Chapter Five

New Program Approval Process



2A.
Overview of the New Program Approval Process


21.
New Program Approval Required


22.
Distance Education Programs


23.
Application Deadlines



4.
Texas Skill Standards Board Recognition
3
3B.
Application Procedures and Requirements


31.
Letter of Intent to Apply for New Workforce Education Program


42. 
Institutional Effectiveness (IE) Plan


53.
New Program Application Forms


94.
Supporting Documentation for the New Program Development


C.
New Program Review Process
13
131.
Staff Review of the Application


142.
Objections to Proposed New Programs and Resolution of Disputes


143.
Staff Recommendation


154.
Commissioner’s Approval


5.
Coordinating Board Approval
15
156.
Implementation Deadline for New Programs


157.
Appeals Procedure


16D.
Examples


171.
Example Letter of Intent


182.
Program Summary Examples


253.
Example Curriculum Outline—SCH


274.
Example Curriculum Outline—CEU


285.
Example of Institutional Effectiveness Corrective Action Plan


E.
Electronic Forms
29
1.  Statement of Assurances
30

2.  Application for Approval of New Workforce Education Programs
32
3.  WECM Special Topics Course Form
33
4.  WECM Local Need Course Form
35
F.
Implementation Dates for State Funding
39
          






Note:
Some information in this chapter applies only to Public Community and Technical           Colleges.
A.
Overview of the New Program Approval Process
1.
New Program Approval Required

Colleges must submit a new program application under the following circumstances:

a.
To create a certificate or AAS/AAA degree in a program CIP code area for which the college has no current offerings on its inventory;

b.
To create an AAS/AAA degree in a program CIP code area in which the college has only certificate offerings on its inventory;

c.
To join a sequence of workforce continuing education courses for which the total number of contact hours for the sequence is 360 or more (see Chapter Three); or

d.
To create an advanced technical certificate or add one to an existing program (see Chapter Three for details).
A new program application is not required to add certificates (other than an advanced technical certificate) to an existing program.  For this purpose, an application for program revision may be used (see Chapter Six).

2. Distance Education Programs

Prior to offering any distance education or off-campus courses or programs for the first time, a college must submit an Institutional Plan for Distance Education and Off-Campus Instruction to the Coordinating Board for approval. This plan should be updated and reviewed on a five-year cycle. Please refer to THECB Rules and Regulations, Chapter 4, Subchapter E, “Approval of Distance Education and Off-Campus Instruction for Public Colleges and Universities” at http://www.thecb.state.tx.us/univ/disted/subHdocs.htm. 
3. Application Deadlines
The following table provides the deadlines for letters of intent and application submissions for new workforce education programs.  The dates specified below for letters of intent and applications are the dates by which they are due in the Community and Technical Colleges Division of the Coordinating Board.  Applications received after the deadline, or without a letter of intent sent by the appropriate deadline, may be held until the following semester.  If a new program application has not been received by the date indicated on the Letter of Intent, a new Letter of Intent must be sent to the Coordinating Board staff.  Failure to submit a properly completed new program application or to supply additional information requested by staff in a timely manner may delay the approval process.

	DEADLINES FOR THE NEW PROGRAM APPROVAL PROCESS

	To Request a New Program for Implementation by:
	Send a Letter of Intent by:
	Send a Complete New Program Application by:

	Fall Semester or September 1
	April 1
	May 1

	Spring Semester or January 1
	August 1
	September 1

	Summer Semester or June 1
	February 1
	March 1


4. Texas Skills Standards Board Recognition

Institutions seeking approval for new workforce education programs are eligible to apply for program recognition from the Texas Skill Standards Board (TSSB).  This process is optional and applies only to disciplines for which skills standards have been developed.  To apply for TSSB program recognition, the institution must document that Texas skill standards, where recognized or conditionally recognized by the TSSB, have been fully incorporated into the curriculum.  (To see the list of recognized and conditionally recognized skill standards, visit the Texas Skill Standards Repository on the TSSB website at www.tssb.org.)  

For guidance in completing the TSSB program recognition application process and to find out about the TSSB application review process, visit the TSSB’s Community and Technical Colleges website section at www.tssb.org.

B.
Application Procedures and Requirements
1.
Letter of Intent to Apply for New Workforce Education Program

An institution developing a new program must send a letter of intent at least 30, but not more than 180, days prior to submitting a formal application for program approval.  The purpose of this letter is to notify both the CB staff and other colleges in the region of the college’s plans to introduce a new program. The letter of intent must indicate the name of the program under development and the expected date of formal submission.  Institutions that do not submit the application within 180 days after submitting the letter of intent must submit another letter providing a new date by which the application will be submitted.  A letter of intent received fewer than 30 days prior to the application deadline may be held until the following semester.

a.
The letter should be addressed to the Coordinating Board's Assistant Commissioner for Community and Technical Colleges.

b.
Copies must be sent to the chair(s) of the appropriate Higher Education Regional Council(s) and should be sent to the appropriate local workforce development board(s).  For a listing of local workforce development boards, please go to http://www.twc.state.tx.us/dirs/wdbs/wdbmap.html.

The institution filing a letter of intent for a program application will be assigned a Coordinating Board staff member for technical assistance.  See example letter of intent at the end of this chapter.

2. 
Institutional Effectiveness (IE) Plan

For institutional effectiveness purposes, a “program” refers to all awards offered within a four- or six- digit CIP code designation as noted in Chapter Three. Before any new program will be approved, the institution must demonstrate overall institutional effectiveness as defined below.  Along with any new program application, colleges must submit their corrective action plans for meeting the two standards described below for any eligible programs not meeting the standards in the most recent Annual Data Profile (ADP).  A sample corrective action plan is included at the end of this chapter.  After noting the percentage of eligible programs that meet each standard in the three-year period analyzed in the Program Summary, include the institution’s plan for programs not meeting the standards in the appendix to the program application.

Number and Placement of Graduates from Current Workforce education programs

The college must demonstrate successful student outcomes for each current workforce education program it offers.  Institutions should refer to their Annual Data Profiles (ADP) to obtain graduation and placement rates.  The ADP summary can be accessed on the web at http://www.thecb.state.tx.us/ctc/ip (Institutional Effectiveness Data for New Workforce Education Program Applications).  To demonstrate institutional effectiveness, the college must show that for each program over the previous three-year reporting period:

(1)
A minimum of 15 students graduated/completed; and

(2)
At least 90 percent of program graduates were employed, in the military or receiving additional education within one year of completing the program.  (Career Schools and Colleges should refer to chapter seven, Career Schools and Colleges, for additional information.)
These standards do not apply to institutional awards not listed on the Coordinating Board’s inventory of programs.  The Coordinating Board grants exceptions to these standards for programs that have been implemented for less than three years, those currently in deactivation status, and those taught in prisons.  If a program is reactivated, the exception for new programs does not apply; the program shall be expected to meet all institutional effectiveness standards.

3.
New Program Application Forms

Public community and technical colleges must submit new program applications electronically.  Coordinating Board staff may grant exceptions for extenuating circumstances.  A complete new program application must include each of the following items in this order:

Items to be mailed or faxed:
· Statement of Assurances

· Corrective Action Plan (may also be sent electronically-see below)

Items to be submitted electronically:

· Application Form for Approval of New Workforce Education Programs

· Program Summary

· Proposed Curriculum Outline

· Corrective Action Plan (may be added into the program summary or sent by e-mail)

The application should also include these electronic forms if applicable:
· WECM Special Topics Course Form(s)

· WECM Local Need Course Form(s)

a.
Statement of Assurances


All new program applications must include a Statement of Assurances approved by the institution’s governing board and signed and dated by the Chief Executive Officer (CEO). (See the next section for details on the Statement of Assurances and supporting documentation).  The Statement of Assurances certifies that all of the following criteria have been met:

· The institution has documented local and/or regional workforce demand for the program.  

· Basic and workforce skills have been integrated into the curriculum.

· Each program award offers at least one of the following: a capstone, an external learning experience, or eligibility to sit for a credentialing examination.
· All course and program prerequisites are identified on the proposed curriculum outline and included in the credit hour/contact hour totals for the program.

· An enrollment management plan for the program is in place.
· The program is consistent with all requirements from the Commission on Colleges of the Southern Association of Colleges and Schools.

· The program is consistent with all requirements from other licensing and/or accrediting authorities.  (Authorities must be identified.)
· An advisory committee composed of representatives from business and industry has been directly involved in the creation of this program.
· Adequate funding is available to cover all program costs over the first five years.
· The institution has an improvement plan in place for all workforce education programs that do not currently meet Board standards for both graduation and placement.

· Written notice of the application has been sent to the appropriate Higher Education Regional Council(s).

· Skill standards recognized by the Texas Skill Standards Board, if they exist for this discipline, have been reviewed and considered for inclusion in the curriculum for the program.

· The governing board of the institution approved the proposal of this program and the date of the approval.

· The Statement of Assurances form must be signed and dated by the institution’s CEO.  


The Statement of Assurances Form appears at the end of this chapter.

NOTE:  No new program will be recommended for approval without a complete, properly signed Statement of Assurances.

b. Application for Approval of New Workforce Education Programs—Public community and technical colleges must submit the application electronically.  Career Schools and Colleges may download the form from the Instructional Programs web page.  These can be found at http://www.thecb.state.tx.us/ctc/ip.
c. WECM Local Need Course Forms (if applicable)—If the curriculum for an award includes a Local Need course not currently in the WECM or on the college’s course inventory, submit a completed form to request the course.

REMINDER: WECM credit Special Topics and Local Need courses are limited to a maximum of one for each Level 1 certificate, two for each Level 2 certificate, and three for each associate degree or advanced technical certificate or a maximum of three per program.  Coordinating Board staff may approve a greater number of local need courses for emerging and evolving disciplines.

d.
WECM Special Topics Course Forms (if applicable)—If the curriculum for an award includes a WECM Special Topics course, either as a requirement or an elective, submit a completed form for each currently planned course topic.  At least one Special Topics form must be submitted for each Special Topics course included in the curriculum.

e.
Program Summary—Each program application should include a brief (one and one-half pages) program description summary.  The summary will assist Coordinating Board staff and external reviewers in the evaluation of the new program application.  An example program summary appears at the end of this chapter.  Each program summary must include the following sections:

(1)
Institution Name
(2)
Proposed Award(s) List all proposed degrees and/or certificates and a proposed program title.

(3) Curriculum Quality


Program Objectives:  Identify the occupation(s) for which this program would prepare students.  Be as specific as possible about job titles or categories for which the program would qualify students.  Provide general information about the skills involved in each occupation.  Identify any accreditation the program would seek, including the names of organizations.  Identify any certification or licensing requirements that graduates of the program would meet or examinations they would be qualified to take including the names of organizations.  Specify the program location if it would be offered at sites other than the primary college campus.


Curriculum:  Explain the emphasis of the program curriculum, including both general education and technical courses.  Explain how the requirement for an external learning experience, capstone, or eligibility to take a credentialing exam would be met.  Provide information about all current and proposed awards for the program.

(4)
Program Demand

Occupational Need:  Explain how the college documented the need for this program, including sources used and projected number of jobs available over the next five years.  A minimum of two of the sources listed later in this chapter must be used.  Include information about expected entry-level salaries for graduates.  If a local survey is used, include the number of surveys sent, the number returned, and the response rate.  Refer to section on Supporting Documentation for the Statement of Assurances later in this chapter for more detailed information.

Existing Programs at Other Institutions:  Explain how the program would not unnecessarily duplicate existing programs of the same type within fifty miles.  Identify the closest college(s) and the distance from the institution.  Explain how the program would articulate with existing programs in senior high schools and/or four-year institutions.  

Expected Enrollment:  Provide projected student enrollment for the first year of the program, the expected average annual enrollment thereafter, and the projected annual graduation rate.
(5)
Program Support

Faculty:  State the total number of both full- and part-time faculty members needed for the program.  Be sure to distinguish between the required program director and other faculty members who would teach in the program.


Facilities and Equipment:  Provide a brief summary of facilities and equipment for the program, noting whether existing or new resources would be used.  If the program would be housed in existing facilities, explain whether renovations would be needed.  Note all assistance provided by business and industry partners.


New Costs:  List projected new costs to the institution for the first five years of the program and document sources of funds to cover the costs.  For example, existing equipment and facilities are not included in new costs, but upgrades should be included.  When general education courses are added to an existing award, the additional contact hours generated by students in the program represent new costs.  Provide the following information:  
Table 5-1.  Program Costs and Income Summary 

	Total New Costs for Program (First Five Years):
	$

	Income Sources: (total must be at least equal to program costs)
	

	     Tuition and Fees
	$

	     Local Funding
	$

	     State Funding
	$

	     Business Support
	$

	     Other Sources* (specify)
	$

	Total Projected Income:
	$


*Do not include Perkins grant money or anticipated grant funds that have not yet been awarded.
A worksheet to assist you in your calculations is provided on the 

Instructional Programs web page at http://www.thecb.state.tx.us/ctc/ip. It is not necessary to submit the worksheet with the program application.  Whatever calculation method is used, please be sure to document it in case questions arise during the review process. See appendix of this chapter for a table titled, “Implementation Dates for State Funding.”
(6)
Institutional Effectiveness



Graduation and Placement Standards:  Provide a statement about the percentage of the institution’s workforce education programs that are meeting institutional effectiveness standards for graduation and placement as well as plans to correct any programs that do not meet standards.  Consult the on-line ADP summary for the most current information at http://www.thecb.state.tx.us/ctc/ip (Institutional Effectiveness Data for New Workforce Education Programs). Failure to address all eligible programs not meeting standards may delay the approval process.  Colleges with consistently low graduation and placement standards may be denied new programs until the standards are met.
f.
Proposed Curriculum Outline—The proposed curriculum for each award must be outlined by semester or quarter.  For SCH programs, the curriculum outline must include courses (number and title); expected course sequence; weekly lecture, laboratory, and external learning experience hours; total contact hours; and credit hours for all courses.  For CEU programs, the curriculum outline must include course number and title; course sequence and total contact hours for all courses.  All course prerequisites must be included in the curriculum outline and in the credit hour or CE contact hour totals for the program.  If optional courses are listed, the curriculum outline must specify exactly which courses they may replace.  Identify shortened semesters on the curriculum outline.  See Chapter Three of these Guidelines and Coordinating Board rules regarding the number of SCH allowed in shortened semesters.  Examples of proposed curriculum outlines appear at the end of this chapter. 

g.
Appendix—The appendix should include a plan of corrective action for all eligible programs that do not meet both standards for institutional effectiveness and other supporting documentation if appropriate.

4.
Supporting Documentation for New Program Development
This section outlines the supporting documentation that institutions should maintain to demonstrate proper new program design and implementation.   Additional documentation may be requested during the new program approval process and may be examined during institutional effectiveness site visits.  Please submit this additional information only when specifically requested by Coordinating Board staff.

a.
Documentation of Workforce Demand for the Program


The proposed program must be justified in terms of labor market information documenting pertinent local, regional, and/or statewide workforce demand for the program.  To satisfy this requirement, institutions must document at least two of the following:

(1)
The program would prepare students for an occupation that is targeted by the local workforce development board in the institution’s service area or local workforce development area;

(2)
The program would prepare students for an occupation that is on the list of priority occupations for the region or state as identified by the Texas Workforce Commission.  Visit the TWC website at http://www.twc.state.tx.us/twc.html; 

(3)
The program would prepare students for an occupation that has been identified as an emerging and evolving occupation for the region or state by Career Development Resources (CDR).  See CDR website at http://www.cdr.state.tx.us/;
(4)
Publications of the Bureau of Labor Statistics (BLS) of the U.S. Department of Labor indicate high demand for the occupation for the next five to 10 years.  Visit the BLS website at http://stats.bls.gov/blshome.html; or 

(5)
A survey of local or regional employers documents sufficient employment opportunities for the projected enrollment in the program.  If a survey is used, documentation should include the survey instrument; description and size of the population; description of sampling techniques; number and location (in‑district, service area, and/or statewide) of employers surveyed (including the total number of surveys sent and the number returned); number of usable responses; and names of the respondents and their firms; salary ranges and employment opportunities by job title and demonstration that the program education or training results in added value or an entry‑level wage higher than minimum wage and/or a standard of living above poverty.

(6)
Other evidence that indicates a need for the program; for example, new regulatory/accrediting requirements.

b.
Assurance of Basic and Workforce Skills


The college must document that the appropriate level of academic and workplace skills would be achieved upon completion of the described curriculum.  To document workplace skills, the institution should provide a matrix, cross​walk, or checklist detailing how the foundation and workplace skills are integrated into the program (See examples of SCANS Matrix Model and Program Competency Profile at the end of Chapter Three).


To document students' attainment of basic academic skills, the institution must either designate the program as TSI-eligible or follow the guidelines for assessment and remediation of students as outlined in Chapter Three of these Guidelines.

c.
Enrollment Management Plan


The institution should design a program-specific enrollment management plan.  The plan should provide evidence that the proposed new program would have sufficient enrollment to support the program, including a(n):

(1)
identification of articulated feeder institutions and programs (e.g., high schools participating in 2+2 and/or Tech‑Prep programs);

(2)
strategy for enrollment projection and management that includes student recruitment and program marketing;

(3)
plan that specifies activities for access, recruitment, retention, and placement of students from special populations;

(4)
history of enrollment in related continuing education/workforce education courses (if applicable); and 

(5)
projected enrollment, including the anticipated number of program majors for the first year of program operation, the anticipated average annual enrollment thereafter, and the anticipated annual number of graduates once the program is fully implemented.

NOTE:  To ensure the viability of a program, a minimum enrollment of 20 students per year is recommended for most programs. 

d.
Program Linkages and Demonstration of Non‑Duplication


Each program (or group of similar programs) should have documented linkage(s) with public secondary schools and/or other institutions of higher education and non‑duplication with similar programs within the higher education region and/or service area.  Documentation should include:

(1)
identification of similar workforce education programs and related training programs in the region/service area (information available on the Coordinating Board website at http://www.thecb.state.tx.us); and, as applicable:

(2)
documentation that contact has been made with appropriate institutional administrators to initiate program‑specific articulation;

(3)
a timeline for the formal initiation of these linkages;

(4)
a statement specifying the form(s) of program linkage(s) that will be initiated (e.g., inverted degree plans, advanced placement, 1+1 programs, 2+2(+2), and/or Tech‑Prep programs); and/or

(5)
documentation that clearly justifies the need for any proposed program that duplicates an existing program in the region or service area. Colleges wishing to enter contractual agreements with non-regionally accredited 

organizations should consult the Coordinating Board’s Rules and Regulations, Chapter 9, Section 9.192 (http://www.thecb.state.tx.us/rules/rulemain.htm).

Independent school districts, community and technical colleges, degree granting career schools and colleges and/or apprenticeship sponsors must obtain approval from the Texas Education Agency and the Coordinating Board to utilize the Tech-Prep Program designation for new or revised programs.

e.
External Agency Approval, Certification and Accreditation

The institution should document the process and time line for any required or voluntary external agency approval or accreditation required to ensure the eligibility of graduates to take the examinations required for certification, licensure, or registration.  Letters demonstrating communication with the appropriate approval agency and documentation of the required process should be available.

f.
Resources Required for Program Operation


The institution should detail the initial resources needed for the program, including existing and additional faculty, facilities, equipment, and an estimate of annual operating costs.  Specific areas to address include:

(1)
Faculty: For applied associate degree programs, at least one full-time faculty member with appropriate credentials must have his or her primary teaching assignment in the major, curriculum area, or concentration.  All certificate programs must have at least an assigned program coordinator who is a full-time employee of the college and faculty with appropriate credentials (see Chapter Two).

(2)
Facilities:  These must be adequate for the delivery of the program.  All out‑of‑district or off‑campus resources must be adequate to support a program of quality equal to that of the main campus.

(3)
Equipment:  A general list of major required equipment, estimated costs, and potential donations must be provided.  Any equipment or supplies that would be donated must be noted in this section.

(4)
Five-year Costs and Revenue: Detail of how the institution will meet projected new program costs for the first five years, including personnel, operating expenses, and capital outlay must be provided.

g.
Advisory Committee Minutes

 The institution must keep on file minutes of all advisory committee meetings conducted for the planning of the program, as well as a list of all advisory committee members, including their names, titles, and employers. There should be minutes which clearly document industry support  from at least two formal advisory committee meetings held prior to submitting the new program application. (See sample Advisory Committee Meeting Minutes form at the end of Chapter Three for a suggested format.)

C.
New Program Review Process

When developing a new program, institutions are encouraged to consult with Coordinating Board staff as well as members of other appropriate state agencies and the appropriate local workforce development board(s). 

1.
Staff Review of the Application

Colleges that submit proposals that are complete and require few or no changes should receive notification of approval within 30 days after the program’s arrival at the Coordinating Board offices.  For programs that are incomplete or require more substantial changes before they can be recommended for approval, 60 days from the time the application is received will be allotted to resolve all problems.  Program applications that are still incomplete, require additional information, or are in need of changes after 60 days will be suspended until all issues can be resolved.  

The staff of the Coordinating Board's Community and Technical Colleges Division will review each new program application for completeness and adherence to Board rules and these Guidelines.  

Review can be conducted more efficiently by Coordinating Board staff if the proposal is complete.  Criteria that assist staff in completing the review more quickly include the following:
· The proposal has all required forms including the Statement of Assurances signed and dated by the institution’s chief executive officer (CEO), and provides the date the program was approved by the institution’s governing board;
· The proposed program adheres to Coordinating Board rules and/or guidelines (e.g., SCH limits for certificates and AAS degrees, faculty requirements, appropriate use of WECM and ACGM courses, etc.);

· The program has clear focus in the form of an identifiable technical core;

· A need for the program has been adequately justified;

· Indication of alignment with the requirements of credentialing bodies has been provided for any discipline that normally meets the standards of external credentialing agencies;

· The career or employment path for graduates of the program is clear;

· The institution’s Institutional Effectiveness Data for New Workforce Program Applications (http://www.thecb.state.tx.us/ctc/ie/iedata_newprog/iedata.cfm) indicate that a significant proportion of its current workforce education programs are meeting standards for productivity and placement of graduates and a corrective action plan for all programs not meeting standards is in place;

· The budget information is adequate; and/or 
· Another institution has not objected to the establishment of the program.

The institution may request staff assistance in developing the program.  This is especially important when the program would be the first of its kind in the state and/or no WECM courses are available for the program area.
Additional review of a new program application may require the institution to provide supporting documentation described in the section entitled “Supporting Documentation for New Program Development” or to modify the proposed program to ensure that it meets guidelines.
When deemed necessary by the staff or requested by the institution in appeal of the staff’s recommendation, a formal program review may be scheduled.  For a formal program review, the college’s CEO or designee would present the proposed program to the Coordinating Board program review committee which may include representatives from Coordinating Board staff, community and technical colleges, career schools and colleges, and other state agencies when appropriate.  The institution may bring additional representatives if desired.  Discipline-specific experts may also review the new program application and provide comments regarding curriculum design and content. 

2.
Objections to Proposed New Programs and Resolution of Disputes

Objections raised by an institution to another institution's proposed new workforce education program must be submitted in writing to the Assistant Commissioner for Community and Technical Colleges within 30 days from the date of the letter of intent to begin the new workforce education program.  The Assistant Commissioner may delay formal review of the new program until objections are removed or, if mediation cannot be achieved successfully within 30 days, the objecting institution may participate with the proposing institution in a formal program review process.

In the event of a dispute between or among institutions that cannot be resolved by the institutions, the Commissioner may appoint a three‑member representative panel to be chosen from among the voting members of other Higher Education Regional Councils.  The panel will conduct a hearing and subsequently recommend to the Commissioner a resolution to the conflict.  This procedure may be implemented at the request of any institution involved in the dispute.

3.
Staff Recommendation
After staff review is completed, the staff will take one of the following actions:

a.
Recommend approval;

b.
Confer with the institution about the need for revising its proposal; 

c.
Confer with the institution to recommend withdrawal of the application; or

d.
Recommend disapproval.
4.
Commissioner’s Approval
The Assistant Commissioner for Community and Technical Colleges will review the staff’s recommendations for approval or disapproval and make a recommendation for each application to the Commissioner of Higher Education.  The Commissioner may either, approve, disapprove or refer the program to the Coordinating Board.  

5.
Coordinating Board Approval

The Coordinating Board delegates final approval authority for all certificate programs and most Associate of Applied Science (AAS) and Associate of Applied Arts (AAA) degree programs in public community and technical colleges to the Commissioner of Higher Education.  Associate of Applied Science (AAS) and Associate of Applied Arts (AAA) degree programs must be referred to the Coordinating Board if they are the subject of an unresolved grievance or dispute. They may also be referred to the Board if the Commissioner does not recommend approval for the program and the institution requests Board review of the decision.  Other programs may be referred to the Coordinating Board at the Commissioner's discretion.  

6.
Implementation Deadline for New Programs

Programs must be implemented within 18 months of the approved implementation date as stated by the Assistant Commissioner in the approval letter.  To pursue implementation of the program after that point, the college must begin the process again and provide up-to-date information.

7.
Appeals Procedure

All appeals of Coordinating Board decisions regarding new program approval should begin by contacting an appropriate member of the Community and Technical Colleges Division staff.  The institution may request a formal review as described earlier in this section.  If an institution and Coordinating Board staff members are unable to resolve the matter, the institution may submit a written request for a ruling from the Assistant Commissioner for Community and Technical Colleges.  The institution shall be notified in writing of the Assistant Commissioner’s decision within 30 working days.   The Assistant Commissioner will make a recommendation to the Commissioner of Higher Education.  An institution may appeal the Assistant Commissioner’s decision directly to the Commissioner and ultimately to the Coordinating Board under the provisions of Coordinating Board Rules Chapter 1, Section 1.25.

D. Examples

1.  Example Letter of Intent

[date]

Dr. Glenda O. Barron

Assistant Commissioner

Community and Technical Colleges

Texas Higher Education Coordinating Board

P.O. Box 12788, Capitol Station

Austin, Texas 78711

Dear Dr. Barron:

This serves as a letter of intent to apply for a new workforce education program leading to a [certificate/associate of applied science or associate of applied arts degree/ advanced technical certificate in [name of major] at [name of college].

It is our plan to submit an application for program approval to the Coordinating Board staff by [applicable due date], and, if the program is approved, for [date or in semester] implementation.  We understand that, along with the new application, we must also submit a corrective plan of action for any of our existing workforce programs that do not meet the graduation or placement standards, as outlined in the Guidelines for Instructional Programs in Workforce Education. 

If you, members of your staff, members of the Higher Education Regional Council, or the Local Workforce Development Board have questions about our intent to offer this program, please inform me as soon as possible.

Sincerely,

[name of president]

[name of college]

copy to:

Chair, Higher Education Regional Council

Chair, Local Workforce Development Board

2.
Program Summary Examples

Example Program Summary #1
Institution:


Elsewhere Community College





Elsewhere, Texas

Proposed Award(s):
Continuing Education Certificate in Business Systems, Networking and Telecommunications
Curriculum Quality

Program Objectives:  The Business Systems, Networking and Telecommunications program would prepare students for careers in many different industries where they would perform the duties of Internet service technicians and function as members of Webmaster Teams.  Graduates would manage business communications using electronic communications tools such as the Internet, modems, and local area networks.  They would understand the hardware, software, and procedures involved in electronic communications for business.

Curriculum:  The program would require students to complete 592 contact hours that would include technical courses from the Workforce Education Course Manual or submitted as local need courses.  The program would require implementation of 16 courses new to the college in topics such as computer based communications, Internet, World Wide Web, Internetworking, Web server management, network protocol, network systems management, and special topics.  A portfolio would be used to verify workplace competencies.  Students successfully completing the program would be awarded a non-credit certificate of completion in Business Systems, Networking and Telecommunications

Program Demand

Occupational Need:  1) According to the Occupational Information Network, 2002 national employment of Internet Services and related technicians was 67,167 while the employment figure for the State of Texas for this occupation was 9,150.  The most recent statewide projections, available through the Texas Workforce Commission (TWC), include a current base year employment of 8,200 with a projection to the year 2005 of 13,450.  Based on this projection, employment is expected to have a 46.99 percent increase.  This projection translated into an average annual job openings estimate of 640 through the year 2008.

2) The 2000 edition of Emerging and Evolving Occupations in Texas, published by the Career Development Resources (formerly the Texas State Occupational Information Coordinating Committee), identified Internet Services Technician, Webmaster, Computer Graphics Technician, and Internet Application Developer as emerging and evolving occupations.

3) A study published by the North Central Texas Council of Governments identified Information Specialist as a high potential job for 2003.

4)  Entry-level salaries for graduates would be approximately $35,000 annually.
Existing Programs:  There is currently one Business Systems, Networking and Telecommunications program in the state.  There are no existing programs within 50 miles of Elsewhere Community College.  The closest program is 350 miles from the college at Imaginary Technical College.

Expected Enrollment:  Elsewhere Community College expects an initial enrollment of 15 students during the first year of the program.  This number is anticipated to increase to an average of 30 students annually thereafter with a projected completion rate of 26 students per year.  The college would recruit students from the local independent school districts and from the local businesses.

Program Support: 

Faculty:  The Continuing Education Director would be assigned to direct the program.  Adjunct faculty from industry would be hired to teach the courses 

Facilities and Equipment:  Existing classrooms, laboratories, and equipment currently used by the computer department at Elsewhere Community College are adequate to support the program.  

New costs:  Total new costs for the first five years of the program are projected to be $209,000.  Sources of funds to cover the costs are projected to include $105,870 from tuition and fees, $10,210 from local tax revenue, and $427,660 from state appropriations for total revenue of $543,740.

Institutional Effectiveness:

Graduation and Placement Standards:  Thirty-five of 38 eligible programs (92%) met the graduation standard for 15 graduates during the 1998-2001 academic year. Thirty-four of 35 eligible programs (97%) met the 90% placement standard for the 1997-2000 academic year.  Elsewhere Community College has developed an improvement plan for the four programs that did not meet the Institutional Effectiveness standards.  See appendices for details.

Example Program Summary # 2

(New Credit Program)

Institution:


Fictitious Community College





Fictitious, Texas

Proposed Award(s):
AAS in Chemical Process Technology

Curriculum Quality

Program Objectives:  The Chemical Process Technology program would prepare students for careers in the chemical process industry or related chemical laboratory jobs where they would operate equipment, monitor chemical plant processes, analyze chemical plant materials, and perform related tasks.  Graduates would have a strong background in the appropriate core sub-disciplines of chemistry; laboratory training using state-of-the-art instruments, materials, and techniques employed in the chemical industry; appropriate safety training; problem-solving skills including statistical analysis of data; effective teamwork; effective oral and written communication skills; and proper record-keeping techniques.  The program would comply with the standards of the American Chemical Society’s Chemical Technology Program Approval Service.
Curriculum:  The program would require students to complete 71-72 semester credit hours (SCH) that would include 53 SCH in technical courses from the Workforce Education Course Manual or submitted as Local Need courses and 18-19 SCH in academic courses from the Lower Division Academic Course Guide Manual or submitted as unique need courses.  The program would require implementation of 11 courses new to the college in topics such as orientation to the chemical industry, chemical calculations, instrumental methods, analytical chemistry, unit operations, industrial organic chemistry, statistical quality control, and occupational safety and health.  The program would also incorporate existing academic courses in college algebra, composition, chemistry, physics, speech, psychology, and humanities.  Both an internship and a competency test would be used to verify workplace competencies.  Students successfully completing the program would be awarded the Associate of Applied Science degree in Chemical Process Technology.

Program Demand
Occupational Need:  1) The Fictitious Area Workforce Development Board has identified Chemical Process Technology as a targeted demand occupation for the Fictitious region in 2003.  The Texas chemical process technology industry produces 45 percent of the petrochemicals produced nationwide.

2) Fictitious Community College conducted a needs assessment by sending surveys to 25 chemical process businesses in the college’s service area.  Twenty businesses responded providing an 80 percent response rate.  Eighteen respondents (90 percent) currently employ chemical process technicians.  All of the respondents who employ chemical process technicians expressed an interest in having a program at Fictitious Community College to provide a source of new technicians and to cross-train current employees.  These respondents stated that 81 new employees would be needed by 2003 with an additional 50 new employees projected for the subsequent five years.

3) Entry-level salaries for graduates would be approximately $35,000 annually.
Existing Programs:  There are currently five chemical process technology programs in the state.  There are no existing programs within 50 miles of Fictitious Community College.  The closest chemical process technology program is 200 miles from the college at Imaginary Technical College.  Local employers have had little success hiring graduates from Imaginary Technical College because the graduates are reluctant to relocate.

Program linkages:  Sixty percent of the technical courses in this program would articulate with the baccalaureate program in chemical engineering at Hightech University.

Expected Enrollment:  Fictitious Community College (FCC) expects an initial enrollment of 20 students during the first year of the program.  This number is anticipated to increase to an average of 35 students annually thereafter with a projected graduation rate of 32 students per year.  The college would recruit students from the local independent school districts and from the local chemical process businesses.

Program Support: 

Faculty:  Initially, one current, full-time faculty member with 3 years industrial experience would be assigned to direct and teach in the program, and adjunct faculty from industry would be hired as necessary.  By the second year of the program, a second full-time faculty member with a minimum of three years industrial experience would be hired to direct the program.

Facilities and Equipment:  Existing classrooms and laboratories now used by the academic chemistry program at FCC are adequate to support introduction of the program.  Minor remodeling of a classroom would be required to create a chemical processing technology instrumentation laboratory.    By the second year of the program, additional changes in the process technology laboratory on the West Campus would be necessary to support the Unit Operations course.  New equipment costs for the program are estimated at $250,000.  This amount would be divided over two fiscal years and would be drawn from funds provided for instructional equipment.  Members of the Chemical Processing Technology Advisory Board have expressed a willingness to donate equipment and instrumentation to the program.

New costs:  Total new costs for the first five years of the program are projected to be $802,500.  Sources of funds to cover the costs are projected to include $212,232 from tuition and fees, $116,104 from local tax revenue, and $474,164 from state appropriations for total revenue of $802,500.

Institutional Effectiveness:

Graduation and Placement Standards:  Thirty-two of 35 eligible programs (91%) met the graduation standard for 15 graduates during the 1998-2001 academic year. Thirty-five of 35 eligible programs (100%) met the 90% placement standard for the 1997-2000 academic year.  FCC has developed an improvement plan for the three programs that did not meet the graduation standard.  See appendix for details.

Example Program Summary # 3

(Existing Credit Program)

Institution:


Imaginary Technical College





Imaginary, Texas

Proposed Award(s):
AAS in Diagnostic Medical Sonography

Curriculum Quality

Program Objectives:  The Diagnostic Medical Sonography Program would prepare students to work in entry-level positions in hospitals and other health related facilities.  The Diagnostic Medical Sonography student would be prepared to perform sonographic examinations using high frequency sound waves (ultrasound) to visualize soft tissue structures including gallbladder, kidneys, reproductive organs including fetus and other organs as requested by the physician.  The student would become knowledgeable in laboratory results and clinical information to assist the physician in the diagnosis of disease. 

The Diagnostic Medical Sonography Program would comply with the Standards and Guidelines of the Commission on Accreditation of Allied Health Education Programs (CAAHEP) through a peer review process administered by the Joint Review Committee on Education in Diagnostic Medical Sonography (JRC-DMS).  Graduates would be eligible to take the national examinations for general sonography, i.e., Ultrasound Physics and Instrumentation, Abdomen, and Obstetrics and Gynecology, administered by the American Registry of Diagnostic Medical Sonographers (ARDMS).

Curriculum:  The program would require students to complete 68 semester credit hours (SCH) that would include 38 SCH in technical courses from the Workforce Education Course Manual and 30 SCH in academic courses from the Lower Division Academic Course Guide Manual.  The technical courses include the following existing courses: Ultrasound I, II, and III; Sonography III; Advanced Sonography Practices; Pathophysiology; Intermediate Acoustical Physics; Advanced Acoustical Physics; Introduction to Health Professionals; Medical Terminology; Basic Health Professional Skills; and Clinical Experiences.  These courses comprise the current advanced technology certificate in Diagnostic Medical Sonography.  The degree program would also include nine existing academic courses, i.e., General Physics I, Human Anatomy and Physiology I and II, college Algebra, Fundamentals of Speech, Introduction to Psychology, a Humanities elective, English Composition I, and a Computer elective.

The existing advanced technical certificate in Diagnostic Medical Sonography will continue to be offered.  The current program is fully accredited by CAAHEP.  Ninety percent of the graduates of this program have passed the certification exam.

Program Demand

Occupational Need:  1) The 2003 edition of Emerging and Evolving Occupations in Texas, published by the Career Development Resources, projects that Diagnostic Medical Sonography will grow 46.5 percent through 2006.

2) The Imaginary Area Workforce Development Board has identified Diagnostic Medical Sonography as a targeted demand occupation for the Imaginary region in 2003.

3) Imaginary Technical College (ITC) conducted a needs assessment by sending surveys to 20 hospitals and clinics in the college’s service area.  Fifteen businesses responded providing a 75 percent response rate.  Ten respondents (67 percent) currently employ diagnostic medical sonographers.  All of the respondents (100 percent) who employ diagnostic medical sonographers felt strongly that a program is needed.  Eight respondents (80 percent) anticipated a need for 2-3 additional sonographers over the next five years while the remaining two (20 percent) anticipated they would need at least one sonographer each for a total of approximately 20 – 25 new employees over the next five years.  All of the employers who responded have uncertified employees and expressed an interest in having an educational program available to train the uncertified employees.  With an average of 4 uncertified employees each, approximately 40 employees could benefit from formal training

4) Employers reported considerable difficulty recruiting certified Diagnostic Medical Sonographers.  As evidence of this, employers in the college’s service area are offering $10,000 sign-on and retention bonuses for certified Diagnostic Medical Sonographers.

5) The existing advanced technical certificate requires a prerequisite of an AAS in a specified health professions field for admission into the program.  The number of applicants with this credential is decreasing, making it impossible for the college to meet employers’ needs.  Simultaneously, the number of applicants without prior health care education has increased.  The advisory committee felt that it was necessary to change the admissions requirements and, therefore, the curriculum.

6) Entry-level salaries for graduates would be approximately $30,000 annually.
Existing Programs:  There are five accredited Diagnostic Medical Sonography programs in Texas, Fictitious Community College, Elsewhere Community College, Illusion Technical College, Metropolitan Community College, and Traditional Junior College.  There are no programs within 50 miles of ITC.  The closest program is 250 miles from the college at Fictitious Community College.

Program linkages:  All but three lecture courses and the clinical courses could be transferred to Echocardiography and Vascular Technology Programs for additional certifications.  Also, the Tech-Prep agreement with the local high schools provides students the opportunity to achieve a total of six SCH in Introduction to Health Professionals and Medical Terminology.

Expected Enrollment:  ITC currently enrolls an average of 8 students per year in the advanced technical certificate.  The college anticipates an initial enrollment of 10 students in the first year of the degree program for a first year enrollment of 18 students.  By the second year, the college anticipates an average annual enrollment of 26 students in the combined classes (year 1, year 2, and the advanced technical certificate).  Since the number of students would be limited by the available clinical sites and by accreditation guidelines, enrollment would be expected to remain constant or to increase slightly with the affiliation of additional clinical sites.  The college projects a graduation rate of 16 students per year.  The college would recruit students from the local independent school districts and from the uncertified staff in local hospitals and clinics.

Program Support: 

Faculty:  The certificate program currently has one full-time faculty member who also serves as the director of the program, one 50 percent faculty member, and several adjunct faculty members.  Until enrollment increases, the faculty would be adequate to support the degree program.

Facilities and Equipment:  The program would use the facilities and equipment currently in use for the certificate program.

New costs:  Total new costs for the first five years of the program are projected to be $181,900.  Sources of new revenue to cover the costs are projected to include $59,850 from tuition and fees, $89,044 from local tax revenue, $45,506 from state appropriations, and $250,000 from funded grants and contributions for total revenue of $444,400.

Institutional Effectiveness:

Graduation and Placement Standards:  Fifteen of 18 eligible programs (83%)met the graduation standard for 15 graduates during the 1998-2001 academic year. Sixteen of 16 eligible programs (100%) met the 90% placement standard for the 1997-2000 academic year.  Fictitious Community College has developed an improvement plan for the three programs that did not meet the graduation standard.  See appendix for details.

3. Example Curriculum Outline—SCH


Example Curriculum Outline-SCH


Sample College  


FICE Code:  000000

www.sam.cc.tx.us 

DRAFTING

AAS Drafting and Design 

CIP:  480101


CURRICULUM OUTLINE

	1st Year
	
	
	
	
	
	
	
	

	Fall Sem
	
	
	
	
	
	
	
	

	Prefix
	Number
	Course Name
	Course

Type
	Weekly

Lec

Hrs
	Weekly

Lab

Hrs
	Ext

Hrs
	Cont

Hrs
	Cred

Hrs

	MATH
	1314
	College Algebra
	ACGM
	3
	0
	0
	48
	3

	MCHN
	1438
	Basic Machine Shop I
	WECM
	3
	3
	0
	96
	4

	DFTG
	1409
	Basic Computer Aided Drafting
	WECM
	3
	3
	0
	96
	4

	DFTG
	1325
	Blueprint Reading & Sketching
	WECM
	2
	2
	0
	64
	3

	DFTG
	1405 
	Technical Drafting
	WECM
	3
	3
	0
	96
	4

	
	
	
	1st Semester Totals
	14
	11
	0
	400
	18


	1st Year
	
	
	
	
	
	
	
	

	Spring Sem
	
	
	
	
	
	
	
	

	Prefix
	Number
	Course Name
	Course

Type
	Weekly

Lec

Hrs
	Weekly

Lab

Hrs
	Ext

Hrs
	Cont

Hrs
	Cred

Hrs

	DFTG
	2402
	Machine Drafting
	WECM
	3
	3
	0
	96
	4

	MATH
	1316
	Plane Trigonometry
	ACGM
	3
	0
	0
	48
	3

	DFTG
	1452
	Inter Computer Aided Design
	WECM
	3
	3
	0
	96
	4

	DFTG
	1456
	Descriptive Geom
	WECM
	3
	3
	0
	96
	4

	COSC
	1401
	Microcomputer Applications
	ACGM
	3
	3
	0
	96
	4

	COSC
	1479
	OR Current Micro Applications
	Tech
	3
	3
	0
	96
	4

	
	
	
	2nd Semester Totals
	15
	12
	0
	432
	19


	2nd Year
	
	
	
	
	
	
	
	

	Fall Sem
	
	
	
	
	
	
	
	

	Prefix
	Number
	Course Name
	Course

Type
	Weekly

Lec

Hrs
	Weekly

Lab

Hrs
	Ext

Hrs
	Cont

Hrs
	Cred

Hrs

	DFTG
	2406
	Machine Design
	WECM
	3
	3
	0
	96
	4

	DFTG
	1417
	Architectural Drafting -Res
	WECM
	3
	3
	0
	96
	4

	BMGT
	1305
	Communications in Management
	WECM
	3
	0
	0
	48
	3

	PSYC
	2301
	General Psych
	ACGM
	3
	0
	0
	48
	3

	ENGL
	1301
	Composition I 
	ACGM
	3
	1
	0
	64
	3

	
	
	
	3rd Semester Totals
	15
	7
	0
	352
	17


	2nd Year
	
	
	
	
	
	
	
	

	Spring Sem
	
	
	
	
	
	
	
	

	Prefix
	Number
	Course Name
	Course

Type
	Weekly

Lec

Hrs
	Weekly

Lab

Hrs
	Ext

Hrs
	Cont

Hrs
	Cred

Hrs

	DFTG
	1458
	Electrical/ Electronic Drafting
	WECM
	3
	3
	0
	96
	4

	DFTG
	1454
	Architectural Drafting - Com
	WECM
	3
	3
	0
	96
	4

	BMGT
	2305
	Advanced Communications in Management
	WECM
	3
	0
	0
	48
	3

	XXXX
	X3XX
	BUSG,BMGT,

DFTG,COSC Elective
	WECM
	3
	0
	0
	48
	3

	HUMA 
	1301
	Introduction to Humanities
	ACGM
	3
	0
	0
	48
	3

	PHIL
	2306
	Or Introduction to Ethics
	ACGM
	3
	0
	0
	48
	3

	
	
	
	4th Semester Totals
	15
	6
	0
	336
	17

	
	
	
	Program Totals
	59
	36
	0
	1520
	70


4. Example Curriculum Outline—CEU

Example Curriculum Outline for Continuing Education


Elsewhere Community College
                                                FICE Code: 000000

www.elsewhere.cc.tx.us

Business Systems, Networking and Telecommunications

Continuing Education Certificate
                                                CIP: 52.1204


CURRICULUM OUTLINE

	1st Year
	
	
	
	
	

	1st Sem
	
	
	
	
	

	Prefix
	Number
	Course Name
	Course Type
	Cont Hrs
	CEU

	ITNW
	1001
	Introduction to Computer Based Communications Programs
	WECM
	32
	3.2

	ITNW
	1007
	Internet, Basic
	WECM
	32
	3.2

	ITNW
	1044
	Computer Based Communications Programs
	WECM
	32
	3.2

	ITNW
	1059
	World Wide Web
	WECM
	32
	3.2

	
	
	
	1st Semester Totals
	128
	12.8

	2nd Sem
	
	
	
	
	

	Prefix
	Number
	Course Name
	Course Type
	Cont Hrs
	CEU

	ITNW
	2030
	Fundamentals of Internetworking
	WECM
	48
	4.8

	ITNW
	2045
	Web Server Management
	WECM
	96
	9.6

	ITNW
	1047
	Intermediate Computer Based Communications Programs
	WECM
	32
	3.2

	ITNW
	1050
	Internet, Intermediate
	WECM
	32
	3.2

	ITNW
	2044
	Network Protocol
	WECM
	32
	3.2

	
	
	
	2nd Semester Totals
	240
	24.0

	3rd Sem
	
	
	
	
	

	Prefix
	Number
	Course Name
	Course Type
	Cont Hrs
	CEU

	ITNW
	2032
	Advanced Computer Based Communications Programs
	WECM
	32
	3.2

	ITNW
	2052
	Network Systems Manager
	WECM
	32
	3.2

	ITNW
	2070
	Portfolio
	Local Need
	48
	4.8

	ITNW
	1092
	Special Topics in Business Systems Networking and Telecommunications
	Special Topics
	16
	1.6

	
	
	
	3rd Semester Totals
	128
	12.8

	
	
	
	Program Totals
	496
	49.6


5.
Example of Institutional Effectiveness Corrective Action Plan

Placement Standard:  Four programs did not meet the placement standard.  The corrective action plan for each of these follows.

Computer and Information Sciences (11.01) – This program will be combined with Computer programming (11.02).
Data Processing Technology (11.03) – This program will be closed.

Building Trades (46.04) and Auto Body Repair (47.0603) – These programs will be targeted for immediate action by implementing our Placement Improvement Plan.

The Placement Improvement Plan for Occupational Technical Programs:

1. Inform students of employment outlook information such as employment trends, salary expectations, work environment, etc.

2. Work on a one-to-one- basis with students to provide employment preparation such as completion of employment applications, resume writing, interviewing tips, and keeping jobs.

3. Provide workshops in which local business representatives inform students about employer expectations and available jobs.

4. Track students from the start of the occupational degree training through graduation and beyond (1-3 years after graduation) and keep a database.

Graduation Standard:  Nine programs did not meet the graduation standard.  The corrective action plan for each of these follows.

Computer and Information Science (11.0101 – This program will be combined with Computer programming (11.02).
Data Processing Technology (11.03) – This program will be closed.

Business Administration and Management (52.0201) – This program will be closed.

Electronics Technology (15.0303), Building Trades (46.0401), Auto Body Repair (47.0603), Diesel Mechanic (47.0605), Machine Shop (48.0503), Emergency Medical Technology (51.0904) – These are certificate programs.  Historically, students seeking workplace skills in these programs have completed the programs in numbers well above the graduate standard but have not been counted as graduates because they chose not to pay the graduation fee.

The institution has taken steps to remedy this situation by requesting that the graduation fee be waived for all technical certificate programs.  The Imaginary College Board of Trustees approved this waiver at the October 2002 meeting.

E.  Electronic Forms

Application for a New Workforce Education Program

Statement of Assurances

	Institution:      
	FICE Code:      


	Program Name:      
	Proposed CIP Code:      


In submitting this application for a new program in workforce education, I certify that all of the following criteria have been met in accordance with the procedures outlined in the Guidelines for Instructional Programs in Workforce Education (check all statements that apply).
	___
	The institution has documented local and/or regional demand for this program.

	

	___
	Basic and workforce skills have been integrated with the curriculum for the program.

	

	___
	Each program award offers at least one of the following: a capstone, an external learning experience, or eligibility to sit for a certification or licensure examination.

	

	___
	All course and program prerequisites are identified on the proposed curriculum outline and included in the credit hour/contact hour totals for the program.

	

	___
	An enrollment management plan for the program is in place.

	

	___
	The program is consistent with all the requirements from the Commission on Colleges of the Southern Association of Colleges and Schools.

	

	___
	The program is consistent with all requirements from other licensing and/or accrediting authorities (check only if applicable).
Names of other authorities:      

	

	___
	An advisory committee composed of representatives from business and industry has been directly involved in the creation of this program.

	

	___
	Adequate funding is available to cover all program costs for the first five years.

	

	___
	Th  The institution has an improvement plan in place for all workforce education programs that do not currently meet Board standards for both graduation and placement.

	

	___
	Written notice of this application has been sent to the appropriate Higher Education Regional council(s).

	
	

	___
	Skill standards recognized by the Texas Skill Standards Board, if they exist for this discipline, have been reviewed and considered for inclusion in the curriculum for the program.


Approved by Governing Board:  FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
     

Governing Board Approval Date


Signature of Institution CEO



Date

THECB Form Revised 2/2003  V1

Directions:

Please print, sign, and date the ‘Statement of Assurances’ form.  

Mail and fax a copy to the address and number below.

Mail should be addressed as follows:

Instructional Programs

Texas Higher Education Coordinating Board

Community and Technical Colleges Division

P. O. Box 12788

Austin, Texas 78711

Faxes should be addressed as follows:

To:   Instructional Programs


Community and Technical Colleges Division

Re:   Statement of Assurances
FAX: (512) 427-6444

Application for Approval of New Workforce Education Programs

Top of Form

	Practice Award?
	[image: image1.wmf]

Yes   [image: image2.wmf]No   
	Select "yes" only if you are using this award to practice entering data.
Practice awards cannot be submitted to the THECB.
Selecting "yes" allows the THECB to occasionally purge these awards from the database. 


	Institution
	FICE Code

	
	


	Program Name
	Search by Program CIP
	Search by Program CIP Description


	[image: image3.wmf]

ACCOUNTING



ADMINISTRATIVE & SECRETARIAL SERVICES



AEROSPACE, AERONAUTICAL, & ASTRONAUTICAL ENGINEERING




	Program CIP:
	[image: image4.wmf]


	This value is automatically prefilled when the Program Name is selected.
Do not change it manually.
Internet Explorer users, this may take a few seconds.


	Are there any existing awards in this program CIP?
If "yes," check all that apply 
	[image: image5.wmf]

Yes   [image: image6.wmf]

No
[image: image7.wmf]

AAS   [image: image8.wmf]

C1   [image: image9.wmf]

C2   [image: image10.wmf]

ESC   [image: image11.wmf]

CE   


	Is this program taught at a correctional facility?
	[image: image12.wmf]

Yes   [image: image13.wmf]No    
(Please submit correctional programs and campus programs separately)


	Local Governing Board Approval Date   (mm/dd/yyyy)
	Proposed Implementation Date
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[image: image15.wmf]

The Institutional A
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Please enter the d
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Jan. 1, 2003




	Status
	New 

	Award Type
	[image: image18.wmf]

AAS

 
	AAS (degree), C1 (Level 1 Certificate), C2 (Level 2 Certificate), ESC (Enhanced Skills Certificate), ATC (Advanced Technical Certificate), CE (Continuing Education Certificate)

	Award Title
	[image: image19.wmf]


Example: C1 Accounting Technology [image: image20.wmf]

You must enter a



	Award CIP Code
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  Please choose a CIP code. 

	Tech-Prep Award?
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No


	Have you submitted a letter of intent? The THECB will not accept the letter electronically:    [image: image23.wmf]

No




	Date
	Time

	
	


	Enter Telephone and fax numbers in this format: ###-###-####


	Authorized Official Name
	Title 
	Telephone
	Fax
	E-mail
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An authorized sig
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An authorized title
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An authorized tel
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An authorized fax
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An authorized e-m




	Contact Person Name
	Title
	Telephone
	Fax
	E-mail
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Another contact p
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A Contact title is r
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A Contact telepho


	[image: image40.wmf]
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A contact fax num
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A Contact e-mail 




Bottom of Form

WECM Special Topics Course Form 


Please provide this information for each topic presented in a Special Topics course.

Top of Form

	Before you submit a special topic course, be sure to check the WECM to determine if a general course already exists which meets your requirements. 
	

	For assistance in completing this form, call THECB for an Instructional Programs Officer at (512) 427-6315 or e-mail THECB staff.

	College:
	
	FICE:
	


	Practice Award?
	[image: image44.wmf]

Yes   [image: image45.wmf]

No   
	Select "yes" only if you are using this course to practice entering data.
Practice courses cannot be submitted to the THECB.
Selecting "yes" allows the THECB to occasionally purge these awards from the database. 


	One Time Only Course?
	[image: image46.wmf]

No    [image: image47.wmf]

Yes    A course offered "one time only" will not be reviewed at a WECM workshop. 

	Does a mirror course already exist?
	[image: image48.wmf]

No    [image: image49.wmf]Yes    A "mirror course" is a corresponding SCH or CEU course. 


	Rubric:
	[image: image50.wmf]

ABDR


	Number (XX9X):
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[image: image53.wmf]

The course numb
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Enter an integer v
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The course numb



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image56.wmf]

Enter an integer v




	Local Course Title:
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	Actual contact hours course will be taught:
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You must enter th




	Implementation Date:
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Aug. 1, 2002


	The implementation date for SCH Courses is the date on which instruction begins, e.g. 9/1, 1/1, or 6/1 and for CEU courses is the quarter in which the course will be taught, e.g. 3/1, 6/1, 9/1, or 12/1. 


	Course Level:
	[image: image61.wmf]

Introductory    [image: image62.wmf]

Intermediate    [image: image63.wmf]

Advanced    


	Course Description: This should be a brief statement that describes the overall goal(s), content, and major topics of the course.  Generally, course descriptions should contain no more than 100 words, but no less than 25 words.  Please do not use abbreviations.  Topics address recently identified current events, skills, knowledge, and/or attitudes and behaviors pertinent to the technology or occupation and relevant to the professional development of the student
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A course descrip




	Learning Outcomes: Write one or more broad objectives in each of the two categories specified below, as applicable to this course. Please number each learning outcome. An action verb must be the first word in a learning outcome.
Learning outcomes/objectives are determined by local occupational need and business and industry trends. 

1. Discipline-specific KNOWLEDGE in (theory and concepts; materials, tools, equipment, other resources, processes, procedures, regulations, laws, interactions within and among systems--political, economic, environmental, legal) 

2. Discipline-specific SKILLS in (technical competencies, tasks, capabilities; applied academic skills; technical communication--speaking, writing, and computation; information research and computer utilization) 


	Upon successful completion of the course, the student will:
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	Enter Telephone and fax numbers in this format: ###-###-####


	Authorized Official Name
	Title
	Telephone
	Fax
	E-mail
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	Contact Person Name
	Title
	Telephone
	Fax
	E-mail

	[image: image78.wmf]

[image: image79.wmf]

Another contact p


	[image: image80.wmf]

[image: image81.wmf]

A Contact title is r


	[image: image82.wmf]

[image: image83.wmf]

A Contact telepho


	[image: image84.wmf]

[image: image85.wmf]

A contact fax num


	[image: image86.wmf]

[image: image87.wmf]

A Contact e-mail 




	[image: image88.wmf]

S

ave Course




[image: image89.wmf]

111111



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image90.wmf]

Thecb Test Colleg



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image91.wmf]

Insert



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image92.wmf]

{ts '2003-02-19 0



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image93.wmf]

WECM (SCH)


Bottom of Form

 WECM Local Need Course Form 


Please complete for each local need course:

Top of Form

	Before you submit a Local Need course, be sure to check the WECM and Local Need inventory to determine if a course already exists which meets your requirements. 
	


(for courses submitted electronically only) 

	For assistance in completing this form, call THECB for an Instructional Programs Officer at (512) 427-6315 or e-mail THECB Staff.

	College:
	
	FICE:
	


	Practice Award?
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No   
	Select "yes" only if you are using this course to practice entering data.
Practice courses cannot be submitted to the THECB.
Selecting "yes" allows the THECB to occasionally purge these awards from the database. 


	6-Digit CIP (Course):
(No Period Necessary)
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	Rubric:
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	Number:
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	Course Title:
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	Type of Instruction: 
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	Justification for Local Need Course Required: Please refer to GIPWE Ch. 4 for limitations.
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	Actual contact hours course will be taught:
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	Implementation Date:
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Aug. 1, 2002




	The implementation date for SCH Courses is the date on which instruction begins, e.g. 9/1, 1/1, or 6/1 and for CEU courses is the quarter in which the course will be taught, e.g. 3/1, 6/1, 9/1, or 12/1.


	Licensing agency or accrediting body (if applicable):
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	Course Level:
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	Course Description: This should be a brief statement that describes the overall goal(s), content, and major topics of the course.  Generally, course descriptions should contain no more than 100 words, and no less that 25 words.   Please do not use abbreviations.  Topics address recently identified current events, skills, knowledge, and/or attitudes and behaviors pertinent to the technology or occupation and relevant to the professional development of the student.
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	Learning Outcomes: Write one or more broad objectives in each of the two categories specified below, as applicable to this course. Please number each learning outcome. An action verb must be the first word in a learning outcome.

1. Discipline-specific KNOWLEDGE in (theory and concepts; materials, tools, equipment, other resources, processes, procedures, regulations, laws, interactions within and among systems--political, economic, environmental, legal) 

2. Discipline-specific SKILLS in (technical competencies, tasks, capabilities; applied academic skills; technical communication--speaking, writing, and computation; information research and computer utilization) 


	Upon successful completion of the course, the student will:
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	Suggested Prerequisite (if any):
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	Please refer to the Lower-Division Academic Course Guide Manual (Revision 2001) to locate a similar existing academic course and enter the 10 digit approval number (if applicable):
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	CIP Descriptor:
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	Enter Telephone and fax numbers in this format: ###-###-####


	Authorized Official Name
	Title
	Telephone
	Fax
	E-mail

	[image: image131.wmf]



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image132.wmf]

An authorized sig


	[image: image133.wmf]



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image134.wmf]

An authorized title


	[image: image135.wmf]



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image136.wmf]

An authorized tel


	[image: image137.wmf]



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image138.wmf]

An authorized fax


	[image: image139.wmf]



HTMLCONTROL Forms.HTML:Hidden.1 \s[image: image140.wmf]

An authorized e-m




	Contact Person Name
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Bottom of Form

F.  Implementation Dates for State Funding

Implementation Dates for State Funding

Base Year:

Credit Programs:  Summer and fall before the legislative session (even years) and spring of the legislative session (odd years)
Continuing Education Programs:  March (even years) – February (odd years) before the legislative session

Quarters:
1=September – November



2=December – February



3=March – May



4=June – August

Budget Year:

September 1 – August 31

Funding Begins:

Fall after the legislative session (odd years)

	Year that Program Starts

(Year 1)
	Term that Program Starts

(Year 1)
	Budget Year that Funding Starts (Fall)

	Even Years
	Fall Semester

1st Quarter
	Year 2

	Odd Years
	Spring Semester

2nd Quarter
	

	Odd Years
	Fall Semester

1st Quarter
	Year 3

	Even Years
	Spring Semester

Summer Semester

2nd Quarter

3rd Quarter

4th Quarter
	

	Odd Years
	Summer Semester

3rd Quarter

4th Quarter
	Year 4
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