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Purpose:
This process outlines and clarifies Portland State University’s institutional procedure and routing for the proposal of Off-Campus and Distance Programs (degrees, certificates, licensures, and endorsements offered away from the main campus) for academic credit.  This policy ensures internal communication between Portland State departments, the Office of Academic Affairs (OAA), and the Office of Finance and Administration (FADM) and between Portland State and external agencies regarding off-campus and distance programs.  These steps outline a procedure of reporting and responsibility to be implemented across the university. This policy pertains to programs that occupy a physical-location away from the main PSU campus and does not relate to online programs offered by the institution.
Procedure:
1.  School/College Level:

Based on community need, PSU faculty, department chairs, and dean’s office determine appropriate programs to be offered at an off-campus site or via distance delivery. The department chairs and deans’ office are responsible for review and approval of faculty qualifications, program curriculum, library access, assessment activities and off-campus site quality and suitability. The appropriate PSU dean will ensure these off-campus/distance programs are covered under any programmatic accreditation that oversees the school/college programs. The off-campus program request is routed from the PSU faculty member, to department chair, and finally to the appropriate institutional dean. The institutional dean will submit the written request to the Vice Provost for Instruction in the Office of Academic Affairs (OAA).
2a.  Office of Academic Affairs:
The dean’s office will submit the request to OAA where it will be reviewed and evaluated. OAA will determine if the proposal is eligible for federal financial aid (45 credits or 50% of the program where financial aid will be disbursed is off-campus) and/or requires Oregon University System approval.  OAA will confer with the dean’s office to submit notification to Northwest Commission on Colleges and Universities (NWCCU) and inform the Financial Aid Director.

2b.  Finance and Administration:
The Vice Provost for Instruction will coordinate with the Associate Vice President of Finance and Administration or their designees to establish a facility use contract for lease of adequate space in which to offer the course(s).
3.  Northwest Commission on Colleges and Universities:

NWCCU evaluates the proposal as a minor or a substantive change and notifies OAA at Portland State University regarding accreditation status of the proposed program at the off-campus location.

4.  US Dept of Education:

Upon receipt of communication from NWCCU, the Office of Academic Affairs will notify PSU’s Financial Aid Office within two business days regarding the accreditation approval of the off-campus/distance program.  The Financial Aid office updates PSU’s entry on the e-application of the Application for Approval to Participate in the Federal Student Financial Aid Programs on the U.S. Dept. of Education website. The Financial Aid office receives notification of approval/denial for disbursement of federal financial aid at the proposed location.
5. College/School:

Assistant/Associate Dean is notified by OAA of NWCCU approval to offer the program at off-campus/distance location (copy to the Director of Financial Aid) and students are notified about course offerings and locations. 

6. The Office of Financial Aid will obtain approval from the U.S. Dept. of Education to disperse financial aid for the program offered at the off-campus location and will forward a copy of the Participation Agreement containing the new sites to OAA, which will update the appropriate dean’s offices regarding financial aid eligibility.
7.  Assistant/Associate Deans will notify OAA of any changes or discontinuation of programs offered at the off-campus sites on a quarterly basis.  OAA will forward copies of any notices to the Director of Financial Aid within five business days.
