
COPPIN STATE UNIVERSITY 
NEW PROGRAM PROPOSAL GUIDELINES


Type of Program

_____________ New Instructional Program

_____________ Substantial Expansion/Major Modification

_____________ Cooperative Degree Program

_____________ Within Existing Resources, or

_____________ Requiring New Resources

_____________ Online Program

_____________Any other Program     
	

	Department  Submitting Proposal

	

	Title of Proposed Program

	


	
	
	

	Award to be Offered
	
	Projected Implementation Date

	
	
	

	Proposed HEGIS Code
	
	Proposed Classification of Instructional Programs (CIP) Code

	
	
	

	Contact Phone Number & E-mail
	
	Department Contact


	Signature of President or Designee


	
	Date


Body of Program Proposal: Normally not to exceed 10 pages.  Please be sure to number your pages.

Mission

A prime element in receiving program approval from the USM Board of Regents and from MHEC is mission consistency of the proposed new program. Quoting relevant sentences from the Institution's mission statement and making a clear argument of how the new program supports the mission and the institution’s strategic goals facilitates the approval process.

Characteristics of the Proposed Program

Because MHEC will also be looking at issues related to unreasonable program duplication that would cause demonstrable harm to another institution and to any violation of the State's equal educational opportunity obligations, it is helpful that this section emphasizes the uniqueness of the program and the existence of State need and/or student demand. The remaining information provided in this section typically reflects the following: 


Adequacy of curriculum design and delivery to related learning outcomes:

· Provide a list of courses with title, semester credit hours and course descriptions, along with a description of program requirements. 
· Provide a recommended Plan of Study

· Describe the educational objectives and intended student learning outcomes. 

· Discuss how general education requirements will be met, if applicable. 

· Identify any specialized accreditation or graduate certification requirements for this program and its students. 

· If contracting with another institution or non-collegiate organization, provide a copy of the written contract.
Adequacy of provisions for evaluation of program (as outlined in COMAR 13B.02.03.15).
· Discuss procedures for evaluating courses, faculty and student learning outcomes.
Consistency with the State’s minority student achievement goals (as outlined in COMAR 13B.02.03.05 and in the State Plan for Postsecondary Education).

· Discuss how the proposed program addresses minority student access & success, and the institution’s cultural diversity goals and initiatives.
Relationship to low productivity programs identified by the Commission:
· If the proposed program is directly related to an identified low productivity program, discuss how the fiscal resources (including faculty, administration, library resources and general operating expenses) may be redistributed to this program. 


Critical and compelling regional or Statewide need as identified in the State Plan: 

Demonstrate demand and need for the program in terms of meeting present and future needs of the region and the State in general based on one or more of the following:

· The need for the advancement and evolution of knowledge; 

· Societal needs, including expanding educational opportunities and choices for minority and educationally disadvantaged students at institutions of higher education; 

· The need to strengthen and expand the capacity of historically black institutions to provide high quality and unique educational programs.

· Provide evidence that the perceived need is consistent with the Maryland State Plan for Postsecondary Education (http://mhec.maryland.gov/Documents/MHECStatePlan_2014.pdf 
Quantifiable & reliable evidence and documentation of market supply & demand in the region and State: 

· Present data and analysis projecting market demand and the availability of openings in a job market to be served by the new program.

· Discuss and provide evidence of market surveys that clearly provide quantifiable and reliable data on the educational and training needs and the anticipated number of vacancies expected over the next 5 years. 

· Data showing the current and projected supply of prospective graduates.

Reasonableness of program duplication: 

· Identify similar programs in the State and/or same geographical area.  Discuss similarities and differences between the proposed program and others in the same degree to be awarded. 

· Provide justification for the proposed program.

Relevance to Historically Black Institutions (HBIs) 

· Discuss the program’s potential impact on the implementation or maintenance of high-demand programs at HBI’s.

· Discuss the program’s potential impact on the uniqueness and institutional identities and missions of HBIs.
If proposing a distance education program, please provide evidence of the Principles of Good Practice (as outlined in COMAR 13B.02.03.22C). 

Resources and Finance


Adequacy of faculty resources (as outlined in COMAR 13B.02.03.11).  

Provide a brief narrative demonstrating the quality of program faculty . Include a summary list of faculty with appointment type, terminal degree title and field, academic title/rank, status (full-time, part-time, adjunct) and the course(s) each faulty member will teach.

Adequacy of library resources (as outlined in COMAR 13B.02.03.12). 
Describe the library resources available and/or the measures to be taken to ensure resources are adequate to support the proposed program. If the program is to be implemented within existing institutional resources, include a supportive statement by the President for library resources to meet the program’s needs.
Adequacy of physical facilities, infrastructure and instructional equipment (as outlined in COMAR 13B.02.03.13)
Provide an assurance that physical facilities, infrastructure and instruction equipment are adequate to initiate the program, particularly as related to spaces for classrooms, staff and faculty offices, and laboratories for studies in the technologies and sciences. If the program is to be implemented within existing institutional resources, include a supportive statement by the President for adequate equipment and facilities to meet the program’s needs.

Adequacy of financial resources with documentation (as outlined in COMAR 13B.02.03.14)
Commitment is to requiring no new general funds from the State, but grants, partnerships, and reallocated Institutional funds used to support the program should be explained in narrative form in this section. Confirmation of grants and partnerships via letters or memorandums of understanding helps to support the case for non-tuition revenue sources. Additionally, any special equipment, library, or facilities identified in the expense table might be addressed here as opposed to briefer footnoting in Tables 1 and 2. 

Institutions have significant leeway in deciding how to complete this section and Tables 1 and 2, but the extent to which assumptions and decisions affecting resources and expenditures are explicitly delineated is the extent to which questions and concerns are avoided.
· Complete Table 1: Resources and Table 2: Expenditures for the first five years of program implementation are to be entered.  Figures should be presented for five years and then totaled by category for each year.  

· Provide a narrative rational for each of the resource category. If resources have been or will be reallocated to support the proposed program, briefly discuss the sources of those funds. 

Resources and Expenditures

Institutions typically can provide the departments developing programs with references to sources both on and off campus to help in completing the resource and expenditure tables. There are campus-specific definitions of full- and part-time students for research and comprehensive institutions, for example, as well as different projections for how many in-state and out-of-state students and full-time and part-time students might be expected to enroll in a particular new program. Consult with the Dean, Institutional Research Director, or Provost as to the best source of data at the Institution.
Explanatory footnotes for assumptions made in projecting student and faculty FTE and for any special resource or expenditure data noted are encouraged to add clarity and understanding to the proposal.
	TABLE 1: RESOURCES
Consult with the Dean, Institutional Research Director, or Provost as to the best source of data at the Institution

	Resources Categories
	(Year 1)
	(Year 2)
	(Year 3)
	(Year 4)
	(Year 5)

	1.Reallocated Funds1
	 
	 
	 
	 
	 

	2. Tuition/Fee Revenue2 (c+g below)
	 
	 
	 
	 
	 

	a. #F.T Students 
	 
	 
	 
	 
	 

	b. Annual Tuition/Fee Rate
	 
	 
	 
	 
	 

	c. Annual Full Time Revenue (a x b)
	 
	 
	 
	 
	 

	d. # Part Time Students 
	 
	 
	 
	 
	 

	e. Credit Hour Rate 
	 
	 
	 
	 
	 

	f. Annual Credit Hours 
	 
	 
	 
	 
	 

	g. Total Part Time Revenue (d x e x f)
	 
	 
	 
	 
	 

	3. Grants, Contracts, & Other External Sources3
	 
	 
	 
	 
	 

	4. Other Sources
	 
	 
	 
	 
	 

	TOTAL (Add 1 - 4)
	 
	 
	 
	 
	 


__________________________________________________
Dean, Institutional Research Director, or Provost confirmation.
1 Whenever reallocated funds are included among the resources available to new programs, the following information must be provided in a footnote: origin(s) of reallocated funds, impact of the reallocation on the existing academic program(s), and manner in which the reallocation is consistent with the institution's strategic plan.

2 This figure should be a realistic percentage of tuition and fees which will be used to support the new program. Factors such as indirect costs linked to new students and the impact of enrolling continuing students in the new program should be considered when determining the percentage. 

3 Whenever external funds are included among the resources, the following information must be provided in a footnote: source of the funding and alternative methods of funding the program after the cessation of external funding.

	TABLE 2: EXPENDITURES

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

	1. Total Faculty Expenses (b + c below)
	 
	 
	 
	 
	 

	a. # FTE
	 
	 
	 
	 
	 

	b. Total Salary
	 
	 
	 
	 
	 

	c. Total Benefits 
	 
	 
	 
	 
	 

	2. Total Administrative Staff Expenses (b + c below)
	 
	 
	 
	 
	 

	a. # FTE
	 
	 
	 
	 
	 

	b. Total Salary
	 
	 
	 
	 
	 

	c. Total Benefits
	 
	 
	 
	 
	 

	3. Total Support Staff Expenses (b + c below)
	 
	 
	 
	 
	 

	a. # FTE
	 
	 
	 
	 
	 

	b. Total Salary
	 
	 
	 
	 
	 

	c. Total Benefits
	 
	 
	 
	 
	 

	4. Equipment
	 
	 
	 
	 
	 

	5. Library
	 
	 
	 
	 
	 

	6. New or Renovated Space
	 
	 
	 
	 
	 

	7. Other Expenses
	 
	 
	 
	 
	 

	TOTAL (Add 1 - 7)
	 
	 
	 
	 
	 


_________________
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