INSTRUCTIONS FOR COMPLETING NEW  CERTIFICATE

OR PROGRAM OPTION FORM

A certificate program is a course of study which, by virtue of its educational content or duration, does not satisfy requirements for an associate degree program, but which is specifically designed to offer content and skill acquisition and other experiences appropriate to the objectives of such a program.  In accordance with the New Jersey Presidents’ Council guidelines, certificate program shall consist of 30-36 credits, including 6 credits of general education.  The Council also recommends that clusters of courses less than 30-36 credits be referred to as Certificates of Achievement.

The credits earned in a certificate program should be applicable to related degree programs.
Options to A.A.S. programs shall not be more than 18 credits different from a base program.  Normally, options should be at least 12 credits different from the base program, but an option that differs by 9 credits may be acceptable if it demonstrates a clear change in program emphases.

The names of all new courses and credits and the courses being replaced by the new option must be identified.  Options should not be proposed as an alternative to completing the New Program Development Process.

The Originator must complete the New Certificate or Program Option Form and submit it to the appropriate Department Chair to begin the process.

I.
TITLE OF PROGRAM OR DEGREE CERTIFICATE OR OPTION
Name new certificate or option and proposed precise degree and program designation.

II. PROPOSED START DATE

Provide the month and year the option would be scheduled to begin.  The effective calendar date will be determined by the Registrar.

III. ARTICULATION

If applicable, list institutions with which you intend to arrange articulation agreements.  (Contact the Articulation Officer for help in this area.)

IV. DESCRIPTIVE INFORMATION

A. Certificate or Option Objectives

Briefly summarize the certificate or option.  Indicate its objectives, the nature and focus of the option, the knowledge and skills students will require.  Identify the Program Learning Outcomes.
B. Curriculum

Include the curriculum.  Identify the sequence of courses and provide course descriptions.  This information will be included in the catalog.
C. Need for the Certificate or Option

1. Provide justification of the need for the certificate or option.  If the option falls within the liberal arts and sciences and does not specifically prepare students for a career, then provide evidence of student demand and of opportunities for students to pursue advanced study.  If the certificate or option is career-oriented or professional in nature, then in addition to student demand give evidence of labor market need and results of prospective employer survey.

NEEDS ANALYSIS SHOULD BE COMPLETED THROUGH THE OFFICE OF PLANNING, ASSESSMENT AND RESEARCH.  COMPLETE THE PAR FORM (page 32 of this Handbook).  IF THIS IS A TRANSFER OPTION, YOU WILL NEED TO PROVIDE A NEEDS ANALYSIS THROUGH THE EXECUTIVE DIRECTOR OF PLANNING, ASSESSMENT AND RESEARCH.

2. Describe the relationship of the certificate or option to the following:  institutional master plan and priorities.

3. List similar programs within the state and in neighboring states.  How does this option compare to those currently being offered?

D. Students

Estimate the anticipated enrollments from the certificate’s or option’s inception until a steady state or optimum enrollment is reached.

E. Certificate or Option Resources

Briefly describe the additional resources needed to implement and operate the certificate or option during the first five years; facilities, equipment, staffing, print/non-print materials and costs.

