
UHD Required Documentation for Certificate Proposals 

As of June 1, 2018 

 

All components in this packet must be completed for submission of 
your proposal through the curriculum process. 

 

Before you start to fill out these forms, please be sure that you have 
reviewed the certificate guidelines document available on the 
Academic Affairs website. 

 

1. Final Certificate Proposal (a UHD document –note that the 
content of section A is the same as system requirements for 
program proposals) 

2. Pro Forma (get latest format and numbers from your CBA) 
3. Certificate Cover Sheet (THECB document) 
4. SACSCOC Compliance Form (a UHD document) 
5. Distance Education/Off-Campus Form (THECB document)  
6. Post-Approval Commitment Form (UHD document) 

 

 

For questions, please contact the Provost’s Office and/or the Chair of 
the UHD University Curriculum Committee. 



 

1               9/23/2017 

FINAL CERTIFICATE PROPOSAL 
UNIVERSITY OF HOUSTON-DOWNTOWN 

 
Complete all of the following sections for submission of your certificate proposal.   

        
A.  Description of program and need (2-3 pages total) 

i. Congruence with System Goals and University Mission 

ii. Program Description 

iii. Student and Job Market Demand 

iv. Program Duplication 

v. Faculty Resources 

vi. Summary of State and National Need 

 
B.  Full Degree Plan (as it would appear in the catalog) 
Identify required courses and electives clearly, with new courses identified as “new.” 

 
C.  Possible Course Rotation 
Include here a suggested rotation that shows how the certificate can be completed within the 
proposed time frame.  Rotations may change later. 

 

D.  Description of Target Population 
Include here clarification about whether internal and/or external applicants are eligible. 

 

E.  Required Qualifications and Admissions Criteria 
Indicate basic considerations for admission; final criteria may change.  (E.g., are there prerequisites 
for the courses in your certificate?  Is a bachelor’s degree required? A certain GPA?  Some type of 
job experience?) 

 

F.  Assessment and Curriculum Map (for standalone certificates) 
 If a standalone certificate (can be listed separately on a transcript), include a list of program 
outcomes, curriculum map for courses, and assessment plan. 

 

G.  Pro forma—please work with your DBA and CBA to create a pro forma for your program. 



  Division of Academic Quality and Workforce 
Updated 6.27.17 

 
Texas Higher Education Coordinating Board 

Texas Public Institutions of Higher Education 

New Certificate Program 
Certification Form 

 
Directions:  Texas public universities and health-related institutions complete this form to add a new upper-division 
undergraduate or graduate certificate program, if the following criteria for streamlined approval in Texas Administrative 
Code, Coordinating Board rule, Chapter 5, Subchapter C, Section 5.44 (b) (1) are met: (A) the certificate program has 
institutional and board of regents approval, (B) the institution certifies that adequate funds are available to cover the 
costs of the new certificate program, and (C) the certificate program meets all other criteria in Section 5.48 of 
Coordinating Board rule (relating to Criteria for Certificate Programs at Universities and Health-Related Institutions).  
 
Information:  Contact the Division of Academic Quality and Workforce at 512/427-6200  

 
Administrative Information 

 
1.  Institution:  
 
 
2. Program Name:  

Show how the certificate program would appear on the Coordinating Board’s Program 
Inventory (e.g., Upper-Division Certificate in Management; Graduate Certificate in Human 
Resources; Undergraduate or Post-Baccalaureate EC-6 Generalist Bilingual Certificate). 

 
 
3.  Proposed CIP Code:   

List of CIP Codes may be accessed online at www.txhighereddata.org 
 
 
4.  Semester Credit Hours Required: 

Approval is only required for undergraduate, upper-division certificates of 21 to 36 SCH and 
graduate certificates of 16 to 29 SCH. 

 
 
5.  Administrative Unit:  

Identify where the certificate program would fit within the organizational structure of the 
university (e.g., The Department of Electrical Engineering within the College of Engineering). 

 
 
6. Proposed Implementation Date:  

Provide the date that students would enter the proposed program (MM/DD/YYYY). 
  
 
7.  Contact Person:  

Provide contact information for the person(s) who can answer specific questions about the 
proposed certificate program. 

Name and Title:   

http://www.txhighereddata.org/


Certification Form for New Upper-division Undergraduate and Graduate Certificate Programs 

Division of Academic Quality and Workforce  
Updated 6.27.17 

 

E-mail and Phone:   
 

Signature Page 
 

I hereby certify that all of the following criteria have been met in accordance with the procedures 
outlined in Coordinating Board Rules, Chapter 5, Subchapter C, Section 5.44 (b) (1): 
 

(A) The certificate program has institutional approval. 
(B) The institution certifies that adequate funds are available to cover the costs of the new 

certificate program. 
(C) The certificate program meets all other criteria in Section 5.48 of this title (relating to 

Criteria for Certificate Programs at Universities and Health-Related Institutions). 
 

Certificate programs for which academic credit is granted at universities and health-related 
institutions must meet the following criteria:  

(1) They must meet identified workforce needs or provide the student with marketable skills 
and/or knowledge that shall be useful for their lives or careers.  

(2) They must be consistent with the standards of the Southern Association of Colleges and 
Schools Commission on Colleges. 

(3) They must meet the standards of all relevant state agencies or licensing bodies which have 
oversight over the certificate program or graduate. 

(4) Adequate financing must be available to cover all new costs to the institution five years 
after the implementation of the program.  

 
Certificate programs do not require Board approval, if they meet the following criteria:  

(1) certificate programs for which no collegiate academic credit is given,  
(2) certificate programs in areas and at levels authorized by Program Inventory of the 

institution with curricula of the following length:  
(A) at the undergraduate level of 20 semester credit hours or less,  
(B) at the graduate and professional level of 15 semester credit hours or less.  

 
Certificate programs require Board notification and are approved through a streamlined process,  
if the following conditions are met:  

(1) upper-level undergraduate certificates of 21 to 36 hours in disciplinary areas where the 
institution already offers an undergraduate degree program.  

(2) graduate-level and professional certificates of 16 to 29 hours in disciplinary areas where 
the institution already offers a graduate program at the same level as the certificate. 

 
I certify that my institution has notified all public institutions within 50 miles of the teaching site of 
our intention to offer the program at least 30 days prior to submitting this request. I also certify 
that if any objections were received, those objections were resolved prior to the submission of this 
request. 
 
       ______________________________________    _______________________  
                  Chief Executive Officer        Date 
 
 
 

 



REQUIRED COMPLIANCE CHANGE FORM FOR UHD 

This form needs to be completed and submitted to the Office of the Provost.  
If you answer yes to any of the items below or you are unsure whether your program qualifies under any 

of these criteria, please contact the THECB and SACSCOC liaison at 713-221-8218/khojafai@uhd.edu.  

Programs and initiatives which fall under substantive change cannot be implemented until the Provost’s 

Office has reviewed.  determined the proper notification process, and approval received from respective 

governing body. 

Institutional Obligations: 

1- SACSCOC member institutions are required to notify the Commission of changes in accordance

with the substantive change policy and, when required, seek approval prior to the initiation of

changes prior to implementation  (http://www.sacscoc.org/pdf/081705/SubstantiveChange.pdf)
2- Member institutions are required to have a policy and procedure to ensure that all substantive

changes are reported to the Commission in a timely fashion.

3- Proposals and notifications to the Texas Higher Education Coordinating Board (THECB) are

more expansive and also need to be sent in a timely manner.

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

accredited institution.  Under federal regulations, substantive change includes the following types of 

changes (circle yes or no): 

       Curricular and Academic Areas:

Required Signatures for these areas: 

College Dean  

__________________________ 

THECB & SACSCOC Liaison 

__________________________ 

VPAA/Provost 

Yes 

(however, 
internal 

notification 

to UCC is 

required) 

Creation of new  programs and/or new certificate that are different, either in 

content or method of delivery, from those that were offered when the institution 
was last evaluated  (THECB and SACSCOC has approved UHD to offer existing 

graduate and undergraduate programs to be offered online and at off-campus 

locations, however, internal notification is required). 

No 

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

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

reaffirmation 

The establishment of an additional location geographically apart from the main 

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

Closing a program. 

A substantial increase in the number of clock or credit hours awarded for 
successful completion of a program. 

Change of program name. 

Merging or creation of new college departments. 

Change requires notification/approval of other professional accrediting 
organizations. 

mailto:khojafai@uhd.edu


Institutional Areas 

Yes No
Change in institutional name 

Any change in the established mission or objectives of the institution 

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

A change from clock hours to credit hours 

The establishment of a branch campus 

Closing a program, off-campus site, branch, campus or institution 

Entering into a collaborative academic arrangement that includes only the initiation of a 
duel 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 

Creation or closing of a new College 

Required Signatures for these areas: 

____________________________ 

THECB & SACSCOC Liaison 

____________________________ 

VPAA/Provost 

____________________________ 

President 



Texas Higher Education Coordinating Board 
 

Certification Form for Electronically Delivered and Off-Campus 
Education Programs 

April 2014 
 

 
Administrative Information 

 
1. Institution: 
 
2. Program Name – Show how the program would appear on the Coordinating Board’s 
program inventory [e.g., Master of Arts (MA) in English Literature]: 
 
3. Program CIP Code: 
 
4. Program Delivery – Describe how the program will be delivered:  online, off-campus 
face-to-face or off-campus electronic-to-groups?  If off-campus, include information as to where 
the program will be delivered and be sure to follow the requirements for area notification as 
outlined in the Guidelines for Approval of Distance Education. 
 
5.   Proposed Implementation Date – Report the first semester and year that students would 
enter the program at the proposed additional site(s). 
 
6. Contact Person – Provide contact information for the person who can answer specific 
 questions about the program. 
 
Name: 
 
Title: 
 
E-mail: 
 
Phone: 
 
 
 
 

 
Directions: For all new programs that are to be delivered electronic-to-individuals (i.e., online), electronic-to-groups, or 
off-campus face-to-face, a signed pdf of this form must accompany email notification of the new program to Dr. 
Andrew B. Lofters (andrew.lofters@thecb.state.tx.us). (Institutions offering distance education programs for the first 
time – i.e. have never offered a distance education program, such as newly created institutions -- must complete and 
submit an Institutional Plan for Distance Education).  
 
Please fill out the Administrative Information below and then sign and date on page 4. 
 

http://www.thecb.state.tx.us/reports/DocFetch.cfm?DocID=3060
mailto:andrew.lofters@thecb.state.tx.us
http://www.thecb.state.tx.us/reports/DocFetch.cfm?DocID=3058


Based on Principles of Good Practice for Academic Degree and Certificate Programs and Credit 
Courses Offered Electronically. 
 
 

 
CURRICULUM AND INSTRUCTION 

 
• Each program or course results in learning outcomes appropriate to the rigor and breadth of 
 the degree or certificate awarded. 
 
• A degree or certificate program or course offered electronically is coherent and complete. 
 
• The program or course provides for appropriate interaction between faculty and students 
 and among students. 
 
• Qualified faculty provide appropriate oversight of the program or course that is offered 
 electronically. 
 
• Academic standards for all programs or courses offered electronically will be the same as 
 those for programs or courses delivered by other means at the institution where the 
 program or course originates. 
 
• Student learning in programs or courses delivered electronically should be comparable to 
 student learning in programs offered at the campus where the programs or courses 
 originate. 
 
 
 

INSTITUTIONAL CONTEXT AND COMMITMENT 
 
Role and Mission 
 
• The program or course is consistent with the institution's role and mission. 
 
• Review and approval processes ensure the appropriateness of the technology being used to 
 meet the objectives of the program or course. 
 
Students and Student Services 
 
• Program or course announcements and electronic catalog entries provide appropriate 
 information. 
 
• Students shall be provided with clear, complete, and timely information on the curriculum, 

course and degree requirements, nature of faculty/student interaction, assumptions about 
technological competence and skills, technical equipment requirements, availability of 
academic support services and financial aid resources, and costs and payment policies. 

 



• Enrolled students have reasonable and adequate access to the range of student services 
 and student rights appropriate to support their learning. 
 
• The institution has admission/acceptance criteria in place to assess the extent to which a 
 student has the background, knowledge and technical skills required to undertake the 
 program or course. 
 
• Advertising, recruiting, and admissions materials clearly and accurately represent the 
 program or course and the services available. 
 
Faculty Support 
 
• The program or course provides faculty support services specifically related to teaching via 
 an electronic system. 
 
• The institution assures appropriate training for faculty who teach via the use of technology. 

 
• The institution provides adequate equipment, software, and communications access to 
 faculty to support interaction with students, institutions, and other faculty. 

 
Resources for Learning 
 
• The institution ensures that appropriate learning resources are available to students. 
 
• The institution evaluates the adequacy of, and the cost to students for, access to learning 

resources and documents the use of electronic resources. 
 

Commitment to Support 
 
• Policies for faculty evaluation include appropriate recognition of teaching and scholarly 

activities related to programs or courses offered electronically. 
 

• The institution demonstrates a commitment to ongoing support, both financial and 
 technical, and to continuation of the program or course for a period of time reasonable and 
 sufficient for students to complete the course or program. 
 
 

EVALUATION AND ASSESSMENT 
 
• The institution evaluates the program's or course's educational effectiveness, including 
 assessments of student learning outcomes, student retention, and student and faculty 
 satisfaction. 
 
•  At the completion of the program or course, the institution provides for assessment and 
 documentation of student achievement in each course. 
 
 
 



 
 
On behalf of ________________________ (Institution), I assert that the preceding Coordinating 
Board criteria have been met for all courses associated with this program that will be delivered 
electronically and off-campus face-to-face. 
 
 
 
 
_________________________________   __________________________ 
Chief Academic Officer or President    Date 
 
 
Name: ____________________________ 
 
 
Title: ____________________________ 
 
 
THECB 4/2014 



UHD Certificate Post-Approval Commitment Form 
 
 
Certificates require significant commitment of time and resources after approval through the curricular 
process at the University of Houston-Downtown.  This document identifies key responsibilities and asks 
that the Department Chair and Dean acknowledge these responsibilities: 
 
Title of Certificate: 
 
Department in which it is housed:  
(if interdisciplinary, identify the lead department or entity) 
 
College in which it is housed: 
(if interdisciplinary, identify the lead college or entity) 
 

• The program must have an assessment plan and be assessed according to the plan, with reports 
submitted as per the UHD Assessment of Academic Program policy PS 03.A.31 

• If DOE eligible, the program must track graduates and prepare annual reports for Gainful 
Employment.  [NOTE:  the institution will not provide resources to do this—IR and Financial Aid 
will ask you to complete the forms but cannot carry out the work.] 

• If DOE eligible, the program must post Gainful Employment information on the website that 
conforms to requirements specified by Federal Guidelines and the Office of Financial Aid at 
UHD.  [And if the certificate is 8-15 hours at the undergraduate level, the program will require 
applicants to have completed an Associate’s degree before they start the program.] 

 
 
 
I understand the above requirements for maintaining this program and will work with my staff and 
faculty to carry out needed assessment and reporting. 
 
 
_______________________________   __________________________________ 
Chair of lead department    Dean of lead department 
 
 
______________     ___________________ 
Date       Date 
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