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THE ALABAMA STATE UNIVERSITY MISSION 
 
Our Vision 

Alabama State University (ASU) will achieve global recognition through excellence in 

teaching, research and service. ASU will advance its current status as a premiere, 

comprehensive, Level VI regionally accredited institution, to a Doctoral/Research 

University (DRU) Carnegie Classification-designated institution.  We shall become 

the destination university for students seeking a holistic educational experience. We 

will build upon quality scholarship and academic rigor to graduate a diverse corps of 

lifelong learners who are fully equipped to lead and succeed as citizens of the global 

workforce.  

 
Mission Statement  

Alabama State University is a comprehensive diverse student-centered public HBCU 

committed to global excellence in teaching, research and service. The University 

fulfills its mission by: 

• Fostering critical thought  

• Encouraging artistic creativity  

• Developing professional competence  

• Promoting responsible citizenship in its students 

• Adding to the academic and experiential bodies of knowledge  

• Enhancing the quality of life through research and discovery 

• Cultivating global citizenship through thoughtful (meaningful, purposeful 

conscientious, intentional) and engaging public service  

 
ASU offers baccalaureate through doctorate degrees in an expansive array of 

academic programs. We maintain a scholarly and creative faculty, state-of-the-art 

facilities, and an atmosphere in which members of the university community live, 

work and learn in pleasant surroundings. ASU offers a bridge to success for those 

who commit to pursuing quintessential educational opportunities and lifelong 

endeavors. 
-Mission adopted February 2015
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THE DIVISION OF ACADEMIC AFFAIRS MISSION 
 

Mission Statement 

The mission of the division of Academic Affairs is to sustain an academically-focused 

environment that promotes the University’s evolution as one of the state’s premier 

comprehensive and diversified institutions of higher education.  

 

The Office of the Provost and Vice President for Academic endeavors to advance the 

division mission through:        

                                        
• Academic programming responsive to market demands; 

• Effective and flexible learning and support services; 

• Globalization of the institution’s academic footprint; 

• Sponsored research capacities for facilitating technology transfer from research 

discovery to commercial development;                                                                                                                                                                                           

• Data-driven operating processes; 

• Forward-thinking educational and scientific technology infrastructure; 

• Excellence in scholarship (research, professional community; intellectual creativity); 

and 

• Promotion of sustained professional development in all students and faculty. 

 

 

 
- Mission renewed Fall 2015 
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GENERAL POLICY STATEMENT 
 

The development of new courses and degree programs is essential to the Alabama 

State University (ASU) mission to achieve excellence in teaching, research and public 

service.  Maintaining a dynamic and contemporary instructional program is the 

foundation of educational excellence, and must engage all levels of the academic 

constituency, from faculty to, in the case of new programs, the governing board.   

 
At ASU, new instructional courses and programs must be brought about through a 

comprehensive evaluative process that ensures: 

• the integrity of the courses and programs. 

• the ability of the university to provide and sustain support of resources. 

• the relevance of the courses to the university’s educational mission. 

• the investment of faculty knowledge and expertise. 

• the advancement of the university’s strategic goals. 

The following policies apply to development of new courses and degree programs at 

ASU: 

1. Course and/or program changes must be executed within the prescribed processes 

as outlined in The Curriculum Guide, 2015 Edition. 

 
2. The development of new courses and programs requires completion of the Change 

of Undergraduate Curriculum Form (New Programs/New Degree/ New Program 

Delivery) or the Change of Graduate Curriculum Form (New Programs/New Degree/ 

New Program Delivery) as appropriate to the instructional level of the curriculum 

proposal.   In the case of new degree programs, the proposal must demonstrate how 

the proposed program supports the institutional mission. 

 
3. All new programs are subject to external approval through the policies set forth by 

the Alabama Commission on Higher Education (www.ache.alabama.gov), the 

Commission on Colleges, Southern Association of Colleges and Schools 

http://www.ache.alabama.gov/


Page | 7  
 

(SACSCOC)(www.sacscoc.org), the Alabama State Department of Education 

(www.alsde.edu) and/or other relevant agencies or accrediting bodies.  Approval by 

external agencies and bodies may include, but are not limited to, compliance with 

substantive change approvals by the Southern Association on Colleges and 

Schools, Commission on Colleges (SACSCOC). 

 
4. Review of new degree programs requires the completion of a budget indicating all 

costs related to the proposed program and resources to be allocated.  Budget 

information must be included as outlined on the Change of Undergraduate or 

Graduate Curriculum Forms. 

 
5. No course or program will be implemented until approved by all requisite internal 

and external approving bodies/agencies. Ultimate internal approval for new degree 

program implementation rests with the Alabama State University Board of Trustees. 

The president of the university shall communicate by signature all final approvals to 

the provost/vice president for Academic Affairs as authorization to initiate approved 

courses and/or programs and inclusion in academic catalogs and course/program 

inventory. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.sacscoc.org/
http://www.alsde.edu/
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INTRODUCTION 
 

The Curriculum Guide, 2015 Edition is a policy, process and procedural manual to aid 

faculty members, departmental, collegiate and administrative bodies, and review 

committees conduct new course and academic degree program activities at ASU. The 

Curriculum Guide, 2015 Edition provides definitions, procedures and organizational flow 

diagrams describing the processes that must be followed for successful implementation 

of any new course or degree program of study. The processes and procedures outlined 

may also be used to make major modifications to existing courses and programs. For 

the current edition, certain elements of The Curriculum Guide, 2015 Edition have been 

modified for greater clarity and to ensure that no internal or external steps in the 

course/program approval process are omitted. The Curriculum Guide, 2015 Edition is 

readily available to all academic faculty and review committees. Discussions with the 

faculty regarding interpretation of degree program policy, process and/or procedure are 

routinely conducted.  The electronic document is maintained in perpetuity on the ASU 

Blackboard internet platform under the Faculty CyberCafe, a dedicated and log-in 

accessed portal for all faculty and academic staff. The Faculty CyberCafe is a repository 

of central academic documents, such as the Faculty Handbook, The Curriculum Guide, 

reports, surveys, academic data and other pertinent resources. 

 
This edition of The Curriculum Guide reflects the progress in curriculum development 

that ASU has made since the last edition was last edited (2010), during which time 

significant institutional changes occurred at the university. In 2010, the former College 

of Arts and Sciences was reorganized into two colleges, the College of Liberal Arts and 

Social Sciences (CLASS), and the College of Science, Mathematics and Technology 

(CSMT). In 2014, ASU was awarded Level VI status by the SACSCOC, the highest 

institutional level granted to 4-year institutions in the 11-state region accredited by the 

SACSCOC.   

 
The following table presents a chronology of revisions that have been made resulting in 

The Curriculum Guide, 2015 since its last approval in 2010.   
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The Curriculum Guide Revision Inventory, Alabama State University 

ACTION REVIEW/APPROVAL DATE 

• Review and revision of the ASU 
Curriculum Guide for currency 

Instructional Development Center December 2008 

• Faculty review ASU Faculty 
Academic Deans 

March 2009 

• Administrative review  Provost/Vice President for 
Academic Affairs 
President 

March 2009 

• Revision – Change of Undergraduate and 
Graduate Curriculum Forms modified to 
include 1) verification of substantive 
change and 2) budget tables 
 

Provost/Vice President for 
Academic Affairs 
Academic Deans 

April 2009 

• Revision – Development of general policy 
statement 
 

Provost/Vice President for 
Academic Affairs 

September 2009 

• Faculty review – General policy statement 
addition 
 

ASU Faculty 
Academic Deans 

September 2009 

• Revision – Institutional policies and 
procedures on substantive change 
 

Provost/Vice President for 
Academic Affairs 

January 2010 

• Faculty review - Institutional policies and 
procedures on substantive change 
 

ASU Faculty 
Academic Deans 

January 2010 

• Administrative approval 
 

President February 2010 

• Board of Trustees approval 
 

ASU Board of Trustees  February 2010 

• Administrative review and revision – 
Degree programs procedure (no policy 
changes); addition of Institutional 
Accreditation Liaison into the new degree 
programs review process. 
 

Office of the Provost/Vice 
President for Academic Affairs 
Institutional Accreditation Liaison 
Academic Deans 

September 2014 

• Faculty publication  Office of the Provost/Vice 
President for Academic Affairs 

Spring 2016 

 

 

CURRICULAR DEFINITIONS 
 

The Alabama State University curricula are composed of numerous courses of study.  

Each program contains several elements that provide order and direction. To ensure 

clarity in the connections among the various curricular parts, it is necessary to define 

each of them. These definitions provide an overall framework for university 

programmatic action. 
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Contact and Credit Hours 

 
Contact Hour  

A contact hour (also referred to as a clock hour) is a unit of measure that represents a 

minimum of 50 minutes of scheduled instructional activity over a 1hour period.  

 
Credit  

A credit is recognition of attendance and performance in an instructional activity (course 

or program) that can be applied by a recipient toward the requirements for a degree, 

diploma, certificate, or other formal award.  The amount of credit for instructional activity 

is assigned in clock/contact hour increments, or credit hours.  

 
Credit Hour Definition and Policy 

ASU’s credit hour definition, policy and procedures conform to commonly accepted 

practices in higher education. The university’s credit hour policy complies with 

requirements of the U.S. Department of Education, Southern Association on Colleges 

and Schools Commission on Colleges (SACSCOC), and the Alabama Commission on 

Higher Education (ACHE). The credit hour definition is applicable to all modes of 

instructional delivery, including distance education. 

 
Definition  

The institutional benchmark definition of one credit is the Carnegie unit of 50 minutes of 

classroom or direct faculty instruction. A credit hour is an amount of work represented in 

intended learning outcomes and verified by evidence of student achievement that is an 

institutionally established equivalency that approximates, per the ACHE and SACSCOC 

definitions of the credit hour,  as: 

  
1. A unit of measure representing the time and activity required for one hour of credit.  

This involves the equivalent of 50 minutes of classroom or direct faculty instruction 

per week per credit. 

 
2. At least an equivalent amount of work as required outlined in item 1 above for other 

academic activities as established by the institution including laboratory work, 
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internships, practica, studio work, and other academic work leading to the award of 

credit hours.  

 
Institutional Credit Hour Policy   

Each continuing and new course developed for instruction must comply with the 

following credit hour policy:   

 
1. Alabama State University uses semester credit hours as the measure to represent 

evidence of satisfactory completion of student work in a course. 

 
2. The institutional benchmark definition of one credit is the Carnegie unit of 50 minutes 

of classroom or direct faculty instruction. 

 
3. A minimum of 800 scheduled minutes of instruction is the basis for each credit 

awarded (50 minute Carnegie unit x 16 weeks). 

 
4. Alternative term formats (summer, mini terms, other) must consist of a minimum of 

800 scheduled minutes of instruction. 

 
5. A one credit course is equivalent to 16 clock/contact hours during any given term, 

including alternative term formats. 

 
6. The standard expectation and common practice is that students will spend a 

minimum of two hours outside of the classroom in reading, study, research etc. for 

each hour spent in class.   

 
7. Effective 2016, each course for credit is mandated to have a syllabus presenting the 

credit hours, in-class clock/contact hours and out-of-class work required to earn the 

credit hours of approved for the course. 
 
Procedures for Determining Credit Hour 

When new courses are proposed, one expectation within the curriculum review process 

is to consider the assigned semester credit hours based upon the following criteria:   
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Using the U. S. Department of Education’s Structure of the U.S. Education System:  

Credit Systems as a foundation, the actual amount of academic work that goes into 

a single semester credit hour is calculated as follows: 

 
• One lecture (taught) or seminar (discussion) credit hour represents 50 minutes 

per week of scheduled class/seminar time and 2 hours of student preparation 

time over the course of a 16 week semester. Summer and mini term minutes 

distributions are prorated based on the 8 week summer term and 4 week mini 

term, respectively. Over an entire academic term, this formula represents at least 

16 clock/contact hours of class time and 32 clock hours of student preparation 

per credit hour. 

 

• One laboratory credit hour represents 1 hour per week of lecture or discussion 

time plus 1-2 hours per week of scheduled supervised or independent laboratory 

work, and 2 hours of student preparation time.  Most laboratory courses are 

awarded up to 4 credit hours. This calculation represents at least 45 hours of 

class time, between 45 and 90 hours of laboratory time, and 90 hours of student 

preparation per semester. There is a small population of exceptions that are 

based on alternative credit hour calculation (e.g., STEM foundations laboratory 

courses). 

 

• One practice credit hour (supervised clinical rounds, visual or performing art 

studio, supervised student teaching, field work, etc.) represents 3-4 hours per 

week of supervised and /or independent practice. This in turn represents 

between 45 and 60 hours of work per semester. Blocks of 3 practice credit hours, 

which equate to a studio or practice course, represent between 135 and 180 total 

hours of academic work per semester. There are some exceptions (e.g., teacher 

education practica; College of Health Sciences clinical rounds and labs). 

 
• One independent study (thesis or dissertation research) hour is calculated 

similarly to practice credit hours. 
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• Internship or apprenticeship credit hours are determined by negotiation between 

the supervising faculty and the work supervisor at the cooperating site, both of 

whom must judge and certify different aspects of the student’s work. The credit 

formula is similar to that for practice credit. 

 
The institutional credit hour system is applicable to all modes of instructional delivery, 

including online and distance education. 

 
DESCRIPTION OF ACADEMIC DEGREE PROGRAMS 

 
Undergraduate Degree Programs 

Bachelor’s Degree 

The bachelor’s degree is usually the first academic title or rank conferred on a student 

by the university for satisfactory completion of a prescribed four-year course of study 

and authenticated by a diploma signifying a measure of achievement. Its purpose is to 

enable a student to acquire a certain amount of liberal learning and to become proficient 

in a particular branch of learning. The primary sources of liberal learning in the 

curriculum of the bachelor’s degree are the core curriculum and electives.  For most 

programs, those studies leading to proficiency in a branch of learning are majors 

supported or complemented by one or more of the following:  a professional core, a 

related field, or a minor. 

 
The typical curricular structure of the bachelor’s degree at Alabama State University 

includes 42 credit hours in the core curriculum and a minimum of 120 total credit hours 

toward the degree. The curricular structure allows for a certain amount of overlap 

between the core curriculum and other parts of a program. Within the structure, the 

content of programs determines the type of bachelor’s degree. For example, Bachelor 

of Arts degree programs are usually aimed at liberal learning; these programs tend to 

teach qualitative methods of scholarship that focus on matters of priority and choice.  

Bachelor of Science degree programs generally are oriented toward professional 

preparation; these programs tend to teach quantitative methods of scholarship for 

purposes of predictions.  Like these traditional degrees, professional bachelor’s degrees 
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reflect the content of their programs. These programs usually require a core of 

professional studies that conforms to the standards of an accrediting agency or other 

professional body.  The size of the professional core ordinarily restricts the number of 

hours that are required in its associated major. 

  
The relationships among the parts of the bachelor’s degree engender its coherence.  

The core curriculum and electives provide the intellectual setting in which a particular 

branch of learning is applied. The development of proficiency in the branch of learning 

extends the student’s knowledge of one or more of the human perspectives first 

encountered in the core curriculum. 

 
Academic Major 

An academic major is a curricular component that enables students to make an in-depth 

inquiry into a discipline. It is organized around a specific set of goals and objectives that 

are accomplished through an ordered series of courses whose connections define an 

internal structure.  A major that focuses on a discipline draws its courses predominantly 

from one department. One that encompasses an interdisciplinary field of study usually 

obtains its courses from more than one department.  

 
The number of credit hours in a major and its organizational structure will vary, 

depending on whether it aims at disciplinary or professional preparation.  The range of 

the two types of majors is from 27 to 50 credit hours. Due to the demands of accrediting 

agencies, certification requirements, and professional competence, a professional major 

normally is at the high end of this range.  In both cases, a major includes a logically 

ordered core of required courses, which provides general direction for students’ study, 

and except for education majors, a series of electives, which gives a degree of flexibility 

to the program. 

 
Departments have the responsibility for administering all majors within their unit and for 

approving particular programs of study and appropriate course substitutions for 

students. Those departments involved with interdisciplinary majors perform the same 

functions as individual departments. Courses taken to fulfill other academic 
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requirements (e.g. minors and areas of concentration) may ordinarily also be used in 

the major without reducing the minimum number of hours required for a degree.  

However, no student may declare a major and a minor in the same discipline or field of 

study. 

 
The most important feature of a major is in-depth study.  A major introduces students to 

a discipline or field of study through a foundation of theory and method, which serves as 

a basis for further study.  It exposes them to a broad yet thorough range of topics and 

the analytical devices used in the study of the subject. Majors contain a series of 

courses that presume advancing levels of knowledge and understanding.  It affords 

students practice with the tools of the subject, introduces them to its historical and 

philosophical foundations, and gives them a clear sense of its boundaries and its 

effectiveness as a means for understanding or serving human society. 

 
Academic Minor 

An academic minor is a curricular component that enables a student to make an inquiry 

into a discipline or field of study, or to investigate a particular theme. It is organized 

around a specific set of competencies. The objectives of a minor are achieved through 

an ordered series of courses, whose connections are defined to indicate an internal 

structure. Minors are intended to provide competency in the subject. Course offerings in 

a minor may be centered in a specific department or drawn from several departments, 

as in the case of topical or thematic focus. 

 
A minor typically consists of a minimum of 15 credit hours. This core provides general 

direction for the student’s study while maintaining a degree of flexibility. Flexibility is 

achieved by offering the student a choice from among a group of courses to complete 

the credits.  Departments have the responsibility to administer all minors within their unit 

and to approve appropriate substitutions for students. Those units involved in 

interdepartmental minors perform the same function as departments. Courses taken in 

a minor may ordinarily also be used to fulfill other academic requirements (e.g. majors 

and general education) without reducing the minimum number of hours required for a 

degree.  However, no student may declare a major and a minor in the same discipline. 
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The integrity of a minor is measured by the degree to which the structure and content 

meet its objectives and thereby serve the student. It is also determined by its 

relationship to the curricular goals and objectives of the department. The regular 

evaluation of a minor to ensure its integrity and the practice of noting it on a student’s 

transcript indicate its importance to the University curriculum. The true significance of a 

disciplinary minor is demonstrated by the extent to which it leads the student to some 

understanding of that discipline or field of study and to a certain degree of competence 

with its methods of inquiry. The quality of an interdisciplinary or thematic minor is 

determined by its ability to suggest answers to questions upon which it is focused. In 

either case, a minor should provide basic insight into a subject that helps further the 

student’s educational goals. 

 
Concentration 

A concentration is a formally designated area of specialization within an existing degree 

program that has a distinctive curricular pattern. A concentration differs from a minor in 

that a concentration is normally within a student’s major, whereas a minor can be in any 

discipline, and is outside the student’s major. 

 
Graduate Degree Programs 

 
Master’s Degree 

In broad terms, the master’s degree indicates that the recipient has mastered a program 

in a particular field of study to a level that prepares the candidate to pursue original work 

in the specialty. Normally, degree titles indicate one of the major categories. The Master 

of Arts and Master of Science are generally designated as academic degrees designed 

to provide an introduction to scholarly activities and research. These degrees often 

serve the needs of individuals teaching in public schools or community colleges and/or 

as preparation for further graduate study. 

 
Despite differences in title and objective, all master’s degrees share common 

characteristics. The degree normally requires one to two years of full-time study (or 
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equivalent) and the completion of a minimum of 30 semester hours of credit. The basic 

components of the degree may vary in emphasis, but generally include a common core 

in the discipline; a concentration in a subfield of study; related courses outside the 

department as a means of broadening the curriculum or to provide needed skills; and 

integrative experience to synthesize the program’s content and/or translate theory into 

practice such as seminars, practice, etc. Academic credit applicable to the degree 

should only be awarded for those courses designed to expand and strength skills 

beyond the level of the baccalaureate degree.  Degree credit is not awarded for courses 

designed to fulfill prerequisites for admission to the graduate school. 

 
Education Specialist Degree 

The education specialist degree program is designed to provide advanced study for 

students who desire further competencies in their areas of specialization. The degree is 

offered to students with a master’s degree or its equivalent, as determined by the 

faculties of the several departments of the College of Education. The program is 

individually planned to meet the student’s professional objectives and is independent of 

any further graduate study. At ASU the education specialist degree is offered in the 

areas of Instructional Leadership, Biology, Early Childhood Education, Elementary 

Education, General Counseling, History, Library Education Media, Mathematics 

Education, School Counseling and Social Science.  

 
A minimum of 33 semester hours of work beyond the master’s degree is required. All 

courses must be taken at the 500 or 600 levels, and at least one-third of the program 

must include 600 level courses. Each program includes courses in foundation fields; 

courses in the area of specialization; internship or practicum, when applicable; and the 

thesis. The thesis should reflect the student’s ability to conduct systematic research. 

 
AA Professional Certification Program 

The major purpose of the AA certificate program is to provide specialized study in an 

educational field between the master’s and the education specialist degrees. The 

program provides a plan of coordinated advanced study for those educators who wish 
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to study at this level. The curricula patterns of the program provide for a greater depth of 

specialization than is possible at the master’s level. 

At ASU, areas of specialization under the AA professional certificate program include 

Instructional Leadership, Early Childhood Education, Elementary Education, Library 

Education Media Education, Biology, Social Science, History, and Reading. 

 
A minimum of 33 semester hours above the master’s degree and successful completion 

of a field of study are required.  An advisory committee of three members from the area 

pursued is appointed by the dean of the School of Graduate Studies to advise and plan 

a program of study for the student, supervise the field study and prepare and evaluate 

the written comprehensive examination. 

 
The Alabama State Board of Education grants a Class AA Professional Certificate to 

students who complete the approved graduate program and pass a comprehensive 

examination on this level. No course taken as part of Class A master’s program can be 

used for AA credit.  

 
Doctoral Degree 

The University offers four doctoral program degrees: Educational Leadership, Policy 

and Law (Ed.D. and Ph.D.), Microbiology (Ph.D.) and Physical Therapy (DPT).  

 
The doctoral program in Educational Leadership, Policy and Law (Ed.D.) is unique 

because of its highly select students and cohort structure.  Those individuals admitted to 

the Ed.D. program are required to engage in at least three years of doctoral study and 

successfully complete a minimum of 69 semester hours of post Master’s level work, of 

which at least 63 hours must be doctoral coursework taken at Alabama State University.  

This program will prepare professional educators to be part of a vanguard through the 

twenty-first century.  These educators will be provided with: the necessary knowledge of 

their subject; an understanding of our diverse culture; technological skills; critical 

thinking skills required to make informed decisions and implement change, and the 

ability to provide a just and ethical, accurate, and meaningful education for their 

students. 
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Implemented in 2007, the doctoral program in Microbiology (Ph.D.) was Alabama State 

University's first science-based research doctoral program. The ultimate vision of the 

Ph.D. Program in Microbiology is to make essential scientific and societal 

advancements for the benefit of the state of Alabama, southeast region and nation 

through the operation of unique new doctoral research and training program. This 

program requires 53 semester credit hours beyond the baccalaureate degree, and has 

been designed to feature a sound microbiology core curriculum that supports a second 

tier of specialized microbiological and related science courses. The curricular design is 

based upon research on regional and national microbiology programs curricula, and will 

ensure a diverse yet cross-cutting academic base appropriate for the program's two 

areas distinct yet related areas of specialization: environmental microbiology and 

microbiology of food/water system. 

 
In 2014, the doctoral program in Educational Leadership, Policy and Law (Ph.D.) was 

approved for implementation as a research-based doctoral program. This program 

focuses on preparing adult students to engage in research that addresses issues that 

occur across the educational spectrum. This Ph.D. program includes a focus on a 

seamless approach to P-16 education and education-related organizations where 

practice serves as a research base from which new understandings and theory are 

developed and established within the educational knowledge base are needed. 

Additionally, it has a focus upon scholarship/publishing, service, and teaching adult 

learners. 

 
The philosophy of the Alabama State University Graduate Program in Physical Therapy 

(DPT) is based on the belief that concepts from the physical, biological, and social 

sciences serve as the scientific foundation for physical therapy education and practice.  

The elements of prevention, examination, evaluation, and intervention are based on the 

application of these concepts for a better understanding of patients' physical, 

psychological, and social conditions thereby, enhancing overall physical therapy 

management.  Physical Therapy is a dynamic profession with an established theoretical 
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base and widespread clinical applications in the preservation, development, and 

restoration of optimal physical function. 

 
LEVELS AND NUMBERING OF COURSES 

 
The definition of levels and numbering of courses at Alabama State University is 

intended to provide students with a clear understanding of the criteria that are used as 

guidelines to distinguish among lower division, upper division, and graduate courses, as 

well as to explain the sequence of numbering those courses. In general, levels of 

courses differ with regard to the breadth and depth of their content, the perspective from 

which the subject is viewed, the degree to which particular intellectual skills are 

emphasized, and the degree of responsibility expected of students as they study the 

subject. Course numbers usually correspond to the classification of students as 

freshmen, sophomores, juniors, seniors, and graduate students. The following 

descriptions of course levels serve as guidelines for course development throughout the 

University.  

 
Lower Division Undergraduate Courses  

 
The primary function of lower division courses is to begin making independent learners 

of students. Lower division courses increase the knowledge students have of subjects 

with which they are already familiar, introduce them to new subjects, and/or establish a 

foundation for them to study a major subject in depth.  

 
Lower division courses are usually tightly structured with the expectation that students 

are to receive considerable instructional guidance in the learning process. As with all 

courses, the structure of lower division courses is reflected in the course syllabus.  

Instruction at the lower division level normally is informational and emphasizes learning 

skills; it usually entails the use of materials or resources provided by the instructor. The 

intellectual skills emphasized in lower division courses include all levels of learning 

(knowledge, comprehension, application, analysis, synthesis and evaluation), although 

the higher levels (analysis and evaluation) are not stressed to the same degree as in 

upper division courses. Evaluation of student performance at this level tests information, 
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concepts, and skills.  

 
Lower division courses are numbered 100 and 200. The only exceptions to this are the 

music ensemble courses, which use a numbering system from 001-099.  Courses 

should be taken in sequential order, and may have one or more of the following 

characteristics:  

 
1. They are introductory courses or part of a series of basic courses in a discipline.  

2. In some professional fields, they may build on the foundations of prerequisite 

collegiate courses.  

3. They are courses that may be counted in majors, minors, electives, and/or the core 

curriculum.  

Included in lower division courses are the developmental courses, designed to bring 

underprepared students to a level of proficiency necessary for college-level work. These 

courses carry no credit toward hours required for the Bachelor's degree.  

 
Upper Division Undergraduate Courses  

The primary function of upper division courses is to refine students' abilities as 

independent learners. Upper division courses enable students to study a major field in 

depth by building upon and integrating the knowledge they have gained in the lower 

division.  

 
Upper division courses are characterized by a flexible structure, which allows for a 

variety of approaches to the subject matter, a wide range of course material, and an 

emphasis on independent study and/or research in the laboratory, library, studio, or 

community. Students are expected to accept increasing responsibility for their own 

learning both inside and outside the classroom. Upper division courses strongly 

emphasize the higher levels of learning. Evaluation of student performance at this level 

stresses such outcomes as the ability to solve problems and to integrate knowledge.  

 
Upper division courses are numbered 300 and 400. Typically, they build on the 

prerequisite background of the lower division. They also may have one or more of the 
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following characteristics:  

 

1. They are built on a foundation of prerequisite lower division courses in a discipline or 

related field of study.  

 
2. They synthesize knowledge from several specific areas in a discipline or from 

related disciplines.  

 

3. They are courses designed to integrate knowledge and skills from different areas of 

a discipline.  

 
Graduate Courses  

 
The primary function of graduate courses is to broaden the perspective and deepen the 

advanced knowledge students have of a particular discipline or professional field of 

study, or to provide students initial preparation in an advanced professional field that 

requires foundational knowledge and experience in a related discipline or field of study.   

 
Graduate courses are characterized by a high level of complexity and generalization in 

the study of a particular subject.  They are structured in a manner that allows for a 

variety of approaches to the subject matter, a wide range of source material, 

considerable student interaction, and a significant emphasis on independent study 

and/or research in the library, laboratory, studio, or community. They are designed to 

extend the knowledge and intellectual maturity of students beyond the baccalaureate 

level.  They are intended for students who are capable of analyzing, exploring, 

questioning, evaluating, and synthesizing knowledge. Evaluation of student 

performance in graduate courses entails a variety of means and is commensurate with 

the level of complexity of these courses.  

 
Graduate courses are numbered 500 and 800 (master’s through doctoral degree 

levels). Typically, graduate courses are restricted to students who have successfully 

completed a bachelor's degree. They also may have one or more of the following 
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characteristics:  

 

1. They build upon a foundation of prerequisite undergraduate or Master’s level 

courses in single or related disciplines.   

 
2. They require intellectual maturity of students and stress independent study.  

 
3. They emphasize the use of library, studio, laboratory, community, and field-based 

facilities and resources in ways commensurate with the level of learning. 

 
 

SUBSTANTIVE CHANGE1 
 

Definition of Substantive Change 

Substantive change is a significant modification or expansion of the nature and scope of 

an accredited institution.  Under federal regulations, substantive change includes: 

 

• Any change in the established mission or objectives of the institution. 

• Any change in legal status, form of control, or ownership of the institution. 

• The addition of courses or programs that represent a significant departure, either in 

content or method of delivery, from those that were offered when the institution was 

last evaluated. 

• The addition of courses or programs of study at a degree or credential level different 

from that which is included in the institution’s current accreditation or reaffirmation. 

• A change from clock hours to credit hours. 

• A substantial increase in the number of clock or credit hours awarded for successful 

completion of a program. 

• The establishment of an additional location geographically apart from the main 

campus at which the institution offers at least 50% of an educational program. 

• The establishment of a branch campus. 

                                                      
1 Taken in part from the Commission on Colleges Substantive Change Policy, 2013. 
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• Closing a program, off-campus site, branch campus or institution.  

• Entering into a collaborative academic arrangement that includes only the initiation 

of a dual or joint academic program with another institution. 

• Acquiring another institution or a program or location of another institution.  

• Adding a permanent location at a site where the institution is conducting a teach-out 

program for a closed institution. 

• Entering into a contract by which an entity not eligible for Title IV funding offers 25% 

or more of one or more of the accredited institution’s programs. 

 
Procedures for Reporting Substantive Change 

There are three procedures for addressing the different types of substantive changes to 

the SACSCOC: 

 
• Procedure One - Review of Substantive Changes Requiring Notification and 

Approval Prior to Implementation.  

• Procedure Two - Review of Substantive Changes Requiring Only Notification Prior to 

Implementation. 

• Procedure Three - Closing a Program, Site, Branch Campus or Institution. 

   
Institutional Polices and Procedures on Substantive Change 

The policies and procedures for reporting and review of institutional substantive change 

are outlined below. 

 
Institutional Responsibilities 

It is the responsibility of an institution to follow SACSCOC substantive change 

procedures and inform SACSCOC of substantive changes as specified in those 

procedures. If an institution is unclear as to whether a change is substantive in nature, it 

should contact SACSCOC staff for consultation. SACSCOC accredits institutions, not 

systems. While a system may provide SACSCOC with important information regarding 

changes planned or underway at its institutions, it is expected that each institution will 

follow the reporting requirements of the substantive change policy. 
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Institutional Policies  

The following substantive change policies are applicable to the development of new 

degree programs, changes in degree levels, significant departures from current delivery 

modes of instruction and other actions that result in significant modification or expansion 

of the nature and scope of the university.   

1. For any and every type of proposed action that will result in a substantive change, 

the procedures for reporting substantive change as outlined in Table A, Substantive 

Change Process (p. 26) of the ASU Curriculum Guide and the SACSCOC policies 

on substantive change shall be strictly adhered to at all institutional levels. 

 
2. In assessing the degree to which proposed changes represent a significant 

departure from current delivery modes of instruction, the sources listed in item 1 

above must be researched immediately in consultation with the institutional 

SACSCOC liaison so as to accurately categorize the specific type of substantive 

change and to determine the procedures, timeframes and required documentation 

for accurate procedure on reporting substantive change to the SACSCOC. 

 
3. The initial responsibility for determining and notifying a proposed program or 

outcome that will constitute a substantive change rests with the dean of the college 

from which the proposed program or outcome will be executed in consultation with 

the university’s SACSCOC liaison, who will assist with facilitating formal inquiries 

with the SACSCOC. (see STEP 3, Approval of Programs, p. 34). 

 
4. Due to the timeframes that must be considered for SACSCOC review, approval and 

development of required documentation, proposed actions that constitute a 

substantive change will require prior administrative approval by the president upon 

recommendation of the provost/vice president for Academic Affairs before proceeding 

through the internal approval process.  Further internal consideration of a proposed 

action that constitutes a substantive change will only resume following prior 

administrative approval has been obtained from the president as communicated in 

the form of an Approval to Proceed notification (see STEP 4, Approval of Programs, 
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p. 34). 

 
5. Formal communication of substantive change information to the SACSCOC for any 

proposed action rests with the president of the university. 

 
6. No proposed action resulting in a substantive change will be implemented 

prior to formal receipt of approval from the SACSCOC. 
 
7. All required due diligence to fully and accurately report substantive change 

(including consultation with the SACSCOC through appropriate channels) must be 

completed before a proposed action can move to the Alabama State University 

Board of Trustees for final internal approval and implementation. 

 
8. In any instance whereby the substantive change approval process has not been 

completed, upon discovery the dean of the college must notify the provost/vice 

president for Academic Affairs immediately. The provost/vice president for Academic 

Affairs will notify the president to determine the appropriate course of action per 

SACSCOC guidelines. 

Institutional Procedures for Reporting Substantive Change 

There are three procedures for addressing the different types of substantive changes: 
 
1. Procedure One for the Review of Substantive Changes Requiring Notification and 

Approval Prior to Implementation  

2. Procedure Two for the Review of Substantive Changes Requiring Only Notification 
Prior to Implementation 

3. Procedure Three for the Review and Approval of Consolidations/Mergers 

 
The initiation or revision of programs not offered for academic credit and that are not 

eligible for federal financial aid does not require reporting; however, such programs are 

subject to review at the time of reaffirmation. 

   
The different types of substantive change, the specific procedure to be used for each, 

their respective approval/notification requirements, and their reporting time lines are 
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included in Table 1 below.  Please refer to the appropriate procedure for details 

regarding reporting when proposing a curriculum change if it is a substantive change. 

 
 

TABLE 1. SUBSTANTIVE CHANGE PROCESS 

Types of 
Changes Procedure 

Prior 
Notification 

Required 

Time Frame 
for 

Contacting 
SACSCOC 

Prior 
Approval 
Required 

Documentatio
n 

Initiating coursework 
or programs at a more 
advanced level than 
currently approved 

1 NA NA Yes 

Application for Level 
Change 

 
Due dates:  April 8 
or September 15 

Annually 
Expanding at current 
degree level 
(significant departure 
from current 
programs) 

1 Yes 6 months Yes Prospectus 

Initiating a branch 
campus (see definition 
of “branch campus: on 
p. 5 of this document) 

1 Yes 6 months Yes Prospectus 

 
Initiating a certificate program at employer’s request and on short notice: 
 
…using existing 
approved courses 
 
…at a new off-campus 
site (previously 
approved program) 
 
…that is a significant 
departure from 
previously approved 
programs 

NA 
 
 

1 
 
 
 

1 

NA 
 
 

NA 
 
 
 

Yes 

NA 
 
 

NA 
 
 

Approval 
required prior to 
implementation 

 

NA 
 
 

Yes 
 
 
 

Yes 

NA 
 
 

Modified prospectus 
 
 
 

Modified prospectus 

 
Initiating other certificate programs: 
 
…using existing 
approv0ed courses 
 
…at a new off-campus 
site (previously 
approved program) 
 
…that is a significant 
departure from 
previously approved 
programs 

NA 
 
 

1 
 
 
 

1 

NA 
 
 

NA 
 
 
 

Yes 

NA 
 
 

NA 
 
 
 

6 month 

NA 
 
 

Yes 
 
 
 

Yes 

NA 
 
 

Prospectus 
 
 
 

Prospectus 

Altering significantly 
the educational 
mission of the 
institution 

1 NA NA Yes SACSCOC Staff 
Must be Contacted 

Initiating joint or dual degrees with another institution:  Also see “Agreements Involving Joint and Dual Academic Awards” 



Page | 28  
 

policy http://www.sacscoc.org/pdf/JointDualAwards.pdf 
… Joint Programs:  
with another 
SACSCOC accredited 
institution  
 
… Joint Programs: 
with an institution not 
accredited by 
SACSCOC 

 

2 
 
 
 
 

1 

Yes 
 
 
 
 

Yes 

Prior to 
Implementation 

 
 
 

6 months 

NA 
 
 
 
 

Yes 

Copy of signed 
agreement and 

contact information 
for each institution 

 
Prospectus 

Dual Programs 2 Yes Prior to 
Implementation No 

Copy of signed 
agreement and 

contact information 
for each institution 

 
Initiating off-campus sites (including Early college High School programs offered at the high school): 

 
…Student can obtain 
50 percent or more 

credits toward 
program 

 
…Student can obtain 

25-49 percent of credit 
 

…Student can obtain 
24 percent or less 

 
1 
 
 
 

2 
 

NA 

 
NA 

 
 
 

Yes 
 

NA 

 
NA 

 
 

Prior to 
implementation 

 
NA 

 
Yes 

 
 

NA 
 
 

NA 

 
Prospectus 

 
 

Letter of notification 
 
 

NA 

 
Expanding program offerings at previously approved off-campus sites: 

 
…Adding programs 
that are significantly 
different from current 
programs at the site 

 
…Adding programs 

that are NOT 
significantly different 

from current programs 
at the site 

 
NA 

 
 
 
 

NA 

 
NA 

 
 
 
 

NA 
 

 
NA 

 
 
 
 

NA 

 
NA 

 
 
 
 

NA 

 
NA 

 
 
 
 

NA 

Changing from clock 
hours to credit hours 1 NA NA Yes 

Justify reasons for  
change, indicate  

calculation of 
equivalency,  

and other pertinent  
information 

Adding a combination  
degree program that  
reduces the hours 
needed  
to complete the 
combined  
degrees (e.g., 
combination 
baccalaureate and 
master’s  
degree) 

1 NA 

Approval  
required prior  

to  
implementation 

Yes 

Provide details on 
both  

programs of study 
and  

justify any deviation 
from  

Core Requirement 
2.7.1 

or its Interpretation. 

 
Initiating distance learning: 

 
…Offering 50 percent      

http://www.sacscoc.org/pdf/JointDualAwards.pdf
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or more of a program 
for the first time 

 

…Offering 25-49 
percent 
 
 
…Offering 24 percent 
or less 

1 
 
 

2 
 
 
 

NA 
 

NA 
 
 

Yes 
 
 
 

NA 
 

NA 
 
 

Prior to 
implementation 

 
 

NA 

Yes 
 
 

No 
 
 
 

NA 
 

Prospectus 
 
 

Letter of notification 
 
 
 

NA 
 

Initiating 
programs/courses 
offered through 
contractual agreement 
or consortium 

2 Yes Prior to 
implementation NA 

Letter of notification 
and copy of signed 

agreement 

 
Entering into a contract with an entity not certified to participate in USDOE Title IV programs: 
 
…if the entity provides  
25% or more of an  
educational program  
offered by the 
SACSCOC  
accredited institution 
 
…if the entity provides  
less than 25% of an  
educational program  
offered by the 
SACSCOC  
accredited institution 

 
 

1 
 
 
 
 
 

2 

 
 

NA 
 
 
 
 
 

Yes 

 
 

NA 
 
 
 
 
 

Prior to 
implementation 

 
 

Yes 
 
 
 
 
 

NA 

 
 

Prospectus 
 
 
 
 
 

Copy of the signed 
agreement 

Initiating a 
merger/consolidation 
with another institution 

See SACSCOC  
policy “Mergers,  
Consolidations,  

Change of  
Ownership,  

Acquisitions, 
and  

Change of  
Governance,  

Control, Form, 
or  

Legal Status” 

Yes 6 months Yes 
Prospectus Due 
dates:  April 8 or 
September 15 

Changing 
governance, 
ownership, control, or 
legal status of an 
institution 

See SACSCOC  
policy “Mergers,  
Consolidations,  

Change of  
Ownership,  

Acquisitions, 
and  

Change of  
Governance,  

Control, Form, 
or  

Legal Status” 

Yes 6 months Yes 

Prospectus 
 

Due dates:  April 8 
or September 15 

Relocating a main or 
branch campus 1 Yes 6 months Yes Prospectus 

Moving an off-campus 
instructional site 
(serving the same 
geographic area) 

2 Yes Prior to 
implementation NA 

Letter of notification 
with new address 

and start date 

Initiating degree 
completion programs 1 NA NA Yes Prospectus 
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Closing a program, approved off-campus site, branch campus or institution: 
 

…Institution to teach 
out its own students 
 
 
…Institution contracts 
with another institution 
to teach-out students 
(Teach-out 
Agreement) 

3 
 
 
 
 
 

3 
 

Yes 
 
 
 
 
 

Yes 
 
 
 

Immediately  
following  

decision to  
close 

 
 

Immediately  
following  

decision to  
close 

 
 
 

Yes 
 
 
 
 
 

Yes 

Description of teach-
out  

plan included with 
letter of  

notification 
 

Description of teach-
out  

plan, copy of signed  
teach-out agreement  

detailing terms 
included  

with notification 
 

Acquiring any 
program or site from 
another institution 

See SACSCOC  
policy “Mergers,  
Consolidations,  

Change of  
Ownership,  

Acquisitions, 
and  

Change of  
Governance,  

Control, Form, 
or  

Legal Status” 

 
 
 
 
 

Yes 

 
 
 
 
 

6 months 

 
 
 
 
 

Yes 

 
 
 
 
 

Prospectus 

Adding a permanent  
location at a site 
where the institution is 
conducting a teach-
out for students from  
another institution that 
is closing 

See SACSCOC  
policy “Mergers,  
Consolidations,  

Change of  
Ownership,  

Acquisitions, 
and  

Change of  
Governance,  

Control, Form, 
or  

Legal Status” 

 
 
 
 
 

Yes 

 
 
 
 
 

6 months 

 
 
 
 
 

Yes 

 
 
 
 
 

Prospectus 

 
Procedure 1 denotes a significant departure in program is one in which the proposed new program has no closely related 
counterpart among the previously approved programs in the curriculum.  To determine if a new program is a “significant 
departure”, it is helpful to ask if the new program requires 

 
 Number of new faculty? 
 Many new courses? 
 New library or other learning resources? 
 New equipment or facilities? 
 A new resource base? 

 
Procedure 2 denotes a significant changes in mission are those that lead to a fundamental shift in the nature of the 
institution, such as an institution that had offered only professional programs deciding to add general education offerings, 
or a technical college transforming itself into a comprehensive community college. 
 
Procedure 3 denotes a significant change in program length with noticeable impact on the program’s completion time 
(e.g., increasing a baccalaureate degree from 124 hours to 150 hours). 
 
Source:  SACSCOC Substantive Change Policy 
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DISTANCE EDUCATION 
 

The Distance Education: Processes and Guidelines 2016 is the companion 

guidance document on distance education processes and procedures at Alabama State 

University.  Please refer to that document for full description of university distance 

education processes and procedures. 
 

The 2009 Higher Education Opportunities Act (HEOA) recently separated distance 

education from correspondence education by defining each: 
 
Federal Definition of Distance Education (DE) 

The Code of Federal Regulations, Title 34, and Education §602.3 (34 CFR §602.3) 

includes the following definition of distance education: 

 
Distance education means education that uses one or more of the technologies 

listed in paragraphs (1) through (4) of this definition to deliver instruction to students 

who are separated from the instructor and to support regular and substantive 

interaction between the students and the instructor, either synchronously or 

asynchronously. The technologies may include— 

 
(1) The internet; 

 
(2) One-way and two-way transmissions through open broadcast, closed circuit, 

cable, microwave, broadband lines, fiber optics, satellite, or wireless 

communications devices; 

 
(3) Audio conferencing; or 

 
(4) Video cassettes, DVDs, and CD-ROMs, if the cassettes, DVDs, or CD-ROMs are 

used in a course in conjunction with any of the technologies listed in paragraphs 

(1) through (3) of this definition. 
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Institutional Definition of Distance Education 

Technology-mediated education that is generally not face-to-face. Courses are 

delivered to off-campus location(s) via audio, video (live or prerecorded), or computer 

technologies (Internet), including both synchronous (real time) and asynchronous 

instruction.  Instruction may include a small amount of on-campus coursework, lab work, 

examinations, or occasional on-campus meetings.  

 
Distance Education Delivery Methods Definitions at Alabama State University 

• Traditional - Course with no online technology used except for posting of syllabus, 

attendance, or announcements on Blackboard.  No content is presented online - 

content is delivered in writing or orally. 0% content delivered online. 

 
• Web Facilitated - Course which uses web-based technology to facilitate what is 

essentially a face-to-face course. Uses Blackboard to post the syllabus and 

assignments as well as slide presentations which have been presented face-to-face. 

1 – 29% content delivered online. 

 
• Blended/Hybrid - Course that blends online and face-to-face delivery. Substantial 

proportion of the content is delivered online, typically uses online discussions, and 

typically has some face-to- face meetings.  Course may also include interactive 

video conferencing (VC) 30 to 49% content delivered online. 

 
• Online - A course where most or all of the content is delivered online. Typically have 

no face-to-face meetings. Course may also include or be totally delivered through 

interactive video conferencing (VC) 50+% content delivered online. 

 
All ASU distance education programs will embody a coherent course of study that is 

compatible with the institution’s mission and is based upon fields of study appropriate to 

higher education. Faculty from all segments of the university will be involved in distance 

education initiatives as subject area experts for course development. The technology 

used will be appropriate to the nature and objectives of the programs, and courses and 

expectations concerning the use of such technology will be clearly communicated to 
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students. Ownership of materials, faculty compensation, copyright issues, and the use  

of revenue derived from the creation and production of software, telecourses, or other 

media products will be determined on a case by case basis. ASU developed and utilizes 

A System of Best Practices and Policies for the Development and Teaching of an 

Online Course guidelines and procedures to assist faculty members, deans, and 

department chairs in the development, preparation, approval, teaching and periodic 

evaluation of online courses. (Attachment A).  

 
Distance Education Faculty  

Faculty who teach in distance education programs and courses are required to receive 

appropriate training. ASU has developed an Online Teacher Training program offered 

through the Division of Extended Learning and Online Programs. External training will 

be considered for approval on a case by case basis. ASU has established Online 

Faculty Evaluation Procedures, which are clear criteria for the evaluation of faculty 

teaching distance education courses and programs. (Attachment B). 

 
Distance Education and Institutional Effectiveness  

College deans and faculty who teach online will ensure the comparability of distance 

education programs to campus-based programs and courses by the evaluation of 

educational effectiveness, including assessments of student learning outcomes, student 

retention, and student satisfaction. Faculty who teach in distance education programs 

and courses will be evaluated using the Online Faculty Evaluation Procedures. Online 

courses and programs will undergo periodic review to ensure they remain relevant and 

current. The institution will regularly assess the effectiveness of its provision of 

library/learning resources and student support services for distance education students. 
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THE CURRICULUM APPROVAL PROCESS 
 
Course and Degree Program Development  

The primary responsibility for course and programmatic development and/or 

recommendation rests with individual faculty working within the department. The 

collegial process in the university ensures open discussion and dialogue about 

questions related to instruction. Review bodies, such as the Graduate Council, the 

Faculty Senate, and the Council of Deans and Directors (CADD) may also be involved 

in the review process. However, the final internal approval authority for courses rests 

with the president of the University. The final internal approval for programs rests with 

the ASU Board of Trustees. In addition, the Alabama Commission on Higher Education 

(ACHE) must approve program additions and deletions. For teacher preparation 

programs in the College of Education, the State Department of Education and ACHE 

must be consulted in the approval process. The institutional SACSCOC liaison has 

been inserted into the degree program review and approval process to work with the 

dean of the college proposing the new program to ensure compliance with SACSCOC 

substantive change policy. In cases where the programmatic changes represent a 

substantive change as defined by the SACSCOC, notifications must be conducted in 

accordance with its policies and procedures. On the following pages are course and 

programmatic flow charts, along with a narrative of the step-by-step process in three 

areas: (l) courses, (2) degree programs (to include certification and other programs 

requiring external review and approval), and (3) courses and degree programs in 

teacher preparation areas in the College of Education. 

 
Approval of New Courses 

Process and Procedures 

 
STEP 1: A course proposal is prepared and presented to the department for review 

typically by a faculty member designated as the initiator. The course 

proposal must be accompanied by the appropriate Change in Curriculum 

Form(s). The Change in Curriculum Forms(s) must include the rationale 

for the proposed course and the anticipated budgetary needs for the 
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program (new faculty, library holdings, facilities, equipment, staff, other). 

The new course proposal must also be accompanied by the proposed 

syllabus, which outlines the course credit, student learning outcomes 

(SLOs), course objectives, grading system, and various institutional 

policies (e.g., course attendance, ADA, VA). 

 
STEP 2: The proposed course proposal is reviewed by the department, and if 

approved, forwarded to the collegiate curriculum committee(s). 

 
STEP 3: If approved, the dean of the college forwards the course proposal to 

various university curriculum committee(s) (the procedures will vary 

somewhat between colleges) for recommendations. If an undergraduate 

course, the course proposal is forwarded to the Undergraduate Curriculum 

Committee. If a graduate course, it is forwarded to the Curriculum 

Committee of the Graduate Council. If a distance education course, it is 

forwarded to the Distance Education Committee.  If a core course, it is 

also forwarded to the Council of Deans and Directors for 

recommendations.   

 
STEP 4: Each of these bodies forwards recommendations to the provost/vice 

president for Academic Affairs. If disapproved, the course is returned to 

the initiator.  

 
STEP 5: The provost/vice president for Academic Affairs forwards undergraduate 

course proposals to the Faculty Senate, who reviews the proposal and 

returns a recommendation to the provost/vice president for Academic 

Affairs. If a graduate course, the provost/vice president for Academic 

Affairs conducts a review for approval. 

 
STEP 6: Upon approval, the course proposal is forwarded to the president for 

review and approval. 

 
Step 7: Upon approval by the president, the provost/vice president for Academic 
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Curriculum Guide 
Forms 
Distance Education 
Forms 

Affairs forwards the course information to the Office of Records and 

Registration for entry into the undergraduate or graduate University 

catalogs and into the course program inventory database. 

 

FIG. 1. APPROVAL OF NEW COURSE PROCESS 
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Approval of New Degree Programs 

Processing new degree programs can take one (1) academic year or longer to process 

through the internal and external procedures for review and approval, particularly if 

SACSCOC substantive changes are involved.  Proposers of new programs should 

anticipate this timeframe, and work diligently to understand the internal and external 

procedures and required timelines.  Unless otherwise specified, approved degree 

programs should be scheduled for implementation during the fall semester of a given 

academic year. 

 
Process and Procedures 

 

STEP 1: A preliminary program proposal is prepared typically by an individual or 

faculty body within an academic department. The preliminary proposal 

must be accompanied by the appropriate Change in Curriculum Form(s). 

The preliminary proposal and the Change in Curriculum Forms(s) must 

include the rationale for the proposed program, how the proposed 

program supports the institutional mission and the anticipated budgetary 

needs for the program (new faculty, library holdings, facilities, equipment, 

staff, other).  

 
STEP 2: The preliminary proposal is reviewed by the full department.  If supported 

at that level, the preliminary proposal is sent to the college dean through a 

designated initiator. Typically, the department chair will serve as the 

initiator for new degree program proposals. 

 
STEP 3: The dean of the college proposing the program reviews the preliminary 

proposal for content and budget needs, and will consult with the 

institutional SACSCOC liaison utilizing Table 1, Substantive Change 

Process (p. 26) to determine whether the proposed program will require a 

substantive change action. The institutional SACSCOC liaison may 

consult with SACSCOC commission staff as appropriate to clarify any 

considerations required for action on the proposed degree program.  
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STEP 4: Approval to Proceed.  Due to the significant potential impact of new 

programs upon the institution’s mission, budget requirements and scope, 

effective fall 2014, all new program proposals must receive prior 

administrative approval (Approval to Proceed) to the level of the president.  
This is necessary to inform the administration in advance of increased 

budgetary requirements and other significant impacts that the proposed 

new programs may bring about.  Prior administrative approval to proceed 

will also allow for timely notification to external agencies, including ACHE 

and SACSCOC, should the proposed program be recommended for 

approval by institutional constituencies. It is understood that prior 

administrative approval will not supersede the entire review process, nor 

does it suggest that any new degree program can be approved without 

obtaining final approval by the Alabama State University Board of 

Trustees. 

 
Procedure for Approval to Proceed.  Following consultative review by the 

SACSCOC liaison, if the dean recommends a program for which a 

substantive change is determined, the dean will forward the preliminary 

proposal, Change in Curriculum Form(s) and other support materials to 

the provost/vice president for Academic Affairs, and an advisory statement 

on the specific type of substantive change. 

 
The provost/vice president for Academic Affairs will review the preliminary 

proposal and all attendant information.  If the provost/Vice President for 

Academic Affairs recommends a program for which a substantive change 

is determined, the preliminary proposal will be forwarded to the president 

for Approval to Proceed. 

 
The president will make a determination and notify the provost/vice 

president for Academic Affairs, with copy to the dean.  Upon notification of 

Approval to Proceed, the dean will consult with the preliminary proposal 

initiator and/or the institutional SACSCOC liaison regarding requirements 
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and review timeframes of the appropriate external agencies (See Note, 

page 36).  If the president does not grant Approval to Proceed, the 

preliminary proposal is returned to the dean of the college proposing the 

new program. 

 

STEP 5: Following receipt of Approval to Proceed from the president, the 

provost/vice president for Academic Affairs forwards the preliminary 

proposal to: (1) The Graduate Council (graduate programs); (2) The 

Faculty Senate (undergraduate programs); (3) The Distance Education 

Committee (online degree programs) and (4) The Council of Deans and 

Directors (as appropriate) for review and additional feedback. Due to the 

extended timeframes associated with external reviews (ACHE, 

SACSCOC), the initiator will be advised to begin development of the full 

program proposal. 

 

STEP 6: Review and feedback from the various internal bodies is returned to the 

president through the provost/vice president for Academic Affairs for 

presentation to the ASU Board of Trustees. 

 

STEP 7: Upon approval by the ASU Board of Trustees, a Notice of Intent to Submit 

Proposal (NISP) must be submitted to the Alabama Commission on 

Higher (ACHE) through the provost/vice president for Academic Affairs.  

The NISP must be submitted 2 months before submission of the full 

proposal. Following ACHE review of the NISP, additional information 

and/or actions may be required, and may include providing information to 

ACHE staff. Additional information requests will be communicated to the 

college dean from the provost/vice president of Academic Affairs. 

 
STEP 8: ACHE convenes for program action quarterly (March, June, September, 

December).  Full program proposals must be submitted for placement 

onto the ACHE agenda.  Generally, full program proposals must be 
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received by ACHE three (3) months prior to action.  For example, for a 

program to be placed onto the December ACHE agenda for action, the full 

proposal would have to be submitted in September.  The Office of 

Academic Affairs, and the SACSCOC liaison as appropriate, will work with 

the dean to coordinate communication of items to the attention of ACHE in 

a timely manner. 

 
NOTE: It will be the responsibility of the dean to ensure coordination of 

new degree program proposal requirements and review timelines.  Review 

timelines must be diligently coordinated and adhered to. Failure to do so 

can cause delay of proposed proposal reviews and actions. 
 
STEP 9: Upon approval by ACHE, the program may require additional action with 

SACSCOC.  If the proposed program was deemed a substantive change 

based upon SACSCOC criteria during the early approval process, the 

proposal initiator, in cooperation with department chair, dean, SACSCOC 

liaison and the Office of the Provost, will develop an appropriate 

SACSCOC documents (letter of notification; full prospectus). All 

substantive change documents must be submitted to SACSCOC through 

the president of the university. 

 
NOTE: NISPs will be submitted to ACHE through the Office of the 

Provost.  The required substantive change documents will be submitted to 

the SACSCOC through the Office of the President. 
 
STEP 10: Following final approval by SACSCOC, new programs will only be 

implemented and included in the university’s catalog and program 

inventory as reported by the provost/vice president for Academic Affairs. 
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Approval of New Teacher Education Courses and Programs  

Approval of new teacher education courses and degree programs may require 

additional or alternative routes of review, including the Alabama State Department of 

Education.  Processing new degree programs can take one (1) academic year or 
longer to process through the internal and external procedures for review and 
approval, particularly if SACSCOC substantive changes are involved.  Proposers 

of new programs should anticipate this timeframe, and work diligently to understand the 

internal and external procedures and required timelines.  Unless otherwise specified, 

approved degree programs should be scheduled for implementation during the fall 

semester of a given academic year. 

 
Process and Procedures 

 

STEP 1: A preliminary teacher education course or program proposal is prepared, 

typically by an individual or faculty body within an academic department.   

The preliminary proposal must be accompanied by the appropriate 

Change in Curriculum Form(s). The proposed course and/or preliminary 

program proposal and the Change in Curriculum Forms(s) must include 

the rationale for how the proposed course(s)/program supports the 

institutional mission and the anticipated budgetary needs for the program 

(new faculty, library holdings, facilities, equipment, staff, other).  

  
 NOTE:  Proposals from secondary education faculty outside the College 

of Education are reviewed by their colleges and departments and then 

forwarded to the appropriate department in the College of Education.  
 

STEP 2: The proposed course/preliminary program proposal is reviewed by the full 

department.  If supported at that level, the preliminary proposal is sent to 

the dean, College of Education through a designated initiator. Typically, 

the department chair will serve as the initiator for new program proposals.  
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STEP 3: The dean, College of Education, will review the proposed 

course/preliminary program proposal for content, budget needs, and will 

consult with the institutional SACSCOC liaison utilizing Table 1, 

Substantive Change Process (p. 26) to determine whether the proposed 

actions will constitute a substantive change. The institutional SACSCOC 

liaison may consult with SACSCOC staff as appropriate to clarify any 

considerations required for action on the proposed degree program. The 

dean will also submit the proposal to the College of Education Executive 

Council for recommendations, and to the College of Education Curriculum 

Committee for approval.  

STEP 4: Approval to Proceed - Please consult STEP 4 under APPROVAL OF 

PROGRAMS for procedures on Approval to Proceed (page 34).  

 
STEP 5: Please consult STEP 5 under APPROVAL OF PROGRAMS for 

procedures (page 35). 

 
STEP 6: Please consult STEP 6 under APPROVAL OF PROGRAMS for 

procedures (page 35). 

 
STEP 7: Please consult STEP 7 under APPROVAL OF PROGRAMS for 

procedures (page 35). For teacher education programs, in addition to 

submission of the NISP (ACHE), the president will also forward the 

program proposal to the Alabama State Department of Education for 

review and approval.  

 
STEP 8 - 10: Please consult STEPS 8 through 10 under APPROVAL OF PROGRAMS 

for procedures (pages 35-36). 
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DESCRIPTION OF CURRICULUM REVIEW ORGANIZATIONS 
 

 

Graduate Council  

The responsibility for formulating policies for the program of graduate studies is 

delegated to the Graduate Council, subject to approval of the provost/vice president for 

Academic Affairs, president of the University, and the ASU Board of Trustees. The 

Council acts as a curriculum committee for graduate courses and reviews proposals for 

new programs prior to action by the provost/vice president for Academic Affairs. The 

Council establishes University-wide entrance and degree requirements for graduate 

programs and sits as a deliberative body on petitions to consider waivers of any 

graduate program requirement or in any case of jurisdictional dispute. The Council is 

responsible for maintaining the excellence of all graduate programs. All actions of the 

Council are submitted to the provost/vice president for Academic Affairs, and through 

this officer, to the president of the university.  

 

Council of Academic Deans and Directors (CADD) 

The Council of Academic Deans and Directors (CADD) serves as the major unit of the 

university administration to provide an artery for communication among the various 

colleges and academic divisions on matters related to inter-college policy consideration.  

 
The CADD consists of the provost/vice president for Academic Affairs, the associate 

provost and associate vice president for Academic Affairs, the deans of the 

colleges/school/divisions, the dean of the Library and Learning Resource Center, and 

directors of the following units:  Records and Registration, Research and Sponsored 

Programs, Ombudsman, Academic Success, Retention, Academic Planning and 

Evaluation, Institutional Research, Quality Enhancement Plan (QEP), and Admissions 

and Recruitment. Additional members may be added at the discretion of the 

provost/vice president for Academic Affairs.  
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Faculty Senate  

The powers and authority granted the Senate are those delegated to the General 

Faculty by the president of the university, consistent with the policies of the Board of 

Trustees. When the president of the Faculty Senate receives a course or program, it is 

referred to a standing Committee on Academic Affairs. This committee makes 

recommendations to the Senate as a whole, which may accept or modify the committee 

recommendations. The final recommendations are transmitted to the provost/vice 

president for Academic Affairs. All actions taken by the Senate are advisory.  

 
Distance Education Committee 
The Distance Education Committee (DEC) is an advisory group responsible for 

conducting and evaluating processes within the institution’s distance education 

component.  The DEC has worked since 2013 to develop guidance on considerations 

such as distance education definitions; strategic alignment of the institution’s DE 

aspirations and institutional effectiveness assessment with the institutional and division 

of Academic Affairs strategic plans; online syllabus development, online faculty 

evaluation, services, and new course and degree program review processes and 

procedures. The DEC reviews and makes recommendations on course and degree 

proposals within the institutional curriculum review processes. 

 

 
 

CURRICULUM REVIEW CYCLE 
 

Each college in the university is recommended to review and evaluate its total 

curriculum at least every five years. However, there are many programs that require 

review far more often than a five-year cycle, and most individual courses should be 

reviewed on an annual basis. To that end, in 2013, the university implemented the 

Academic Program Review (APR) process. The APR is part of the overall evaluation 

plan for the regular and systematic assessment of all undergraduate and graduate 

degree programs. Programs will be reviewed every 5-7 years, depending on the nature 

of the program and the outcome of the prior review. The APR intends a constructive 
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approach of evaluation, which is beneficial for faculty, students, staff and external 

stakeholders. The core of the APR is a self-study to be conducted by each academic 

department or unit responsible for a degree program. The APR provides an opportunity 

to reflect on the university's mission and strategic plan, quality, the successes of 

graduates, and program operations and future needs. Accordingly, the APR is centered 

on the criteria of centrality, quality, student success and viability. Among the main 

purposes of APR is to evaluate the degree program’s strengths and weaknesses, and 

thus determine future priorities. It may also aid in the shaping of a plan for a program’s 

continued support and enhancement, development, modification, or discontinuance. 

Consequently, the information compiled in the APR may assist the college, department, 

and the University’s planning efforts of future budget requests, resource allocation, and 

the development of new programs.   

 

ALABAMA COMMISSION ON HIGHER EDUCATION 
 

NEW PROGRAM REVIEW AND PROGRAM CHANGE GUIDELINES 

Once the ASU Board of Trustees approves a new program or a major modification to an 

on-going program proposal, the President submits the proposal to the Alabama 

Commission on Higher Education (ACHE).  

 
Proposal Format 

The following outline describes briefly the elements which should be included in a 

proposal for a new program.  However, for additional information on the Criteria of 

Evaluation of Proposals for New Programs of Instruction and Procedures for Evaluation 

and Review go to the ACHE website:  

http://www.ache.alabama.gov/Acadaffr/NewProg/4YearIndex.htm. 

 
General Information  

1. Name of the Institution  

 
2. Program Identification: degree to be awarded; program title; CIP number.  

http://www.ache.alabama.gov/Acadaffr/NewProg/4YearIndex.htm
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3. Proposed implementation date.  

4. College/school and administrative unit that will administer the program. This should 

include any descriptive information pertinent to the administration of the program.  

 
5. Accreditation: Is there a recognized (CHEA/USDE) accreditation agency for this 

program? If so, will accreditation be pursued? If not, why not? Has initial contact 

been made with the agency? Were the criteria, standards, and procedures of the 

agency considered in designing the program? (Note: It is the policy of the 

Commission that all programs for which recognized accreditation is available be 

accredited unless sufficient rationale for non-accreditation is presented. If 

accreditation is necessary for licensure to practice in the program field, the program 

must be accredited).  

 

Program Content and Objectives  

1. Present the objectives of the program. How is this program related to other 

programs offered by the institution? Will this program replace any existing program? 

Will this program likely reduce enrollments in other programs?  

 
2. Describe the curriculum and the degree requirements. An appendicle listing of 

specific courses with numbers, titles, brief descriptions and credit hours to be 

awarded is desirable and should be as complete as possible. Indicate courses which 

are not currently offered by the institution but which would be added to support the 

program.  

 
3. Many programs depend upon related fields. When such interrelatedness is involved, 

describe the basic points of interdependence and provide some evidence that 

faculty/administration in related fields are willing to participate in the proposed 

program.  

 
Program Justification  

1. Describe the criteria and screening process that will be used to select students for 

the program and provide a realistic estimate of enrollment at the time of 
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implementation and over a five-year period based on the availability of students 

meeting these criteria. Indicate both projected full-time and part-time enrollment. It is 

expected that formal surveys will be used in determining student availability and 

demand. Please include a copy of the survey instrument and results with the 

proposal. Also, provide the annual number of program graduates expected based on 

your recruitment, admissions, and retention plans.  

 
2. For graduate programs, identify existing undergraduate programs at the institution 

which are directly or indirectly related to the proposed graduate program. If an 

undergraduate degree is offered, provide the number of graduates for the last five 

years. Include follow-up data on graduates from the baccalaureate program if 

available.  

 
3. It is important to justify proposed programs on the basis of employment opportunities 

for graduates. The program's relationship to economic development and to internal 

institutional needs should also be stressed. It is recommended that documentation of 

need include such items as survey results and data from local, state, and regional 

manpower studies. If other similar or related programs are available in the state, the 

institution should provide evidence that these programs are not meeting the 

employment demand. Likewise, in the case of certain Master’s programs, the 

institution should justify the addition of a program which is already offered within the 

region, particularly in contiguous states. The availability of uncommon programs 

through the SREB Academic Common Market is another factor which must be 

considered. In addition to including a copy of any survey instrument used and a 

summary of results, the names, addresses, and telephone numbers of survey 

respondents should be included.  

 
Resources to Support the Program  

1. Faculty. List the full-time and part-time faculty currently available, identifying primary 

faculty (directly affiliated with the program), and secondary, or support faculty. 

Provide a detailed curriculum vita on each primary faculty member. For graduate 

programs, include any recent publications or other scholarly activities of the faculty 
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members. State the number of additional faculty which will be employed prior to 

program implementation and describe their qualifications. Finally, for graduate 

programs, provide the number and qualifications of other additional faculty who will 

be employed during the first five years of program operation.  

 
2. Staff. Describe available and additional support staff which will be needed for the 

program.  

 
3. Facilities. An inventory of existing facilities, such as classrooms, offices, laboratories 

(if needed) and special equipment should be included. Wherever the facilities are 

inadequate in terms of anticipated needs, plans and timetable for eliminating these 

deficiencies should be included.  

 
4. Library Materials. Provide an indication of the current status of the library collections 

supporting the proposed program. The appropriate assessment guide to use for this 

component of the proposal is the Collection Assessment Manual, available from the 

Network of Alabama Academic Libraries (NAAL). Reference/collection librarians in 

campus libraries are generally able to assist in the development of this component. 

Provide fiscal resources of a onetime and continuing nature required to provide 

library resources necessary to support the proposed program. What other learning 

resources are available for the program?  

 
Financial Support  

A. Provide a realistic estimate of the costs of the program, in terms of faculty and staff, 

the materials with which they and the students will work, and facilities. Where 

additional faculty, library, equipment, space or other resources will be needed, the 

source of financial underwriting should be identified.  

 
B. For graduate programs, it is expected that private or government research grants 

and other extramural funds will provide a significant amount of support for the 

program. What track record has the institution established in attracting such funds? 

What evidence can be provided that significant extramural funds can be attracted for 
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the support of the proposed program?  

 
C. For graduate programs, what provision will be made for fellowships/assistantships to 

support students in the program? How many stipends will be provided and what will 

be the range of support involved? Include an annual budget for the program for five 

years from the date of implementation.  

 

Evaluation and Assessment  

Describe the criteria and procedures that will be used in evaluating the program and 

assessing student outcomes. This should be based on the stated objectives of the 

program and the projected enrollment and program completion rates. The assessment 

plan should include a student follow-up plan which includes the rate of placement of 

graduates in program-related jobs.  

Other Items for Graduate Programs  

Although the above list is reasonably complete, any other information considered to be 

important for the proposed program should be presented. Include a copy or the 

consultant's report if an external consultant reviewed the program. (It is expected that 

one or more consultants will be utilized for certain Master’s proposals). It is 

recommended that the institution avail itself of the publications of the Council of 

Graduate Schools (CGS) in developing a proposal. The CGS website is 

www.cgsnet.org. 

 

 

 

 

 

 

 

http://www.cgsnet.org/
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APPENDIX 
 
 

Change of Undergraduate Curriculum Form (New Programs/New Degree/ 

New Program Delivery) FORM 

 

 

Change of Graduate Curriculum Form (New Programs/New Degree/  

New Program Delivery) FORM 
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