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Division Approval

•5-year Master Course Syllabus  (MCS) 
review *

•Master Course Syllabus changes *

•Minor program changes *

•Special Projects - 1 credit *

•Master Course Syllabus for new 
courses*

•Courses that fulfill a GE requirement

•New programs

•Program changes

•Special Projects - 2+ credits

Curriculum Committee 
Approval

•New programs*

•Program changes*

•Special projects - 2+ credits

•Courses that fulfill a GE 
requirement

GE Committee 
Approval

• Courses that fulfill a GE 
requirement

• Courses that fulfill a GE 
requirement should meet 
outcomes 1,2, & 6 unless 
an exception has been 
granted by the GE 
Committee

CAO's Office -
Administrative

•The following documents go to 
the CAO's administrative 
assistant (no matter where they 
were approved) 

•All signature pages for MCS 
(both new and updated) 

•A short memo for justification 
of new programs and program 
changes 

Snow College Syllabus and Program Approval Flowchart 

* These items are approved at the division 

* Proposals for 
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Compose/Update 
Syllabus

• Log into 
www.snow.edu/syllab
us

•Use sample syllabus 
as a guide

•Work with Curriculum 
Specialist

Distribute a Copy 
to the Division

•Division faculty 
have seven  
calendar days 
to review and 
provide 
feedback

Obtain Division 
Approval (Dean's 
Signature)

Submit to GE 
Committee for 
approval

Curriculum 
Committee Chair 
Sends Out 
Agenda 
Informing Faculty 
of Syllabus 
Discussion

Division-
Approved 
Syllabus 
Presented at 
Curriculum 
Committee as 
Consent Agenda 
Item (CC Rep.)

Submit Signature 
Pages

•Send with CC 
Representative

•Original copy 
goes to CAO's 
administrative 
assistant

Minutes 
Distributed to All 
Faculty  
Indicating 
Syllabus  Process 
Completion

Syllabus Approval Process for Instructors 

 

 

 

 

 

 

 

 

 

 

 

 

Applies only to new 

syllabi 

If proposed course meets a GE 

worksheet requirement, final 

approval happens at the 

Curriculum Committee level 

Only if the 

course is 

requesting GE 

designation. 

All GE courses must meet GE 

Outcomes 1, 2, & 6 unless a 

petition for exemption has 

been filed. 

https://www.snow.edu/syllabus/
https://www.snow.edu/ge/outcomes.html
https://www.snow.edu/ge/outcomes.html
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Secure Division 
Approval

Email CC Chair to get 
Syllabus  on 

Information/Consent 
Agenda

Approval of 
Information/Consent 

Agenda in CC 
Meeting 

 

 

Syllabus Inactivation Process for Instructors 

 
 


