Office of Academic Affairs
Submission of proposals for NEW academic programs 

(e.g., doctorates, masters, bachelors)
General Instructions:

All proposals for new academic programs should be submitted following the steps noted below. Exceptions must be approved by the dean of the applicable department in cooperation with the Office of Academic Affairs.
Preliminary submission of a New Academic Program (Unit Planning)
Context: the proposition of a new academic program within an academic unit must always begin with members of the unit. A new academic program will have an impact on the unit’s faculty, staff and students. A new academic program will also have an impact on the college/school as well as the University in general. In order to gauge the extent of that impact, it is imperative that the unit undertakes a thorough examination of the financial, personnel, academic and other variables that could affect the unit/school/college/University with the introduction of a new academic program. 
The first step in this examination is to determine how the new academic program fits within the unit’s and its school’s or college’s long-term plans. By discussing the concept of a new academic program with the unit’s dean and submitting the concept of the program as part of the unit’s annual planning, the dean has the opportunity to explore with the provost how the new program fits into the University’s overall goals and its possible effects on the University.

Preliminary submission (Unit Planning)

Step 1. Discuss concept of new program with your dean. If the dean agrees go to step 2.

Step 2. Fill out the OUS Proposal for a New Academic Program (for the Preliminary submission, fill out only the sections of the form specified with asterisks **.) 
Step 3.. Work with the point persons in the following units to fill out appendices A – G of the attached proposal form:

· Office of Information Technologies (OIT)

· Library 

· Facilities

· Online Learning Services (OLS)

· Student Support Services

· Office of Budget and Planning
· Department chair/division head (Personnel)
Step 4. Submit the proposal to your dean for signature and comments (see Dean’s Check List). Request the dean to include the proposal in the school/college’s unit planning portfolio. If the preliminary proposal is approved by the provost, the originating dean will be informed that the department may submit a formal, new program proposal. See step 5.
Step 5. Complete the remaining sections of the OUS Proposal for a New Academic Program that were not filled out in the preliminary proposal process and submit the fully completed form and all other required documentation to the relevant curricular committees as delineated by the Full Proposal Process.
Process Map
New academic program proposals are submitted through the following tracks:

New PhD, EdD, MA, MS, MBA, MAT, MST, MEng, MFA, PSM
Form required: OUS Proposal for a New Academic Program

PSU Track: Prelim Submission (Dept Curr Cmte1 ( School/College Curr Cmte2 ( Grad Council ( Faculty Senate ( 5-Year Review
OUS Track: Provosts’ Council ( External Review ( Provosts’ Council ( Board (ASC)3 
New Grad Certificate

Form required: OUS Proposal for a New Certificate Program and Budget Outline

PSU Track: Dept Curr Cmte1 ( School/College Curr Cmte2 ( Grad Council ( Faculty Senate ( 5-Year Review 

OUS Track: Provosts’ Council

New Grad Option (within an established major)

Form required: PSU Change to an Existing Program

PSU Track: Prelim Submission (Dept Curr Cmte1 ( School/College Curr Cmte2 ( Grad Council ( Faculty Senate

OUS Track: Provosts’ Council (informational item only)

New BA, BS, BEng, BFA,
Form required: OUS Proposal for a New Academic Program

PSU Track: Prelim Submission (Dept Curr Cmte1 ( School/College Curr Cmte2 ( UCC ( Faculty Senate ( 5-Year Review

OUS Track: Provosts’ Council ( Board (ASC)3 
New UG Certificate

Form required: OUS Proposal for a New Certificate Program and Budget Outline

PSU Track: Dept Curr Cmte1 ( School/College Curr Cmte2 ( UCC ( Faculty Senate ( 5-Year Review

OUS Track: Provosts’ Council

New UG Option (within an established major)

Form required: PSU Change to an Existing Program

PSU Track: Prelim Submission (Dept Curr Cmte1 ( School/College Curr Cmte2 ( UCC ( Faculty Senate

OUS Track: Provosts’ Council (informational item only)

New Minor
Form required: OUS Proposal for a New Academic Program

PSU Track: Dept Curr Cmte1 ( School/College Curr Cmte2 ( UCC ( Faculty Senate

OUS Track: None required.

New Honors Track
Form required: PSU Proposal for Addition or Revision of Optional Departmental Honors Track

PSU Track: Dept Curr Cmte1 ( School/College Curr Cmte2 ( Honors Council ( UCC ( Faculty Senate

OUS Track: None required.

Notes:

1Not all departments have curriculum committees; this step may be replaced by approval of department/divisional chair.

2Not all schools/colleges have a centralized curriculum committee;  this step may be replaced by approval of responsible dean.

3The State Board’s Academic Strategies Committee (ASC) is responsible for approving 
new academic programs.
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Proposal for a New Academic Program

Institution:
College/School:
Department/Program:
1.  Program Description

a. Proposed Classification of Instructional Programs (CIP) number (contact your Registrar or campus Institutional Research office for this number).

b. **Brief overview (1-2 paragraphs) of the proposed program, including its disciplinary foundations and connections; program objectives; programmatic focus; degree, certificate, minor, and concentrations offered.

c. **Course of study – proposed curriculum, including course numbers, titles, and credit hours.

d. Manner in which the program will be delivered, including program location (if offered outside of the main campus), course scheduling, and the use of technology (for both on-campus and off-campus delivery).

e. Ways in which the program will seek to assure quality, access, and diversity.

f. **Anticipated fall term headcount and FTE enrollment over each of the next five years.

g. **Expected degrees/certificates produced over the next five years.

h. **Characteristics of students to be served (resident/nonresident/international; traditional/nontraditional; full-time/part-time; etc.)

i. Adequacy and quality of faculty delivering the program.
j. Faculty resources – full-time, part-time, adjunct.
k. Other staff.
l. Facilities, library, and other resources.
m. Anticipated start date.

2.  Relationship to Mission and Goals

a. Manner in which the proposed program supports the institution’s mission and goals for access; student learning; research, and/or scholarly work; and service.

b. **Connection of the proposed program to the institution’s strategic priorities and signature areas of focus.

c. Manner in which the proposed program contributes to Oregon University System goals for access; quality learning; knowledge creation and innovation; and economic and cultural support of Oregon and its communities.

d. Manner in which the program meets broad statewide needs and enhances the state’s capacity to respond effectively to social, economic, and environmental challenges and opportunities.

3.  Accreditation

a. Accrediting body or professional society that has established standards in the area in which the program lies, if applicable.

b. Ability of the program to meet professional accreditation standards.  If the program does not or cannot meet those standards, the proposal should identify the area(s) in which it is deficient and indicate steps needed to qualify the program for accreditation and date by which it would be expected to be fully accredited.

c. If the proposed program is a graduate program in which the institution offers an undergraduate program, proposal should identify whether or not the undergraduate program is accredited and, if not, what would be required to qualify it for accreditation.

d. If accreditation is a goal, the proposal should identify the steps being taken to achieve accreditation.  If the program is not seeking accreditation, the proposal should indicate why it is not.

4.  Need

a. **Evidence of market demand.

b. If the program’s location is shared with another similar OUS program, proposal should provide externally validated evidence of need (e.g., surveys, focus groups, documented requests, occupational/employment statistics and forecasts).

c. Manner in which the program would serve the need for improved educational attainment in the region and state.

d. Manner in which the program would address the civic and cultural demands of citizenship.

5.  Outcomes and Quality Assessment

a. Expected learning outcomes of the program.

b. Methods by which the learning outcomes will be assessed and used to improve curriculum and instruction.

c. Program performance indicators, including prospects for success of program graduates (employment or graduate school) and consideration of licensure, if appropriate.

d. Nature and level of research and/or scholarly work expected of program faculty; indicators of success in those areas.

6.  Program Integration and Collaboration

a. Closely related programs in other OUS universities and Oregon private institutions.

b. Ways in which the program complements other similar programs in other Oregon institutions and other related programs at this institution.  Proposal should identify the potential for collaboration.

c. If applicable, proposal should state why this program may not be collaborating with existing similar programs.

d. Potential impacts on other programs in the areas of budget, enrollment, faculty workload, and facilities use.

7.  Financial Sustainability 

**Fill out the appendices A through G (see attached).
8. External Review (if the proposed program is a graduate level program, follow the guidelines provided in External Review of new Graduate Level Academic Programs in addition to completing all of the above information)
Appendix A.
OIT (To be answered in collaboration with an OIT representative.)
1. Will technology by used to support administrative and academic needs in this program?  

a. How will technology be used?

b. How is this technology currently funded?
2. Will computing labs be used by students in this program?

a. Which computing labs will students be expected to use?

3. Will any additional software licenses be needed? 

a. Please provide details.

4 Will this program require any changes to the business process for ARR, OIT, or HR?

a. Please provide details.
5. Are there other issues not addressed in the above questions that may have possible ramifications for OIT? Please elaborate.

Appendix B.

Library (To be answered in collaboration with a Library representative.)

Please make an appointment with the subject librarian for your discipline (a list of departmental librarians can be found at http://library.pdx.edu/appointments.html) or contact the Associate University Librarian for Resource Services and Technology for help with these questions.

1. Will there be an increased need for library personnel, given the instruction and reference assistance needed for the program?


a. Please provide details.

2. Will there be need for additional journals, databases, datasets, monographs, etc. on a one-time or ongoing bases?


a. Please provide details.

3. Will there be any additional costs associated with document delivery, Inter-Library Loan, etc., that the program might generate, given the format and location?


a. Please provide details.

4. Are there other issues not addressed in the above questions that may have possible ramifications for the library? Please elaborate.
Appendix C.

Facilities (To be answered in collaboration with a Facilities representative.)

Please contact Facilities’ Space Manager by calling 5-3738 for help with these questions.

1. Will this program be delivered on PSU’s campus?


a. If yes, please provide the PSU office address (department name, building and room number) for the program’s administrative offices.


b. If no, please provide the following off-campus location information: name of campus, building, physical address (no post office box numbers), city, state, zip or country.
 
2. Will new space be necessary to support administrative and academic needs for the program?
a. What types of space will be needed (classrooms, laboratories, offices, conference rooms)? 
b. Note any special needs that may require modification or renovation of the facility.
3. Will the proposed program utilize shared general-pool classroom space?
4. Will the proposed program require dedicated instructional space?
a. Please explain.
5. Will specialized fixtures, furniture or equipment be needed for the program?
a. Please list in detail.
b. Does the program have fixtures, furnishings or equipment available for use?
6. Does the program have funding available for space rental and/or renovation costs?
a. Please provide detailed information on the funding source(s) and amount(s).
7. Will there be an impact on operational costs for the program? (Examples include increases in utilities, custodial, recycling, trash management or other operational or maintenance services.)
a. Please provide details.
8. Will any live animals or cadavers (animal or human) be housed in the space?
9. Will the program have any impact on the Environmental Health and Safety (EH&S) requirements for the University?

a. Will the program adhere to all EH&S requirements?
10. Do you anticipate future program growth that will require additional space or changes to space? 
a. Please provide details.
11. What is the timeline necessary for occupancy of each space required?
12. Are there other issues not addressed in the above questions that may have possible ramifications for facilities? Please elaborate.
Appendix D.

Online Learning Services (To be answered in collaboration with an OLS representative.)

Please contact Online Learning Services for help with these questions.

1. Will additional resources be required for the conversion and delivery of online courses?
a. Please provide details for the following areas:
i. Instructional design and instructional support services (including project management, ongoing maintenance of courses, etc.)
ii. Other online program-specific technical and administrative support services.
iii. Additional funding for faculty or contracted subject-matter course and content development, content licensing and faculty training.
iv. Content development services, including conversion of existing content, multimedia development and licensing and use of publisher content.
v. Online advising and other departmental student service resources.
vi. Program-specific online library resources.

vii. Program-specific online marketing and recruitment.
2. What is the proposed development timeline and rollout schedule for program courses and services?
3. Are there other issues not addressed in the above questions that may have possible ramifications for online learning services? Please elaborate.
Appendix E.

Student Support Services (To be answered in collaboration with a Student Support Services representative.)
Please contact Student Affairs for help with these questions. 
1. Will students need additional or special student services and/or support (e.g., if off campus: liaison with New Student Orientation, financial aid, admission evaluation & course registration, student accounts (ODIN/Banner), training in electronic course delivery and/or library systems, liaison with the Office of Graduate Studies or undergraduate degree completion, referral to advising and counseling services.)
a. Who will provide these services?

b. How will the services be funded?
2. Will any unique student support services be required for students in this program (e.g. Writing Center assistance, placement testing, tutoring academic and/or career advising, mentoring, admission evaluation)? 

a. How will the program cover any additional costs incurred to provide these services? 
3. Will recruitment efforts (e.g., print marketing, making content changes to websites, attending education fairs, advertising, information meetings, individual and group advising) be necessary for this program?
a. How will these efforts be funded? 
b. If the person doing this has other responsibilities, how are they being covered?
c. Describe any program specific recruitment plans anticipated for this program.
d. Describe any anticipated admission standards for this program.
4. Will existing Banner admission and registration technology solutions meet the anticipated student registration and course enrollment restriction requirements of the program?
a. If not, please identify any out-of-the-ordinary student registration or course enrollment restrictions that cannot be met with existing Banner technology.
5. Will existing or new articulation agreements with the local community colleges be necessary for this program?
a. What support might be needed in carrying these out?
b. Does the department have an advising plan for the program? (Please outline.)

6. Will the department need assistance in advising the program?
7. Will students utilize the Career Center to achieve career goals related to this program?
a. Please describe possible careers that might be connected with this program.
b. To what degree can the Career Center be employed in support of the student in achieving these career goals?
8. Are there other issues not addressed in the above questions that may have possible ramifications for student support services? Please elaborate.
Appendix F.

Personnel Requirements (To be answered in collaboration with your Department Chair)

1. Identify what faculty teaching and advising in this program will not be doing in order to fulfill responsibilities that must be assumed because of the new program.

a. If they are being bought out of a program, how will that be funded? 
2. How will the unit address the roles that are not met by the faculty due to their work in the new program (e.g., courses that would have been taught, advising for other programs that would have occurred).
3. Will support staff be required to assume additional responsibilities generated by the new program (e.g., new admissions, additional work for students who complete the program)?
4. Will graduate or teaching assistants be needed for the new program?
a. How will they be funded?
b. If they are moved from other programs, what will those programs do without these resources?
5. Are there other issues not addressed in the above questions that may have possible ramifications for department personnel? Please elaborate.
Appendix G.

Budget Office Worksheet (To be answered in collaboration with a representative of the Office of Budget & Planning)
Please contact Robin Michell, Manager, Budget Planning & Analysis at 5-2932 to set up a appointment to fill out the Budget Office planning worksheet.

Please print and attached the completed worksheet to this document.
Preliminary Submission Sequence of Action and Signature Page:
Program Name/Title________________________​_____________________________
Request prepared by: 


(Name) _________________________________________________ Date _______

OIT Representative:

(Name) _________________________________________________ Date _______


Signature
Library Representative:

(Name) _________________________________________________ Date _______


Signature
Facilities:

(Name) _________________________________________________ Date _______


Signature
Online Learning Representative:

(Name) _________________________________________________ Date _______


Signature
Student Support Services Representative:

(Name) _________________________________________________ Date _______


Signature
Office of Budget and Planning Representative:

(Name) _________________________________________________ Date _______


Signature
Department Chair/Division Head

(Name) _________________________________________________ Date _______


Signature
Office of Academic Affairs

Submission of proposals for NEW academic programs

(e.g., doctorates, masters, bachelors, certificates)

Dean’s Check List
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University strategic priority:





College/department priority:





Recommend moving forward: 





Comments:
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Date
