
HOW TO SUBMIT A FIELD COURSE 
PROPOSAL 
 

 When an academic unit would like to offer a course that is (i) largely or wholly based off-campus (hereinafter 
‘field course’) or (ii) incorporates travel outside of Nova Scotia, the course must be proposed via the Topic 
Request Management module. This process is required even if the course has been previously or is regularly 
offered. This is a revised process designed to ensure that all relevant parties (Department Chairs, 
Deans/Associate Deans, Risk Management, Service Centre, and Enrolment Services) are aware of the 
course, that proper approvals are in place before the course is made available to students, and that 
associated documentation is stored in a centralized repository.  

• For courses with international travel, proposals should be submitted eighteen (18) months prior to the start 
of the term in which it is to be offered.  

• For courses with domestic travel only, proposals should be submitted six (6) months prior to the start of the 
term in which it is to be offered.  

• The minimum recommended ratio for supervisors to students is 1:12 with at least two university 
representatives traveling to mitigate risks in case of sickness or other unforeseen occurrences.  

• All budget reviews and approvals will go through the appropriate Dean’s Office (course expenses and 
course fees will be charged/credited to the appropriate Faculty Org).  

• The course will only be visible on Self Service Banner once the budget has been signed off as approved by 
the appropriate Dean and the risk assessment process has been completed.  

• Prior to courses being available for registration, students can be vetted by the instructor; however, they will 
only be granted overrides to register when they have read and signed the consent/waiver form. Once 
completed, consent/waiver forms are to be sent back to SMU Risk and Insurance Services.  

 

STEPS FOR INSTRUCTORS 

 

• Go to the CourseLeaf Access landing page on SMU website. Locate the Topic Request Management 
for Field Courses section. Links to the Budget Worksheets and Risk Assessment Forms are also 
in this section. 
 

https://www.smu.ca/courseleaf-access/index.html


 

 

• Click on link to log in to Topic Request Management. ***Only full time faculty have access to enter 
field course proposals. 
 

• Click Propose New Topic Course. 
 

 

https://smu-ca-next.courseleaf.com/topicadmin/


• The instructor completes the required fields marked in red under Field Course Proposal only. 
 

 
 

• When completed scroll down to the bottom of the form and either click Save Changes (if still 
working on proposal) or Start Workflow. 

• Once a proposal has been submitted, an email notification will be sent to the next step in the 
workflow process. 

 

 



WORKFLOW/ROLES 

1. Field Course Monitor – The Field course monitor will review Workflow steps and update if necessary 
2. Department Review - Chair/Program Coordinator are responsible for reviewing the full proposal, 

including budget & course fee, and risk assessment. 

 

3. Faculty Review – Course and funding review and budget sign off 

 

4. Risk Assessment Process – International Mobility, HR Office and Science Safety Advisor (if Science 
field course) 

 



5. Enrollment Services 

 
 

6. Service Centre 

 
 

7. Risk and Insurance Services Section – Completed before start of field course. 

 

 



8. Service Centre 

 

9. Instructor Post Trip 

 
 

10. Department Chair Post Trip 

 



 

HOW TO REVIEW AND APPROVE FIELD COURSE PROPOSALS 

 

RECEIVING WORKFLOW NOTIFICATION AND ACCESSING PROPOSALS 

There are two types of notifications automatically generated by the system:  

1) Approver – requires action within workflow  

2) FYI – does not require action in workflow but this type of notification provides information that may require 
action outside of workflow. This includes committees, non-academic units and units who are included in the 
course ecosystem.  

You will receive an email for each item that requires your approval. You will only be prompted to log in once 
using your SMU email and network password. 

ACCESSING A PROPOSAL FROM EMAIL LINK 

• Click the link provided in the email notification you received. You will be redirected to the Approval 
site. 
 

ACCESSING A PROPOSAL ON THE COURSELEAF ACCESS LANDING PAGE 

• Go to the SMU website, https://www.smu.ca/, under Academics, click view all. 

  

• Click on CourseLeaf Access to access the landing page. 

https://www.smu.ca/


 

• Access the CourseLeaf 10 Dashboard under CourseLeaf Approvals.  

REVIEWING/APPROVING A PROPOSAL ON THE DASHBOARD 

 
APPROVER  

• Once logged in to the dashboard you will automatically see the proposals under the Workflow tab. 
Click on Workflow tab. 

 

• Select the proposal from the list. 

 



• Once you click on the proposal it will pop up to review. 
 

 
 

• Once you complete the section of the workflow. Click SAVE and then APPROVE to push to next step. 

NOT APPROVER (REVIEW ONLY) 

• If you are not an approver, you will need to select the proposals to review from the Workflow tab. 

 

• Click on Workflow tab. Under Role, select from the drop down the list of the active approval roles. 
Click the role you want to review. 

 

 
 

• Select the proposal from the list. 



• Once you click on the proposal it will pop up to review.  

REVIEW PROPOSALS FROM TOPIC REQUEST LANDING PAGE 

 

 

• All the field courses are listed under the Topic Request Management module. It shows when there 
effective term and if they are currently in workflow. If you click on one you will be able to see the 
entire proposal. 
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