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CHAPTER III     ACADEMIC DEGREES AND CURRICULA 

 

REVIEW AND APPROVAL OF NEW DEGREE PROGRAMS 
 
Graduate Education 
(Senate 2/28/91, revised according to HECB Guidelines April 1995) 
 
In accordance with the Higher Education Coordinating Board (HECB) Guidelines (September 23, 
1992), steps for the review and approval of new graduate degree programs at Washington State 
University have been outlined as follows.  By HECB definition, new programs include all new 
graduate degree programs and the extension of existing graduate degree programs throughout the 
WSU multicampus system. 
 
These HECB Guidelines call for "preapproval" of WSU's Institutional Plan and stipulate that only 
those degree proposals included in the "preapproved plan" will be reviewed.  For those degree 
proposals not yet included in WSU's Institutional Plan, the College and Department/Program 
should notify the Graduate School as soon as possible of new degree proposals and provide 
"program plan information" as required by HECB.  For more information, please contact the 
Graduate School. 
 
For planning purposes, please be advised that the HECB accepts proposals on a semiannual basis 
only; January 1 for programs to begin Summer or Fall and July 1 for programs to begin Winter or 
Spring.  The estimated timelines refer to the academic year. 
 
Undergraduate Education 
(Faculty Senate 10/20/94) 
 
In accordance with the Higher Education Coordinating Board (HECB) Guidelines (September 23, 
1992), steps for the review and approval of new degree programs at Washington State University 
have been outlined as follows.  By HECB definition, new programs include all new 
undergraduate degree programs and the extension of existing degree programs throughout the 
WSU multicampus system. 
 
These HECB Guidelines call for preapproval of WSU's Institutional Plan and stipulate that only 
those degree proposals included in the preapproved plan will be reviewed.  For those degree 
proposals not yet included in WSU's Institutional Plan, the college and department/program 
should notify the Provost and Executive Vice President's office as soon as possible of new degree 
proposals and provide program plan information as required by HECB.  For more information, 
please contact the Provost and Executive Vice President's office. 
 
For planning purposes, please be advised that the HECB accepts proposals on a semiannual basis 
only; January 1 for programs to begin Summer or Fall and July 1 for programs to begin Winter or 
Spring.  The estimated timelines refer to the academic year. 
 
Internal Administrative Review Of Full Proposals for New Programs; New Locations or 
New Delivery Media for Existing Programs; New Departments or Schools 

 1. Proposals should be conceived and reviewed within the context of the Strategic 
Plans of the University, the proposing college(s), and department(s).  Although they 



may originate at any campus, proposals are normally developed and reviewed within 
a departmental or school and college context.   

 2. During the development process, wide consultation needs to occur to ensure that 
other potentially affected departments or colleges are informed and supportive, and 
that possible synergies are exploited.   

 3. The College, Department(s) or School then prepares a proposal using the template 
found at http://facsen.wsu.edu/new_proposal_template (new programs) or the Major 
Curricular Change Form plus narrative (new schools/departments). 

 4. Next, the Dean of the College and, if not a Pullman program, the Chancellor of the 
Campus, communicates college and campus approval -- and commitment of 
resources identified at those levels -- by electronically forwarding the proposal to 
the Provost and Executive Vice President’s Office (bates@wsu.edu; cc: 
shermanj@energy.wsu.edu; grimes@wsu.edu) .  

 5. Proposals received in the Provost and Executive Vice President’s Office by 
November 1 and by April 1 of each academic year will be reviewed by the Provost 
and Executive Vice President and – for graduate programs – the Graduate School 
and forwarded to the Faculty Senate Office before the end of that semester.  

 6. The Provost and Executive Vice President’s Office will share the proposal with the 
Director of Libraries and the Budget Director, who will forward their approval 
electronically back to the Provost and Executive Vice President’s Office.  

 7. The Provost and Executive Vice President then reviews the proposal for the extent to 
which it enhances the institution in terms of consistency with strategic plans, quality, 
responsiveness, and fiscal responsibility and then electronically forwards the 
proposal to the Faculty Senate Office.  

 8. The Faculty Senate Office directs the proposal through the appropriate committees 
and then to the full Faculty Senate for action. 

 9. As appropriate, the Provost and Executive Vice President’s office will forward the 
full proposal (for a new program) or the Notification of Intent (format below – for 
extending an existing program) to the Higher Education Coordinating Board, the 
other Public Baccalaureate Institutions, and to the Board of Regents.  

The Provost and Executive Vice President’s Office will notify the college and department when 
all approvals are completed. 



NEW PROGRAM PROPOSED FOR PRELIMINARY APPROVAL 
 

1.  Degree Title:  
 
2.  Date of Implementation:  
 

3.  Department:  
 

4.  College:  
 
5.  Location (check all that apply):  Pullman ___;  Spokane ___; Vancouver___; 

Tri-Cities ___; Statewide, on-site____; Distance Degree Program___;   
Other (please specify)________________________________________ 

 
6.  Estimated Enrollments: 
  

 First Year At Full Enrollment 
 
Headcount 

  

 
FTEs 

  

 

7.  Statement of Need (state, business, or industry need for graduates), Demand (student 
demand for the program), and Importance (relevance to institutional strategic plan and 
benefit relative to cost):  [This is a critical section - it should be thorough and 
documented] 

 
 
 
 
8.  Estimated cost (overall and per FTE) and source(s) of funding: 
 
 
 
9.  Delivery mechanism(s) - on-site faculty, faculty traveling from a campus, 

 WHETS, Distance Degree Program (video/on-line), etc.: 
 
10. Other: 
 
 
 



Proposal to: Extend an Existing Degree Program to a New Site 
 
Extending an existing degree to a new location requires a more extensive analysis than extending 
one via DDP because a site-based program usually requires locally-located faculty, classrooms, 
offices, labs, and/or other services; and an adequate student population must exist locally.  It is 
less likely than a distance program to be directly served by resources of the department and 
campus where the program is already offered, or to attract students statewide.  
 

PROGRAM TITLE:    
 
 Degree (level) ____________  of (type) ________________________________ 
   (e.g., Bachelor)   (e.g., Science) 
 
 In (major or field) _________________________________________________ 
    (e.g., Chemistry) 
 
Site(s) at which currently offered: _________________________________________ 
 
CIP Code (consult registrar):_______ 
(Classification of Instructional Programs) 
 
Department(s):     College(s):   
    
Contact Person: 
 
 Name:      Title:  
 
 Phone:      e-mail:   
        
Campus of Origin:   
 
Starting Date:  
 
Method of course delivery:  (check all that apply) 
 
 � Classroom    �  WHETS or Video-conferencing System 
  �Pullman    � On-line 
  �Vancouver    Videotape 

�Tri-Cities     Flexible Enrollment  
�Spokane     Other ___________________ 

  �   Other site(s): ___________________        



Section I. Mission Statement  
Washington State University 
 
Vision  
Washington State University offers a premier undergraduate experience, conducts and stimulates 
world-class graduate education, research, scholarship and art, and provides an exemplary working 
and learning environment that fosters engagement. 
 
Mission 
As a public, land grant and research institution of distinction, Washington State University 
enhances the intellectual, creative, and practical abilities of the individuals, institutions and 
communities that we serve by fostering learning and inquiry in all their forms. 
 
A) What is the Mission statement of your Department(s)? 
  
B) Describe how this proposed program will complement or reflect these missions.  
Questions to ask yourself:   

• Where are we now, as a department? 
• Where do we want to go (or to develop, or to be perceived)? 
• How will the proposed program help us get there? 

 
Section II. Program Description   
Questions to ask yourself:   

• What is the nature and focus of this program?   
• How will it differ from the same WSU program currently offered elsewhere? 

 
Section III. State Need and Student Demand for the Program 
 
A. Situational Analysis:  The purpose of this section is to identify the strengths and 
weaknesses of the program.   
 
Strengths and weaknesses:   
Questions to ask yourself: 

• Does our department have prior experience of successfully extending programs to new locations? 
• Is our faculty enthusiastic and united in their support for extending this program, or are they 

skeptical or reluctant? 
 
Opportunities and threats:   
Questions to ask yourself: 

• What is happening in the state/nation/higher education now that this program takes advantage of? 
• What uncontrollable factors can influence our success? (e.g., competitor eyeing the same location, 

lack of available qualified faculty, uncertainty of current funding, etc.) 
• How can we eliminate or minimize its effects? 

 
B. Competitive Analysis:  The competitive environment includes other colleges and 
universities, both public and private.  
 
1. Are there other institutions providing a similar program at this site or for this region of 

the state?   



 
2. If there are other institutions offering a similar program to the same population of 

students, describe each of them: 
 
 a.  Name of institution and name of program:  
 
 b. Enrollment at this location or region: 
 
 c. Cost per credit hour/Total for Program:  
 
 d. How long has this program been offered?  
 

e. What would WSU do differently from the other program(s) that would attract 
students to us? 

 
C. Demand Analysis: 
 
Market Place Analysis:  To the extent possible, the Higher Education Coordinating Board 
requires that you reference their State and Regional Needs Assessment, Oct. 2005, in completing 
this section.  It can be found at:  http://www.hecb.wa.gov/boardmtgs/documents/Tab3-Combined-
NeedsAssessmentreport.pdf 
 
Please include supporting information – for example, from professional societies and their 
publications, industry advisory groups and advocacy groups, internal studies, department of 
education, department of labor, or employment security department statistics, letters of support, 
etc. to document the need for this program at the proposed site(s). 
 
1. What is the demand for your program among students at the new location?  
 
2. What is the current academic or industry demand for graduates of your program?   
 
3. What growth rate do you project for this demand? 
 
4. What are the characteristics of students currently in the department’s program?  How will 
students at the new site(s) differ from those in the current program? 
 
D.  Recruitment Plan  
 
1. How and where are students going to find out about this program? 
 
2. Who, specifically, will be helpful in your promotion activities?  How will you reach them? 
 
3. What means will be used to contact and educate businesses, industry, agencies, and/or other 

institutions about this offering? 
 
Section IV. Goals, Objectives, and Student Learning Outcomes  
 
A. Goals and Objectives 
Questions to ask yourself:   

• What are we trying to achieve with this program?   



• How will we evaluate whether we are meeting our goals and objectives – i.e., how will we gather 
information (e.g., from alumni, employers, and/or advisory councils) and how will we use it to 
improve the program? 

• Be specific – If it will be the same as for this program at the current site(s), specify what that is. 

 
B. Student Learning Outcomes (Refer to Appendix I for examples) 
Questions to ask yourself:   

• What will our graduates know and be able to do as a result of this program?   
• How will we assess whether they are achieving the student learning outcomes – i.e., how will we 

gather this information and how will we use it to improve the program? 
• Be specific – If it will be the same as for this program at current sites, specify what that is. 

 
Section V. Curriculum   
Questions to ask yourself:   

• What courses will the students be required to take?   
• What electives (if applicable) will be available? 

 
Section VI. Uses of Technology 
Questions to ask yourself:   

• What kinds of technology will be used in teaching this curriculum?   
• What technologies will the students learn to use in order to be employed in this discipline? 

 
Section VII. Delivery methods   
Questions to ask yourself:   

• Will this be an entirely campus-based, face-to-face program, or will part or all of it be delivered 
off-campus and/or electronically.   

• If the latter, what parts and by what media? 

 
Section VIII. Students 
 
A. Enrollment:   How many students do you expect to serve with this program?  (If you expect a 
combination of part time and full time students, please use the FTE Calculator, at Table 2 of 
http://www.budget.wsu.edu/Cost_template.xls , before completing this table.) 
 
 
Number of 
Students 

 
Year 1 

 
Year 2 

 
Year 3 

 
Year ___* 

 
Headcount 

    

 
FTE 

    

*Enter the year number in which program anticipates reaching full enrollment.   
 

B. Admission Requirements  
Questions to ask yourself:   

• What are the departmental process and admission requirements (for graduate programs)? 

 
 
 



C. Expected time for Program Completion   
Questions to ask yourself:   

• Will most students be full time or part time?   
• How long will it take each type of student to complete the degree?   

 
D. Advising 
Questions to ask yourself:   

• Who will provide academic advising for the students?   
• How will advisors be assigned? 

 
E. Diversity 
Questions to ask yourself:   

• Please describe specific efforts planned to recruit and retain students who are persons of color, 
disabled, or whose gender is underrepresented in this discipline. 

 
Section IX. Faculty and Administrative Support 
[Insert TABLE 1 – PROGRAM FACULTY from 
http://www.budget.wsu.edu/Cost_template.xls here] 
 

Faculty 
Name (or “New” if not yet hired) 

 
Rank 

Status (part, full, 
regular, adjunct) 

% Effort in 
Program 

    
    
    
    
    
Total FTE Faculty in Program  

 
[Insert TABLE 3–ADMINISTRATIVE/SUPPORT STAFF 
http://www.budget.wsu.edu/Cost_template.xls here] 
 

Name (or “New” if not yet 
hired) 

 
Title 

 
Responsibilities 

% Effort in 
Program 

    
    
    
Total Staff FTE in Program  

 
Section X. Library Capacity 
Please address the topics below in your proposal, in collaboration with the librarian(s) responsible 
for collection development in your discipline(s). The names of appropriate librarians are available 
from the Director of Libraries at 335-4558 
 
1. In specific terms, describe the adequacy of existing capacity: 
Questions to ask yourself:   

• How adequate are the existing library collections for the proposed program?   

 
 



2. What new library personnel will be needed? 
Questions to ask yourself:   

• Will additional library staff or faculty need to be hired to serve the additional students and site(s)? 
• If so, how will the position(s) be funded?  

 
3. What additional library services will be needed? 
Questions to ask yourself:   

• To what extent will additional interlibrary loan services be required?   
• On-line network access? 
• References services? 
• Library user education? 
• If so, have funds been designated for this purpose?  
• To what extent will collections and services be provided from Pullman and to what extent by the 

branch campus or other local libraries? 

 
4. Are there any other library resource considerations (e.g., additional space): 
 
Section XI. Facilities 
Questions to ask yourself:   

• Will this program require new teaching laboratories?  Research facilities?  Specialized equipment? 
• If so, what resources are available for this purpose? 

 
Section XII. Finances 
A. Financial Analysis: 
 
One of the major factors in determining whether or not a proposed program is viable is its 
financial feasibility.  A web link, http://www.budget.wsu.edu/Cost_template.xls  will take you to 
an Excel budget worksheet, which can be pasted into the proposal template document after it is 
completed. Both your college’s Finance Officer and the University Budget Office are available to 
assist you with this worksheet.   
 
Enrollment Projections 
 
Enrollment objectives are established to provide a measurement of the cost of the program. They 
are based on expected enrollment trends and the capacity of your unit to realize those 
opportunities by meeting student needs.   
 
When considering a new program, the focus will be on its cost per student FTE (full time 
equivalent).  There are guidelines available through the Higher Education Coordinating Board 
Cost Study (available in the Budget office) that help the University assess which programs are 
high or low cost, compared to other programs in the same discipline, as well as the overall cost 
mix for all University programs. 
 
Cost Projections 
 
Many of the expenses involved in creating courses for new programs are absorbed into the 
existing structure.  However, when one really evaluates the courses on a stand-alone basis, it is 
evident that there are many expenses involved.   
 



Fixed expenses are those that your department will have in offering a course regardless of the 
number of students in the classes – they will not change (not considering inflation) as you move 
from Year 1 to Year N when you reach what you consider to be “Full Enrollment.”  Variable 
expenses are those costs that vary depending upon the number of students.  These costs will grow 
from Year 1 to Year N.  Some costs exhibit a step function pattern; that is, they are fixed for X 
number of students, but increase for X+1 students and again for 2X students.  For purposes of this 
worksheet, assume your enrollment goals will be met. 
 
If you are using similar kinds and sizes of courses and similar methods of delivery as the existing 
program, you may be able to project the costs of the new program fairly closely by determining 
the cost of the existing program.  If this site will use different delivery methods, start with fewer 
students, or otherwise differ from the existing one, this may not be the case.  Check with your 
college’s Finance Officer or the Budget Office for this information. 
 
Direct Expenses - These costs are specifically tied to the proposed program. 
 

• Instructor salaries and benefits 
• Administrator salaries and benefits 
• Clerical Support salaries and benefits 
• Graduate Assistant salaries and benefits 
• Equipment costs 
• Travel costs 
• Goods and Services – phones, copying, etc. 
• Classroom materials costs 
• Other 

  
Indirect Expenses – These are costs that are often associated with existing or additional support 
services that increase incrementally because of the addition of the program.  These costs should 
not be confused with the Facilities and Administrative (F&A) costs that are applied to grants and 
contracts.  The indirect costs related to new programs are the facilities, academic support, 
administrative support and student services costs that are in place to support the delivery of the 
University’s academic programs.  The Budget Office tracks the overall cost of these services, and 
the appropriate rate is included in the template.  (Note:  if you are developing a program that will 
be delivered via EDP, you should reduce the indirect percentage to .32 in the template.  Please 
call the budget office if you have questions). 

 
Opportunity Costs – the cost of not doing something else.  This is not a separate category, but 
should be kept in mind.  For example, if an instructor or other existing resources are “re-
allocated” to this proposal, what area will be affected and what is the value of these resources?  
Every time a new program or site is proposed, we should carefully consider that it is subtracting 
resources from other programs or sites.  If a new program or site is not taking resources from 
other programs, it may imply that we have underutilized resources.  How does your proposal 
address this? 
 
Instructions for use of the template: 
 
�The Internal Reallocation column indicates that the costs within the column will be covered by 

reallocation resources from other programs within the department or college.   
�New State Funds should only be shown as a source when a program is being developed at one 

of the branches or if implementation will await the availability of new funds.  Note that listing 



items in the New State Funds column does not imply or guarantee that these funds will be 
available when needed. 

�Other Sources of funding could, e.g., be matching funds for equipment or in-kind resources 
available to the program. 

�Complete the template using your best estimates of the costs to deliver this new program, both 
in the first year of delivery and in the year that you expect it to reach full capacity (Year N).  It 
is often true that the first year of a program has higher costs per student FTE, as the enrollments 
in early years are lower than expected full capacity.  Over time, as the number of FTE increase, 
the costs per FTE will decrease. 

�The spreadsheet will calculate both the indirect and total costs, as well as the cost per student 
FTE. 

�Please contact your college’s Finance Officer or the Budget Office if you have questions. 
 

[Insert Table 4- Projected Revenues and Expenses and Table 5–Salary Cost Detail 
Year 1 and Year N from http://www.budget.wsu.edu/Cost_template.xls here]  

 
PROCEDURES FOR SUBMITTING PROPOSALS TO THE FACULTY SENATE 

LIBRARY COMMITTEE 
 
The Faculty Senate Library Committee reviews all proposals for new degree programs, new 
centers, etc., for adequacy of library holdings and services.  To assist the committee in its 
deliberations, please address the topics below in your proposal in collaboration with the 
librarian(s) responsible for collection development in your discipline(s).  The name of appropriate 
librarians are available from the Director of Libraries. 
 
1  The adequacy of existing library collections, services, etc.: 

a. Comment on the adequacy of existing library collections, equipment, personnel and 
services in terms of the proposed program/center/etc.  ( A declaration of adequacy is 
not sufficient; please indicate how your conclusion was derived.) 

b. How do you propose to fund existing serials in light of ever increasing subscription 
costs? 

2 The need for new library collections: 
a. Serials (e.g., Journals or indexes in print, electronic format, microform, etc.): 

1) List new serials titles (and costs) that will be needed 
2) What funds have been designated for these titles and for the ongoing serials 

subscriptions? 
3) Can any of your current serials subscriptions be cancelled to purchase the new 

titles? 
4) What additional library equipment will be needed and how will it be funded 

(e.g., terminals, CD-ROM readers etc.)? 
b. Monographs (e.g., books in print, electronic format, etc.): 

1) Will monographs need to be purchased? 
2) Have continuing funds been designated for these and future purchases? 
3) What additional library equipment will be needed and how will it be funded 

(e.g., terminals, CD-ROM readers, etc.)? 
c. Media (e.g., films, videotapes, sound recordings, etc.): 

1) Are media materials needed? 
2) Have funds been designated? 
3) What additional multimedia equipment will be needed and how will it be 

funded? 
 
 



3 The need for new library personnel: 
a. Will specialized expertise e.g, knowledge of specific languages or specific 

discipline, be required to serve your new program/center/etc.? 
b. Will additional library staff or faculty need to be hired? 
c. If so, how will the position(s) be funded? 

4. The need for additional library services: 
a. To what extent will additional library services (e.g., interlibrary loan service, on-line 

networked access, and reference service or library user education) be required? 
b. Have funds been designated for this purpose? 

5. For Branch Campuses/Extended University Proposals: 
a. To what extent will collections and services be provided from Pullman? 
b. To what extent will they be provided by the branch campus? 
c. Are there other local libraries (non-WSU) that will be serving these needs? 
d. What arrangements have been made with these local libraries? 

6. For Centers, Institutes and Laboratories: 
a. Identify those serials currently received by WSU Library that are primary to the 

functions of the proposed center, institute or laboratory. 
b. Identify in the budget funding to defray increased costs of serials listed in a (above) 

for period of five years.  A 10% inflation factor is suggested for preparation of the 
budget. 

 
Budget and Planning Office Guidelines For Completing the HECB Required Program 
Costs Table 
 
Department contact person should meet with Budget and Planning staff to review appropriate cost 
considerations and help formulate the operating cost detail using assumptions and student 
enrollment counts in the draft proposal.  Average costs, not marginal costs, are listed in the 
program cost detail unless there is reason to believe the program will cost more than existing 
programs. 
 
Average cost per FTE student should be within reasonable range of the Higher Education 
Coordinating Board (HECB) Cost Study figures.  Budget and Planning staff have copies of the 
cost study for reference. 
 
The proposal should state whether planned enrollment comes from other majors implying that 
faculty effort and operating costs are being internally reallocated to the new program and/or 
supported by outside (non-state) funding.  If planned enrollment is new to the institution, this 
implies to the HECB that Washington State University will be requesting new state funding for 
the added student FTE and must be consistent with WSU's institutional biennial budget request 
plans to the state. 
 
Unless explicitly stated otherwise, it is assumed that funding for new degree programs comes 
from reallocations within the college submitting the proposal.  Also state from which programs 
resources will be reallocated.  Describe, if applicable, non-state fund resources supporting the 
new program. 
 
The obvious costs of new degree programs include faculty salaries and operational costs 
associated with the administering the programs.  During planning, faculty should be cognizant of 
and carefully consider the magnitude of hidden costs of new degree programs.  This will help 
planners evaluate the feasibility of new programs relative to cost. 
 



The book College & University Budgeting--An Introduction for Faculty and Academic 
Administration contains a section on hidden or "not so obvious" costs that can turn into problems 
as long-term resource commitments.  For example, if the demands new degree programs place on 
existing complementary programs are underestimated, the existing programs may need additional 
instructors without the department having any funding for new positions.  In contrast, if the new 
degree program attracts existing students from other programs, the established programs can 
become under-enrolled for the amount of staff in place.  If new degree programs are initiated with 
seed funding from grants or endowments, faculty should make sure that adequate long-term 
funding is available to continue the program after startup funds have been consumed.  Faculty 
should also estimate the impact of the proposed new degree program on university and library 
resources and student services. 
 
By considering the broader aspects of new degree program costs, planners can estimate closer to 
the actual costs of a new program and minimize hidden costs.  It is unlikely that any new state 
funding will be available, therefore, identifiable hidden costs need to be combined with the 
explicit program costs and covered through the department's reallocation. 

ESTABLISHMENT OF A SPECIAL PROGRAM/INTERDEPARTMENTA L 
CURRICULA 
 
Areas of knowledge and research activity which, although they relate closely to established 
curricular patterns, may fall outside the competence of single departments and even single 
colleges.  It is important that the university recognize these areas and neither reject them nor limit 
them simply because they do not fit conventional, time-honored patterns and structures.  A 
random, uncritical acceptance of special programs, however, could well endanger both the 
programs and the established system of which they should be a part.  Special programs are 
defined as programs which envisage (1) an individual budget, (2) an administrative officer, and 
(3) a set of courses (perhaps with a newly designated prefix) leading to a degree. 
 
In developing interdepartmental and intercollege programs of study, the interested faculties or 
their representatives should meet to determine the courses which are to comprise the total 
program and the faculty member who is to administrate the program. Each curricular program 
should be made the responsibility of a committee.  The administrative officer and the complexion 
of the committee should be determined upon the following bases:  (1) the subject matter of the 
courses  in the program and their preponderance, (2) the teaching time required of the faculties 
involved, (3) the source of teaching assistants involved, (4) the source of facilities provided, (5) 
the interests of the students.  These determinations are to be made through free and full 
discussions of the faculties involved. 
 
The consideration for such special programs will be based on the following set of criteria: 
 
 1. Because special programs are proposed on the assumption that their content, 

equipment, faculty, and research needs go beyond the competence of a single 
department, it should be required of all such programs that they be truly 
interdepartmental and usually "intercollege." 

 
  They should demonstrate the need to draw on faculty competencies from various 

departments and colleges.  It is undesirable educational policy to encourage and 
approve special status for programs which can succeed within an existing 
department.  Faculty in special programs are required to maintain a departmental 
affiliation. 



 
 2. Special programs should be established only for those studies that are generally 

consistent with the university's educational aims.  Proposals for special programs 
should show clearly the reasons for the suggested level of the program.  The 
relationship of the special study to undergraduate training should be clear, and 
unconventional offerings themselves should not become the sole argument for 
graduate level designation. 

 
 3. Special programs should show clear lines of authority within the present 

administrative structure of departments and colleges.  Care should be taken lest the 
number of special programs become disruptive of departmental integrity.  Although 
the notion of a special program should not shift from a grounding in a philosophy of 
educational necessity to a device for seeking independence by way of a new 
department, under certain circumstances coherent bodies of knowledge may be 
developed through special programs into departmental status. 

 
 4. When special programs are proposed in areas which have a history of providing a 

particular service to the institution, it would seem good policy to inquire into the 
effect of the proposed program on the service function, and to make the satisfactory 
disposition of the service function a condition of approval. 

 
 5. The effects of new expenditures for special programs on established programs of the 

institution must be carefully considered when a program is submitted for approval. 
 
Proposals for new special programs should have the approval of all staffs involved and the 
cognizant dean(s) and will follow the normal routing procedure set for new degree proposals (p. 
31 or 35). 

NAME CHANGES IN PROGRAMS OR DEGREES 
(Faculty Senate 4/10/86) 
 
 1. A request for a change of name of a program (including prefix) or degree is 

originated by the chair of the academic unit through the cognizant dean to the 
Catalog Subcommittee (Major Change). 

 
 
 2. The secretary of the Catalog Subcommittee distributes a notice of the petition to all 

deans and chairs.  Suggestions, recommendations, or objections concerning the 
proposal may be filed with the Catalog Subcommittee during the ensuing 10-day 
period (with copies to the chairs of the Academic Affairs Committee and Graduate 
Studies Committee). 

 
 3. The proposal and any responses are referred to the Catalog Subcommittee for action.  

The recommendations of the Catalog Subcommittee are forwarded to the appropriate 
committee(s): 

 
  a. Academic Affairs Committee 
 
   Change in title of undergraduate degrees. 
   
 
 



  b. Graduate Studies Committee 
 
   Changes in title of graduate degrees. 
 
 4. Recommendations of AAC and GSC are forwarded to the Faculty Senate for action. 
 
Official name changes in degree titles will go into effect automatically for all students according 
to the effective date recommended by the Faculty Senate.  Students currently enrolled and 
certified in a degree program at the time of a name change will have the privilege of graduating 
with either the old or the new degree title.  The option of selecting the old degree title will 
originate with the student, and it will be the responsibility of the department, in signing the degree 
application, to determine whether or not the student is eligible (i.e., when the student certified). 
 
STATEMENT OF INSTITUTIONAL RESPONSIBILITY TO CURREN T STUDENTS 

WHEN AN ACADEMIC PROGRAM OR DEGREE IS DISCONTINUED 
(Faculty Senate 3/31/83) 
 
As a general rule, undergraduate students who are certified majors or graduate degree candidates 
can assume that a degree will be granted if they maintain continuous enrollment and meet all 
requirements as listed in Academic Regulations, Rules 114-118.  However, because of serious 
reductions in financial support, loss of faculty, or for other significant reasons, the university 
may, from time to time, find it necessary to discontinue a degree program.  When this occurs, 
further admission into the degree program will be frozen effective with the official action 
dropping the degree, and every effort will be made to allow currently enrolled majors and 
graduate degree candidates to complete their degrees within a reasonable period of time.  To 
facilitate this process, department and program chairs (or the appropriate dean) have the 
obligation to provide for the individual needs of these students, e.g., (1) students may be 
encouraged to complete their requirements in similar or related degree tracks; (2) although 
General Education Requirements (GERs) and the minimum total hours for the degree may never 
be waived, the student's major department/program may waive or substitute departmental degree 
requirements (approval of the Graduate School required for graduate students); (3) undergraduate 
students may be allowed to complete remaining requirements at another institution under 
Academic Regulations, rule 114(a)5. Graduate student may be allowed to take courses or conduct 
research at another institution when approved by the student's graduate committee and the 
Graduate School.  In all cases, all financial obligations are the responsibility of the individual 
student involved, except as otherwise noted in the Washington State University Catalog or the 
Graduate Studies Bulletin.  
 
CERTIFICATION 
(Faculty Senate 5/4/95) 
 
An undergraduate may certify an academic major upon completion of 24 semester hours with the 
approval of the Director of the Student Advising and Learning Center (SALC) and the 
appropriate department head.  The student initiates the certification procedure in the Student 
Advising and Learning Center at WSU Pullman or in the Registration Office or Office of Student 
Services at WSU Spokane, WSU Tri-Cities, or WSU Vancouver.  Students acquire the signatures 
of the academic adviser and the department chair, and return the signed documents to the 
initiating office at the respective campuses.  Certified majors who wish to transfer to another 
academic major do so by requesting, from the Registrar's Office, a "Change of Major" card, and 
obtaining the approval and signatures of the department heads of the former major and the new 
major. 
 



Students who satisfy the minimum university requirements plus any departmental core 
requirements with a 2.0 cumulative g.p.a. are qualified for certification except in those 
departments which are impacted or must meet special certification standards. [Departmental 
requests for purposes of meeting requirements of external accrediting agencies follow the 
guidelines on "Criteria and Procedures for Selecting Majors in a Limited Program."  Submit 
criteria for procedures through the dean to the Catalog Subcommittee.] 
 
Departments and programs designated as "impacted" or those units directed to raise certification 
standards by external or accrediting agencies may require more than the minimum 30 hours for 
certification and a g.p.a. higher than the minimum 2.0.  Academic units may also require 
completion of one or more specific courses prior to certification.  Units must include in their 
certification requirements a mechanism whereby qualified transfer students can be certified upon 
admission.  This mechanism must include provisions whereby transfer students currently enrolled 
in required prerequisite courses at their home institution will be evaluated following completion 
of these courses and whereby students can complete the required courses by the end of the 
sophomore year.  These requirements for immediate certification may include standards more 
rigorous than the minimum requirements, but prior enrollment per se at WSU cannot be a 
condition for certification of transfer students. 
 
All such additional requirements must be approved through regular committee channels including 
the Faculty Senate. 
 
 1. Decertification 
   
  Once certified, a student cannot be decertified by the department unless the student 

becomes academically deficient under Academic Regulations, Rules 37, 38, or 39.  
Student decertified under these rules may be recertified according to the provisions 
of Rule 56. 

 
 2. Limited Certification 
 
  The limiting of certification in a degree program is a serious decision which should 

be approved only when no alternatives to limiting the program can be identified.  If 
the faculty of a program determine that it is necessary to limit the number of majors, 
they must submit to the dean:  (1) a request to limit certification, and (2) criteria and 
procedures to be used to select students as majors.  Guidelines for such requests are 
outlined below. 

 
 3. Request to Limit Certification 
 
  a. Analysis of the Situation by the Unit Requesting Limitation. 
 
   An analysis of the ability of the department/program to accommodate students 

is to be made.  In each of the categories listed below, the analysis should 
indicate the limit in number of certified majors which can be handled as a 
result of described resource limitations as they exist at the time of the 
analysis.  This limit will likely be different for each category.  For example, if 
a program does not have laboratories, there would be no limit on the number 
of certified majors based on a laboratory space limitation.  This analysis will 
assist administrators in evaluating the situation and in identifying ways to 
enable additional students to certify. 

 
 



   (1) Staff Limitations. 
 
    This limitation should consider FTEs (including TAs), and the 

requirements for courses (e.g., service, required, elective, graduate) 
research, and faculty service.  To the extent that technicians and 
secretaries are affected by the numbers of undergraduates, information 
regarding those staff positions should be included. 

 
   (2) Equipment and Operating Funds Limitation. 
 
    For programs in which equipment and/or operating funds are important, 

the analysis will describe the certification limitation based on 
equipment and/or funding levels and how that limitation is determined. 

 
   (3) Space Limitations. 
 
    When laboratories or other specialized spaces are a part of the program, 

the analysis should indicate the certification limit based upon currently 
available spaces.  This analysis should include scheduling for the 
spaces.  If the classroom space is a concern, it should be mentioned. 

 
   (4) Other Considerations. 
 
    Procedures which may be designed to evaluate the quality of the 

applicant, but which may also result in reducing the number of students 
certified (e.g., portfolio, music audition, "core" courses, specified test 
scores) must be accompanied by a justification for the criteria selected 
and the evaluative procedure. 

 
   (5) Effects of Limitation. 
 
    Effects on other programs in the university must be analyzed and 

discussed.  The analysis must include: 
 
    (a) An estimate of the number of prospective majors who will be 

turned away. 
 
    (b) An estimate of the number of nonmajors whose academic 

programs require courses in the unit instituting the certification 
limit. 

 
    (c) Identification of other academic units that might be expected to 

certify or enroll the students turned away from the limiting 
department (e.g., SALC, General Studies, related academic 
disciplines). 

 
  b. Approval by the Faculty and Department/Program Chair. 
 
   The analysis and request to limit will be approved by the faculty of 

department/program and by the chair. 
 



  c. Approval by the Dean. 
 
   The analysis and request to limit must be endorsed by the appropriate dean 

with the statement that no adjustments can be made at the college level to 
relieve the conditions which caused the limitation.  The dean submits the 
endorsement with the Criteria and Procedures (outlined below) to the Catalog 
Subcommittee for approval through regular committee channels including the 
Faculty Senate. 

 
 4. Criteria and Procedures for Selecting Majors in a Limited Program 
 
  Academic units requesting approval to limit certification in a program must establish 

criteria and procedures to be used in the selection of students who will be approved 
for certification into the program, in consultation with the Director of the Student 
Advising and Learning Center.  Such criteria and procedures must conform to the 
following guidelines and be approved by the appropriate dean, the Catalog 
Subcommittee, the Academic Affairs Committee, and the Faculty Senate. 

 
  a. Criteria must include more than one of the following:  cumulative g.p.a.; 

grades in selected courses; letters of recommendation; personal interviews; 
appropriate work experience; portfolio of applicant's work; other; and be 
published in official university publications before implementation (e.g., time 
schedules, Catalog Supplement, WSU Catalog). 

 
  b. To ensure against discrimination based on race, sex, or physical disability, 

criteria and procedures must include special arrangements for the certification 
of candidates from minority groups who are underrepresented in the academic 
unit. 

 
  c. Requests for changes in criteria for certification must be submitted to the 

Director of the Student Advising and Learning Center for review and 
comments prior to submission to the appropriate dean for endorsement.  The 
request for a change will then be submitted to the Catalog Subcommittee for 
approval through regular committee channels including the Faculty Senate. 

 
  d. Approved criteria and procedures may not be implemented until the tenth day 

of fall semester following the publication of the catalog or in odd-numbered 
years. 

 
  e. The procedures must provide for students already making satisfactory 

progress toward certification who would be disadvantaged by the 
implementation of the new criteria and procedures. 

 
  f. Appeal procedures must be provided for applicants who are not accepted for 

certification. 
 
  g. Academic units with a limited program must provide for the knowledgeable 

advising of SALC students interested in the program. 
 
 



  h. Information about certification limitations must be included in recruitment 
and admission literature.  To assure consistency and coverage of such 
information, all statements to be published or used in correspondence must be 
reviewed by the Director of Admissions prior to the application of approved 
procedures. 

 
  i. Policies must be developed to address the problem of recertification 

(Academic Regulations, Rule 56).  It should be made clear whether certified 
students who become deficient and are dropped by the department may return 
to the department with a 2.0 g.p.a. or whether they must reenter the 
competition with all new applicants. 

 
  j. Detailed written instructions concerning certification procedures must be 

available to interested students through department/program and 
administrative offices (e.g., Admissions, SALC). 

 

FOUR YEAR DEGREE AGREEMENT 
(Faculty Senate 2/29/96) 
 
A four-year degree agreement is available to any first-time freshman entering WSU who meets 
the necessary conditions (including being prepared, maintaining adequate progress and good 
academic standing, seeking and following academic advice) and chooses a four-year degree 
program which has been selected to participate in the four-year degree agreement, beginning with 
the incoming fall 1996 class.  Department/program faculty decide whether or not a degree 
program will participate and decide the particulars of participation.  Each student is responsible to 
continue to meet the necessary conditions in order for the agreement to remain valid.  On its part 
WSU is responsible to provide adequate advising, available courses, and options for completion, 
or an alternative to pay the tuition for the student to take an unavailable course or courses in a 
later term. 
 
MINORS AND SECOND MAJORS 
(Faculty Senate 5/23/74) 
 
Departments may petition for a minor or second major by submitting the proposed schedule of 
studies or list of requirements to the Catalog Subcommittee.  The requirements for a second major 
should be the same as those for a major (excluding GERs).  A minor should consist of a minimum 
of 16 semester hours, half of which must be upper-division.  (Also see Academic Regulations, 
Rules 53 and 54.) 
 
GUIDELINES FOR OFFICIALLY RECORDED UNDERGRADUATE CE RTIFICATES  
 
1.  Rationale:  Many Departments and Programs at Washington State University (WSU) have 
found it useful to group undergraduate course offerings within a single department or across 
several departments under the heading of a “certificate.”  Such certificates generally represent a 
body of coursework that demonstrates proficiency in a subset of skills or knowledge that have 
useful application in a variety of professions.  Currently, certificates are informally recognized 
within a Department or Program simply with the issuance of a document that recognizes a 
student’s participation in a number of specified educational experiences.  Because there is 
increasing interest among faculty at WSU in developing certificates as an alternative to degrees, 
particularly in the more applied academic areas and in curricula designed for distance delivery, 



the Academic Affairs Committee (AAC) was asked to develop university-wide guidelines for 
officially recorded undergraduate certificates.  As noted in the recently approved guidelines for 
certificates at the graduate level, it is important for the academic integrity of all WSU 
Departments and Programs that informal certificates of attendance are distinguished from more 
formal certificates of academic achievement.  Thus, for official recognition of certificate 
completion, the AAC recommends that Departments and Programs develop new certificates or 
reconfigure existing certificates to conform to the following guidelines for Officially Recorded 
Undergraduate Certificates.  These guidelines are designed to assure that students have a 
sustained educational experience in undergraduate courses that may be applied toward, but are 
not in themselves sufficient for, completion of a degree.  Students who successfully complete 
requirements for an Officially Recorded Undergraduate Certificate may apply to have their 
participation recorded on their transcript.   
 
2. Definition: An “officially recorded undergraduate certificate” is a document issued by WSU, 
displaying the WSU seal and president’s signature, that may be issued to students who have 
completed a course of study that meets the guidelines outlined below and has been approved by 
the Faculty Senate.  Officially recorded undergraduate certificates also can be documented on the 
academic transcript.  Unofficial certificates may not be placed on transcripts and will not carry 
the official WSU logo.   
 
3. Guidelines 
 

3.1. Admission standards:  Any currently enrolled undergraduate or graduate degree-seeking 
student is automatically eligible to enroll in any undergraduate certificate program.  Other 
students must meet the existing admission standards for non-degree seeking students. 

 
3.2.  Credit hours 

3.2.1. Absolute number:  minimum 15 credit hours/certificate, with the exact number 
specified by the Department or Program offering the certificate. 

 
3.2.2. Transfer credits:  The maximum number of credit hours earned at other 

institutions that may apply towards a particular WSU certificate shall not exceed 
¼ of the total number of credit hours required for the certificate.  Acceptance of 
particular courses from other institutions for WSU certificate credit will be at the 
discretion of the Department or Program offering the certificate. 

 
3.3.  Pass/Fail option:  The number of credit hours that may be taken for a Pass/Fail (or S/F) 

grade shall not exceed ¼ of the total number of credit hours required for the certificate.  
The minimum number of letter-graded (A, B, C, D, F) credit hours for any undergraduate 
certificate shall be 12. 

 
3.4.  GPA requirement for completion:  The minimum cumulative GPA based on all graded 

coursework required to earn the certificate is 2.0.  Courses may be repeated according to 
the existing rules for undergraduate degree programs. 

 
4. Accumulation of credits towards undergraduate degree:  Credit hours earned in a WSU 
undergraduate certificate program may be applied toward a WSU undergraduate degree as 
general elective credit.  Particular courses may also fulfill specific requirements of particular 
degree programs if they are required for that degree program. 
 



5. Documentation on the transcript:  Successful completion of a certificate program may be noted 
on the official academic transcript.  The notation will include the total number of credit hours 
required by the certificate program. 
 
6.  Preparation of a undergraduate certificate proposal shall include: 

-- Description of the certificate’s emphasis or scope of study, and rationale for offering it 
-- Justification for the particular number of credit hours and courses proposed 
-- Only courses that have already been approved via the usual process 

 
7.  Administrative costs:  Currently, Departments and Programs handle the costs of tracking 
students’ progress toward certificate completion, and issuing the certificates.  Ultimately, it may 
be most efficient to integrate this administrative process into that already conducted by the 
registrar’s office for tracking GER and major requirements for each student.  However, the cost 
of adding this capability to the DARs report and transcript, maintaining the system as certificate 
programs are added and changed, and generating the certificates is currently prohibitive.  Thus 
the AAC, in consultation with the registrar’s office, recommends that each Department/Program 
track students’ progress in each of the certificate programs it offers, and submit a list of students 
who have earned each certificate to the registrar’s office each semester.  In this case, the 
registrar’s office would add certificate notations to transcripts and generate the certificates; the 
cost of adding these capabilities is estimated to be $50/certificate.  It is recommended that 
students wishing to have a certificate issued to them and to have the notation appear on their 
transcript pay this fee. 
 
GUIDELINES FOR OFFICIAL GRADUATE CERTIFICATES 
 
To qualify as a formal graduate certificate program the program must conform to existing 
Graduate School policies outlined for master’s degree programs including the following: 
 1. Graduate certificate programs must have admissions standards that are similar to 

related graduate degree programs.  This includes standardized testing (e.g. GRE, 
GMAT), prerequisite or foundation coursework, or any other admission requirement 
appropriate to the classes included in the programs. 

 
 2. Graduate certificate programs must use approved undergraduate or graduate 

coursework, with no more than one-third of the coursework being at the 
undergraduate level. 

 
 3. Students must be admitted to the Graduate School (as UND-G, NADC, or regular 

graduate student status) have completed all appropriate prerequisite classes to take 
graduate coursework. 

 
 4. Per Graduate School policy, students pursuing a graduate certificate may only 

accumulate 6-to-9 credits (depending on degree) toward a graduate degree.  If a 
special certificate status is created, students under this status may accumulate only 6-
to-9 credits toward a graduate degree. 

 
 5. There is assessment of student learning.  Any course graded S/F cannot be used 

toward major or supporting work for any master’s program. 
 
 6. Requirements regarding critical mass would apply.  
 



 7. The program must have a GPA requirement for completion and coursework must be 
graded.  The academic standards must conform to Graduate School policy. 

 

TO-DO LISTS FOR COMPLETION OF UNDERGRADUATE DEGREES  
 
The process of certifying the graduation requirements for each undergraduate student requires 
action by the student, the Registrar's Office and the student's department.  Depending on the 
student’s postsecondary enrollment date, students may be cleared for graduation through a 
manual process or by the automated Degree Audit Reporting System (DARS).  The following 
steps outline the details of the process.   
 
 1. When the student has completed 70 semester credit hours the student completes an 

undergraduate degree application form.  The form is completed and signed by the 
chair or adviser for the degree program being completed.  The student pays the 
graduation fee and submits the form to the Registrar's Office.  The graduation date 
indicated on the form by the student remains in effect unless the student submits a 
request to change the graduation date to the Registrar's Office. 

 
 2. The Registrar's Office completes the General Education Requirements portion of the 

“Preliminary To-Do List”, either on the manual form or on the DARS report, and 
sends it to the student’s major department.  

 
 3. The major department will fill out the departmental requirements on the bottom of 

the manual “Preliminary To-Do List” or will check requirements and make any 
necessary exceptions if using DARS. 

 
 4. The major department will separate the manual “Preliminary To-Do List” (white 

copy only) from the “Final To-Do List” and give it, or a copy of the DARS report, 
along with the transcript copy and instruction sheet to the student AS SOON AS 
POSSIBLE AFTER RECEIVING IT FROM THE REGISTRAR.   

 
 5. The remainder of the manual “To-Do List” form will be retained by the major 

department for updating the departmental requirements as such requirements are 
met. 

 
 6. Petitions to waive or substitute general education requirements are reviewed by the 

General Education Office.  Petitions concerning the additional sciences and arts 
requirements must be filed with the Dean’s Office.  Students must contact the 
Registrar’s Office for appropriate forms for such a waiver or substitution. 

 
 7. As soon as possible after the student has enrolled in their final semester, and their 

performance during the previous semester is known, the major department will 
specify on the manual “Final To-Do List” any departmental requirements that 
remain.  These should include the student’s current enrollment and deficient major 
grade points, if any, required to meet the 2.00 GPA minimum.  Departments within 
the Colleges of Sciences and Liberal Arts must also indicate the status of the Foreign 
Language requirement.  Departments are requested not to write in the shaded 
area of the manual “Final To-Do List.” 

 



 8. The major department will retain the “Preliminary To-Do List portion (yellow copy) 
and return ALL THREE COPIES of the manual “Final To-Do List” to the 
Registrar’s Office. 

 
 9. The Registrar’s Office will complete the “Final To-Do List” and send one copy to 

the student, one to the major department, and keep one for the final check. 
 
 10. In the case of manual degree clearing, departmental changes occurring after the 

department has sent the “Final To-Do List” back to the Registrar’s Office will be 
made on the waiver or substitution cards.  Cards are available from the Registrar’s 
Office.  Students being cleared through DARS will have waivers, substitutions, or 
exceptions entered by the department for departmental requirements.   

 
The “Final To-Do List” serves as an official contract with the student for completion of the 
undergraduate degree.  At the end of the semester previously designated by the student for 
graduation, the Registrar’s Office checks for the completion of requirements listed on the “Final 
To-Do List.”  Students are informed by letter of any requirements which have not been met.  The 
department receives a copy of the letter in order to confirm the remaining graduation 
requirements. 
 
 


