Career and Technical Education

        New/Expansion of Program Procedure

Directions:  1. Complete and obtain original initials;  2. Keep a photocopy for your records;  3. Hand-deliver/pony completed original to the Office of Curriculum Services (31-309d – WHC) and photocopy to AVP for Career & Technical Education (31-309C-WHC).  If you have questions concerning the completion of this form, please contact the Office of Career & Technical Education at  x7812.

Program Title: ______________________________________________________New ___ Expand ____ 

New / Expansion Site: __________________________________________CIP #: ___________________ 
Major Code* (BCC): _____________ Initiator:_______________________________________________ 

The following Table provides a summary with a check-off list of the Process for New/Expansion of Program development. This list, once completed, must be sent to C&Ted for the annual report BCC files. The department initiating the process is responsible for the check-off list completion. 
	
	Program Research – College-wide Approval


	Completed 

	Step 1
	Notification by department to CTed of new/expansion of program
	Yes ____

No  ____

	
	Department prepares and submits a program abstract with all required data and information

· Workforce needs (TOL) 

· Statewide inventory

· High wage/high demand list

· Internal initiative _____ industry contacted campus/college _______

· If the campus/college was contacted by industry, a statement of need and number of future participants in the program should be included. 
· Analysis of local educational competition of the program.
	Yes ____

No  ____

	
	College-wide discipline meeting held (minutes taken)
	Yes ____

No  ____

	Step 2
	Department submits completed abstract to AVP CTEd.

Department uses Cost Benefit Analysis spreadsheet and Program Marketing Plan to prepare for meeting
	Yes ____

No  ____

	
	Meeting scheduled and held of college-wide stakeholders by AVP CTEd 
	Yes ____

No  ____

	
	If program is to proceed, signatures of college-wide provosts, VPAA and AVP CTEd are required at this point. 
	


Acknowledgement

Provost(s)   ________________ Academic Dean(s) _______________South Campus    

                    ________________                                 _______________Central Campus 

                    ________________                                 _______________ North Campus    

 VPAA        ________________

AVP CTEd   ________________ 

	
	Curriculum Development


	Completed 

	Step 3
	The department obtains curriculum frameworks/statewide list information/CIP
	Yes ____

No  ____

	
	Department/college-wide faculty develop curriculum
	Yes ____

No  ____

	
	College-wide meeting of Provosts, Academic Deans, VPAA and AVP CTed held with department
	Yes ____

No  ____

	
	Academic department prepares curriculum committee articulation form, course outlines, PCI, state forms, Special fee form, if applicable and catalog/program sheet copy.
	Yes ____

No  ____

	
	Department sends (via e-mail) Curriculum Committee Proposal to appropriate academic disciplines, academic deans, and AVP CTEd for Notification and e-signatures (via emails).
	Yes ____

No  ____

	
	Curriculum Services office receives documents by established deadline date, via email and reviews for accuracy and completeness.
	Yes ____ No  ____

	
	Curriculum Committee’s decision regarding the proposal.

Approved ____________ Disapproved __________


	

	
	VPAA approves documents for submission to Board of Trustees
	Yes ____

No  ____

	
	Curriculum Services inputs PCI information, submits information to the state, and forwards appropriate information to the Registrars office
	Yes ____

No  ____

	
	College Registrar’s office creates new program major code, degree audit, adds major to BCC application, and enters OCP/PPP information on the CID system
	Yes ____

No  ____

	
	If the courses for the program are in a budget that is new, accounting/budget creates the accounts and budgets needed for the new area
	Yes ____

No  ____

	
	VPAA announces a new program to College, prepares catalog copy
	Yes ____

No  ____

	
	Modify/create appropriate web information. Advisors, Job Developers, and other stakeholders are informed of new/expansion of program.
	Yes ____

No  ____  


