
 make articles openly accessible. For journals that are not open access, authors can 

often negotiate with publishers to retain a non-exclusive license to archive articles  in an institutional open access repository. CSUSM ScholarWorks is our open 
access institutional repository.  

  
  
Scope The policy applies to all scholarly articles authored or co-authored while the 

person is a member of the Faculty except for any articles published before the 
adoption of this policy and any articles for which the Faculty member entered 
into an incompatible licensing or assignment agreement before the adoption of 
this policy. Upon express direction by a Faculty member, California State 
University San Marcos will waive the license for a particular article or delay 
access to the article for a specified period of time. 
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I. PREAMBLE  

Open access refers to free, online public access to scholarly and scientific works. Open access is 
independent of journal editorial and peer review policies. Open access articles may be available via a 
university repository; some journals also make articles openly accessible. For journals that are not 
open access, authors can often negotiate with publishers to retain a non-exclusive license to archive 
articles in an institutional open access repository. The landscape of scholarly publishing is changing, 
and we must adapt with it. Journal prices continue to rise1,2 and campus budgets are not keeping 
pace. 
 
Implementing an open access policy supports the campus values:  
 

• Intellectual Engagement: making scholarship available to all encourages engagement with 
scholars in our community as well as around the globe.  

• Community: showcasing to the community the research happening on campus shows that 
CSUSM is an engaged community partner.  

• Integrity: open scholarship encourages transparency and encourages collaboration. 
• Innovation: an open access policy shows that CSUSM is dedicated to innovation, and 

adapting to current trends in technology and data sharing. 
• Inclusiveness: by inviting others to access CSUSM scholarship, we are encouraging 

participation within the academic community and a removing the cost barrier to CSUSM-
generated research. 

 
Implementing an open access policy would provide CSUSM faculty a tool to support retaining 
certain rights to their research and scholarship, and make it easier to utilize faculty-generated works 
in teaching.. 
 
II. POLICY 

A. Each Faculty member grants to California State University San Marcos permission to 
make available his or her scholarly articles. More specifically, each Faculty member 
grants to California State University San Marcos a nonexclusive, irrevocable, worldwide 
license to exercise any and all rights under copyright relating to each of his or her 
scholarly articles, in any medium, provided that the articles are not sold for a profit, and to 
authorize others to do the same.   

B. The policy applies to all scholarly articles authored or co-authored while the person is 
a member of the Faculty except for any articles completed before the adoption of this 
policy and any articles for which the Faculty member entered into an incompatible 
licensing or assignment agreement before the adoption of this policy.  

                                                 
1 http://libraries.calstate.edu/equitable-access-public-stewardship-and-access-to-scholarly-information/  
2 http://lj.libraryjournal.com/2013/04/publishing/the-winds-of-change-periodicals-price-survey-2013/#_  
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C. This policy does not transfer copyright ownership, which remains with Faculty authors 
under existing CSUSM policy. 

III. PROCEDURE 

A. To assist the University in disseminating and archiving the articles, each Faculty member  is 
encouraged to provide an electronic copy of the author’s final version of each article no later than 
90 days after the date of its publication at no charge to the appropriate representative of the library 
in an appropriate format (such as PDF) specified by the library for inclusion in ScholarWorks, the 
institutional repository. When appropriate, a Faculty member may instead notify CSUSM if the 
article will be freely available in another repository or as an open access publication. To submit an 
article, please refer to the Form in Appendix 1. 
 
B.  The University will waive application of the license for a particular article (opt-out) or delay 
access for a specified period of time (embargo) upon express direction by a Faculty member. To 
opt-out or set an embargo period for a specific article, please refer to the Form in Appendix 1.  

 
 
C. This policy applies to articles published after its adoption.  Previously published articles may 
be added to ScholarWorks at the discretion of the author(s). To submit an article, please refer to 
the Form in Appendix 1. 
 
D. Within the first 2 weeks of each academic year, an annual notification will be sent by the 
Office of the Provost informing the faculty about this policy including a link to the policy itself 
and a link to support documents. 

E. CSUSM Library faculty and staff have expertise and can provide support in 
negotiating with publishers and have developed mechanisms for faculty to contribute 
publications to the ScholarWorks open access repository. 

F. Notwithstanding the above, this policy does not in any way prescribe or limit the venue 
of publication. This policy neither requires nor prohibits the payment of fees or 
publication costs by authors. 
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SCHOLARWORKS - OA Article Submission/Embargo/Opt-
out Request Form 
This form is for submitting an article to ScholarWorks, or to opt-out  of the 
CSUSM Open Access Policy. http://microsites.csusm.edu/openaccess/ 

 
 

Campus Email * 
 

@csusm.edu 

 
Name * 

 
 Jl 

First  Last 

 
Article Title * 

 
 
 

Journal Name * 
 
 
 

Volume, Issue, Page Numbers * 
 
 
 

Publisher * 
 
 
 

Attach a File 
 , 

I Browse…  No file selected. 
 
 

Open Access Options: 
 

Please specify when, if at all, you would like us to make this article openly 

accessible through Scholarworks. Please note that this is a separate issue from 

the license transfer waiver option addressed in the next field, though the two 

 may be related in some cases. * 

 Make this article openly accessible immediately 
 

Make this article openly accessible after an embargo period 

(please specify embargo length below) 

 Never make this article openly accessible while it remains in 

copyright (deposit for archiving purposes only) 

 

If your article is available online, you may cut and paste the link 
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here 
 

Please enter the length of the embargo period. (Embargo periods vary. Most are between 1-3 
years. 

Please check your publishing agreement.) 

Are you opting out/requesting a waiver of the license transfer aspect 
of CSUSM's opt-out policy? 

If the publisher requests that you obtain a waiver of the license transfer, and you (at your sole 

discretion) check the box below, the waiver is granted automatically. You will receive an 

automated email confirming this, which will be sent to the submitter's address above. We will 

supply you with a more formal letter if needed. 

If you obtain a license transfer waiver and then sign rights away in your publishing contract, in 

most cases you will need to ask the publisher permission before including your own figures in 

other articles, including your own articles in your course packs, or re-using  your own materials 

in other ways (or authorizing others to do the same). If you have questions, please contact us 

at scholarworks@csusm.edu. 

Yes, I am opting out of the license transfer to CSUSM. 

Do you have an additional article that you would like to submit or embargo? 

Yes 

No 
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