New Academic Program or Substantive Change to Existing Program?

All new academic programs (undergraduate and graduate, diplomas, certificates) must go through a series of
internal and external review and approval processes before the program can be implemented and marketed to
potential students. This document outlines the basic steps an academic department must take to obtain the
appropriate levels of approval. In addition, registration of new programs/academic diplomas and substantive
changes to existing programs/academic diplomas are listed below:

— Introduction of a new program

— Change in program title or degree award;

— Substantial increase or decrease in the number of credit hours awarded defined as change of at least 25
percent of the number of credit hours required for the degree;

— Aggregate change of 25 percent or more of program’s curriculum content*;

— Changes in a program’s focus or design, including a change in the program’s major disciplinary area;

— Adding/eliminating an option/concentration/track (e.g. introduction of new tracks in the Master’s degree
program, changes in Master’s degree from thesis to non-thesis or vice versa);

— Eliminating a requirement for program completion including thesis, internship, clinical, cooperative
education, or other work-based experience;

— Changes in the mode of delivery (e.g. adding a distance education format to a registered program,
expanding residential programs to be offered in an online or hybrid format);

— Merging two programs;

— Creating a dual-degree program from existing programs;

— Creating a new program from a concentration/track in an existing program;

— Discontinuing a program.

Approval Process
Proposal for offering a new program or modification of an existing one requires review and approval at a number
of levels as per below:

Proposal Preparation and Submission

- The program champion(s) discusses the proposed new program/program change with the department
chairperson/convener who discusses it with the Dean.

- The champion(s) prepares a proposal for a new program/academic diploma or changes to existing
program/diploma. For new programs/diploma, the champion prepares a letter of intent (Appendix I).

- The Dean discusses the proposal with the Faculty Administrative Committee and with the Provost.

Department/Program Notify|Approve | Owner

Department meet and vote on the proposal. X Department Chair
Department Chair/ Program Champion requests feedback from X Department Chair/ Program
those departments that may be affected by the proposed/modified Champion

program. The Chair might informally solicit external reviewers’
feedback, if needed.

Faculty/School

Undergraduate Curriculum Committee (UCC- for undergraduate

programs) or Graduate Studies Committee (GSC- for graduate X Chair of UCC/ GSC
programs) meets and votes on the proposal.

Dean of the faculty/school distributes the proposal at least one week | X Dean

prior to the faculty/school meeting.

Faculty/school members meet and vote on the proposal. X Dean

Board of Deans

The Board of Deans meets and votes on the proposal for certificate programs. No further approvals are required beyond
that level.

Senate

L Last updated: January 27, 2022



Academic Development Committee (ADC- for undergraduate
programs) /Board of Graduate Studies (BGS- for graduate
programs) meets and votes on the proposals.

Chair of ADC/BGS

program change documents to NYSED after securing the Provost
approval. Liaison notifies the constituencies* of NYSED
approvals.

Chair of the ADC/BGS sends the proposal to the Chair of the Senate| X Chair of ADC/BGS
Steering Committee for inclusion on the Senate meeting agenda and

distribution to the Senate at least one week prior to the Senate.

Senate meets and votes on the proposal. Senate

Senate secretary notifies the university liaisons with Senate X Secretary of the Senate
approvals related to programs.

Each liaison provides the Department Chair/ Program Champion X University Liaisons**
with guidelines for external approvals.

Provost sends the proposal to the Academy and Its Values X Provost

Committee of the Board of Trustees.

Step 4: Board of Trustees (BOT)

Academy and Its Values Committee of BOT meets and votes on the Provost

proposal.

Board of Trustees approve the proposal. Provost

Provost notifies the constituencies* of the internal approval of the X Provost

program.

Step 5: New York State Education Department (NYSED)

Department Chair/ Program Champion fills an application for new X Department Chair/ Program
program registration/program change, in coordination with NYSED Champion

Liaison.

In case an external review is required, the chairperson/program X Department Chair/ Program
champion identifies a list of external reviewers who have no Champion

conflict of interest and invites them to evaluate the new program.

Upon receiving the external review report, the department prepares

a department response report and submits all report to Liaison.

NYSED Liaison reviews and submits new program registration/ X NYSED Liaison

Step 6: Lebanese Ministry of Education and Higher Education (MEHE)

after securing the Provost approval. Liaison notifies the
constituencies* of MSCHE approvals.

Department Chair/ Program Champion prepares the required X Department Chair/ Program
documents and forms, in coordination with the MEHE Liaison. Champion

Liaison reviews and submits the registration documents to MEHE. X MEHE Liaison

Liaison notifies the constituencies* of MEHE program registration.

Middle States Commissions for Higher Education (MSCHE)

Department Chair/ Program Champion fills a Substantive Change X Department Chair/ Program
application to MSCHE [applies to program modification], in Champion

coordination with MSCHE Liaison.

MSCHE Liaison reviews and submits the application to MSCHE X MSCHE Liaison

*Notifications to Constituencies:

Notifications of internal and external approvals must be sent to the Provost, Dean of the faculty/school proposing
the program, the department (chair/program champion), the Office of the Registrar, the Office of Admissions, the

Graduate Council (for graduate programs), and different liaisons.

**Contact University Liaisons:

Before beginning the approval process for your proposal, consult with the below university liaisons:
- Boushra Rahal, MSCHE Liaison, to discuss MSCHE; Substantive Change requirements and timeline.

- Dania Salem, NYSED Liaison, in the Office of Institutional Effectiveness and Decision Support (IEDS), to

discuss NYSED registration requirements and timeline.

- Hala Abou Arraj, MEHE Liaison, in the Office of the Registrar, to discuss Lebanese Ministry of Education

and Higher Education (MEHE) registration requirements and timeline.



http://www.nysed.gov/common/nysed/files/gapropoposal-absolute.docx
http://www.nysed.gov/common/nysed/files/gapropoposal-absolute.docx
http://www.nysed.gov/common/nysed/files/het-change-form.docx
https://www.msche.org/substantive-change/
mailto:br02@aub.edu.lb?subject=MSCHE
https://www.msche.org/substantive-change/
mailto:ds23@aub.edu.lb?subject=NYSED
http://www.nysed.gov/
mailto:ha17@aub.edu.lb?subject=Lebanese%20MEHE

Appendix I- Letter of Intent

The Letter of Intent provides an early description of the nature and objectives of the proposed program,
which will assist the university administration in understanding and evaluating the fit of the proposed
program with the priorities and strategic directions of the University.

The Letter of Intent should address the following questions in 2-3 pages. If a question cannot be adequately
addressed at the time of submission, an explanation can be provided.

1.

What is the motivation for proposing this program at this time? What elements of the University and
society support and require this program?

What is the anticipated student demand for the program? Does the program meet a perceived need,
particularly within a national/regional context? What is the projected student enrolment in the
program initially and over time, and on what evidence is the projection based?

How does this proposal fit with the priorities of the University and faculty strategic plan? Are there
measurable benefits to offering the program at this time?

What is the relationship of the proposed program to other programs offered by the faculty or school
and to programs offered elsewhere (interactions, similarities, differences, relative priorities)? What
effect will the proposed program have on other similar or related programs, and, in particular, on
student enrolment in these programs? Is there justification to proceed regardless of any perceived
duplication?

Describe the resources available and committed to the program, regarding both time-costs and
ongoing operating costs. Does the department/program/school possess the resources required to
implement and support the program (faculty teaching, administrative and other support, student
funding, facilities and space, infrastructure, equipment)? Will additional university resources be
required?

Explain the risks, assumptions, or constraints associated with initiating this new program at this
time. Has a risk analysis of this program been conducted, relative to the probable success of the
program and those factors that influence the likelihood of success? What risks are associated with
not proceeding with the program at this time?

What is the anticipated start date of the program? What considerations apply to the start date?



