These guidelines are designed for proposed Master’s level programs which have undergone initial program review/Predevelopment Stage/Statement of Program Design (and approval to proceed) from PDE and have gone through the internal program review (and approval) at Point Park.  
 
Philosophy/Purpose/Objectives
 
1. Describe history and mission of the institution (compliance officer responsibility) 
2. Identify goals and objectives of the proposed program in detail 
3. Describe how proposed program relates to existing programs of the institution—include interaction and interrelation with undergraduate programs. 
4. Define the institution’s internal approval process, including where the idea for the proposed program originated, student input, and identify any negative constituents. 
5. Submit a detailed statement describing the philosophy of the institution with respect to research, instruction and the goals of graduate education (graduate philosophy and mission are located on page 28 of the graduate catalog).
Need and Demand
 
1. Employment projections at the regional level for the proposed program (beyond Bureau of Labor Statistics information). 
2. Indicate special features of program which differentiate it from others offered within Point Park’s geographic service area in the form of a comparative chart and narrative of what makes the proposed program distinct from other similar programs being offered in the Commonwealth of Pennsylvania (if not done for the statement of program design). 
3. Define the need of the institution for this program. 
4. Present the institution’s view of the overall contribution of the degree/program to the good of the Commonwealth of Pennsylvania.
 
Program Structure
 
1. State the proposed program’s educational goals and objectives in the context of the institution’s existing programs. 
2. Indicate the proposed CIP Code and Title for the program (Institutional Research can provide guidance). 
3. In Chart Matrix format, provide a scope and sequence of courses by semester for full-time and/or part-time students showing logical development of the program (should include:  course #, course title, prerequisites, credit hours of course, assigned faculty, corresponding program objectives) 
4. Provide a draft syllabus for each course. 
5. Indicate number of total credit hours required for the program along with number of electives, concentrations, etc. 
6. Describe any integrative element to the program such as a final research project, thesis, comprehensive exam, etc. and explain how the element supports the goals and objectives of the program. 
7. Indicate the methods of graduate instruction and the nature of research requirements of the proposed program (seminars, independent study thesis, etc.) 
8. Indicate any special admission policy or specific criteria for admission of students in this program. 
9. Indicate retention, completion and degree requirements. 
10. Identify maximum period of candidacy spent in pursuit of the graduate degree. 
11. Indicate and provide detail on any consortia agreements
 
Administrative Structure
 
1. Include a current institutional organizational chart showing the administrative location of the proposed program along with proposed director or chair of the program. 
2. Identify the elements within the administration responsible for graduate program policy, curriculum review and oversight of the progra
Resources
 
1. Provide a list of current faculty who will teach in the proposed program and indicate any additional faculty to be hired for the program. 
2. Provide current Curriculum Vitae for all faculty who will be teaching in the proposed program. 
3. Indicate what percentage of the faculty in the proposed program who will be full-time, part-time and adjunct. 
4. Specify the amount of time each faculty member will devote to the proposed program (including time for advising and professional research and development). 
5. Describe support staff requirements. 
6. Describe the adequacy and availability of physical facilities.  Include a list of types of instructional equipment and labs that will be used to initiate and maintain the program. 
7. If additional facilities are needed describe how the institution proposes to provide for these additional facilities and equipment. 
8. Submit with this application a projection of finances for each of the first three years of the proposed program’s operation, indicating anticipated income and expenditures (Appendix B). 
9. Submit audited financial statements for the institution for the past five years. 
10. How will the proposed program be evaluated? 
11. Define role of any advisory boards.

