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Co-curricular Learning Experiences (CLEs)  
Student Affairs Course Creation & Reporting Instructions 

 
The outline below will provide you an overview of how to get a program approved as a CLE course including 

how to properly add and report CLEs for those programs receiving CLE credit 
 
COURSE Approval 
 

Step 1: Compile all required documentation & complete the Omnibus form/Syllabus 
• For specific instructions on how to develop a “Co-curricular Learning Experience” (CLE) program 

and proposal requirements please refer to PRP 3230 and PRP 3612 for specific instructions. 
• For more information on CLEs within Bloomsburg University’s Division of Student Affairs please 

see the “Student Affairs’ Co-Curricular Learning with Student Learning Outcomes” Power Point  
in Appendix A, specifically slides 5 through 8.  

• See Appendix B for the Omnibus form.  
• Contact the Registrar’s Office to establish a course number, per PRP 3224. 

 
Step 2:  Review & Approval by Student Affairs Curriculum Committee (SACC) 

• See box 5 of the Omnibus form (Appendix B) for approval sequence/required signatures 
 

Step 3:  Once approved at SACC, the Proposal is forward to GEC/BUCC 
• Approval process comes first through General Education Council (GEC).   
• Professional of Record must present the proposal at GEC. 
• Changes and modifications to the proposal from GEC must be made prior to final approval, if 

GEC advances the CLE. 
• With approval from GEC, the CLE is forwarded to the Bloomsburg University Curriculum 

Committee (BUCC). 
• Professional of Record must present the proposal at BUCC. 
• Changes and modifications to the proposal from BUCC must be made prior to final approval. 
• If approved at BUCC, the Provost must approve and sign the Omnibus form to officially approve 

the CLE. 
 
  

http://www.bloomu.edu/policies_procedures/3230
http://www.bloomu.edu/policies_procedures/3612
http://www.bloomu.edu/policies_procedures/3224
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Co-curricular Learning Experiences (CLEs)  
Student Affairs Course Creation & Reporting Instructions 

 
The outline below will provide you an overview of how to get a program approved as a CLE course including 

how to properly add and report CLEs for those programs receiving CLE credit 
 
CLE Occurring  
After CLE course is approved by the Provost, please follow the following steps: 
 

Step 1: Course Establishment 
• Professional on Record must complete the “Request for Master Schedule Change” form (See 

Appendix C).  This form will be e-mailed from the Registrar’s Office to have a course added to 
the catalog and established. 

• An example completed form is provided in Appendix D.  All sections of the individual courses 
for any semester will be 01, unless multiple Professionals on Record are conducting a course 
(i.e., Student Leaders).  If there are multiple sections of courses offered then the sections will 
number 01, 02, 03, etc.  For CLE 300 please leave section black as multiple CLEs will be offered 
and the Professional of Record will be provided with the section number. 

• The experience will be noted on a transcript for all students who participated in the CLE in the 
same manner as all other coursework attempted in the term (SC = Successful Completion once 
CLE is completed; NC = Not Completed if student does not complete work). 

• The Office of the Registrar will manually adjust the degree audit for any student who 
successfully completes the CLE to reflect the earned General Education Points for the 
experience. 

 
Step 2: Students schedule CLE through “My Husky”/Course Occurs 

• Scheduling and enrollment deadlines for a CLEs follow the same guidelines as all academic 
courses. A student can be enrolled into an experience up until the end of the add/drop period 
for the term (8 days into the term). Withdrawal deadlines will also be enforced. 

• Professional on record will get access to class roster for acceptance of students (MyHusky). 
• CLE occurs. 
• When the experience is completed, the professional of record will then enter whether or not 

the student successfully completed the experience by recording a SC or NC in MyHusky.  If a 
student withdraws or an extension is requested, the normal academic process must be 
followed (PRP 3462). 

• For details on how to schedule a student see page 19 of the Department Student Records 
Training PDF (See Appendix E). 

 
Step 3: Repeat Step 1 for Each Semester granting CLE 
 

  

http://www.bloomu.edu/policies_procedures/3462
http://bloomu.edu/documents/myhusky/DepartmentalStudentRecordsTraining.pdf
http://bloomu.edu/documents/myhusky/DepartmentalStudentRecordsTraining.pdf
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Co-curricular Learning Experiences (CLEs)  
Student Affairs Course Creation & Reporting Instructions 

 
The outline below will provide you an overview of how to get a program approved as a CLE course including 

how to properly add and report CLEs for those programs receiving CLE credit 
 
CLE Grading  
After the completion of the CLE course: 
 

Step 1:  Grade Reporting 
• Professional on record will report grades for each registered participant in the CLE through 

MyHusky. 
 
 

Step 2:  Assessment through the Office of Planning and Assessment (OPA) 
• Professional on record will review their own data each semester and make any necessary 

changes while keeping in the parameters of the master syllabus. 
• The data will be reported to the Office of Planning and Assessment (OPA) as requested by the 

General Education Council (GEC). 
• Professionals of Record will need to complete the GESAR forms and review the course to 

continue to enhance the student experience. 
 
 

Step 3:  Course Evaluations 
• Professional on record will not receive a Course Evaluation as teaching faculty would. 

 
 

Step 4:  File Retention 
• Upon completion of course, reporting data to OPA, and submitting grades, all course records 

should be delivered to the Executive Associate to the Vice President of Student Affairs (this 
includes all rubrics, assessment tools, evaluation materials, and artifacts, etc.). 

• Course records must be retained for five years. 
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Co-curricular Learning Experiences (CLEs)  
Student Affairs Course Creation & Reporting Instructions 

 
The outline below will provide you an overview of how to get a program approved as a CLE course including 

how to properly add and report CLEs for those programs receiving CLE credit 
 
BOLT Quick Start Guidelines for Professionals on Record 
 
There are tutorials all throughout BOLT. The best place to start is probably with the BOLT Help Course 

 

 

However, some quick notes: Select your CLE from the My Home drop down (red circle). 

Upload your syllabus / readings / course documents to Content Browser (blue circle) 

Create course assignments / options to upload coursework (black circle) 

 

I specifically use Assignments under the Coursework drop down: Click new Submission Folder to create an assignment 
that will look like the “Autobiography” or “Reading Reflection 1” etc. 
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BOLT (continued) 

 

 

I highly recommend watching the BOLT videos (when at My Home, scroll down to watch the videos). There is a great 
amount of flexibility with how your CLE is facilitated. 

 

Use the tech support options when needed – they are very helpful. 
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BOLT (continued) 

 

 

When you are satisfied with your course, make it active. 
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Co-curricular Learning Experiences (CLEs)  
Student Affairs Course Creation & Reporting Instructions 

 
The outline below will provide you an overview of how to get a program approved as a CLE course including 

how to properly add and report CLEs for those programs receiving CLE credit 
 
 
For additional information, please contact one of the following individuals: 
Tom Kresch, Assistant VP 
Michael McFarland, Director of Athletics/Associate Professor – Chair, Student Affairs Curriculum Committee 
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Appendix A 

Student Affairs 
Co-Curricular Learni    
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Appendix B 
 

FORM EXPIRES 6-1-2016   BLOOMSBURG UNIVERSITY   FORM EXPIRES 6-1-2016 
DOCUMENT P - OMNIBUS COURSE, CO-CURRICULAR LEARNING EXPERIENCE, AND PROGRAM DEVELOPMENT COVER 

SHEET 
Instructions: See PRP 3230 Course and Program Development 

DISCIPLINE PREFIX, COURSE NUMBER, COURSE TITLE:        
SHORT TITLE OF PROPOSAL:        
CIP:        (FOR PROVOST’S USE ONLY) 

 
Box 1: TYPE OF ACTION              ADD(NEW)       DEACTIVATE       MODIFY           N/A       OTHER  
Box 2: LEVEL OF ACTION             Non-Credit        Undergraduate       Graduate            Other    
Box 3: ITEM OF ACTION 
 (check appropriate boxes) 

APPROVAL  
 SEQUENCE(see box 5) 

DOCUMENTS  
REQUIRED 
             (see box 4)  

INFO COPIES 
(see 2 below) 

   1    Experimental Course  1 A B2  E PQR 1.      d 
   2    Change in Master Course Syllabus:    

   2a  Title and/or Description      2b  Credits/Points A B1 B2 E PQ 2ab.  
   2c   Course/CLE Number      A B1 B2 E PQ 2c. 
   2d   Pre & Co-Requisite A B1 B2 E PQ 2d.    a, b 
   2e   Content Outline                  A B1 B2 DE PQR 2e.    a, b 
   2f    Methods A B1 B2 E PQR 2f.     a, b 
   2g   Student Learning Objectives A B1 B2 DE PQR 2g.    a, b 
   2h   Student Assessment and/or Evaluation A B1 B2 E PQR 2h.    a, b 
   2i    Course/CLE Assessment A B1 B2 E PQR 2i.     a, b, e 
   2j    Supporting Materials &/or Prototype Text    A  R 2j.     a, b, f 

   3    Departmental Recommended Class Size, if appropriate A B1 B2 DE PQR 3.      a, b 
   4    Deactivate a Course/CLE A B1 B2 E PQ 4.      a, b 
   5    Pass/Fail Grading A B1 B2 DE PQR 5.      a, b 
   6    Major/Minor/Concentration  Requirements/Electives A B1 B2 DE PQV 6.      a, b 
   7    New Course/CLE A B1 B2 DE PQR 7.      a, b 
   8    Dual Listing (select 8a or 8b) A B1 B2 DE PQR 8.      b 

  8a Offered in two departments with same number A B1 B2 DE PQR 8a.    b 
  8b Offered in one department as undergrad & grad A B1 B2 C1 C2 DE PQR 8b.    b 

   9    General Education Change A B1 B2 C3 DE PQR 9.      a, b 
 10    Minor   A B1 B2 DE PQV 10     a, b 
 11    Non-Degree Certificate Program A B1 B2 DE FGH PQTU 11.    a, b 
 12    Program Deletion A B2 D-Information EFGH PQTU 12.    a, b, c 
 13    Program Moratorium A B2 D-Information EFH PQ 13.    a, b, c 
 14    Certificate Program(Major or Minor Exists) A B1  B2 DEFG PQ 14.    a, b, c 
 15    Degree Designation A B1 B2 DEFGH PQTU 15.    b, c 
 16    Degree Program   16.    a, b, c 

  16a Letter of Intent A B1 B2 DEFGH X  
  16b Request for Accelerated Program Review A B1 B2 DEFGH PQTUVW  
  16c Detailed Program Proposal3 A B1 B2 DEFGH PQTUVW  

 17    Program Policy Change A B1  B2 DE PQ 17.    a, b, c 
 18    Concept Approval A B1  B2 DE PQ 18.    a, b, c 
 19    Distance Education (80% of content via Dist Ed) A B1  B2 DE PQR 19.    a, b, c 
 20    Other VARIES VARIES 20.    varies 

 
Box 4:   DOCUMENTATION 
              P.    This Cover Sheet              T.     Fiscal Impact               W.    Program Completion Plan 
   Q.    Summary (Reverse of P)    U.    Needs Analysis    X.     Letter of Intent 
   R.    Syllabus    V.    Program Course Checklists 4     

 
1       Approval automatically lapses after two offerings unless permanently approved as a new course. 
2       Codes:    a) Director, Library Services        b) College Deans        c)  Institutional Research         d)  BUCC          
        e) Office of Planning & Assessment  f) Provost’s Office 
3        16a, submission of Letter of Intent to PASSHE, must be completed prior to detailed program development unless Request for Accelerated Program  
         Review is granted 
4       Include existing and proposed checklists. 
 
  

http://www.bloomu.edu/policies_procedures/3230
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SHORT TITLE OF PROPOSAL:        
 
 

Box 5:   APPROVAL SEQUENCE                                                     APPROVAL SIGNATURES        DATE 
    

 
_____     __ 
       
                   
_____     ___  
         
                    
_____     ___  
      
                     
_____     ___  
             
              
_____     ___  
             
              
_____     _ 
 
 
_____     ___  
           
                  
_____     ___  
                  
         
_____     ___  
              
            
_____     ___   
 
 
_____     ___ 
         

 
A  Dept/Program:         
 
 
B1  College Curriculum Committee  
 
 
B2  College Dean/ Vice President 
 
 
C1   Graduate Council  
 
 
C2   Graduate Dean  
 
 
C3   General Education Council                   
 
 
D     University Curriculum Committee 
                            (BUCC) 
 
E     University Provost & VPAA 
 
 
F     University President 
 
 
G     Council of Trustees 
 
 
H     PASSHE 

 
Chair: _____________________________________________________ 
 
 
Chair: _____________________________________________________ 
 
 
Dean/VP: ___________________________________________________ 
 
 
Chair: _____________________________________________________ 
 
 
Dean: _____________________________________________________ 
 
 
Chair: _____________________________________________________ 
 
 
Chair: _____________________________________________________ 
 
 
Provost & VPAA ____________________________________________ 
 
 
President: __________________________________________________ 
 
 
Chair: _____________________________________________________ 
 
 
_____________________________________________________ 
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SHORT TITLE OF PROPOSAL:        

 
 

DOCUMENT Q  -  SUMMARY PROPOSAL 
College:        Department:        
Contact Person:        Phone:        Effective Semester:        

 
Q-1:  Briefly describe what is requested:       
 

For new courses or changes in existing courses (needed by Registrar):        
New Title:        Course #:        Credits:         
Course Abbreviation:         
                                                 (Maximum of 20 letters including blank spaces) 
Old Title:        Course #:        Credits:         
 

 

 

 
Q-2:  Set forth the full rationale for what is proposed.         
 
 

 
 

 
Q-3  RESOURCES 
 

 No additional resources required.  Explain why.        
 

 Additional resources required.  Indicate probable source of additional funds.         
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SHORT TITLE OF PROPOSAL:        
 
 

 
Q-4  Impact including Center for Academic Computing and Library resources   (Complete   a  or  b) 
 
         a)  Impact was reviewed but none detected:     ____________________________________________        ________ 
                                                                                                   Department Chair Signature                                      Date 
 

b) Impact was reviewed.  All impacted units were contacted and understandings worked out.  No unit objections to 
the proposal as currently submitted.  Supporting documents are attached.  The units contacted were:       
 
                                                                    ____________________________________________        __________ 
                                                                                   Department Chair Signature                                     Date 
 

c) Impact was reviewed.  All objections were worked out except those documented in attachments.  Units  
 contacted were:        
                   
                                                                     ___________________________________        _________  
                                                                                          Department Chair Signature                                     Date 

 
IB/kef/OmnibusForm 12/10/15 
 

Omnibus 2016
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Appendix C 

Master Course 
Scheduling Form  
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Appendix D 
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Appendix E 

Departmental 
Student Records Tra 
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