
APPROVAL PROCESS OF NEW UNDERGRADUATE MAJORS OR MINORS

On 12/05/00 the Academic Senate approved the use of forms to facilitate the approval process of new (or significantly revised) undergraduate majors or minors. The forms: 

· provide the department with detailed and helpful guidance as to what to include in the proposal;

· insure that those reviewing the proposal have the necessary information in a consistent format to make an informed decision;

· move the proposal through the approval process in an effective and timely way.

 The forms attached are:
1. Cover sheet

2. Guidelines for a New (or significantly revised) Major

3. Finance Data (for new majors)

4. Guidelines for a New (or significantly revised) Minor

5. Routing forms

6. Maryland Higher Education Commission (MHEC) Guidelines - Condensed

The “Guidelines for a New (or significantly revised) Major” form was adapted from the MHEC form.  Additional information, required especially by Loyola, is set off by brackets. These latter subsections are included at the request of the Undergraduate Curriculum Committee and the Council of Academic Deans (COAD).  The “Finance Data” form for new majors is required by MHEC.  

The “Guidelines for a New (or significantly revised) Minor” form is based on the proposed new major form and shortened to address the needs contained within the Undergraduate Curriculum Committee’s bylaws as well as its current procedure for approving new minors.  Minors do not require MHEC endorsement, but will be sent to the Board of Trustees for approval.

The purpose of the Routing Forms is to insure that all the relevant parties review the proposal in an effective sequence.  Departmental approval attests to academic quality, indicates consideration of department resources, and signifies commitment to the program.  Approval by the Dean indicates that these same issues (quality, resources, and commitment) have been considered at the school level.  The Undergraduate Curriculum Committee considers the academic merits of the proposal; it also verifies that other departments that may be affected by the proposed action have been consulted.  COAD considers the proposal from a college-wide perspective.  After review by these groups, the proposal is forwarded to the Academic Senate for its consideration.  In those cases where the proposed action has resource implications, the Loyola Conference also considers it.  Following action by the governance bodies, the proposal is considered by the Vice President for Academic Affairs who will be fully informed about it from meetings of COAD and the Senate.  Finally, the proposal is sent to the President.  In addition, a new major must be approved by the Academic Affairs Committee of the Board of Trustees and submitted to MHEC for its endorsement. 

UNDERGRADUATE COVER SHEET 
FOR

NEW (OR SIGNFICANTLY REVISED) MAJOR

NEW (OR SIGNFICANTLY REVISED) MINOR

COURSE CHANGES REQUIRING REVIEW BY CURRICULUM COMMITTEE

Title of Proposed Program or Action: 

School/Department/Program Submitting Proposal: 

Proposed Implementation Date: 

Type of Program or Action (check one):

	_____
New Major

_____
Significantly Revised Major

_____
New Concentration in an existing Major
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	Use the New Majors Guidelines. Complete the Finance Data Form.

Include the Majors Routing Form.

	_____
New Minor

_____
New Interdisciplinary Minor

_____
Significantly Revised Minor
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	Use the New Minors Guidelines.

Include the Minors Routing Form.

	_____
Change in Name only

_____
Change in Core courses, requirements, or prerequisites

_____
Changes in other courses affecting requirements in other departments or interdisciplinary programs cross-listed courses.
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	 No specific form is required.

Include an “Impact Statement” assessing the effects on other departments and written statements of support or non-support from those departments, such as:  Honors program, study-abroad programs, interdisciplinary minors or majors, pre-medical or pre-law students, and majors that require courses outside the department
 Include the Course Changes Routing Form.


GUIDELINES FOR A NEW (OR SIGNIFICANTLY REVISED) MAJOR

Please provide the following information in a maximum of ten total pages (excluding the Finance Data required in Section C.)

A. Mission

Describe how the program relates to the institution's approved mission.

[How does the program help fulfill the special mission of Loyola College, a Jesuit Catholic university which hopes to inspire students to learn, lead, and serve in a diverse and changing world?] 

[Describe any unique characteristics or resources which make it particularly appropriate for your school, department, or program to offer the proposed major.]

[Have you investigated other colleges or universities which have similar programs? How is this proposal similar? How is it different?]

B.  Characteristics of the Proposed Program

1. Document and describe how this program meets a regional or statewide need consistent with the Maryland State Plan for Postsecondary Education and with COMAR 13B.02.03.08  Need for the Proposed Program. (A copy of this document is available in the Office of Academic Affairs.)
2. State the educational objectives of the proposed program.

3. Provide a brief narrative that addresses the adequacy of curriculum design and related learning outcomes.  The narrative should (1) summarize factors that were considered in developing the proposed curriculum (such as recommendations of advisory and other groups, articulated workforce needs, standards set by disciplinary associations or specialized-accrediting groups, etc.) and (2) include an overview of the following program characteristics:

· the general requirements of the degree;

· the total number of credits and their distribution;

· a list of courses by title and level;

· a description of thesis and/or non-thesis options for graduate programs; 

· student learning outcomes and means of assessing them; and

· any additional information that is relevant to understanding the goals of the program;
· the specific methods that will be used for evaluation of the proposed program following implementation;

· [whether the program has a service-learning component.]

4. Provide a brief narrative that addresses the demonstrable quality of program faculty, including a summary of terminal degrees and other professional credentials as well as other information that is deemed appropriate.

[List the number of courses offered per semester for the major and the number of faculty FTE needed to teach them. Explain how the faculty FTE will be divided among full-time tenure track, full-time affiliate, and part-time faculty.] 

5.
Describe the student audience to be served by the program; include enrollment estimates. 

[Estimate enrollments for the first five years of the major by completing the Projected Enrollment Table which appears at the end of these guidelines. If enrollments in another major will change as a result of the proposed new major, estimate those changes.]

[For those courses currently offered, provide a table of course enrollment for the past four years.]

5. Describe the manner in which this program will enhance students' technology fluency. 

6. Assure that library resources are adequate by including the following statement: The president assures that institutional library resources meet new program needs.

7. Assure that facilities are adequate by including the following statement: The president assures that institutional facilities meet new program needs.

[What impact will the proposed major have on the use of existing facilities and equipment? Where will this program be offered (e.g., Evergreen, Timonium, Columbia)? Describe additional facilities, facility modifications, and equipment that will be required for use in the proposed program. Indicate the status of the facility and equipment requests to support your needs.]

[Describe the adequacy of existing IS systems, hardware, and staff to support the proposed major.]

      [ 9. Discuss the administrative needs and impact of the program. 
· Describe administrative arrangements for the program (department, program, and/or school involved).

· Indicate any cooperative arrangements with other divisions, departments, programs, institutions and organizations that will be used to offer this major. Specify the exact nature of such agreements and attach any formal statements of agreement that have been developed.

· Summarize the results of meetings with all appropriate support departments and indicate the impact on resources and operations of those departments.

· If the major involves or overlaps other departments, these departments must be consulted. Summarize the results of meetings with other departments and describe any pertinent arrangements. Provide and impact statement assessing the effect of the proposed changes on other departments and interdisciplinary activities, such as: Honors Program, Study-Abroad programs, interdisciplinary minors or majors, pre-medical or pre-law students, and majors that require courses outside the department.]
PROJECTED ENROLLMENT TABLE

	
	Fr
	Soph
	Jr
	Sr
	Total

	Year 1
	
	
	
	
	

	Year 2
	
	
	
	
	

	Year 3
	
	
	
	
	

	Year 4
	
	
	
	
	

	Year 5
	
	
	
	
	


C.  Finance Data


Finance data for the first five years of program implementation should be entered in Table 1 – Resources and Table 2 –Expenditures.  Figures should be presented for five years and then totaled by category for each year.  As an attachment, narrative explanation should accompany each table.  Below is the format for both tables as well as directions for entering the data and writing the accompanying narrative.

TABLE 1:  RESOURCES

1.
Reallocated Funds

Data:  Enter the amount of funds for the first five years of implementation that will be reallocated from existing campus resources to support the proposed program.  This would include funds reallocated from the discontinuance or downsizing of academic programs.


Narrative:  Analyze the overall impact that the reallocation will have on the 
institution, particularly on existing programs and organizational units.

2.
Tuition and Fee Revenue
Data:  Enter the estimated tuition and fee revenue that will be directly attributable to students new to the institution enrolled in this program each year.  The revenue should be calculated by multiplying the tuition rate by the projected annual FTE enrollment.

Narrative:  Describe the rationale for the enrollment projections used to calculate 
tuition and fee revenue.

3.
Grants and Contracts

Data:  Enter the amount of grants, contracts or other external funding which will 
become available each of the five years as a direct result of this program.


Narrative:  Provide detailed information on the sources of the funding.  Attach copies of documentation supporting the funding.  Also, describe alternative methods of continuing to finance the program after the outside funds cease to be available.


Conditional approval may be granted to a proposal which is dependent on grant funds which have not been officially awarded at the time of proposal submission, but in which substantial evidence has been provided to indicate a favorable review and an impending grant award is imminent.


Under these conditions, program approval may be granted for a twelve-month period. During this period, the program may not be implemented.  Full program approval is granted only after funding documentation is accepted.  Under extraordinary circumstances, a one-time extension to conditional approval may be granted to an institution that provides compelling information to warrant an extension.

4.
Other Sources
Data:  Enter any additional funds from sources other than in 1, 2, and 3 that have
been specifically designated for the program.


Narrative:  Provide detailed information on the sources of the funding, including 
supporting documentation.

5.
Total Year

Data:  Total the financial resources that will be available for each year of program 
implementation.  Include cumulative as well as one-time resources.


Narrative:  Additional explanation or comments as needed.

	TABLE 1:  RESOURCES 



	Resources Categories
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	1. Reallocated Funds


	
	
	
	
	

	2. Tuition/Fee Revenue

    (c+g below)
	
	
	
	
	

	a.
#F.T Students


	
	
	
	
	

	b.
Annual Tuition/Fee

     Rate
	
	
	
	
	

	c.
Annual Full Time  

     Revenue (a x b)
	
	
	
	
	

	d.
# Part Time Students


	
	
	
	
	

	e.
Credit Hour Rate


	
	
	
	
	

	f.
Annual Credit Hours


	
	
	
	
	

	g.
Total Part Time 

       Revenue (d x e x f)
	
	
	
	
	

	3. Grants, Contracts, &  

    Other External

    Sources

	
	
	
	
	

	4. Other Sources


	
	
	
	
	

	TOTAL (Add 1 – 4)


	
	
	
	
	


TABLE 2:  EXPENDITURES

1.
Faculty (# FTE, Salary, and Benefits):  Enter (a) the cumulative number of new full-time equivalent faculty needed to implement the program each year, (2) the related salary expenditures, and (3) the related fringe benefit expenditures.  (For example, if two new faculty members are needed, one in the first year and one in the second, the full-time equivalency, salary, and benefits for one member should be reported in Year 1, and the same information for both members should be reported in Year 2 and each successive year.)

2.
Administrative Staff (# FTE, Salary, and Benefits):  Enter the cumulative number of new full-time equivalent administrative staff needed to implement the program each year, (2) the related salary expenditures, and (3) the related fringe benefit expenditures.

3.
Support Staff (# FTE, Salary, and Benefits):  Enter the cumulative number of new full-time equivalent support staff needed to implement the program each year, (2) the related salary expenditures, and (3) the related fringe benefits expenditures.

4.
Equipment:  Enter the anticipated expenditures for equipment necessary for the implementation and continuing operation of the program each year.

5.
Library:  Enter the anticipated expenditures for library materials directly attributable to the new program each year.

6.
New and/or Renovated Space:  Enter anticipated expenditures for any special facilities (general classroom, laboratory, office, etc.) that will be required for the new program.  As a footnote to the table or in attached narrative, indicate whether the renovation of existing facilities will be sufficient or new facilities will be necessary.

7.
Other Expenses:  Enter other expenditures required for the new program.  Attach descriptive narrative or provide footnotes on the table.  Included in this category should be allowances for faculty development, travel, memberships, office supplies, communications, data processing, equipment maintenance, rentals, etc.

8.
Total Year:  Add each expenditure (continuing and one-time) to indicate total expenditures for each year of operation. 

TABLE 2:  EXPENDITURES

	Expenditure

Categories
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	1.  Faculty

(b + c below)
	
	
	
	
	

	   a. # FTE
	
	
	
	
	

	   b.  Total

Salary
	
	
	
	
	

	   c.  Total

Benefits
	
	
	
	
	

	2.  Admin.

Staff

  (b+c below)
	
	
	
	
	

	   a.  # FTE
	
	
	
	
	

	   b.  Total

Salary
	
	
	
	
	

	   c.  Total

Benefits
	
	
	
	
	

	3.  Support

Staff

 (b+c below)
	
	
	
	
	

	   a.  # FTE
	
	
	
	
	

	   b.  Total

Salary
	
	
	
	
	

	   c.  Total

Benefits
	
	
	
	
	

	4. Equipment
	
	
	
	
	

	5. Library
	
	
	
	
	

	6. New or Renovated Space
	
	
	
	
	

	7. Other Expenses
	
	
	
	
	

	8. TOTAL

(Add 1 – 7)
	
	
	
	
	


GUIDELINES FOR A NEW (OR SIGNIFICANTLY REVISED) MINOR

Please provide the following information in a maximum of ten total pages.
A. Mission

1.
How does the minor help fulfill the special mission of Loyola College, a Jesuit Catholic university which hopes to inspire students to learn, lead, and serve in a diverse and changing world? Explain why the minor is central to this mission as well as the planning priorities of the campus. 
2.
Describe any unique characteristics or resources which make it particularly appropriate for your school, department, or program to offer the proposed minor. Provide evidence of student interest in the minor.
3.
Have you investigated other colleges or universities which have similar minors? How is this proposal similar? How is it different?

B.  Characteristics of the Proposed Program

1.
State the educational objectives of the proposed minor.

2.
Indicate whether the minor has a service-learning component.

3.
Provide a brief narrative that addresses the adequacy of curriculum design and related learning outcomes.  The narrative should (1) summarize factors that were considered in developing the proposed curriculum (such as recommendations of advisory and other groups, articulated workforce needs, standards set by disciplinary associations or specialized-accrediting groups, etc.) and (2) include an overview of the following program characteristics:

· the general requirements of the minor;

· the total number of credits and their distribution;

· a list of courses by title and level;

· student learning outcomes and means of assessing them; and

· any additional information that is relevant to understanding the goals of the minor.

4.  Provide a brief narrative that addresses the demonstrable quality of program faculty, including a summary of terminal degrees and other professional credentials as well as other information that is deemed appropriate.

5.
List the number of courses offered per semester for the minor and the number of faculty FTE needed to teach them. Explain how the faculty FTE will be divided among full-time tenure track, full-time non-tenure track, and part-time faculty. 

6.
Describe the student audience to be served by the minor; include enrollment estimates. 

Estimate enrollments for the first five years of the minor by completing the Projected Enrollment Table which appears at the end of these guidelines. If enrollments in another major or minor will change as a result of the proposed new minor, estimate those changes. For those courses currently offered, provide a table of course enrollment for the past four years.

7.  
Discuss the source of students and any impact the proposed minor will have on existing programs or departments. If the proposed minor will affect one or more departments, include an “Impact Statement” assessing those effects; also include a written statement of support or non-support from each department affected. 
8.
Provide a brief analysis of existing resources to support the proposed minor. Indicate the need for additional on-site resources and over what time period you expect that they will be acquired. Discuss additional provisions for access to library holdings – e.g., inter-library loan, local library holdings, the UMS integrated library system, and other computerized systems that allow access to library resources housed at other institutions. Attach letters of agreement if appropriate.
9. What impact will the proposed minor have on the use of existing facilities and equipment? Describe additional facilities, facility modifications, and equipment that will be required for use in the proposed program. Indicate the status of the facility and equipment requests to support your needs.

10. Describe the adequacy of existing IS systems, hardware, and staff to support the   proposed minor.
11.  Discuss the administrative needs and impact of the minor. 

· Describe administrative arrangements for the minor (department, program, and/or school involved).

· Indicate any cooperative arrangements with other divisions, departments, programs, institutions and organizations that will be used to offer this minor. Specify the exact nature of such agreements and attach any formal statements of agreement that have been developed.

· Summarize the results of meetings with all appropriate support departments and indicate the impact on resources and operations of those departments.

· If the minor involves or overlaps other departments, these departments must be consulted. Summarize the results of meetings with other departments and describe any pertinent arrangements. Provide and impact statement assessing the effect of the proposed changes on other departments and interdisciplinary activities, such as: Honors Program, Study-Abroad programs, interdisciplinary minors or majors, pre-medical or pre-law students, and majors that require courses outside the department. 
C.  Finance

Discuss briefly the internal reallocations of resources which will occur, or other sources of funding to be used to support the resource requirements of this minor. Be specific in terms of faculty reallocations. Also, include budget impact on other departments.

D.  Assessment 
Describe a plan for assessing the minor. The plan should address how topics such as educational objectives, enrollment, and allocation of resources will be assessed. It should also include a timetable for carrying out the assessment.  If the proposed minor is interdisciplinary, the assessment plan should include use of the Undergraduate Curriculum Committee’s Interdisciplinary Minor Review template.  
 

PROJECTED ENROLLMENT TABLE
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	Soph
	Jr
	Sr
	Total

	Year 1
	
	
	
	
	

	Year 2
	
	
	
	
	

	Year 3
	
	
	
	
	

	Year 4
	
	
	
	
	

	Year 5
	
	
	
	
	


UNDERGRADUATE PROGRAM ROUTING SHEET

NEW (OR SIGNFICANTLY REVISED) MAJOR

School/Department/Program Submitting Proposal _____________________________________

Title of Proposed Major/Program __________________________________________________

1. Proposal prepared by ___________________________________
   Date ____________

2. Departmental review ___________________________________
  



Approved ____     Not Approved ____
(Chair’s signature)       Date ____________

3. Dean review __________________________________________
  



Supported ____     Not Supported ____
(Dean’s signature)      Date ____________

4.
(4a and 4b occur simultaneously.)


a.  Curriculum Committee review ____________________________  



Approved ____     Not Approved ____
(Chair’s signature)       Date ____________


b.  Council of Academic Deans review ________________________




Supported ____     Not Supported ____
(VPAA’s signature)      Date ____________

5.
(5a and 5b occur simultaneously.)


a.  Academic Senate approval _______________________________

Date ____________


b.  Loyola Conference approval (if resources are required) ____________
Date ____________

6.
VP for Academic Affairs review ___________________________  



Supported ____     Not Supported ____
(VPAA’s signature)      Date ____________

7.
President approval   _____________________________________

Date ____________

8.
Board of Trustees approval (new programs only)  ________________
Date ____________
9. 
MHEC endorsement

Date ____________

11
Report approval to appropriate College Departments ____  (Asst. V.P.A.A.)  Date ____________
UNDERGRADUATE PROGRAM ROUTING SHEET

NEW (OR SIGNFICANTLY REVISED) MINOR

School/Department/Program Submitting Proposal _____________________________________

Title of Proposed Major/Program __________________________________________________

1.   Proposal prepared by ___________________________________
   Date ____________

2.  Departmental review ___________________________________
  



Approved ____     Not Approved ____
(Chair’s signature)       Date ____________

4. Dean review __________________________________________
  



Supported ____     Not Supported ____
(Dean’s signature)      Date ____________

4.
(4a and 4b occur simultaneously.)


a.  Curriculum Committee review ____________________________  



Approved ____     Not Approved ____
(Chair’s signature)       Date ____________


b.  Council of Academic Deans review ________________________




Supported ____     Not Supported ____
(VPAA’s signature)      Date ____________

5.
(5a and 5b occur simultaneously.)


a.  Academic Senate approval _______________________________

Date ____________


b.  Loyola Conference approval (if resources are required) ____________
Date ____________

6.
VP for Academic Affairs review ___________________________  



Supported ____     Not Supported ____
(VPAA’s signature)      Date ____________

7.
President approval   _____________________________________
Date ____________

8.
Board of Trustees approval (new programs only)  ________________
Date ____________
9.
Report approval to appropriate College Departments ____  (Asst. V.P.A.A.)  Date ____________

Maryland Higher Education Commission (MHEC) Guidelines - Condensed

MHEC Charge:  In the public sector, MHEC “shall review and approve or disapprove” all new programs and substantial modifications of existing programs.  In the independent sector, MHEC “shall review and recommend or not recommend” program implementation.

If an independent institution has implemented a new or substantially modified program contrary to the recommendation of MHEC, the commission may recommend that the General Assembly reduce the appropriation by the amount of aid associated with the full-time equivalent enrollment in that program.

Program of Instruction:  any course of study requiring the completion of a specified number of course credits from among a prescribed group of courses, which leads to a formal award.

Bachelor’s degree:  minimum of 120 undergraduate semester hours

Master’s degree:  minimum of 30 graduate semester hours

Certificate of advanced study:  minimum of 30 graduate semester hours beyond masters degree

Undergraduate major = 30 credits or more (1/2 of which are in upper division) that are considered a coherent, sequential, and integrated academic program.

Concentration = a sequential arrangement of courses within a program


Undergraduate = at least 24 semester credit hours


Masters = at least 12 semester credit hours

New program = proposed instructional program leading to a formal award in a subject area in which the award is not presently authorized.  For example, a new undergraduate major in chemistry.  

OR  Proposed instructional program leading to a formal award at a different degree level.  For example, a new MS in chemistry where there has previously only been a BS in chemistry.

OR  Proposed new major combining coursework offered in two or more existing degree programs.

OR  Proposed award is of a different type in a subject matter in which another formal award at the same level is already offered.  For example, an institution which awards an MS in Management proposes to offer an MBA.

Substantial modification of an existing program = a new program title within an approved program.  For example, an institution offers a program in human resources and wishes to offer a program in human resources management.

OR  Proposed new area of concentration within an existing program.  For example, a program in psychology wishes to add a concentration in employee assistance training.

MHEC does not define the type of degree; the proposal does.

Program suspension
Allows campuses to temporarily suspend a program and examine its future direction.

Relieves a campus from having to submit a proposal to MHEC to reactivate a discontinued program.

Suspension time period shall not exceed two years

MHEC does not review programs proposed for discontinuance.  However, institutions shall provide written notice to the commission in advance of any program discontinuance.

MHEC reviews courses delivered through telecommunications annually.

� Whenever reallocated funds are included among the resources available to new programs, the following information must be provided in a footnote—origin(s) of reallocated funds, impact of the reallocation on the existing academic program(s), and manner in which the reallocation is consistent with the institution’s strategic plan.


� This figure should be a realistic percentage of tuition and fees which will be used to support the new program.  Factors such as indirect costs linked to new students and the impact of enrolling continuing students in the new program should be considered when determining the percentage.  


� Whenever external funds are included among the resources, the following information must be provided in a footnote


--source of the funding and alternative methods of funding the program after the cessation of external funding.
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