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Procedure for Submitting Proposals for New Certificates
Each new Certificate is subject to review and approval by the relevant college curriculum committee and the Academic Planning and Policy Committee of the Academic Senate.  Requests for approval of a Certificate should be submitted according to the timeline of the appropriate college curriculum committee and should follow the format below:

1. Full and exact title of the Certificate program and level of the program (Certificate of Specialized vs. Advanced Study).  Name and position of the person(s) submitting the proposed Certificate.  Intended implementation date of the program.

2. List of the existing programs in the discipline(s) under which the new Certificate is to be offered.

3. List of the existing program(s) that may be affected by the proposed Certificate.

4. Purpose of the proposed Certificate, including specific academic objectives served, professional applications, potential student market, and a statement explaining the need for the Certificate in comparison to existing related majors, minors, and Graduate programs.

5. List of the courses, by catalog number, title, and units of credit, as well as total units to be required under the proposed Certificate.

6. Definition of the minimum level of competence to be demonstrated to earn the proposed Certificate, and a description of the means of assessing that competence (examination, practicum, field experience, etc.).

7. Description of assessment strategies for waiver of lower division requirements (where applicable).

8. New courses to be developed.  Include proposed catalog descriptions in the Certificate proposal.  “C-forms” for these courses should accompany the proposed Certificate package for curricular review.

9. List of all present faculty members, with rank, appointment status, highest degree earned, date and field of highest degree, and professional experience, who would teach in the proposed aggregate of courses.

10. Instructional resources (faculty, space, equipment, library volumes, etc.) needed to implement and sustain the Certificate program.
