
 SEQ CHAPTER \h \r 1GUIDELINES FOR APPROVAL OF NEW PROGRAM 
CONCENTRATIONS AND MINORS
April 19, 2013
Directions.  Proposals for new program concentrations or minors, on campus or via distance education, must follow these procedures. Proposal originators must provide thorough information on all aspects of the proposed concentration or minor and address issues raised during the review process. The guidelines contain information on proposal preparation, the approvals needed to initiate a new concentration or minor, and time lines for the approval process.

In preparing the proposal, the writer should follow the guidelines' numbered sections in sequence, so that the proposal presents all relevant information in the order suggested. 

If some subsections do not apply to a specific proposal, the writer should state this. Or,  the writer may wish to combine two or more subsections into one paragraph; in that  case, the numbering of the paragraph should indicate that subsections have been  combined (e.g., 3.3.1 - 3.3.3).  

I. PROPOSAL SECTIONS

1.0

Introduction: Identify the Program



• Name of the program



• Title of the major


• Title of the concentration or minor


• Title of the degree



• Unit that offers the program



• School/college in which the program is be housed



• A brief abstract or executive summary of the proposal

2.0
Needs Assessment

2.1

Specify the needs to be met by the concentration or minor, using documentation from appropriate national, state, local, professional, and disciplinary resources.


2.2 
Describe any overlaps with other programs at Andrews University and justify any duplication of programs.  If overlap exists with another unit, that unit should be invited to prepare a commentary on the proposal for the new concentration or minor.  Describe any cooperative relationships, if appropriate.


2.3 
Discuss indicators of student demand for the concentration or minor, including appropriate marketing research.


2.4 
Explain how the concentration or minor will meet the needs described above.


2.5 
Describe how the concentration or minor will further the University's mission and initiatives in the Strategic Plan, as well as the more specific plans of the unit(s) involved.


2.6 
Projected Enrollment. Indicate the projected enrollment in the concentration or minor, the probable source of students, and the projected number of graduates.


3.0 
Description of the Concentration or Minor

3.1 

Outcomes:  Provide the specific student learning outcome(s) for the concentration or minor.  


3.2 
Describe the uniqueness or distinctiveness of the program.



3.4 
Curriculum.


3.4.1 
Describe the curriculum, and any other specific requirements; include discussion of any experimental or unique components.  




3.4.2 
List the required or core courses, cognates and electives for the concentration or minor, indicating the course number and title, the number of credits, the frequency of the course offerings and a brief description of each course.



3.4.3 
On the list of courses, differentiate between existing courses and new courses to be developed. Submit New Course Proposal forms along with the proposal.



3.4.4
Document adherence to best pedagogical practice in the discipline.  



3.4.5 
If any required courses will be provided by another department, provide a memorandum of collaboration from the cooperating department(s).



3.4.6 
For concentrations in interdisciplinary programs (which include a capstone seminar or course that integrates the materials from the various disciplines) the proposal should make clear how the interdisciplinary perspective will be achieved for this concentration.



3.4.7
Major Assessments:  Describe what methods will be used to measure the outcomes listed in 3.1 above (comprehensive exam, final project, etc).  Optional:  You may include a curriculum map showing where the outcomes will be addressed in the sequence of courses.

3.5 
Bulletin Copy. Prepare the program description for the Bulletin; insert it into an appendix.
4.0 Program Resources


4.1 
Faculty Resources. List all faculty (regular and adjunct) participating in the new concentration or minor.  Indicate their current teaching loads.  Describe plans to fit new program responsibilities within these loads. Document how this new concentration or minor will affect faculty workloads.


4.2 
Faculty Qualifications. Assess the ability of the unit to add the concentration or minor, and describe the number and qualifications of the faculty, as well as access to resources outside the unit.  

4.3 
Physical Facilities.  Describe the physical facilities and equipment available to support the new concentration or minor.  Particular attention should be given to facilities for graduate student research or professional training.  If new educational equipment or training aids will be required, identify the source(s) of funding and provide letters of commitment to provide the required funding.


4.5

Library Support.  Describe the library support that is available to meet the needs of the new concentration or minor, indicating what new acquisitions will be required.  


4.6 
Interdisciplinary Programs.  In the case of interdisciplinary concentrations or minors, each department that will provide instruction should be asked to furnish a letter of support, which details the availability of resources it will contribute, as described in the proposal (faculty, course scheduling, student enrollment, etc.), and assures that its courses used in the concentration or minor will continue to be available.

5.0 Costs

The resources described in Section 4 will require a variety of costs including time, money, and effort.  In this section, those costs should be described as completely as possible.  Although the Councils do not make budgetary decisions, the

Councils require an understanding of how the costs of this program will be met.

5.1 
      Expenditures.  Project the estimated expenditures of the next two-three years for the proposed concentration or minor in terms of faculty and staff FTE.'s, library costs, supplies, and equipment for both classroom and research activity.  If faculty and staff who are currently performing duties in the program will also be responsible for the new concentration or minor, then discuss their ability to adequately support the new concentration or minor.


5.2 
Revenue. Identify sources of revenue to support the concentration or minor.  Describe any special grants which may be sought to support the new concentration or minor and the impact of these expenditures on any existing programs.


5.3 
Student Financial Aid.  If financial aid to students is necessary to maintain enrollment, indicate how this issue will be addressed.

II. Approval Process for New Concentrations or Minors
A proposal for a new program concentration or minor requires several levels of review and approval.  The various levels are listed below in order.
A. Department and School/College Approval

Approval of the departmental faculty, the school/college faculty governing body, and the dean should be indicated via a memo or approval page with signatures of the department chair, chair of the faculty governing body, and dean.

B. Online Program Approval

If the new concentration or minor, or an existing concentration or minor in a program, is to be delivered online, or through other creative use of technology, all courses must be approved through the online course approval process, reviewed by the Compliance Officer, and then approved by the Distance Learning Technology Committee.

C. Undergraduate/Graduate Council Approval

1. 
The Chair of the Program Development and Review Committee reviews the proposal for adherence to the Process for Approval of New Program Concentrations or Minors and may request additional documentation from the proposal originators before submitting it to the committee for evaluation.

2.
The Program Development and Review Committee will review the proposal and may ask for or send it back for further information.  Proposal originators should be present at the PDRC to give a brief presentation and answer any questions.  When the PDRC is satisfied that all concerns have been addressed, the proposal is sent to the Undergraduate/Graduate Council for approval.

4. 
At the Council, the originators of the proposal make an oral presentation and answer questions that may arise.  At the meeting, the Council votes on approval of the proposal, and, if approved, forwards the proposal to the Office of the Provost / Vice President for Academic Administration.
III. Time lines for the Approval Process

Generally, a minimum of twelve months is required for the approval of new programs.  Somewhat less time is required for proposals of new concentrations or minors.
· Program Development and Review Committee and the Undergraduate and Graduate Councils meet monthly during the academic year. The review by the PDRC requires at least one meeting, and may require more, depending on the complexity of issues to be resolved.  The Undergraduate and Graduate Councils' review generally takes one meeting.
· The Off-Campus Programs Committee meets monthly.  Approval of online courses and programs, however, is an extensive process and will likely require significantly more time.

· The Provost will need at least one month to fully review the proposal in consultation with the Chief Financial Officer.

· Programs to be initiated in a Fall Term should receive full approval during the preceding fall in order to be included in the bulletin.
IV. Note to Proposal Writers on Format and Contact Information
To facilitate the review process, proposals should have appropriate page numbering and footers indicating the name of the proposal similar to this document. The date of any draft submitted should be clearly indicated at the end of the document. 
Please also provide a name and phone number on a page separate from the proposal document of the person to be contacted should the review committees have any questions.
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