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Policy and Procedure on Program Development's Mechanism

Executive Summary

The University's procedures for the design and approval of new programs
applied to assure that MOHE, NQF and NCAAA academic standards are
implemented and maintained. The University's procedure will ensure that
consideration is given to the availability of resources, the coherence and
academic standard of constituent courses, and the standard and
appropriateness of awards offered based on NQF and MOHE regulation once
completion of the proposed program. This procedure aim to ensure that
there is careful consideration of the relevance of programs for potential
students, compatibility with other programs offered by YU. Another objective
of this procedure is to avoid duplication in the courses and the intended
learning outcomes; It is highly recommended that the proposers to search all
courses offered in YU by searching the data base of the course specifications
not only inside the college but also within other colleges before devising a
new proposal, in order to ascertain whether relevant courses already exist
elsewhere in the University. This may present opportunities for cross/ College
or shared teaching and avoid duplication of provision.

Program Development Policy

All new programs in YU must be aligned with the mission of the University
and the college in terms of content, design and expected outcomes and
within the requirements of NQF. The planning for the development of a new
program is based on the needs of the community.



Part One
Mechanism to develop and approve a new program or
change an existing program.

Stage 1
a) Preliminary Preparation: Scanning and benchmarking with other local and

international universities.
The components of the preliminary reports are:
1-Program title and code
2-Mission and Vision of the program
3-Award granted on completion of the program
4-Program Objectives
5-Development of Learning Outcomes in Domains of Learning
6-Graduate Characteristics
7-Total credit hours needed for completion of the program
8-Admission Requirements for the program
b) Identifying Job Market and Community needs
1-Identify the target job market.
2-Surveying the employer to explore the characteristics of the graduates.
3-Student Characteristics based on NQF.
4-Identify two benchmark program from an accredited university.

Stage 2
Information Analyses

1-Design Course learning outcomes matrix based on NQF.
2-Prepare Program outcomes matrix.

Stage 3
Final Design of the Study Plan

1-Prepare the study plan for the program.
2-ldentify courses and field experience required to develop the student’ skills.

3-Prepare Program Specifications based on NCAAA's template including field

experience specification.
4-Prepare Course descriptions including field experience.
5-Final review by the department/ program

6-Review of the Study plan, Program Specification, and course Specifications by

external assessor.

7-Approval of the study plan by the Department/ program after the recommendations

received from the external assessor.



Stage 4
Administration and Approval Arrangements
1-Completing all template and forms using NCAAA form and templates.
2-A written approval from the department/ program.
3-Review Report by the Curriculum Committee and the Quality Committee in the
College.
4-Approval from the College Council.
5-Approval from the Quality Assurance department (QA Dept.).

Stage 5
Approval from University Council then Ministry of Higher Education (MOHE)

Stage 6

Program assessment
The program will be continuously assessed and on annual basis using the followings:

1-Annual Program Report.

2-Course Reports.

3-Field Experience Reports.

4-Course Evaluation Surveys, Program Evaluation Surveys, Student Experience
Evaluation Surveys, Alumni Surveys and Employer Surveys.

5-Internal and external reviewers.

6-Any assessment occurred in the program like international or local accreditation.

7-Every five years, the program will be reviewed as part of program accreditation.



Part Two
Program Development Procedure

For every proposed new program, a Team Leader will be appointed by the Dean or the
Vice President if the program will be offered in new college.

The Vice President/ Dean will consider the proposal for a new program within the
college to regulate its viahility and whether it is in line with the University's mission
and University's Strategic Plan. This needs to be undertaken on advice of the Dean
assisted by the Team Leader. Sufficient evidences, as a Report, must be submitted to
the Vice President for consideration. The report should include a brief discussion of
the rationale for the proposed program, the structure of the proposed program, a
Business Plan, and information on market research and expected enrolment numbers.
If the Vice President approves the new program proposal, the Dean then initiates the
formal planning process for a new program and a team will be established as "New
Program Development Committee."

New Program Development Committee will consist of:

3.1. the Team Leader as Chair:

3.2. at least one external member, as an employer representatives.

3.3. at least one member of Curriculum Committee from the College.

3.4, one person from each college which may be involved in the program,
3.5. one person from University Administrative Staff.

The Team Leader recommends planning timetable for the planning process and the
membership of the New Program Development Committee to the Dean/ Vice
President.

A first draft of the program proposal, together with proof of the Vice President's

approval for the planning process must be submitted to the Department & College

Council Meeting for discussion. The draft proposal must include the following

5.1. Environmental scanning for the program, cost analyses and need analyses are
main components for the environmental scanning.

5.2. Sufficient evidences that the Program's mission is aligned with University's mission
and college's mission.

The College Curriculum committee will receive the proposal after the
recommendation from college council; the curriculum committee will investigate the
appropriateness of the Program Objectives and the student learning outcomes. The
Curriculum Committee will assist the New Program Development Team in the
development of the program objectives, graduate profile, and teaching methods.



7. The new Program Development Team will prepare program specifications along with
the proposal and the Vice President's approval to be sent to external university for
review and recommendation.

8. Ifthe proposed program is deemed unacceptable based on the Reviewer's Report and
Internal Responses from the Department/ College and Dean or the Vice President, the
proposal either returns to the Team Leader for changes or does not move forward.

9. The final program proposal, including the completed Program Specification, Program
Documentation, course description and report from the external university together
with any supporting documentation, will be submitted to the Department Council,
then College Council presented by the Dean, and then Vice President for approval
before submitting to University Council for Approval.

10. The following matters must be considered as part of the program planning process and
included in the program documentation which is submitted as part of any program
proposal.
10.1.The rationale for the new program and its relationship to the College and
University Strategic Plan.

10.2.The requirements of NQF and NCAAA.

10.3.Faculty Members Recruitment plan and other administrative staff for the new
program.

10.4.Evaluation of the program by external university, industry and/or professional
body representatives.

10.5.Details of the attributes of the graduates of the program.

10.6.How the courses included in the program contribute to the program's objectives.

10.7.The structure of the program including :
The sequence of courses; Degree or Honors; majors; concentrations; tracks; core
courses; and elective courses. The mode(s) of delivery of the program. If it is not
in the main campus, campuses and locations where the program will be offered.
Any proposed articulation and credit transfer arrangements. The costs involved in
mounting and running the program (including a Business Plan)
Whether the program and courses can be supported within the existing learning
resources, library and ITD budgets or the colleges are intending to contribute
funding.
Entry requirements including any special selection procedures and how students
with special needs will be accommodated

11. After Approval from University Council, the proposal along with all supporting
documents stated above, will be submitted to the Board of Trustee (BoT)

12. Upon the approval from BOT, the proposal will be sent to MOHE for the Final approval.



Part Three
Templates and Attachments

Appendix 1
Application to Develop New Program or Modify continuing Program

College:

Department:

Program Title and code:

Total credit hours needed for completion of the program:

Award granted on completion of the program:

Major tracks/ pathways or specializations within the program:
New program planned starting date:

Rationalism and Justification for the proposai (If more space is needed, kindly, use attachment)
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Curriculum Committee Recommendation

Department Council Recommendation

College Council Recommendation

Department Head Dean
Name Name
Signature Signature
Date Date




Appendix (2)
New Program Development Committee Structure

Team Leader' s N A e ceeeee ottt e e e e e
Position:. R R A R S s e e e

( Attached updated C.V; attached evidence from the Vice President

ApprovalTemplate (1))

Employer Representative

Company....
Position.........

Cohtact I or T O e ssmmesmssmswimissvssss sssses e s s e e w

Curriculum Committee Representative...............

(1) Representative from another College ...coeovvviniiiiiiniiiiiiiiian

(2) Representative from another College.-...cocoviiiiviiiiiiiiiiiiiiiiiinn
(3) Representative from another College ......ccooovviiiiiiiiiiiiiiiiiiinn

(4) Representative from another College ....ovvveviniiiniiinii s



Appendix (3)
Proposal Template

(a) General Information

CBIEER. .. cnnisiirinisarmssensensaasns susmnmmn sssvecmsesmats brs s s Ees AR R S
Department...............oooiiiiiiiiii e,
Program Title and code

Total credit hours needed for completion of the program

Award granted on completion of the program

............................................................................................................

.............................................................................................................

............................................................................................................
............................................................................................................

............................................................................................................

(b) Rationalism and Purposes of the New Program
- The relationship to the College and YU strategic Plan

............................................................................................................
............................................................................................................

............................................................................................................

............................................................................................................
............................................................................................................
............................................................................................................

............................................................................................................

............................................................................................................

....................................................................................................
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(c) Program Mission

Program Mission Statement

Process for developing the mission

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------
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............................................................................................................

Dean Vice President Approval
NI Bervnnsevnivaronsasnvaserponsasmanes 1 1= 1§ 31 e —
ST Goss cas savamsss ssscissnss 1121 2 | = E——

B 2 | (= S —————— B 15 1 A ———

12




Appendix (4)

Insert the Program specification document in the latest NCAAA template
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Appendix (5) Benchmarking Program Templates
Benchmarked Program Titlee...ccceuveieiiiniiiiiennnn.

Program |dentification and location:
University..................................

College: ...

Location: - R

Date and Time of CoIIectlng Information...

Source of Information... sanaus siReis AR s AR AR RS TR s es [Dtached asexidenses]

Reasons or Justlflcatlon to choose this program for Benchmarkmg

.................................................................................................................
................................................................................................................
.................................................................................................................
.................................................................................................................
.................................................................................................................
.................................................................................................................

.................................................................................................................

Comparison Table

YU's Proposed Program | Benchmarked Program

Mission

Program Objectives

Learning Outcomes

Award/ Certificate

Number of Credit Hours




Learning Outcomes

NQF

Proposed Program

Benchmarked Program

Remarks / Comments

Knowledge Facts Concepts, theories
Procedures

Cognitive Skills Apply skills when asked
Creative thinking and problem solving

Values

Responsibility for own learning

Group participation and leadership

Act responsibly in personal and
professional situations

Ethical standards of behaviour

Oral and written communication

Basic maths and statistics

Explanatigﬂ for meeting the NOF s cassinimsradarsinsis s st fe st tave s sui il valledane s T r s A i e it £
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Appendix (8)
External/ Independent Assessment for the Proposed Program
The external assessment or the independent evaluation for the
proposed program based on the NQF criteria.

ISttt e NAMES, ssrmmsmrinsessmmminesnsanasss vsvsvss s TR v
College:. covreriiiiiii

POSTHOMNIS) ~conmvasmsssnrsonsssosssromimmmimsm s s

Location Of the INStitULE-c e e e e e e e

CoNtact Details: eeeeee e e e

Summary:

..............................................................................
................................................................................................................
...............................................................................................................
...............................................................................................................
...............................................................................................................

...............................................................................................................
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Appendix (9)
Resources Planning

Resources Actual need Available

Required

Teaching Staff no.

Technicians

Administrative Staff

General Lab

Specialized Lab

Books, Journal and
Publications

Appendix (10)

Department, College and University Council Approval

| (i) Approval of Department council Minute of Meeting #
suggested study plane in-- dated --
New Program Development Committee's Report #ae

_on the

recommendation report from the

17




P52

(ii) Approval of College Council's on the suggested Program Proposal

for the of department of — il dated-—-

| Department Council number-—
College Dean:

' Signature
Date

date

N AT s assuassnsasssusmssmemmsmsirirenees Signature Date

of the approval from

Approval of University Vice president on the College Council-—- Number-—-—

Approval of University President as chair of University Council
|
| Koo SIENALOIS

Date

Exceptions

The University Council reserves the right to decide
situation/circumstances outside the conditions stated in this policy.

Authorization
This policy was authorized by:

on

Mrersity President Date

b

any

31=\=2073
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