Checklist for Course Submissions to be
Considered by the College Senate General Education Committee
Forms are available at http://www.brockport.edu/collegesenate/proposal.html
Prepare Appropriate General Education Forms for the codes requested

                         Available online as follows

· Visit College Senate Web page:  How to Submit a Proposal  

· http://www.brockport.edu/collegesenate/proposal.html
· Prepare the College Senate Cover Form linked to Proposal Webpage

· Select Proposal Forms and Guidelines for Registering General Education Courses

· Merge them altogether into one document (may require scanning signed pages)

1. Fill out College Senate Proposal Cover.  Include the following forms merged into one document.

2. General Education Supplemental Course Registration Form with:

__________ Department Chair signature
__________ School Dean signature
3. Attach Original Course Registration Form for existing course or  new Course Registration Form for new or updated course

__________ Department Chair signature

__________ School Dean signature

4. Current topical outline of course including title of text and assigned readings.

5. or by contacting   


Debbie Lamphron

dlamphro@brockport.edu

phone:  395-2504

When packet is complete, please email to

Debbie Lamphron
dlamphro@brockport.edu

Vice Provost’s Office
	Office
	Actions Taken by the Various Offices

	Originating Department Office
	Person proposing new course or course revision completes the 

(College Senate proposal cover sheet 

(College Course Registration Form 
(General Education Supplemental Course Registration Form
(General Education Registration forms (outcomes checklists) required 
 (all forms are accessible on the College Senate Web site on the “How to Submit a Proposal” page – http://www.brockport.edu/collegesenate/proposal.html) 
(Department chair approval signature is required. 
(Chair forwards forms to the School Dean’s Office by email (Word Document).



	School Dean’s Office
	(Dean reviews the course proposal/revision and, if approved, signs. 
(Dean emails the proposal as one document (merge all forms into one document) to the Vice Provost’s Office.


	Vice Provost’s Office
	(General Education course proposals/revisions are logged in and checked for proper completion of required forms; questions are referred back to department level. 
(Vice Provost’s Office emails the paperwork to the College Senate Office. 



	College Senate Office
	(Assigns a routing number and logs proposals in.  
(College Senate Office emails proposal to General Education Committee chairperson, originator and Vice Provost’s office with routing number for their future reference.


	College Senate General Education Committee chairperson
	(Presents the course proposal/revision to the General Education Committee for discussion and action. 
(When a decision is reached, the chairperson will sign and indicate the action taken on the proposal signature page of the form. 
(Committee chair will send the original signed paperwork to the Vice Provost’s Office and a copy to the Senate office. 
(Committee Chair will report the committee’s decisions to the College Senate Executive Committee and then during the regular committee reports at the College Senate meeting.  
(These actions will be specifically recorded in the minutes of the College Senate which are posted to the College Senate Web site.
(Senate Office will post passed proposals to the “Approved Resolutions” section of the College Senate Web site.


	Vice Provost’s Office
	(Will send any paperwork for any courses requiring SUNY-GER approval to the SUNY Provost’s Office for consideration and addition to the SUNY-GER list. 
(SUNY-GER decision on the courses will be reported to General Education Committee chair , College Senate Office and to the College Registrar. 
(Any courses not requiring SUNY-GER approval will be reported directly to the College Registrar upon receipt of the General Education Committee’s decision.




Routing of General Education New Course Proposals and Revisions 
P. Michael Fox, Vice Provost for Academic Affairs 
