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GUIDELINES FOR THE PROGRAM/MAJOR OR MINOR/CONCENTRATION REVISION FORM

These guidelines are intended to accompany the McGill University Program/Major or Minor/

Concentration Revision Form, which is available on the Web at http://www.mcgill.ca/sctp/guidelines. 

                                         Updated November 2014
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Acronyms:

APC 
Academic Policy Committee of Senate [formerly APPC]
CGPS
Council of Graduate and Postdoctoral Studies
ES
Enrolment Services
GPS
Graduate and Postdoctoral Studies 

GRAD 
Graduate

MESRST
Ministère de l'Enseignement supérieur, de la Recherche, de la Science et de la Technologie
MSE
McGill School of Environment

SCTP 
APC Subcommittee on Courses and Teaching Programs
UG 
Undergraduate

1. Contacts/Communications

These people can be contacted for specifics related to meeting dates, faculty-specific and other issues.

APC Secretary

Julie Degans
Tel: 
398-2985

Fax: 
398-3219
julie.degans@mcgill.ca 

Office of the Associate Provost (Policies, Procedures &
Equity), James Admin. Bldg.

SCTP Secretary

Cindy Smith

Tel:
398-2624

Fax:
398-4355
cindy.smith@mcgill.ca 


Room 750, 688 Sherbrooke St. W.
Registration, Programs, and Government Reporting, ES 
Director – Academic Management Office
Réal Del Degan

Tel:  398-2988

Fax:  398-2300
real.deldegan@mcgill.ca
Room 621 James Admin. Building

CGPS Secretary
Mona Sharafi-Razvand, Administrative Coordinator
Tel:  398-3324
Fax:  398-3296

monal.sharafi-razvand@mcgill.ca
Room 325, James Admin. Building

Office of the Dean, GPS

Faculty of Agricultural and Environmental Sciences

Joanne Ten Eyck

Tel:
398-8677

Fax:
398-7766

joanne.teneyck@mcgill.ca
Dean’s Office, Macdonald-Stewart Building

Macdonald Campus

Faculty of Arts

Susan Sharpe

Tel:
398-4400 ext. 094859
Fax:
398-8102

susan.sharpe@mcgill.ca 

Course and Program Officer 

Dawson Hall

School of Continuing Studies

Diana Iasenza

Tel:  398-6155

Fax:  398-2832

diana.iasenza@mcgill.ca
Dean’s Office

Faculty of Dentistry

Patricia Bassett

Tel:
398-7203 ext. 00091

Fax:
398-8900

patricia.bassett@mcgill.ca 

Strathcona Anat & Dentistry Bldg.

Faculty of Education

Associate Dean Elizabeth Wood
Tel:
398-8154
Fax:
398-1527

e.wood@mcgill.ca 

Dean’s Office, Room 230, 3700 McTavish Street

Faculty of Engineering

Amber Saunders
Tel:
398-7261
Fax:
398-5681
amber.saunders@mcgill.ca
McGill Engineering Student Centre
Graduate and Postdoctoral Studies Office

Maggie Do Couto

Tel:
398-3050
Fax:
398-3296

maggie.docouto@mcgill.ca 

3rd Floor, James Admin. Building

Faculty of Law

Nancy Czemmel

Tel:
398-6608 ext. 00882

Fax:
398-4659

nancy.czemmel@mcgill.ca 

Student Affairs Officer, Chancellor Day Hall

Desuatels Faculty of Management

Marina Poulios – Undergraduate proposals
Tel:
398-4067
Fax:
398-3402
marina.poulios@mcgill.ca
B.Com Program, Bronfman Building

Tina Gjertsen – Graduate proposals
Tel:   398-4042
Fax:  398-2499

tina.gjertsen@mcigll.ca
MBA Program, Bronfman Building

Faculty of Medicine

Mandana Bassiri
Tel:
398-2849
Fax:
398-8807
gradamin.med@mcgill.ca
Research and Graduate Studies Office, Promenade Sir William Osler
Faculty of Music

Diana (Dino) Dutz
Tel:
398-6337
Fax:
398-1540
diana.dutz@mcgill.ca 

Associate Deans Office, Strathcona Music Building


Faculty of Religious Studies

Francesca Maniaci
Tel:
398-5693
Fax:
398-6665

francesca.maniaci@mcgill.ca 

William & Henry Birks Building

Faculty of Science

Josie D'Amico

Tel:
398-4215

Fax:
398-8102

josie.damico@mcgill.ca 


Assistant to the Dean, Dawson Hall
· Communications regarding course and program decisions are sent via the above faculty contact people. Course and program approvals appear in reports and minutes posted on the Web (see Section 5).

2.
The Pathway for Approval
2.1  
Major Revisions (to existing University program/major or minor/concentration)
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2.2
Minor/moderate revisions (to existing University program/major or minor/concentration)
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2.3
Faculty Deadlines


Please consult your faculty contact person for internal faculty deadlines and timeline information.

2.4
Meetings

SCTP meets on alternate Thursdays from APC, September through May.  The meeting dates for APC and SCTP may be found on their individual Web sites.

3. 
Length of time for approval for major revisions 

3.1
It takes 3 to 4 months on average for major revisions to be approved. However, it can take from 6 to 9 months (or even longer) from the departmental level if substantial changes are requested by the faculty, SCTP or APC (see 3.3 below).  Major revisions include:  total revamping of the program [i.e., large number of existing courses are replaced]; substantial program credit weight changes.  If the status of a proposal is not known, it is recommended to consult your SCTP Faculty Contact – this person receives notification of approvals from the various committees.
3.2.
Minor revisions/changes may be approved in roughly 12 weeks, as they receive final approval from SCTP and go to APC/CGPS and Senate for information only.  Minor revisions include:  courses added to or deleted from list of Complementary Courses; list of Required Courses credit weight increased/decreased and Complementary Courses credit weight adjusted appropriately so that the program total credit weight is not affected; or program retirement.

3.3
The following are some of the most common reasons why proposals are returned (unapproved) to departments: 

3.3.1
The department did not provide a side-by-side comparison of the existing program with the proposed revisions.

3.3.2
The department submitted only one revision proposal form when two separate proposals were required; e.g. one for revising the thesis program, one for revising the non-thesis program.

3.3.3
The department did not consult with other departments about possible overlap with other programs or whether students would be permitted to take newly added courses belonging to other departments, or neglected to submit a consultation form (Appendix 1).

3.3.4
The department did not receive approval from the Director – Academic Management Office when financial implications are concerned (Appendix 2).

4. Important Deadlines

4.1
October 15

The ES deadline for entries in the UG Calendar is January [at the lastest; earlier if possible]. If the program/major or minor/concentration major revision is to be listed in the next year’s calendar, it should arrive at SCTP by October 15 of the previous year.  Minor program/major or minor/concentration revisions should be reported to SCTP by November.
4.2 
February 1

If you wish program/major or minor/concentration major revisions to come into effect the following September, the proposal should arrive at SCTP no later than February 1, as it must receive Senate approval before the end of the academic year.  

4.3
April 1

If you wish program/major or minor/concentration minor revisions to come into effect the following September, the proposal should arrive at SCTP no later than April 1, as additional information/revisions may be requested at the departmental level.

4.4 
Early Fall

It is suggested that departments begin working on program revision proposals in early fall.  Draft proposals may be submitted to the SCTP Secretary for editorial comments/review before submission for approval at the departmental level. 

5. 
How to find the Program/Major or Minor/Concentration Revision Form

5.1
The web site is located at www.mcgill.ca/sctp/guidelines.
5.2
Following the listing of the guidelines and the new course proposal and course revision forms, you will find the program forms under “TEACHING PROGRAMS”; there is a link to Microsoft Word and PDF versions of the latest Program/Major or Minor/Concentration Revision Form.  Click on this link and save the blank form on your computer system for further use.  

NOTE: Handwritten proposals will not be considered.

5.3
Attach any additional information required by the form (e.g., letters of consultation from other departments or financial write-off).  

5.4
After the proposal has received departmental approval it should be forwarded to the faculty, which will review it and report it to SCTP following approval at the faculty level.  The SCTP Faculty Contact person is responsible for submissions to SCTP.

5.5
The status of a program proposal may be checked by searching the minutes on the Web sites for SCTP, APC, Senate or a large number of faculty curriculum/academic committees.  The SCTP Faculty Contact for your Faculty will know the status, as SCTP, CGPS, APC, and Senate report back to faculty contacts.

6.
How to fill out the Program/Major or Minor/Concentration Revision Form

6.1.0
Degree Title

Enter the full title for the degree only as it will appear in the Calendar, e.g. Bachelor of Arts or B.A., B.Ed. or Bachelor of Education, M.Eng. or Master of Engineering.  A list of all degrees granted by the University can be found at:  http://www.mcgill.ca/secretariat/charter-statutes/internal/.  In the case of concurrent programs, both degrees should be indicated, e.g., B.Sc./B.Ed.
6.1.1
Major (Legacy = Subject) (30-character maximum)

The subject of the degree is the topic that the program (degree) covers (e.g., Biology).  It is not 

indicated as a “Major in Biology”, but it does refer to simply “Biology” as the subject, and the 

“Major in” portion would be checked in Category (box 1.4).

6.1.2
Concentration (Legacy = Concentration/Option) (30-character maximum)
The option is a sub-topic within the subject of the degree, e.g. Major Concentration in English;  

Literature = the Concentration is “Literature” or M.Eng. in Electrical Engineering; Non-Thesis = the 

Concentration is “Non-Thesis”.

In the final program title, semicolons should be used to separate the program, major/minor, concentration, minor. An example of a correctly formed composite degree title is B.A.; Major Concentration in English; Literature.

A private (= self-funded) program cannot have the same title as another program. Please ensure that private programs are differentiated from others.  For further information, please contact the SCTP Chair.  NOTE:  To name a program after a donor, please refer to the Naming Policy for University Assets reviewed by Senate http://www.mcgill.ca/files/secretariat/NamingofUniversityAssetsPolicyfor.pdf.
.
6.1.3
Minor (with Concentration)

This applies to minor concentrations with an option – the option would be indicated here.


6.1.4
Category 


Check which category applies; only one is permitted.

6.1.5
Complete Program Title

Combine information from boxes 1.0-1.4 to form the program title [using semicolons to separate 


all levels].  An undergraduate program example:  B.Sc.; Honours in Chemistry.  A graduate program 


example:  M.Sc. in Chemistry.

6.2.0 
Administering Faculty/Unit
Enter the name of the faculty that will administer the program. Note that there are cases when the faculty administering the program is not the same as the faculty offering the program.  Graduate and Postdoctoral Studies is the Unit that administers all graduate-level programs – with the  exception of graduate certificates and graduate diplomas offered by the School of Continuing Studies only.

Offering Faculty/Department


Enter the name of the faculty and department that will offer the program.

6.3.0
Effective Date & Term of Revision or Retirement

The term and year that the revised program will REALISTICALLY come into effect, e.g. 200809 or Fall 2008 or September 2008, allowing sufficient time for the proposal to go through the approval process. 


For program retirement, check “retirement” in box 3.0 and provide a rationale in box 5.0.

6.4.0

Existing Credit Weight

Please indicate the current credit weight required for this program (as distinct from the number of credits for the entire degree), unless your department does not use the credit system; this information MUST be included on the form, whether it is being revised or not. If this number differs significantly from the norm for a program of this type, please explain why. This will save time, as University committees may need the information in order to make a decision.   All Ph.D. programs are indicated as “0 credits” on proposal forms.

NORMS:

Ph.D.              0 (non-credit counting)

Master’s         45-60

Honours         60

Joint Honours    
       72

Minor (Concentration)           24 (18)

Major (Concentration)           54 (36)

The Faculty of Arts Multi-Track Program

To recognize the diversity of student backgrounds and interests and the multiple routes to understanding provided by a modern university, the Faculty of Arts offers a 90-credit multi-track program that includes a major concentration complemented by at least a minor concentration and distribution component that may be completed in one of the following ways:

Option A
Major concentration (36 credits) + minor concentration (18 credits) + 36 credits of electives.

Option B
Major concentration (36) + major concentration (36) + 18 credits of electives.

Option C
Major concentration (36) + minor concentration (18) + minor concentration (18) + 18 credits of electives

Within Options A and B, all concentrations must be in different academic units. 

Within Option C, one of the minor concentrations may be in the same unit as the major concentration. Students who pursue a same-unit minor concentration will substitute additional complementary (non-required) courses, to a total of 18 credits.

Proposed Credit Weight
Only if the credit weight is being revised should this box be used to indicate the new credit weight.  The existing credit weight for the program must be indicated in the first box.

6.5.0
Rationale for revised program 

Briefly (approximately 150 words) discuss and justify:

6.5.1 the need  for the revised program [e.g., change of program clientele, change to the academic 

significance of the program];

6.5.2 program clean up to remove obsolete courses and add newer courses. 

You MUST include approval from the Director of the Academic Management Office (Appendix 2) with the proposal if there are financial implications [memo or e-mail is sufficient].

6.6.0
Revised Program Description (Maximum 150 words)

The revised description of the program as it will appear in the Calendar before the lists of Required, 
Complementary and Elective Courses.  The existing description must follow the revised one in this 

box, under the heading of “Old description:” – this may be obtained from the appropriate Calendar; 

if none currently exists, indicate under the “Old description” heading “None or not available” and 
explain in rationale that there is currently no program description.  If there is not sufficient room in 
this box, it should be presented before the existing program layout in the existing program 
column [box 7].  It may be brief, a line or two, or up to 150 words.

6.6.1 Include special instructions, such as references to minimum GPA or CGPA. The minimum 
CGPA for Honours or Joint Honours is normally 3.0. Individual departments may set higher standards and minimum TOEFL scores. 

6.6.2 Include information about the minimum or maximum number of credits to be taken at a 
particular (200/300/400/500) level and courses or course levels not eligible to be counted towards the program. 

Special instructions:


6.6.3 
For Joint Honours programs each department must present its component of the program according to the above checklist.

6.7.0
List of existing program and proposed program


The layout of the existing program is listed in the left column, with courses listed under the following University-approved categories.  Each course must be listed as follows:  Subj Code/Crse Num, Title, Credit weight; e.g., PHGY 701 PhD Comprehensive Examination (0 cr.).  ALL program revisions should be underlined in the proposed column; deleted courses may be indicated by using strikeout in the existing program column.  It is not recommend to bold or highlight changes, as these are not obvious on scanned documents.
It is NOT recommended to list courses by year [e.g., U1, U2, U3] or by other categories 

[e.g., Thesis Courses, Project Courses] for the program layout [which will be listed in the Calendar].  A department may break down courses with subheadings [e.g., U1, U2 etc.] for advising purposes and distribute such lists to students accordingly.


Nomenclature used for courses:


Required:  

Absolutely required in a program. All students in the program must take this (these) course(s) unless they are granted exemption(s).  No “either/or” options should be used here (see “complementary” below).  The only exception of alternative Required Courses (“either/or”) is where the alternative course is almost identical in content to the other [in this case, a consultation is required by the other department stating that content of both courses is almost identical or note Calendar reference that states equivalency].


Complementary:
These are considered required to the program, but a choice is given.  Selected from a restricted list, a particular subject area, or a discipline – this also includes streams.  In some programs, students must include a number of these in order to meet program requirements; either/or options that are not almost identical in content should be listed here.


Elective: 
Chosen freely (sometimes with the advice/approval of the departmental advisor).  Electives should be used only as top-up to degree. 

The phrase "to be chosen from among departmental course offerings" may substitute the listing of courses when no specific courses are required.  In the case of graduate programs, it MUST be specified “to be chosen from among 500-level or above departmental course offerings”.  Note that GPSO does not allow the listing of undergraduate-level courses [200, 300, or 400] in graduate programs [contact the Director, GPSO for additional details].  If graduate students need to take such a course, they may do so for extra credits – these credits will not be counted towards the graduate program’s requirements.  Also note that 600- and 700-level courses should not be listed in undergraduate programs, as these courses are not open to undergraduate students.

At the bottom of this box it is indicated “Attach extra page(s) as needed” – if the program layout requires additional page(s), add as needed.  
6.8.0
Consultation with
Related Units = academic units; evidence of consultation with other units should be appended 

when the proposed program effects other units (i.e., when the program requires students to take 

courses given by other units or when the choice is given to students to take another unit’s courses). 
The evidence could take the form of a summary of pertinent comments received from other units 
with the names and titles (e.g. Dean, Chair, instructor) or electronic copies of consultation reports. A 
rationale must be supplied when a consultation does not result in routine consent but rather contains 
reservations or outright rejections.  Please see Appendix 1.

Financial Consult = Consultation with the Director – Academic Management Office is required 
when there are financial implications to a revised program/major or minor/concentration 
(i.e., additional university resources are required that were not needed for the existing program, there 
are additional fees for materials, or it is a private program).  See Appendix 2 for further information. 
[Financial consults may be obtained by submitting a copy of the program proposal and proposed 

budget, for financial review, to Mr. Réal Del Degan, Director – Academic Management Office.]  A 
financial consult must be obtained before the proposal begins the approval process and it is attached 
to the proposal for submission to SCTP.

6.9.0  
Approvals

Routing sequence:

The dates of the meetings at which the proposal was approved should be entered here, along with the name of the Chair or Secretary of the committee.  
            
NAME     SIGNATURE     MEETING DATE

DEPARTMENT

CURRICULUM/ACADEMIC COMMITTEE

FACULTY 1

FACULTY 2 (for programs involving more than one Faculty)
FACULTY 3 (for programs involving more than two Faculties)


CGPS
SCTP
APC

SENATE

Submitted by (Please complete this information to enable quick reporting or contacting for responses to questions)

Name (person responsible for program)

Phone (responsible person’s telephone number)

E-mail (responsible person’s e-mail address will ensure a copy of follow-up normally only reported to the SCTP Faculty Contact)

Submission Date (Date submitted to Faculty for approval) 

6.10 FQRSC (Research) Indicator  (for GPS)

Indicate Yes or No if the graduate program is a research program.

FQRSC definition = Masters programs with thesis and Masters programs non-thesis that have 15 credits between project, methodology (statistics) and seminar on current literature.
In order to meet the FQRSC criteria to be eligible for Master's Scholarship Funding, a minimum of one third of the Master’s  program credits must derive from research and/or research training (research component  may include methodology + seminar on current literature + project).
If Yes:   Please list within the rationale box the course(s) that have a research component [include the course number, title, and credit weight of each course].
[Contact GPS for additional information.]
If you have questions about the Program/Major or Minor/Concentration Revision Form, the approval 

process, or would like assistance in preparing a revision proposal, please contact either Cindy Smith, 

Julie Degans, or your faculty contact (see Section 1 at the beginning of this guide). 

Please consult the appendices for examples of completed proposal forms and a template for consultation 

documents.

                                                                       APPENDIX 1
CONSULTATION REPORT FORM

RE PROGRAM PROPOSAL

DATE:


TO:

FROM:

The attached proposal has been submitted to the Curriculum Committee, and it has been decided that your department should be consulted. 

Complete Program Title:
Would you be good enough to review this proposal and let me know as soon as possible, on this form, whether or not your department has any objections to, or comments regarding, the proposal.  Specifically, a course [or courses] taught by your department that has [have] been included in the program’s list of courses.




NO OBJECTIONS




SOME OBJECTIONS

COMMENTS:

Signature:








Date:








APPENDIX 2
Guidelines for Approval by the Academic Management Office
The following guidelines describe the information needed to perform a proper financial analysis on program proposals.  

· Any program that requires University resources, that has fee-related implications (e.g. a program with material fees)

or that has financial implications (e.g. changing an international student population from grant to self-funded) will require an analysis.  

· New programs going to the MESRST for approval need financial analysis as part of the government approval

process. This analysis can be finalized after Senate approval. For guidelines about which programs need government approval, consult with Julie Degans, Office of the Associate Provost (Policies, Procedures and Equity).

The following is a list of information required to perform the analysis:

Type of program
Bachelor, Masters thesis or non-thesis, GRAD or UG certificate, etc.

Total number of credits 
For activity-based programs, an estimate of the proportion of credits taught by each major teaching dept.

Estimated enrolment
Please include the basis for the estimate, i.e. whether it is a guess or based on market research. A description and estimate of this population will be needed for programs specifically intended to attract students from other graduate programs, including medical residents and graduate students from other universities.

Mode of delivery 
Are the students taught in a traditional face to face mode? If not, what is the mode of delivery?  Do the teachers or students have to travel?  If only for part of a program is taught in a non-traditional mode, please provide a description of this part.  

Other institutions involved
Is there an agreement with another institution to share courses or professors?

Other resource needs 
Are there program-specific resources required (e.g. library, space, materials, etc)?  And if so, what are the related costs?

Type of funding expected 
Is the program expected to operate under a government grant or will it be self-funded?

 Program-related budget
Provide, if available, a detailed program budget and indicate clearly any special request for basic or non-basic discretionary allocations.

Fee structure envisaged
For grant programs, the tuition fees are regulated and only additional fees required to cover materials fees or other special charges need to be considered. For self-funded programs a proposed tuition fee structure needs to be developed. 
It should be kept in mind that these guidelines serve to initiate a dialogue between those submitting a program proposal and those reviewing it.  The best results are obtained through an iterative process where information is shared and developed between both parties involved.

Contact: Real Del Degan, Academic Management Office, at extension 2988
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