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Proposal for New or Substantial Change to Noncredit Certificate 
1. Program Title: Enter the exact title that is proposed for the catalog. The title must clearly and accurately reflect the scope and level of the program. Do not include descriptors, such as “with an emphasis,” “certificate,” “transfer,” etc. in the program title. 

2. Program Goal: Select the appropriate program goal from the following two options: Career Technical Education (CTE) or Other – Designed to meet community needs. For a proposed program that is categorized by a TOP code that is designated as vocational or Career Technical Education (CTE) as denoted with an asterisk (*), the program goal selected must be “Career Technical Education (CTE).” In addition, a noncredit apprenticeship (Certificate of Completion) must have a corresponding program goal equal to Career Technical Education (CTE). 

3. SP01: Program TOP Code: Select an appropriate TOP code. The Taxonomy of Programs (TOP) Code Manual, 6th Edition may be accessed at http://inside.redwoods.edu/curriculum/other.asp
The TOP code is assigned according to the content and outcomes of the program, and must conform closely to the TOP code given to similar programs in other colleges around the state. The TOP code reflects the main discipline or subject matter, thus the program top code will reflect the majority of required certificate courses. 

The TOP code is not based on local departmental structure, faculty qualifications, or budget groupings. A college that has difficulty identifying the most appropriate TOP code should contact the Chancellor’s Office. The Chancellor’s Office may change the proposed TOP code, if necessary, and will notify the college. 

3. CDCP Eligibility Category: Select the appropriate noncredit category from among four options, (A) English as a Second Language (ESL), (C) Elementary or Secondary Basic Skills, (I) Short-Term Vocational or (J) Workforce Preparation. Note: While this field is related to MIS Data Element Dictionary (DED) course (CB22: Noncredit Category) coding, this program code is only used by the CCC Curriculum Inventory and is not a recognized DED student program code. 
Employment Potential: If the program CDCP Eligibility Category selected equals (I) Short-term Vocational, then evidence of high employment potential is required and can be demonstrated in one of two ways: 

Option 1: In the Employment Potential box (shown below) select EDD and identify the area of instruction on the provided list of occupational titles with high employment potential (www.labormarketinfo.ca.gov). 

Option 2: In the Employment Potential box (shown below) select LMID EDD Consultant and a corresponding region. Additionally, attach (as supporting documentation) another data source containing current labor market or job availability data with an explanation of how the data is verified by a local Labor Market Information Division (LMID) EDD consultant. 
4. Apprenticeship (yes/no): Select “No” if the program is not an apprenticeship. Select “Yes” if the program is an apprenticeship with approval from the Division of Apprenticeship Standards. If “Yes” is selected, the following additional proposal fields will appear and are required: 

Employer or Joint Apprenticeship Committee (JAC) Sponsor: Enter the Name, Address, and Telephone Number of the Sponsor. 

RSI - Year & Hours: Enter the estimated total number of related and supplemental instruction (RSI) hours the program is likely to generate in the first three years. It is important to note that a noncredit apprenticeship proposal must also have a corresponding program goal (selected in field #3 above) of “Career Technical Education (CTE).” 

5. Distance Education: Indicate the extent to which the courses associated with the certificate are conducted via distance education; four choices are available, 0%, 1-49%, 50-99%, or 100%. 

6. Course and Contact Hours: Enter the number of courses and minimum hours for both core requirements and elective requirements. 

Proposal for New or Substantial Change to Noncredit Certificate
	 Contact Person:      
	Email:      
	Phone: 

	Program Award [SP02]: Noncredit Program

	Program Title: 

	Program Goal:  FORMDROPDOWN 

Certificate of Competency must have a program goal of “O – Other – Designed to meet community needs”.
	TOPs [SP01]: 

	Certificate or Diploma:    

	CDCP Eligibility Category:  FORMDROPDOWN 

· If CDCP category equals (A) English as a Second Language; (C) Elementary & secondary basic skills; or (J) Workforce Preparation than this program is not a short term vocational program.
· If CDCP Eligibility category selected equals “I – Short term Vocational”, then evidence of high employment potential is required and can be demonstrated in one of two ways:

  EDD Area of Instruction – identify the area of instruction: 
  LMID EDD Consultant – identify the corresponding region: 

	Distance Education:  


	Courses and Contact Hours
	Number of Courses
	Minimum Hours

	Total Core Requirements
	
	

	Total Elective Requirements
	
	

	Total Core and Elective Courses and Hours
	
	


Description:

-For Certification of Completion only-
Apprenticeship:   no (If yes, fill in sections below)
 yes  
Employer or Joint Apprenticeship Committee (JAC) Sponsor (Name, Address, and Telephone of the sponsor):


RSI – Years & Hours: Enter the estimated total number of hours of related and supplemental instruction (RSI) the program is likely to generate in the first three years.

	
	
	Hours

	Year 1
	20
	

	Year 2
	20
	

	Year 3
	20
	

	Total 
	


Required Supporting Documentation
  1.  Narrative for New or Substantial Change to Noncredit Certificate.
  2.  LMID Verified Data (only required for if Selected CDCP Eligibility Category equals “Short-term Vocational”.)
	Approval Dates

	Curriculum Committee:  no yes    
	

	Academic Senate:  no yes      
	

	Board of Trustees:  no yes     
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Note: Form can be found on page 2 of this document.
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