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LAST AMENDMENT 06-01-2012 

REVIEW DATE 06-2017 

 
AUTHORITY Senate 

PRIMARY CONTACT Provost and Vice-President, Academic 

RELATED POLICIES   

PURPOSE/PHILOSOPHY  

UFV employs a process to scrutinize new and existing courses and programs to ensure that they meet 
both UFV and legislated standards and requirements.  

POLICY  

All new courses and programs and changes to existing courses and programs will undergo an approval 
process.  

Approval will be guided by interests as articulated in the Strategic Plan and the Education Plan.  The 
internal process includes various consultations and approvals by academic units, support areas, 
administrators, the Senate and its committees, and the Board of Governors.  

This policy provides the guidelines and procedures pertaining to UFV’s internal program and course 
approval processes.  

Senate may delegate the authority to approve new courses and course changes to a Senate standing 
committee. 

 
 

DEFINITIONS 

Academic Unit: An academic unit includes but is not limited to faculties, schools, libraries, programs, 
centres, departments, and institutes.  

Campus-Wide Consultation : The Campus-Wide Consultation process provides an opportunity for 
other academic units and service areas (e.g., Admissions & Records, Library, Student Services) to 
review and provide feedback about the course or program submission;  it precedes consultation with 
faculty councils. 

Official Course Outline: A legal document used for calendar copy, articulation, and other official 
documentation purposes, the Official Course Outline establishes the parameters for the course syllabus 
that instructors develop and provide to students.  

Lower-level Course: A course that is a first- or second-year course; lower-level courses are generally 
numbered in the 100s and 200s. 

Major Course Change: A modification to a course that affects the nature or focus of a course, options 
for students, or budget. 

Minor Course Change: A modification to a course that has no effect on the nature or focus of a 
course, options for students, or budget. 

Program: For the purposes of this policy, “program” refers to a collection of courses and associated 
requirements offered as a credential or an option within a credential. This includes, but is not limited to 
a certificate, diploma, minor, extended minor, major, honours, degree, specialization, option, or 
concentration.  
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Major Program Change: Any program revision that requires new resources beyond those provided by 
the academic units responsible for the program; new fields of specialization, such as a concentration; 
change to the duration, philosophy or direction of a program; change to the majority of courses in an 
approved program; change in requirements for admission, residency, promotion or graduation; change 
in admission quotas; change which triggers an external review. 

Minor Changes – Any change which is not major, as described above. Examples include clarification 
of calendar copy, addition of new course options, deletion or substitution of a required course  

Program Budget Analysis: A summary of the budget implications of a proposed new program or 
revisions to an existing program.  It is to be attached to all new and revised Program Proposals when 
the proposal is submitted to Senate and its standing committees for approval. The Budget Analysis 
Template is available from the Office of the Program Development Coordinator. 

Program Committee: A committee created to oversee the implementation and administration of a 
program and its courses. A Program Committee is approved by the Dean(s). 

Program Proposal: The detailed description for a new program prepared on the Template for the 
Development of Program Proposals.  

Program Working Group: A group of people formed in consultation with the Dean(s) (or the 
Provost) to proceed in the development of a course or program proposal for consideration in the 
approval process. This group may become the Program Committee, which will provide oversight of 
the program and its courses. The final composition of the group is approved by the Dean. Guidelines 
for the composition of Program Working Groups are found in the program and course approval 
resources provided by the Office of the Program Development Coordinator. 

Recommendation: Providing advice, positive or negative, to inform approval decisions by subsequent 
committees.  

Undergraduate Course: Any course numbered below 600, including continuing studies, vocational, 
and developmental courses. 

Undergraduate Education Committee (UEC): A Senate standing committee that provides Senate 
with advice on all matters related to the undergraduate educational programs of the university, 
including policies, practices, and criteria for admission, evaluation, and promotion of undergraduate 
students. 

Upper-level Course: A course that is a third- or fourth-year course; upper-level courses are usually 
numbered in the 300s and 400s. 
 

PROCEDURES/GUIDELINES  
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1. The process to approve programs and courses shall include a series of structured consultations and 
approvals that give the UFV community opportunity to examine a program or course in terms of 
the quality of the curriculum, consistency of standards, attention to student needs, and adherence 
to UFV’s Strategic Plan, mandate, and Institutional Learning Outcomes. 

2. Changes made to the procedures and guidelines of this policy require the approval of Senate. 

3. A new course requires the approval of Senate according to the process outlined in Appendix A. 

4. Course changes will be classified as either minor or major. 

5. A minor course change is to be approved by Faculty Council and submitted to UEC as an 
information item and for inclusion in the Calendar. The process for making minor changes to an 
undergraduate-level course and descriptions of minor changes are presented in Appendix A. 

6. A major course change requires the approval of Senate upon recommendation by UEC according 
to the process outlined in Appendix A. 

7. A new program requires the approval of Senate according to the process outlined in Appendix B. 

8. All changes to programs require the approval of Senate according to the process outlined in 
Appendix B. 8. The process for major and minor program changes is outlined in Appendix B. 
Major changes require the approval of Senate. Minor changes are approved by UEC, and sent to 
Senate for information. 

9.8. The Office of the Program Development Coordinator will be responsible for developing and 
reviewing the program and course approval templates and guidelines in consultation with UEC. 
UEC will approve the templates and guidelines and any subsequent revisions. 

Reference: Section 35.2 (6) (b) of the University Act 
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APPENDICES  

Appendix A: Undergraduate Course Approval Process 

Appendix B: Undergraduate Program Approval Process 
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APPENDIX A: UNDERGRADUATE COURSE APPROVAL PROCESS 

This appendix includes  

1) the process for developing and obtaining approval for a new undergraduate course; 

2) the process for making major changes to an existing undergraduate course; and 

3) the process for making minor changes to an existing undergraduate course. 

1. Approval Process for New Courses 

1.1. The process for introducing a new course, generally, begins with the department/school or 
Program Working Group or Program Committee, which develops the Course Outline and 
prepares a memo that outlines the rationale and any financial implications of the new course 
using the Memo Template.  

1.2. Upon department/school or Program Working Group/Committee approval, the Course 
Outline and Memo are submitted to the Dean or designate for approval.  

1.3. Upon Dean’s approval, the Course Outline and Memo are submitted to the UEC Assistant 
for Campus-Wide Consultation for a period of one to four weeks.  

1.4. Following the Campus-Wide Consultation, the department/school or committee sends the 
Course Outline and Memo to Faculty Council(s) for approval. Course developers must also 
respond to all comments submitted during the Campus-Wide Consultation process and 
include this response in the submission to Faculty Council(s). 

1.5. Upon approval by Faculty Council(s), the Course Outline and Memo are submitted to UEC 
for review and recommendation to Senate. 

1.6. Upon Senate approval, the UEC Assistant makes all necessary calendar changes and posts 
the new Course Outline on the web. 

2. Approval Process for Major Changes to Existing Course  

The following are considered to be major course changes:  

• a change for which new resources are required to deliver the course 

• course deletions 

• a change to a course title that reflects a change in the nature or focus of the course 

• changes to the calendar description of a course that reflect a change in the nature or focus of 
the course 

• changes that move a lower-level course to an upper-level course and vice versa 

• change to the total number of credits for a course 

• change to the hours assigned to components (e.g., total student contact hours, lecture hours, 
seminar hours) and/or length of a course 

• change to the prerequisites or co-requisites for a course that restricts options for students or 
affects the students or programs of other academic units 

• changes to learning outcomes that change the nature or focus of the course 

• changes to the course content that change the nature or focus of the course 

• change in the maximum enrolment for a course if it affects the quota for an educational 
program within the academic unit or students or programs of other academic units 

• changing or adding a delivery method for a course when the extra cost of the added delivery 
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method will not be absorbed by the academic unit delivering the course 

• changes that affect the students or programs of other academic units 

2.1. The process for making major changes to an existing course, generally, begins with the 
department/school, Program Working Group, or Program Committee, which revises the 
Course Outline and prepares a memo that outlines the rationale and any financial 
implications of the course changes using the Memo Template. If there is no 
department/school responsible for the course, a committee representing the relevant 
discipline(s) will be struck.  

2.2. Upon department/school or Program Working Group/Committee approval, the Course 
Outline and Memo are submitted to the Dean(s) or designate for approval.  

2.3. Upon Dean’s approval, the Course Outline and Memo are submitted to the UEC Assistant 
for Campus-Wide Consultation for a period of one to four weeks.  

2.4. Following the Campus-Wide Consultation, the department/school or committee sends the 
Course Outline and Memo to Faculty Council(s) for approval. Course developers must also 
respond to all comments submitted during the Campus-Wide Consultation process and 
include this response in the submission to Faculty Council(s). 

2.5. Upon approval by Faculty Council(s), the Course Outline and Memo are submitted to UEC 
for approval, then to Senate for information if approved. If there are significant budgetary 
implications, the Dean(s) may submit the Course Outline and Memo to the Budget 
Committee for review and recommendation to Senate. In such case, UEC will recommend its 
decision to Senate rather than approve the Course Outline. 

2.6. Upon Senate approval, the UEC Assistant makes all necessary calendar changes and posts 
the revised Course Outline on the web.  

3. Approval Process for Minor Changes to Existing Course 

The following are considered to be minor course changes: 

• a change to an existing course that has no impact on programs or students of other 
academic units 

• a change for which all associated costs will be covered by the academic unit 

• a change to a course title for the purpose of correction or clarification 

• change(s) to the calendar description of a course for the purpose of correction or 
clarification 

• change of a course level from 1st to 2nd year (or 2nd to 1st year) and from 3rd to 4th year 
(or 4th to 3rd) 

• change to the prerequisites or co-requisites for a course that expands options for students 

• change to the frequency of a course offering 

• changes to learning outcomes that do not change the nature or focus of the course 

• changes in course content that do not change the nature or focus of the course  

• changing or adding a delivery method for a course that does not affect the cost of 
delivering the course  

3.1. The process for making minor changes to an existing course, generally, begins with the 
department/school or Program Committee, which revises the Course Outline and prepares a 
memo that outlines the rationale and any financial implications of the course changes using 
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the Memo Template.  

3.2. Upon department/school or Program Committee approval, the Course Outline and Memo 
are submitted to the Dean(s) or designate for approval.  

3.3. Upon approval by the Dean(s), the Course Outline and Memo are submitted to Faculty 
Council(s) for approval.  

3.4. Upon approval at Faculty Council(s), the revised Course Outline and Memo are submitted 
to the UEC Assistant who will make all necessary calendar changes, post the revised Course 
Outline on the web, and forward the changes as information items to Senate and standing 
committees as required. 
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APPENDIX B: UNDERGRADUATE PROGRAM APPROVAL PROCESS 

This appendix includes  

1) the process for developing and obtaining approval for a new undergraduate program; and 

2) the process for making changes to an existing undergraduate program. 

1. Approval Process for New Programs 

1.1. The process for introducing a new program, generally, begins when a Program Working 
Group presents its notice of intent to develop the program to the Dean(s) of the appropriate 
academic unit(s). 

1.2. In the event that an appropriate Program Working Group does not exist and/or to ensure 
faculty representation on the Program Working Group, the Dean(s) will strike a Program 
Working Group. A Program Working Group must consist of a minimum of three people 
with teaching or research expertise in the subject area. If a new program is entirely 
discipline-based, at least one additional member from another discipline with teaching or 
research expertise in the subject area or related area should be added. The composition of a 
Program Working Group must be approved by the Dean before it submits any proposals to 
any approval body. 

1.3. With the assistance of the Program Development Coordinator and in consultation with 
appropriate academic units and Dean(s), the Program Working Group will develop a 
Concept Paper. 

1.4. The Concept Paper is presented to Faculty Council(s) for discussion.  

1.5. After discussion at Faculty Council(s), the Concept Paper is presented to the Dean(s) for 
review and approval. In the case of a multi-disciplinary program involving more than one 
Faculty, approval is required from the Dean(s) who will have administrative responsibility 
for the program. If the Dean(s) do(es) not recommend approval, that decision can be 
appealed to the Provost or Vice-Provost. 

1.6. Upon approval by the Dean(s), the program proposed in the Concept Paper is included in 
the Faculty’s (or Faculties’) submission to the Education Plan. Only upon inclusion of the 
program concept in the Education Plan, as approved by the Board, should a Program 
Working Group proceed with developing the Program Proposal.  

1.7. The Program Proposal and draft calendar copy are submitted on the appropriate template to 
the Undergraduate Education Committee (UEC) Assistant for Campus-Wide Consultation, 
including the Dean(s), for a minimum of four weeks. Developers must respond to all 
comments submitted during the Campus-Wide Consultation process and include this 
response in the submission to Faculty Council(s). 

1.8. Upon completion of the Campus-Wide Consultation, the Program Working Group submits 
the Program Proposal, accompanied by responses to comments submitted during Campus-
Wide Consultation, to the appropriate Faculty Council(s) for approval. For multi-
disciplinary programs, the proposal is submitted to the Faculty(ies) that will have 
administrative responsibility for the program. 

1.9. Upon approval of the program by the Faculty Council(s), it is forwarded to the Dean(s) for 
approval.  

1.10. Upon approval by the Dean(s), the development of the program budget is overseen by the 
Dean(s) and the Program Development Coordinator.  
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1.11. The Program Proposal and responses to comments submitted in the Campus-Wide 
Consultation are submitted to UEC for review and recommendation to APPC. 
Simultaneously, the Program Budget is sent to the Senate Budget Committee for review and 
recommendation to APPC. 

1.12. APPC will review the recommendations from UEC and the Budget Committee, determine if 
the proposed program is in line with UFV’s institutional priorities, and make its 
recommendation to Senate. Programs will be prioritized by the Academic Planning and 
Priorities Committee. 

1.13. Upon Senate approval, the Program Proposal is sent to the Program Development 
Coordinator for review and submission through the Office of the Provost and Vice-
President, Academic to external agencies (e.g., Ministry or accreditation bodies) for 
approval. Normally, only proposals that are included in the Education Plan’s 
implementation list are sent for external approval. 

2. Approval Process for Changes to an Existing Program 

2.1. Changes to programs may be major or minor (see definitions). The process for changing a 
program, generally, begins with the relevant academic unit or Program Committee, in 
consultation with the Dean(s) responsible. The changes and the rationale for the changes are 
outlined, and the change defined as major or minor. NOTE: If the program changes require 
the approval of the Ministry, a full Program Proposal must be prepared and go through the 
process outlined for new programs. 

2.2.2.1. Upon approval by the department/school or Program Committee, majorthe proposed 
changes and rationale are submitted to the UEC Assistant for Campus-Wide Consultation, 
including the Dean(s), for a minimum of four weeks. Minor changes are submitted to the 
UEC assistant for CWC for a minimum of two weeks. Developers must respond to all 
comments submitted during the Campus-Wide Consultation process and include this 
response in the submission to Faculty Council(s) and UEC. 

2.3.2.2. After Campus-Wide Consultation, the revised program, accompanied by responses to 
comments submitted in the Campus-Wide Consultation, is submitted for approval to the 
appropriate Faculty Council(s). 

2.3. Upon approval of the program change by the Faculty Council(s), it is forwarded to the 
Dean(s) for approval, then to UEC.  

2.4. 2.4 Changes deemed to be minor are approved by UEC, and sent to Senate for 
information. Changes deemed to be major follow the process outlined below. 

2.5. 2.5 TUpon approval by the Dean(s), the development of the program budget, if required, is 
overseen by the Dean(s) and the Program Development Coordinator.  

2.6. 2.6 The program change and responses to comments submitted in the Campus-Wide 
Consultation are submitted to UEC for review and recommendation to APPC. Simultaneously, the 
program change budget is sent to the Senate Budget Committee for review and recommendation to 
APPC.  

2.7. 2.7 APPC will receive the recommendations from UEC and the Budget Committee, review 
them as deemed appropriate, and make its recommendation to Senate. 
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