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This manual is intended to serve as a guide to Maryland
higher education degree granting institutions in academic program
development. It is intended far use by all Maryland higher
education institutions, public and independent, two-year and
four-year.

These policies and procedures were initially adopted in
August, 1989. In October 1991, in response to reductions in the
higher education budget, these policies were amended to prohibit
the development of programs which did not meet an immediate and
compelling statewide need as identified in the Maryland Plan and
to support those which demonstrate access to resources adequate
to implement the program.

In June, 1992, the Commission again amended these policies
and procedures in response to the downturn in the economy. As
amended, these policies place greater emphasis on programs
central to campus mission; programs which meet a critical and
compelling regional or statewide need as identified in "Investing
in People;" the impact proposals have on similar low-productive
programs; and the funding sources for new program initiativesa

This manual is organized into six major sections. Section I
describes the statutory authority of the Commission with respect
to the review of academic programs.. Section II describes the
delegation of responsibilities. Section III explains criteria
and policies far the review process. Section IV identifies the
review schedule for submitting proposals. Section V describes
the steps in and academic program review process. Section VI
contains guidelines used to determine the types of program
actions that require submission of program proposals. Outlines
of the specific information required far various types of
submissions are contained in Appendices A-C and Tables I-II. A
glossary of terms is also provided.

These policies and procedures will
the Commission to ensure that it remains
conditions.
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I. STATUTORY AUTHORITY OF THE COMMISSION REGARDING
ACADEMIC PROGRAM REVIEW AND APPROVAL/ENDORSEMENT

The Maryland Higher Education Commission has the
responsibility to review academic program proposals in both the
public and independent sectors of higher education. In the
public sector, the Commission reviews and approves or disapproves
all new programs, and substantial modifications of existing
programs, including off-campus degree programs. In the
independent sector, the Commission reviews and recommends or does
not recommend that programs be implemented.

Programs proposed for discontinuance by institutions do not
require Commission action. However, institutions are required to
provide written notice to the Commission in advance of any
program discontinuance. The statutes contain the following
provisions with respect to the program review process:

o A 150-day time frame for the review of completed
proposals. If the Commission fails to act on a
proposal within the prescribed time frame, the program
is officially approved without any further action of
the Commission.

o If the Commission disapproves or acts not to endorse a
proposal, the Commission is required to provide to the
applicant governing-board a written explanation of the
reasons for the disapproval.

a After revising a proposal to address the Commission's
reasons for disapproval or lack of endorsement, the
governing body may submit the revised proposal to the
Commission for approval, thereby triggering a new 150-
day time frame for Commission action.

o Public institutions may not implement a program without
the prior approval of the Commission.

o If an independent institution of higher education has
implemented a new or substantially modified program
contrary to the recommendation of the Maryland Higher
Education Commission that was based on a finding of
unreasonable duplication, then the Commission may
recommend that the General Assembly reduce the
appropriation by the amount ~f aid associated with the
full-time equivalent enrollment in that program. This
provision does not preclude the independent institution
from going for~aar~ with impl~m~ntation of the new ar
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substantially modified program. If the Legislature
reduces program funding, the affected independent
institution may apply annually to the Commission for
reconsideration of the program recommendation.

II. DELEGATION OF PROGRAM RESPONSIBILITY `

.The Maxyland Higher Education Commission has delegated to
the Secretary of Higher Education the responsibility and
authority to act in its behalf on proposals submitted by Maryland
public and independent colleges and universities for new programs
and major modifications of existing programs.

This delegation is subject to the following conditions and
limitations:

(a) The Secretary shall prepare and presant a report to the
Commission at each meeting summarizing all actions
taken since the prior report. Where appropriate, the
report will include:

o name of academic program proposal or articulation
agreement;

o degree to be offered;

o proposing institution;

o relationship to institutional/segment role and
mission;

o relationship to goals, objectives, and initiatives
of Statewide Plan; and

o disposition of the proposal.

(b) If the Secretary disapproves or recommends against a
proposals then the affected institution shall be
entitled, upon request, to have the matter reviewed by
the Commission in accordance with the Commission's
Rules and Procedure (COMAR 13B.04.01). .An appeal
procedure is described in Section V-D.

(c) The Secretary shall, to the maximum extent feasible,
use existing procedures, forms, and regulatory
standards in exercising the authority delegated h~re~~,

Additionally, the Secretary of Highex Education will report
annually to the Maryland Higher Education Commission on programs
experiencing how productivity.



IIS. CRITERIA & POLICIES FOR THE REVIEW PROCESS

Three long term goals guide the Commission's statewide
planning responsibility:

Quality in the context of statewide planning focuses on
the effectiveness of institutional results. That is,
the extent to which an institution fulfills i-ts stated
mission. Thus, an important question is the centrality
of a proposed program to the institution's approved
mission.

Access and Choice for Marvland_Citizens to Higher
Education is concerned with. the needs of citizens for
postsecondary education programs, services, and
research. Included are issues of financial assistance,
transferability of credit, economic development issues
and equal opportunity concerns.

Accountability is defined as a comprehensive set of
reliable and valid indicators appropriate to the
mission of the campus which can assess an institution's
performance against its self-definition and
aspirations.

Criteria for Program Review

o A program proposal will receive particular scrutiny in
determining the extent to which it addresses the
following areas:

- Centrality to Mission and Planning Priorities,
relationship to the Instructional Program Emphasis
as outlined in the mission statements, and a
campus priority for academic program development.

Critical and compelling regional or statewide need
as identified in the Maryland Plan.

Reasonablen

Adequacy of
Outcomes.

Adequacy o:f

Adequacy of

Adequacy of
Equipment.

ess of Program Duplication, if any,

Curriculum Design and Related Learning

Faculty Resources.

Library Resources.

Physical Facilities and Instructional



- Adequacy of Finances.

- Adequacy of Provisions for Evaluation of Program.

Consistency with Commission's Minority Student
Achievement Goals.

Relationship to low productivity programs
identified by Commission.

A. Mission and Planning Priorities

Centrality to the institutional mission as well as the
established planning priorities of the institution is essential.
Programs submitted by a public institution that are central to an
institution's mission statement shall be eligible for approval
and implementation.

In sum, the proposed program must be:

o central to the campus mission;

o related to the Instructional Program Emphasis as
outlined in the mission statements; and

o a campus priority for academic program development.

B. Need for the Proposed Program

The proposed program must meet a critical and compelling
regional or statewide need as identified in Investing in People:
The Maryland Plan for Postsecondary Education.

Demand and need for the program in terms of meeting present
and future needs of the region and the State in general must be
clearly stated. Two kinds of needs may be identiFied:
1) societal needs; and 2) occupational needs relative to
upgrading vocational/technical skills or meeting job market
requirements. The Commission recognizes and supports the
tradition of liberal arts education and the need far higher
education programs which offer individual and societal benefits
that are independent of manpower or market demand considerations.
Such programs provide immeasurable returns to the State in part
by instilling in citizens a capacity for advanced learning and an.
understanding of the fundamentals of civilization.

When appropriate, institutions proposing new programs must
present data projecting market demand and the availability of
openings in the job market to be served by the new program. The
types of information submitted will vary depending on the program
but may include the following: manpower and employment
projections prepared by the Bureau of Labor Statistics and



Maryland Department of Economic and Employment Development as
well as professional and trade associations; and surveys of
potential employers, including numbers of anticipated vacancies
and training requirements. Finally, as an additional indicator
of need, the institution shall clearly detail how program success
will be defined and measured, particularly if such a definition
includes measures in addition to the conferral of a degree or
certificate.

C. Duplication of the Proposed Program

The elimination of unreasonable program duplication is a
high priority. Ordinarily, proposed programs in undergraduate
core programs consisting of basic liberal arts and sciences
disciplines would normally not be considered unnecessarily
duplicative. Unreasonable duplication is a more specific concern
in vocational/technical, occupational and graduate and
professional programs which meet special manpower Heads. The
issue of how a proposed program meets an institution's local and
state area needs shall be addressed.

Evidence demonstrating that the proposed program is not
duplicative of similar offerings in the State is essential. At a
minimum, this must be substantiated on the basis that the
proposed program or programs to be offered are not unreasonably
dupl.icati~e of existing programs in a specific geographical
location. in the State. In determining whether a program or
course of study is unreasonably duplicative., the Secretary shall
consider the degree to be awarded, the area of specialization,
the purpose or objectives of the program or course of study to be
offered, the specific academic content of the program or course

.. of study, evidence of the quality of the proposed program in
comparison to existing programs, and an analysis of the market
demand for the program. Staff analysis will also include an
examination,of such factors as role and mission, accessibility,
alternative means of educational delivery, analysis of enrollment
characteristics, and residency requirements.

D. Adecruacy of Curriculum` Design and Related Learninc{ Outcomes

The presence-of a structured and coherent program of study
with clearly delineated program objectives and intended student
learning outcome must be evident. Required courses in the major
shall not be excessive and should be consistent with customary
expectations for the type of degree proposed. Likewise, the Arts
and Sciences core courses should be distributed in a manner
consistent with the Commission's Minimum Standards. If
appropriate, the curriculum of the proposed program shall. reflect
the r~quire~ents of any accreditins~ or cer~i.fy~ng body.
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E. Facul~v Resources

Faculty resources shall be adequate and appropriate for the
proposed program, given the institution's mission and the
character of the program to be developed. The minimum
educational attainment of the faculty shall be the appropriate
degree commensurate with the degree level of the proposed
program. While the doctorate, in most instances, is the-
appropriate terminal degree for baccalaureate and graduate
programs, the MFA or a similar professional degree is often
considered a terminal degree. If specialized accreditation or
state licensure is an expectation, the number of terminal degxee
holders shall meet the minimum requirements of the appropriate
accrediting association or licensing~ag~ncy.

adjunct faculty are an important and necessary component of
some programs. However, except in unusual circumstances at least
50 percent of the total courses within the proposed degree
program shall be taught by full-time faculty. Generally,
programs shall involve credentialed full-time faculty in
teaching, program development, and student services. Adjunct
faculty, when utilized, shall possess the same or equivalent
qualifications as the regular faculty of the institution and
shall be approved by the academic unit through which the credit
is offered. The responsibilities of adjunct faculty shall be
specified in such a manner that their involvement in the program
development and academic advising is assured, or that these
activities are provided by other appropriate means.

F, Library Resources

Qualitative and quantitative factors of library resources
shall be appropriate for the proposed program, given the
institution's mission and the character of the program to be
developed. Books, periodicals, microfilms, microfiche,
monographs, and other collections shall be sufficient in number,
quality, and currency to serve the program. Adequacy of the
library personnel and of facilities to service the proposed
program in terms of students and faculty will be considered.

Access to interlibrary loans and to libraries at other
institutions or in other cities shall be indicated. Interlibrary
loans, advanced technologies, and reciprocal loan privileges at
local libraries may constitute valuable resources for the program
that may not be available on-site. However, within this
framework adequate library material shall be available at the
institution which proposes the program. If the program is to be
taught off-campus, and/ar through zn~~ruc~ional television,
access to adequate library resources either through location at
the site, cooperative agreements, or telecamznunicatian, shall be
documented.

12



G, Physical Facil t es__and_Instructional Eauibment

Physical facilities and instructional equipment shall be
adequate to initiate the program. Spaces shall be provided for
classrooms and for staff and faculty offices. Laboratories for
studies in the technologies and sciences shall be designed to
provide maximum utilization of facilities, materials, and
equipment. Some courses require laboratory facilities,
specialized equipment such as computer terminals and audio-visual
aids, or other special resources. An institution offering such
courses off-campus sha11 assure that appropriate facilities and
instructional equipment requirements are met.

H. Finances

The resource requirements of proposed programs shall be
analyzed in order to assess the adequacy of the requested
resources to support a quality program. This assessment is to
ensure that the program will be efficient in its resource
utilization and to assess the impact of this proposed program on
the institution's overall need for funds. Programs submitted by
public four-year institutions, depending on new allocations of
resources should have funding requests included in the
institution's aska.ng budget. Table 1 - Expenditure Categories
and Table 2 - Resource Categories must be completed in sufficient
detail to -allow the Secretary o'f Higher Education to make a
judgment on the adequacy of resources. (See pages 47-50.)

New programs shall normally satisfy at least.-.one of the
following conditions:

(1) Reallocation of Existing Resources - campuses must
provide documented evidence of campus funds to be
reallocated to the new program. The source and process
of reallocation must be specifically detailed. An
analysis of the impact of the reduction on existing
programs and/or organization units must be presented.

and/or

(2) Tuition and Fees From Students New to the Institution -
campuses must provide evidence of a projected increase
in total student enrollments to the campus.

and/or
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(3) Grants Contracts or Sources Other Than Normal State
Appropriations - campuses must provide documented
evidence of funding sources and amount. Alternative
financing plans mush also be presented For the period
when the funds cease to be available.

and/or

(4) Discontinuance ar Downsizing of an Existing Program or
Organizational Unit - campuses must provide adequate
documentation to demonstrate sufficient savings to the
State to offset new costs and justify approval For a
new program offering.

I. adequacy of Provisions Eor Evaluation of Programs

Each institution shall set forth instructional supervision
and evaluation procedures for the program. These procedures may
include evaluation of courses and faculty by students,
administrators, and departmental personnel. Curriculum review
procedures established by each .institution for its program.
offerings shall include standards and guidelines for the
assessment of student outcomes as defined for the program and
consistent with the institutional mission, and those shall be
specified.

J. Minority Student Achievement..

Consistent with the Commission's policies regarding minority
access, identify specific actions and strategies which will be
utilized in the recruitment and retention of other-race students.

K. Low-Productivity Programs

Each year the Commission will identify low-productivity
programs. Low-productivity programs directly related to the
proposed program should be addressed.. Careful review should
consider the fiscal resources (faculty, administration, library
resources, and general operating expenses) currently devoted to
the low-productive programs and how those resources can be
redistributed to help fund the proposed program.

14



Review of Cooperative Ventures, Off-Campus Programsr
Telecommunications Instruction. Closed-Sites,

Directed Technology Certificates and Statewide Programs

A. Cooperative Ventures

The Higher Education Commission encourages institutions to
explore the opportunities for cooperation with other
institutions, within a segment and between segments, offering
similar programs and to document the extent to which cooperative
arrangements have been explored. Every institution considering a
new academic degree program or a major modification of an
existing program is encouraged to e~lore cooperative development
of new program initiatives. The cooperative degree program
guidelines are provided as an illustration of a model to assist
institutions in establishing such programs.

B. off-Campus Programs

off-Campus programs must be submitted for review and
approval. Campuses offering programs off-campus as defined in
the Glossary, must provide for adequate and appropriate library
resources within reasonable distance of the instructional site.
Students enrolled in off-campus instruction shall have access to
academic support services equivalent to those provided to
students enrolled in on-campus resident credit courses, including
academic advising, .counseling, .library and other learning
resources, and financial aid. At least one-third of the classes
offered in an off-campus program shall be taught by full-time
faculty members of the parent institution.

C. Telecommunications Instruction

Programs offered via telecommunications instruction at off-
campus sites shall be considered an off-campus program and must
be submitted to •the Cammissinn For review and approval... A
proposal shall be submitted for this purpose. The focus of the
review shall be to ensure a level of quality equivalent to that
of regular on-campus resident credit instruction. No program
offered via telecommunications instruction will be approved which
is not already an approved program offered on the primary campus
of the applicant institution. Institutions proposing specialized
fields of study to maintain professional accreditation shall
present written evidence of compliance with the appropriate
professional accrediting association's standards for off-campus
instruction.

Procedures fQr the selection and evaluation of faculty
responsible for telecommunications instruction sha11 be in
accordance with the standards and procedures used by the
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institution for the appointment oP faculty responsible for on-
campus resident credit courses. Students enrolled in
telecommunications instruction shall have access to academic
support services equivalent to those provided to students
enrolled in on=campus resident credit courses, including academic
advising, counseling, library and other learning resources, and
financial aid.

D. Consultant Review

The review of program proposals will generally entail Higher
Education Commission staff discussions with institutional/
segmental personnel involved with the program. Tn cases where
the Secretary determines that additional expertise is needed to
evaluate a program outside experts may be retained. The
Secretary and the institutional/segmental administrators shall
agree on the selection of the consultant(s). All financial
obligations incurred during the visit are the responsibility of
the institution. Far an on-site visit, an institutional or
segmental representative will be invited to join the team as a
resource person. .

E. Closed Sites

Maryland colleges and universities maintaining full and
unconditional accreditation and approval from Middle States
Association and from the Maryland Higher Education Commission may
respond to the request of a sponsoring agent to offer a
previously approved academic degree program at a business/
industry or governmental site solely for its own employees by
submitting a letter of notification to the Secretary of Higher
Education describing the program and affirming that there is .
access to library resources and faculty consistent with the scope
and nature of the offerings. Academic programs may be offered
through traditional means as well as through various
technological needs. Under this policy, the general public will
not be recruited nor admitted to these programs. If an
institution elects to open the program beyond the designated
employees, the Commission's off-campus policies and procedures
will prevail.

F. Directed Technolacxv Certificates

A Directed Technology Certificate is designed for community
colleges as a sequence of courses that meets specific training
objectives. Its purpose is to dramatically shorten the startup
time for credit training programs and to provide a useful
credentialing function for those desiring a formal college award.
The Certificate cam be awarded for success~u~~y earning at least
12 credits but no more thaw 24 credits.
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The Directed Technology Certificate is a specialized
learning program developed by colleges specifically for employer
training needs. Each college must provide a copy of the
curriculum and evidence of the following:

a) That the curriculum for the Certificate has been
developed in consultation with a specific employer s)
to meet specific training needs.

b) That the curriculum has been reviewed by the _._.
appropriate curriculum approval bodies at the college.

c) That the content specialist will be assigned to ensure
high standards and maintain written documentation about
the curriculum.

d) That financial resources are adequate to support the
curriculum.

The Secretary of Higher Education may grant approval' to
offer a Directed Technology Certificate program For a period of
no more than three years.

A request for approval to offer a Directed Technology
Certificate can be submitted at any time. A letter of request
from the President should be submitted to the Secretary. of Higher
Education which responds to the above. It is expected that the
review and approval of a Directed Technology Certificate can be.
processed within a 30 day period.

G. Statewide Pro rq ams

Community colleges have developed increasing numbers of
specialized technical programs designed to prEpare students for
immediate employment. Many of these technical programs are
offered at several community colleges because of large student
enrollment and high employment availability. With the
development of an increasing number of highly specialized
technical programs, however, the duplication of certain programs
by neighboring colleges, or colleges within a geographical
region, may be prohibitively expensive to both the local
political subdivision and the State.

Statewide designation is meant to include all political
subdivisions except any that have the same program. In other
words, statewide designation applies only to programs that are
not available ~t the community college in the stu~~n~'~ ~~u~ty o~
residence.
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The statewide designation process applies to both existing
programs and new programs. Upon endorsement by the local board
of trustees, the requesting institution petitions the Secretary
of Higher Education to designate the program as statewide by
responding to the general criteria listed below. This program,
if so designated, is then eligible for out-of-county tuition
reimbursement by the State.

upon:
The general criteria for statewide designation wild be based

a) The maximization of student access ~o instructional
programs;

b) The ability of the college to accommodate additional
students;

c) The need for additional students to sustain the
program;

d) The unit cost of the program;

e) The uniqueness of the program; and

f) The current labor market demand For graduates of the
program in the region.

When limited funds are available, priority will be given to
programs that are unique, to programs that address employment
shortage areas determined by appropriate State agencies, and to
programs that are designed to meet the requirements of new
technology-oriented State or regional industries.

The designation of an instructional program as statewide
does not preclude any college from proposing the same program for
its political subdivision. While the existence of the statewide
program will be taken into account, the proposed program will be
evaluated on its merits, considering the number of job openings,
student demand, and cost.

If the Secretary of Higher Education determines there is no
longer a need for a program to be designated as statewide, the
statewide program designation may be discontinued. In such
cases, students already enrolled in the program shall continue to
receive a prorata reimbursement for the out-of-county tuition
differential.



IV. SCHEDULE FOR PROGRAM REVIEW

The schedule begins with the submission of a program
prospectus and culminates with the Secretary of Higher
Education's action on a program proposal. Proposals may be
submitted to the Maryland Higher Education Commission on June 15
and December 15. Prospectuses should be submitted no earlier
than six months and no later than two months in advance of the
proposal deadline.

V. STEPS IN THE PROGRAM REVIEW PROCESS

,There are three major steps in the review of program
proposals:

A. Submission and review of a prospectus;

B. Submission and review of a completed program proposal;
and

C. Review and final action by the Secretary of Higher
Education.

A brief explanation of each of these steps follows.

A. Submission and Review of a Prospectus

A prospectus is used by all public and independent
institutions to notify the Secretary of Higher Education and
other institutions that a program is being planned. Each
institution should have established procedures for reviewing and
submitting a prospectus. Appendix A outlines the information
required in a prospectus.

The review of a prospectus provides an opportunity for
discussion of proposed program actions among segments,
institutions and the Secretary. The review also gives
institutions an opportunity to provide written comment to the
Secretary on the proposed program. Immediately aFter receipt of
a prospectus, the Secretary will circulate to the institutions
copies of every prospectus that has been submitted and will
provide thirty days for comment. This procedure is intended to
assist the Secretary of Higher Education to identify at an early
date concerns about the proposed program. The Secretary will
a~~.~~ngt ~o r~~olve whatever controversies/conflicts that may



exist relative to the prospectus. Regardless of concerns
identified and/or institutional comments received, campuses are
not precluded from preparing and submitting a final program
proposal.

The prospectus is also designed to provide information to
the Secretary in determining the need for an institution to
develop a full program proposal and selecting the type of
proposal to be submitted. The prospectus provides a brief
description of a proposed program action for staff consideration
prior to the development of a full program proposal.

B. Submission and Review of a Program Proposal

A proposal is a plan for implementing a program action.
Proposals must be approved or endorsed according to the
procedures of the appropriate institutional or segmental
governing boards prior to formal submission to the Secretary.
The Secretary will not take action until the proposal is
submitted officially by the appropriate governing board. The
proposal shall not be deemed completed until the applicant
submits any supporting documentation requested by the Commission
staff. Within ten days after receipt of a proposal, the
Secretary will notify institutions of the official status of the
proposal. Appendices B through C outline the information
required by the Secretary of Higher Education for various types
of program proposals.

Immediately after receipt of a completed proposal, the
Secretary will inform all institutions of the proposal.

C. Review and final Action by the Secretary of Higher Education

Following the Commission staff's review of a completed
proposal, the staff's analysis .and recommendation s) will be
presented to the Secretary of Higher Education. Favorable action
on a completed program proposal by the Secretary of Higher
Education constitutes final program approval/endorsement and
final degree authorization, if required.

An institution shall implement an approved/endorsed program
in accordance with the approved program proposal and the
conditions set by the Secretary. The Secretary may request the
institution to submit a progress report responding to the
original proposal and any conditions which may be imposed.

If the Secretary acts not to approve or endorse a program
proposal, the Secretary will provide a writta~ e~plana~i~n ~f the
reasons for the disapproval. Institutions may elect to revise a
proposal to address the Secretary's reasons for disapproval and
submit the revised proposal for reconsideration, or the
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institution may elect to have the matter reviewed by the
Commission in accordance with the following appeal procedure. A
revised, resubmitted program proposal shall be deemed a new
proposal for purposes of the statutory 150-day time frame for
Commission action.

D. Appeal Procedure

Tn the event of an appeal of the Secretary's denial, of
approval/endorsement for either a public or independent
institution, the following procedures shall be followed:

o A letter of~appeal from the Chief Executive Officer of
the aggrieved institution must be received by the
Secretary of Higher Education within thirty (30) days
of receipt of the official notice of the Secretary~s
decision. At this time, the appealing party must
submit its full rationale in support of the appeal to
the Commission. This rationale shall summarize the
justification for a review of the Secretary's decision
and should include any relevant supporting evidence.
Depending upon the Secretary's reasons for the
decision, this material will be placed on the agenda
for the next regularly scheduled meeting of either the
Education Policy Committee or the Finance Policy
Committee of the Commission.

o Interested parties may present testimony to the
appropriate committee at its next regularly scheduled
public meeting..

o The Chairman of the appropriate committee will present .
the Committee's findings and recommendations to the
Maryland Higher Education Commission at its next
regularly schedule meeting.

o The decision of the Maryland Higher Education
Coznmission shall. be deemed final and not be subject to
further review or appeal.

VI. GUIDELINES FOR DETERMINING TYPE OF PROPOSAL

This section contains guidelines for determining the type of
proposal to be submitted.

A . New Pro~c ram

A new program exists if one or more of the following
conditions prevail:
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(1) The proposal establishes an instructional program
leading to a formal award in a subject area in which
such an award is not presently authorized. (Example -
an institution wishes to offer a program in Chemistry,
but currently offers programs in other fields of study
or an institution wishes to offer a program in
Addiction Counseling, but currently offers an option in
Addiction Counseling within an approved program in
Menial Health.)

(2) The proposal establishes an instructional programs in a
subject area in which a formal award is offered at a
different degree level. (Example - an institution
awards the B.5. in Chemistry and wishes to award an
M.S. in Chemistry or an institution wishes to offer an
associate degree in Addiction Counseling, but currently
offers only a lower-division certificate in Addiction
Counseling.)

(3) The proposal establishes a new major by combining
coursework offered in two or more existing degree
programs. (Example - an institution wishes to offer a
program in Biochemistry by permitting students to
combine coursework offered in its current programs in
Biology and in Chemistry.)

(4) The proposal establishes an award of a different type
in a subject matter area in which another formal award
at the same level is already offered (Example - an
institution awards the Master of Science in Management
and wishes to offer a Master of Business
Administration) or an institution awards an A.A.S. and
wishes to offer an A.A. or A.S.

B. Substantial Expansion or Modification of an Existing
ProgramfArea of Concentration

A substantial expansion or major modification of an existing
program/area of concentration may occur when:

(1) The proposal establishes a new program title within an
approved program. (Example - an,institution offers a
program in Human Resources and wishes to offer a
program in Human Resources Management.)

(2) The proposal establishes a new area of concentration
within an existing program. (Example - an institution
offers a program in Psychology and wishes to add a new
area of concentrati~~ i~ Employee Assistance Training
or an institution offers a program in Mental Health and
wishes to offer a new area of concentration in
Addiction Counseling.)
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C. Off-Campus Program

An off-campus program exists when one or both of the
following occur:

(1) An institution offers more than one-third of the
required coursework in a major field of study leading
to a certificate or degree at a location* other than
that of tha sponsoring institution/campus during any
twelve-month period. For a BA/BS degree, the one-third
is based on the course requirements for the major (30-
40 credits).not on 120 credits for the total degree
requirements.

(2) An institution advertises and/or advises students that
coursework at an off-campus location wi11 lead to the
award o~ a certificate or degree.

D. Program Offered by Telecommunications Instruction

A program offered by telecommunications instruction exists
when one or both of the following occur:

(1) An institution offers more than ane-third of the
required coursework in a major field of study via
telecommunications instruction to a site or sites other
than that o~ the primary campus of the sponsoring
institution. For a BA/BS degree, the one-third is
based on the course requirements for the major (30-40
credits) not on 120 credits for the total degree
requirements.

(2) An institution advertises and/or advises students that
coursework offered via telecommunications instruction
to a site or sites other than the primary campus of the
sponsoring institution will lead to the award of a
certificate or degree.

* For community colleges, off-campus location constitutes
activities offered outside the community college service area.
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E. Cooperative Degree Program

Cooperative programs shall be designated as belonging to one
of the following degree categories:

(1) Joint Degree: A single degree offered by two or more
institutions bearing the name and seal of each.
Substantive involvement of all participants in.required
coursework, faculty exchange, and shared use of
facilities must be demonstrated.

The Following characteristics are considered to be
essential elements of joint degree programs:

(a) Degrees - Students enrolled in joint programs will
receive a single diploma which bears the names and
seals of both institutions.

(b) Planning - The proposed program must be planned by
representatives from each participating
institution. The identical proposal should go
through the normal program approval procedures for
the institutions and segments, including formal
approval and recognition by each governing board.

(c~ Memorandum of Understanding - A memorandum of
understanding between or among cooperating.
institutions will be included when the program
proposal is submitted.

(d) Administration - Each institution shall be
responsible for designating a program director.
The program directors shall keep one another
informed as they administer the program, select or
assign faculty, set common admissions standards,
coordinate curriculum modifications, monitor
operations, plan budgets, write grants, establish
joint library purchases.

(e) Curriculum - Distribution of coursework in the
major field of study will be based on programmatic
requirements and the respective strengths of
participating institutions. The ideal arrangement
would approximate an even division of curriculum
responsibilities between or among the cooperating
institutions. The proposed degree must be
consistent with the institutional mission as it is
outlined in the Statewide Plan.

(f) Students - An arrangement must exist for
recruiting and admitting students and for
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administration of student support services in
joint degree programs.

(g) Evaluation - A mechanism must exist for monitoring
and evaluating programs, with provisions far
participation by faculty, students, and
administrators from each institution involved.

(2) Primary Degree: A single degree offered by one
institution having responsibility for at least two-
thirds of the course requirements. Cooperating
institutions will participate by the appropriate and
complementary addition of courses, faculty, and
facilities intended to complete the degree requirements
of the primary institution.

The following characteristics are considered to be
essential elements of primary degree programs.

(a) Degrees - The diploma will be granted by the
primary institution.

(b) Planning - The proposed program is essentially
planned by the institution awarding the degree.
However, the institution designated as "primary"
assumes responsibility for assuring the
involvement of other institutions of higher
education having particular and complementary
strengths in the same or similar program area.
The degree proposal must show the actual
involvement of other institutions of higher
education in such areas as coursework, faculty,
and facilities.

(c) Memorandum of Understanding - A Memorandum of
Understanding between or among cooperating
institutions will be included when the program
proposal is submitted.

(d) Curriculum - The primary institution offers at
least two-thirds of the course requirements. The
proposed degree must be consistent with the
institutional mission as it is outlined in the
Statewide Plan. Other institutions may
participate by the appropriate and complementary
addition of courses, faculty and facilities.

(e) Students - Students must be matriculated at the
primary institution as degree candidates in
accordance with the policies for degree completion
requirements at that institution. Advisirg and
other student services must be provided by the
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primary institution but this should not preclude
appropriate involvement in these areas by the
cooperating institution.

(f) Administration - The primary institution bears the
responsibility for all administrative functions
associated with the program including
communication and relationships with cooperating
institution(s).

(g) Evaluation - The primary institution bears the
responsibility For the continuing evaluation of
the program in accordance with institutional
policies. The evaluation process, however, must
provide an opportunity fir the involvement of
representatives from cooperating institutions, as
appropriate.
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APPENDIX A

PROSPECTUS

section I

A. Indicate the proposed program action to be taken:

New Instructional Program/Substantial
Expansion/Cooperative Degree Program

off-Campus Degree Programs/Telecommunications
Instruction

B. Indicate the title of the proposed program, the degree
or certificate to be awarded and HEGIS and CIP Code
associated with this program.

C. What is the proposed implementation date for this
action?

D. Indicate the department s) or other organizational
unit s) responsible for this program.

Section II

A. Describe the resource requirements for the proposed
program and the source of funds to support the program
for the first five years of program implementation.

B. Describe how the program meets a critical and
compelling regional or statewide need as identified in
the Maryland Plan.

C. Establish the need and demand for this program by
stating the specific local, State, and/or national
needs for graduates of the proposed program. Describe
job opportunities ghat are available to persons who
complete the program. Provide evidence of market
demand through supporting data including results of
surveys which have recently been conducted.

D. Establish the relationship of the proposed program to
the mission of the institution, its relationship to the
Instructional Program Emphasis, and its priority for
academic program development.
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E. Identify any similar program s) offered within the same
geographical region of the State. If a similar program
does exist, describe the similarities or differences in
the degree to be awarded, the area s) of
specialization, and the specific academic content of
the program or course of study.

F. Briefly describe the educational objectives of~the
proposed program. Include a catalog description.

G. Describe low-productivity programs which are directly
related to the proposed program.
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APPENDIX B

PROPOSAL FOR

NEW INSTRUCTIONAL PROGRAM

SUBSTANTIAL EXPANSION/MAJOR MODIFICATION

COOPERATIVE DEGREE PROGRAM

Institution Submitting Proposal

Title of Program, CIP and HEGIS Code

Department In Which Program Will
Be Located

Award to be Offered

Name of Department Head

Proposed Initiation Date

President/Chief Executive Approval
Signature/Date

Date Endorsed/Approved by Governing Board

Date Received by Secretary of Higher Education
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X. Rationale and Need for the Program

A. Describe the extent to which this program is central to
the institutional mission, the planning priorities of
the campus, and its relationship to the Instructional
Program Emphasis.

B. Describe how this program meets a critical and
compelling regional or statewide need as iden~if ied in
the Maryland Plan.

C. State the specific local, Mate, and/or national needs
for graduates of the proposed program. Describe job
opportunities that are available to persons who
complete the program. Provide evidence of market
demand through supporting data including results of
surveys which have recently been conducted.

D. Provide evidence of student interest in the program.
What are the projections of program majors - full-time
and part-time for each of the first five years of the
program?

E. Project the number of graduates for the first five
years of the program following the first year of
awarding the degrees.

F. If a similar program exists in the State., describe the
similarities or differences in the degree to be
awarded, the area s) of specialization, and the
specific academic content of the program or course of
study.

II. Course of Study Leading to the Proposed Degree

A. State the educational objectives of the program.

Be Describe the program including each area of
concentration, as it would appear in a catalog.

C. List the courses (title, number, semester credit hours,
and catalog description) that would constitute the
requirements and other components of the proposed
program. Indicate which are currently offered and
which will be new (indicate new courses with an X).

D. If applicable, describe any selective admissions policy
or specific criteria for students selecting this major
field of study.
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E. Describe expected student learning outcomes for the
proposed program and directly relate these to the
general curricular requirements of the new program.

III. Faculty

A. Provide a list of current faculty (and areas of
expertise) who will teach in the program.

B. List faculty by rank required for full implementation
of the program.. Tndicat~ Which additional faculty are
to be hired and describe their qualifications.

IV. Accreditation

A. Does the institution intend to seek accreditation for
this program by one of the specialized accrediting
bodies recognized by COPA and the U.S. Department of
Education?

B. Does the institution intend to seek any State licensure
or certification requirements which may be necessary
for graduates to be employed in this field of study.

C. Describe any additional resources, including
facilities,- required to gain accreditation or
licensure.

V. Cooperative Arrangements

A. Describe cooperative arrangements with other
institutions and organizations that may be used to
offer this program. Specify the nature of such
agreements and attach any formal statements of
agreement that have been developed.

B. Specify any articulation arrangements with other
institutions that wi11 be in effect for the program.
Attach appropriate documentation for such arrangements,
if any.

VI. Library Requirements

A. Describe the adequacy of the existing library resources
to support the proposed program. This description
includes quantitative and qualitative evaluation of
library holdings. Indicate how the institution will
overcome any deficiencies.

Inda.cate the level of library support in Bound Volume
Equivalent required by the new program above and beyond
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that currently available and
programs. Complete Table 3.
table along with znformatian
library materials by subject
Annual and other appropriate
item 5. If additional staff
in the text of proposal under

that projected for other
Using the numbers in this

on the average price of
area (from the R.R. Bowker
sources) complete Table 1,
are needed, discuss this
r this item.

B. Indicate any cooperative arrangements with other
institutions and organizations that will be used to
offer this grogram. Please specify the exact nature of
such agreements and attach any formal statements of
agreement that have been developed.

VII. Facilities and Equipment

A. How will the proposed program impact on the use of
existing facilities and equipment?

B. Describe additional facilities, facility modifications,
and equipment that will be required for use in the
proposed program. Indicate the status o~ the facility
and equipment requests to support your needs.

VIII. Minority Student Achievement

Identify specific actions and strategies which will be
utilized in the recruitment and retention of other-race
students.

IX. Low-Productivity Programs

Thase lvw-productivity programs directly related to the
proposed program should be addressed. Careful review should
consider the fiscal resources (faculty, administration,
library resources, and general operating expenses) currently
devoted to the low-productivity programs and how those
resources can be redistributed to help fund the proposed
program.

X. Finance

This information is requested to permit the Secretary to
assess the adequacy of resources requested to support this
program. Complete Tables 1 and 2. Please provide a
narrative rationale For each of the resource requirements.

35



APPENDIX C

PROPOSAL FOR

OFF-CAMPUS PROGRAM

TELECOMMUNICATIONS INSTRUCTION

Institution Submitting Proposal

Title of Program, CIP or REGIS Code

Department in Which Program Will Name of Department Head
be Located

Award to be Offered

Signature/Date

Proposed Initiation Date

President/Chief Executive Officer

Date Endorsed/Approved by Governing Board

Date Received by the Secretary of Higher Education
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I. Rationale and Need for the Proposed Off-Campus Program

A. Describe the extent to which the offering of this
program off-campus is central to the institutional
mission and the planning priorities of the campus, and
its relationship to the Instructional Program Emphasis.

B. Describe how this program meets a critical and
compelling regional or statewide need as identified in
the Maryland Plan.

C. How was the need/market demand established for taking
this program off-campus. Please provide supporting
data.

D. Describe the number and percentage of courses within
the approved program to be offered for each academic
year.

E. Identify the location where the program is to be
offered.

F. Indicate if a similar program is offered in the same
geographic region of the State.

G. Is this off-campus activity to be a permanent
arrangement? If not, explain.

H. If program is requested by a sponsoring agent, will
classes be open to the general public or restricted to
employees of the organization?

II. Course of Study Leading to the Proposed Degree

A. Identify appropriate pages in the catalog which
describe this program.

B. Indicate how the program will be described in
promotional materials.

C. Will advertised courses be offered as scheduled
regardless of enrolment? If not, what are the
criteria for determining whether a scheduled course
will be offered?

D. Will there be a regular pattern of courses offered in
the program? Tf yes, please describe the planned
schedule. If no, please indicate how courses to be
offered each term will be selected.

E. Will all courses completed off-campus be transferable
into the corresponding on-campus program?
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F. Describe expected student learning outcomes for the
proposed program and directly relate these to the
general curricular requirements of the new program.

III. Students to be Served by the Proposed Program

A. Please provide evidence of student interest in the
proposed program and indicate the source of students
who will enroll.

B. What will be the criteria for admitting students to the
proposed program? How do these compare with those for
the corresponding on-campus program?

IV. Accreditation

Will the off-campus program have an impact on the
accreditation status of the corresponding on-campus program
and on the status of the total institution?

V. Staffing Qualification

A. Indicate whether faculty will be permanent
institutional faculty or adjunct. Please provide a
list of currently employed faculty who will teach in
the off-campus program.

B. If qualifications of faculty teaching off-campus
differs from that of the permanent faculty, please
describe.

C. How will faculty be evaluated?

VI. Library Requirements

Describe in detail what arrangements will be made to provide
library services to students at the off-campus site.

VII. Facilities and Equipment

Indicate the facilities and equipment .that will be used For
the proposed off-campus program.

VIII. Student Services

Describe the nature of counseling and other student services
that will be made available at the off-campus site.
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IX. Finance

This information is requested to permit the Secretary to
assess the adequacy of resources requested to support this
program. Complete Tables 1 and 2. Please provide a
narrative rationale for each of the resource requirements.
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43



DIRECTIONS FOR PROGRAM FINANCE DATA

Finance data are divided into two tables. Table l is to be
used to report each year's expenditures. Table 2 is to be used
to report each year's resources.

TABLE l: Expenditures

Expenditure Categories

Faculty -- Report the number of full-time equivalent faculty
and the related salary and fringe benefit eacpenditures for
new faculty needed to implement the program. For example,
since data are to be reported in a cumulative fashion in
each category, if two new faculty members are needed, one in
the first year and one in the second year, the salary of one
,member ($25,000) is to be reported in Year 1 and the salary
of both faculty members ($50,000) is to be reported in Year
2 and each successive year. This method of reporting is to
be used in every category. Report the amount paid for
benefits beyond salary or wages.

Administrative Staff -- Report the number of full-time
equivalent support staff and related salary and fringe
benefit e~enditures for additional staff needed to
implement the program.

Support Staff -- Report the number of full-time equivalent
support staff and related salary and fringe benefit
e~enditures for additional staff needed to implement the
program.

Equipment -- Report anticipated expenditures for equipment
necessary for the implementation and/or operation of the
program.

Library -- Report anticipated expenditures for library
materials directly attributable to the new program.

New andjor Renovated Space -- Report anticipated
expenditures for any special facilities (general classrooms,
laboratory, office, etc.) that will be required for the
proposed program. Indicate whether renovation of existing
facilities will be sufficient or if construction of new
facilities will be necessary.

Expense -- Report anticipated expenditures for expenses
directly related to the program in each year. All
expenditures not clearly within another specific category of
tie farm should be included here and should be acccnpanied
by a brief description of the nature of the expenditure.
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Included in this category should be allowances for faculty
development, travel, memberships, office supplies,
communications, data processing, equipment maintenance, and
rentals.

Total Year -- Total al.l expenditures and FTE requirements in
each column (continuing, one-time, and total) to provide a
summary of each type of expenditure as well as a grand total
For that year of operation.

TABLE 2: Resources

Resource Categories

Funds Reallocated from Institutional Sources -- Report the
amount of reallocated resources from other programs which
will support the program in each year of implementation. In
specific terms, document the source and process of
reallocation and provide an analysis of the impact of the
reduction on existing programs and/or organizational units.

Student Fees Attributable to the Procrram -- Report the
cumulative number of full-time equivalent students expected
to enter the institution as a direct result of this program
and the amount of student fee income directly attributable
to these students, based on the standard student .credit hour
load for the program level, in each year of program
implementation.

Grants Contracts and Other Sources -- Report and document
the amount of grant funding or external donations which will
became available in each year of implementation as the
result of this program. Present alternative financing plans
for the period when the Funds cease to be available.

Discontinuance or Downsizincx -- Provide adequate
documentation to demonstrate sufficient savings to the State
to offset new costs.

General Revenue -- Complete only if additional general
revenue is requested to implement the .program. Report the
additional general revenue amount required to implement the
program in each year after implementation.

Total Year -= Total the financial resources available to the
program in each column (continuing, one-time, and total) to
provide a summary of the resources attributable to the
program in the-year of implementation.
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TABLE 1: EXPENDITURES

Expenditure
Categories Year 1 Year 2 Year 3 Year 4 Year 5

Faculty Salary $
(FIE)
Benefits $

Admin. Staff $
Salary (FIE)
Benefits $

Support Staff $
Salary (FIE)
Benefits $

Equipment $

Library $

New and/or $
Renovated
Space

Expense $

Total Year $
(FIE)
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TABLE 2: RESOURCES

Resource
Categories Year 1 Year 2 Year 3 Year 4 Year 5

Funds Reallocated $
from Insti-
tutional sources

Student Fees $
Attributable to
the Program

Grants, Contracts $
and Other Sources
(Define transition
plan' for period
when limited
duration funds
cease to be
available)

Discontinuance $
or Downsizing
(Provide
documentation to
demonstrate
sufficient savings
to the State to
offset new costs)

General Revenue $
(Complete only
if additional
general revenue
is requested
to implement
the program)

Total Year $

48



TABLE 3

LIBRARY MATERIALS REQUIRED FOR PROPOSED PROGRAM

Existing B.V.E.* for Proposed Program

Additional B.V.E. for Proposed Program
in Year 1 of Program

Additional B.V.E. for Proposed Program
in Year 2 of Program

Additional B.V.E. for Proposed Program
in Year 3 of Program

Additional B.V.E. for Proposed Program
in Year 4 of Program

Additional B.V.E. for Proposed Program
in Year 5 of Program

* Bound Volume equivalent
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GLOSSARY OF TERMS
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Area of Concentration
within a program which
semester crec~it~ hours,
hours, and exceeds 18

GLOSSARY OF TERMS

- A sequential arrangement of courses
at the undergraduate J.evel exceeds 24
~at the masters level exceeds 12 semester
semester hours at the doctorate level.

Associate of Applied Science (A.A.S.) - Recognizes the mastery of
vocational-technical occupational skills (law enforcement,
computer technology, and engineering technology, etc.). These
programs are intended for those seeking immediate employment
opportunities. However, it does not preclude a student from
transferring to a technical baccalaureate degree program such as
a Bachelor's degree in Technology or to transfer non-technical
courses to a four-year institution.

Associate of Arts {A.A.Z - Recognizes a mastery in the liberal
arts (social sciences, humanities, and similar subjects) and in
the fine arts (music, art, etc.). These programs are intended
for transfer to equivalent Bachelor of Arts degree programs at
four-year institutions.

Associate of Science (A.S.~ - Recognizes mastery in science or
technology (engineering., agriculture, the natural sciences) with
a heavy emphasis on undergraduate mathematics or science. These
programs are intended for transfer to Bachelor of Science degree
programs at four-year institutions.

Bachelor of ArtslBachelor of Science Degree - Degree awarded for
successful completion of a program of 120 or more undergraduate
semester credit hours.

B.V.E. - A Bound Volume Equivalent consists of a physical unit of
any printed, typewritten, mimeographed, or processed work
contained in one binding or portfolio, hard or paper bound, which
has been cataloged, classified and/or otherwise prepared For use.
Treat each microfilm as one B.V.E. Five microform items equal
one B.V.E.

Certificate of Advanced Study -- Certificate awarded for
successful completion of at least 30 semester credit hours of
graduate study or the equivalent beyond the master's degree.

Directed Technology Certa.ficate - Certificate awarded for
successful completion of a specialized learning program which
meets employer training needs and consists of at least 12 credits
but no more than 24 credit hours at the freshman or sophomore
levels, or bath.
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Doctoral Degree - Degree awarded for successful completion of at
least two years of study beyond the master's level, including
completion of a thesis or dissertation.

First Professional Degree - Degree awarded for successful
completion of all institutional requirements for becoming a
practitioner in a field such as law, medicine, dentistry,
pharmacy, theology, and nursing.

Formal Award - A certificate, diploma or degree granted in
recognition of successful completion of the requirements of a
program. Such official awards are conferred by the faculty and
ratified by the institution's governing board.

F.T..E.F. - Full-time equivalent faculty (FIEF) is defined as the
number of full-time faculty plus the number of course credit
hours taught by part-time faculty during the Fall and Spring
semesters divided by 24 for teaching four-year institutions and
18 for research institutions. For community colleges, the number
of course credit hours eligible for State aid and taught by part'
time faculty during a given fiscal year would be divided by 30
and added to the number of full-time faculty.

Instructional Program - A course of study, requiring the
completion of a specified number of course credits from among a
prescribed group of courses, which leads to a formal award.

Lower-Division Certificate - Certificate awarded for successful
completion of a minimum of 12 semester credit hours at the
freshman or sophomore levels, or both.

Masters Degree - Degree awarded For successful completion of at
least 30 semester credit hours or the equivalent of graduate-
level courses.

Off-Campus Program - More than one-third of the required
coursework in a major field of study leading to a certificate
beyond the bachelor's level or leading to any undergraduate or
graduate degree offered by an approved or chartered institution
at a location other than the principal location of the
institution during any twelve-month period,. or coursework offered
at a location other than the principal location of an approved or
chartered institution which is advertised as leading to a degree
ar to a certificate beyond the bachelor's level at that location.
For community colleges, off-campus location constitutes
activities offered outside the community college service area.

Post-Baccalaureate Certificate - Certificate awarded for
successful completion of at least Z2 semester credit hours of
college-level work, the majority of which are at the masters
level.

54



Professional Certificate - Certxficate~ awarded for successful
completion of the required number of courses required by the
appropriate national professional association.

Upper-Division Certificate - Certificate awarded for successful
completion ~of at least 12 semester credit hours at the junior or
senior levels, or both.
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