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Notes:
A) Department Preparation/Internal Consultation/Reviewers Visit and Report/Internal Approval  

 ■  This document represents the current minimum timeline to establish a new graduate degree or diploma program based on Fall internal submission/approval. All items are required steps including consultation, document preparation, revision, submissions.
 ■ To ensure that programs can be promoted and admissions approved, the brief must be submitted for department/Faculty approval 12 months ahead of the first admission term.  

 
 ■ All Waterloo communications with the Quality Council are managed through the Associate Provost, Graduate Studies. Contacts:

 ■ Quality Council approval will take a minimum of 1 month from the date of Waterloo submission.  
                   1

GSO  Sue Horton, Associate Provost, Graduate Studies
 ■ Quality Council approval is required by December for programs charging higher fees, and February for other programs to ensure that they can be submitted to MTCU for approval and eligibility for Fall funding.  See notes on Provincial funding below.  Lynn Judge, Director, Graduate Academic Services

B) GSO/Department Preparation  Cathy Jardine, Executive Assistant to the APGS
■ Program may be advertised at the time of Quality Council submission (with a qualification that the program will be offered 'subject to the approval by the Quality Council'). 2Library Susan Routliffe, Associate University Librarian
C) Provincial (MTCU) Funding Cycle 3CECS Rocco Fondacaro, Director
 ■ All graduate degree and diploma programs must be submitted to MTCU for funding approval. Contact IAP regarding submission deadlines. MTCU takes 6 months or more to complete funding approval. 4 CTE Trevor Holmes, Senior Instructional Developer
 ■ Enrolment in the new program is not eligible for grant support until the program has been approved for funding by the Ministry of Training, Colleges and Universities (MTCU). 5 CEL Cathy Newell Kelly, Director
 ■ The program must receive Quality Council approval before it can be submitted by the University to MTCU for funding. Programs approved after April would not normally receive government funding approval until May of the next year. 6 IAP Daniela Seskar-Hencic, Associate Director, IAP 
D) GSO/Department/Faculty Program Implementation/Admissions/Enrolment details above  http://www.grad.uwaterloo.ca/faculty/faculty_main.asp

E) CEL design and development CEL Learning Management System Setup details above Framework Document New Graduate Program Template

    July 2011

GSO/Department Preparation

B) Quality Council Approval Process

GSO/Department/Faculty Program Implementation/Admissions/Enrolment

■ Feedback/support from the Assoc. Provost, 
Graduate Studies, Faculty/Librarian/CECS/ 
CTE/CEL/IAP to department to proceed. 

Application Setup 
■  GSO completes online application setup (activated after Quality Council approval). 
 

Admissions Training for Department Staff and Faculty from the GSO 
 

Application Processing: 
 ■ applicants apply online 
 ■ applications uploaded by GSO to Quest. 
 ■ applicants establish UW Quest account and upload application materials, view 
applications, status, etc.  
 ■ department evaluation and recommendation/Faculty and GSO 
Authorization/Offer/Accept/Declline 
 ■ GSO issues the Offer of Admission with Department details. 
 ■ applicant accepts or declines Offer. 
 

Enrolment Setup: 
■ Approved courses and milestones added to Quest 

 ■ APGS final review 
of brief, business plan 
and tuition fee 
proposal. 
 ■ Brief sent 
electronically by the 
APGS Office to the 
Reviewers. 

GSO/Department Administrators review and preparation:  
 ■ GSO reviews online application requirements with 
Department:  admission date, application deadlines, materials, 
supplementary form questions, etc.  GSO Setup 
 

 ■ Quest academic structure setup 
 

 ■ Department prepares and implements program web site 
following review with GSO 
 

 ■ Department prepares draft Calendar listing for GSO review. 
 

 Following submission to the Quality Council:  
 ■ program may be advertised after Senate approval but  
must clearly state 'subject to approval by the Quality Council' 

■ Department submits the list of 
proposed Reviewers to  GSO  
■ GSO contacts/confirms Reviewers. 

IAP submits application  for funding to MTCU in next available cycle. June is the latest 
submission date for approval for funding in the current year. 

Program conception:  Department circulates a 
statement of intent to develop a program to: 
 ■ Associate Provost,GraduateStudies(APGS)/GSO1  
 ■ Faculty Associate Dean(s), GS 

 ■ UW Librarian2 

 ■ CECS3  for programs with a co-op option 
 ■ CTE4  for advice on learning outcomes 
 ■ CEL5  for programs with online courses 
 ■ IAP6  for enrolment and financial planning 

■ Department and Faculty Financial 
Officers work with IAP to prepare a 
Business Plan, and a tuition fee 
proposal - required for all programs 

 ■ Department commissions 
uWaterloo LibraryReport2   

Faculty approval  

SGRC approval - brief, courses, milestones 

Senate approval 

Quality Council approval 

■ Department commissions 
uWaterloo CECS3  Report 

 ■ Reviewers visit 
 ■ Reviewers report received within 2 weeks.   
 ■ Chair ensures consultation, implements changes and 
submits  brief to the Faculty. 

 ■ Department/Faculty submits tuition fee proposal to IAP for 
the Ministry (MTCU) and Waterloo Board approvals of tuition 
if program specific and compulsory fees. 

Fall Admission  
■ GSO activates applicants who are 
admitted without conditions, or with 
minor conditions. 
 ■ New student account/fee 
assessment and class enrolment  
services available on Quest. 
■ New students admitted for Fall 
must arrange fees and enrol in 
classes by Sept. 30   

Submission to  Quality Council 

IAP sign-off 
 Centre for Extended Learning (CEL)- for online programs/courses:  
■ online curriculum and course design and development  

■ Department meets with CEL Online 
Learning Consultant to map    
curriculum and learning objectives to 
support proposal development. 

 CEL: 
 ■ quality assurance, testing and review 
■ setup of Learning Management System 

Department approval 

■ Department meets with APGS and GSO  
to review the process, and admission and 
academic regulations for the proposal. 

http://grad.uwaterloo.ca/faculty/Academic Review/Institutional Quality Assurance Framework.pdf
http://grad.uwaterloo.ca/faculty/Academic Review/13. New Graduate Program Template.pdf

