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This is the template necessary to initiate new academic programs.  
Colored comments are from the Office of the Provost.  Please contact Robin Parker at rparkera@gmu.edu or 3-6220 for assistance in developing proposals. 

Proposals for new degree programs must be submitted to the State Council of Higher Education for Virginia at least nine months in advance of their implementation. 

Some general guidelines:

· If you use this format and write inside this template, you can automatically create and update the table of contents.

· The body of the document should be approximately 20-28 pages. If you want to include additional documentation such as syllabi, do so in appendices.

· The order of the appendices should follow the text references.  There is no longer a standard order for the appendix. 

· Although almost all new proposals will be national, if not global, in their applicability, your proposal will be stronger to the extent that you provide evidence that this program is good for Virginia.

Description of the Proposed Program

Overview

**This is no longer to be written as an executive summary.
This section is intended to offer a brief description of the purpose of the program.  
Please indicate the nature of the program. Will this be a new degree or a certificate program?  
The Overview should answer the following questions:
What school and department?

When it will be implemented?

What is the program’s purpose or objective?

What kind of students will be interested in this program?

Why is this program important? What is going on in the field?

How does this program relate to the University’s mission?

This section also provides an opportunity to include background information on the program, the University, and the field itself.  If relevant, please discuss the development of the department as it relates to this prospective program. For example, are there any existing degrees that led to the initiation of this particular degree?  Was there an overwhelming student response to a particular concentration?  Most importantly, please offer a few details regarding what is going on in this field or area that has created the need for this particular degree.  It would be wise to include 2 or 3 specific examples.  (You will want to present these as ideas, but do not disclose in full detail.  The full explanation should be offered in the justification. ) 
Curriculum
How many credit hours are required for the proposed degree? Note: Strong educational justification must be provided for requiring more than 60 credits for an A.A., A.S., or A.A&S. degree; 65 credits for an A.A.S. degree; or 120 credits for a baccalaureate degree.  Institutions should include the curriculum, detailing the required number of credit hours in core/foundation courses, research, seminar, clinical, internship/experiential work, electives, and dissertation hours (if applicable).

This is a good way to begin—
The BS in Test Program comprises 120 credits distributed among the following categories of courses: (1) general education courses (40 credits); (2) core courses (15 credits); (3) major requirements (42 credits); and (4) electives.

General Education Courses (40 credits)

Core Courses (15 credits)

Descriptions for core courses and new courses should be provided in the appendix.  Catalog copy can be used for this. ** (Please indicate new courses with an asterisk or bold print)  

In addition, sample full-time and part-time schedules should be provided in the appendix.  Demonstrate any scheduling alternatives—i.e if the proposed program is admitting both post-BA and post-MA students you should have four samples that demonstrate the scheduling differences.  (i.e. post-BA full-time and part-time schedules; post-MA full-time and part-time schedules)

SCHEV has expressed concern that doctoral proposals include courses positioned at an appropriate level. Proposals for Ph.D. programs that include an excessive number of 500- or 600-level courses after the master’s degree is earned are unlikely to be approved by SCHEV.

Please create a paragraph that explains how the proposed program complies with SACS standard 3.6.2: The institution structures its graduate curricula (1) to include knowledge of the literature of the discipline and (2) to ensure ongoing student engagement in research and/or appropriate professional practice and training experiences. You may use the following chart to map relevant courses to the curricular issues of concern.

	Course
	Knowledge of the Literature
	Research
	Professional Practice

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 1. Courses that Address SACS Comprehensive Standard 3.6

Admission Requirements

This should include all that is necessary to be admitted into the program (applications, transcripts, TOEFL scores, writing samples, GPAs, recommendations, etc.). NOTE: Master’s and doctoral program proposals should include at least a minimum GRE score (or other national admissions test) as a requirement for admission or provide a rationale for not requiring the exam. PhD programs that do not require the GRE will not be eligible for the Presidential Scholar’s Award.

Faculty

Provide a brief description of the faculty, including the number of full-time faculty who will be committed to the program. Put abbreviated CV’s for the committed faculty (3- or 4-line description of education, faculty rank, area of expertise) in the appendix. See Appendix A for examples.

This section also provides the opportunity to offer details about relevant faculty or departmental accomplishments.  (Research? Grants?) 

The following paragraph is a suggestion on how to begin this section. It should always include a statement that offers how many faculty members are committed to the program.  
The proposed BS in Test Program will use 12 full-time faculty from the College of Test.  These faculty have the scholarly expertise to teach the range of courses in the proposed curriculum… Appendix ___ provides a brief biography of faculty committed to the program. 

Assessment
What learning outcomes (knowledge and skills) are graduates expected to demonstrate? When and how does the institution plan to assess student learning? How does the assessment plan fit into the institution’s overall program review? 

The examples should be appropriate to the level of education they have received and should be relatable to the prospective job options.  
This section should include at least 4 paragraphs:

Learning outcomes. Present as two sets of bullets:

Graduates of the proposed program will know:

Graduates of the proposed program will be able to:

(These skills should be as specific as possible.  What specific skills will your graduates possess?  These bullets should begin with verbs… “Create innovative design solutions” …)

This section should also include a description of how we will assess learning within the academic units.  Discuss faculty, program, student evaluations…whatever is used within the school to assess the learning outcomes of a particular program.
In addition, if the degree program will be subject to any outside accreditation bodies please include a paragraph that provides the name of the accrediting bodies along with the expected timeline for reviews.

Most proposals include the following perfunctory statement.  Feel free to use a modified version of the paragraph below:

The proposed program will be reviewed on the seven-year cycle typical of programs within the [college name]. Program review takes place under the guidance of the Office of Institutional Assessment and requires four semesters to complete. The outcomes of the process are a series of deliverables—a self-assessment report and academic plan written by program faculty and a report by a review team external to the program—and changes made to enhance the program. The [department name] is scheduled for review of its programs beginning in the [term and year]. The proposed [program name] will also be included in the university’s 2011 reaffirmation of accreditation. Finally, the Board of Visitors will conduct its initial review of the program in [four years from program implementation date].

Benchmarks of Success

What are the benchmarks by which the program will be deemed successful, when will they be applied, and what will the institution do if the program does not meet the benchmarks?  These benchmarks may include job placement or acceptance rates into graduate studies, and satisfaction of employers and graduates with the program.

Provide a set of explicit benchmarks, listed as bullets and including a measurement that is a bit of a stretch, but one that you believe you have some capacity to make. 

The proposed program has established the following benchmarks of success: 
· 80% of full-time students will complete the program in two years or less.
· 75% of graduates will have earned jobs within the field or received promotions in their current job within three years.

· 30% of graduates will be published in _____years or less. 

· 70% of graduates will report program satisfaction…
Expansion of an Existing Program

Is this program an expansion of an existing certificate, option, concentration, track, minor, or major? If so, what courses or faculty will be added? Will approval of the program result in closure of the existing certificate, option, concentration, track, minor, or major?

Spin-off Proposal

The new program must contain 75% of the old program to be considered a spin-off.  All spin-off proposals must include the current curriculum (major course requirements only) of the existing degree program. Prepare a table comparing the curriculum in the source program with the curriculum in the spin-off program.

Collaborative or Standalone Program

If this is a collaborative program with another institution of higher education or with business and industry, what is the extent of the collaboration? Describe resources available from each partner and how those resources will be allocated to support the program. Also describe how the program will be administered and which institution(s) will award the degree.

Example: 
This is a standalone program. No other organization was involved in its development, and no other organization will collaborate in its operation.
Dual or Joint Degree

Is this program being combined or offered with another program?  Please include specifics on the collaboration.  Is it being merged with a program within the institution or is the program external?  Is it an existing program or is it being developed for this specific purpose?  






Distance Education

Are there any plans to offer courses through distance?  If so, please list the courses which are being considered.
Location
Please include any courses that can be offered at another location. Please include details on the location. 
Justification for the Proposed Program

Response to Current Needs

Provide background information for program development (what is occurring in the field that warrants the program) and evidence that the Commonwealth needs this program or will need it in the future (visionary) to address emerging disciplines, etc. How was future need determined? Provide complete citations for all referenced information. Include in-text citations for all quoted information.  Please provide recent references.
This should be a monograph of approximately two pages with citations explaining why this program is important to the Commonwealth. (It may be important nationally or globally as well, but our primary objective is to show that Virginia needs this program.) What kinds of problems does the proposed program study that have applications for Virginia? 

This is not an explanation of why the program is important to the department or university. (You may include that in the Overview, if you choose.) It is also not a justification based on the employer demand for the program, which will be presented in a subsequent section.  Instead, take this as an opportunity to discuss the need for this program and its graduates on a broad scale. What is happening in Virginia (the country, or even the globe) that necessitates individuals with these particular skills?
Employment Demand 

Provide evidence of employer demand for graduates, including current and future need for such graduates. Evidence of demand should include:
· Labor market information appropriate to the scope of the program (i.e., if the program is national in scope, provide national labor market data; if regional, then regional market data; if local, then local data). Employment advertisements must reflect information obtained within six months of submitting the proposal to SCHEV.  
SCHEV expects a PDF file of downloaded job announcements that show the URL and date. Job announcements must show that a degree (at the appropriate level) is required or preferred. See Appendix B for example. Print announcements from the Web; do not incorporate them in your document. The Office of the Provost will create the PDF.
· Statistics from the U.S. Department of Labor or Bureau of Labor Statistics, the Virginia Employment Commission, and/or position announcements from professional journals or other sources of information about jobs. Provide full citations (use in-text citations for reference list) for sources of information. APA style is acceptable. For Bureau of Labor Statistics data, go to http://www.bls.gov. (The Occupational Outlook Handbook is particularly helpful.) For Virginia Employment Commission data, go to the Virginia Workforce Connection, http://www.vaworkconnect.com/ . SCHEV expects to see data and discussion about employment trends in Virginia and in the nation as a whole.
· Management analyst. Employment of management analysts is expected to grow 22 percent over the 2006-16 decade, much faster than the average for all occupations, as industry and government increasingly rely on outside expertise to improve the performance of their organizations. Job growth is projected in very large consulting firms with international expertise and in smaller consulting firms that specialize in specific areas, such as biotechnology, health care, information technology, human resources, engineering, and marketing.

	Code
	Occupational Title
	2006 Estimated Employment
	2016 Projected Employment
	Total 2006-2016 Employment Change
	Annual Avg. Percent Change
	Total Percent Change

	131111 
	Management Analysts
	47,964 
	63,977 
	16,013 
	2.9 
	33.4

	000000 
	Total, All Occupations
	4,012,887 
	4,635,775 
	622,888 
	1.5 
	15.5


Table. Employment Projections for Virginia, 2006 - 2016

· If applicable, letters of support from prospective employers that include a statement of need for these graduates and potential employment opportunity. Letters must be signed and on letterhead. 
Student Demand

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

· A descriptive narrative/full report of student survey results. Provide a copy of any surveys administered. See Appendix C for an example of a survey instrument. You will need to describe in the body of the proposal how you developed the survey population. Summarize the results of the survey in the body of the proposal and provide a copy of the survey results as an appendix.
· Letters and/or e-mails of support from prospective students that include a statement of need for the program and indicate possible enrollment in the program. Letters must be signed.
· A summary, with citations, of any other sources that document student demand.

_____________________________________________________________________________

State Council of Higher Education for Virginia

Summary of Projected Enrollments in Proposed Program

Projected enrollment:

	Year 1
	Year 2
	Year 3
	Year 4
Target Year

(2-year institutions)
	Year 5

Target Year
(4-year institutions)

	2010 - 2011

	2011 - 2012
	2012 - 2013
	2013- 2014
	2014 - 2015

	HDCT


	FTES


	HDCT


	FTES


	HDCT


	FTES


	HDCT


	FTES


	GRAD

--
	HDCT


	FTES


	GRAD




This table projects the estimated headcount and FTE (full-time equivalent) for the proposed program.  The projections are done by the Provost’s Office. Please contact Lee Krinzman (lkrinzma@gmu.edu) for assistance.
Duplication

This section requires that you provide evidence that the proposed program is not unnecessarily duplicative of programs within the region. You will need to research what Virginia public institutions are offering similar programs, examine their curriculum, and then describe how the proposed program is similar to and different from the other programs in this discipline. Each program must be discussed individually. 
Your discussion should also include the average number of students enrolled (headcount), and the average number of graduates over the past five years. Please feel free to utilize the table below or to construct one of your own. 
To gather this information: SCHEV's Research & Statistics site – http://research.schev.edu/default.asp.  This site will give you access to the report categories I have listed below:

Under Inventories and Profiles category 

        "Degree Inventory":  You can select one institution from list boxes or you can select by broad or specific program area to view the list of programs by degree level being offered at Virginia's higher education institutions. http://research.schev.edu/DegreeInventory/default.asp
Admissions & Enrollment category 

         "Fall Headcount Enrollment by Race/Ethnicity, Gender and Program Detail - E16":  Select institution, fall year, gender, program level and specific program to get enrollment by program detail. Note: At this time only includes 1st major on this report.  http://research.schev.edu/enrollment/E16_Report.asp
Degrees Awarded 

        "Completion, Program Detail C1.2":  Displays completion data by program detail by institution, year, gender, and degrees or awards.  http://research.schev.edu/Completions/C1Level2_Report.asp
Five-year enrollments and graduation totals are presented below.
Table 5. Completions in Comparable Programs in the Commonwealth

	Enrollments:
	Fall 2004
	Fall 2005
	Fall 2006
	Fall 2007
	Fall 2008

	Virginia Tech
	39
	47
	53
	40
	53

	Christopher Newport University
	34
	28
	34
	29
	27

	Virginia Commonwealth University
	25
	32
	36
	56
	56

	Graduates:
	Fall 2004
	Fall 2005
	Fall 2006
	Fall 2007
	Fall 2008

	Virginia Tech
	39
	47
	53
	40
	53

	Christopher Newport University
	34
	28
	34
	29
	27

	Virginia Commonwealth University
	25
	32
	36
	56
	56


Projected Resource Needs 

In a narrative, describe the available and additional program resources anticipated in the following categories, explaining the need to operate the program:  
This is not a mechanism for requesting additional resources; you do that through the regular budget process. Provide a description of the resources that the department or college (or some partner) will provide for the proposed program. 

Robin Parker will develop the text for the subsections below, based on the enrollments projected for the program. Robin will also develop the charts identified as Part B, Part C and Part D.

Full-time Faculty

Part-time Faculty from Other Academic Units

Adjunct Faculty

Graduate Assistants

Classified Positions

Targeted Financial Aid

Equipment

Library 

Telecommunications

Space

Other Resources

______________________________________________________________________________

Projected Resource Needs for Proposed Program

Part A:  Answer the following questions about general budget information.
	· Has or will the institution submit an addendum budget request to cover one-time costs?
	Yes
	
	No
	x

	· Has or will the institution submit an addendum budget request to cover operating costs?
	Yes
	
	No
	x

	· Will there be any operating budget requests for this program that would exceed normal operating budget guidelines (for example, unusual faculty mix, faculty salaries, or resources)?
	Yes
	
	No
	x

	· Will each type of space for the proposed program be within projected guidelines?

	Yes
	x
	No
	

	· Will a capital outlay request in support of this program be forthcoming?
	Yes
	
	No
	x


	Part B: Fill in the number of FTE positions needed for the program

	
	
	
	
	

	 
	Program Initiation Year
	Expected by                               Target Enrollment Year

	 
	2009 - 2010
	2013 - 2014

	 
	On-going and reallocated
	Added                      (New)
	Added                      (New)**
	Total FTE positions

	Full-time faculty*
	1.00
	0.00
	0.50
	1.50

	Part-time faculty (faculty FTE split with other unit(s))
	0.25
	0.00
	 
	0.25

	Adjunct faculty
	0.00
	0.00
	0.00
	0.00

	Graduate assistants
	0.00
	0.00
	0.00
	0.00

	Classified positions
	0.25
	0.00
	0.00
	0.25

	TOTAL
	1.50
	0.00
	0.50
	2.00

	* Faculty dedicated to the program
	
	
	
	

	** Added after initiation year
	
	
	
	


	Part C: Estimated resources to initiate and operate the program

	
	
	
	
	

	 
	Program Initiation Year
	Expected by                               Target Enrollment Year

	 
	2009 - 2010
	2013- 2014

	Full-time faculty
	1.00
	0.00
	0.50
	1.50

	   salaries
	$90,000
	$0
	$45,000
	$135,000

	   fringe benefits
	$27,621
	$0
	$13,811
	$41,432

	Part-time faculty (faculty FTE split with unit(s))
	0.25
	0.00
	0.00
	0.25

	   salaries
	$22,500
	$0
	$0
	$22,500

	   fringe benefits
	$6,905
	$0
	$0
	$6,905

	Adjunct faculty
	0.00
	0.00
	0.00
	0.00

	   salaries
	$0
	$0
	$0
	$0

	   fringe benefits
	$0
	$0
	$0
	$0

	Graduate assistants
	0.00
	0.00
	0.00
	0.00

	   salaries
	$0
	$0
	$0
	$0

	   fringe benefits
	$0
	$0
	$0
	$0

	Classified Positions
	0.25
	0.00
	0.00
	0.25

	   salaries
	$7,500
	$0
	$0
	$7,500

	   fringe benefits
	$3,158
	$0
	$0
	$3,158

	
	
	
	
	 

	Personnel cost

	   salaries
	$120,000
	$0
	$45,000
	$165,000

	   fringe benefits
	$37,685
	$0
	$13,811
	$51,495

	   Total personnel cost
	$157,685
	$0
	$58,811
	$216,495

	Equipment
	$0
	$0
	$0
	$0

	Library
	$3,000
	$0
	$0
	$3,000

	Telecommunication costs
	$0
	$0
	$0
	$0

	Other costs (specify)
	$0
	$0
	$0
	$0

	TOTAL                     
	$160,685
	$0
	$58,811
	$219,495


Part D:  Certification Statement(s)
The institution will require additional state funding to initiate and sustain this program.

	
	Yes
	

	
	
	Signature of Chief Academic Officer

	x
	No
	

	
	
	Signature of Chief Academic Officer


If “no,” please complete Items 1, 2, and 3 below.
1.  Estimated $$ and funding source to initiate and operate the program.    

	Funding Source
	Program initiation year

20__- 20__
	Target enrollment year

20__ - 20__

	Reallocation within the department or school (Note below the impact this will have within the school or department.)
	
	

	Reallocation within the institution (Note below the impact this will have within the school or department.)
	
	

	Other funding sources

(Please specify and note if these are currently available or anticipated.)
	
	


2.  Statement of Impact/Other Funding Sources.

3.  Secondary Certification.

If resources are reallocated from another unit to support this proposal, the institution will not subsequently request additional state funding to restore those resources for their original purpose.

	x
	Agree
	

	
	
	Signature of Chief Academic Officer

	
	Disagree
	

	
	
	Signature of Chief Academic Officer


Appendices
Appendices should be page-numbered A-1, A-2,…, B-1, B-2, etc.

Appendix A – Sample “Abbreviated CV’s” for Faculty
Clayton Austin, MFA, 1986, Yale School of Drama, Assistant Professor, Chair, 


Department of Theater, Set Design and Technical Theater

Julie Christensen, PhD, 1978, University of California, Berkeley, Associate Professor, 
Russian, Modern & Classical Languages, Russian Film

Mark Cooley, MFA, 1998, East Carolina University, Assistant Professor, Art and Visual 
Technology, Internet Multimedia Art
Lynn Constantine, MPhil, 1977, Yale University, Term Assistant Professor, Associate

Chair, Art and Visual Technology, Visual Culture, Critical Theory and Performance
Edgar Endress, MFA, 2001, Syracuse University, Assistant Professor, Art and Visual 


Technology, Digital Video Arts

Appendix B – Sample Job Announcement with URL and Date 
[image: image1.emf]
Appendix C – Sample Survey Instrument
George Mason University is developing a [name of degree program] for implementation in [initial term]. [Brief description of program]. As a result of successfully completing this program, students should be able to: [bulleted list of learning outcomes]

We have prepared the survey below to gauge interest in the program. Your answers to the following questions will be used in summary form only. No personally-identifiable information will be released. Please feel free to contact us at [e-mail address] if you would like more information about the proposed program.

Thank you.

	1. Would you be interested in enrolling in a program like this? (If no, then skip to question 3.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. If yes, would you prefer to attend the program on a full-time or part-time basis?
	 FORMCHECKBOX 
 Full-time
	 FORMCHECKBOX 
 Part-time

	
	 FORMCHECKBOX 
 Not sure
	

	3. Have you ever applied to an institution offering a similar program? If so, which program, at which school?


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	4. Are you currently attending George Mason University? If so, in what program:


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	5. FOR STUDENTS CURRENTLY IN MASON PROGRAMS AT THE SAME LEVEL: If this program had been available when you initially applied to Mason, would you have applied for admission to it?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	6. FOR STUDENTS WHO LEFT MASON TO PURSUE EDUCATION ELSEWHERE: If this program had been available when you completed your current program, would you have applied for admission?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	7. FOR STUDENTS WHO LEFT MASON BUT HAVE NOT PURSUED FURTHER EDUCATION: If this program had been available when you completed your current program, would you have applied for admission?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	8. In which state do you currently live?
	 FORMCHECKBOX 
 Virginia
	 FORMCHECKBOX 
 Maryland

	
	 FORMCHECKBOX 
 DC
	 FORMCHECKBOX 
 Other

	9. Do you plan to live in this state for the next three or four years?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	10. Are you currently employed? (If no, then skip to 14.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	11. If you are employed, please identify the state in which you work.
	 FORMCHECKBOX 
 Virginia
	 FORMCHECKBOX 
 Maryland

	
	 FORMCHECKBOX 
 DC
	 FORMCHECKBOX 
 Other

	12. If you are employed, are you employed full-time or part-time?
	 FORMCHECKBOX 
 Full-time
	 FORMCHECKBOX 
 Part-time

	13. If you are employed, would the proposed program help you in your work?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	14. Please feel free to provide additional comments about the program.

	

	

	

	

	


� Bureau of Labor Statistics, U.S. Department of Labor, Occupational Outlook Handbook, 2008-09 Edition, Management Analysts, on the Internet at http://www.bls.gov/oco/ocos019.htm (visited May 18, 2009).


� 


� State Council of Higher Education for Virginia, Completions Summary, on the Internet, at � HYPERLINK "http://research.schev.edu/Completions/C1Level2_Report.asp" ��http://research.schev.edu/Completions/C1Level2_Report.asp� (visited May 6, 2009).
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