[bookmark: _GoBack]Appendix B: Formal Approval Proposal Checklist – Completed by ES Leadership

	STEP
	ACTIVITY
	DATA SOURCE
	WHO
	WHEN
	COMMENT
	COMPLETED

	Idea generated
	Decide to move forward - Initial inquiry - internal and external conversations. Shared with faculty member or School Chair or CE Coord and Dean
	
	
	
	
	

	Determine who should review
	ES Leadership and appropriate School, CE Coord
	
	
	
	
	

	Idea shared with School Chair and Dean
	Decide to move forward - Initial analysis of fit and alignment and opportunity (have a draft flow sheet for this)
	
	
	
	
	

	Assess fit with Strategic Enrolment Management (SEM) and budget
	Decide to move forward - Dean and School Chair assess fit with Ed Plan, SEM and budget (estimate of development, delivery, operating, capital, location) – communicate.
	
	
	
	
	

	Determine to move to labour market analysis
	Decide to move forward - Undertake labour market analysis (LBA) with Institutional Research and assess need for next steps – labour market, student demand, competition, future looking, etc.
	
	
	
	
	

	Undertake initial advisory
	Decide to move forward - Form industry advisory to explore program idea – initial program outcomes, target students, level of need. Credential, delivery mode. Consider role of Teaching and Learning Institute support.
	
	
	
	
	

	Prepare EdCo New Program Proposal
	Decide to move forward - Prepare and provide EdCo with New Program Proposal. Receive feedback and/or Approval in Principle. May consider some early marketing.
	
	
	
	
	

	Prepare Program development plan
	Decide to move forward - Prepare workplan to develop program – budget, team, timeframe, activities (develop template). Determine achievable start date. May need to hire faculty at some point.
	
	
	
	
	

	Course outline development
	Decide to move forward - Begin preparation on course outlines including learning outcomes, teaching and assessment strategies. May include advisory meeting to support final drafts.
	
	
	
	
	

	Prepare revised and detail budget and delivery plan
	Decide to move forward - Prepare budget and delivery workplan and finalize actual start date. Pick-up marketing.
	
	
	
	
	

	Prepare for Delivery
	Decide to move forward - Curriculum worksheets, program costs, capital in place, admissions defined. Set tuition.
Counsellors and others ready for the program.
	
	
	
	
	

	Start of classes
	Decide to move forward - Assess minimum enrollments. Delivery, monitor, employment & student services
	
	
	
	
	

	Assess on-going and at end
	Decide to move forward - SES, Student evaluation of instruction (all), PAS
	
	
	
	
	

	Other
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