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UNDERGRADUATE CERTIFICATE PROGRAMS 

Guidelines and Procedures 

An NC State University Undergraduate Certificate Program (UCP) is a prescribed set of undergraduate level academic courses designed by an academic department or program and taken for credit by Degree and Non-degree studies (NDS) students. The proposed certificate program must have final approval from the Dean of Undergraduate Academic Programs. Upon completion, the certificate program will be designated on the participant’s transcript. 
Guidelines and Procedures for Preparing Certificate Program Proposals. The requirements for certificate programs may vary considerably across departments or program units. In order to ensure consistency from program to program, those preparing and approving proposals for a new or revision to a Undergraduate Certificate Program should observe the following guidelines and formatting: 


Certificate Requirements

· Certificates will be titled "Undergraduate Certificate in…” 

· The minimum number of credits required is 12 and the 12 core requirements must be university approved NC State undergraduate courses. In no case should a certificate be greater than 26 hours. 

· Successful completion of an Undergraduate Certificate requires an overall 2.0 GPA in the coursework taken to fulfill the certificate requirements. Programs may require a minimum GPA/grade for certificate courses. 

· Students are not eligible to earn a Certificate in the same discipline as the major or minor for which they are currently enrolled or if they have already received a degree or minor in the same discipline.
 
· Registration and Records should be contacted to coordinate a program code to be used to identify the certificate. 

· Special Topics courses cannot be counted toward the initial 12-hour requirement. A special topics course may serve as a substitute for a required course as applicable. 

· 75% of the credits for a Certificate must be NC State courses. Certificates being proposed with 50% of the credits from NC State courses requires justification 

· If the proposed Certificate constitutes a significant departure from NC State current offerings such as offering the Certificate at an off-site location, the Southern Association of Colleges and Schools (SACS) is required to be notified which may delay the timeline for implementation. Depending on the proposal, a prospectus may be required. For detail on the types of substantive changes, see http://www.sacscoc.org/SubstantiveChange.asp. 

· A time-limit for completion of the Certificate should be instituted if appropriate. 
Format Requirements for Documentation 

The originating department should complete the official Undergraduate Certificate Program Form and include the following information in attachments to the form: 

1. Statement of Justification for the program including

· The need for the certificate program in terms of otherwise unmet needs and interests of NC State University students and potential students and career opportunities for participants completing the certificate program. The relationship of the certificate program to other programs offered by NCSU. As appropriate, a statement of reference to UNC Tomorrow and the College’s current long-range plan should be included. 
· Additional justification as appropriate. 
2. For the discontinuation of a certificate program, justification should include the reason for the discontinuation and a phase-out plan if applicable. Statement regarding resources needed for the Certificate offering. 
3. List the Program Objectives/Outcomes
· At least 2 outcomes are required. Outcomes may overlap with outcomes associated with the related degree if applicable. 
4. Statement of Proposed Revision with Reasons
· If revising a Certificate, list each of the proposed revisions and write a statement of justification for each. 
5. Statement of Program Requirements and completion of Format B

· Proposals should clearly specify the program of study, including course requirements and course electives. 

· For each course, include the course prefix, number, title, credit hours and pre-requisites. 

· Identify and explain other requirements such as comprehensive examinations, oral presentations, or external learning experiences that are in addition to required coursework. 

· Include the total credit hours required for the certificate

· Proposals should indicate any requirements for maintaining the quality of student performance, including, for example, overall GPA or student performance in specific courses required for continuance in the program and for successful completion of the program. A minimum overall GPA of at least a 2.0 is required. 
Note: When new courses or the modifications of existing courses are being proposed in conjunction with the program, a completed Course Action Form for each new or revised course must be approved prior to program approval. 
6. Description

· Proposals should include an undergraduate catalog description and links to any applicable website URL’s. 
7. Number of Certificate recipients in the past five years

· Figures may be accessed from University Planning and Analysis at http://www2.acs.ncsu.edu/upa/enrollmentdata/index.htm. 
8. Projected Enrollment

· Provide the projected enrollment for a five-year period following the proposed effective date of the certificate program and a statement on the basis for the projections. 
9. Admissions Requirements
· The proposing department/program establishes admission requirements, which must be clearly outlined in the proposal and all application materials. Please include deadlines for student application for admission and any restrictions on accepting courses taken prior to admittance. 
· List the name and contact information for the Program coordinator. 
10. Statement on Other Departments/Programs Likely to be Affected and Summary of Consultations: 
· Before proposals are sent forward for approval, they should be reviewed by all Colleges and program units that may be affected by the proposed program because of similar courses or course content, because of shared student clientele, or because the program of study, including course prerequisites, requirements, or electives carries scheduling or faculty and other resource implications. Consultation should be included from the Associate Dean of the affected College or their delegate. If the proposed certificate will be offered partially or completely through Distance Education and supported with Distance Education funding, contact DELTA’s Distance Education office for enrollment planning information and a letter/email of support for the funding of the proposed enrollment projections if applicable. 
11. Certificate Recognition 
· The Certificate program coordinator will notify Registration and Records of the student’s completion of the certificate requirements and the documentation should include the student ID, certificate title, courses taken to complete the certificate and the Dean’s signature. The certificate program will then be designated on the participant’s transcript and the participant will receive a hard copy signed certificate from NC State’s Registration and Records office. 

12. Approval Process for a New and Revisions to a Certificate 
· A completed and signed Undergraduate Certificate Program Form and corresponding documentation should be submitted to the Dean of Undergraduate Programs electronically in word format or PDF to course-curricula@ncsu.edu. The original hard copy with signatures should be sent to the Office of Undergraduate Courses & Curricula, Box 7105. The proposal will be placed on the next scheduled UCCC agenda. Upon signature by the Dean of the University College, the Certificate will move through the on-campus approval process as indicated on the Routing Form and Signature Page. The registrar’s office, relevant college/department and the certificate program coordinator will be sent a copy of the approved certificate form.

