MAINE COMMUNITY COLLEGE SYSTEM
PROCEDURES MANUAL

ACADEMIC AFFAIRS
Section 303.5

SUBJECT: ADDING A CERTIFICATE PROGRAM OF STUDY TO AN APPROVED DIPLOMA OR ASSOCIATE
DEGREE PROGRAM OF STUDY.

PURPOSE: To delineate the process for authorization to award a certificate credential for the
satisfactory completion of the prescribed academic requirements for a certificate in an associate
degree or diploma program of study.

The president of the college desiring to offer students the opportunity to obtain a certificate credential
after satisfactory completion of the prescribed course requirements for one year of an associate degree
or diploma program of study listed on the college’s academic inventory shall forward a letter to the
system president outlining the rationale for the proposed action. This letter shall address the:

Need,

Impact on enrollment/student advancement,

Impact on the college’s budget,

Dates the program advisory council and college curriculum committee endorse proposed action,

and include:
A list of the curriculum requirements for the certificate credential, including an
explanation of how competence in mathematics and communication skills at a level
consistent with the requirements of the program will be demonstrated if explicit
communications and/or math courses are not included in the curriculum requirements;

and
An MCCS IR approved CIP code.

A copy of the letter is to be forwarded to the presidents of the other MCCS colleges as a means of
notification of the proposal. Each college president then has the opportunity to express any concerns
about the proposed action to the system president within ten working days from the date of
notification. The college chief academic officer making the proposal is to notify the Academic Affairs
Council of the proposed action no later than the date of the forwarding of the letter to the System
President.

Approval by the system president will occur within no more than fifteen working days from date of
request by notification to the college president. Written notification of the approved program will be
forwarded to the Education Policy Committee of the Board of Trustees by the system president.
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