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new certificate Request Form

This is a copy of questions from the official form on the USG Academic Proposals Smartsheet Submission Portal, which is accessible only to the Provost’s designees.  Institutions may use this for internal purposes to seek answers to form questions before submitting.  Institutions may also tweak this document for institutional use; e.g., to conform with institutional visual identity standards or to add questions relevant for institutional-level review.

Note: Some questions may only appear in certain circumstances.  Italicized parenthetical comments explain under what conditions such questions will appear.  If there is no parenthetical comment, the question appears in all cases.
Form Guidance
USG Policy
Section 02.03.01.02 of the Academic and Student Affairs Handbook outlines rules related to certificates. Note that certificates, unlike degrees/major, do not require Board approval to create or terminate. Requests for Standalone Certificates are reviewed and approved by University System Office staff for inclusion in the CAAP; note that embedded certificates should not be submitted.

For more information, including definitions for standalone and embedded certificates, visit: https://www.usg.edu/academic_programs/changes/certificates_guidelines
https://www.usg.edu/academic_innovation/microcredentials

Federal Guidance
Generally, in order to be eligible for funding under the Higher Education Act Title IV student assistance programs, an educational program must lead to a degree ... or it must prepare students for “gainful employment in a recognized occupation.” Therefore, with very few exceptions, any non-degree program offered by nonprofit or public institutions and all educational programs offered at for-profit institutions must lead to gainful employment. (Taken from https://studentaid.gov/data-center/school/ge on May 28, 2024)

For students to receive federal financial aid for certificate programs, unless they are embedded where all courses are required for the student's degree, your institution must have filed the appropriate gainful employment application with the US DOE. Simply having all hours in a certificate program be transferable into a degree program does not exempt the certificate program from the gainful employment requirements. Please ensure your Office of Financial Aid has received approval before offering any certificate programs where you expect students may need to use federal financial aid. For more information, visit: https://fsapartners.ed.gov/sites/default/files/attachments/GainfulEmploymentOperationsManual/04GEProgramCertification2015.pdf

SACSCOC Policy
New programs are considered substantive changes under certain conditions. Be sure to review the SACSCOC Substantive Change Policies and Procedures (link below) and follow any institutional processes related to substantive changes so that your institution is prepared to submit the request to SACSCOC once USG approval is granted. https://sacscoc.org/accrediting-standards/substantive-changes/

Form Questions
Institution Name: ______________________________________________________________________________________________________________

__I certify that this proposal has already received all appropriate institutional approvals and that the proposal is being submitted with the knowledge and approval of the Provost/VPAA.

Certificate Level/Type: (Select One)
· Less Than One Year Undergraduate CER0 (less than 30 hours)
· One-Year Undergraduate CER1 (30-59 hours)
· Two-Year Undergraduate CER2 (60+ hours) 
· Post-Baccalaureate CERG
· Post-Master’s CERM
· Post-Professional CERP

Program Name * 
Please review your institution's standard naming conventions for certificate programs on the CAAP. Typically,
· CER0 certificates are named "Certificate of Less than One Year in <insert subject>"
· CER1 certificates are named "Certificate of One Year in <insert subject>"
· CERG certificates are named "Post-Baccalaureate Certificate in <insert subject>"
· CERM certificates are named "Post-Master's Certificate in <insert subject>"
· CERP certificates are named "Post-Professional Certificate in <insert subject>"
___________________________________________________________________________________________________________________________________

8-digit CIP Code * 
The 8-digit CIP code is a combination of the 6-digit CIP Code (from NCES) and a 2-digit extension code (typically "00" or "01").  ﻿Do not use a decimal.

Please note that if you have more than one certificate of the same type with the same 6-digit CIP Code, the 2-digit extension is what differentiates the programs in the CAAP database and in Academic Data Collection (ADC). For example, a school may have a CER0 and CERG in Cybersecurity but also a CERG in Cybersecurity Management. Since they have different degree acronyms, the CER0 and CERG in Cybersecurity could use the same 8-digit CIP code. However, the CERG in Cybersecurity Management would need a different 2-digit CIP code extension than the CERG in Cybersecurity to distinguish the two programs.
#__________________________________________________________________________________________________________________________________

CIP Code Description * 
List the CIP Code Title from NCES for the 6-digit CIP Code selected. For example, the CIP Code Title for 01.0000 is "Agriculture, General."
__________________________________________________________________________________________________________________________________

Has the certificate been intentionally designed as a microcredential to address a high-demand career area? * 
Please see the Microcredentials Guide and FAQs for more information.
· Yes
· No

(If certificate has been intentionally designed as a microcredential to address a high-demand career area.)
High Demand Career Area * (Select all that apply)
Note:  Not all occupations that fall within one of these listed broad areas may be high demand.  Please ensure before answering this question that this microcredential does indeed lead to a high demand career that either (1) falls under one of these general areas as reported by a Georgia High Demand Career List or (2) has a projected job growth rate of 9% or greater over a ten-year span as defined by the Bureau of Labor Statistics.
· 
· Advanced Academics, Fine Arts, and World Languages
· Agriculture, Food, and Natural Resources
· Architecture and Construction
· Arts, AV/Technology, and Communication
· Business Management and Administration
· Education and Training
· Energy
· Finance
· Government and Public Administration
· Health Science
· Hospitality and Tourism
· Human Services
· Information Technology
· Law, Public Safety, Corrections, and Security
· Manufacturing
· Marketing
· Science, Technology, Engineering, and Mathematics
· Transportation, Distribution, and Logistics


Anticipated Start Term * 
The term in which the institution first plans to offer this program. This should be a future term. Certificates should not be offered prior to administrative approval.
· Fall
· Spring
· Summer

Anticipated Start Year * 
Please specify the calendar year associated with the term selected above.
#__________________________________________________________________________________________________________________________________

Delivery Mode * 
Please select all applicable delivery modes for this program, using the definitions below.
· ON CAMPUS​: A program of study leading to a degree completed with 50% or more of courses offered consistently on-site in a classroom setting at a campus, center or instructional site. (Consistent with SACSCOC requirements concerning notification of changes in delivery mode.) ​
· HYBRID​: A program of study leading to a degree completed with more than 50% offered consistently online, but some courses in the program will require on-site attendance at a campus, center or instructional site.​
· ONLINE​: A program of study which can be completed entirely at a distance. No campus visits are required for coursework. Students may be required to attend program orientations or to complete coursework in a specified instructional setting (clinical, internship, practicum).

· On Campus
· Hybrid
· Online

(If delivery mode is on campus or hybrid.) Locations Offered * 
Please list all campuses and off-campus instructional sites where this program is offered (i.e., any site where a student can take at least half of the coursework necessary for graduation from this program).
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Minimum Program Hours * 
Specify the minimum number of credits students must complete to earn this certificate.
#__________________________________________________________________________________________________________________________________


New Certificate Rationale * 
What is the intended purpose of this certificate? Will it lead students' toward gainful employment (see "Federal Guidance" section at the top of this form)?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Check all that apply: * 
· degree-seeking students can enroll
· non-degree seeking students can enroll

(If degree-seeking students can enroll.) Is this certificate restricted to students of certain majors? * 
Note: This is not asking about whom you think may pursue the program, but to whom the program is available.
· Yes
· No


(If certificate is restricted to students of certain majors) Which majors can complete this certificate program*
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(If “non-degree seeking students can enroll” is unchecked.) Is all the coursework embedded as requirements within a student's major? * 
· Yes, all coursework for this certificate is required in a student’s major
· No, some coursework may count toward electives but is not required by at least one student’s program of study


Target Student Population * 
For which audience is this certificate intended/designed? Does it target specific populations (e.g., adult learners)?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Workforce Need and Student Demand * 
How was the program designed to meet market needs (local, regional, or national). What are the projected enrollments over the next several years?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



What other offerings do you have in this discipline? * 
· 
· Degrees and/or Majors
· Other Certificates
· Minors
· Courses
· None of the Above



(If other courses or none of the above are offered in this discipline.) Who will serve as program coordinator, as required by SACSCOC Standard 6.2.c? * 
Please list the individual, their title, and evidence that they are academically qualified (as you would put on a SACSCOC Faculty Roster) to oversee this program and ensure its quality.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Budget/Resource Requirements * 
Are there any personnel costs, computing/equipment costs, facility needs, or other fiscal needs? Does the institution have funds to secure these resources?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supporting Documents * 
Please attach the program learning outcomes as well as a program of study, including all courses along with their associated credit hours and prerequisite courses. 
If this was also tagged as a microcredential, please also attach an alignment matrix of workforce competencies and which courses address those competencies.
Additional supporting materials related to the above questions may also be attached here.

Points of Contact
Main Point of Contact Name/Email
Please insert the full name, title, and email of the individual who should be contacted in case of any questions.

Approval Emails
Insert the email address for your Provost, SACSCOC Liaison, Dean, Department Chair and anyone else who should be notified upon approval. Use a semicolon to separate email addresses.

Notification Emails
Insert the email address for your Registrar and anyone else who should be notified once this request has been fully processed. Use a semicolon to separate email addresses.
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