Academic Program Proposal Development Process Overview
Program Proposal Process - The Five Stages from Program Idea to Implementation
Congratulations on new program idea! Before we can make your program a reality, there are five general processes that need to occur, which we will call Stages. 
First (Stage 1 - Predevelopment), you need to gain support to develop your program proposal idea and have it listed on the academic program development pipeline. The process begins with you discussing the proposal in your department. You need to receive approval from your department chair and support from your dean to have your proposed program listed on the academic program development pipeline. Academic program proposals must receive approval to be listed on the pipeline before the start of formal development of the program proposal with the Assistant Director for Academic Program Development (ADAPD). Associate deans are a great resource and play an important supportive role in the development and review process. You should communicate early with your associate dean to learn what your dean will want to know to support your proposed program and request for it to be added to the academic program development pipeline. 
Second (Stage 2 – Program Proposal Development), once your program proposal has been officially listed on the academic program development pipeline, you will work with the ADAPD, your department chair, associate dean, and other university offices to formally develop the program proposal for review by entities both internal and external to the university.
Third (Stage 3 - Loyola Governance), after the program proposal is fully developed, you will present the proposed program to Loyola’s governance review bodies for their consideration and approval. Program proposals include your school’s/college’s program proposal review processes as well as Loyola’s university-wide review bodies that include governance committees, Associate Provost, Provost, President, and Loyola’s Board of Trustees.
Fourth (Stage 4 – External Review), Loyola will have to obtain approval from the Maryland Higher Education Commission (MHEC) to implement and market the program. MHEC’s program review process requires a formal proposal that will have been developed in the second stage above. As part of the process, your program proposal will be circulated to all colleges and universities in the state.
Fifth (Stage 5 - Implementation), Once approval is received from MHEC, you will need to implement the program with support from your chair, associate dean, dean, and several university offices. A thoughtful program proposal includes discussion and planning up front for the resources and requirements needed for the program. Once a program has been recommended by MHEC, it cannot change until at least one year after its initial offering. A well-planned program proposal is one that has been thoughtfully constructed, with reasonable expectations, clear communication, and broad collaboration with the university community at large.
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Stage 1 - Predevelopment

You have an idea for a new program…Great! The first step is to talk with your department chair and your associate dean to discuss the idea.

Your department chair and associate dean will guide you through the process. Your associate dean will explain the information you will need to provide in order for your dean to support and make a case that the proposal is viable and meets and fits the portfolio of Loyola’s programming.

Think about how the program meets the mission and strategic plan of the university. How does the idea fill a gap in Loyola’s programming. What value does the program have to students and will it encourage new students to enroll at Loyola, what effect does it have on other programs and departments at the university and are the resources required for the program reasonable to meet the mission while supporting the institution’s financial viability. 

Once you have made your case to the dean and gain the dean’s support, the dean will bring the proposal forward for further discussion to assist in determining whether the program idea fits the university’s current needs, priorities, and resource allocation to be formally developed. If the program idea gains support for development it will be placed it on the academic program development pipeline for formal development within a specific timeline.

Academic Program Proposal Development
Predevelopment
Once the program has been listed on the pipeline for development, the assistant director for academic program development (ADAPD) will contact you to provide you with the formal program proposal development process and set a time to meet with you, your department chair, and your associate dean.
Stage 2 - Program Proposal Development
Congratulations on your program idea being supported. It is now time to formally develop your program idea in Stage 2 of the program proposal development process. There are four steps to this stage as are indicated in more detail below. You will work with the Assistant Director for Academic Program Development (ADAPD), your department chair, associate dean, and other university offices and individuals to create your formal academic program proposal. A formal proposal is required for both internal Loyola governance review and for external review by the Maryland Higher Education Commission (MHEC). Additional external review and approval may be necessary depending on the details of your program idea.
During Stage 2 you will meet with the ADAPD at least four times to provide specific information regarding your proposal to the development team. Prior to the meeting you will complete templates and particular tasks such as reaching out to a specific office(s) for data or input regarding your program idea. At each meeting you will (1) Receive feedback on the templates and other information you provided. (2) Be given any relevant data you may need to further develop your proposal, and (3) Be provided guidance for the next step of the Stage 2 process. 
The templates you complete will be used to both answer MHEC proposal requirements in accordance with State regulations found in COMAR 13B.02.03 and to provide various offices and Loyola review bodies with the information needed to appropriately evaluate your proposal. 
As you work through the program development process in this document, you will see that there are links for each Stage 2 step. The link for each step (1-4) will include instructions, tasks, and outreach. Each step will have a specific timeline to complete the necessary work followed by a development team meeting. The ADAPD will review information you provide for each step and conduct research where necessary prior to your next meeting.
You can think about the process for each step as including:
1. Proposer completes appropriate stage template and other tasks with department chair and associate dean’s assistance prior to each meeting with the ADAPD. 
2. Proposer sends the completed template, supporting information, and any questions to the ADAPD at least one week in advance of the scheduled meeting.
3. Proposer meets with ADAPD, department chair, and associate dean for feedback on templates, receives any relevant proposal information for the step from ADAPD, and given guidance for next step.
4. Proposer revises any template or other information based on feedback from meeting
5. Proposer completes next template and any outreach necessary for the next step.
At the conclusion of this four-step approach to developing your academic program proposals, you should have the information needed to be provided to Loyola review bodies and have the required MHEC proposal document completed.
Once the proposal has been supported for development and listed on the academic program pipeline and a meeting has been scheduled with the ADAPD, you should access the link for Step 1 and follow the step’s directions completing Template 1.
The chart below demonstrates the process used in Stage 2 for program proposal development.
Academic Program Proposal Development
Program Proposal Development 
Please contact the ADAPD for any questions you have on the process or instructions.
	
	Proposer
	Assistant Director for Academic Program Development (ADAPD)

	Stage 1 Predevelopment
	· Work with department chair and associate dean to provide your dean data and idea rationale.
· If supported, have idea approved for program development pipeline
	· Verify proposal is listed appropriately on program development pipeline for development timeline 
· Contact proposer to schedule a meeting
· Provide proposer Template 1 and instructions

	Stage 2
Premeeting

(2 weeks)
	· Meet with department chair 
· Meet with associate dean
· Complete Template 1 and submit to ADAPD at least one week prior to meeting
	· Review Template 1 prior to 1st meeting

	Meeting 1 
Program Concept Development (Template 1)
	
	· Provide process overview and timeline
· Provide guiding documents including MHEC A-P and completed proposal examples
· Provide feedback on Template 1 including initial similar programs and BLS data
· Provide instructions for next step

	Post Meeting 1
(5 weeks)
	· Revise any changes for Template 1
· Reach out to enrollment services
· Complete Templates 2 and provide to ADAPD at least one week prior to 2nd meeting
· Contact Library for resources review
	· Review and edit any revisions from Template 1
· Review and prepare feedback on Template 2
· Input responses into MHEC A-P 


	Meeting 2
Need, Demand, Curriculum & Learning Outcomes (Template 2)
	
	· Provide feedback on any revisions including updating similar programs and workforce data
· Provide feedback on Templates 2
· Provide draft MHEC A-P
· Provide instructions for the next step

	Post Meeting 2
(4 Weeks)
	· Revise any changes from previous templates or MHEC document
· Complete Templates 3 and provide to ADAPD at least one week prior to 3nd meeting
	· Review and edit any template revisions 
· Review and prepare feedback on Template 3
· Input responses into MHEC A-P


	Meeting 3
Resources, Program Differentiation & Budget 
(Template 3)
	
	· Provide feedback on any revisions including updating similar programs and workforce data
· Provide feedback on Templates 3
· Provide draft MHEC A-P
· Provide instructions for the next step

	Post Meeting 3
(4 weeks)
	· Revise any changes from previous templates or MHEC document
· Meet with mini-COAD
· Complete Step 4 instructions and provide to ADAPD at least one week prior to meeting
· Reach out to Associate Provost for budget
· Prepare presentations for Loyola Governance
	· Set-up Mini-COAD meeting
· Review Mini-COAD feedback
· Revise MHEC A-P as needed
· Review and prepare finalized document


	Meeting 4
Final Proposal Development 
(Template 4)
	· Review finalized templates
· Review finalized MHEC A-P document
· Discuss governance presentation materials
	· Provide finalized templates
· Provide finalized MHEC A-P document
· Review governance presentation and provide guidance for Loyola governance review process


	Post Meeting 4
(2 weeks)
	· Complete Interfolio general information form 
· Provide Loyola governance presentation materials
· Meet with Loyola governance review bodies
· Update proposal based on governance feedback
	· Upload proposal into Interfolio
· Provide notifications to review bodies in Interfolio



Stage 2 – Four-Step Process & Overview Guide to Academic Developing Program Proposal 

Step 1: 
Complete Template 1 - Meet with ADAPD 
· Prior to your first meeting with the ADAPD you will complete Template 1 and discuss your responses with your department chair and associate dean.
· Meet with ADAPD

Step 2: 
Template 1 Revisions – Outreach to Offices – Complete Template 2 – Meet with ADAPD
· After your first meeting with the ADAPD provide any revisions to Template 1.
· Reach out to the Enrollment Services Office (see below)
· Complete Template 2 and submit the template to the ADAPD at least one week prior to meeting 2. Please discuss your responses with your department chair and associate dean.
· Once you’ve completed Templates 2, contact the Library (see below)
· Meeting 2 with ADAPD

Enrollment Office
· Contact the Enrollment Services office as soon as possible to request market data regarding student interest in the proposed program. Please work with your department chair and associate dean to contact Eric Nichols for undergraduate proposals and Brian Gallagher for graduate programs to request the market data and analysis. 
Library
· Once you’ve completed Template 2, please reach out to the Library (Amanda Kramer) offices to request a review of library resources available for your proposed program and any suggested new library resources for the proposed proposal including costs for the resources. The Library has requested you complete the following form for your request 

Step 3: 
Template Revisions – Outreach to Offices – Complete Template 3 – Meet with ADAPD
· After meeting 2 with the ADAPD, provide any revisions to the templates.
· Complete Template 3 and submit the template to the ADAPD at least one week prior to meeting 3. Please discuss your responses with your department chair and associate dean.
· Prepare for mini-COAD meeting
· Once you’ve completed Templates 3, schedule meeting with the Associate Provost for budgeting 
· Meeting 3 with ADAPD

Step 4:
Template Revisions – MHEC A-P – Meet with ADAPD – Prepare for Governance
· After meeting 3 with the ADAPD, provide any revisions to the templates and any changes to the MHEC A-P document and submit to the ADAPD at least one week prior to meeting 4. Please discuss your responses with your department chair and associate dean.
· Meeting 4 with ADAPD
· Finalize MHEC A-P
· Prepare for Loyola governance review

Stage 2
Step 1 Academic Program Proposal Development Instructions for Proposers
Now that you have gained approval from your dean to move forward to develop your program proposal idea, we will take specific steps to make sure we can meet our deadline goals while creating a quality program that gains support.
Please read through the following instructions below. Before meeting with the Assistant Director for Academic Program Development (ADAPD), you must meet with your department chair and associate dean to discuss processes internal to the school/college as well as discuss the university-wide governance process. Templates found on the following pages must be completed and submitted back to the ADAPD at least one week prior to each scheduled meeting with the ADAPD.
Meet with Department Chair and Associate Dean
Department chairs and associate deans provide critical support for program proposers. Prior to university-wide review, proposals require school/college review. Your chairs and associate deans can help you prepare and navigate interdepartmental questions, resource issues, budget questions, as well as navigating across schools/colleges and facilitate communication with your dean and review bodies within your school/college. Department chairs and associate deans can also help you understand how required questions should be thought through and guide you to internal resources of your school/college.
Topics for discussion with department chair and associate dean:
· What processes need to be followed within your department, division, school/college 
· What are the reasonable timelines you need to meet within your department, division, school/college 
· How is your program proposal going to be communicated and reviewed by the various parties within those areas
· Discuss the university-wide governance review process and various committees that will review your proposal. 
· Discuss how you will work alongside your chair and associate dean, the academic program development office, as well as other university offices to develop your program proposal.
· Complete and discuss Template 1 responses.

Meeting with the Assistant Director for Academic Program Development (ADAPD)
Academic program proposals cannot move into Loyola governance review until they have been fully developed and the MHEC A-P portion of the proposal has been completed and reviewed by the ADAPD. To complete the MHEC A-P form, prepare for Loyola governance, and develop a thoughtful program proposal, you will work with the ADAPD to complete a number of templates in four specific steps. At each step you will complete a template that will be submitted to the ADAPD for feedback. Work with your department chair, associate dean, and other members of your school/college to discuss your responses and build support for your ideas. The templates will help us complete the MHEC A-P form while also providing insight and information needed to develop a quality program and prepares the proposal for both internal and external review.
The ADAPD will provide you feedback, data, and instructions for each step of the program development process. Meetings will be scheduled at specific intervals to help facilitate the development and to provide an opportunity to discuss and share ideas for the proposal. 
Academic Program Proposal Development - Proposer Preparation for Meeting 1

Prior to Meeting with the ADAPD you must complete Template 1 and submit the template back to the ADAPD at least one week prior to your meeting. Please discuss your responses with your department chair and associate dean. See the next page for a step-by-step guide to proposal development. 
Program Proposal Development Template 1
Template 1 is the beginning of the development of your academic program proposal. Complete Template 1 and submit the template to the Assistant Director for Academic Program Development (ADAPD) at least one week prior to meeting. Share your template with your department chair and associate dean who will be included in the meeting. Contact the academic program development office to schedule a meeting.

Please provide your responses to the questions below:
 1. Proposer’s name:                                                                                                               

2. Department program will be housed:

3. Degree/Award (BA, BS, MBA, Med, PhD, PBC, etc.) and title of program:

4. Does the program have any concentrations or other planned pathways and if so, provide a working title for each pathway. 

5. Is the program expected to receive programmatic accreditation?

6. Do you expect the program to lead to professional licensure or certification?

7. Provide a working CIP code for the proposed program including the CIP code description (The Classification of Instructional Programs (CIP) codes are a taxonomic scheme that supports tracking and reporting of fields of study and program completion) Please utilize the link to the 2020 CIP codes, (the most recent decennial version of the code) to browse and select the most appropriate CIP code for your proposed program.

8. Location of Instruction – Evergreen campus – Other

9. What is the instructional delivery modality – Is the program a distance education program?

10. When do you plan to start the program – what academic year?


11. Provide a narrative summary describing the proposed program and how the program supports Loyola’s mission and vision. If the program has concentrations we will need to revisit this question for each concentration. 


12. Provide a narrative summary describing the proposed program and how the program supports the university’s strategic plan. Provide evidence that the proposal is an institutional priority. If the program has concentrations we will need to revisit this question for each concentration.


13. Provide the purpose of the program including specific skills and knowledge that graduates should gain during their studies. 



14. List the occupational, societal, or additional educational opportunities for graduates of the program. Describe potential industries, employment opportunities and/or educational pathways of graduates including professional certification or licensure where appropriate. Indicate the expected level of entry for graduates of the program. 



15. Describe the intended student population for the program and why you believe this population would be interested in this program.



Academic Program Proposal Development – Template 1

16. Why do you believe this program is needed at Loyola now?

Please provide Template 1 to the ADAPD at least one week before your scheduled meeting. You will receive feedback on your responses at the meeting and will be provided guidance for the next steps. Please also share the template responses with your department chair and associate dean. You may want to discuss some of the responses or work together with your department chair and associate dean to complete the responses.

Items to think about 
We will be discussing the bulleted questions listed below during proposal development. Each item needs consideration when developing a program proposal. 
· What is the need for the program (workforce demand, societal needs, gap in program offerings)
· Is there evidence of student demand for the program?
· Is there evidence of employer or societal need that the program solves?
· Is there a need specifically in the Maryland for graduates of the program?
· What is the competition to the proposed program. What similar programs are offered in Maryland?
Academic Program Proposal Development - Preparation for Meeting 1


Program Proposal Development Step 2 

Step 2 Instructions
 
Template 2 is to be completed after you receive feedback from the ADAPD on Template 1 following your first meeting.
Review the feedback from your meeting with the ADAPD and provide any revisions you have for Template 1.
Now that we have discussed the general idea of the program and how it aligns with Loyola’s mission and strategic plan, as well as the occupations or further educational opportunities the proposed program prepares graduates, we need to start developing supporting statements and gathering data for your program proposal. What is it about this proposed program that makes it a priority for the university. Template 2 has two sections, Section A, where you will provide your rationale for the proposed program focusing on the program need, program gap analysis, student and employer demand, program distinction, alignment on the Maryland State Plan for Higher Education, and any partnerships that may be part of the program. Section B of Template 2 focusses on the curriculum including learning outcomes, course requirements, course descriptions, 4-year course sequence, and plans for assessing the program. 
Provide your responses for Template 2 at least one week prior to your next scheduled meeting.
Important
· This is also the time to reach out to the enrollment services office to request market data regarding student interest in the proposed program. Please work with your department chair and associate dean to contact the enrollment services offices. Your associate dean will make a request (for undergraduate programs Eric Nichols, for graduate programs Brian Gallagher) to provide market data and analysis for the proposed program. 

· Once Template 2 is complete, please reach out to the Library (Amanda Kramer) to request a review of library resources available for your proposed program and any suggested new library resources for the proposed proposal including costs for the resources.

---------------------------------------------------------------------------------------------------------------------
After you’ve completed all sections of Template 2, think about and develop a draft list of the resources that will be needed for the program (faculty FT and PT, staff, equipment, library resources, etc.) This will be helpful as we further discuss future program proposal development steps at the next proposal development meeting. 




Program Proposal Development Template 2 
Section A
Complete the following questions and submit the template to the Assistant Director for Academic Program Development (ADAPD) at least one week prior to your scheduled meeting. Share your template with your department chair and associate dean who will be included in the meeting.
1. Briefly state whether the proposed program meets one or more of the following: Workforce demand, Societal need, Gap in Loyola’s program offerings.

2. Describe any evidence you have of student demand for the proposed program.

3. Describe any evidence you have of employer or societal need for the program.

4. Is there a similar program at Loyola, if so, why is this proposed program necessary and how will the proposed program affect similar programs at Loyola?

5. Explain whether you think this program is distinct to Loyola and why it is distinct to Loyola. If it is not distinct to Loyola, explain why you believe the proposed program will encourage new students to choose Loyola over a competitor.


6. Do you believe there are partners that would be interested in supporting the proposed program?


7. Review the Maryland State Plan for Higher Education. Provide a rationale for how the proposed program is consistent with the Maryland State Plan for Higher Education for the following statement: Demonstrate demand and need for the program in terms of meeting present and future needs of the region and the State in general based on one or more of the following:
a) The need for the advancement and evolution of knowledge
b) Societal needs, including expanding educational opportunities and choices for minority and educationally disadvantaged students at institutions of higher education
c) The need to strengthen and expand the capacity of historically black institutions to provide quality and unique educational programs
Instructions for Step 2 
Separately, provide at least two examples for how the proposed program specifically aligns with the Maryland State Plan for Higher Education’s Priorities.
Program Proposal Development Template 2
Section B
 Program Learning Outcomes and Curriculum Building
For this section of Template 2 please provide your responses to the questions below. Loyola and the Maryland Higher Education Commission Curriculum require programs meet specific criteria. Please use the resources for this section as well as discussing with your department chair and associate dean to ensure the proposal meets all the required standards.
Curriculum and Program Graduation Requirements 
1. Complete Provide a list of proposed program learning outcomes (Typically 3-5). Additionally complete the Program Learning Outcomes & Alignment to Institutional Learning Outcomes as well as the Curriculum Map. Describe how the educational objectives and learning outcomes are appropriate to the rigor and breadth of the program.  The Office of Academic Affairs and Committee for the Assessment of Student Learning (CASL) provide guidance to the University regarding assessment of its programs. Please utilize resources provided by these bodies when developing your proposal. The Academic Program Assessment Guide is a valuable resource.

2. Provide a list of all required courses as well as any elective courses in the UG major or GR program including the following: (Program Description)
· The credits for each course
· Suggested course code
· Course description
· Any prerequisite or corequisite courses

3. Academic Worksheet. Provide an academic worksheet for the program (for both UG and GR Program proposals) that includes all graduation requirements and any alternate pathways (tracks, concentrations, specialization, etc.) in the program. 

4. Confirm Your Proposed Program’s Curriculum - Complete the template confirming your program’s curriculum

5. Program Course Sequence. Provide a suggested course sequence for the program so that students can graduate in either four years for an UG program or within the expected program timeframe for a GR program. 

6. Library Consultation Questions for Program Proposal. Complete the Library consultation template and send your request for resources supporting the proposed program/pathway.


Program Learning Outcomes and Alignment to the Curriculum 
Please complete the following sections of Template 2. 
Program Mission Statement:

Program Learning Outcomes & Alignment to Institutional Learning Outcomes
In the chart below, list the programs learning outcomes (Typically 3-5) and their alignment to either the UG Learning Aims or Grad Learning Goals.
	Program Learning Outcome (PLO)
(aim for 3–5 PLO)
	Alignment to UG Learning Aims or 
Grad Learning Goals

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	
	

	
	


Note: please be specific to the bullet-level of the institutional learning outcomes (e.g., “Critical Understanding” does not provide the level of detail necessary.
· Undergraduate Learning Aims can be found here.
· Graduate Learning Goals can be found here.

Curriculum Map
Provide the program learning outcomes and the program’s course(s) it aligns to as well as the level of learning the course provides to the PLO.
	PLO
	Course Number
	Level of Learning (I, R, or M)
(I = Introduced, R = Reinforced, M = Mastery)

	
	
	

	
	
	

	
	
	

	
	
	

	
	Add as many lines as necessary.
	



Program Rigor and Breadth 
Program Proposal Development Template 2 
Describe in the space below how the educational objectives and learning outcomes are appropriate to the rigor and breadth of the program.  
Program Descriptions
In the table below provide the courses code, courses title, courses description, and courses credits for all courses that are required for the program including supporting courses. If a specific Loyola Core course is required, it should be included as well as any program elective. Courses for the Loyola Core that are not specifically required in the program as well as general electives do not need to be included. Description should include any prerequisite or corequisites course. Courses should be listed alphabetically by course code. 
	Course Code and Title
	Courses Description
	Credits

	See Examples Below: 
	

	AC201 Financial Accounting
	3

	Focuses on introducing financial accounting which provides information for decision makers outside the entity primarily by means of general-purpose financial statements. Students acquire a basic knowledge of the language of business. Topics include the application of accounting theory and generally accepted accounting principles to business transactions encountered by corporations during the accounting cycle.

	AC202 Managerial Accounting 
(Pre-req: AC201)
	3

	Introduces managerial accounting for internal decision makers. Students learn how to prepare and use financial information primarily for internal decision-making purposes. Topics include accounting for manufacturing, job order cost systems, incremental analysis, standard costs, budgeting, and the statement of cash flows.

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	Use as many spaces as necessary



Academic Worksheet
Please complete the following academic worksheet. Make adjustments to the Loyola Core listing if you have a specific course that you require that meets a specific Loyola Core area. Courses counting towards both the Loyola Core and the major should be listed in both sections, but only include the course credits once. For information on program requirements please select here.
	XX PROGRAM - Course Requirements
(Class of 20XX)

	Liberal Arts Core: XX credits (Class of 2031)
	Credits

	1. WR 100 Effective Writing 
	3

	2. History 100 Encountering the Past
	3

	3. EN 101 The Art of Reading
	3

	4. History 200 Level OR English 200 Level 
	3

	5. World Language Intermediate II Level (104 level)*
	3

	6. Social Science Core (1 course from EC102, EC103, ED100, ENV116, PS101, PS102, PY101, SC100. PY & some SC may be taken at the 200-Level. Dependent upon major)
	3

	7. Social Science Core (1 course from EC102, EC103, ED100, ENV116, PS101, PS102, PY101, SC100. PY & some SC may be taken at the 200-Level. Dependent upon major)
	3

	8. Fine Arts (AH109, AH110, AH111, DR250, DR251, DR252, MU201, MU202, MU203, MU204, PT270, SA224 or SA227)
	3

	9. Mathematics (a Course in MA or ST, except MA 005). Dependent upon major 
	3/4

	10. Natural Science (1 course in BL, CH, PH, or ENV 114, Dependent upon major)
	3/4

	11. Math/Science (1 Course in BL, CH, CS, EC220, EG 101/103, PH, MA, ENV114, or ST except MA 005. Dependent upon major)
	3/4

	12. PL 201 Foundations of Philosophy
	3

	13. TH 201 Introduction to Christian Theology 
	3

	14. PL 202 – 299 OR TH 202 – 299 
	3

	15. Ethics:  PL 300 – 319 (If student took TH 202 – 299)
             TH 300 – 319 (If student took PL 202 – 299)
	3

	     Diversity-Justice** 
	

	     Diversity- Justice** 
	


*Students who place higher than the 104 level on Loyola’s world language placement exam may be exempt from the world language core requirement, pending confirmation from Loyola’s Modern Language department after a proctored on-site placement exam. Those students will need to complete 1 additional free elective in lieu of the world language core. 
**The Diversity and Justice course requirements may simultaneously fulfill a Core, Major, Minor or Elective requirement. The Diversity and Justice courses may be taught in any discipline and will focus on domestic diversity, global diversity, or justice awareness. The Diversity and Justice courses must be taken at Loyola. 
On page two include the courses for the major including supporting courses and indicate how many 3-credit free elective courses are in the program. If the program includes more than one pathway to the program, it should be included in the academic worksheet. Please remember to complete the questions on the following pages.
	Required Courses in the Major (Course code, course number, and title must be included below for courses in the major. Courses that are used both as a Loyola Core course and as part of the major, should be listed below. Do not indicate the credit in this section for double-counted courses. Instead include in the credits section the note “Counts toward Loyola Core and Major requirements”. Programs with concentrations or program electives should discuss with the academic program development office or the Advising office for the best way to include those pathways into the chart.
	Credits

	16. 
	

	17. 
	

	18. 
	

	19. 
	

	20. 
	

	21. 
	

	22. 
	

	23. 
	

	24. 
	

	25. 
	

	26. 
	

	27. 
	

	28. 
	

	Free Elective Courses
	

	29. 
	

	30. 
	

	31. 
	

	32. 
	

	33. 
	

	34. 
	

	35. 
	

	36. 
	

	37. 
	

	38. 
	

	XX (total) credits and XX 3+ credits courses are required to meet the program’s graduation requirements
	



Students need to complete at least 120 credits AND at least 38 unique courses (of at least 3 credits each) in order to graduate with an undergrad degree from Loyola.

Any notes should be included here. 

Confirming Your Proposed Program’s Curriculum
	
	Curriculum Requirement
	Proposed Program Response

	1.
	The minimum number of credits required by the proposed program for graduation is:
	

	2.
	For undergraduate programs only
The total number of courses (of 3+ credits) in the proposed program to graduate is:
	

	3.
	For undergraduate programs only
The number of courses and the number of credits in the major (not the overall program) are:
	

	4.
	If the program has an alternative pathway (concentration, specialization, track, etc.) Provide the total minimum number of credits required for that pathway (i.e. minimum for a concentration is 24 credits)
	

	5.
	For undergraduate programs only 
The number of upper-division credits in the program (300 and 400 level) is:
	

	6.
	For undergraduate programs only
The number of free elective courses and the number of free electives credits in the program are:
	

	7.
	For undergraduate programs only 
The number of new Loyola Core courses including diversity and justice courses in the proposed program is (Include the title of any new Loyola Core course):
	

	8.
	The total number of new courses in the proposed program are:
	

	9.
	The number of courses that require field placements or international travel in the proposed program is: 
(Include the title of the course): 
	

	10.
	For graduate programs only 
The number of courses that will be offered exclusively online is (Include the title and credits of the course):
	


11. Do you plan to develop articulation agreements, if so, how does the proposed program align with the programs you might articulate.

12. Briefly describe how the program meets the University’s diversity goals.

13. If your program requires courses from other departments, have you reached out to the chairs of those departments for their feedback. Include any concerns or statements of support.

14. Describe how the proposed program and any pathways within the program were established.

15. Describe the faculty who will oversee the program

16. Describe how you plan to assess the program to determine how the program is meeting student learning outcomes. CASL provides an Academic Program Assessment Guide and the Office of Academic Affairs Office provides assessment resources on their website.
17. 

Program Course Sequence
Provide a suggested course sequence for the proposed program taking into consideration the various components of the program such as prerequisite, corequisite, scaffolding of content, field placements and international travel. Include the course code, course title, and credits for each course in the program. 
	First Year

	Fall Semester 
	Credits
	
	Spring Semester 
	Credits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Hours
	
	
	Total Hours
	

	Second Year

	Fall Semester 
	Credits
	
	Spring Semester 
	Credits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Semester Credit Hours
	
	
	Total Semester Credit Hours
	

	Third Year

	Fall Semester 
	Credits
	
	Spring Semester 
	Credits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Semester Credit Hours
	
	
	Total Semester Credit Hours
	

			Fourth Year

	Fall Semester 
	Credits
	
	Spring Semester 
	Credits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Semester Credit Hours
	
	
	Total Semester Credit Hours
	

	

	
	
	
Total Program Hours
	



Library Consultation Questions for Program Proposals

Please provide a response for each of the following
1. Proposer Name and Contact:

2. Department(s) and School/College Proposing the Program:

3. Proposed Certificate or Degree Level:

4. Proposed Program’s Title:

5. Proposed Program’s CIP code:

6. A Brief Description of the Proposed Program:

7. A list of Required Courses within the Major (title, courses code, and course description):

8. Any Focus Areas within the Proposed Program:

9. The Proposed Program’s Learning Outcomes:

10. List of Comparable and Aspirational programs: 

11. A list of Occupations it Prepares Students to Enter:

12. A list of Particular Resources the Department Requests for the Proposed Program:

13. Any Collaboration the Proposed Program has with Another Program Offered at Loyola or Other University:

14. Any Special Student Assignments or Travel Required within the Proposed Program:

15. Are there any courses offered online?

16. Will the program be able to be completed fully online? 

Items to think about for Meeting 2

Provide a draft list of resources you believe the proposed program requires.

Prior to Meeting 2 you should have student interest and enrollment projections data from the Enrollment Office. 

Please make sure you discuss your Template 2 inputs with you department chair and associate dean before submitting the template to the ADAPD at least one week prior to Meeting 2. 

Please make sure you utilize university’s resources for curriculum development.































Program Proposal Development Instructions for Step 3

Now that you have developed your curriculum, we need to think about some additional important steps.
· Are there any institutions in the state that have similar programs and if so, how does our program differentiate itself?
· What resources for the proposed program are needed? 
· Follow up on your outreach to the Library for a review of materials and other library resources available or suggested for the proposed program. 
· Budgets should be built and a determination made for how the program will be supported.
· How does the proposed program affect students and other Loyola offices
In Step 3 you need to:
· Review the feedback from your second meeting with the ADAPD and provide any revisions you have for any previous template.
· Complete Template 3
· Section A - Faculty Chart. You will need to include at least one faculty member for each course that is part of the major and any supporting courses. The chart must be completed fully and align with the course requirements, academic worksheet, and the course descriptions. Please use similar formatting – for example use no space or a space between the numbers of the courses taught, so that it matches the rest of the proposal. 

· Section B - Similar Programs Offered by Maryland Institutions. Program proposals are reviewed by the state for unreasonable program duplication. The academic Program Development Office will provide you with programs similar to the proposed program. Describe how the proposed program differentiates itself from other programs offered in the state utilizing a combination of CIP code, courses title, curriculum, learning outcomes, and occupations or additional education the proposed program prepares students. Additionally, HBI/HBU’s programs have particular protections in Maryland and the effect on those programs must be addressed in a narrative as well. Proposers will continue to work with the academic development office to provide a narrative that describes the similarities and differences of the proposed program to the other similar programs in the state. 

· Section C - Required Resources. Complete the table for resources required and the table for any external funds/resource. Provide a brief statement of library resources available to support the proposed program.

· Meet with the Associate Provost for Section D – Budget - to create a budget using the MHEC budget tables. Your Associate dean should be able to assist you with this piece of the proposal. Your dean will need to sign off on the proposed budget.

· Section E - Executive Summary. Provide a roughly one-page executive summary statement for the proposed program hitting on the major features of the program. 

· Meet with Mini-COAD for feedback on your proposed program
· Meet with ADAPD and development team (Meeting 3)

Program Proposal Development Template 3

Template 3 Section A - Faculty Chart for Academic Program Proposal to MHEC
	Name 
	Academic Title 
	Terminal Degree Title and Field 
	Appointment (TT/NTT)
	Status
FT/PT/ Adjunct
	Courses Taught (in program)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	As many lines as necessary
	
	
	

	* An anticipated hire can be listed following approval of proposed program 


· At least one faculty member must be listed for each course taught in the program. This includes any specific courses included in the program. For example, if calculus is specifically required for a business program, even though calculus will be utilized to meet the Loyola core, it must be included as part of the major and supporting courses and at least one faculty member who teaches calculus must be included in the chart. Conversely, WR 100 is a specific course that is required in the Loyola Core for all programs and therefore, unless it is being specifically utilized by a program as part of the major, it does not need to be included in the faculty chart. Upper-level HS or EN do not require a faculty member listed on the chart unless a specific course is required and therefore the course is part of the major and its supporting courses.
· Please make sure to utilize the same formatting for the chart as you are in the rest of the proposal. If you are leaving a space between the course code and the course number make sure that you are consistently doing so throughout the proposal. 
· Provide a brief narrative statement demonstrating the quality of the program faculty.    
Program Proposal Development Template 3

	Template 3 Section B - Similar Programs Offered by Maryland Institutions
After receiving feedback from the program development office, provide a response for how each similar program in the state is both similar and different to the proposed program. Additionally complete the questions below the chart. 
	Institutions
	Program Title
	CIP
Code
	Similarity
	Difference

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




1. Provide a narrative justification for why the proposed program should be recommended by the Commission. Make your case. If there are other similar programs in the state, why should the proposed program be recommended? Provide your best arguments.

2. Historically Black institutions (HBIs) have specific protections in Maryland and the effect of a proposed program on similar programs at HBIs must be addressed in a narrative as well.
 
a. Explain why you believe the proposed program will impact the implementation of high-demand programs at HBIs


b. Discuss the program’s potential impact on the uniqueness and institutional identities and missions of HBIs
	

Template 3 Section C - Required Resources Table
Please complete the tables below with the appropriate resources required for the program.
Required Resources Table

	Resource Type
	List Specific Resources

	FT Faculty
	


	PT Faculty
	


	Administrative Staff
	


	Support Staff
	


	Technology 
	


	Library
	


	New or Renovated Space
	


	Supplies
	


	Transportation
	


	Program Accreditation
	


	Other
	
























 Provide a list of any external funds/resources that will help support the program
· Include projected number of students associated with the proposal for each of the first five years of the program’s implementation.
· Include other revenue and funds that will support the program such as grants. 
External Funds/Resources Table
	Resource Type
	List Source of Funds/Resources
	Equivalent Dollar Amount of Supportive Resources

	

	
	

	

	
	

	

	
	

	

	
	



Provide a brief statement of library resources available to support the program.


Template 3 Section D - Budget
After meeting with the Associate Provost to create a budget using the MHEC budget tables and approval of that budget by the dean, respond to the following questions with the academic development office:
1.  Provide a brief narrative of how the proposed program will be adequately funded for at least the first five years of program implementation

2. Provide a description of the institution’s commitment to: 
a.   ongoing administrative, financial, and technical support of the proposed program 

b. continuation of the program for a period of time sufficient to allow enrolled students to complete the program


























	[Type here]


Maryland Higher Education Commission Academic Program Proposal Resources Guidelines
PROGRAM RESOURCES AND RATIONALE
TABLE 1: PROGRAM RESOURCES AND NARRATIVE RATIONALE

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 that is dependent on grant funds that 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.

Program Resources and Narrative Rationale table on following page
Program Proposal Development Template 3

Maryland Higher Education Commission

Please do not leave any cells blank. Place a "0" in the cell if no data is applicable for the specific resource category.

	TABLE 1: PROGRAM RESOURCES

	Resource Categories
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	1. Reallocated Funds
	
	
	
	
	

	2. Tuition/Fee Revenue
(c + g below)
	
	
	
	
	

	a. Number of F/T Students
	
	
	
	
	

	b. Annual Tuition/Fee Rate
	
	
	
	
	

	c. Total F/T Revenue (a x
b)
	
	
	
	
	

	d. Number of P/T Students
	
	
	
	
	

	e. Credit Hour Rate
	
	
	
	
	

	f. Annual Credit Hour Rate
	
	
	
	
	

	g. Total P/T Revenue
(d x e x f)
	
	
	
	
	

	3. Grants, Contracts & Other
External Sources
	
	
	
	
	

	4. Other Sources
	
	
	
	
	

	TOTAL (Add 1 – 4)
	
	
	
	
	
















Maryland Higher Education Commission
Academic Program Proposal Expenditures Guidelines

PROGRAM EXPENDITURES

Finance data for the first five years of program implementation are to be entered in each cell in Table 2 – Program Expenditures. Figures should be presented for five years and then totaled for each year. Below is the format for Table 2 as well as directions for entering the data.

TABLE 2: PROGRAM 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, (b) the related salary expenditures, and (c) 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 (a) the cumulative number of new full-time equivalent administrative staff needed to implement the program each year,(b) the related salary expenditures, and (c) the related fringe benefit expenditures.

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


Program Expenditures table on following page

Program Proposal Development Template 3





Please do not leave any cells blank. Place a "0" in the cell if no data is applicable for the specific expenditure category.

	TABLE 2: PROGRAM EXPENDITURES:

	Expenditure Categories
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	1. Faculty (b + c below)
	
	
	
	
	

	a. Number of FTE
	
	
	
	
	

	b. Total Salary
	
	
	
	
	

	c. Total Benefits
	
	
	
	
	

	2. Admin. Staff (b + c below)
	
	
	
	
	

	a. Number of FTE
	
	
	
	
	

	b. Total Salary
	
	
	
	
	

	c. Total Benefits
	
	
	
	
	

	3. Support Staff (b + c below)
	
	
	
	
	

	a. Number of FTE
	
	
	
	
	

	b. Total Salary
	
	
	
	
	

	c. Total Benefits
	
	
	
	
	

	4. Technical Support and
Equipment
	
	
	
	
	

	5. Library
	
	
	
	
	

	6. New or Renovated Space
	
	
	
	
	

	7. Other Expenses
	
	
	
	
	

	TOTAL (Add 1 – 7)
	
	
	
	
	



  

Program Proposal Development Template 3 

Template 3 Section E - Executive Summary
Complete a roughly one page executive summary of the proposed program. Include the highlights of the program that support why the program is needed and should be recommended by MHEC. Be sure to include any program concentrations, tracks, or specializations? Are there community partners or support letters you can highlight? Briefly describe the need for the program. It is worth mentioning if the program is listed in the state plan’s appendices, include the alignment of the program with the universities mission, the problem the program will help solve, utilization of existing resources and anything particularly unique about the program. This is the time to make your case for the program.


Program Proposal Development Instructions for Step 4
Now that you have completed Templates 3 and met with Mini-COAD, we have the feedback to finalize our program proposal. Before making any changes and revisions to statements and templates, think about how any of those changes affect other sections of the proposal. For example, does adding or modifying a course to the proposed curriculum require hiring a new PT faculty member, which also affects the faculty chart and the budget as well as other possible statements in the proposal.
For this stage of the program proposal development process we need to incorporate all the information we collected into the MHEC A-P document and verify it is accurate and consistent. Have we answered all the questions of the MHEC A-P proposal and are all of our responses sound and compelling. 
Review the proposal templates and MHEC A-P for consistency. The proposal needs to be consistent throughout. One course not listed appropriately, a missing course description, or a course left off the faculty chart will delay the proposal’s review and consideration.
Work with your department chair and associate dean, to develop your proposal to Loyola governance. This link provides a PPT shell that might be helpful for you in developing your governance proposal. After completing the full PPT, we will modify the PPT for specific committees. 
Once the proposal is finalized, by the academic program development office, the proposal will be uploaded into Interfolio for the start of the Loyola governance process. This process includes the Loyola Board of Trustees. If the proposal is approved through the full Loyola governance, it will then be submitted to the Maryland Higher Education Commission.
Please provide any remaining edits using track changes that you believe should be made to the MHEC A-P proposal and submit the revisions back to the academic program development office for final review at least one week prior to your next meeting.











Stage 5 - Loyola Governance Review

Once your proposals templates and the MHEC A-P proposal document have been finalized, your proposal will be entered into Interfolio for governance review. 
Loyola has a thorough governance process that requires the review of several review bodies both internal to the school/college and university-wide. Depending on committee calendars, their workload, and any unforeseen items that may require their attention, the process can take several weeks. Please be prepared to present to these review bodies or to have another representative who is knowledgeable of the proposed program to available to present to the review committees 
Governance Review Process
Interfolio
You will complete a general information form regarding your proposal in Interfolio. Once complete the ADAPD will forward your proposal to start the Loyola Review process.
Budget
1. The associate provost will review the proposal to verify the budget’s accuracy. 
School/College Review
2. Your department chair will review the proposal
3. Any appropriate School/College body will review the proposal
4. Dean(s) will review the proposal 
University-wide Committees
5. COAD and UCC are parallel processes – each will review the proposal
6. ECG – will review and determine routing and calendar for Senate and Loyola Conference review
7. Senate and Loyola Conference are parallel processes. Both will review the proposal
Executive Leadership
8. Provost’s review
9. President’s review
10. Loyola University Maryland Board of Trustees review
Academic program proposals may be required to make modifications during the governance review process. Once all edits and Loyola approvals have been completed, the ADAPD will submit the proposal to the Maryland Higher Education Commission (MHEC) for review.
Please note after a program proposal has been submitted to MHEC, the program requirements cannot be altered until at least one year after the program is first offered for enrollment. 


Stage 6 - External Review of Proposed Academic Program


The Maryland Higher Education Commission (MHEC) regulates higher education in Maryland. MHEC requires review of many types of curricular changes proposed by colleges and universities that provide instruction in Maryland. New academic programs require MHEC review prior to a program being marketed or implemented by the institution.
Currently MHEC has different processes depending on whether the program is a undergraduate or graduate program. Undergraduate programs can be submitted directly to the Commission for review once they receive their institution’s approval. Typically, MHEC provides a decision on a new academic program within 70 days of submission. In some cases MHEC requires clarification to a proposal which may add additional time to their review process. 
Graduate programs must provide a Letter of Intent – A somewhat barebones MHEC A-P document providing a general idea of the program. MHEC must review and provide feedback to the institution submitting the letters of intent. Maryland statute requires this process for graduate programs and is intended to help alleviate situations where one institution is proposing a program that is unnecessary or unreasonably duplication of another institution’s graduate program. Institution’s submitted letters of intent should receive responses from MHEC within 30 days of their submission. Once Loyola has received feedback on the proposed graduate program from MHEC, we might be required to reach out to other institutions in the state to discuss our proposal to help facilitate any partnerships we can develop and alleviate any objections to the proposed program by a fellow institution. Once any required outreach has occurred we may submit our graduate program to MHEC for review. Once the full MHEC A-P graduate program proposal has been submitted, reviews timelines are the same as undergraduate programs as listed above.
Some types of proposals also require Middle States Commission on Higher Education (MSCHE) Review. In these cases, we would typically submit to MHEC first and then to MSCHE. Depending on the type of proposal, the information MSCHE requires and the time for review varies. Please be aware that a proposal that requires MSCHE review could add a few months to the review and authorization process.
The U.S. Department of Education (DE) requires programs to be submitted for their review to allow students to receive Title IV financial aid for enrollment the program. Typically, this does not require significant time, but occasionally changes at DE create a backlog for review that can cause a delay in the program receiving DE approval for offering financial aid.
The ADAPD will work with you and other academic offices to submit your internally approved new program proposals to the appropriate external review bodies.
New academic programs cannot be marketed or implemented until they receive MHEC and any MSCHE approvals. 



Stage 7 – Implementation of New Academic Program

Planning for implementation should be thoughtful and proactive. Proposers should expect (although it is not guaranteed) that a program proposal submitted to external review will be approved and begin planning for implementation.
Proposers should work with their department chair, associate dean, dean, and other institutional offices to make sure they will have a smooth and successful program launch.
Consideration should be made regarding marketing of the program (Remember programs cannot be marketed until they receive MHEC and any MSCHE recommendations.)
Think about new hires and work with your School/College and HR on timelines and process.
The ADAPD will provide notification of program authorization by external reviewers. Several support offices, such as the registration, financial aid, enrollment services, finance, marketing, advising, international students, athletics, etc. will be notified of the new program. You may want to follow up with these offices to see if there are any questions. 
Consider course scheduling, faculty loads, program advising as well as any materials, equipment, technology, or other resources that require purchasing should be coordinated.
Plans for program assessment should be thought through and provided to faculty.
If the program offers courses online, they will want to work with the Digital Teaching & Learning office.













Request for Enrollment Projections
New Academic Program Development
Associate deans are required to submit a request for enrollment projections for a proposed academic program to the Vice President for Enrollment Management following the initial meeting with the Assistant Director for Program Development.
Please complete this form in its entirety and submit it to the Vice President for Enrollment Management to initiate the enrollment projection request.
Proposed Program Information
	1. Proposed Program Title
 

	2. Degree to Be Awarded
 

	3. Program CIP Code
 

	4. Summary of Skills, Employment Opportunities, and/or Further Education the Program Prepares Students
  


	5. Examples of Other Programs That Model the Proposed Program
 
 

	6. Labor Market Statistics
 
  

	7. Unique Program Features (e.g., required field experiences, industry certifications, study abroad, accelerated format, culminating experiences with industry partners, niche specializations)
 
  

	

Associate Dean Signature
	 

Date





Appendix	
Program Proposal Process Overview
Program Idea
· Idea is conceived.
· Proposer considers the mission, need, curriculum, resources, and viability of the program idea.

Support for Developing the Program
· Proposer reaches out to the department chair
· Proposer reaches out to the dean with chair’s support, to request dean’s support for the program idea.
· If the chair and the dean support the program idea, it will be listed on the academic program development pipeline.
· Proposer reaches out to the academic program development office to formally develop program.

Program and Proposal Development
· Collaborate with ADAPD, chair, associate dean, Loyola offices, and other appropriate parties to gather supporting materials and develop proposal. This includes designing the curriculum, gathering student and industry demand data, comparing the proposed program to existing programs both internal and external to the university, creating an assessment framework, determining program resources and the budget required for the program, planning for implementation all while making sure the proposed program meets the university’s mission and strategic plan, and other institutional and state initiatives  
· Complete MHEC A-P form
· Complete presentation materials for Loyola governance

Loyola Governance Review
· Start with Chair, then College/School committees, then dean
· Present to university-wide committees 
· Final university support required of the Provost, President, and Board of Trustees

External Program Proposal Review
· Undergraduate program proposals submitted to MHEC.
· Graduate program proposals require an initial Letter of Intent to MHEC and the receipt of feedback from MHEC prior to submitting a program proposal.
· Respond to any MHEC feedback from undergraduate or graduate proposal.
· Wait for the proposed program to be circulated to the state’s colleges and universities for comment period.
· Wait for MHEC decision.
· Any additional external reviews (MSCHE, DE, or others)

Program Implementation
· Work with division, school, and university-wide offices to prepare program start. This consists of marketing, enrollment services, inclusion in academic catalogue and registration systems, office and classroom space, as well as other resources for a successful program start and ongoing program viability. 

Stages in the Program Proposal Process
Developing program proposals can be time consuming. By working collaboratively and by understanding and following the required processes, you will make developing the program proposal less burdensome and create a program that is successful and of value to students.

The best way to start academic program proposal development is to become familiar with the process. Understand, once you have a program idea, there are five phases that you must go through for a successful program proposal.
· Support for Developing the Program
· Program and Proposal Development
· Loyola Governance Review
· External Program Proposal Review
· Program Implementation

1. 
· Contact your department chair to discuss the proposal idea.
· If the chair supports the proposal idea contact your associate dean to discuss what information you should provide to the dean for the dean to make a determination of whether the program idea should move forward.
· After working to provide information for the dean and if the dean supports the idea, the proposal will be added to the program proposal pipeline calendar for development.
· Reach out to the program development office (ADAPD) for information about the next steps 

2. 
· Schedule a meeting with the ADAPD
· Complete Template 1. Prior to meeting with the ADAPD.
· Receive feedback from ADAPD on proposal through Template 1 
· Request any clarification on feedback and /or questions for Template 1

3.
· Complete and submit Template 2 to the ADAPD and any Template 1 revisions.
· Meet with the ADAPD 
· Receive feedback from ADAPD on proposal through Template 2
· Request any clarification on feedback and /or questions for Template 2

4. 
· Complete and submit Template 3 to the ADAPD and any revisions to previous templates.
· Meet with the ADAPD
· Receive feedback from ADAPD on proposal through Template 3 
· Request any clarification on feedback and /or questions for Template 4
· Meet with Mini-COAD 



5.
· Complete and submit Template 4 to the ADAPD and any revisions to previous templates.
· Meet with the ADAPD. 
· Receive feedback from ADAPD on proposal through Template 4. 
· Request any clarification on feedback and /or questions for the completed proposal.
· Final review of proposal before entering into Loyola governance.
 
6. 
· Work with the Academic Program Development Office to have your proposal entered into Interfolio for governance review.
· Review the Loyola governance process with your chair and associate dean. 
· Prepare for each step of the review process.
· The process starts with a review of the budget and then with the chair of your department. 
· New program proposals typically take about two months and then the proposal needs to go to Loyola’s board of trustees.
· Work with Academic Affairs Office, your chair, associate dean, and dean to prepare for the board of trustees meeting.

7.
· Prepare for the proposal to be submitted to MHEC by the Academic Program Development Office. Graduate program proposals require that a letter of intent be submitted to Commission prior to a formal proposal. Please work with the Academic Program Development Office to develop that submission.
· Graduate programs must wait until they receive feedback from MHEC before submitting their proposal. MHEC could require Loyola contact other colleges and universities in  Maryland prior to a proposal being submitted. Prepare for outreach and possible modifications to the proposal. 
· Proposals can only be submitted to MHEC at specific dates during the month, the Academic Program Development Office, may request assistance with any suggestions the board of trustees might recommend before submitting to MHEC
· MHEC may request clarification or adjustments to the proposal after submission.

8.
· An approved program will require significant assistance by you for implementation. Prior thoughtful planning will make for a smoother implementation of the program.
· Work with your department chair, associate dean, and dean as well as university offices, such as enrollment, marketing, registration, financial aid, international students, human resources, the Library, technology services, etc. to make sure your new program is supported and implemented appropriately.






Templates 2 Resources
MHEC
Maryland State Plan for Higher Education 
Need and Demand

Maryland Higher Education Commission (MHEC) 
Throughout the academic program proposal development process, you will need to address the Maryland Higher Education Commission’s (MHEC) requirements for submitting a program proposal. MHEC requires programs to align to the Maryland State Plan for Higher Education
Maryland State Plan for Higher Education 
The Maryland Higher Education Commission (MHEC) is tasked with developing and periodically updating the State Plan for Higher Education. The Maryland State Plan for Higher Education serves as the master policy agenda to guide the state’s postsecondary institutions, coordinate workforce needs, and inform budget recommendations. Proposals for new programs are required to align to the Maryland State Plan for Higher Education. Additionally, MHEC has recently created appendices to the state plan that provide data regarding workforce need in Maryland as well as the need for particular types of programs in the state. 

Program Need and Demand
Academic program proposals are required to demonstrate both a need for a program and a demand for a program. Need is typically demonstrated through a societal need, a workforce need, and a gap in Loyola’s program offerings for meeting the need. Demand for a program expresses whether students are interested in enrolling in the program. A well designed program proposal will clearly provide evidence of both a need and a demand for the program.  
The template below will allow you to provide general information for need and demand as well as ask you to specifically indicate how the program meets the need and demand in Maryland and how the proposed program aligns with the Maryland State Plan for Higher Education.

Typically, program proposals provide a general narrative for the demand and need for the program followed by an explanation of two or three ways the proposal aligns to the state plan.  
Please provide your responses to the questions below and submit to the program development office at least one week prior to your scheduled meeting:






Template 2 Resources
Program Learning Outcomes, Required Curriculum Components, 
& Developing Curriculum

Program Learning Outcomes and Curriculum Building
Now that we have discussed the general idea of the program and how it aligns with Loyola’s mission and strategic plan, as well as aligning to the occupations or further educational opportunities the proposed program prepares graduates, please begin thinking about what skills students will need to be successful in their employment opportunities, community service, or further educational goals. 
Program Learning Outcomes
All undergraduate program outcomes need to align to the university’s Undergraduate Learning Aims.
All graduate program outcomes need to align to the university’s Graduate Learning Goals.
Think about the skills you believe students should have upon graduation that are appropriate in rigor and breadth of the program. Typically, programs at Loyola have between 3-5 program learning outcomes with exceptions for program accreditation. The Assessment of Student Learning website provides important resources for developing your learning outcomes. You may also find the Program Learning Outcomes - Guiding Questions helpful.
After determining the program outcomes and their alignment to the Undergraduate Learning Aims or Graduate Learning Goals, begin to develop your curriculum. 
Parts of a Program
An academic “Program” is defined in Maryland as a structured and coherent course of study with clearly defined learning objectives and intended student learning outcomes, requiring the completion of a specified number of credit hours from among a prescribed group of courses, leading to the award of a certificate or degree. 
Undergraduate Programs
A program is composed of a few parts, courses that make up and support the major, the Loyola’s Core curriculum, and free electives. Undergraduate programs that lead to a degree are required to have at least 120 credits. Additionally, Loyola requires a minimum of 38 courses, each of at least 3+ credits for an undergraduate program. See Loyola catalogue.
In Maryland, an undergraduate major must have at least 30 credits with at least half earned in in upper-division credit courses (300/400 level).   
Loyola’s undergraduate Core is made up of at least 45 credits, and students must complete at least two diversity-justice courses within their program of study. (Include Link)
Undergraduate programs at Loyola often have several courses of free elective. 


A major is a part of a program and consists of a coherent sequential, and integrated program of study-in-depth which is intended to provide:
· A body of knowledge
· Methods of study; and
· Practice appropriate to a subject area 
Undergraduate programs should work with the Advising Office to create a program worksheet. Proposers may also want to discuss a programs sequence with the advising office. Curriculums should be thoughtfully designed, with courses scaffolded to enhance student learning.
Graduate Programs
Graduate programs consist of awards leading to a degree or a certificate
Loyola is authorized at the graduate level to offer post-baccalaureate certificates (PBC), masters degrees, post-master’s certificate (PMC), certificate of advanced study (CAS), and doctoral awards
Credit requirements by types of graduate program: 
· PBC – 12+ credits* 
· Master’s level – minimum of 30 graduate credits
· PMC – at least 12 credits beyond the mater’s degree
· CAS – at least 30 credits beyond a master’s degree
· PHD – at least 2 years of study beyond the master’s degree level including completion of a thesis or dissertation

Similar to undergraduate programs, graduate programs need to be structured and have a coherent course of study. Curriculums should be thoughtfully designed, with courses scaffolded to enhance student learning. A list of required courses and a suggested or required course sequence must be included in the proposal.
Developing the Curriculum:
When developing your curriculum, design your courses so they are focused on meeting your program learning outcomes. What knowledge and skills are required before a student is ready to enter a course, should there be prerequisites or corequisites to the course? Will there be a capstone course? Are there field placement opportunities, will international travel be required or encouraged? How will honors programs be included? Can the courses be supported by current faculty? Will new faculty need to be hired, Is their classroom and lab space 
Now that we have discussed the general idea of the program and how it aligns with Loyola’s mission and strategic plan, as well as the occupations or further educational opportunities the proposed program prepares graduates, we need to start factoring support for this particular program proposal. What is it about this proposed program that makes it a priority for the university. Provide your rationale for the proposed program. 

