
 

Page 1 of  
 

Standard Operating Procedure 

 
SOP:   
 
 
 

POLICY & PURPOSE 

Specify what this SOP works to achieve and which policies are referenced 

The purpose of this SOP is to outline the procedure that is to be followed to add a new course to a 
semester schedule. 
 
 

 
 

RESPONSIBILITY, PROCESSES & PROCEDURES 
Detail the processes & procedures in a numbering sequence, beginning with the position responsible 
for each step.  

1. The Academic Dean, Instructor, or the President may request to add a specific course to our 
academic calendar one semester prior to implementation. 
2. The Academic Dean or assigned instructor will fill out the Syllabus Submission form and submit it to 
the Curriculum Instructions and Assessment Committee (CIA). 
3. The CIA committee will review the Course Syllabus Submission form to make sure that it falls into a 
WETCC Core Competencies and/or an MnTC goal area and that it aligns with the Curriculum Map. 
4. The purpose for adding the course and the WETCC Core Competencies, and MnTC goal areas will be 
considered when looking at the overall Curriculum map. 
5. If the course is not approved, the CIA chair will report the reasoning why to the Academic Dean 
and/or the Instructor. 
6. If the course is approved, the CIA chair will report back to the Academic Dean and Instructor on 
what their next steps would be. 
7. The Academic Dean will then present the newly proposed course to the Cabinet members and the 
Council of Trustees (COT) for final approval to add the course. 
8. If the course is approved by the Cabinet members and the COT members, the Academic Dean or 
the Instructor will then resubmit the Course Syllabus Submission form and submit a syllabus using the 
Master Syllabus. This will explain how WETCC Core Competencies and any MnTC goal areas will be 
assessed. 
9. The CIA committee will then review the submitted Course Syllabus Submission form and the syllabi 
to determine if the course syllabus is approved or denied. 
10. If the syllabus is approved, the Academic Dean will be informed to allow scheduling, contracts, 
book orders etc. to move forward as required. 
11. If the syllabus is not approved, the Academic Dean will inform the Instructor on the revisions 
needed to be approved. 
12. The Academic Dean will bring the revised syllabus back to the committee until it is approved. 
13. Once the course syllabus is approved. The Academic Dean will be informed as in number 10 
above. 
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KNOWN RISKS 

Identify any procedures of risk to focus particular attention 

Verify that at least two of the five WETCC Core Competencies and/or one or more of the MnTC Goal 
areas are met. Elective courses may not meet the MnTC Goal areas but must meet at least two of the 
WETCC Core Competencies. 
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