UNDERGRADUATE LEVEL Process for Expansion of 

Academic Programs or Degrees 
Proposed Program________________________________________  Date______________

Indicate Type of New Program:  Degree___________   Major__________  Other_________
Department Chair or Program Director___________________________________________

PREFACE:  The Program Review Council has established a process for the expansion of academic programs and degrees at Southwest Baptist University.  Such a process has several advantages and benefits.  First, it provides a consistent procedure for all departments to use.  Second, it alerts faculty who are writing proposed changes to possible overlooked areas of impact.  Third, it assures the University of the viability of the new program.

“Expanded” or “new” programs are those degrees, majors, and titles that appear on the student’s transcript.  If this definition is insufficient for deciding if the process should be followed, the Program Review Council shall determine if such a change is “new” or “expanded,” and make the appropriate recommendation to the Provost.

Milestone #1: Internal preliminary study
The preliminary feasibility study should be conducted by the Department Chair or Program Director.  It should be of sufficient length to adequately address the following information: 

1. The relationship of the program to university purpose and mission. 

2. The need and demand for this program in terms of specific local, state, or national needs for graduates; job opportunities that are available to persons who complete the program and evidence of market demand. 

3. Any similar program(s) offered within the same geographical region (including other SBU sites).  Where a similar program exists, describe the similarities or differences in the degree to be awarded, the area(s) of specialization, and the similarities in specific academic content of the program or course of study.  Include the impact of this program on other programs at SBU. 

4. What kind of students will be involved in the program (full or part time)?  How long will it take each kind of student to complete the program? 

5. Describe the method of instructional delivery, including ITV, on-site faculty, and the mix of full-time and adjunct instructors. 
6. Describe the recommended qualifications of faculty and the potential impact of this new program on current faculty load and department chair load.
7. Identify the resource requirements for the program and the source of funds to support the program for the first two years of program implementation. 

8. Explain the impact of the new program on support services such as on the areas of admissions, assessment, registrar, academic advising, counseling, etc. 

9. Discuss safety issues, OSHA requirements, etc. for the proposed program and how the department will meet those requirements.  
10.  Discuss how you will recruit new students.  How and where are students going to find out about this program? Give examples of specific venues. What means will be used to access and educate businesses, industry, agencies, and/or institutions about this offering?  

11. Identify your enrollment objectives and annual projected income for the next three years:

Full-time enrollment x tuition x (1 – the current discount rate*) 

+ Part-time enrollment x 6 hours x cost per credit hour 

+ Other fees 

+ Other revenue

= Total projected income from enrollment



+Other sources of income



=Total projected income


*Contact the Vice President for Administration for the current discount rate for your area.

12. Identify you projected/estimated expenses for the next three years.  Include start up costs for the first year of your new program.
A. Direct Expenses -Those costs specifically tied to the proposed program. 

1. Instructor salaries and benefits 

2. Administrator salaries and benefits 

3. Clerical Support salaries and benefits 

4. Graduate Assistant salaries and benefits 

5. Equipment costs 

6. Travel costs 

7. Goods and Services – phones, copying, etc. 

8. Classroom materials costs 

9. Library materials estimate

10. Other________________________ 

B. Indirect Expenses – Those costs that are often associated with existing or additional support services that increase incrementally because of the addition of the program.  The indirect costs related to new programs are the facilities, academic support, administrative support and student services costs that are in place to support the delivery of the University’s academic programs. 

13. Projected Revenues and Expenses – Compare your projected revenue to projected expenses over a five-year period.
14. Complete Worksheet #1: Request for Library Impact Statement.  Submit the completed worksheet to the Dean of University Libraries.  Include the University Libraries Dean’s Impact Statement with your proposal.
Submit your responses to your Dean and the Provost who will study your proposal and indicate to you whether or not you should move forward in this process and complete Milestone 2 and/or Milestone 3.  
Milestone #2: External feasibility study
At this point in the proposal process, the Provost and budget committee will determine if a feasibility study will be conducted.  If a feasibility study is completed, respond to the following questions based on the findings of the feasibility study.
1. Strength of competition 

a. Who are three competing institutions for this program (strongest, nearest, lowest price)? 

b. What does each cost? Advantages of each program? Weaknesses of each program? 

c. Are there other state/regional institutions with alternative delivery methods that might compete for the same students? 

2. Demand analysis 

a. What is the current number of students in existing programs in the market area in this field? 

b. What is the potential number of students forecasted? 

c. What is the demand among students for this program? 

d. What is the current academic or industry demand for graduates of this program?  

e. What growth rate do you project for this demand? 

f. What is the market capacity? 

g. What barriers exist to competitive entry into this market? 

3. Market Place: The first step in determining the “demand” for this program is to identify who is willing to “buy” it.
a. What is the population of students that the program wants to serve?

b. Are employers, as wells as students, willing to pay for the program?

4. Target Market: This is the group of people whose needs you will focus on fulfilling better than anyone else does. 

a. What is their need? 

b. How will we serve it? 
5. Estimate the number of individuals expected to enroll from the target market for the 1st, 2nd, and 3rd years.
	
	1st year 
	2nd year 
	3rd year 

	Target 
	
	
	

	Secondary 
	
	
	


Milestone #3: curriculum development
1. Complete your curriculum proposal (according to the Faculty Guidelines), assessment plan, and Worksheet #2: Request for Technology Impact Statement.
2. What will be the role or participation, if any, of clerical or technical support staff in the delivery or administration of the program? 

3. Complete questions related to physical resources impact:
a. Will this program require the remodeling or renovation of existing space?  Describe the impact of this new program on space utilization requirements. 

b. Indicate the nature of any additional support services (e.g. laboratories, computer facilities) likely to be required by the proposed program. 

c. Will this program require specialized equipment? If so, what resources are available for this purpose? 

d. Discuss safety issues associated with this program and possible environmental impact. 
Submit Milestones 1-3 to your Chair, Dean, and the Program Review Council.  In addition, complete the top of the signature form from the Faculty Guidelines, Appendix I, Request to Add (Modify) a Program and send it to your Chair who will initiate the signature process.  Submit your curriculum proposal to the Curriculum Committee.  Graduate programs must be approved by Graduate Council prior to submission to Curriculum Committee.  * Full or Modified syllabi containing course objectives and bibliography must be submitted with this proposal.
MILESTONE #4: ACCREDITATION APPROVAL
Once the new program has been approved by Faculty Senate, the program proposal must be sent to an external accrediting agency for approval, if required by the program.

MILESTONE #5: PROGRAM REVIEW
Following program implementation, it will be reviewed in two years by the Program Review Council and Dean to see if it is meeting its goals including enrollment projections, financial expectations, and quality of education.  At that time, the Program Review Council and Dean will make a recommendation to the Provost regarding:

· continuation of the program with a formal academic program review in 3 years, 

· continuation of the program for another year with a report at the end of the year, or 

· suggestion of closure of the program, if it is not meeting its expected outcomes.
Process for Expansion of

Academic Programs or Degrees
Worksheet #1: Preliminary Request for Library Impact Statement

Directions:

1. Complete the Request for Preliminary Library Impact Statement (LIS) and send to the Dean of the University Libraries. 
2. The Deans of University Libraries will prepare a Library Impact Statement (LIS) and send a copy to the person requesting the LIS.

3. Allow the Dean of University Libraries two weeks to complete a LIS.

1. Name of Program:      
2. Name of Department Chair/Program Director:      
3. Proposed start date of course:      
4. Anticipated enrollment over next 3 years:      
5. Where will the course be offered?

 FORMCHECKBOX 
 Bolivar
 FORMCHECKBOX 
 Mt. View        FORMCHECKBOX 
 Salem
            FORMCHECKBOX 
 Springfield
  FORMCHECKBOX 
 Other

6. What method of delivery will be used with courses?


 FORMCHECKBOX 
 Classroom
 FORMCHECKBOX 
 ITV
      FORMCHECKBOX 
 Angel      FORMCHECKBOX 
 Online
  FORMCHECKBOX 
 Other

7. Name Courses that will be taught in this program.      
8. Are other academic departments involved in the program?  FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If yes, explain.      
9. What library services will the program need? (check as many as apply)


 FORMCHECKBOX 
 Interlibrary Loan

 FORMCHECKBOX 
 Media Services

 FORMCHECKBOX 
 Reserves


 FORMCHECKBOX 
 Printed Resources

 FORMCHECKBOX 
 Library Instruction

 FORMCHECKBOX 
 Other (explain below)


 FORMCHECKBOX 
 Reference Services
 FORMCHECKBOX 
 Online Resources

           
10. List topics that students will likely use for library research.      
11. What library equipment needs do you foresee for this program?      
12.  List library resources (books, periodicals, media, etc.) that you know must be acquired to support the program.      
13. Are there any additional suggestions about the program that you think the library needs to know?      
Process for Expansion of 

Academic Programs or Degrees 
Worksheet #2: Request for Technology Impact Statement

Proposed Program________________________________________  Date______________

Department Chair or Program Director___________________________________________

Directions:

1. Complete the Request for Technology Impact Statement (TIS) and send to the Vice President for Information and Technology Services.

2. The Vice President for Information and Technology Services will prepare a Technology Impact Statement (TIS) and send a copy to the person requesting the TIS.

3. Allow the Vice President for Information and Technology Services two weeks to complete a TIS.

1. What kinds of technology (hardware and software) will be used in teaching this curriculum?      
2. What technologies (hardware and software) will the students need to have access to in order to work in this discipline?      
3. What impact will this program have on existing technology, infrastructure and capacity?      
4. What additional technology expenses will be incurred with this new program?      
5. Is there a specific refresh rate on technology (hardware and software) for this program?      
6. Will this be an entirely center-based, face-to-face program, or will part or all of it be delivered electronically? If the latter, what parts and by what media?      
7. If ITV is required for this program, what is the impact on current scheduling of ITV classes?      
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