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Form 20 (November 2003)
ICCB Form 20

Illinois Community College Board
APPLICATION FOR PERMANENT APPROVAL
OF AN OCCUPATIONAL CURRICULUM
Submit THREE Complete Copies
COLLEGE NAME___________________________5-DIGIT COLLEGE NUMBER_________
CONTACT PERSON_______________________________________________________________
PHONE_______________________________     FAX___________________________________
EMAIL_____________________________________
CURRICULUM INFORMATION
A AS:
TITLE
 CREDIT HOURS
 CIP CODE_____________
CERTIFICATE:
TITLE
 CREDIT HOURS
 CIP CODE_____________
CERTIFICATE:
TITLE_________________________________
CREDIT HOURS ______
CIP CODE____________
PROPOSED CLASSIFICATION: 
District  
Regional   
Statewide
PROPOSED IMPLEMENTATION DATE:____________________
SUBMISSION INCLUDES:
_____  Part A: Feasibility Analysis

     _____  Part B: Curriculum Quality and Cost Analysis.   Also, complete the following  when submitting Part B:
This curriculum was approved by the college Board of Trustees on:

Date
State approval is hereby requested:

Required-   Chief Administrative Officer Signature
Date
ICCB USE ONLY:
ICCB APPROVAL DATE: AAS  
   7-29 cr hrs Cert.
   30+Cert._______________
IBHE APPROVAL DATE for AAS  
_______
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APPLICATION FOR PERMANENT APPROVAL OF AN OCCUPATIONAL CURRICULUM
INSTRUCTIONS
Application Components: The curriculum approval application is designed to be submitted as two separate parts, Part A: Feasibility Analysis and Part B: Curriculum Quality and Cost Analysis.
Part A: Feasibility Analysis. This section is designed to verify that the program is feasible from a labor market standpoint and solicits conclusive or convincing evidence of labor market need. Colleges are advised to submit this section in advance to indicate feasibility and obtain comments from the state curriculum review team prior to program development and submission of Part B: Curriculum Quality and Cost Analysis.
Part B: Curriculum Quality and Cost Analysis. This section is intended to solicit information from the college that documents quality in response to identified needs and that it is a cost-effective program with commensurate financial support. Form B should be submitted in a timely fashion following submittal of Part A: Feasibility Analysis to ensure the timeliness and applicability of the labor market need documentation.
Community colleges may submit both Parts A and B together as a package.
Approval of Related AAS Degree and Certificate Curricula. When applying for approval of closely related AAS degree and certificate programs, the college should submit a single application that reflects all programs. (For example, a hospitality management AAS and certificate would use a single application.) In the application, ensure that information is tailored as needed to each curriculum, as the rationale and supporting information may vary for each program. For Chart B: Enrollment, provide separate completion figures for each program. For Chart C: Curriculum, submit a separate chart for each program.
Application Submission. Submit three complete copies of the application.
For More Information. Community colleges are encouraged to contact ICCB staff with questions on the application process. Pertinent information is also contained in the Administrative Rules of the Illinois Community College Board.
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OCCUPATIONAL CURRICULUM APPROVAL APPLICATION PART A: FEASIBILITY ANALYSIS
1.
CURRICULUM DESCRIPTION. Provide a one-page description addressing:
a.
the program's purpose
b.
the type of jobs for which it would train graduates (e.g., job titles, occupations, clusters
of occupations, cross-functional positions, emerging occupations)
c.
the target population; e.g., current employees and/or persons desiring career entry
d.
unique or noteworthy features of the program
e.
relationship of the program to existing curricula at the college (e.g., how the program
complements or shares resources with existing programs)
2.
LABOR MARKET NEED.   Document labor market need for the proposed curriculum.
Consult ICCB's "Labor Market Need Analysis: Ten Easy Steps to Conduct a Basic Analysis
for Program Approval" (Appendix B of the Program Manual).
a.
Supply-Demand Data. Attach information on program completers versus projected job
openings for your district. For comparison purposes you may want to include statewide
data. Regional proposals should include data reflective of all districts to be served.
b.
Alternate Documentation. If supply-demand data is not supportive, not applicable (such
as with some new and emerging occupations), or not available (such as for your district)
provide alternate documentation of labor market need. This might include career
information, such as occupational growth rates, wage information, or a job outlook
summary.  This might also include data from employers assessing current openings in
your area or their need to retrain employees.
c.
Need Summary. Summarize the key findings on Chart A: Labor Market Need.
d.
Planning and Collaboration.   Describe how the proposed curriculum fits into the
college's overall plans and goals to meet occupational education/workforce preparation
needs within the district/region.   Address how the program meets priority needs, and
describe steps taken to plan and deliver the curriculum in collaboration with others, such
as the education-to-careers partnership, the Tech Prep consortium, the regional community
college/university consortium, or other local/regional initiatives and partners.
e.
Regional Programs.  If the college is seeking "regional" designation for the proposed
program, describe how the college will ensure the region is adequately served by the
program; e.g., via cooperative arrangements or telecommunications.
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3.      ENROLLMENT DATA. Project enrollments and completions on Chart B: Enrollment.
CHART A: LABOR MARKET NEED.   Summarize key findings from labor market  data (including alternate data if appropriate) to document need for the proposed program.
Employment Projections:
SOC Job Titles & Codes (and other
Annual District
Annual Program
job titles if alternate data also submitted)
Openings *                     Completers   **
(indicate from which surrounding districts)

__________________________________
______________
______________

__________________________________
______________
______________


__________________________________
______________
______________

__________________________________
______________
______________

Note: Data summarized in Chart A should directly correspond to data appended for 2a and 2b.
*   SOC ( Standard Occupational Classification) Job titles/codes & AAJO (Average Annual Job Openings) by Community College district can be found through the IDES (Illinois Dept. of Employment Security) website at www.il.workinfo.com.
** Program completer data can be used from the most current ICCB Data and Characteristics Report or completer data provided by the college.
CHART B: ENROLLMENT:  Project enrollments and completions:

,              First Year                       Second Year                     Third Year
Full-Time Enrollments:






Part-Time Enrollments:






Completions:*






*If more than one program is presented in this application; e.g., related degree and certificate programs, provide separate completion projections for each program, adding lines to the chart as needed.
Program Manual
Page 22
March 2004
OCCUPATIONAL CURRICULUM APPROVAL APPLICATION PART B: CURRICULUM QUALITY AND COST ANALYSIS
1. OCCUPATIONAL CURRICULUM APPROVAL APPLICATION COVER SHEET. If Part A: Feasibility Analysis was submitted previously and Part B: Curriculum Quality and Cost Analysis is a separate submission:
a.
Cover Sheet. Attach a copy of the cover sheet from the original submission that includes the
local college board of trustees approval date and the chief administrative officer's signature.
b.
Part A Revisions. Verify if the information submitted previously on Part A is still accurate and
pertinent. If any revisions are needed, please submit.
2.   CURRICULUM INFORMATION. Provide the following information on the program:
a.
Curriculum. Complete Chart C: Curriculum to present the proposed curriculum.
b.
Articulation. Specify how the program is structured or articulated to provide a career ladder
for students. Include information on articulation with secondary schools, articulation between
certificate and AAS degrees, and articulation with baccalaureate instruction.
c.
Course Syllabi. Append course syllabi for new courses or any existing courses that are being
modified significantly for the proposed curriculum.
d.
Work-Based Learning.   Append a list of work-based learning sites to be used; e.g., for
internship, career exploration, job shadowing, clinical practicum, or apprenticeship coursework.
e.
Equipment.  List equipment to be purchased, shared, or leased to implement the curriculum.
3. EDUCATION AND SKILL REQUIREMENTS. Describe how the college ensures that the proposed curriculum will provide needed education and skills for the occupation and will meet program objectives by addressing the following:
a.
Employer Input. Append employer advisory committee meeting minutes and other pertinent
documents to reflect the private sector input obtained in the development of the proposed
curriculum.
b.
Skill Level.    Describe how the program incorporates the appropriate level of academic,
technical, and workplace skills, including SCANS skills (Secretary's Commission on Achieving
Necessary Skills), Work Keys and state and/or national skill standards, if available.
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c.
Skills Standards/Credentialing/Licensure for Students.    Regarding the students, please
specify:
•
What skill standards have been set in this occupation or what professional credentialing
(licensure, certification, registration, etc..) is available to students and through what
agency/entity? Is it optional or required; i.e., is licensure or certification required or optional
for job entry?  What steps has the college completed to ensure that students will earn the
skills required to obtain the necessary licensure or certification?
d.
Skills Standards/Accreditation for Programs.   Regarding the proposed program, please
specify:
*
What external approval or accreditation can be obtained for this program and through what
agency/entity? Is it optional or required; i.e., is program approval/accreditation by a
regulatory agency or industry-related entity required prior to enrolling students or graduates
earning their licensure/certification? What steps has the college completed to obtain that
approval/accreditation?
4.   ASSESSMENT OF STUDENT LEARNING. Describe how the college plans to ensure the following:
a.
Student Learning Objectives. Describe or list the learning objectives/outcomes that each
student is expected to have mastered upon completion of the program related to 1) the general
education component of the curriculum, and 2) the career and technical education component
of the curriculum.
b.
Assessment of Student Learning Objectives. Describe the process(es) the college has in place
to ensure that students demonstrate these learning objectives prior to program completion. For
example, assessment though portfolio review, cumulative course, team project, written/
performance test, or industry/state certification/licensure examination.
c.
Program Improvement. Describe how the college will use this assessment for continuous
quality improvement of the curricula.
5.   FACULTY
a.
Faculty Qualifications. Complete and append Chart D1: Faculty Qualifications to specify the
minimum qualifications for program faculty, including new and existing faculty.
b.
Faculty Needs. Complete and append Chart D2: Faculty Needs to specify the number of full-
arid part-time faculty the program will need for each of the first three years, including new and
existing faculty.
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6. ACADEMIC CONTROL. If another entity is involved in the delivery of the program in addition to the community college through a cooperative arrangement or contract; e.g., with another college or university, the regional consortia, an apprenticeship organization, a private institution or business, or other outside entity:
a.
Contractual/Cooperative Agreements.   Append a copy of the contractual or cooperative
agreement.
b.
Academic Control. Describe how the college will maintain academic control over the program,
including student admissions, faculty, and program, content and quality.
7.   COST DATA. Document the financial feasibility of the proposed program.
a.
Source of Funds.  Specify the source of resources to support the proposed program and note
what portion of funds will come from reallocations of existing resources as compared to new
resources.
b.
Finance. Complete and append Chart E: Finance to identify new direct costs to establish the
program.
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CHART C: CURRICULUM.  List courses within the proposed program, and asterisk new courses.
	Course Prefix/#      Course Title
	Asterisk New Courses
	Credit Hours
	Lecture       Lab Contact       Contact Hours         Hours

	General Education Courses (required course work).
Note which courses are transferable.

Total
	
	
	

	Career and Technical Education Courses (required coursework)

Total
	
	
	

	Work-Based Learning Courses (required internship, practicum, apprenticeship, etc.) 

Total
	
	
	

	Electives

Total
	
	
	

	TOTAL CREDIT HOURS REQUIRED FOR COMPLETION
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CHART Dl:   FACULTY QUALIFICATIONS.   Cite the minimum qualifications for new and existing faculty.
  Years of Related                    Years of
Occupational                          Teaching
Degree
       Field
                   Experience
Experience

______________        __________________________
     ______________               ___________

_____________      ________________________
    _____________            __________

CHART D2: FACULTY NEEDS. :  Cite the number of faculty, including new and existing faculty, that the program will need for each of the first three years, noting if they will serve as full-time faculty or part-time.
__________________                     First Year                       Second Year                           Third Year______
                                             Full-Time      Part-Time      Full-Time    Part-Time      Full-Time    Part-Time
· of New Faculty
     ________        _________     _________   _________     ________     ________
· of Existing Faculty
     ________        _________      _________   _________     ________      ________
CHART E: FINANCE:   Identify projected new direct costs to establish the program.
First Year                   Second Year                   Third Year
Faculty Costs
$______________        ______________              __________
Administrator Costs
                     ______________         ______________             __________
Other Personnel Costs
______________         ______________              _________
        (specify positions)
Equipment Costs
______________          _______________             __________

Library/LRC Costs
_____________           _______________           ___________

Facility Costs*
______________          ________________           ___________

Other (specify)
______________           ________________            ____________

TOTAL NEW COSTS
$______________          _______________          ____________
*Capital projects that use state funds require prior ICCB approval, as do capital projects over $250,000 that use local funds.
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GUIDELINES FOR APPLICATION FOR TEMPORARY APPROVAL
Temporary Approval Criteria: Programs are eligible for temporary approval as follows:
a.
Associate of Applied Science Degree Programs. A college may request temporary approval
for a one- to three-year period for the following types of A AS degree programs:
· Experimental programs designed to prepare students for emerging occupations. An emerging
occupation may be either (1) a new occupation that has been recognized by a professional
organization (e.g., speech-language pathology assistants), or (2) an occupation for which new
licensure/certification requirements have been developed (e.g., massage therapists), or (3) an
occupation that has evolved within a broad occupational field and for which specific labor
market information is not available (e.g., webmasters).
· Programs that would meet immediate and temporary needs in the community (e.g., provide
students an opportunity to earn an associate's degree in an occupational area identified by an
employer for a single cohort of employees.)
b.
Certificate Programs. A college may request temporary approval for any certificate program.
Application: Colleges can apply for temporary approval of a new unit of instruction by completing a Form 20T. Please see the following page for Form 20T and instructions.
