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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 encompasses the 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 should 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 revision by these external agencies.  Every 
effort will be made to distribute the necessary changes as they occur. 
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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 Presidentôs Office 

October 31 
Deadline Vice Presidentôs Staff to review and approve 

program submissions 

November 7 
Deadline Vice Presidentôs Office transmits 

curriculum proposals to C & I committee  

November 18 
Deadline  C & I committee makes recommendations 

to Vice President on program submissions 

December 12 
Deadline Board approval of program submissions for 

upcoming Catalog 

January - August ï 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 8.  However, the deadlines listed above 
mu st be met to insure  current publication of the  program s in the Catalog .   
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Faculty submit new/revised 

program to appropriate dean 

Deadline: October 3  

Dean presents program to Vice 

Presidentôs Staff. 

Vice Presidentôs Staff reviews 

program for compliance with 

VCCS and SCHEV guidelines. 

Deadline: October 31 

Vice President submits Vice 

Presidentôs Staff 

recommendation to C&I 

Committee. 

Deadline: November 7 

Vice President takes action based 

on C&I Committeeôs 

recommendation. 

Deadline: November 18 

Vice President submits to 

College Board for appropriate 

action. 

Deadline: December 12 

(approximate) 

Vice President transmits 

program--with C&I and 

College Board endorsements--

to VCCS for appropriate action. 

Returned to 

dean for 

appropriate 

action 

Returned to 

dean for 

appropriate 

action.   

Returned to 

Vice President 

for appropriate 

action.   

NRCC Curriculum Review Process 
(Deadlines for Catalog Publication) 

Does not 

comply 
Full 

compliance 

Not 

approved 

Approved 

Not 

approved 
Approved 

C&I Committee reviews 

program for academic issues. 

Dean submission of new and/or 

revised programs to Vice 

Presidentôs Office. 

Deadline:  October 10 



 

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 5-1 requirements  (page 14). 

 
Catalog     The current New River Community College online catalog 

(http://catalog.nr.edu ). 
 
Vice Presidentôs Staff  Administrative team at NRCC comprised of the Vice President 

for Instruction and Student Services, the Dean of Arts and 
Sciences, the Dean of Business and Technologies, the Dean of 
Student Services, the Director of Distance Education and Off-
Campus Services, the 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 5-1 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 
SCHEV program proposal.   (See VCCS Degre e Program 
Proposal Guidelines and Checklist  on page 63) 

 
SCHEV      State Council of Higher Education for Virginia  (www.schev.edu ) 
    

Specialization    A specialized program of study based on a major with 9-15 
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 the Master Course 
File.  (See Courses & Programs at 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. See Section XII  for an outline of NRCC  Programs  and the classifications. 
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Table 5-3  

VCCS Program Review & Approval Process  

 

Key:  

R = Review/Recommend  

A = Approve  

N = Notification/Reported To  C
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u
rs
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s
  

Local Level  

Curriculum Advisory Committee  -- R  R  R  R1 R1 R1 

College Curriculum Committee  R  R  R  R  R  R  R  

College Administration  A  A  A  A  A  A  A  

College Board  -- A  A  A  A  A  A  

SACSCOC -- N/A4 N/A4 N/A4 N/A4 N/A4 N/A4 

State Level  

Deansô Course Review Committee, 

reporting to ASAC  
R  -- -- -- -- -- -- 

VCCS AS&R Staff  A  N  R  R  R  R  N  

Chancellor  -- -- A/N2  -- -- -- -- 

Academic Services & Workforce 

SBCC Committee  
-- -- R  R  R  R  -- 

State Board for Community Colleges  -- -- A/N2  A  A  A  -- 

SCHEV  -- -- N  N  A3  -- -- 

1Only for AAA and AAS degree programs 

2Original requests must be approved; additional collegesô requests need only be reported 

3Must 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 

 



 

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 individualôs roles and duties as a citizen. In addition, students will be 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 competency 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.  
 

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

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

4. 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)  
 

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

6. 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. 
 

7. 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 
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PROGRAM REQUIREMENTS   
  Major Field  Core Minimum 15 credits  
  Related/Specialization Courses Maximum 15 credits 
  Electives 0-15 credits 



 

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 
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Table 5-1 

Virginia Community College System 

Minimum Requirements for Associate Degrees 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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/ 

 

Mathematics 

7-8 

 

6(b) 

0 

   }3-6 

0 

As specified above, degree programs must contain 

a minimum of 15 semester hours of general 

education as defined by SACSCOC.  

  

Personal Development 1-2 1-2 

Personal development is defined as general 

education per VCCS policy (5.0.2.2) but cannot 

be used to meet the general education 

requirements of SACSCOC in degree programs 

  

OTHER REQUIREMENTS FOR ASSOCIATE DEGREES  

Major Field Courses and Electives  23-28  

Career/Technical Courses   43-53 

TOTAL FOR DEGREE  60-63 60-69 



 

 
 
 
 

 
 
 

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 

SACSCOC 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 with SACSCOC Criterion 3.12.1: 
 
 3.12.1 The institution notifies the Commission of changes in accordance with the 

CƻƳƳƛǎǎƛƻƴΩǎ ǎǳōǎǘŀƴǘƛǾŜ ŎƘŀƴƎŜ ǇƻƭƛŎȅ ŀƴŘΣ ǿƘŜƴ ǊŜǉǳƛǊŜŘΣ ǎŜŜƪǎ 

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 Colleges and Schools in accordance with SACSCOC ǇƻƭƛŎȅ ƻƴ ά{ǳōǎǘŀƴǘƛǾŜ 
Change for Accredited Institutions of the Commission on CollegesΦέ 
 
 
 
Substantive Change ς Seeking More Advanced Level 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating 
coursework or 
programs at a 
different level than 
currently approved 
 

 
1 

 
NA 

 
NA 

 
Yes 

 
Application for 
Level Change 
 
Due dates:  April 
15 or October 1 

 
 
 
 
NRCC Internal Process 
 
New River Community 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 
/ƻƳƳǳƴƛǘȅ /ƻƭƭŜƎŜǎΦ  ά¢ƘŜ {ǘŀǘŜ .ƻŀǊŘ ǎƘŀƭƭ ǎŜǘ ƳƛƴƛƳǳƳ ǎǘŀƴŘŀǊŘǎ and authorize issuance by 
institutions of appropriate associate degrees, certificates, and diplomas to individuals who satisfactorily 
complete the course and program requirements (VCCS Policy Manual, Section 2, IV).  As an institution 
operating under the Virginia Community College System, the associate degree is the highest degree the 
College can award.  NRCC will not seek this type of Substantive Change. 
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Substantive Change ς Expansion at Current Degree Level 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Expanding at current 
degree level 
(significant 

departure from 

current programs) 
 

 
1 

 
Yes 

 
6 months 

 
Yes 

 
Prospectus 

 
 
 
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 the following academic year (i.e., 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 certificate that differs 
significantly from existing programs, the College will follow the procedure outlined below. 
 

Steps Procedure Responsibility Timeline 

1 The division/unit offering the program prepares a 
ŎǳǊǊƛŎǳƭǳƳ ǇǊƻǇƻǎŀƭ ŦƻǊ ǎǳōƳƛǎǎƛƻƴ ǘƻ ǘƘŜ /ƻƭƭŜƎŜΩǎ 
Curriculum and Instruction Committee (C&IC) 

Academic dean or 
Workforce Development 
VP 

Oct. 1 

2 ¢ƘŜ /ƻƭƭŜƎŜΩǎ /ϧL/ ŀǇǇǊƻǾŜǎ ǘƘŜ ǇǊƻƎǊŀƳ ŀƴŘ 
forwards it to C&IC of the local College Board 

VP for Instruction and 
Student Services 

Dec. 1 

3 The local College Board approves the program  VP for Instruction and 
Student Services 

Mid-Dec. 

4 The VP for Instruction and Student Services informs 
the VCCS System Office of the new program  

VP for Instruction and 
Student Services 

Jan. 15 

5 The VP for Instruction and Student Services and 
bw//Ωǎ !ŎŎǊŜŘƛǘŀǘƛƻƴ [ƛŀƛǎƻƴ ǇǊŜǇŀǊŜ ŀ ƭŜǘǘŜǊ ƻŦ 
notification and prospectus for submission to 
SACSCOC 

VP for Instruction and 
Student Services and 
NRCC SACSCOC Liaison 

Feb. 1 

6 ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ ǎŜƴŘǎ ǘhe letter to SACSCOC tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ Feb. 15 
Note:  Significant Departure ς 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 program is ŀ άǎƛƎƴƛŦƛŎŀƴǘ ŘŜǇŀǊǘǳǊŜΣέ ƛǘ ƛǎ ƘŜƭǇŦǳƭ ǘƻ ŎƻƴǎƛŘŜǊ 
the following questions: 

¶ 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 facilities 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? 

¶ Will significant additional library/learning resources be neededΚ  όά{ǳōǎǘŀƴǘƛǾŜ /ƘŀƴƎŜ ŦƻǊ !ŎŎǊŜŘƛǘŜŘ Lƴǎǘƛǘǳǘƛƻƴ ƻŦ 
ǘƘŜ /ƻƳƳƛǎǎƛƻƴ ƻƴ /ƻƭƭŜƎŜǎΣέ  DƭƻǎǎŀǊȅ ƻŦ ¢ŜǊƳǎύ 
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Substantive Change ς Initiating a Branch Campus 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating a branch 
campus (See 
definition of 
φέbranch campusέ 
on p. 3 of this 
document.) 

 

 
1 

 
Yes 

 
6 months 

 
Yes 

 
Prospectus 

 
NRCC Internal Process 
 
The Virginia Community College System has established procedures for qualifying for and establishing 
branch campuses.  Under the present VCCS guidelines, NRCC does not qualify for nor does it anticipate 
establishing a branch campus. 
 
Substantive Change ς LƴƛǘƛŀǘƛƴƎ ŀ /ŜǊǘƛŦƛŎŀǘŜ tǊƻƎǊŀƳ ŀǘ 9ƳǇƭƻȅŜǊΩǎ wŜǉǳŜǎǘ ƻƴ {ƘƻǊǘ bƻǘƛŎŜ 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating a certificate 
program at 
ŜƳǇƭƻȅŜǊΩǎ 
request and on short 
notice 
 
 
ΧǳǎƛƴƎ ŜȄƛǎǘƛƴƎ 
approved 
courses 
 
Χŀǘ ŀ ƴŜǿ ƻŦŦ-
campus 
site (previously 
approved 
program) 
 
ΧǘƘŀǘ ƛǎ ŀ ǎƛƎƴƛŦƛŎŀƴǘ 
departure from 
previously 
approved 

programs 

 
 
 
 
 
 
 
NA 
 
 
 
1 
 
 
 
 
1 

 
 
 
 
 
 
 
NA 
 
 
 
NA 
 
 
 
 
Yes 

 
 
 
 
 
 
 
NA 
 
 
 
NA 
 
 
 
 
Approval 
required prior to 
implementation 
 

 
 
 
 
 
 
 
NA 
 
 
 
Yes 
 
 
 
 
 
Yes 

 
 
 
 
 
 
 
None 
 
 
 
Modified 
prospectus 
 
 
 
 
Modified 
prospectus 
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NRCC Internal Process 
 
The Vice President for Workforce Development initiates the appropriate approval process for offering a 
ŎŜǊǘƛŦƛŎŀǘŜ ǇǊƻƎǊŀƳ ƻƴ ǎƘƻǊǘ ƴƻǘƛŎŜ ƛƴ ǊŜǎǇƻƴǎŜ ǘƻ ŀƴ ŜƳǇƭƻȅŜǊΩǎ ǊŜǉǳŜǎǘΦ  !ǘ ǘƘƛǎ ǘƛƳŜ the Vice 
President for Workforce Development indicates whether the proposed offering will a) use existing 
courses, b) be offered at a new off-campus site, or c) represent a significant departure from previously 
ŀǇǇǊƻǾŜŘ ǇǊƻƎǊŀƳǎΦ  LŦ άōέ ƻǊ άŎέ ŀǇǇƭƛŜǎΣ ǇǊior notification will be made to COC and a modified 
ǇǊƻǎǇŜŎǘǳǎ ǿƛƭƭ ōŜ ǎǳōƳƛǘǘŜŘΦ  ²ƘŜƴŜǾŜǊ ǇƻǎǎƛōƭŜΣ ƻǇǘƛƻƴ άŀέ ǿƛƭƭ ōŜ ǘƘŜ ǇǊŜŦŜǊǊŜŘ ŎƻǳǊǎŜ ƻŦ ŀŎǘƛƻƴΦ 
 
Substantive Change ς Initiating Other Certificate Programs 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

Initiating other 
certificate 
programs 
Χ ǳǎƛƴƎ ŜȄƛǎǘƛƴƎ 
approved courses 
 
Χ ŀǘ ŀ ƴŜǿ ƻŦŦ-
campus 
site (previously 
approved 
program) 
 
ΧǘƘŀǘ ƛǎ ŀ ǎƛƎƴƛŦƛŎŀƴǘ 
departure from 
previously 

approved programs 
 

 
 
 
NA 
 
1 
 
 
 
 
 
1 

 
 
 
NA 
 
NA 
 
 
 
 
 
Yes 

 
 
 
NA 
 
NA 
 
 
 
 
 
6 months 

 
 
 
NA 
 
Yes 
 
 
 
 
 
Yes 

 
 
 
NA 
 
Prospectus 
 
 
 
 
 
Prospectus 

 
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 the following academic year (i.e., program 
proposals are submitted ten (10) months prior to their being offered).  When the College anticipates 
opening a new certificate program at a new off-campus site or that is a significant departure from 
previously approved programs, the College will follow the procedure outlined below. 
 
 
 

Steps Procedure Responsibility Timeline 

1 The division/unit offering the program prepares a 
ŎǳǊǊƛŎǳƭǳƳ ǇǊƻǇƻǎŀƭ ŦƻǊ ǎǳōƳƛǎǎƛƻƴ ǘƻ ǘƘŜ /ƻƭƭŜƎŜΩǎ 
Curriculum and Instruction Committee (C&IC) 

Academic dean or 
Workforce Development 
VP 

Oct. 1 

2 ¢ƘŜ /ƻƭƭŜƎŜΩǎ /ϧL/ ŀǇǇǊƻǾŜǎ ǘƘŜ ǇǊƻƎǊŀƳ ŀƴŘ 
forwards it to C&IC of the local College Board 

VP for Instruction and 
Student Services 

Dec. 1 

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

4 The VP for Instruction and Student Services informs 
the VCCS System Office of the new program 

VP for Instruction and 
Student Services 

Jan. 15 

5 The VP for Instruction and Student Services and 
bw//Ωǎ !ŎŎǊŜŘƛǘŀǘƛƻƴ [ƛŀƛǎƻƴ ǇǊŜǇŀǊŜ ŀ ƭŜǘǘŜǊ ƻŦ 
notification and modified prospectus for 
submission to SACSCOC 

VP for Instruction and 
Student Services and 
NRCC SACSCOC Liaison 

Feb. 1 

6 ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ ǎŜƴŘǎ ǘƘŜ ƭŜǘǘŜǊ ŀƴŘ 
modified prospectus to SACSCOC 

tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ Feb. 15 

 
 
 
Substantive Change ς Altering Educational Mission 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Altering significantly 
the 
educational mission 
of 

the institution 
 

 
1 

 
NA 

 
NA 

 
Yes 

 
Contact 
Commission Staff  
(Also, see page 
16, item 9) 

 
 
 
NRCC Internal Process 
 
The only possible change to the educational mission of NRCC would be a transformation from a 
community college to a four-ȅŜŀǊ ƛƴǎǘƛǘǳǘƛƻƴΣ ǿƘƛŎƘ ǿƻǳƭŘ ōŜ ŎƻǾŜǊŜŘ ǳƴŘŜǊ ά{ǳōǎǘŀƴǘƛǾŜ /ƘŀƴƎŜ ς 
{ŜŜƪƛƴƎ aƻǊŜ !ŘǾŀƴŎŜŘ [ŜǾŜƭΦέ  !ǎ ŀƴ ƛƴǎǘƛǘǳǘƛƻƴ operating under the authority of the Virginia 
Community College System, NRCC does not anticipate seeking this type of Substantive Change. 
 
 
 
Substantive Change ς Initiating Joint or Dual Degrees with Another Institution 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating joint or dual 
degrees with another 
institution: (See: 
φAgreements 
Involving Joint and 
Dual Academic 
!ǿŀǊŘǎέ 
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Joint programs 
- with another 
SACSCOC 
accredited 
institution 
 
- with an 
institution not 
accredited by 
SACSCOC 
 
 

Dual programs 
 

 
 
2 
 
 
 
 
 
1 
 
 
 
 
2 
 

 
 
Yes 
 
 
 
 
 
Yes 
 
 
 
 
Yes 
 
 
 
 

 
 
Prior to 
implementation 
 
 
 
 
6 months 
 
 
 
 
Prior to 
implementation 

 
 
NA 
 
 
 
 
 
Yes 
 
 
 
 
No 

 
 
Copy of signed 
agreement and 
contact 
information for 
each institution 
 
Prospectus 
 
 
 
 
Copy of signed 
agreement and 
contact 
information for 
each institution 
 

 
 
 
 
NRCC Internal Process 
 

The SACSCOC ά/ƻƭƭŀōƻǊŀǘƛǾŜ !ŎŀŘŜƳƛŎ !ǊǊŀƴƎŜƳŜƴǘǎΥ  tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜǎέ ǎǘŀǘŜǎΥ 
 

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 on Colleges, the following definitions apply:  
 

¶ 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.  

 

¶ A joint 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 or procedures allowing for the award of such dual degrees.  NRCC 
does not anticipate seeking this type of Substantive Change. 
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Substantive Change ς Initiating Off-Campus Sites   
 (Including Dual Enrollment Programs at High Schools) 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating off-campus 
sites 
(including Early 
College 
High School and dual 
enrollment programs 
offered at the high 
school) 
 
 
 
Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ 
50 
percent or more 
credits 
toward program 
 
 
Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ 
25- 
49 percent of credit 
 
 
Χ{ǘǳŘŜƴǘ Ŏŀƴ ƻōǘŀƛƴ 
24 

percent or less 
 

 
 
 
 
 
 
 
 
 
 
 
1 
 
 
 
 
 
2 
 
 
 
 
NA 
 
 

 
 
 
 
 
 
 
 
 
 
 
NA 
 
 
 
 
 
Yes 
 
 
 
 
NA 

 
 
 
 
 
 
 
 
 
 
 
NA 
 
 
 
 
 
Prior to 
implementation 
 
 
 
NA 

 
 
 
 
 
 
 
 
 
 
 
Yes 
 
 
 
 
 
NA 
 
 
 
 
NA 
 
 

 
 
 
 
 
 
 
 
 
 
 
Prospectus 
 
 
 
 
 
Letter of 
Notification 
 
 
 
NA 

 
 
NRCC Internal Process 
 
When initiating off-campus 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 to 
offer program(s) at a new site. 

NRCC Employee  

2 Proposed new site is evaluated: 
A.  List of course offerings 
B. Analysis of level of program offerings 

(25 percent/50 percent or more) 

tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦ 
Member 

 

3 tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦ ŀǇǇǊƻǾŜǎ ƴŜǿ ǎƛǘŜ tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦ  

4 For 25 ς 49 percent of credit:  VP for VP for Instruction and Prior to 

23 



 

LƴǎǘǊǳŎǘƛƻƴ ŀƴŘ {ǘǳŘŜƴǘ {ŜǊǾƛŎŜǎ ŀƴŘ  bw//Ωǎ 
Accreditation Liaison prepare a letter of 
notification for submission to SACSCOC 
 
For 50 percent or more credit:  VP for 
LƴǎǘǊǳŎǘƛƻƴ ŀƴŘ {ǘǳŘŜƴǘ {ŜǊǾƛŎŜǎ ŀƴŘ  bw//Ωǎ 
Accreditation Liaison prepare a Prospectus for 
submission to SACSCOC 

Student Services; NRCC 
Accreditation Liaison 
 
 
VP for Instruction and 
Student Services; NRCC 
Accreditation Liaison 

implementation 
 
 
 
 
Prior to 
implementation 

5 For 25 ς 49 percent of credit:  The PreǎƛŘŜƴǘΩǎ 
Office sends the letter of notification to 
SACSCOC 
 
For 50 percent or more creditΥ  ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ 
Office sends the Prospectus to SACSCOC 

tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ 
 
 
 
tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ 

Prior to 
implementation 
 
 
Prior to 
implementation 

 
 
NRCC offers dual enrollment 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 service region 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 offered, the 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 
ŎǊŜŘƛǘǎ ŦƻǊ ŀ ǇǊƻƎǊŀƳΣ ǘƘŜ /ƻƭƭŜƎŜ ǿƛƭƭ Ŧƻƭƭƻǿ ǘƘŜ ǇǊƻŎŜŘǳǊŜ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜŎǘƛƻƴ όά9ȄǇŀƴǎƛƻƴ 
of Program Offerings at Previously Approved Siteǎέύ ŦƻǊ ŜȄǇŀƴŘƛƴƎ ǇǊƻƎǊŀƳ ƻŦŦŜǊƛƴƎǎ ŀǘ ǘƘƻǎŜ ǎƛǘŜǎΦ  
 
 
 

Steps Procedure Responsibility Timeline 

1 Academic Deans submit annual list of dual 
enrollment courses to be offered at each high 
school (off-campus site) to the Vice President 
for Instruction and Student Services 

Academic Deans August 1 

2 Vice President for Instruction and Student 
Services analyzes degree programs to ensure 
level of offerings (25 ς 49 percent or 50 
percent or more) 

Vice President for 
Instruction and Student 
Services 

August 15 

3 Vice President for Instruction and Student 
Services requests Director of Institutional 
Research to run a query of all dual enrollment 
courses offered by location to ensure 
compliance of thresholds  

Vice President for 
Instruction and Student 
Services; 
Director of Institutional 
Research 

Each Semester 

4 Academic deans notify Vice President for 
Instruction and Student Services when a high 
school requests a new course(s) be added to 
the list of approved dual enrollment courses 

Academic Deans Immediately 
upon request for 
new course 

5 When determination is made that a new 
threshold will be reached: 
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For 25 ς 49 percent of credit:  VP for 
LƴǎǘǊǳŎǘƛƻƴ ŀƴŘ {ǘǳŘŜƴǘ {ŜǊǾƛŎŜǎ ŀƴŘ  bw//Ωǎ 
Accreditation Liaison prepare a letter of 
notification for submission to SACSCOC 
 
For 50 percent or more credit:  VP for 
LƴǎǘǊǳŎǘƛƻƴ ŀƴŘ {ǘǳŘŜƴǘ {ŜǊǾƛŎŜǎ ŀƴŘ  bw//Ωǎ 
Accreditation Liaison prepare a Prospectus for 
submission to SACSCOC 
 

VP for Instruction and 
Student Services; NRCC 
Accreditation Liaison 
 
 
VP for Instruction and 
Student Services; NRCC 
Accreditation Liaison 

Prior to 
implementation 
 
 
 
 
Prior to 
implementation 

6 For 25 ς 49 percent of creditΥ  ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ 
Office sends the letter of notification to 
SACSCOC 
 
For 50 percent or more creditΥ  ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ 
Office sends the Prospectus to SACSCOC 
 
 

tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ 
 
 
 
tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ 

Prior to 
implementation 
 
 
Prior to 
implementation 
 
 

 
 
 
Substantive Change ς Expansion of Program Offerings at Previously Approved Sites 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Expanding program 
offerings at 
previously 
approved off-campus 
sites 
 
Χ!ŘŘƛƴƎ ǇǊƻƎǊŀƳǎ 
that 
are significantly 
different 
from current 
programs at 
the site 
 
Χ!ŘŘƛƴƎ ǇǊƻƎǊŀƳǎ 
that 
are NOT significantly 
different from 
current 

programs at the 
site 

 
 
 
 
 
 
 
NA 
 
 
 
 
 
 
 
NA 

 
 
 
 
 
 
 
NA 
 
 
 
 
 
 
 
NA 

 
 
 
 
 
 
 
NA 
 
 
 
 
 
 
 
NA 
 
 
 

 
 
 
 
 
 
 
NA 
 
 
 
 
 
 
 
NA 

 
 
 
 
 
 
 
NA 
 
 
 
 
 
 
 
NA 
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NRCC Internal Process 
 
When expanding program offerings at previously approved off-campus 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 for 
expansion of program offerings at a previously 
approved site 

NRCC Employee; Director 
of Institutional Research 

 

2 The division/unit responsible for the program 
informs the Vice President for Instruction and 
Student Services and the NRCC Accreditation 
Liaison of the intent to expand program offerings at 
the previously approved site 

Academic dean or 
Workforce Development 
VP 

Oct. 1 for 
Spring 
Semester 
Classes; 
Feb. 1 for 
Summer 
or Fall 
Semester 
Classes 

3 The Director of Institutional Research provides a 
tracking report for course offerings by individual 
sites.  

Director of Institutional 
Research 

Upon 
request 

 
Substantive Change ς Program Length 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Altering significantly 
the 

length of a program 
 

 
1 

 
NA 
 

 
NA 

 
Yes 

 
Prospectus 

 
 
NRCC Internal Process 
 
The length of programs (i.e., ƴǳƳōŜǊ ƻŦ ŎǊŜŘƛǘǎύ ƛǎ ŜǎǘŀōƭƛǎƘŜŘ ōȅ ±//{ ǇƻƭƛŎȅΦ  ά¢ƘŜ {ǘŀǘŜ .ƻŀǊŘ ǎƘŀƭƭ 
establish minimum standards and shall authorize community colleges to award appropriate associate 
degrees, diplomas, certificates, and career studies certificates, to individuals who satisfactorily complete 
ŎƻǳǊǎŜ ŀƴŘ ǇǊƻƎǊŀƳ ǊŜǉǳƛǊŜƳŜƴǘǎέ  όVCCS Policy  Manual , Section 5.1.0).  Since program length is 
determined by VCCS State Board policy, the College cannot significantly alter the length of a program 
and does not anticipate seeking this type of Substantive Change.  
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Substantive Change ς Initiating Distance Learning 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

Initiating distance 
ƭŜŀǊƴƛƴƎΧ 
 
ΧhŦŦŜǊƛƴƎ рл ǇŜǊŎŜƴǘ 
or more of a program 
for the first time  
 
ΧhŦŦŜǊƛƴƎ нр-49 
percent 

 
ΧhŦŦŜǊƛƴƎ нп 
percent or less 
 

 
 
 
1 
 
 
2 
 
 
NA 

 
 
 
NA 
 
 
Yes 
 
 
NA 

 
 
 
NA 
 
 
Prior to 
Implementation 
 
NA 

 
 
 
Yes 
 
 
No 
 
 
NA 

 
 
 
Prospectus 
 
 
Letter of 
Notification 
 
NA 
 

 
NRCC Internal Process 
 
NRCC filed a Substantive Change proposal with SACSCOC for distance learning and has been approved by 
ǘƘŜ /ƻƳƳƛǎǎƛƻƴ ŦƻǊ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ ŘŜƭƛǾŜǊȅ ƻŦ рл ǇŜǊŎŜƴǘ ƻǊ ƳƻǊŜ ƻŦ ŀ ǇǊƻƎǊŀƳΩǎ ŎǊŜŘƛǘǎΦ  ¢ƘŜ /ƻƭƭŜƎŜ 
has been reaffirmed for accreditation 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 Distance Education maintains a 
matrix of courses offered through distance 
learning; this matrix maps courses to programs of 
study 

Director of Distance 
Education 

On-going 

2 Faculty submit a Course Proposal Form, signed by 
the appropriate Academic Dean, to the Director of 
Distance Education to request addition of new 
distance learning course 

Faculty; 
Academic Dean; 
Director of Distance 
Education 

On-going 

3 The Director of Distance Education submits a yearly 
report to the Vice President for Instruction and 
Student Services outlining percentage of credits to 
be offered by distance learning for each academic 
program for the following academic year 

Director of Distance 
Education 

Jan. 30 

 
Substantive Change ς Contractual Agreements or Consortium 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating programs or 

 
2 

 
Yes 

 
Prior to 

 
NA 

 
Letter of 
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courses offered 
through 
contractual 
agreement or 

consortium 
 

 Implementation notification and 
copy of signed 
agreement 

 
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 such an arrangement 
occurs, the College will follow the procedure outlined below. 
 

Steps Procedure Responsibility Timeline 

1 NRCC planning process identifies need for 
agreement/consortium. 

NRCC Employee  

2 aŜƳōŜǊ ƻŦ tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦ ŀǎǎǳƳŜǎ 
responsibility for negotiating  
agreement/consortium 

tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦ 
Member 

Immediate 

3 Memorandum of Agreement (MOA) between 
NRCC and other party(ies) is prepared and 
signed 

President; 
tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦ 
Member 

Within 6 
months 

4 bw//Ωǎ !ŎŎǊŜŘƛǘŀǘƛƻƴ [ƛŀƛǎƻƴ ǇǊŜǇŀǊŜǎ ŀ ƭŜtter of 
notification for submission to SACSCOC, along 
with signed copy of MOA 

NRCC Accreditation 
Liaison 

Immediately 
after MOA is 
signed and 
prior to 
implementation 

5 ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ ǎŜƴŘǎ ǘƘŜ ƭŜǘǘŜǊ  ŀƴŘ 
signed MOA to SACSCOC 

tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ Prior to 
implementation 

 
 
Substantive Change ς Contract with Non-Certified Entity (USDOE Title IV) 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Entering into a 
contract 
with an entity not 
certified 
to participate in 
USDOE 
Title IV programs 
 
Χ ƛŦ ǘƘŜ Ŝƴǘƛǘȅ 
provides 25% or 
more of an 
educational program 

 
 
 
 
 
 
 
 
 
1 
 
 

 
 
 
 
 
 
 
 
 
NA 
 
 

 
 
 
 
 
 
 
 
 
NA 
 
 

 
 
 
 
 
 
 
 
 
Yes 
 
 

 
 
 
 
 
 
 
 
 
Prospectus 
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offered by the COC 
accredited institution 
 
 
Χ ƛŦ ǘƘŜ Ŝƴǘƛǘȅ 
provides less than 
25% of an 
educational program 
offered by the 
accredited 

institution 
 

 
 
 
 
2 

 
 
 
 
Yes 

 
 
 
 
Prior to 
implementation 

 
 
 
 
NA 

 
 
 
 
Copy of the 
signed 
agreement 

 
NRCC Internal Process 
 
!ǎ ƴƻǘŜŘ ƛƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ŜȄǇƭŀƴŀǘƛƻƴΣ ά/ƻƴǘǊŀŎǘǳŀƭ !ƎǊŜŜƳŜƴǘǎ ƻǊ /ƻƴǎƻǊǘƛǳƳΣέ bw// Ƴŀȅ ƻƴ ƻŎŎŀǎƛƻƴ 
initiate programs or courses through a contractual agreement or consortium with other colleges in the 
VCCS.  All VCCS institutions are certified to participate in USDOE Title IV programs.  Therefore, NRCC 
does not anticipate seeking this type of Substantive Change.   
 
 
Substantive Change ς Merger/Consolidation 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating a 
merger/consolidation 
with 

another institution 
 

 
See 
SACSCOC 
policy 
άaŜǊƎŜǊǎΣ 
Consolidati
ons and 
Change of 
Ownership: 
Review and 
!ǇǇǊƻǾŀƭέ 

 
Yes 

 
6 months 

 
Yes 

 
Prospectus 
Due dates:  April 
15 or September 
15 

 
NRCC Internal Process 
 
NRCC is one of 23 community colleges within the Virginia Community College System.  The VCCS Policy 
aŀƴǳŀƭ ǎǘŀǘŜǎΥ  ά¢ƘŜ {ǘŀǘŜ .ƻŀǊŘ ƛǎ ǘƘŜ {ǘŀǘŜ ŀƎŜƴŎȅ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘƘŜ ŜǎǘŀōƭƛǎƘƳŜƴǘΣ ŎƻƴǘǊƻƭΣ 
administration, and supervision of all coƳƳǳƴƛǘȅ ŎƻƭƭŜƎŜǎ ƛƴ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀέ όVCCS 
Policy Manual, Section 2, IX, 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 ς Changing Governance 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Changing 
governance, 
ownership, control, 
or 
legal status of an 

institution 
 

 
See 
SACSCOC 
policy 
άaŜǊƎŜǊǎΣ 
Consolidati
ons and 
Change of 
Ownership: 
Review and 
!ǇǇǊƻǾŀƭέ 

 
Yes 
 

 
6 months 

 
Yes 

 
Prospectus 
Due dates:  April 
15 or September 
15 

 
NRCC Internal Process 
 
NRCC is one of 23 community colleges within the Virginia Community College System.  The VCCS Policy 
aŀƴǳŀƭ ǎǘŀǘŜǎΥ  ά¢ƘŜ {ǘŀǘŜ .ƻŀǊŘ ƛǎ ǘƘŜ {ǘŀǘŜ ŀƎŜƴŎȅ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘƘŜ ŜǎǘŀōƭƛǎƘƳŜƴǘΣ ŎƻƴǘǊƻƭΣ 
ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΣ ŀƴŘ ǎǳǇŜǊǾƛǎƛƻƴ ƻŦ ŀƭƭ ŎƻƳƳǳƴƛǘȅ ŎƻƭƭŜƎŜǎ ƛƴ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀέ όVCCS 
Policy Manual, Section 2, IX, A).  The College does not 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. 
 
Substantive Change ς Relocation of Main or Branch Campus 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Relocating a main or 
branch campus 

 
1 

 
Yes 

 
6 months 

 
Yes 

 
Prospectus 

 
NRCC Internal Process 
 
NRCC is one of 23 community colleges within the Virginia Community College System.  The VCCS Policy 
aŀƴǳŀƭ ǎǘŀǘŜǎΥ  ά¢ƘŜ {ǘŀǘŜ .ƻŀǊŘ ǎƘŀƭƭ ƘŀǾŜ Ŧƛƴŀƭ ŀǳǘƘƻǊƛǘȅ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ƴǳƳōŜǊΣ ƴŀƳŜΣ ŀƴŘ ƭƻŎŀǘƛƻƴ 
ƻŦ ŎƻƭƭŜƎŜǎ ŀǇǇǊƻǾŜŘέ όVCCS Policy Manual, Section 2, VIII, A).  The Policy Manual further states:  ά¢ƘŜ 
State Board is the State agency responsible for the establishment, control, administration, and 
ǎǳǇŜǊǾƛǎƛƻƴ ƻŦ ŀƭƭ ŎƻƳƳǳƴƛǘȅ ŎƻƭƭŜƎŜǎ ƛƴ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘ ƻŦ ±ƛǊƎƛƴƛŀέ όVCCS Policy Manual, Section 2, 
IX, A).  NRCC consists of the main campus, which is centrally located in the service region it serves, with 
no additional branch campuses.  NRCC does not anticipate seeking this type of Substantive Change.     
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Substantive Change ς Moving Off-Campus Site 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Moving an off-
campus 
instructional site 
(serving the same 
geographic area) 

 

 
2 

 
Yes 

 
Prior to 
implementation 

 
NA 

 
Letter of 
notification with 
new address and 
starting date 

 
NRCC Internal Process 
 
NRCC operates one off-campus site; additional off-campus 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 procedure outlined below. 
 

Steps Procedure Responsibility Timeline 

1 NRCC planning process identifies need for 
ƳƻǾƛƴƎ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ƻŦŦ-campus site  or 
identifies change of location for high schools 
offering dual enrollment courses 

NRCC Employee  

2 bw//Ωǎ !ŎŎǊŜŘƛǘŀǘƛƻƴ [ƛŀƛǎƻƴ ǇǊŜǇŀǊŜǎ ŀ ƭŜǘǘŜǊ 
of notification for submission to SACSCOC with 
new address and starting date 

NRCC Accreditation 
Liaison 

Prior to 
implementation 

3 ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ ǎŜƴŘǎ ǘƘŜ ƭŜǘǘŜǊ  ǘƻ 
SACSCOC 

tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ Prior to 
implementation 

 
Substantive Change ς Change from Clock to Credit Hours 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

Changing from clock 

hours to credit 
hours 

1 NA NA Yes Justify reasons 
for change, 
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 
±//{ tƻƭƛŎȅ aŀƴǳŀƭ ŘŜŦƛƴŜǎ ŀ ŎƻǳǊǎŜ ŎǊŜŘƛǘ ŀǎ ŦƻƭƭƻǿǎΥ  ά9ŀŎƘ ǎŜƳŜǎǘŜǊ ƘƻǳǊ ƻŦ ŎǊŜŘƛǘ ƎƛǾŜƴ ŦƻǊ ŀ ŎƻǳǊǎŜ 
ƛǎ ōŀǎŜŘ ƻƴ ǘƘŜ ΨŀŎŀŘŜƳƛŎ ƘƻǳǊΣΩ ǿƘƛŎƘ ƛǎ рл ƳƛƴǳǘŜǎ of formalized, structured instructional time in a 
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ǇŀǊǘƛŎǳƭŀǊ ŎƻǳǊǎŜ ǿŜŜƪƭȅ ŦƻǊ ŦƛŦǘŜŜƴ ǿŜŜƪǎΦ  ¢Ƙƛǎ ƛǎ ŀ ǘƻǘŀƭ ƻŦ трл ƳƛƴǳǘŜǎ ƻŦ ƛƴǎǘǊǳŎǘƛƻƴέ όVCCS Policy 
Manual, Section 5.3.0.2).  Because the use of credit hours is prescribed by the VCCS, the College does 
not anticipate seeking this type of Substantive Change. 
 
 
Substantive Change ς Program Length 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Altering significantly 
the 

length of a program 
 

 
1 

 
NA 

 
NA 

 
Yes 

 
Prospectus 

 
NRCC Internal Process 
 
The length of programs (i.e., ƴǳƳōŜǊ ƻŦ ŎǊŜŘƛǘǎύ ƛǎ ŜǎǘŀōƭƛǎƘŜŘ ōȅ ±//{ ǇƻƭƛŎȅΦ  ά¢ƘŜ {ǘŀǘŜ .ƻŀǊŘ ǎƘŀƭƭ 
establish minimum standards and shall authorize community colleges to award appropriate associate 
degrees, diplomas, certificates, and career studies certificates, to individuals who satisfactorily complete 
ŎƻǳǊǎŜ ŀƴŘ ǇǊƻƎǊŀƳ ǊŜǉǳƛǊŜƳŜƴǘǎέ  όVCCS Policy  Manual , Section 5.1.0).  Since program length is 
determined by VCCS State Board policy, the College cannot significantly alter the length of a program 
and does not anticipate seeking this type of Substantive Change.  
 
Substantive Change ς Degree Completion Programs 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Initiating degree 

completion 
programs 
 

 
1 

 
NA 

 
NA 

 
Yes 

 
Prospectus 

 
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 
ǎŎƘŜŘǳƭƛƴƎ ƻǊ ǘǊŀƴǎŦŜǊ ŎǊŜŘƛǘ ǘƘŀǘ ǿƻǳƭŘ ƳŜŜǘ ǘƘŜ /ƻƳƳƛǎǎƛƻƴΩǎ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άŘŜƎǊŜŜ ŎƻƳǇƭŜǘƛƻƴ 
ǇǊƻƎǊŀƳǎέ ƛƴ ƛǘǎ άDƭƻǎǎŀǊȅ ƻŦ ¢ŜǊƳǎέ ŦƻǊ ƛǘǎ tƻƭƛŎȅ {ǘŀǘŜƳŜƴǘ ƻƴ {ǳōǎǘŀƴǘƛǾŜ /ƘŀƴƎŜΦ  ¢ƘŜǊŜŦƻǊŜΣ bw// 
does not anticipate seeking this type of Substantive Change. 
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Substantive Change ς Program Closure 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Closing a program, 
approved off-campus 
site, 
branch campus, or 
institution 
 
- Institution to 
teach out its own 
students 
 
 
 
 
- Institution 
contracts with 
another 
institution to 
teach-out 
students (Teach-out 

Agreement) 
 

 
 
 
 
 
 
3 
 
 
 
 
 
 
3 

 
 
 
 
 
 
Yes 
 
 
 
 
 
 
Yes 

 
 
 
 
 
 
Immediately 
following 
decision to close 
 
 
 
 
Immediately 
following 
decision to close 

 
 
 
 
 
 
Yes 
 
 
 
 
 
 
Yes 

 
 
 
 
 
 
Description of 
teach-out plan 
included with 
letter of 
notification 
 
 
Description of 
teach-out plan, 
copy of signed 
teach-out 
agreement 
detailing terms 
included with 
notification 

 
 
NRCC Internal Process 
 
If NRCC determines 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 
program closure proposal for submission to the 
/ƻƭƭŜƎŜΩǎ /ǳǊǊƛŎǳƭǳƳ ŀƴŘ LƴǎǘǊǳŎǘƛƻƴ /ƻƳƳƛǘǘŜŜ 
(C&IC) 

Academic dean or 
Workforce Development 
VP 

Oct. 1 

2 ¢ƘŜ /ƻƭƭŜƎŜΩǎ /ϧL/ ŀǇǇǊƻǾŜǎ the program closure 
and forwards it to C&IC of the local College Board 

VP for Instruction and 
Student Services 

Dec. 1 

3 The local College Board approves the program 
closure 

VP for Instruction and 
Student Services 

Mid-Dec. 

4 The VP for Instruction and Student Services informs 
the VCCS System Office of the program closure 

VP for Instruction and 
Student Services 

Jan. 15 

5 The VP for Instruction and Student Services and 
bw//Ωǎ !ŎŎǊŜŘƛǘŀǘƛƻƴ [ƛŀƛǎƻƴ ǇǊŜǇŀǊŜ ŀ ƭŜǘǘŜǊ ƻŦ 
notification with either a description of the internal 

VP for Instruction and 
Student Services; 
NRCC Accreditation 

Feb. 1 
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teach-out plan or a copy of the teach-out 
agreement with another institution 

Liaison 

6 ¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ ǎŜƴŘǎ ǘƘŜ ƭŜǘǘŜǊ ǿƛǘƘ 
accompanying teach-out plan to SACSCOC 

tǊŜǎƛŘŜƴǘΩǎ hŦŦƛŎŜ Feb. 15 

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 this type of Substantive Change. 

 
 
Substantive Change ς Acquisition of Program or Site 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Acquiring any 
program or site from 
another 

institution 
 

 
See 
SACSCOC 
policy 
άaŜǊƎŜǊǎΣ 
Consolidati
ons and 
Change of 
Ownership:  
Review and 
Approval 

 
Yes 

 
6 months 

 
Yes 

 
Prospectus 

 
NRCC Internal Process 
 
In its more than 40-year history, NRCC has not acquired a program from another institution nor has it 
ŎƻƴǘǊŀŎǘŜŘ ǿƛǘƘ ŀƴƻǘƘŜǊ ƛƴǎǘƛǘǳǘƛƻƴ ǘƻ ǘŜŀŎƘ ƻǳǘ ǎǘǳŘŜƴǘǎ ŦǊƻƳ ŀƴƻǘƘŜǊ ƛƴǎǘƛǘǳǘƛƻƴΩǎ ǇǊƻƎǊŀƳΦ   LŦ ǘƘŜǊŜ ƛǎ 
ŀ ƴŜŜŘ ŦƻǊ ŀ ƴŜǿ ǇǊƻƎǊŀƳΣ ǘƘŜ /ƻƭƭŜƎŜ Ŧƻƭƭƻǿǎ ǘƘŜ ǇǊƻŎŜǎǎ ƻǳǘƭƛƴŜŘ ŀōƻǾŜ όά{ǳōǎǘŀƴǘƛǾŜ /ƘŀƴƎŜ ς 
9ȄǇŀƴǎƛƻƴ ŀǘ /ǳǊǊŜƴǘ 5ŜƎǊŜŜ [ŜǾŜƭέύ ǘƻ ǇǊƻǇƻǎŜ ŀƴŘ ƛmplement a new program.  VCCS Policy, 
established by the State Board for Community Colleges, defines the service regions that community 
ŎƻƭƭŜƎŜǎ ǎŜǊǾŜΦ   bw//Ωǎ ŀŎǉǳƛǊƛƴƎ ŀ ǎƛǘŜ ŦǊƻƳ ŀƴƻǘƘŜǊ ŎƻƳƳǳƴƛǘȅ ŎƻƭƭŜƎŜ ǿƻǳƭŘ ǊŜǉǳƛǊŜ ŀ ŎƘŀƴƎŜ ƛƴ 
service region boundaries, a process that would be initiated by the State Board, not by NRCC.  The 
College does not anticipate seeking this type of Substantive Change. 
 
 
Substantive Change ς Addition of Permanent Location from a Teach-Out Arrangement 
 

Types of Change Procedure Prior 
Notification 
Required 

Time Frame for 
Contacting COC 

Prior 
Approval 
Required 

Documentation 

 
Adding a permanent 
location at a site 
where the institution 
is conducting a teach-
out for students from 
another institution 

 
See 
SACSCOC 
policy 
άaŜǊƎŜǊǎΣ 
Consolidati

 
Yes 

 
6 months 

 
Yes 

 
Prospectus 
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that is closing 

 
ons and 
Change of 
Ownership: 
Review and 
!ǇǇǊƻǾŀƭέ 

 
NRCC Internal Process 
 
In its more than 40-year history, NRCC has not contracted with another institution to teach out students 
from ŀƴƻǘƘŜǊ ƛƴǎǘƛǘǳǘƛƻƴΩǎ ǇǊƻƎǊŀƳΦ  bŜƛǘƘŜǊ Ƙŀǎ ǘƘŜ ±//{ ŎƭƻǎŜŘ ŀƴȅ ƻŦ ƛǘǎ ƛƴǎǘƛǘǳǘƛƻƴǎ ƛƴ ƛǘǎ ƳƻǊŜ ǘƘŀƴ 
40-year history as community colleges are strategically located throughout the state to serve 
educational needs of defined service regions.  Closing a community college 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 
/ƻƭƭŜƎŜǎ ŀƴŘ {ŎƘƻƻƭǎ /ƻƳƳƛǎǎƛƻƴ ƻƴ /ƻƭƭŜƎŜǎ ƻŦ ŎƘŀƴƎŜǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ /ƻƳƳƛǎǎƛƻƴΩǎ 
Substantive Change Policy.  The College further understands that other types of Substantive Changes 
Ƴŀȅ ōŜ ƛŘŜƴǘƛŦƛŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴΦ  ¢ƘŜǊŜŦƻǊŜΣ bw//Ωǎ !ŎŎǊŜŘƛǘŀǘƛƻƴ [ƛŀƛǎƻƴ ǘƻ SACSCOC will maintain 
a close working relationship with the Commission staff member assigned to the College to remain 
knowledgeable of new infoǊƳŀǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŀŎŎǊŜŘƛǘŀǘƛƻƴΦ 
 
 
 
 
 
Addendum 
 
¢Ƙƛǎ ǇƻƭƛŎȅ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦΣ ǘƘŜ /ƻƭƭŜƎŜΩǎ ǘƻǇ-level administrators responsible 
for recommending College-wide policy and advising the president.  Members of the PresƛŘŜƴǘΩǎ {ǘŀŦŦ ŀǊŜ 
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 for SACSCOC ŘƻŎǳƳŜƴǘǎΦ  ¢Ƙƛǎ ŘƛǊŜŎǘƻǊȅ ƛǎ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ά{κ{ƘŀǊŜŘέ ŘǊƛǾŜ 
so that the policy is readily available to all employees.  
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NEW COURSES  
 

When the need for a new course arises, the faculty should proceed in the following manner. 
1. The faculty member should check the VCCS Courses & Programs , also known as the Master 

Course File (MCF), found on the VCCS web page (http://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). 

 
2. The faculty member prepares a course plan  and completes the  forms  VCCS 103  

and VCCS 104 located on the shared drive (page 7 7) .  
 
3. The faculty member reviews the course request with the appropriate dean.   

ƀIf the course is new to the VCCS, the VP for Instruction and Student Services should request 
that the proposed course be reviewed by the Vice Presidentôs Staff.   
ƀIf the course already exists in the VCCS, the proposed modification and use  of the course 
(substitution within the program) should be reviewed by the Vice Presidentôs Staff.  Please 
refer to Course Revisions (page  39).   
 

4. The Vice Presidentôs Staff reviews the request for compliance and administrative issues 
and recommends referral to the Curriculum and Instruction Committee.  At a regular 
meeting of the Vice Presidentôs Staff, the appropriate dean will present the course for review.  
Recommendations resulting from that review will be forwarded to the developer (instructor) by the 
dean. 

 
5. 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 Presidentôs Office will usually return the request to the appropriate dean with an explanation 
of reasons for the Committeeôs recommendation.  The dean and faculty have the option of revising or 
abandoning the request.  The VP for Instruction and Student Services acts upon the Committeeôs 
recommendation and has college-level authority for the approval or denial of new cou rse requests. 

 
6. Upon approval of a course request, the Vice Presidentôs Office submits the request to 

the VCCS Academic Services and Research (AS&R) Staff . 
 

7. The AS&R Staff submits the request to the VCCS Deanôs Course Review Committee for 
review and action.   

 
8. The VCCS Deanôs Course Review Committee approves or denies the request.   
 
9. The VCCS Academic Services and Research staff notifies the college of action taken by 

the VCCS Deanôs Course Review Committee. 
 

10. The Vice Presidentôs Office notifies the appropriate dean and the Admissions and 
Records Office . 

 
11. The Vice Presidentôs Office adds approved courses to the Catalog . 
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 Presidentôs Office. 
NOTE:  
Refer to Table 5 -3 for Program Review and Approval Process  on page 11.  
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New Courses 
Need to offer a new course 

Course plan and VCCS 103 & 104 forms submitted to 

appropriate dean 

Dean presents to Vice Presidentôs Staff 

Faculty member/dean presents to Curriculum and Instruction  

(C & I) Committee. 
 

Returned to dean for appropriate action 
Vice Presidentôs Office 

submits to VCCS 

Review by AS&R Staff 

Approval or Denial by the Deanôs Course Review 

Committee (DCRC) action 
Vice Presidentôs 

Office notified 

Course added to Master Course File (MCF) 

Vice Presidentôs Office notified of DCRCôs 

action 

 

 A
p

p
ro

v
e

d 

d 

Denied 

A
p

p
ro

v
e

d 

Vice President acts on C&I recommendation 

 

Vice Presidentôs Office makes notifications and 

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 & Programs) should be submitted to the 
appropriate dean on the appropriate form.  The dean reviews the proposed revisions with the Vice 
Presidentôs Staff.  If no problems or concerns are encountered, the Vice President forwards the proposal to 
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. The Vice Presidentôs Staff reviews the request for compliance and administrative issues 

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 fo r 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 Presidentôs Office will usually return the request to the appropriate dean with an explanation 
of reasons for the Committeeôs recommendation.  The dean and faculty have the option of revising or 
abandoning the request.  The VP for Instruction and Student Services acts upon the Committeeôs 
recommendation and has college-level 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 Presidentôs Office submits the proposed 

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 Deanôs Course Review Committee for 

review a nd action.  
 
8. The VCCS Deanôs Course Review Committee approves or denies the request.  
 
9. The VCCS Academic Services & Research staff notifies the Vice President of action(s) 

taken by the VCCS Deanôs Course Review Committee.   
 
10. The Vice Presidentôs Office notifies the appropriate dean and the Admissions and 

Records Office.  
 
11. The Vice Presidentôs Office publishes approved revisions in the Catalog . 

 

NOTE:  Refer to Table 5 -3 for Program Review and Approval Process  on page 11. 
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Revised Courses 
Course to be offered exists in the Master Course File (MCF) 

Vice Presidentôs Office 

submits to VCCS 

Review and recommendation by the VCCS 

Deanôs Course Review Committee (DCRC) 

Vice Presidentôs Office notified 

of DCRCôs action 

Vice Presidentôs Office makes 

notifications and revisions to 

Catalog 

Denied 

Approved 

Course can be used as described in the 

MCF 

Course will be used as a program 

requirement 

Substitution within a program(s) 

must be reviewed by the C & I 

Committee and approved by the 

Vice President 

Course requires revision before use 

Course submitted to 

appropriate dean for 

scheduling 

Dean presents to Vice Presidentôs Staff 

Revisions 

made to MCF 

Approved 

Faculty member/dean presents to Curriculum 

and Instruction (C & I) Committee. 
 

 

A
p

p
ro

v
e

d 

D
e

n
ie

d 

Yes 

No 

Vice President acts on C&I recommendation 

 

Course plan and VCCS 103 & 104 forms 

submitted to appropriate dean 

Approval or Denial by the DCRC action 
Vice Presidentôs 

Office notified 

Returned to dean for 

appropriate action 



 

Course Approval Guidelines for the 
Deanôs Course Review Committee 

 
Introduction:  
 
The Deanôs Course Review Committee has established the following guidelines for their 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.  
 

1. If the  course meets the bulk  of the following ñCreditò criteria, it then proceeds to the next stage.  
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 as such according to the following 
table. 

2. Credit courses also need to be evaluated for the appropriate level of instruction: <100 for ñpre-
collegeò level, 100 for college freshman level, or 200 for college sophomore level instruction, as 
indicated on the foll owing ñCourse Level Guidelinesò 

3. The course also needs to be evaluated with respect to the nature of the course ï lecture and/or 
laboratory.  If the course content and description appear to meet the definition listed below, the 
course MUST contain an embedded 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 
concepts ï answers the question HOW 
 
 
Learning is based on time on task and 
building competency 
 
 
In struction 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 
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Course Level Guidelines: 

 

 

 

Below 100-level course:  content appropriate for less-than collegiate level instruction; assumes no (or limited) 

prerequisite skills or knowledge; focused on fundamentals (see characteristics outlined above for non-credit) 

 

100-level course:  assumes secondary-level skills, knowledge, understanding and maturity; prepares students with 

prerequisite skills and knowledge for higher-level, more difficult or complex material; provides tools for critical 

thinking; broad-based content that provides structure for future learning; focused on basic applications of learning 

skills for understanding 

 

200-level course: presumes skills and knowledge and a level of reading and writing ability to deal with higher-level, 

more complex material; designed to provide breadth and/or depth to content area; builds on 100-level courses and 

narrows focus for specialization and greater in-depth examination of subject matter; requires higher-level thinking 

skills ïtransfer and integration of knowledge 
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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 pract ice 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 clock-hours of instruction  



 

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, then this course requires an embedded laboratory component 

for application of course concepts. 

Includes: 

 

1. Application                Yes    No 

(Of hardware, software, equipment, special resources, skill development, etc.) 

 

2. Authentic Learning Environment     Yes              No 

(Includes clinical, work-based learning, service learning, etc.)  
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CAREER STUDIES CERTIFICATE  

  

Career Studies 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 5 5. 
When the need for a new career studies certificate arises, the faculty should proceed in the following 
manner. 
 
1. The faculty member develops a track sheet  for the program and attaches course descriptions 

for any course that is not listed in the Catalog. 
 
2. The faculty member reviews the request for a new Career Studies Certificate with the 

appropriate dean . 
 
3. The Vice Presidentôs Staff reviews the request for compliance and administrative issues 

and recommends referral to the Curriculum and Instruction Committee.  
At a regular meeting of the Vice Presidentôs Staff, the appropriate dean will present the program of 
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 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 Presidentôs Office will usually return the request to the appropriate dean with an explanation of 
reasons for the Committeeôs recommendation.  The dean and faculty have the option of revising or 
abandoning the request.  The VP for Instruction and Student Services acts upon the Committeeôs 
recommendation and has college-level authority for the approval or denial of new  program requests. 

 
5. Upon the Vice Presidentôs approval, the Curriculum Committee  of the College 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. 

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

Curriculum  Committee. 
 
7. 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. 

 
8. Vice Presidentôs Office adds approved Career Studies Certificates to the Catalog . 
 
DEADLINES  
New career studies certificates must be approved prior to publication and implementation.  
 
NOTE:   
VCCS Form 102 is NOT  needed for Career Studies Certificates . 
Refer to Table 5 -3 for Program Review and Approval Process  on page 11. 
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Career Studies Certificates 

Need for new Career Studies Certificate 

Faculty member(s) and appropriate dean develop a 

track sheet 

Dean reviews with Vice Presidentôs Staff 

Faculty member/dean presents to Curriculum and 

Instruction (C & I) Committee. 
 

Vice Presidentôs Office presents to Curriculum 

Committee of College Board 
 

Action by College Board based on 

recommendation of Curriculum Committee 
 

Vice Presidentôs Office makes appropriate notifications 
 

Published in Catalog 

D
e

n
ie

d 

A
p

p
ro

v
e
d 

Denied  

Approved 

Vice President acts on C&I recommendation 

Returned to dean for 

appropriate action  



 

SPECIALIZATIONS  

 
A specialization is a specialized program of study based on a major with 9-15 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 7 7). 
 
3. The Vice Presidentôs Staff reviews the request for compliance and administrative 

issues and recommends review by the Curriculum and Instruction Committee.  
At a regular meeting of the Vice Presidentôs Staff, the appropriate dean will present the program of 
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 Presidentôs Office will usually return the request to the appropriate dean with an explanation of 
reasons for the Committeeôs recommendation.  The dean and faculty have the option of revising or 
abandoning the request.  The VP for Instruction and Student Services acts upon the Committeeôs 
recommendation and has college-level authority for the approval or denial of new program requests.  

 
5. Upon the Vice Pres identôs approval, the Curriculum Committee of the College 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 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 Presidentôs Office notifies the appropriate dean and Admissions and Records 

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 Presidentôs Office adds approved specialization(s) to the Catalog . 
 
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. 
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Specializations 
Need for new Specialization 

Faculty member(s) and appropriate dean develop 

a track sheet and program audit worksheet 

Dean reviews with Vice Presidentôs Staff. 

Faculty member/dean presents to Curriculum and 

Instruction (C & I) Committee. 

Vice Presidentôs Office presents to Curriculum 

Committee of College Board 
 

Returned to dean for 

appropriate action  

 

Action by College Board based on 

recommendation of Curriculum Committee 

Vice Presidentôs Office makes appropriate notifications 

Published in Catalog  

D
e

n
ie

d 

A
p

p
ro

v
e

d 

Denied 

Vice President acts on C&I recommendation 

 

Approved 



 

NEW CERTIFICATES/DIPLOMAS  
(Non -Degree Programs)  

 
When the need for a new non-degree program arises, the faculty 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. 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.   

 

 

 

 

2. 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.  

 

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

 

4. The Advisory Committee reviews the request and  recommends re ferral to the Vice Presidentôs 
Staff .  (This step is necessary for occupational/technical programs only.) 

 

5. The Vice Presidentôs Staff reviews the request for compliance and administrative issues and 
recommends referral to the Curriculum and Instruction Com mittee.  
At a regular meeting of the Vice Presidentôs Staff, the appropriate dean will present the program of study for 
review.  Recommendations resulting from that review will be forwarded to the developer(s) by the dean. 

 

6. 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 
Presidentôs Office will usually return the request to the appropriate dean with an explanation of reasons for the 
Committeeôs recommendation.  The dean and faculty have the option of revising or abandoning the request.  The VP for 
Instruction and Student Services acts upon the Committeeôs recommendation and has college-level authority for 
the approval or denial of new program requests. 

 

7. Upon the Vice Presidentôs approval, the Curriculum Committee of the College Board reviews the 
request and recommends action by the College Board .  The VP and appropriate dean should present the 
program of study for review by the Curriculum Committee.  

 
8. The College Board approves or denies the request for a new certificate/diploma based on the 

recommendation of the Curriculum Committee.  
 

9. Upon Board approval, th e Vice Presidentôs Office submits the proposed program for review by 
the VCCS Academic Services and Research (AS&R) Staff.  

 

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

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

 

12. The Vice Presidentôs Office notifies the appropriate dean and the Admissions and Records Office 
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.  

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 ). 
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New Certificates/Diplomas 
Need for new Certificate or Diploma 

Faculty member(s) and appropriate dean prepare documentation 

Dean reviews with Vice Presidentôs Staff. 

Faculty member/dean presents to Curriculum and Instruction (C & I) 

Committee 
 

Vice Presidentôs Office presents 

to Curriculum Committee of 

College Board 

Returned to dean for 

appropriate action 

Action by College Board based 

on recommendation of 

Curriculum Committee 

Vice Presidentôs Office makes 

appropriate notifications and 

additions to Catalog 

Vice Presidentôs Office notified of 

State Boardôs action 

Denied Approved 

Denied 

Approved 

Vice President acts on C&I recommendation 

Vice Presidentôs Office submits to VCCS 

for State Boardôs consideration 
 

State Boardôs Action 

Denied 



 

New Certificate Program Approval or Program Title Change Submission Requirements 

 

1) Cover Letter 

2) SCHEV Cover Sheet 

3) Table of Contents 

4) Proposal  

a. Purpose:  ñXò institution is requesting approval for the following program 

change: To (rename or approve ) certificate program name or new name here. 

b. Background: Reason for the change of title or for the new certificate program 

c. 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. 

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

a list of the courses. 

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

change. 

f. Appendices: Any additional info. 
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ASR Course and Program Development and 
S:\ Forms C&I \ curriculum \  VCCS New 
Certificate Program Approval or  Program Title 
Change Submission Requirements 
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EXISTING CERTIFICATES/DIPLOMAS  
 IN THE VCCS  (Non -Degree Programs)  

 
When the need for a new non-degree 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.vccs.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 
committee list.  

 
3. The faculty member reviews the request with the appropriate dean.    
 
4. The Advisory Committee reviews the request and recommends referral to the Vice Presidentôs 

Staff.  (This step applies only to career/technical education programs.) 
 
5. The Vice Presidentôs Staff reviews the request for compliance and administrative issues and 

recommends referral to the Curriculum and Instruction Committee.  
At a regular meeting of the Vice Presidentôs Staff, the appropriate dean will present the program of study for 
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 approval or 
rejection of the proposed course. 

 
If the Curriculum and Instruction Committee recommends that a program be denied approval, the Vice 
Presidentôs Office will usually return the request to the appropriate dean with an explanation of reasons for the 
Committeeôs recommendation.  The dean and faculty have the option of revising or abandoning the request.  The 
VP for Instruction and Student Services acts upon the Committeeôs recommendation and has college-level 
authority for the approval or denial of new program requests. 

 
7. Upon the Vice Presidentôs approval, the Curriculum Committee of the College Board reviews the 

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 Presidentôs Office submits the proposed program for review and 

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 Presidentôs Office notifies the appropriate dean and the Admissions and Records Office.  

 
13. The Vice Presidentôs office publishes approved certificates and diplomas in the Catalog . 
 
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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Need for new Certificate or Diploma 

Faculty member(s) and appropriate dean prepare documentation 

Dean reviews with Vice Presidentôs Staff 

Faculty member/dean presents to Curriculum and Instruction (C & I) 

Committee 
 

Vice Presidentôs Office presents 

to Curriculum Committee of 

College Board 

Returned to dean for 

appropriate action 

Action by College Board based 

on recommendation of 

Curriculum Committee 

Vice Presidentôs Office makes 

appropriate notifications and 

additions to Catalog 

Vice Presidentôs Office notified of 

Chancellorôs action 

Denied Approved 

Denied 

Approved 

Vice President acts on C&I recommendation 

Vice Presidentôs Office submits to VCCS 

for Chancellorôs consideration 
 

Chancellorôs action 

Denied 

Existing Certificates/Diplomas  

 in the VCCS 
 



 

 

 

VCCS Policy Manual- Section 5 
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Table 5-2 

 Minimum Requirements for  

Diplomas, Certificates and Career Studies Certificates  

 

 Diploma Certificate 
Career Studies 

Certificate 

Definition  A two-year curriculum 

with an emphasis in a 

career/technical area  

A curriculum that consists 

of a minimum of 30 

semester credit hours  

A program of study of 

not less than 9 nor more 

than 29 semester credit 

hours  

Course 

Requirements  

May include any 

appropriate courses 

numbered 10-299  

May include any 

appropriate courses 

numbered 10-299  

May include any 

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  

   

¶ 25% of courses must 

be taken at home 

institution. 

¶ 2.0 GPA  

¶ Graduation honors 

eligible  

¶ 25% of courses must 

be taken at home 

institution.  

¶ 2.0 GPA  

¶ Graduation honors 

eligible  

¶ 25% of courses 

must be taken at 

home institution. 

¶  2.0 GPA  

¶ Not eligible for 

graduation honors  

Approval  State Board for 

Community Colleges  

Chancellor  Local College Board  
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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.vccs.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 
Presidentôs Staff.  (This step applies to career/technical education  majors only.)  

 
4. The Vice Presidentôs Staff reviews the request for compliance and administrative issues and 

recommends referral to the Curriculum and Instruction Committee.  
At a regular meeting of the Vice Presidentôs Staff, the appropriate dean will present the program of study 
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 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 
Presidentôs Office will usually return the request to the appropriate dean with an explanation of reasons for 
the Committeeôs recommendation.  The dean and faculty have the option of revising or abandoning the 
request.  The VP for Instruction and Student Services acts upon the Committeeôs recommendation and has 
college-level authority for the approval or denial of new program requests.  

 
6. Upon Vice Presidentôs approval, the Curriculum Committee of the College Board reviews the 

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 College Board approves or denies the request based on the Curriculum Committeeôs 

recom mendation.  
 
8. Upon Board approval, the Vice Presidentôs Office submits the proposed major for review by 

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 Presidentôs Office notifies the appropriate dean and the Admissions and Records 

Office.  
 
12. The Vice Presidentôs Office publishes approved majors in the Catalog . 
   
DEADLINES:   
New majors should reach step 7 (above) at least 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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Majors 

Need for new Major 

Faculty member(s) and appropriate dean prepare documentation. 

Dean reviews with Vice Presidentôs Staff 

Faculty member/dean presents to Curriculum and 

Instruction (C & I) Committee 
 

Action by College Board based on 

recommendation of Curriculum 

Committee 

Denied Approved 

Denied 

Approved 

Approved 

Denied 

Vice President acts on C&I recommendation 
 

Returned to dean 

for appropriate 

action 

Vice Presidentôs Office submits to 

VCCS for State Boardôs consideration 

State Boardôs Action 

Vice Presidentôs Office makes 

notifications and additions to the 

Catalog 

Vice Presidentôs Office notified of 

State Boardôs action 

Vice Presidentôs Office presents to 

Curriculum Committee  
of College Board 



 

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 dean have 
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 

Presidentôs Staff. 
 
4. The Vice Presidentôs Staff reviews the request for compliance and administrative 

issues and recommends referral to the Curriculum and Instruction Committee.  
At a regular meeting of the Vice Presidentôs Staff, the appropriate dean will present the program of 
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 a timelier  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 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 pro gram be denied approval, the 
Vice Presidentôs Office will usually return the request to the appropriate dean with an explanation of 
reasons for the Committeeôs recommendation.  The appropriate dean and faculty have the option of 
revising or abandoning the request.  The Vice President for ISS acts upon the Committeeôs 
recommendation and has college-level authority for the approval or denial of new program requests.  

 
7. Upon the Vice Presidentôs approval, the Curriculum Committee of the College Board 

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.  
 

9. Upon Board approval, the Vice Presidentôs Office submits the proposed program for 
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 Presidentôs Office notifies the appropriate dean and the Admissions and 

Records Office.  
 
16. The Vice Presidentôs Office publishes approved degree programs in the Catalog . 
 
 
NOTES  
 
A. The VCCS 102 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. Refer to Table 5 -3 for Program Review and Approval Process  on page 11. 
 
DEADLINES  
New degree programs should reach step 7 (above) not later than 9 months prior  to desired 
implementation.  
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Need for new Degree Program 

Faculty member(s) and appropriate dean prepare documentation. 

Dean reviews with Vice Presidentôs Staff 

Faculty member/dean presents to Curriculum and Instruction (C & I) 

Committee 
 

Vice Presidentôs Office presents to 

Curriculum Committee of College Board 
 

Returned to dean for 

appropriate action 

 

Action by College Board based on 

recommendation of Curriculum 

Committee 
 

Denied Approved 

Denied 

Approved 

Vice Presidentôs Office submits to VCCS 

for State Boardôs consideration 
 

State Boardôs Action 

Vice Presidentôs Office notified of State 

Boardôs action 
 

VCCS submits proposal to State Council for 

Higher Education for VA  

(SCHEV) for action 

Approved 

Denied 

Vice President acts on C & I recommendation 
 

Vice Presidentôs Office makes 

notifications and additions to the 

Catalog 
 

Vice Presidentôs Office notified on 

SCHEVôs action 

Denied 

Approved 

Degree Programs 
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This document is located on the VCCS website: ASR 
Course and Program Development and S:\ Forms 
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