QIP 8 A Academic program Development and Approval Process

I.
Issues identified and Addressed

II. 
Team Charter

III. 
Recommendations for Next Team

IV. 
New Program Process Document

V. 
New Program Process Flowchart

Program Modification or Extension Flowchart

VI 
Other Documents:

A.   New Program Development Checklist

B.   Form 20 ICCB

C.   New Program 

VII. 
Meeting Agendas and Minutes

QIP 8 A Report
Academic Program Development and Approval Process

April 2007
Team Members

Nancy Feulner

Phyllis Goodman, Co-Chair

Pam Legner

Jane Ostergaard

Karen Randall, Co-Chair

Merle Sussman

Wendolyn Tetlow

Karen Solt

Nancy Stanko, QIC Laison

Table of Contents
4Introduction


5Issues Identified and Addressed


COLLEGE OF DUPAGE 6TEAM CHARTER


7QIP 8 Recommendations for an Implementation Committee:


9New Program Development Process Document (Qip 8 A)


12New Program Process – Flow Charts


15Other Documents


15New Program Development Check List


18Program Manual


18Page 18


29New Program Process Involvement Levels


30Meeting Agendas and Minutes


44Sources




Introduction

The QIP 8 Academic Program Development and Approval Process committee began meeting on January 17, 2007 and concluded on April 4, 2007 with its findings.  The committee began by reviewing challenges and roadblocks that members had experienced when developing new program at the college.  

In addition the committee reviewed program development models from other institutions and ICCB guidelines for program approval.  Existing practices and systems for program development, including CurricuNet were also examined for effectiveness.  In addition, committee members contacted personnel at ICCB to clarify issues and processes. 

Issues Identified and Addressed

· No college-wide system for new program development in place or accessible to the stakeholders

· New program development was previously done on an ad hoc basis

· Process is not consistent throughout the college
· Research requirement was not enforced prior to new program development 

· No documentation of market needs required prior to new program development

· Continued problems with ICCB requests for information after initial submission

· Continued problems with ICCB non-approval and extensive delays

· ICCB guidelines are difficult to extrapolate to cover all of the needs of the college community
· ICCB guidelines do not clearly identify the appropriate forms to submit for program approvals
· No process for allocation of and commitments to release resources for new programs prior to launch

· No process for college-wide awareness, communication, and feedback on new program ideas

· Program extensions and modifications were identified as a separate process to be addressed by a separate committee
COLLEGE OF DUPAGE

TEAM CHARTER


Project Theme:  QIP 8 - Academic Program Development and Approval Process
Team Title:  Reviewing Current Academic Program Development and Approval Process at COD

Team Number:  8A

Team Type:  Planning 
Team Charge:  This team will examine the issues related to academic program approval including, but not limited to (1) needs assessment, (2) the definition, approval and hire of new program faculty, (3) the definition, approval and creation of program budgets, and (4) other processes necessary to the establishment of new programming.  After reviewing the current situation and comparing our practices to peer institutions, the team will make recommendations (consistent with IAI and ICCB guidelines, as well as the Community College Act) for future planning and/or implementation teams.

Team Members:  Three-to-four faculty from various disciplines, preferably disciplines that added new programs in the last five years.  At least one of the faculty must be a current member of the Instruction Committee.  Three-to-four academic and student affairs administrators. 

Actual Members:  Phyllis Goodman, Pamela Legner, Nancy Feulner, Jane Ostergaard, Meryl Sussman, Wendolyn Tetlow, Karen Randall, and Karen Solt.
Ex-Officio Team Members:  Associate Vice President, Academic Planning and Assessment; Director, Research and Planning.

Expected Product:  Recommendations for a systematic development and approval process for new academic programs.
Timeline: October 15 – March 1, 2007.  
QIC Liaison: Nancy Stanko
QIC Approval:    09-29-06
QIP 8 Recommendations for an Implementation Committee:

An implementation team is needed to create the outlines and forms defined by the Process Team.  

PART OF PROCESS

RECOMMENDATION

Idea Stage


A form is needed for submission of an idea. 

Idea Evaluation

A criteria checklist is needed for evaluation and for formal 






feedback to the idea submitter.

Research Stage

A form is needed with an outline and checklist. The 

check list should mirror data required on ICCB form 20. 

The implementation team can refer to the New Program Development Check List as a basis for the outline.

Financial templates are needed for submission of financial 

data.

The implementation team may want to expand on the New Program Development Checklist.

An annotated bibliography of research sources and databases that is easily accessible to all users is needed.

Research Review
Forms are needed for formal commitment and sign-off by the department allocating and disbursing resources approved in the Action Planning process.

Post Curriculum 

Outline the process for allocating resources approved 






through the Action Plan process.

Other recommendations:

1. The implementation team should also define the process where resources are allocated and disbursed to a program based on Action Plans submitted and approved during the Research Review process during step 4. These Action Plans should have included resource requests submitted by the appropriate Division Dean and should include financial (capital and operating expenses), human resources, technology, construction, or remodeling funds. 

2. The Process Team recommends that two team members are retained for institutional memory on the implementation team.


3. The implementation team may want to refine the flowcharts.

4. The implementation team should request that IT design an electronic “hold bin” for new program ideas for annual review.

5. All forms developed by the implementation team should be able to be electronically submitted, stored and tracked.

6. The implementation team should look at an outline of the process for program modifications or program extensions.

New Program Development Process Document (Qip 8 A)

New Programs versus Modifications:

· New programs must go through the ICCB approval process, have a new, separate, and identified CIPS code, have a new, separate and identified College Program code, may require new resources and new budget allocations.  

· Modifications or Program Extensions, as defined by ICCB Administrative Rules,  do not require completion of all of the New Program Development Process Steps. 

Forms:

· ICCB Form(s) 20, 20T, 21 and others should be available in CurricuNet or by other electronic means.

· New programs require ICCB forms 20T, or 20 (permanent approval). 

· Modifications or Program Extensions require ICCB Form 21.

· The new process of developing new programs should follow a format that could make use of Curricunet for information, sign-offs and approvals.

· The process should require sign-offs through a series of check lists so that as the plan for the program is written, all parties throughout the College are fully informed and can indicate commitment to the project.

New Program Development and Approval Steps:

1. Idea paper. The purpose of the idea paper is to encourage new program ideas. Ideas submitted for new programs with information on market trends to support idea. A form needs to be developed. Expected benefit to the institution should be stated.  

Initiator:  Faculty, administrators, and staff.

Process: Idea paper should be discussed with the Dean for the appropriate Division.  If idea is approved by the Dean, the idea paper would be shared with the other Deans and the VP for Academic Affairs at the Dean’s Council and VPAA meetings. The idea should then be shared in a structured way with Associate Deans and faculty for input.  If the Idea paper is rejected by the Dean in the initial stage, the writer could request a meeting with the Dean and/or the VP for Academic Affairs for further discussion.

Approval:  Dean for appropriate Division, Deans from other Divisions and VP for Academic Affairs

Hold Bin: Ideas that have value, but can’t be brought forward when proposed can be held and reviewed on an annual basis.
2. Idea evaluation. Resources are identified to fund the next steps in the process. This could be an innovation fund, Perkins funding or operating funds. This evaluation could include an assessment of the idea’s relevance to COD’s mission, local workforce board information in regard to need, and competition for this type of program in the area. An assessment of related charge-backs should be included. A review of alternative methods for delivering the program such as outsourcing instruction, non-credit delivery should be included. The idea should be presented to the College community and specific relevant Divisions. The researcher should be identified and the contact hours assignment approved for stage 3, if needed. 

Initiator: Dean 

Process:  Dean presents plan to VP for Academic Affairs 

Approval: VP for Academic Affairs

Hold Bin: Ideas that have value, but can’t be brought forward when proposed can be held and reviewed on an annual basis.

3.
Research stage.  Identify program resources including human, capital and continuing operating expenditures, program viability, fit with district, long-term job market trends, and competition. This stage should identify and satisfy all information that will be needed to complete Forms 20 T and 20 Permanent for submission to ICCB. A completed program proposal should be submitted by the researcher to Academic Affairs administration. The research should follow an outline that reflects requirements of Form 20. 


Initiator:  Assignment to faculty, outside consultant 


Process:  Assignment given by Dean of Division


Approval:  Dean and Associate Dean, Cabinet and Board Approval for Part A of Form 20.

4.
Research Review. Determine next steps. Program proposal is approved or denied. Budgetary approvals for faculty, capital equipment, IT equipment and continuing operating expenses applied for through Action Plan process. 


Initiator: Dean or designee


Process:  Dean reviews research and determines Action Plan resources needed


Approvals:  Per Action Plan process, Cabinet, consent from Board for ICCB application, notification to Division Curriculum Committee and College wide Curriculum committee.

Hold Bin: Ideas that have value, but can’t be brought forward when proposed can be held and reviewed on an annual basis.
5.
Completion of ICCB Form 20T or 20P. Information from research process is used by appropriate Division office administration to complete forms and other ICCB requirements once COD Curriculum process is completed. 

6.
Submission of ICCB forms. Submission of ICCB forms and tracking of approvals through Associate VP of Academic Planning and Assessment support office. 

7.
Curriculum process. Appropriate submissions by faculty sponsor to Division Curriculum and College wide Curriculum committees.


Initiator: Faculty sponsor/full-time faculty initiator.

Process: Curriculum process as defined by the Guide to Curriculum with ICCB Form 20T or 20P included in DCC packet. 

Approval:  Approval process as defined. A check list is needed for CurricuNet. (See New Program Development Check List) 

8.
Final commitment.  Formal commitment from all other areas including human resources, finance through the Action Plan process. Budget set up for the new program.

9.
Submission of ICCB forms. Submission of ICCB forms and tracking of approvals through Associate VP of Academic Planning and Assessment support office. 

9.
Post Curriculum process begins after ICCB approval. Resources allocated through finance based on Action Plans. 

New Program Process – Flow Charts
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Other Documents

New Program Development Check List

	Step in New Program Process
	Section of ICCB Form 20
	Date Completed
	Process Step
	Program Requirements
	

	1
	A.1.a
	
	Idea Paper for Dean/VPAA 
	
	

	
	
	
	
	Includes: new ideas, market trends, benefits to institution, program purpose/rationale, certificate/degree, proposed start date.
	

	2
	
	
	Idea Evaluation
	
	

	2
	
	
	
	Needs assessment of idea’s relevance to vision and mission
	

	2
	A.1.e.
	
	
	Relationship to existing curriculum
	

	2
	A.1.d.
	
	
	Unique features
	

	2
	A.1.c
	
	
	Target population
	

	2
	A.1.b.
	
	
	Projected job openings in district/research data on program viability & long term job security & growth (draft)
	

	2
	Chart B
	
	
	Projected enrollments (draft)
	

	2
	B.2.e.
	
	
	Possible resource requirements (draft)
	

	2
	
	
	VPAA Approval 
	
	

	3
	
	
	Research Stage
	
	

	3
	A.2.a.

A.2.b.

Chart A
	
	
	Projected job openings in district/research data on program viability & long term job security & growth (confirmed through research)
	

	3
	A.2.e.

Chart B
	
	
	Projected enrollments (based on research)
	

	
	B.2.a

Chart C
	
	
	Refine list of courses required for certificate/degree (use accreditation or industry standards where applicable)
	

	3
	
	
	
	Budget/project financials(detailed spreadsheet) including expected revenues (tuition, fees, reimbursements)  and expenses (supplies, instructional costs)
	

	3
	B.2.e
	
	
	Capital  resources required: facility, equipment
	

	3
	B.5.a

Chart D1

B.5.b

Chart D2
	
	
	Faculty resources required: Faculty degrees, skills, standards, certifications and/or licenses required
	

	3
	B.3.c
	
	
	Accreditation bodies/requirements
	

	3
	B.3.d.
	
	
	State regulations and/or regulatory agencies
	

	3
	B.6.b.
	
	
	Entry skills or standards required (Test or Skill Scores, Pre-requisite Completion etc.)
	

	3
	B.6.b.
	
	
	Academic control (Minimum Grade, Test or Skill Score to continue in Program and/or to earn Certificate or Degree
	

	3
	B.3.b.

B.4.a

B.4.b

B.4.c.
	
	
	Define student outcomes for program and assessment strategies
	

	4
	
	
	Research Review


	
	

	
	
	
	
	Action plan developed for resources
	

	4
	B.7.a

B.7.b

Chart E
	
	Action Plan approved by Cabinet. Board of Trustees approves program development
	
	

	4
	
	
	
	Resources allocated and earmarked
	

	4
	
	
	
	Advisory committee developed; scheduled meetings/minutes to review program proposal, planned curriculum and resources allocated
	

	5
	
	
	ICCB Initial Notification Action
	
	

	5
	
	
	
	Complete Form 20, Part A. Attach Board of Trustees consent and send via VPAA’s office to ICCB.
	

	6
	
	
	ICCB Form 20, Part A Submitted
	
	

	6
	
	
	
	VPAA’s office submits Form 20, Part A A to ICCB
	

	7
	
	
	Program moves to curriculum development stage
	
	

	7
	
	
	
	PCS Code assigned 
	

	7
	
	
	
	CIPS Code assigned 
	

	7
	
	
	Proceed to CurricUNET curriculum process
	
	

	7
	
	
	
	Develop required courses/course requirements/curriculum development
	

	7
	
	
	
	Develop elective courses/course requirements/curriculum development
	

	7
	
	
	
	Attach files to support program development and execution.
	

	8
	
	
	Final Commitment
	
	

	8
	
	
	
	Resources allocated and dispersed
	

	9
	
	
	ICCB action
	
	

	9
	
	
	
	Complete Form 20, Part B. Attach Board of Trustees consent and send via VPAA’s office to ICCB.
	

	9
	
	
	Submit ICCB Form 20, Part B
	
	

	9
	
	
	
	Submit approved courses to ICCB for approval
	

	10
	
	
	Post Curriculum
	
	

	
	
	
	
	Program implementation activities
	

	
	
	
	
	Marketing of program
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Form 20 (November 2003)
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.
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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.
Program Manual
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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
	
	
	


Program Manual
Page 26
March 2004
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.
New Program Process Involvement Levels

	Process Step
	Division
	Advisory Board
	Regulatory or Accrediting Agencies
	Academic Affairs
	Student 
Affairs
	IT
	Finance
	ICCB

	1
	√
	
	
	√
	
	
	
	

	2
	√
	
	
	√
	
	
	
	

	3
	√
	√ (in some cases)
	√ (in some cases)
	√
	√ (in some cases)
	√ (in some cases)
	√ (in some cases)
	√ (in some cases)

	4
	√
	
	√ (in some cases)
	√
	
	
	
	√ (in some cases)

	5
	√
	√ (in some cases)
	√ (in some cases)
	√
	√
	
	
	

	6
	√
	√ (in some cases)
	
	√
	√
	√
	√
	√

	7
	√
	√ (in some cases)
	√ (in some cases)
	√
	√
	√
	√
	√

	8
	√
	√ (in some cases)
	√ (in some cases)
	√
	
	
	√
	√

	9
	√
	
	√ (in some cases)
	√
	√
	√
	√
	


Meeting Agendas and Minutes
Qip 8

Agenda

January 17, 2007

Business and Technology Conference Room

1:00 p.m. – 2:30 p.m.
	Item
	Description
	Time
	Action Required

	
	
	
	

	1.
	Review and correction of minutes
	5 minutes
	Approval

	2.
	Review of Definitions
	10 minutes
	

	3.
	Review of commitment levels by VP area
	30 minutes
	

	4.
	Review of required “sign-offs” and flow of work
	30 minutes
	Sub-Committee to develop flow chart

	5.
	Review of time frames within process
	30 minutes
	

	6.
	Other
	15 minutes
	

	7.
	Adjourn
	
	


Qip 8

Agenda

January 31, 2007

Business and Technology Conference Room

1:00 p.m. – 2:30 p.m.
	Item
	Description
	Time
	Action Required

	
	
	
	

	1.
	Review and correction of minutes
	5 minutes
	Approval

	2.
	Review of edited notes on process
	20 minutes
	

	3.
	Review of spreadsheets
	30 minutes
	

	4.
	Review of flowchart
	30 minutes
	

	6.
	Other
	5 minutes
	

	7.
	Adjourn
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Agenda

February 14, 2007

I. 
Further review and revision of flowchart process

II. 
Review of ICCB Form 20 to determine research components

Agenda

QIP 8

February 28, 2007

I. Process Steps

II. Flow chart

III. Form 20 and Financial Statements for inclusion in Research Stage

IV. Recommendations for future subcommittees

Qip 8

Agenda

March 14, 2007

Business and Technology Conference Room

1:00 p.m. – 2:30 p.m.
	Item
	Description
	Time
	Action Required

	
	
	
	

	1.
	Review and correction of minutes
	5 minutes
	Approval

	2.
	Review of edited notes on process
	10 minutes
	

	3.
	Review of check lists
	20 minutes
	

	4.
	Review of flowcharts
	10 minutes
	

	6.
	Review of final documents
	20 minutes
	

	
	Review of Notebook
	20 minutes
	

	
	Other
	5 minutes
	

	7.
	Adjourn
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Minutes December 6, 2006

Our work must be completed by March 1, 2007 and will be the basis for the work of other teams.

New program versus Modification were discussed. New programs must go through ICCB, have a new (and separate) CIPS code, may require new resources and new budget allocations.  Modifications or program extensions do not require new CIPS codes, budgets or resource allocation and use existing courses.

Form(s) 20P, 20T and others should be available in Curricunet and new programs could possibly follow a format that could make use of Curricunet for approvals.

The approval process must be mapped and include early approvals from each of the Vice Presidential areas, especially, budget approval. This process should be organized by levels of commitment from initial ideas to approval of seed money for research and development through final budget approval. The process could require sign-offs through a series of check lists so that when the action plan is written, all parties throughout the College are fully committed to the project.

The process might follow these steps:

3. Idea paper. Ideas submitted for new programs with information on market trends to support idea. Expected benefit to the institution should be stated.

4. Idea evaluation with resources identified to fund the next steps in the process. This could be an innovation fund, Perkins funding or operating funds. The researcher should be identified and the assignment approved for stage 3.  

5. Research stage. Identify program resources including human, capital and continuing operating expenditures. Program viability, fit with district, long-term job market trends etc. This stage should identify and satisfy all information that will be needed to complete Forms 20 T and 20 Permanent for submission to ICCB. A completed program proposal should be submitted by the researcher to Academic Affairs administration.

6. Review of research to determine next steps. Program proposal is approved or denied. Budgetary approvals for faculty, capital equipment, IT equipment and continuing operating expenses through Action Plan process. 

7. Curriculum process begins with appropriate submissions by faculty sponsor to Division Curriculum and College wide Curriculum committees.

8. Review of alternatives ??

9. Select among alternatives ??

10. Final commitment from all other areas including human resources, finance, IT.

11. Information from research process is used by appropriate Division office administration to complete forms and other ICCB requirements once COD Curriculum process is completed. 

12.  Submission of ICCB forms and tracking of approvals through Associate VP of Academic Planning and Assessment support office. 

13. Post Curriculum process begins. 

Qip 8

Minutes: January 17, 2007

Revision of process steps below.

Our work must be completed by March 1, 2007 and will be the basis for the work of other teams.

New program versus Modification were discussed. New programs must go through ICCB, have a new (and separate) CIPS code, may require new resources and new budget allocations.  Modifications or program extensions do not require new CIPS codes, budgets or resource allocation and use existing courses.

Form(s) 20P, 20T and others should be available in Curricunet and new programs could possibly follow a format that could make use of Curricunet for approvals.

The approval process must be mapped and include early approvals from each of the Vice Presidential areas, especially, budget approval. This process should be organized by levels of commitment from initial ideas to approval of seed money for research and development through final budget approval. The process could require sign-offs through a series of check lists so that when the action plan is written, all parties throughout the College are fully committed to the project.

The process might follow these steps:

14. Idea paper. Ideas submitted for new programs with information on market trends to support idea. A form needs to be developed. Expected benefit to the institution should be stated.  

Initiator:  various sources

Process: Idea paper should be discussed with the Dean for the appropriate Division.  If idea is approved by the Dean, the idea paper would be shared with the other Deans and the VP for Academic Affairs at the Dean’s Council and VPAA meetings. The idea should then be shared in a structured way with Associate Deans and faculty for input.  If the Idea paper is rejected by the Dean in the initial stage, the writer could request a meeting with the Dean and the VP for Academic Affairs for further discussion.

Approval:  Dean for appropriate Division, Deans from other Divisions and VP for Academic Affairs

Hold Bin: Ideas that have value, but can’t be brought forward when proposed can be held and reviewed on a regular basis.

15. Idea evaluation. Resources identified to fund the next steps in the process. This could be an innovation fund, Perkins funding or operating funds. This evaluation should include a assessment of the idea’s relevance to COD’s mission, local workforce board information in regard to need, and competition for this type of program in the area. An assessment of related charge-backs should be included. A review of alternative methods for delivering the program such as outsourcing instruction, non-credit delivery should be included. The researcher should be identified and the assignment approved for stage 4.  

Initiator: Dean 

Process:  Dean presents plan to VP for Academic Affairs 

Approval: VP for Academic Affairs

Hold Bin: Ideas that have value, but can’t be brought forward when proposed can be held and reviewed on a regular basis.

3.
Research stage.  Identify program resources including human, capital and continuing operating expenditures, program viability, fit with district, long-term job market trends, and competition. This stage should identify and satisfy all information that will be needed to complete Forms 20 T and 20 Permanent for submission to ICCB. A completed program proposal should be submitted by the researcher to Academic Affairs administration. Need form with outline that reflects requirements of for 20.


Initiator:  Assignment to faculty, outside consultant 


Process:  Assignment given by Dean of Division


Approval:  Dean and Associate Dean

4.
Review of research to determine next steps. Program proposal is approved or denied. Budgetary approvals for faculty, capital equipment, IT equipment and continuing operating expenses applied for through Action Plan process. 


Initiator: Dean or designee


Process:  Dean reviews research and determines Action Plan resources needed


Approvals:  Per Action Plan process, Cabinet, Approval from Board for ICCB application.

5.
Curriculum process begins with appropriate submissions by faculty sponsor to Division Curriculum and College wide Curriculum committees.


Initiator: Faculty sponsor


Process: Curriculum process as defined


Approval:  Approval process as defined.

6.
Final commitment from all other areas including human resources, finance, IT.

7.
Information from research process is used by appropriate Division office administration to complete forms and other ICCB requirements once COD Curriculum process is completed. 

8.
Submission of ICCB forms and tracking of approvals through Associate VP of Academic Planning and Assessment support office. 

9.
Post Curriculum process begins. 

Qip 8

Minutes: January 31, 2007

Reviewed and revised steps in approval process and included holding bin, process, information and action plans. 
Reviewed and revised flow chart of approval process. 
Discussed information required for various Form 20s.

Discussed information required to complete financial documents. Meryl will supply copies of financial documents used for previous new programs.
Discussed commitment levels of each area of the college as the process progresses.

QIP 8

2/14/07 Meeting Notes

Reviewed Form 20 both for temporary and permanent approval

Reviewed flow chart and revised to include Part A Feasibility Analysis of Form 20 in the research phase.


Research to include:



Curriculum Description (rationale) & Outline



Labor Market Study including Cost Analysis (spreadsheet) &



Projected Enrollment

Revised flowchart to reflect above:

Idea → Dean → VP → Research → Cabinet → BOT → Begin Curriculum Process

Qip 8

Minutes: February 28, 2007

Revision of process steps below.

We should be finished by March 28, 2007
New Program Process Steps Report was discussed and modifications suggested; recommendations for succeeding teams will be included in this document. Karen and Phyllis will work on these suggestions and recommendations.
Form(s) 20 and 21 information were discussed and table of information reviewed. Check lists of levels of all college areas’ involvement and an ancillary check list were also reviewed. Nancy and Meryl will edit lists of Form(s) 20 and 21 requirements and check lists.

New Program Process flow chart was reviewed and changes in presentation were determined based on three (3) major components: Idea Generation, Action Plan and Curriculum Process. Program Modifications/Extensions flow chart will be developed to compliment the New Program chart. Phyllis and Karen will complete this task.
QIP 8

March 14, 2007 Minutes

I. 
Final review of committee recommendations, process documents and checklists.

II. 
Information was added for clarification to the process document and recommendation document.

III. 
The New Program Checklist was being revised to add to the final documents.

IV. 
A notebook with all materials would be presented to IEC.

Sources
Sources

ICCB Forms 20, 21 and 22, “ Review and Approval of Occupational Curriculum”, pages 18 – 34, c. 2004

ICCB Program Manual, “ Review and Approval of Occupational Curriculum”, pages 14 – 34, c. 2004

ICCB Program Manual, “ Reasonable and Moderate Extensions”, pages 38 – 45, c. 2004

“Tricia Broughton, Associate Director for Career and Technical Programs, ICCB discussions with Meryl Sussman”, March 2007

College of DuPage Curriculum Process, “Guide to Curriculum”, College of DuPage, pages 2, 6, 7, 8, 23, c 2001

“New Program Checklist”, Ann Marie Rosen, Associate Dean for Career and Workforce Development, College of DuPage, 2006

“New Development Process”, and “Program Development”, Wendolyn Tetlow Library of AQUIP and CQUIN Reviewer’s Documents, 2005-2007
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