SUPPLEMENT:
OFFERING THE PROGRAM AT A NEW OFF-CAMPUS SITE
Use this supplement to request authorization to deliver more than 50% of the proposed program  (excluding internships, clinical practicum, field experiences, and student teaching) at a new off-campus location (i.e., a location that is not currently used by the institution and/or has not been approved by our office).  Submit this supplement as part of the proposal.
If the institution is regionally accredited by the Higher Learning Commission (HLC), the institution may submit, as part of this supplement, the materials it developed for HLC approval, according to Chapter 7.2-Seeking Approval of Proposed Changes of HLC’s Handbook for Accreditation (http://www.ncahlc.org/download/Handbook03.pdf).  Institutions that submit this information are only required to complete sections 3, 4, 5.2, and 5.4, of this supplement.
Questions about the form and/or your request may be directed to Shane DeGarmo, Director of Program Approval, at (614) 387-1215 or sdegarmo@regents.state.oh.us. 
Rationale:

Briefly describe the rationale for offering the program at this new off-site location.

SECTION 1: LEADERSHIP

Academic and Administrative Leadership

1.1 Submit an organizational chart for the off-site location as an appendix item.

1.2 Describe the role of the individual responsible for overseeing the operations at the off-site location.  In your response, include the title of the individual, his/her duties and responsibilities at the site, and the title of the individual on the main campus site to whom the individual reports.  Include a copy of the CV of this individual as an appendix item.

1.3 Describe the role of other senior academic/administrative staff at the site.  In your response, include the titles of the individuals and their duties and responsibilities at the site.

1.4 Describe the administrative services (e.g., admissions, financial aid, registrar, etc.) available at the proposed site.  If services are not available at the proposed site, describe how students access such services.

1.5 Describe the academic student services (e.g., advising, tutoring, psycho-social counseling, placement services, etc.) available at the proposed site.  If services are not available at the proposed site, describe how students access such services.

1.6 Has the institution has entered into a collaborative agreement with another entity to provide administrative/student services at the intended site?  If so, indicate the parties involved, purpose of the agreement, and the timeline of the agreement.  Submit a copy of the agreement as an appendix item.
SECTION 2: RESOURCES AND FACILITIES

Resources and Facilities

2.1 Provide the name and address of the off-site location.  Include in your response the distance from the off-site location to the main campus/administrative site.
2.2 Describe the facilities of the off-site location.  Your response should include a description of administrative buildings, classrooms, computer labs, laboratories, study areas, social areas, technology, and other learning environments. 
2.3 Describe any additional resources (e.g., space, technology, etc.) that will be needed to deliver the proposed program at the site and provide a timeline for acquiring/implementing such resources.

Library Resources

2.4 Complete the following table to describe the library resources available at the proposed site. 

	On-site Physical Library
	Credentialed Librarian

 On-site
	Resources
	Services
	Hours of Operation

	Yes/No
	Yes/No
	e.g., number of volumes, access to OhioLink, access to other interlibrary loan services, access to research databases, computer labs, copiers, etc.


	e.g., orientation, reference librarians, tutorial services, etc. 
	e.g., 

M-F

7:00 am-11:00 pm

Saturday

10:00 am-9:00 pm

Sunday

12:00 pm-7:00 pm




2.5 Describe the role of the administrative head of the onsite library.  In your response, include the title of the position; duties and responsibilities of the individual; to whom the individual reports; and whether the individual has faculty status.  Submit the CV/resume of this individual as an appendix item. 

2.6 Describe the role of other professional staff of the onsite library.  In your response, include the number of individuals; titles of the positions; duties and responsibilities of the individuals; whom the individuals report to; and indicate whether the individuals have faculty status.  
2.7 Indicate whether the institution has entered into a collaborative agreement with another entity to provide library resources/services at the intended site.  If so, indicate the parties involved, purpose of the agreement and timeline of the agreement. Submit a copy of the agreement as an appendix item.
2.8. If a full-service library is not available onsite, please indicate how students, faculty and staff will access the resources and services of the main campus library.
SECTION 3: FACULTY

Faculty

3.1 Complete a faculty matrix for the proposed program at this offsite location.  Include a separate matrix if general education courses are being added.   A faculty member must be identified for each course to be taught at the site during the first two years of operation.  If a faculty member has not yet been identified for a course, indicate that as an “open position” and describe the necessary qualifications in the matrix (as shown in the example below).  A copy of each faculty member’s CV must be included as an appendix item.
Program Name:  ​​​​​​​​​​​​​​e.g., General Education 
	Name of Instructor
	Rank or Title
	Full-Time

or

Part-Time


	Degree Titles,

Institution,

Year

Include the Discipline/Field as Listed on the Diploma
	Years of Teaching Experience

In the Discipline/

Field
	Additional Expertise in the Discipline/

Field

(e.g., licenses, certifications, if applicable)
	Title of the Course(s)

This Individual Will

Teach in the Proposed Program

Include the course prefix and number


	Number of

Courses this Individual will 

Teach Per Year at

All Campus Locations

	e.g., 
John Smith
	e.g., Professor, Assistant Professor, Adjunct Professor, Lecturer, etc.
	FT or PT
	e.g., 

M.S., Mathematics, ABC University, 1990
	number of years experience
	
	e.g., 

MTH120: College Algebra

MTH148: Analytic Geometry


	e.g.,

7

	Open Position
	e.g., Professor, Assistant Professor, Adjunct Professor, Lecturer, etc.
	FT or PT
	e.g., 

Master's  in English required
	e.g., 3 years minimum
	
	e.g.,

ENG 100:

English Composition I,

English Composition II


	e.g.,

4

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Program Name:  ​​​​​​​​​​​​​​e.g., Bachelor of Science with a Major in Accounting 

	Name of Instructor
	Rank or Title
	Full-Time

or

Part-Time


	Degree Titles,

Institution,

Year

Include the Discipline/Field as Listed on the Diploma
	Years of Teaching Experience

In the Discipline/

Field
	Additional Expertise in the Discipline/

Field

(e.g., licenses, certifications)
	Title of the Course(s)

This Individual Will

Teach in the Proposed Program

Include the course prefix and number


	Number of

Courses this Individual will 

Teach Per Year at

All Campus Locations

	e.g., 

Mary Davis 
	e.g., Professor, Assistant Professor, Adjunct Professor, Lecturer, etc.
	FT or PT
	e.g., 

M.S., Accounting, ABC University, 1990
	number of years experience
	e.g.,

CPA
	e.g., 

ACC 100: Introductory Accounting

ACC 248: Managerial Accounting


	e.g.,

8

	Open Position
	e.g., Professor, Assistant Professor, Adjunct Professor, Lecturer, etc.
	FT or PT
	e.g., 

Master's  in Economics 

required
	e.g., 35 years minimum
	
	e.g.,

ECON200:

Microeconomics

ECON201:

Macroeconomics


	e.g.,

4

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


3.2 Describe future faculty staffing plans for the site.  In your response, include a description of the institution’s plans, if any, for adding courses and faculty after the initial two years of operation and a description of the plans to add faculty in response to increases in student enrollment.
SECTION 4: MARKET/WORKFORCE NEED

Market Research/Evidence of Workforce Need

4.1 Indicate whether the institution performed a needs assessment/market analysis to determine the need for the proposed program at the proposed site.  If so, briefly describe the results of those findings.

4.2 Indicate the projected enrollments for the program at this site over the next three years.
4.3 Indicate whether the institution consulted with advisory groups, business and industry, or other experts when considering offering the proposed program at the proposed site.  If so, briefly describe the involvement of these groups in the development of this request.

4.4 Indicate whether any other institution within a thirty-mile radius of your institution currently offers the program.  If so, list the institutions that offer the program(s) within this radius (this question is for public institutions only).
APPENDICES

Appendix items

List the appendix items that are included with the request, in the order they are referred to in the proposal.  Appendix items should be clearly labeled and submitted electronically as PDF documents or as Microsoft Office documents (e.g., Word or Excel).

e.g., 

Appendix1.1_Organizational Chart

Appendix1.2_CV for Campus Dean

Appendix2.5_MOU for Student Services

Appendix2.5_CV for Library Director

Appendix3.1_General Education CV_Smith

Appendix3.1_General Education CV_Jackson

Appendix3.1_General Education CV_Jones

Appendix3.1_General Education CV_Brown

Appendix3.1_Accounting CV_Davis

Appendix3.1_Accounting CV_Barnes
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