
Undergraduate Course Proposal Approval Process (August 2017)
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Follow-on ActionsConsultation and Approval    

1. Identify 
strategic 

need for new 
course

Strategic plans, market 
research, national and 

professional bodies, 
student/graduate 

feedback, international 
partnership etc...

2. Download 
course proposal 

and financial 
data templates

3. Prepare 
draft 

proposal 
document

• Course proposal 
template

• Financial data template

Draft 
course 

proposal

Draft 
financial 

data

4. Prepare 
draft 

financial 
information

6. School 
Executive 

Committee

approved No End

4.2 Advice 
from FSD if 

transnational 
or inter-

institutional 
proposal

3.5 Consult with Library

3.2 Consult with Course Office 
(if relevant)

3.3 Consult with Assoc. Dean 
for Online Ed (if relevant)

3.4 Consult with Academic 
Registry

Yes

7. Faculty 
Dean/Faculty 

Executive
approved No

End

5. Combine crs 
proposal and 
financial data 
and amend in 

line with 
feedback

Full crs 
proposal

Full course prop with 
amendments from 

School Exec

approved

13. Finalise full 
prop in line with 

recs from USC 
and External 

Reviewer

15. University 
Council

approved

End

4.1 Advice 
and feedback 
from Faculty 

Financial 
Partner

Yes

9. Submit to 
Dean of UG 

Studies/TT&L 
for final 
review

3.1 Advice 
and initial 
feedback 

from TT&L/
Dean of UG 

Studies

Yes

12. External 
Reviewer

Academic Registry 
to complete set-up 
in SITS within 3 wks 
of Council approval

IT Services input 
into SITS set-up

IT Services to create 
course in CMIS & 
promote course 

application to web

Academic Registry to 
include course on 

internationalisation register 
(INIS)

School Admin 
Managers populate 
relevant course and 
module data in SITS, 
allocate modules to 
course structure in 

CMIS and assign 
students to 
modules.

Secretary’s Office extracts 
Calendar entry from 

proposal and includes it in 
the University Calendar for 

year of entry

IT Services set-up 
modules in 
Blackboard

Courses which come under the criteria for CAO entry should be 
approved by Council at least 16/17 months ahead of the intended 
September entry to ensure inclusion in the CAO Handbook and 
Undergraduate Prospectus relevant to the year of entry.

Proposals related to courses which do not come under the criteria 
for entry via the CAO should be fully approved by Council in advance 
of initiating marketing activities for such courses.

Council approval is required before course set-up can be initiated in 
SITS and other Trinity College systems.

10. Preparation 
of full prop for 
submission to 
USC to include 
amendments 
from Dean UG 
Studies/TT&L 16. Amend as 

per recs from 
Council

End

Full course prop with 
amendments from 

Faculty Dean

11. USC

End No

Final crs 
proposal

Full crs 
proposal

No

8. Approval from 
Course Mgt 

Ctte, e.g. TSM (if 
relevant)

Yes

Start

14. Submit to 
Dean of UG 

Studies/TT&L 
for circulation 

to Council

Full crs 
proposal
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