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INTRODUCTION

The purpose of this manual is to provide guidelines for the development and revision of
courses and instructional programs at New River Community College.

The philosophical basis upon which this document is drafted encompassesthe idea that
faculty should be encouraged to design, implement, and evaluate courses and curricula in such a
way that allows them flexibility to pursue these activities and at the same time recognizes the
external and internal constraints placed on such endeavors. Moreover, it should be recognized
that any development, implementation, and evaluation which takes place at the college is done
in an effort to meet the needs of the students and/or the operational needs of the college.
Hence, such efforts shoud be based upon principles which are sound educationally as well as
operationally.

It should be noted that some of the procedures stated in this manual are required by
external agencies. Such procedures frequently change without warning. While it is hoped that
this document will remain current at all times and provide the necessary assistance to those
desiring to participate in the process of curriculum development, there may be intervals in
which sections of the document are in the process of revisionby these external agencies. Every
effort will be made to distribute the necessary changes as they occur.







Curriculum  and Instruction Committee
TIMELINE

DATE M EETING /D EADLINE ACTION

October 3 Deadline Faculty submission of new and/or revised
programs to deans

October 10 Deadline Dean submission of new and/.or revised
programs to Vice Pre

October 31 Deadline Vi ce Pl‘.e.SI dent 6s St a
program submissions

November 7 Deadline Vice Presidentds Off

curriculum proposals to C & | committee

Deadline C & | committee makes recommendations
to Vice President on program submissions

November 18

Deadline Board approval of program submissions for
upcoming Catalog

December 12

January - August T Research and development of new
programs

NOTE:

Development of new programs can and should occur throughout the academic year.
Programs developed between January and August of each year will be subjected to the same
review and approval process as shown on page 8However, the deadlines listed above

mu st be met to insure  current publication of the program sinthe Catalog .



NRCC Curriculum Review Process

(Deadlines for Catalog Publication)

Faculty submit new/revised
program to appropriate dean
Deadline: October 3

v

Dean submission of new and/d
revised programs to Vice
President 6s Of

Deadline: October 10

'

Dean presents program to Vid
President 0SS

'

Vice Presiden
program for compliance with
VCCS and SCHEYV guidelines

Deadline: October 31

Does not
comply
Full

compliance Returned to
dean or

appropriate
action

v

Vice President submits Vice
President 03
recommendation to C&l

Committee.

—>

C&l Committee reviews
program for academic issues|

v

Vice President takes action bas
on C&l Co mmi
recommendation.
Deadline: November 18

Deadline: November 7

Not
approved

A d
pprove Returned to

dean for
appropriate
action.

v

Vice President submits to
College Board for appropriate
action.
Deadline: December 12
(approximate)

Not
approved

Approved

Returned to
Vice President
for appropriate

action.

v

Vice President transmits
program-with C&l and
College Board endorsemests
to VCCS for appropriate actior




DEFINITIONS

Career Studies Certificate A program of study in an occupational/technical area not less
than 9 nor mor e than 29 semester credit hours which may
include courses numbered 10- 299. Exempt from SCHEV and
VCCS Table 51requirements (page 14).

Catalog The current New River Community College online catalog
(http://catalog.nr.edu ).

Vice President 6s S tdministrative team at NRCC comprised of the Vice President
for Instruction and Student Services, the Dean of Arts and
Sciences, the Dean of Busines and Technologies, the Dearof
Student Services, the Director of Distance Educaion and Off-
Campus Servicesthe Director of Library Services, the Director
of Financial Aid, and Assessment Coordinator.

Degree Program A two-year program of study composed of 100 and 200-level
college courses, culminating in a degree. A degree program
includes one or more majors, some of which are further divided
into appropriate specializations. (See Courses & Programs  at
http://courses.vccs.edu/ )

Major A program of study consisting of a concentration of courses (30
or more credits) in or closely related to a single discipline and
inherently part of an existing degree program. Each major has
three instructional cores: general core (25%), specialized and/or
degree-related core, and college electives.

Non -Degree Program A program of study consisting of a concentration of courses in or
closely related to a single discipline that culminates in the
awarding of a certificate or a diploma. A minimum of 15% of the
total credits required to complete the program must be general
education courses. Certificate programs (with a minimum of 30
semester credit hours) and diplomas programs are exempt from
SCHEV and VCCS Table 5l requirements (page 14).

Program Proposal A program proposal consists of all of the elements of
documentation required by SCHEV to support the addition of a
new degree program. Majors, specializations and non -
degree programs do  not require preparation of a

SCHEYV program proposal. (SeeVCCS Degre e Program
Proposal Guidelines and Checklist on page63)
SCHEV State Council of Higher Education for Virginia (www.schev.edu)
Specialization A specialized program of study based on a major with 915

credits variation from the parent major.

VCCS Courses & Programs The VCCS online search system classifying curricula with options
to search courses, programs and majors or focus on a specific
college within the VCCS; also known as theMaster Course
File. (SeeCourses & Programs  at http://courses.vcces.edu/ ).



http://catalog.nr.edu/
http://courses.vccs.edu/
http://www.schev.edu/
http://courses.vccs.edu/
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OVERVIEW

According to the VCCS Policy Manual, a new academic program must undergo a certain review
process prior to its implementation. Different types of programs require different levels of review
depending on the type of program and authority that has been granted by SCHEV. The Policy Manual
provides direction for the type and extent of review required for each program, as outlined in Table 5-3
below. SeeSection XIl  for an outline of NRCC Programs and the classifications.

Table 5-3
VCCS Program Review & Approval Process
8 2
Key: o S @ 3 0 » S
- . ) 5 = — © (O] E 7)) *5'
R = Review/Recommend ) 58 8 e 0 g 5 S
_ 5 .= = S 25| T =
A = Approve S} o E = S Q5 ©
e O ) o) = o = = o
N = Notification/Reported To =5 O O a a Q
O n
Local Level
Curriculum Advisory Committee -- R R R R? R? R?
College Curriculum Committee R R R R R R R
College Administration A A A A A A
College Board -- A A A A A A
SACSCOC - N/A4 N/A% N/A% | N/A* | N/A* | N/A*
State Level
Deansd Course Revi R B B B B B B
reporting to ASAC
VCCS AS&R Staff A N R R R R N
Chancellor -- -- AIN? -- -- -- --
Academic Services & Workforce
SBCC Committee a a R R R R -
State Board for Community Colleges -- -- A/NZ A A A --
SCHEV -- -- N N A3 -- -
10nly for AAA and AAS degree programs
20r i ginal requests must be regyegisrneed enly be repattddi t i on a
sMust be approved by State Council of Higher Education at least 6 months prior to requested
program implementation semester. "Spin-off* degree programs (such as turning a specialization of a
current degree program into a stand-alone degree program) require SCHEV staff approval.
4SACSCOC must be notified if the new program is related to programs already approved at the
college and does not represent a potential substantive change. If the new program does represent a
substantive change from approved college programs, SACSCOC approval is required

VCCS Policy Manual- Section 5
11



GENERAL EDUCATION OBJECTIVES

General Education is the component of curricula at New River Community College that is designed to
assure that students can communicate, think logically, and perform calculations. Students will be given
the opportunity to develop an appreciation of our cultural and social heritage and to increase their
awareness of an i dutiesasiaditizen! Irdaslditiono dtudesits wilhbd encouraged to
develop a personal wellness program. The ultimate goal of general education is to equip an individual to
adapt and to perform in a changing society.

VCCS degree graduates will demonstrate ompetency in the following general education areas:

1.

Communication A competent communicator can interact with others using all forms of
communication, resulting in understanding and being understood.

Critical Thinking A competent critical thinker evaluates evidence carefully and applies
reasoning to decide what to believe and how to act.

Cultural and Social Understanding A culturally and socially competent person possesses an
awareness, understanding, and appreciation of the interconnectedness of the socidand cultural
dimensions within and across local, regional, state, national, and global communities.

Information Literacy A person who is competent in information literacy recognizes when
information is needed and has the ability to locate, evaluate, and use it effectively. (adapted from
the American Library Association definition)

Personal Development An individual engaged in personal development strives for physical
well-being and emotional maturity.

Quantitative Reasoning A person who is competent in quantitative reasoning possesses the
skills and knowledge necessary to apply the use of logic, numbers, and mathematics to deal
effectively with common problems and issues. A person who is quantitatively literate can use
numerical, geometric, and measurement data and concepts, mathematical skills, and principles of
mathematical reasoning to draw logical conclusions and to make well-reasoned decisions.

Scientific Reasoning A person who is competent in scientific reasoning adheres to a self
correcting system of inquiry (the scientific method) and relies on empirical evidence to describe,
understand, predict, and control natural phenomena.

Note: for further information refer to the VCCS Policy Manual, section 5.0.2.2

PROGRAM REQUIREMENTS
Major Field Core Minimum 15 credits
Related/Specialization Courses Maximum 15 credits
Electives 0-15 credits

VCCS Policy Manual- Section 5
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This manual provides guidelines for the review and approval of new programs by
program type. All programs for which an associate degree is awarded (including specializations)
must meet the VCCS and accreditation requirements appropriate to the type of program. The
tables that follow (VCCS Table 5 -1 and SACSCOC Accreditation Requirements ) define

these requirements.

Questions regarding process, documentation, or program requirements should be directed
to the Vice President for Instruction and Student Service

13



Table 51
Virginia Community College System
Minimum Reguirements for Associate Deqgrees

Minimum Number of Semester Hour Credits

GENERAL EDUCATION AA&S ‘ AAS

Communication 6 3-6

Humanities/Fine Arts 6 3-6

Foreign Language 0 0

Social/Behavioral Sciences 9 3-6

Natural Sciences/ 7-8 0
13-6

Mathematics 6® 0

As specified above, degree programs must coj

a minimum of 15 semester hours of geng

education as defined by SACSCOC.

Personal Development 1-2 1-2

Personal development is defined as gen
education per VCCS policy (5.0.2.2) but can
be wused to meet the general educati
requirements of SACSCOC in degree program

OTHER REQUIREMENTS FOR ASSOCIATE DEGREES

Major Field Courses and Electives 23-28

Career/Technical Courses 4353

TOTAL FOR DEGREE

NOTES:
(b) A minimum of 3 semester hours of mathematics is required for the General Studies major in the
Associate of Arts and Sciences degrees.

VCCS Policy Manual- Section 5
14



SACS ¢/ COC

SOUTHERN ASSOCIATION OF COLLEGES AND SCHOOLS
COMMISSION ON COLLEGES

ACCREDITATION REQUIREMENTS

NRCC AWARDS
AA&S AAS

One course in humanities/fine arts

One course in social/behavioral science

One course in natural science/mathematics

Reading competency

Writing competency

Oral communication competency

Fundamental mathematical skills

Basic computer skills

Minimum of 15 credits in general education
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New River Community College
SACSEO0C Substantive Change Notification Policy

Purpose
The purpose of the New River Community College (NRCC) Substantive Change Notification Policy is to
ensure that the College remains compliant WBACSCQCriterion 3.12.1.:

3.12.1 The institution notifies the Commission of changes in accordance with the
QYYAaaA2yQa adzoadlyiAagdsS OKIFy3aS LRtAOE | yRI 6KSy
approval prior to the initiation of changes.

Policy

Substantive changes for New River Community College will be reported to the Commission on Colleges

of the Southern Association of Colsgand Schools in accordance WBACSCAGQ2 f A O& 2y a{ dzo a i
Change for Accredited Institutions of the Commission on Coleges

Substantive Change Seeking More Advanced Level

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Initiating 1 NA NA Yes Application for
coursework or Level Change
programs at a
different level than Due dates: April
currently approved 15 or October 1

NRCC Internal Process

New RivelCommunity College is accredited by the Commission on Colleges to award Associate Degrees

as its highest degree. NRCC is one of 23 community colleges governed by the Virginia State board of

/| 2YYdzyAGe [/ 2ftfS3aASao G ¢ KS { G Bnd&uthorizelissiBncaibig | £ € &aSG Y
institutions of appropriate associate degrees, certificates, and diplomas to individuals who satisfactorily
complete the course and program requiremernt§JCS Polidyanual Section 2, IV)Asan institution

operating under the Wginia Community College System, the associate degree is the highest degree the
College can award. NRCC will not seek this type of Substantive Change.

17



Substantive Change Expansion at Current Degree Level

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Expanding at current| 1 Yes 6 months Yes Prospectus

degree level

(significant

departure from

current programs

NRCC Internal Process

The College has a defined cycle for submission of proposals for new programs. Program proposals are
submitted by October 1 for offering programs during tbowingacademic yeari.g.,program

proposals are submitted ten (10) months prior to their being offered). When the College anticipates
opening a new associate degree, diploma, certificate, or career studies certificatdiffieas

significantlyfrom existing programs, the Collegall follow the procedure outlined below.

Steps | Procedure Responsibility Timeline

1 The division/unit offering the program prepares a Academic dean or Oct. 1
OdzNNA Odzt dzy LINR LR al f T 2 Workforce Development
Curriculum and Instruction Committee (C&IC) VP

2 ¢KS /2t€S3SQa / gL/ I L VP forlnstruction and Dec. 1
forwards it to C&IC of the local College Board Student Services
3 The local College Board approves the program | VP for Instruction and Mid-Dec.
Student Serices
4 The VP for Instruction and Student Services infoll VP for Instruction and Jan. 15
the VCCS System Office of the new program Student Services
5 The VP for Instruction and Student Services and| VP for Instruction and Feb. 1

bw/ / Q& ! OONBRAUGI GA2Yy [|Student Services and
notification and prospectus for submission to NRCGACSCdGaison
SACSCOC

6 ¢KS t NBaARSY Betsiter o FSACSCDEt NBaARSY (G Qa | Feb. 15

Note: Significant Departureg a program that is not closely related to previously approved programs at the institution or site or

for the mode of delivery in question. To determine whether a new progrdmisd 8 A Ay A FA OF y i RSLI NI dzNB % ¢

the following questions:
1  What previously approved programs does the institution offer that are closely related to the new program and how
are they related?
Will significant additional equipment or fatiés be needed?
Will significant additional financial resources be needed?
Will a significant number of new courses be required?
Will a significant number of new faculty members be required?

=A =8 =4 -8 A

iKS /2YYAaaArzy 2y [ 2fft838ax¢ Df 234l NBE 2F ¢SNX¥ao
18

Will significant additional library/learning resourcesbe nedded 6 a{ dzo &l yGA @S / KFy3aS F2NJ ! OC



Substantive Change Initiating a Branch Campus

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Initiating a branch | 1 Yes 6 months Yes Prospectus

campus (See

definition of

@ €ébranch campus

on p. 3 of this

document)

NRCC Internal Process

The Virginia Community College System has established procedures for quidifing establishing
branch campuses. Under the present VCCS guidelines, NRCC does not qualify for nor does it anticipate
establishing a branch campus.

Substantive ChangeL YA GAF GAy 3 + / SNIATFAOFGS t NRPANIY G 9VYLIM
Types ofChange Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Initiating a certificate
program at
SYLX 28 SN 3
request and on short
notice
XdziaAy3 $ E A NA NA NA NA None
approved
courses
Xta + -ySe |1 NA NA Yes Modified
campus prospectus
site (previously
approved
program)
XGKFG ra H2L Yes Approval
departure from required priorto | Yes Modified
previously implementation prospectus
approved
programs

19



NRCC Internal Process

The Vice President for Workforce Development initiates the appropriate approval process for offering a
OSNIATFTAOFGS LINRPBANIY 2y aK2NI y2GA0SthayiceNBalLlRyasS i
President for Workforce Development indicates whether the proposed offering will a) use existing

courses, b) be offered at a new @®mpus site, or ¢) represent a significant departure from previously

I LILINE @SR LINE I NI Y & dior ndtificationavdl beanidde o @OC dnd ddfodifedi =  LINJ

LINP aLJSOlGdza oAff 0S &dzooYAGUSRO® 2 KSYS@OSNJ LI2aarot Sz

Substantive Change Initiating Other Certificate Programs

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Initiating other
certificate
programs
X dzaAy3 SEna NA NA NA NA
approved courses
X b b- ySg 1 NA NA Yes Prospectus
campus
site (previously
approved
program)
XGKFG Aa K1 Yes 6 months Yes Prospectus
departure from
previously

approved programs

NRCC Internal Process

The College has a defined cycle for submission of proposals for new programs. Program proposals are
submitted by October 1 for offering programs during tbowingacademic yeari.g.,program

proposals are submitted ten (10) months prior to their bedfigred). When the College anticipates
opening a new certificate program anaw off-campus site or that is significant departurdrom

previously approved programs, the College will follow the procedure outlined below.

Steps | Procedure Responsibility Timeline

1 The division/unit offering the program prepares a Academic dean or Oct. 1
OdzNNA Odzf dzY LINR LR al f T 2 Workforce Development
Curriculum and Instruction Committee (C&IC) VP

2 ¢KS /2t€tS3SQa [/ gL/ I L VP forInstruction and Dec. 1
forwards it to C&IC of the local College Board Student Services
3 The local College Board approves the program | VP for Instruction and Mid-Dec.

20



Student Services

4 The VP for Instruction and Student Services infoll VP for Instruction and Jan. 15
the VCCS System Office of the new program Student Services

5 The VP for Instruction and Student Services and| VP for Instruction and Feb. 1
bw// Qa ! OONBRAGI GA2Yy [|StudentServices and
notification and modified prospectus for NRCGACSCAaaison
submission t6SACSCOC

6 CKS t NBAARSY(GQa hTFAOSt NBaARSY(dQa |Feb. 15
modified prospectus tSACSCOC

Substantive Change Altering Educational Mission

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Altering significantly | 1 NA NA Yes Contact
the Commission Staf
educational mission (Also, see page
of 0,
the institution 16, item 9)

NRCdanternal Process

The only possible change to the educational mission of NRCC would be a transformation from a

community collegetoafol® S NJ AYyadAddziA2ys 6KAOK g¢g2dz R 6S 020S]I
{SS1Ay3 a2NB ! Rl y OS BperptiiguiSderdhie authoridy oflthy Virgigiad G A (0 dzi A 2 v
Community College System, NRCC does not anticipate seeking this type of Substantive Change.

Substantive Change Initiating Joint or Dual Degrees with Another Institution

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Natification | Contacting COC | Approval
Required Required

Initiating joint or dual
degrees with another
institution: (See:

¢ Agreements
Involving Joint and
Dual Academic

l 61 NR&E

21



Joint programs Yes Prior to NA Copy of signed
- with another imol ;
plementation agreement and
SACSCOC
i contact
accredited inf tion f
institution n Om_la I(_)n _Or
each institution
-with an
institution not Yes 6 months Yes Prospectus
accredited by
SACSCOC
Dual programs Yes Prior to No Copy of signed
implementation agreement and
contact
information for
each institution
NRCC Internal Process
TheSACSCQOC/ 2f t  62NF GA DS ! OF RSYAO

The most common forms of collaborative academic arrangements are dual educational
programs and joint educational programs. For the purposes of accreditation and review
by SACS Commission Colleges, the following definitions apply:

I NN y3ISyYSyiday

1 A dual educational program is one whereby students study at two or more

institutions, and each institution awards a separate program completion credential

bearing only its own name, seal and signature.

1 Ajoint educational program is one whereby students study at two or more

institutions and are awarded a single program completion credential bearing the

names, seals and signatures of each of the participating institutions.

The VCCS has no policies orgaidures allowing for the award of such dual degrees. NRCC

does not anticipate seeking this type of Substantive Change.

22




Substantive Change Initiating Off-Campus Sites
(Including Dual Enroliment Programs at High Schools)

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Initiating offcampus

sites

(including Early

College

High Schoadhnd dual
enrollmentprograms
offered at the high
school)

X{ddzRSy G Q1 NA NA Yes Prospectus
50

percent or more
credits

toward program

X{GdRSy (i ¢ 2 Yes _Prior to _ NA Lett'e'r of_
25, implementation Notification

49 percent of credit

X{GdzRSy G (NA NA NA NA NA
24

percent or less

NRCC Internal Process

When initiating offcampus sites at which students can obtain 25 percent or more credits toward a
program, the College will follow the procedure outlined below:

Steps | Procedure Responsibility Timeline
1 NRCC planning process identifies the need § NRCC Employee
offer program(s) at a new site.
2 Proposed new site is evaluated: t NBAARSYy(Qa
A. List of course offerings Member

B. Analysis of level of program offerings
(25 percent/50percent or more)

w

t NFaARSyidiQa {aGFFF Lt NBaAaARSYyGQa

4 For 25¢ 49 percent of credit VP for VP for Instruction and | Prior to

23




LYadNHzOGA2y | yR { (dzR Student Services; NRC( implementation
Accreditation Liaison prepare a letter of Accreditation Liaison
notification for submission tS ACSCOC

For 50 percent or more credii/P for VP for Instruction and
LyadNHzOGAz2y | yR { {dzR Student Services; NRC( Prior to
Accreditation Liaison prepare a Prospectus f| Accreditation Liaison implementation

submission t&6SACSCOC
5 For 25¢ 49 percent of creditThe Préa A RSyt NBa A RSy i Q& Priorto
Office sends the letter of notification to implementation
SACSCOC
For 50 percentor more credlit ¢ KS t|{t NBaA RSy i Q& Priorto
Office sends the Prospectus SACSCOC implementation

NRCC offerdual enroliment courses at the high schools within its service region and was doing so at the

time of its last reaffirmation of accreditation in 2008. Because the College was already offering dual

enrollment courses at all of the high schools in its servegion at the time of its last reaffirmation,

NRCC does not anticipate initiating any new dual enrollment sites. However, to ensure compliance with

level of credit offeredthe College will follow the procedure outlined below for programs currently

below the 50 percent threshold. After a Prospectus is submitted for a site offering 50 percent or more
ONBRAGA F2NJ I LINPIAINI YIS GKS /2ttS5S3S gAatt F2fft20 (K
of Program Offerings at Previously Approved®ife0 F2NJ SELJI YyRAY 3 LINRBINI Y 2FF.

Steps | Procedure Responsibility Timeline

1 Academic Deans submit annual list of dual | Academic Deans Augustl
enrollment courses to be offered at each hig
school (offcampus site) to the Vice President
for Instruction andStudent Services

2 Vice President for Instruction and Student | Vice President for Augustl5
Services analyzes degree programs to ensuj Instruction and Student
level of offerings (25§ 49 percent or 50 Services
percent or more)

3 Vice President for Instruction and Student | Vice President for Each Semester
Services requests Director of Institutional Instruction and Student
Research to run a query of all dual enrollmer Services;
courses offered by location to ensure Direcbor of Institutional
compliance of thresholds Research

4 Academic deans notify Vice President for Academic Deans Immediately
Instruction and Student Services when a hig upon request for
school requests a new course(s) be added tq new course
the list of approved dual enroliment courses

5 When determination is made that a new
threshold will be reached:

24



For 25¢ 49 percent of credit VP for
Ly adNHzOGA2Y

For 50 percent or more credii/P for
LyadNHzOGAz2yYy

submission tcsACSCOC

'y R { {dzR
Accreditation Liaison prepare a letter of
notification for submission tSACSCOC

'y R { {dzR
Accreditation Liaison prepare a Prospectus f

VP for Instruction and
Student Services; NRC(
Accreditation Liaison

VP for Instruction ad
Student Services; NRC(
Accreditation Liaison

Prior to
implementation

Prior to
implementation

6 For 25¢ 49 percent of credif
SACSCOC

For 50 percent or more creMit

¢t KS
Office sends the letter of notification to

¢ KS
Office sends the Prospectus SACSCOC

t

t

Z
&
QX
>
pull
(0p)}
<
[
Q
ax

Z
&
QX
>
pu
(0p))
<
[
Q
Qax

Prior to
implementation

Prior to
implementation

Substantive Change Expansion of Program Offerings at Previously Approved Sites

Prior
Notification
Required

Types of Change | Procedure

Time Frame for
Contacting COC

Prior
Approval
Required

Documentation

Expanding program
offerings at
previously

approved offcampus
sites

X!I' RRAyYy 3 LN
that

are significantly
different

from current
programs at

the site

NA NA

X!I' RRAyYy 3 LN
that

are NOT significantly
different from

current

programs at the
site

NA NA

NA

NA

NA

NA

NA

NA

25




NRCC Internal Process

When expanding programwiferings at previously approved etampus sites by adding programs that
are either significantly different or NOT significantly different from current programs at the site, the

college will follow the procedure outlined on the next page.

Steps | Procedure Responsibility Timeline
1 The NRCC planning process identifies the need | NRCC Employee; Directo
expansion of program offerings at a previously | of Institutional Research
approved site
2 The division/unit responsible for the program Academic dean or Oct. 1 for
informsthe Vice President for Instruction and Workforce Development | Spring
Student Services and the NRCC Accreditation | VP Semester
Liaison of the intent to expand program offerings Classes;
the previously approved site Feb. 1 for
Summer
or Fall
Semester
Classes
3 The Director of Institutional Research provides a| Director of Institutional Upon
tracking report for course offerings by individual | Research request
sites.
Substantive Change Program Length
Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Altering significantly | 1 NA NA Yes Prospectus

the

length of a program

NRCC Internal Process

The length of programs.¢.,y dzY 6 SNJ 2 F ONBRAGA0 Aa SadlrofAakKSR
establish minimum standards and shall authorize community colleges to award appropriate associate
degrees, diplomas, certificates, and career studies certificates, to individualsatisfactorily complete

YR LINE 3 NECB PONE |jMiuiydBa&tiors 5/100)5ihceprogram length is
determined by VCCS State Board policy, the College cannot significantly alter the length of a program

O2 dzNBA S

and does not anticipate seelgjrthis type of Substantive Change.
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Substantive Change Initiating Distance Learning

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Initiating distance
f SFENYyAyYy3IX

XhIFFSNAY3I |4 NA NA Yes Prospectus
or more of a program

for the first time

XhFFSN@Y 3 |2 Yes Prior to No Letter of
percent Implementation Notification
XhTFSNRyFNA NA NA NA NA

percent or less

NRCanternal Process

NRCC filed a Substantive Change proposal$¥BSCOGr distance learning and has been approved by

GKS /2YYA&aaArAz2y FT2NJ 6KS St SOGNRYAO RStAGSNE 2F pn
has been reaffirmed for accreditati two times (1997; 2008) since submitting that Substantive Change.

The College will follow the procedure outlined below for continually monitoring the status of distance
learning offerings.

Steps | Procedure Responsibility Timeline
1 The Director of Disince Education maintains a Director of Distance Ongoing
matrix of courses offered through distance Education
learning; this matrix maps courses to programs o
study
2 Faculty submit a Course Proposal Form, signed | Faculty; Ongoing

the appropriate Academic Dean, to thérector of | Academic Dean;
Distance Education to request addition of new | Director of Distance
distance learning course Education

3 The Director of Distance Education submits a yei Director of Distance Jan. 30
report to the Vice President for Instruction and | Education
Student Services outlining percentage of credits f
be offered by distance learning for each academi
program for the following academic year

Substantive Change Contractual Agreements or Consortium

Types of Chargg Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Initiating programs or| 2 Yes Prior to NA Letter of
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courses offered Implementation notification and

through copy of signed
contractual agreement
agreement or

consortium

NRCC Internal Process

As a member of the Virginia Community College System, NRCC may initiate programs or courses through
a contractual agreement or consortium with other colleges in the VCCS. When sachragement
occurs, the College will follow the procedure outlined below.

Steps | Procedure Responsibility Timeline
1 NRCC planning process identifies need for NRCC Employee
agreement/consortium.
2 aSYOSNI 2F t NBAARSYGQ{t NS&ARSY( Qal Immediate
responsibility fomegotiating Member
agreement/consortium
3 Memorandum of Agreement (MOA) between | President; Within 6
NRCC and other party(ies) is preparedand |t NS & A RSy (i Q & months
signed Member
4 bw/ / Qa ! OONBRA (I { ke of | NRCC Accreditation Immediately
notification for submission tS ACSCQ@&long Liaison after MOA is
with signed copy of MOA signed and
prior to
implementation
5 ¢CKS t NBAARSY:GQa hTTFTA(t NSaAaARSY Q4| Priorto
signed MOA t66ACSCOC implementation

Substantive Change Contract with NonCertified Entity (USDOE Title 1V)

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Entering into a
contract

with an entity not
certified

to participate in
USDOE

Title IV programs

[da)}

X AT (GKS
provides25% or 1 NA NA Yes Prospectus
more of an

educational program
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offered by the COC
accredited institution

X AF GKS ¢

: 2 Yes Prior to NA Copy of the
providesless than imol tati . d
25% of an Impliementation signe
educational program agreement

offered bythe
accredited
institution

NRCC Internal Process

la y20SR Ay GKS LINBOA2dza SELX FylFdA2y T &/ 2y {NI O dz
initiate programs or courses through a contractual agreement or consortium with other colleges in the

VCCS. All VCCS institutions are certified to participdJSDOE Title IV programs. Therefore, NRCC

does not anticipate seeking this type of Substantive Change.

Substantive Change Merger/Consolidation

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Initiating a See Yes 6 months Yes Prospectus
merger/consolidation | SACSCOC Due dates: April
with policy 15 or September
another institution | 4 5 $ NB ¢ 15
Consolidati
ons and
Change of
Ownership:
Review and
I LILINE ¢

NRCanternal Process

NRCC is one of 23 community colleges within the Virginia Community College System. The VCCS Policy

al ydz- £ adlasSay G¢eKS {aGFradsS . 2FNR A& GKS {GraS Fr3s
administration, and supervisionof alléor dzy A Gt &8 O2f f S3Sa Ay UGKECE2YY2Yy St
Policy ManuaglSection 2, 1X, A). The College does not have authority to initiate a merger or

consolidation. Therefore, NRCC does not anticipate seeking this type of Substantive Change.
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Substantive Change; Changing Governance

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Changing See Yes 6 months Yes Prospectus
governance, SACSCOC Due dates: April
ownership, control, | nolicy 15 or September
or G aSNB /! 15
!ega.l status of an Consolidati
institution ons and
Change of
Ownership:
Review and
I LILINE ¢

NRCC Internal Process

NRCC is one of 23 community colleges within the Virginia Community College Systart.CBheolicy

al ydzt £ adrdisSay G¢KS {GFraGS . 2FNR A& GKS {dFaGS
FRYAYAAUNI GA2YS YR adzLISNBA&AAZ2Y 2F | ffVA8YYdzyA
Policy ManuaglSection 2, 1X, A). The Collegeginet have authority to initiate a change of governance,
ownership, control, or legal status for itself. Therefore, NRCC does not anticipate seeking this type of
Substantive Change.

38
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Substantive Change Relocation of Main or Branch Campus

Types of Chargg Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Relocating a main or| 1 Yes 6 months Yes Prospectus
branch campus

NRCC Internal Process

NRCC is one of 23 community colleges withinsthiginia Community College System. The VCCS Policy

al ydz- £ adlasSay G¢KS {aGradsS . 2FNR akKlff KFEZS FAyIl f
2F O02f f S 3 YECSPoicyNRIEISeRtON 20VIII, A). The Policy Manual further staieg: K S
State Board is the State agency responsible for the establishment, control, administration, and
adzZLISNBAAAZ2Y 2F Ftf O2YYdzyaAlGeé OVOCS Boic§Manysgction X S
IX, A). NRCC consists of the main campus, whielntisally located in the service region it serves, with
no additional branch campuses. NRCC does not anticipate seeking this type of Substantive Change.

I 2YY
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Substantive Change Moving OftfCampus Site

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Moving an off 2 Yes Prior to NA Letter of
campus implementation notification with
instructional site new address and
(servingthe same starting date
geographiarea)

NRCC Internal Process

NRCC operates one a@fdimpus site; additional offampus sites are the high schools in the service
region where dual enrollment courses are taught. Should the location of any of these sites change, the
College will follow the procede outlined below.

Steps | Procedure Responsibility Timeline

1 NRCC planning process identifies need for | NRCC Employee
Y2@PAyYy3A (KS-ca@pus itSa S Q 3
identifies change of location for high schools
offering dual enrollment courses

2 bw/ / Qa ! OONBRAGLI A 2y NRCC Accreditation Prior to
of notification for submission t8 ACSCOAMth | Liaison implementation
new address and starting date

3 ¢tKS t NBAARSY(GQa hTTFTAtNBaAaARSYy G Qa|Prioro
SACSCOC implementation

Substantive Change Change from Clock to Credit Hours

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Changing from clock | 1 NA NA Yes Justify reasons
hours to credit for change,
hours indicate

calculation of
equivalency, and
other pertinent
information

NRCC Internal Process

The Virginia Community College System requires institutions to operate on a semester system. The

+//{ t2tA0e alydadft RSFAySa I O2d2NES ONBRAG la F2f

Aa o0l aSR 2y (KS WI Ol R Soffarfalizé® strdtiim@d instiustiongl timednap 1 Y A ¥ dz
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LJ NI A Odzft + NJ O2dzNAS 4SSt @
Manual Section 5.3.0.2). Because the use of credit hours is prescribed by the VCCS, the Callege doe

not anticipate seeking this type of Substantive Change.

Substantive Change Program Length

T2NJ FATESSyYvacs Bdigy @

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Altering significantly | 1 NA NA Yes Prospectus

the
lengthof a program

NRCC Internal Process

The length of programs.¢.,y dzY 6 SNJ 2 F ONBRAG &L
establish minimum standards and shall authorize community colleges to award appropriate associate
degrees, diplomas, certificates, and career studies certificates, to individualsatisfactorily complete

LINE 3 NECB POE |jVdiyd8&16:1$5/1(0)Bihceprogram length is
determined by VCCS State Board policy, the College cannot significantly alter the length of a program

O2 dzN& S

by R

and does not anticipate seelgrthis type of Substantive Change.

Substantive Change Degree CompletioriPrograms

Aa

Sadloft AakKSR

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Initiating degree 1 NA NA Yes Prospectus
completion
programs

NRCC Internal Process

NRCC offers a variety of scheduling options and receives transfer credit from other institutions to assist
students in completing course work toward their degrees. However, there is no special packaging of
AO0KSRdzf Aya 2NJ GN}yaFSNI ONBRAG

LINP INIT Yac¢ aDf 2aal N 27

Ay Ada

does not anticipate seeking this type of Substantive Chang

32

aKIG
¢ SNa¢

g2dzA R YSSi
T2NJ AGaA

¢ KA a

0é

.{



Substantive Change Program Closure

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Closing a program,

approved offcampus

site,

branch campus, or

institution

- Institution to 3 Yes Imme(_jiately Yes Description of

teach out its own follqwlng Feachout p_lan

students decision to close included with
letter of
notification

- Institution 3 Yes Immediately Yes Description of

contracts with following teachout plan,

f"‘no.the.r decisionto close copy of signed

institution to

teach-out teachout

students (Teaclout agregment

Agreement) detailing terms
included with
notification

NRCC Internal Process

If NRC@etermines that an academic program is no longer relevant or viable, the College will follow the
procedure outlined below to close the program. The official closure process begins October 1 for a
closure for the following academic year.

Steps | Procedure Responsibility Timeline

1 The division/unit offering the program prepares a| Academic dean or Oct. 1
program closure proposal for submission to the | Workforce Development
[ 2t €S3SQa [/ dzNNA Odzt dzy || VP

(C&IC)

2 ¢ KS / 2t t S3S Qthe program clodurklL| VP for Instruction and Dec. 1
and forwards it to C&IC of the local College Boar| Student Services

3 The local College Board approves the program | VP for Instruction and Mid-Dec.
closure Student Services

4 The VP for Instruction arstudent Services inform{ VP for Instruction and Jan. 15
the VCCS System Office of the program closure | Student Services

5 The VP for Instruction and Student Services and| VP for Instruction and Feb. 1

bw/ / Qa ! OONBRAGLE GA2y [|Student Services;
notification witheither a desciption of the internal | NRCC Accreditation
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teach-out planor a copy of the teaciout Liaison
agreement with another institution

6 ¢CKS t NBAARSY(iQa hTFAOSt NBaARSY(dQa |Feb. 15
accompanying teacbut plan toSACSCOC

Note: A decision to close New River Community College must come from the Virginia Community College System. Such a
closure would be initiated by the State Board of Community Colleges. NRCC would not initiate tbfsStypstantive Change.

Substantive Change Acquisition of Program or Site

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required
Acquiring any See Yes 6 months Yes Prospectus
program orsite from | SACSCOC
another policy
institution daSNH:!
Consolidati
ons and
Change of
Ownership:
Review and
Approval

NRCC Internal Process

In its more than 4&ear history, NRCC has not acquired a program from another institution nor has it

O2y iGN OGSR gAGK Yy20KSNJ Ayaluaddziazy G2 GSIF OK 2dzi

I ySSR F2NJ I yS¢ LINRPINIYI GKS /2ttS3S Fett26a GKS
QELI yaAzy G [/ dzNNBy(d 5SnpEhEBta new rogsainé ICCH Rolicg N L2 &S |y
established by the State Board for Community Colleges, defines the service regions that community
02ttt S3Sa aSNBSo bw// Q& FOljdZANAY3 | &AA0S FTNRBY Yy
service region boundaes, a process that would be initiated by the State Board, not by NRCC. The

College does not anticipate seeking this type of Substantive Change.

Qbstantive Change Addition of Permanent Location from a Tea¢but Arrangement

Types of Change | Procedure | Prior Time Frame for | Prior Documentation
Notification | Contacting COC | Approval
Required Required

Adding a permanent | See Yes 6 months Yes Prospectus

location at a site SACSCOC

wherethe institution policy

isconducting a teach daSNB:

out for students from Consolidati

anotherinstitution

34




that is closing ons and
Change of
Ownership:
Review and
I LILINE ¢

NRCC Internal Process

In its more than 4§ear history, NRCC has not contracted with another institution to teach out students

froml Y203 KSNJI AYyadAGdziaA2y Qa LINRPINI YO bSAGKSNI KIFa GKS
40-year history as community colleges are strategically located throughout the state to serve

educational needs of defined service regions. Closing a coityrcollege would require action by the

State Board for Community Colleges. The College does not anticipate seeking this type of Substantive
Change.

Conclusion

New River Community College acknowledges the importance of notifying the Southern Association of

/| 2ftS3Sa yR {OK22fa /2YYAaaAizy 2y [/ 2fftS3Sa 2F OK
Substantive Change Policy. The College further understands thattgfies of Substantive Changes

YIed 0S ARSYGATASR o0& GKS /2YYAAdaA SACSCOGH iathtdB T 2 NS =
a close working relationship with the Commission staff member assigned to the College to remain
knowledgeable of newinfdy 1A 2y NBtF ISR G2 GKS /2ttS3SQa | OONB

..........................................................................................................................................................

Addendum

CKAA LRftAOE KIFa 0SSy I LILINE @SR -levat adinifisiratarshdSporsiBls vy (i Q &
for recommending Collegeide policy and advising the president. Members ofthePBSSy 1 Qa { G FF
directly responsible for the implementation and enforcement of the policy; they have disseminated this

policy to their staff members as appropriate. This policy is also posted on the NRCC directory

(repository) of electronic files fACSCOR 2 OdzY Sy (i & @ CKAAd RANBOG2NER A& f 2
so that the policy is readily available to all employees.
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NEW COURSES

When the need for anew course arises, the faculty should proceed in the following manner.

1.

10.

11.

The faculty member should check the VCCS Courses & Programs , also known as the Master
Course File (MCF), found on the VCCSweb page fittp://cour ses.vccs.edu). If the course already
exists, the faculty member should follow the steps outlined in the Course Revisions  section of this
manual (page 39).

The faculty member prepares a course plan _and completes the forms VCCS 103
and VCCS 104 located on the shared drive (page 7 7).

The faculty member reviews the course request with the appropriate dean.
bl f the course i sVMa lnstraction ant StudehC3Er8ices shduld request
that the proposed courseber evi ewed by the Vice Presidentds St af:!
bl f the course already exists i n udelofahevolréeS, t he pr o
(substitution within the program) shoRBléade be revi ew
referto Course Revisions (page 39).

The Vice Presidentodés Staff reviews the request for coc
and recommends referral to the Curriculum and Instruction Committee. At a regular

meeting of the Vice President s Stoarfefforreiewe appr opri at
Recommendations resulting from that review will be forwarded to the developer (instructor) by the

dean.

The Curriculum and Instruction Committee reviews and recommends approval or

denial of the request by the VP for Instruction and Student Services. The developer
(instructor) and dean should present the course to the Curriculum and Instruction Committee for
review. The developer and dean will not be present during discussions of merit or cast a vote for
approval/denial of the course request.

If the Curriculum and Instruction Committee recommends that a course request be denied approval,

the Vice Presidentoés Office wildl usually return the
of reasons fortheComm t t eeds recommendati on. The dean and fac
abandoning the request. TheVPf or I nstruction and Student Services &

recommendation and has collegelevel authority for the approval or denial of new cou rse requests.

Upon approval of a course request, the Vice President
the VCCS Academic Services and Research (AS&R) Staff

The AS&R Staff submits the request to the VCCSDeandés Course Review Committ
review and action.

The VCCS Deandés Cour se Reappraves orCeniesnthe retjuess.

The VCCS Academic Services and Research staff notifies the college of action taken by
the VCCS Deands Course Review Committee

The Vice President 6s approfriatecdean and the Adinigsions ainkd e
Records Office

The Vice Presidentodos Office add@ogapproved courses to

DEADLINES: New courses should reach step 6 (above) at least one semester prior to desired
implementation. Deadlines for submitting items to the VCCS AS&R staff are provided each semester to
the Vice Presidentos Office.

NOTE:

Refer to Table 5 -3 for Program Review and Approval Process on page 11.
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New Course

Need to offer a new cout

Course plan and VCCS 103 & 1fFms submitted to
appropriate dean

A 4

Dean presents to

A 4

Faculty member/dean presents to Curriculum and Instructior
(C & I) Committee.

.

Vice President acts on C&l recommendatic

yanolddy

l l

Returned to dean for appropriate act

Vice Presid
submits to VCCS

A

!

Review by AS&R Sta

\'4

Deniec

Vice Pre
Office notified

Approval or Denial by
Committee (DCRC) action

panoiddy

\'4

Course added to Master Course File (MCF

A 4

Vice President 6s Of
action

v

Vice Presidentds Off
changes to Catalog




COURSE REVISIONS

To request revisions to the description of an existing course, the faculty should proceed in the following
manner.

Minor revisions  to the Master Course File (Courses & Programg should be submitted to the

appropriate dean on the appropriate form. The dean reviews the proposed revisions with the Vice

President 6s Staff. I f no problems or concerns are enc
the AS&R staff for processing.

Major revisions  to course descriptions should be reviewed through the internal process as follows:

1. The faculty member prepares a course plan _and completes the forms VCCS 103
and VCCS 104 located on the shared drive (page 7 7).

2. The faculty member reviews the request to revise a course with the appropriate dean.

3. TheVice President 6s Staff reviews the request for compli
and recommends referral to the Curriculum and Instruction Committee.

4. The Curriculum and Instruction Committee reviews the request and recommends
approval or denial by the VP for Instruction and Student Services.
The developer (instructor) and appropriate dean should present the course to the Curriculum and
Instruction Committee for review. The developer and dean will not be present during discussions of
merit or cast a vote for approval or rejection of the proposed course.

If the Curriculum and Instruction Committee recommends that a course request be denied approval,

the Vice President 6s Oreduesttetheappiogriateudean with bryexptamation r n  t h e
ofreasons for the Committeeds recommendati on. The dean
abandoning the request. TheVPf or | nstruction and Student Services a
recommendation and has collegelevel authority for the approval or denial of new course requests.

5. In addition to the internal review, other colleges offering the same course should be
consulted regarding the proposed changes. This action expedites the revision process once it
reaches step 6.

6. Upon approval of a revision request, the Vice Presidentdés Office s
revisions for review by AS&R staff , Which includes collaboration with other colleges offering the
course.

7. The AS&R Staff submits the request to the VCCS Deanbd6s Course Refogri ew Commi

review a nd action.
8. The VCCS Deands Cour se Reappraes ordeniesthe requess.

9. The VCCS Academic Services & Research staff notifies the Vice President of action(s)
takenbythe VCCS Deands Course Review Committee

10. The Vi ce Pr esi dotifiedtliie sppOdridtd deam and the Admissions and
Records Office.

11. The Vice Presidentds Office publ iGialegs approved revi si
NOTE: Referto Table 5 -3 for Program Review and Approval Process on page 11.
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Revised Courst

Courseto be offered exists in the Master Course File (v

A 4

Course can be used as described ir
MCF

\'4

Course will be used as a prograr
requirement

No

A 4

Yes Course submitted t
appropriate dean fc
scheduling

Substitution within a program(s
must be reviewed by the C & |

\'4

Course requires revision before

v

Courseplan and VCCS 103 & 104 forms
submitted to appropriate dean

v

Dean presents to \

v

Faculty member/dean presents to Curricu
and Instruction (C &)ICommittee.

Y

Vice President acts on C&l recommendatit

Committee and gpoved by the > I S
Vice President 3 g
g 2
\ 4 2
Vice Presid Returned to dean for
submits to VCCS appropriate action
A
v
Review and recommendation by the VCC
Deands Course Revi e
Revisi Approvec i Deniec
evisions | , , | VicePr esi
made to MCI [€ Approval or Denial by the DCRC action " Office notified
l Approvec
Vice Presiden
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Course Approval Guidelines for the

Deands Co

Introduction:

The

41

1.

ur se Revi

ew Co

Deands Cour se Restablighed th€ oliowmg guideliees foraheir use in deciding
whether or not a proposal for a new or revised course should be considered as appropriate for college
credit or if the proposal more accurately describes a non-credit training activity.

If the course meetsthebulkk of t he foll owing ACreditodo cr
Both credit and non-credit courses may contain a mixture from the two columns, but to qualify as
a credit course, the proposal must be clearly distinguished assuch according to the following

table.

Credit courses also need to be evaluated
colleged | evel, 100 for college freshman
indicated onthefollowi ng A Cour se Level Guidelineso

iteri a,

f-or t he
|l evel ,

The course also needs to be evaluated with respect to the nature of the course lecture and/or
laboratory. If the course content and description appear to meet the definition listed below, the
course MUST contain anembedded laboratory component as part of the course description and

contact hour configuration.

Credit

Established curriculum benchmarked against
national or international industry standards
and principles of good practice in the field or
discipline

Covers theoretical , philosophical, and social
constructs -- answers the question of WHY

Learning based on reflection and critical
thinking as well as interactions with course
content, peers, and faculty; time is required to
master the content and gain understanding

Learning is qualitatively evaluated against
standards for achievement and performance
(formative and summative assessments)

Course content is structured and sequenced as
part of a total curriculum that builds breadth
and depth of understanding

Requires preparation outside of class
meetings and prerequisite skills /knowledge

Instructor is facilitator of learning (guided
discovery) in and out of class

Non -credit

Short-term offerings providing just -in-time
instruction and training to address specific
employer needs or client interests

Demonstrates applications of theoretical
conceptsi answers the question HOW

Learning is based on time on task and
building competency

Instruction is delivered without qualitative
evaluation of performance (may include
assessment for certification)

Course content narrowly focused on discrete
skills and knowledge

Instruction self -contained in classroom

Instructor provides direct supervision in the
classroom

ap
or



Credit

Content taught at post-secondary collegiate
level

Faculty must be academically qualified and
credentialed with relevant experience and
contributions to the field

Instructional activities are varied and
designed to provide opportunities for
exploring alternative approaches and
perspectives on the subject matter

Minimum sta ndards must be met for success

Requires an amount of reading, writing and
critical thinking appropriate for college -level
and complexity and variety of instructional
materials

Results in integration, transfer of learning and
making connections in broad context

Learner-centered experience

Based on academic hour that includes student
workload (out -of-class
preparation/assignments) and delivery of
content (contact hours) sufficient for credit
hours assigned (usually 3:1)

Non -credit

Content taught at multiple skill levels

Faculty may be qualified or credentialed on
the basis of experience

Instructional activities are narrowly focused
to deliver content and provide opportunities
for practice or application

Minimum attendance required for success
Content taught at multiple skill levels with

corresponding instructional materials and
limited focus

Learning narrowly focused on discrete skills
and knowledge
Instructor -centered experience

Based on clockhours of instruction

Course Level Guidelines:

Below 10Glevel course content appropriate for ledlsan collegiate level instruction; assumes no (or limited)
prerequisite skills or knowledge; focused on fundamentalscfsacteristics outlined above for noredit)

100level course assumes secondadgvel skills, knowledge, understanding and maturity; prepares students with
prerequisite skills and knowledge for highevel, more difficult or complex material; provisiéools for critical

thinking; broadbased content that provides structure for future learning; focused on basic applications of learning
skills for understanding

200-level coursepresumes skills and knowledge and a level of reading and writing abitiigal with highetevel,
more complex material; designed to provide breadth and/or depth to content area; buildéevelldurses and
narrows focus for specialization and greatedépth examination of subject matter; requires higéeel thinking
skills itransfer and integration of knowledge

42



Laboratory Definition:

If the course clearly requires students to use and have access to specialized equipment or supplies (hardware and/or
software) that are not generally available to students,tthegourse requires an embedded laboratory component

for application of course concepts.

Includes:

1. Application Yes [] No 1
(Of hardware, software, equipment, special resources, skill development, etc.)

2. Authentic Learning Environment Yes[ ] No []
(Includes clinical, workbased learning, service learning, etc.)

This document is located on the VCCS website:
ASR Course and Program Development
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CAREER STUDIES CERTIFICATE

Career Sudies Certificates consist of at least 9 and not more than 29 credits of instruction in or
closely related to a single discipline. The program criteria in Table 5 -1 and SACSCOC Accreditation
Requirements do NOT apply to career studies certificates. Refer to Table 5 -2 Minimum
Requirements for Diplomas, Certificates, and Career Studies Certificates on page 55.
When the need for a new career studies certificate arises, thdaculty should proceed in the following
manner.

1.

8.

The faculty member develops a track sheet for the program and attaches course descriptions
for any course that is not listed in the Catalog.

The faculty member reviews the request for a new Career Studies Certificate with the
appropriate dean

The Vice Presidentodés Staff reviews the request
and recommends referral to the Curriculum and Instruction Committee.

or CC

At a regular meeting of t hopriatéd deanewill Presens thecogramébo St af f , t

study for review. Recommendations resulting from that review will be forwarded to the developer(s)
by the dean.

The Curriculum and Instruction Committee reviews the request and recommends

approval or denial by th e VP for Instruction and Student Services.

The developer(s) and dean should present the program of study to the Curriculum and Instruction
Committee for review. The developer and dean will not be present during discussions of merit or cast
a vote for approval or rejection of the proposed course.

If the Curriculum and Instruction Committee recommends that a program be denied approval, the

Vice Presidentdéds Office wildl usually return the
reasons fortheCommi tt eeds recommendati on. The dean and

reque
facu

abandoning the request. TheVPf or I nstruction and Student Services a

recommendation and has collegelevel authority for the approval or denial of new program requests.

Upon the Vice Presi deGutidulsm Gmmpittee v a ¢f the Goltege Board
reviews and recommends approval or denial of the request . The VP for Instruction and
Student Services along with the appropriate dean, will present the program of study to the
Committee for review.

The College Board approves or denies the request based on the recommendation of the
Curriculum Committee.

Upon Board approval, the VP for Instruction and Student Services notifies the Vice

Chancellor of Acade mic Services and Research  that a new career studies certificate option has
been approved and will be implemented at the college. The appropriate dean and Admissions and
Records Office are also notified.

Vice Presi dent Oappro@ed CareereStudied Gestificates to the Catalog .

DEADLINES
New career studies certificates must be approved prior to publication and implementation.

NOTE:

VCCS Form 102 isNOT needed for Career Studies Certificates
Refer to Table 5 -3 for Program  Review and Approval Process on page 11.
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SPECIALIZATIONS

A specialization is a specialized program of study based on a major with9-15 credits variation from

the parent major. ~ When the need for a new specialization arises, the faculty should begin by discussing
the composition of the new specialization with discipline faculty and the appropriate dean. Once the
faculty and dean have agreed on the need for the program, the faculty should proceed in the following
manner.

1. The faculty member prepares a track sheet and attaches descriptions of courses
comprising the specialization

2. The faculty member reviews the request for a new specialization with the appropriate
dean and completes a Program Audit Worksheet located on the shared drive (page 77).

3. The Vi ce Pr %dfredevsthedreguest for compliance and administrative
issues and recommends review by the Curriculum and Instruction Committee.
At a regular meeting of the Vice Presidentds Staff,
study for review. Recommendations resulting from that review will be forwarded to the developer(s)
by the dean.

4. The Curriculum and Instruction Committee reviews and recommends that the VP for
Instruction and Student Services approve or deny the request for a new specializat ion.
The developer(s) and dean should present the program of study to the Curriculum and Instruction
Committee for review. The developer and dean will not be present during discussions of merit or cast
a vote for approval or rejection of the proposed course.

If the Curriculum and Instruction Committee recommends that a program be denied approval, the

Vice Presidentds Office wildl usually return the re
reasons for the Commit t e e Gmsdfacuitychavmtieeoptwraof revisingor The d
abandoning the request. TheVP for Instruction and Student Servicesact s upon t he Commi
recommendation and has collegelevel authority for the approval or denial of new program requests.

qu
ea
ot

5. UpontheVicePres i dent és approval, the Curriculum Committee
reviews and recommends approval or denial of the request . The VP for Instruction and
Student Services along with the appropriate dean, will present the specialization to the Committee
for review.

6. The College Board recommends approval or denial of the request based on the
recommendation of the Curriculum Committee.

7. The Vice Presidentés Office notifies the appropriate
Office.

8. Upon approval, the VP for Instru  ction and Student Services notifies the Vice
Chancellor of Academic Services and Research that a new specialization has been approved
and will be implemented at the college.

9. The Vice Presidentdés Office adds aPapplmved specializai

DEA DLINES :

Specializations must be approved prior to publication and implementation.

NOTE:

Refer to Table 5 -3 for Program Review and Approval Process on page 11.

47



Specializations

Need for new Specialization

|

Faculty member(s) and appropriatean develop
a track sheet and program audit worksheet

\ 4
Dean reviews with V

|

Faculty member/dean presents to Curriculum &
Instruction (C & ) Committee.

l

Vice President acts on C&|l recommendation

paluaq

A 4

Returned to dean for
appropriate action

panoiddy

A 4

A 4

Vice Presidentds Off
Committee of Colleg8oard

A 4

Action by College Board based on
recommendation of Curriculum Committee

A 4

Vice Presidentods Office

Denied

Al d
il pprove

Published in Catalog




NEW CERTIFICATES/DIPLOMAS
(Non -Degree Programs)

When the need for a new nonrdegree program arises, thefaculty member should begin by discussing the composition
of the new program with discipline faculty and the appropriate dean, prior to initiating the following process. A
Program Proposal Checklist is provided on page 5 2. Refer to Table 5 -3 for Program R eview and Approval
Process on page 11. For NEW Certificates or TITLE CHANGE r efer to the form VCCS New Certificate Program
Approval or Program Title Change Submission Requirements on page 51.

1.

10.

11.

12.

The faculty member should check the VCCS Online All Programs and Majors
(http://courses.vccs.edu/programs ) to verify whether the program is currently offered in the Virginia
Community College System.

If the program is currently offered in the VCCS, but not at NRCC, follow the process described in the
Existing Certificates/Diplomas in the VCCS section of this manual (page 53).

The faculty member completes the VCCS 102 form and prepares a track sheet, a program
justification  (including documentation of student and employer demand), and an advisory
committee list.

The faculty member reviews the request for a new certificate or diplomas with the appropriate
dean.

The Advisory Committee reviews the requestand recommendsre f erral to the Vice

Staff . (This step is necessary for occupational/technical programs only.)

The Vice Presidentés Staff reviews the request for
recommends referral to the Curriculum and Instruction Com mittee.

At a regular meeting of the Vice Presidentds Staff
review. Recommendations resulting from that review will be forwarded to the developer(s) by the dean.

The Curriculum and Instruction Co mmittee reviews the request and recommends approval or

denial by the VP for Instruction and Student Services

The developer(s) and appropriate dean should present the program of study to the Curriculum and Instruction
Committee for review. The developer and dean will not be present during discussions of merit or cast a vote for
approval or rejection of the proposed course.

If the Curriculum and Instruction Committee recommends that a program be denied approval, the Vice
President 6s Of furnthe requést td thewappropribteé dean with tan explanation of reasons for the

Commi tteebds recommendati on. The dean and faculty Wafere t he

Instruction and Student Servicesact s upon t heco@memtaton anehascsllegelevel authority for
the approval or denial of new program requests.

Upon the Vice President &sduma@ommitee af the CotlegeeBoatduraviews the
request and recommends action by the College Board . The VP ard appropriate dean should present the
program of study for review by the Curriculum Committee.

The College Board approves or denies the request for a new certificate/diploma based on the
recommendation of the Curriculum Committee.

Upon Board approval, th e Vice Presidentdéds Office submits the
the VCCS Academic Services and Research (AS&R) Staff.

The Chancellor and the State Board for Community Colleges approve or deny the request.

The VCCS Academic Services & Research staff notifies the Vice President of action taken by the
Chancellor and State Board.

The Vice Presidentdéds Office notifies the appropriate

and publishes approved certificates and diplomas in the Catalog .

DEADLINES : Non-degree program proposals should reach step 7 (above) at least one year prior to desired
implementation.
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New Certificate Program Approval or Program Title Change Submission Requirements

51

1) Cover Letter

2) SCHEV Cover Sheet
3) Table of Contents

4) Proposal

a.

Purpose:i X0 i nstitution is requesting appro
change: Torename or approvgcertificate program name or new nainere.

Background: Reason for the change of title or for the new certificate program
Rationale: Justification for the change of title or for the new certificate program as

well as a list of institutions with similar certificate programs or titles.

Curriculum: Curriculum as a result of the name change or new program. Include

a list of the courses.

Resources: Any new funds required for the new certificate program or title

change.

Appendices: Any additional info.

This document is located on the VCCS websi te:
ASR Course and Program Development and
S:\Forms C&I \curriculum \ VCCS New
Certificate Program Approval or Program Title
Change Submission Requirements



PROGRAM PROPOSAL CHECKLIST
Certificate/Diploma Programs
Institution: Program Level: Certificate: Diploma:

Program Title:

CIP Code: VCCS Code:

Date of Review: Staff Reviewer:

VCCS Form 102 completed
Justification provided for the program

Evidence of employer demand (e.g. letters of support. minutes of Advisory
Committee meefings)

Types of jobs for which students will be prepared
Evidence of student demand (e.g. student surveys, course enrollments)

List of Advisory Committee members and description of their involvement in
developing the program

Resources required addressed

Semester by semester curriculum provided along with course descriptions of any
new courses to be added

Credit hours required (minimum 30 semester hours)
15% general education requirement met with one English composition course

Comments:

Recommend Approval to the Chancellor/State Board Date

52 This document is located on the VCCS website: ASR Course and

Program Development and S:\Forms C&I \curriculum
Program Proposal Cover Sheet

\ SCHEV



EXISTING CERTIFICATES/DIPLOMAS
IN THE VCCS (Non -Degree Programs)

When the need for a new nonrdegree program arises, the faculty should begin by discussing the composition of the
new program with discipline faculty and the appropriate dean. Once the faculty and dean have agreed on the need for
the program, the faculty should proceed in the following manner.

1. The faculty member should check the VCCS Online All Programs and Majors
(http://courses.vces.edu/programs ) to verify degree program, cluster, and VCCS code.

2. The faculty member completes the VCCS 102 form and prepares a track sheet, a program
justification (including documentation o f student and employer demand), and an advisory
commiittee list.

3. The faculty member reviews the request with the appropriate dean.

4. The Advisory Committee reviews the request and recommends
Staff. (This step applies only to career/technical education programs.)

5. The Vice Presidentdéds Staff reviews the request for compli a
recommends referral to the Curriculum and Instruction Committee.
At a regular meeting of appnopriaty¥deanewill Presensthepmgramdfsstudyfoaf f , t he
review. Recommendations resulting from that review will be forwarded to the developer(s) by the dean.

6. The Curriculum and Instruction Committee reviews the request and recommends approval or
denial by the VP for Instruction and Student Services
The developer(s) and dean should present the program of study to the Curriculum and Instruction Committee
for review. The developer and dean will not be present during discussions of merit or cast a vote for gproval or
rejection of the proposed course.

If the Curriculum and Instruction Committee recommends that a program be denied approval, the Vice

Presidentés Office will wuswually return the requemt to the
Commi tteeds recommendati on. The dean and faculty have the
VP for Instruction and Student Servicesact s upon the Committeeds r-leelommendati o
authority for the approval or denial of new program requests.

7. Upon the Vice Presidentdéds approval, the Curriculum Commit:Ht
request and recommends action by the College Board. The vice president and appropriate dean should
present the program for review by the Curriculum and Program Committee.

8. The College Board approves or denies the request based on the recommendation of the
Curriculum Committee.

9. Upon Board approval, the Vice Presidento6s Officandsubmits t

approval by the VCCS Academic Services and Research (AS&R) Staff.
10. The AS&R Staff notifies the Chancellor and State Board for Community Colleges.
11. The AS&R Staff notifies the Vice President of their decision.
12. The Vice Presidentos Off i c edeamandihd Admissiorts hne Rexqrds Officp.r i at e
13. The Vice Presidentds office publishes appQamloged certificate
DEADLINES :
Non-degree (certificate/diploma) program proposals should reach step 7 (above) at least two semesters prior to
desired implementation.

NOTE:
Refer to Table 5 -3 for Program Review and Approval Process on page 11.
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Table 52

Minimum Requirements for

Diplomas, Certificates and Career Studies Certificates

Diploma

Certificate

Career Studies
Certificate

Definition A two-year curriculum A curriculum that consists | A program of study of
with an emphasis in a of a minimum of 30 not less than 9 nor more
career/technical area semester credit hours than 29 semester credit

hours

Course May include any May include any May include any

Requirements

appropriate courses
numbered 10-299

appropriate courses
numbered 10-299

appropriate courses
numbered 10-299

General
Education
Requirements

A minimum of fifteen
percent (15%) of credit
hour requirements shall
be in general education,
including 1 three-credit
English course.

A minimum of fifteen
percent (15%) of credit
hour requirements shall
be in general education,
including 1 three-credit
English course.

There are no general
education requirements.

Graduation
Requirements

1 25% of courses must
be taken at home

1 25% of courses must

be taken at home

1 25% of courses
must be taken at

institution. institution. home institution.
1 2.0GPA 1 2.0GPA 1 2.0GPA
1 Graduation honors 1 Graduation honors 1 Not eligible for
eligible eligible graduation honors
Approval State Board for Chancellor Local College Board

Community Colleges

VCCS Policy Manual- Section 5
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NEW MAJORS

When the need for a new major arises, the faculty should begin by discussing the composition of the new major
with discipline faculty and the appropriate dean prior to initiating the following process.

1. The faculty member should check the VCCS Online All Programs and Majors
(http://courses.vces.edu/programs ) to determine the appropriate degree program, cluster,
and VCCS code. The faculty member completes the VCCS Form 102 and prepares a track
sheet, course plan, program justification (including documentation of employer and student
demand), and an advisory committee list.

2. The faculty member reviews the request for a new major with the appropriate dean and
completes a Program Audit Worksheet.

3. The Advisory Committee reviews the request and recommends referral to the Vice
Presi dent dTrhisSep applies tocareer/technical education majors only.)

4. The Vice Presidentds Staff revi ewsadnihigratveasquescaadt f or c¢c o mp
recommends referral to the Curriculum and Instruction Committee.
At a regular meeting of the Vice Presidentodés Staff, the
for review. Recommendations resulting from that review w ill be forwarded to the developer(s) by the
dean.

5. The Curriculum and Instruction Committee reviews the request and recommends approval
or denial by the VP for Instruction and Student Services.
The developer(s) and dean should present the program of studyto the Curriculum and Instruction
Committee for review. The developer and dean will not be present during discussions of merit or cast a
vote for approval or rejection of the proposed course.
If the Curriculum and Instruction Committee recommends that a program be denied approval, the Vice
Presidentédés Office wildl usually return the request to t
the Committeebds recommendati on. The dean and faculty h
request. The VP for Instruction and Student Servicesact s upon the Committeebds recom
college-level authority for the approval or denial of new program requests.

6. Upon Vice Presidentés approval, the Curricul usmtheCommi tt e
request and recommends Board action. The Vice President and the appropriate dean should present
the program of study for review by the Curriculum Committee.

7. The Coll ege Board approves or denies the request based
recom mendation.

8 Upon Board approval, the Vice Presidentds Office submit
the VCCS Academic Services and Research (AS&R) Staff.

9. The State Board for Community Colleges approve s or denies the request for a new major

10. AS&R Staff notifies the Vice President of action taken by the State Board.

11. The Vice Presidentds Office notifies the appropriate de
Office.

12.The Vice Presidentdés Office publdataltpes approved majors i

DEADLINES:

New majors should reach step 7 (above) ateast one year prior _ to desired implementation.

NOTE:

Refer to Table 5 -3 for Program Review and Approval Process on page 11.
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NEW DEGREE PROGRAMS

Process
When the need for a new degree program arises, the faculty should begin by discussing the composition of
the new degree program with discipline faculty and the appropriate dean. Once the faculty and deanhave
agreed on the need for the program, the faculty should proceed in the following manner. The VCCS
Degree Program  Proposal Guidelines and Checklist is provided on page 6 3.

1. The faculty member completes the VCCS Form 102 and SCHEV Program Proposal
for ms. In addition to the forms, a program proposal must be prepared, including a track sheet,
advisory committee list, and a narrative.

2. The faculty member reviews the request with the appropriate dean and completes a
Program Audit Worksheet.

3. The Advisory Committee reviews the request and recommends referral to the Vice
President 6s Staff.

4., The Vice Presidentds Staff reviews the request for
issues and recommends referral to the Curriculum and Instruction Committee.
At a regular meeting of the Vice Presidentés Staff,
study for review. Recommendations resulting from that review will be forwarded to the developer(s)
by the dean.

5. The Vice President for Instruction and Student Services should notify the Vice
Chancellor for Academic Services and Research that a new degree program proposal is
underway at the college. This courtesy enables the AS&R staff to better anticipate upcoming
submissions and provide the college atimelier turnaround.

6. The Curriculum and Instruction Committee reviews the request and recommends
approval or denial by the Vice President for Instruction and Student Services.
The developer(s) and appropriate dean should present the program of study tothe Curriculum and
Instruction Committee for review. The developer and dean will not be present during discussions of
merit or cast a vote for approval or rejection of the proposed course.

If the Curriculum and Instruction Committee recommends that a pro gram be denied approval, the
Vice Presidentds Office wildl usually return the
reasons for the Committeeds recommendati on. Th
revising or abandoningther e que st . The Vice President for 1S
recommendation and has collegelevel authority for the approval or denial of new program requests.

7. Upon the Vice Presidentdés approval, the Curriculum
reviews the requests and recommends Board action . The Vice President and appropriate
dean should present the program of study for review by the Curriculum Committee.

8. The College Board approves or denies the request based on the recommendation of the
Curricul um Committee.

Ci

9. Upon Board approval, the Vice Presidentés Office sub]

review by the VCCS Academic Services and Research (AS&R) Staff. [NOTE: AS&R staff
will read a "draft" if the college would like some input before submittin g the formal proposal. This
process generally helps to speed the proposal through SCHEV.]

10. The Chancellor and the State Board for Community Colleges approve or deny the
request.
11. AS&R Staff notifies the Vice President of action taken by Chancellor and State Board.
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12. If approved by the Chancellor and State Board, AS&R Staff submits the proposed
program to SCHEV

13. The State Council of Higher Education in Virginia (SCHEV) approves or denies the
request.

14. AS&R Staff notifies the Vice President of action taken by SCHEV.

15. The Vice Presidentés Office notifies the appropriate
Records Office.

16. The Vice Presidentés Office publi shesCatlpgproved degr e

NOTES

A. The VCCS102 form should include appropriate program justification, curricular outline, and advisory
committee list.

B. If a program is approved more than one year prior to its implementation, a SCHEV Statement of
Readiness must be completed by April 1 prior to the implementation date.

C. Referto Table 5 -3 for Program Review and Approval Process on page 11.
DEADLINES
New degree programs should reach step 7 (abovehot later than 9 months prior to desired

implementation.
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VCCS Degree Program Proposal Guidelines and Checklist

VIRGINIA COMMUNITY COLLEGE SYSTEM
DEGREE PROGRAM PROPOSAL
GUIDELINES AND CHECKLIST

Institution: AA:  AS: AA&S: . O AAA: AAS:
Program Title:

CIP Code: VCCS Code:

Date of Review: Staff Reviewer:

VCCS Form 102 completed

Letter from the chief academic officer containing the following information:

e describe the institution’s commitment to the proposed program (in terms of

faculty, financial, and physical resources):

e explain how the proposed program will fit with the institution’s mission and

strategic plan; and

e describe funding plans for the proposed program, including a description of

what the institution will stop doing or do differently in order to initiate it,
including certificates, diplomas, or degrees proposed for closure or
consolidation.

Note: If the proposed program will be offered jointly or in collaboration with one
or more additional institutions (public or private), the chief academic
officer(s) of the collaborating institution(s) should also submit a letter of
support and explanation.

SCHEV Program Proposal Cover Sheet completed

Proposal Format:

e Use word-processing software compatible with Microsoft Word (Times New
Roman or Arial 12 Font preferred).

e Provide a table of contents and number all pages of the proposal consecutively
— including appendices.

e Provide a descriptive narrative that addresses all items listed below in
sufficient detail to inform reviewers who may not be familiar with the
discipline.

e Insert any forms or attachments in a labeled appendix. If attachments are
submitted, please scan them and insert them electronically in an appendix.

e The entire proposal should be combined into one electronic file — no separate
electronic or paper attachments.

Description of Proposed Program - include a narrative description of the program
that addresses these key questions:
e How many credit hours are required for the proposed degree?
Note: Strong educational justification must be provided for requiring more than
60 credits for an A.A., A.S., or A.A&S. degree; or 65 credits for an A A A. or

9/20/2007



64

VCCS Degree Program Proposal Guidelines and Checklist

A.A.S. degree. Engineering and allied health programs (other than nursing)
may contain up to 72 credit hours. Institutions should include the curriculum
detailing the required number of credit hours in core/foundation courses.
With the assistance of the institution’s director of assessment or the assessment
office, complete the following items (for both general education & program-
specific outcomes):

1. What learning outcomes (knowledge and skills) are graduates expected

to demonstrate?
2. When and how does the institution plan to assess student learning?
3. How does the assessment plan fit into the institution’s overall program
review?

What are the benchmarks by which the program will be deemed successful,
when will they be applied, and what will the institution do if the program does
not meet the benchmarks? These benchmarks may include meeting projections
for enrollment, job placement or acceptance rates into transfer studies, and
satisfaction of employers and graduates with the program.
Is this program an expansion of an existing certificate, or career studies
certificate? If so, what courses or faculty will be added? Will approval of the
program result in closure of the existing certificate, or career studies certificate?
If this is a collaborative program with another institution of higher education or
with business and industry, what is the extent of the collaboration? Describe
resources available from each partner and how those resources will be
allocated to support the program. Also describe how the program will be
administered and which institution(s) will award the degree.

Justification provided for the program

Provide background information for program development (what is occuiring
in the field that warrants the program) and evidence that the Commonwealth
needs this program or will need it in the future (visionary) to address emerging
disciplines, etc. How was future need determined? Provide complete citation
for all referenced information. Include in-text citations for all quoted
information.

Evidence of employer demand for applied degrees - including current and future

need for such graduates. Evidence of demand should include:

Labor market information appropriate to the scope of the program (i.e., if the
program is national in scope, provide national labor market data: if regional.
then regional market data; if local, then local data).

Statistics from the U.S. Department of Labor or Bureau of Labor Statistics and
the Virginia Employment Commission to reflect future employment demand.
Provide full citations (use in-text citations for reference list) for sources of
information.

Examples of recent position announcements from journals or other sources of
information about jobs appropriate to the degree level. Employment
advertisements must reflect information obtained within six months of
submitting the proposal to SCHEV.
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VCCS Degree Program Proposal Guidelines and Checklist

e Letters of support from prospective employers:

o Each letter of support must show how the business will benefit. what the
author’s connection is to the business, and the number of future job
openings that business could fill with program graduates.

o Do not use form letters of support that differ only in the signature.

List of Advisory Committee members (for applied degrees) and a description of
their involvement in developing the program (attach meeting minutes to proposal)

Types of jobs for which students will be prepared

_ Evidence of transfer opportunities (for transfer degrees) - including letters of
support from prospective receiving institutions
o Each letter of support must clearly list the program(s) of study at the
receiving institution for which your program graduates are eligible.
o Do not use form letters of support that differ only in the signature.

___ Evidence of student demand to support projected enrollments. Evidence of demand
should include at least two of the following requirements:

e A descriptive narrative/full report of student survey results. Provide a copy of
any surveys administered.

e Letters and/or emails of support from prospective students that include a
statement of need for program and indicate possible enrollment in the program.

e A summary, with citations, of any other sources that document student
demand.

e The estimated headcount and FTE (full-time equivalent) students, including
sources for the projection. Figures used here must match with the figures used
in the completed and attached “Summary of Projected Enrollments in Proposed
Program.”

___ Program duplication addressed:

e Include evidence that the proposed program is not unnecessarily duplicative of
programs at other institutions in Virginia. Describe how the proposed program
is similar to and different from other programs in this discipline in the region
or state.

e Discuss the number of such programs in the state, the average number of
students enrolled (headcount). and the average number of graduates over the
past five years.

_____ SCHEV Projected Enrollment Table
(http://www.schev.edu/AdminFaculty/2002PoliciesProcedures4 ApprovalsChanges.
pdf, page 16) completed for years 1 through 4 — figures used here should match
figures used on VCCS Form 102 and in the Student Demand section of the proposal
narrative.
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Projected Resource Needs addressed:

In the narrative, describe the available and additional program resources
anficipated in the following categories, explaining the need to operate the
program:
o full-time faculty and part-time/adjunct faculty
assistants and other classified positions
targeted financial aid
equipment (including computers)
library
telecommunications

o 0O 0O o0 00

physical space
o other resources (specify)
Describe all sources of funds and the anticipated effect of any reallocation of
funds and faculty within the instructional unit.
Complete SCHEV Tables A, B, and C
http://www.schev.edw AdminFaculty/2002PoliciesProcedures4 ApprovalsChan

ges.pdf. pages 17 & 18).
Complete all SCHEV Certification Statements D1 — D3 and make sure that they
are signed by the Chief Academic Officer (same, page 19).

Semester by semester curriculum provided along with course descriptions of any
new courses to be added.

All provisions of the new Tables 5-1A and 5-1B
(http://system.vces.edu/vecsasr/Table%205.1 A pdf) must be satisfied.
Evidence that the student learning outcomes for each of the general education
goal areas will be addressed by completion and attachment of the VCCS
Curriculum Outcomes Matrix. Sample completed matrices and a blank form
are also available at (http://system.vecs.edw/veesast/curriculum.htim).

Two, signed, hard copies of the final version of the complete program proposal
are to be delivered to the VCCS Director of Educational Programs for distribution
to SCHEV.

One electronic copy of the complete final version of the program proposal
(including any accompanying attachments) is to be delivered to the VCCS Director
of Educational Programs for filing and distribution to SCHEV.

Reviewer’s Additional Comments:

Recommend Approval to the Chancellor/State Board Date

This document is located on the VCCS website: ASR
Course and Program Development and S:\Forms
C&l \curriculum \ Program Proposal Checklist for

Degrees 9/20/2007
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