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	Guide to New Program Proposals

New programs in The Graduate School (TGS) should identify new areas of knowledge and add to Northwestern’s established profile of academic excellence and innovation. Accordingly, the process for reviewing new programs is thorough and extensive to ensure the academic rigor, market viability, and long-term sustainability of all of Northwestern’s degree programs. 

TGS’s review process is designed to complement and precede the Office of the Provost’s new program development process: all new degree programs must ultimately be approved by the Office of the Provost before program set-up may begin, requiring a lead-time of up to 18 months from initial conversation with TGS to launch of new program admissions.

It is TGS’s goal to help new program sponsor(s)—the faculty and/or staff primarily responsible for drafting, submitting, and implementing the initiative—prepare their proposals for review not only by the Office of the Provost, but also by all of the key stakeholders involved in vetting and setting up new programs, including school/college curriculum committees, the Graduate Faculty, TGS Administrative Board, and the Office of the Registrar. 

The proposal sponsor(s) should reach out to TGS Academic Affairs as early as possible for guidance in drafting the proposal and navigating the various levels of approval. Sponsor(s) should feel free to reach out to TGS Academic Affairs if they wish to consult examples of prior successful proposals or if they have any questions or concerns about the approval process not addressed here.

Review Process and Deadlines

Step 1: The sponsor receives approval for the new program from the relevant department(s).

Step 2: The sponsor writes a preliminary draft of the new program proposal using TGS’s New Program Proposal Template and emails it to TGS Academic Affairs. Due to the extended lead-time for new program approval, the sponsor should submit a draft proposal as soon as possible, but at least two quarters prior to the quarter in which the proposal will ideally be reviewed by TGS’s Administrative Board. For instance, if a new program sponsor wishes to begin admitting students in Fall 2023—with the inaugural cohort of students to arrive on campus in Fall 2025—then the sponsor should reach out to TGS with an initial proposal no later than winter 2023 so that the proposal is ready for review by TGS’s Administrative Board two quarters later, in Fall 2023.

Step 3: Upon receiving a draft new program proposal, TGS sets up a kickoff meeting with the sponsor, a decanal representative from their school (usually the associate dean overseeing graduate studies), and TGS representatives to:
· Review a preliminary draft of the new program proposal
· Detail the approval process and timeline
· Consider the program’s potential budget
· Discuss market demand and accompanying data 

At the kickoff meeting, the sponsor receives guidance on how to complete the supporting documents—such as the New Program Financial Planning Worksheet—as well as feedback on the proposal to be incorporated into subsequent drafts.
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Step 4: If appropriate, the sponsor attains approval for the new program from the pertinent school or college curriculum committee (Please check with school committees regarding their timelines for review). In addition, the new program must be approved by the school Dean or Deans in the case of interdisciplinary programs that will be housed across schools. Approvals may be completed before the kickoff meeting, but must be finalized before the Graduate Faculty review begins (step 6).

Step 5: The sponsor submits the revised proposal and accompanying materials to TGS Academic Affairs. The required documents are:
· TGS New Program Proposal Template
· New Program Financial Planning Worksheet (page 4 of this template)
· To be completed in conjunction with the Dean’s office of the program’s corresponding school(s)
· TGS New Course Proposal Templates (if brand new courses are proposed)

These materials should be submitted by the beginning of the quarter in which the proposal is to be reviewed. Please consult the TGS website for upcoming quarterly deadlines.

Step 6: The Graduate Faculty review and comment on the proposal during a 2-week period prior to TGS’s Administrative Board meeting.

[bookmark: _Hlk148356490]Step 7:  Graduate Faculty comments are shared with TGS Administrative Board prior to their second meeting of the quarter. The Board reviews and votes to approve, reject, or request further revisions to curricular proposals. Please consult TGS Academic Affairs for meeting dates.

Step 8: Should the proposal receive TGS Administrative Board recommendation for approval, the Office of the Provost then reviews the proposal and forwards a recommendation to the Council of Deans.

Step 9: The Provost reviews the proposal, makes a final decision regarding the new program, and communicates this decision to all relevant stakeholders.

Step 10: After the Provost’s approval, the Office of the Registrar communicates with representatives from Budget and Planning, Financial Aid, Student Accounts, Student Enterprise Systems, and the International Office regarding implementation. The sponsor should complete and submit the New Program Development checklist prior to this meeting:
· New Program Development Checklist

Step 11: TGS reports back to the sponsor with the program start date and sets a deadline for submission of the program’s new graduate student handbook. The graduate student handbook must be in place prior to students matriculating into the program. 
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New Program Proposal Template

Name and email contact of program sponsor(s):

Name and email contact of dean’s office representative(s) from sponsoring school(s):

Name of new program:

First quarter and year program will begin admitting students:

First quarter and year new students are expected to begin the program: 
Approvals
Has the new program been approved by your department and/or school? Have you consulted with key faculty both within and beyond your department who will be involved with or affected by this new program? Please attach supporting documentation, such as faculty meeting minutes, emails, or formal letters of support.
Overview
Provide a clear statement of the educational mission and academic purpose of the new program. What are the intellectual and curricular goals? How do these goals align with the mission of the program’s academic unit, school, and Northwestern? Is the program new, revived, or a revision of an existing graduate program? 

Competitive Advantage for Northwestern/Comparable or Complementary University Programs
What will the new program contribute to graduate education at Northwestern that is not already available at the University? What efforts have been made to determine if there is a demand for such a program? Does the new program overlap with or complement graduate programs elsewhere in the department, in the University, in other graduate institutions in Chicago, or among peer institutions nationally? How will the proposed new program compare to other programs of this type nationally? What will Northwestern’s niche or competitive advantage be?
Optional: If this program is entering into a robust or crowded field, the sponsor(s) may find it useful to complete and submit the sample chart included at the end of this form.
Admissions
What is the demand for the new program? Is there a sufficient pool of highly qualified potential students? How many entering students will you admit each year? What admissions criteria will you apply (degree background, coursework background, test scores, work or research experience)? In answering this question, please be sure that admissions criteria are in alignment with TGS policy.  Additionally, it is assumed that all new programs will utilize CollegeNet, TGS’s admissions platform.
Degree Requirements
Curriculum 
TGS requires a minimum of nine letter-graded courses authorized for graduate credit for both PhD and Master’s degree programs. For the full list of policies, please see our website. 

What courses will constitute the degree program? Are they existing courses, or must new courses be added (note that a course proposal form will need to be completed for each new course)? Please list all courses in the new program using the table below (add additional rows as needed).

	
	Course Number and Title
	New or Existing Course?
	Required or Elective?

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	


 
Milestones and Timetable-to-Degree 
In addition to at least nine letter-graded courses authorized for graduate credit, TGS expects a culminating academic experience, such as a thesis, oral presentation, or final exam for Master’s degrees; and requires a qualifying exam, prospectus, and dissertation for PhD degrees.

Use the chart below to describe the new program’s degree requirements and milestones in as much detail as possible, outlining all program requirements quarter-by-quarter and being sure to indicate when and how students will complete TGS’s minimum requirements. In addition, please provide narrative responses to the following questions: What, if anything, will be required over the summer? Will the program contain multiple “tracks”? For PhD programs, will students earn a Master’s “on-the-way”? If so, what are the requirements for the Master’s?


	
	Fall
	Winter 
	Spring

	Year 1
	
	
	

	Year 2
	
	
	

	Year 3
	
	
	

	Year 4
	
	
	

	Year 5
	
	
	




Assessment of Learning in the Program
What are the overall learning objectives for students in the program? How do course learning objectives align with larger program objectives? How will student achievement and/or performance be assessed, both for individual students and for cohorts over time? How will the culminating academic experience be used to demonstrate achievement, competency, and/or mastery of skills and knowledge? (For guidance, see TGS’s Assessment Initiative webpage.)
Graduate Student Support 
How will graduate students be supported—by scholarships, fellowships, teaching assistantships, research assistantships, or their own resources? Where will the support come from—existing resources within the department, college, or school(s) or new resources? What external resources are available to support students in the program? (See the Financial Planning Worksheet Addendum).

Teaching Requirements (PhD Programs)
TGS requires that all PhD students serve in some instructional capacity for at least one academic quarter during their graduate education. How will students in the new program fulfill this requirement?
Advising
What are the plans for providing advising, mentoring, and support for students in the program from orientation through completion? How will students form their dissertation and/or thesis committees? 

Career Outcomes and Professional Development
What are the placement expectations for graduates of the new program? Is there a demand for graduates of this type? What are the career pathways in academic, non-profit government, and private sectors? What professional development opportunities will the new program provide to support students, both during their graduate careers at Northwestern and when they are attempting to obtain top academic, corporate, or government positions?

Faculty
Is there adequate faculty to offer this program? Are they suitably trained and experienced? Will they be relieved of current duties and responsibilities to devote time to the new program, if necessary? Are they members of the graduate faculty, or are they adjunct faculty? Are they core faculty or affiliate faculty? Does the program depend on teaching contributions from faculty outside of the sponsoring department(s)?

Governance
How will the program be organized and governed? Will there be a single organizing committee or several faculty committees? Who will decide on admissions criteria, approve new courses for inclusion in the program, and the like? Who determines membership in the governing committee(s)? Is there adequate qualified faculty willing to aid in governance? Who will serve as the Director of Graduate Studies for the program? 

Administrative Resources
Is there adequate staff (department/program assistants, graduate assistants) to support this program? If not, how will new staff be acquired, housed, and paid for? Will new physical resources be required—office or laboratory space, lab equipment, computers, etc.? If new space is required, where will it come from and what have arrangements been made for it? If new lab equipment or computers are required, how much will it cost and where will the funds come from? Are the necessary library resources available? Are the appropriate IT resources available?




New Program Financial Planning Worksheet
New program sponsor(s) should complete this worksheet in conjunction with the Dean’s office of their school (or schools for interdisciplinary programs).
Name of new program:

Name and email contact of program sponsor(s):

Is this a cross-school or cross-department program?  
If so, please indicate the partners for this program. 

Name and email contact of dean’s office representative(s) from sponsoring school(s):

First quarter and year program will begin admitting students:

First quarter and year new students are expected to begin the program: 

What is the expected student enrollment per year in the program’s first 5 years?

What is the expected time-to-degree?

For how many years will students be funded? 

How will students be funded?
Please indicate which of the sources below will be utilized. If funding is coming from more than one source, please create a chart outlining (quarter by quarter) at what moment in their graduate careers students will be funded by each source.

Centrally
· Department/School/Program 	
· TGS	

Externally
· Grants 	
· Awards	
· Other	

Is the tuition rate the regular TGS tuition rate?

Are there any special arrangements regarding tuition-sharing and/or revenue?

Does the program plan to hire new faculty?
If yes, how many faculty do you anticipate hiring over the next 5 years? What will be the timeline for each hire? Will any new faculty bring students or postdocs to Northwestern from their current institution(s)?

Does the program plan to hire new staff?
If yes, how many staff do you anticipate hiring over the next 5 years? What will be the timeline for each hire? If no new staff will be hired, which existing staff positions will provide administrative support for the graduate program?

Does the program anticipate fundraising or receiving additional funds from donors?
If yes, outline projected income per year.
Addendum 

Peer Institutions for this Program 
	School
	Number of Faculty Members
	Number of Graduate Students 
	Required Courses
	Qualifier /
Preliminary /Candidacy Exams
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