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1. SUBMITTING ITEMS TO THE EXECUTIVE COUNCIL
The Laney Graduate School Executive Council is an elected body of nine members of the graduate faculty, elected
by the faculty as a whole in accordance with the LGS Faculty Governance By-Laws.
The Executive Council meets monthly, and meetings are chaired by the Dean of the Laney Graduate School.
Meeting dates are posted on the Laney Graduate School calendar and can also be found on the Governance page
of the LGS website.
The Executive Council reviews proposals for new courses or programs, and for changes in existing courses or
programs on a rolling basis. Please be aware that the Executive Council often has a full agenda.
•

To be added to the Executive Council agenda, proposals must be received by the Laney Graduate School
two weeks prior to the meeting date. LGS staff will determine that proposals are complete before
distribution to the Council.

•

Review of proposals submitted late in the spring semester may be deferred until the next academic year.
To ensure timely review, new or changed courses to be offered in the fall semester must be submitted to
the Executive Council prior to the January meeting.

2. COURSES
Programs wishing to introduce new courses or to adjust the content, credit hours, course numbers or titles of
existing courses must submit proposals to the Executive Council for review and approval. All proposals to the
Executive Council should come from the program’s Director of Graduate Studies or Program Director.

2.1

CREDIT HOUR DETERMINATION

Credit hours are determined by the Executive Council using the following criteria:

2.2



One credit is awarded for one 50-minute contact period each week for an entire semester.



Credit for contact periods includes regular out-of-class work required as preparation for in-class work.



Credit may be awarded for independent study, such as directed readings or thesis research.



Credit should be appropriate to the proportion of a student’s time devoted to the research, given that
nine credits is full time enrollment.

REVISIONS TO EXISTING COURSES

While routine updates to course content is a matter for faculty decision, changes important enough to warrant a
modification to the registrar’s record (such as changes in title, course number, credits, or repeatability) normally
require Executive Council review.
To request a revision, the DGS should fill out the Course Revision Form available on the Governance page of the
LGS website. In addition, the DGS should write a brief memo to explain the motivation for the change(s) and how
the change(s) will fit into the program’s graduate instruction. A sample syllabus for the new course will normally
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accompany the memo, and a syllabus is required if the change(s) reflects substantial changes in the course
content.

2.3

NEW COURSE PROPOSALS

Note: A course may be offered twice as a special topics course before being submitted for approval as a new
course.
New course proposals have four elements:
1.

A New Course Proposal Form, which is available on the Governance page of the LGS website.

2.

A memo from the DGS that addresses four areas:
Program structure. How does the course fit into your graduate program? How does it relate to
the program's focus and goals? How does it fit into the candidacy requirements for students in
your program? Are there any prerequisites for this course (or will it be a prerequisite for other
courses)?
Interdisciplinarity. How does this course relate to courses in other programs? Does it
complement strengths or fill needs in other programs? Are there issues of overlap or redundancy
with existing courses? Where the course is relevant to other programs (e.g. cross-listed or
regularly attended by students from other programs), letters of support from those programs
should be attached.
Credit Hours. Course credit hours should match student contact hours for regular courses. (see
2.1 Credit Hour Determination).
Resources. Are there sufficient faculty to teach the course, given the anticipated rotation of
course offerings in your program? Will this course require new resources (lab space, library
materials, etc.), and if so, how will they be acquired?

i.

ii.

iii.
iv.

3.

A letter of support from the department chair(s) or dean(s) indicating:
a.
b.

4.

Commitment to staff the course;
Commitment to count the related teaching toward total effort;

And, where new courses might affect the curriculum of other programs, the DGS should discuss the
proposal with cognate programs and secure additional letters of support, if appropriate.

3. REVISIONS TO CERTIFICATE, MASTER’S AND PHD PROGRAMS
All modifications to existing degree programs that involve changes in requirements, course offerings, sequencing
of requirements, or other changes must be approved by the Executive Council. Proposals for revision should come
from the Director of Graduate Studies or Program Director. (See Section 4 to determine whether the change
proposed should be considered a “substantial change” or a revision to an existing program).
Proposals for revisions should:
1.

Provide a justification of the need for the proposed revisions. How will they enhance the program? What
has mandated the changes?
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2.

Describe the proposed revisions and how they fit into existing elements of the degree program. Bear in
mind that the members of the Executive Council will not be familiar with the details of the current
program. It may be helpful to provide a chart or other summary that clearly shows how elements of the
program will change. In addition, it may be useful to include both old and new handbook language for
comparison.

3.

Characterize how the changes will affect students and program faculty. In particular:
a.
b.
c.
d.
e.
f.

Will the revision affect the course curriculum and the sequencing of courses? If so, are all the
required courses available in the existing curriculum?
How will the revision affect requirements for advancement to candidacy or time to degree?
Will the revision affect advising procedures?
Is there adequate faculty coverage to meet the new program requirements?
Will the proposed revisions affect how or when students satisfy TATTO requirements, if
applicable?
If appropriate, provide a sample pathway for how students will progress through the program,
showing possible sequence of courses.

5.

Address any new infrastructure that will be required by the change. Will additional library, laboratory,
information technology, or other resources be required?

6.

Identify any costs that may be associated with the proposed revision. How will those costs be funded?

7.

Describe the impact of the proposed revisions on the undergraduate and master’s programs in relevant
schools and on other PhD programs in the LGS.

8.

Provide documentation of faculty support for the change(s) to the program (e.g., a copy of the minutes
from a faculty meeting).

9.

Provide letters of support from deans, chairs, and faculty, as appropriate.

4. NEW CERTIFICATE, MASTERS, AND PHD PROGRAMS AND SUBSTANTIVE CHANGES TO
EXISTING PROGRAMS
New certificates, masters, and PhD programs and substantive changes to existing programs require approval by
the Executive Council, Dean of the Laney Graduate School, the Provost, and the Board of Trustees. In addition, all
proposals must be reviewed by the Emory Office of Planning and Budgeting to comply with the University’s SACS
accreditation.

4.1

SUBSTANTIVE CHANGES

A substantive change is defined by SACSCOC as “a significant modification or expansion of the nature and scope of
an accredited institution.” Examples of substantive changes include, but are not limited to, the following:
•

The addition of courses or programs that represent a significant departure, either in content or method of
delivery, from those that were offered when Emory’s accreditation was last reaffirmed in 2015;
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•

The addition of courses or programs of study at a degree or credential level different from that which is
included in Emory’s current accreditation or reaffirmation;

•

A substantial change in the number of contact or credit hours awarded for successful completion of a
program;

•

The establishment of a geographic location apart from the main campus at which the institution offers at
least 50 percent of an educational program;

•

The establishment of a branch campus;

•

Closing a program, off-campus site, branch campus or institution; or

•

Entering into a collaborative academic arrangement such as a dual degree program or a joint degree
program with another institution.

Click here for more information on substantive changes.
If you have any questions about whether or not a proposed change to an existing program is a revision or a
substantive change, contact the LGS Senior Associate Dean.

4.2

OVERVIEW OF NEW PROGRAM REVIEW AND APPROVAL PROCESS

The Executive Council subjects letters of intent and proposals to rigorous review. Requests for clarification and
revision are a normal part of the process. Faculty proposing new programs or substantive changes should expect
1
several rounds of review by the Executive Council before the proposal is ready for external review .
Faculty proposing new Master’s or PhD programs or substantive changes to Master’s and PhD programs should
expect that the timeline between the letter of intent and the first cohort of students will most likely be a minimum
of two years. Faculty proposing new certificate programs should expect the process to take two semesters.
All new programs or substantive changes to programs go through the following stages:
1.

Consultation
a. Meet with relevant deans, department chairs, and Directors of Graduate Studies of faculty who will
be involved.
b. Consult with potential faculty members of the program.
c. Meet with the LGS Senior Associate Dean and the LGS Associate Dean for Program Planning and
Strategic Initiatives to discuss the feasibility of the proposal.

2. Letter of Intent
a. Submit a formal letter of intent, which must be reviewed and approved by the Executive Council.
3.

1

Program Proposal
a. Develop a program proposal and budget in consultation with LGS staff.

External review required for Master’s and PhD programs only.
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b.
c.
4.

LGS staff will notify the Senior Vice Provost for Academic Affairs and the SACS liaison of this proposal.
LGS will submit a copy of the proposal to the Emory Office of Planning and Budgeting for review.

External Review
a. Master’s and PhD program proposals that are reviewed and approved by the Executive Council are then
submitted for external review.
b. The external review is a peer review process, which requires a campus visit and the submission of a report
by the external reviewers.

5. Proposal Revisions
a. Upon receipt of the external review report, modifications to the proposal and/or explanations regarding
reviewer comments may be necessary.
b. Continue developing or modifying the program budget and funding mechanisms in consultation with LGS.
c. The revised proposal and accompanying documentation, including the external review report, will be
submitted to the Executive Council.
5. Final Evaluation and Approvals
a. The final program proposal must be reviewed and approved by the Executive Council.
b. Upon approval, the Executive Council will recommend to the Dean of the Laney Graduate School that the
program should be approved.
c. If approved by the Dean, the proposal, along with the Dean’s recommendation for approval, will be
submitted to the Office of the Provost.
d. Final approval must be obtained by the Emory Board of Trustees.
6. Next Steps
a. Programs cannot advertise or publically recruit new students until the program has been approved by the
Emory Board of Trustees.
b. Upon approval, the program may begin to recruit its first cohort of students.
c. The program must develop a graduate handbook and submit the handbook to the Executive Council for
review and approval before the first cohort of students arrives on campus.

4.3

SPECIFIC TO NEW CERTIFICATES

Certificate programs normally require additional faculty effort to advise certificate students and administer the
program. In addition, certificate programs often add new courses to the curriculum. It is essential, therefore, that
the relevant dean, chairs, and Directors of Graduate Studies are aware of the potential demands on faculty time.
A certificate program has its own faculty who will be advising, administering, and supplying the courses. It is
strongly advised that faculty who are proposing a certificate meet with those who will be the program faculty,
preferably as a group, to get their input at an early stage of development.
Finally, when justifying the new certificate, explain how it will enhance education at Emory, who the program is
intended for, and how the program will enhance interdisciplinary research, scholarship, or creative activity at
Emory.
When proposing a new certificate, the description should include the following:
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•

Eligibility criteria for admission, if any. Programs may put reasonable restrictions on the students who
may work toward a certificate.

•

Course requirements for the certificate. Certificates must require at least four courses, in addition to a
requirement that makes the course of study systematic and creates a cohort of students (see next point).
List all courses that will count toward the certificate. If the certificate program will permit ad hoc
additions to the list of eligible courses (e.g. special topics courses offered by visiting faculty), explain how
will they be selected and monitored.

•

Certificates must have some requirements, in addition to the minimum number of courses, which make
the course of study systematic and create a cohort of students. This may take the form of required core
courses, exam, project, or practicum. Describe these additional requirements. Note that a single core
course is not sufficient to satisfy this requirement. Pedagogical mechanisms that build a cohesive body of
students and that keep advanced students engaged with the certificate program are strongly encouraged.

•

Describe how the proposed certificate program will relate to graduate programs at Emory, including other
certificate programs. If several graduate programs are affected, how have they contributed to
development of the program? Where the certificate requirements include required courses, exams, a
thesis, or other substantial faculty support, letters of support from appropriate program leadership
should be provided.

•

Document that there are sufficient annual elective offerings to allow students to complete the certificate
requirements in a timely manner. A table showing the pattern of course offerings over the last several
years is often useful.

•

If the certificate program permits students to enroll from schools other than the Laney Graduate School,
document agreement of graduate faculty to include non-PhD students in the doctoral level courses.

See additional details and guidelines included in sections 4.5 Letter of Intent and 4.6 Program Proposal.

4.4

SPECIFIC TO JOINT DEGREE AND DUAL DEGREE PROGRAMS

Joint degree and dual degree programs permit students to integrate study in distinct areas, and to earn two
degrees from Emory schools. They should represent an intellectual or practical value that enhances the education
experience over and above the requirements of each degree separately. Both joint and dual degree programs
permit some blending or integration of requirements from the two programs. Note that a student may be
registered in only one school at a time. In joint and dual programs, therefore, students spend part of their careers
registered in one participating school, and part in the other. Faculty members who propose joint and dual
programs must therefore consult with the administration of both schools/units and develop a plan for tuition,
where applicable.
Joint degree programs represent the higher degree of integration. Joint programs typically have a unified
admission process for both degree programs (that is, the students are admitted to the joint program at the outset
of their careers). Joint programs also typically award both degrees at the same time, and receipt of one degree is
contingent on completion of the other. (This arrangement occurs, for example, when a PhD dissertation is
counted as the master’s thesis requirement for a PhD/Masters joint degree.) When proposing a joint degree
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program, faculty need to attend to the special issues that this arrangement entails: how to handle students who
complete one, but not both, degrees; how to arrange for joint recruitment, application, and enrollment; and how
students will be registered and tracked. Joint degrees must go through the process of external review and approval
by the Office of Academic Planning and the Board of Trustees.
Dual degree programs keep the two programs more separate than joint degree programs. Typically, students may
opt to do a dual degree after enrolling in one of the programs. Also, typically, one of the two degrees may be
awarded without completion of the other. Dual degree programs do, however, integrate some of the courses of
study, and some arrangements are typically made so that the dual degree program can be completed in less time
than the serial completion of each. The Laney Graduate School requires that all dual degree programs be allowed
a maximum of 20% of credit hours to be double-counted or exchanged toward the dual degree. Dual degrees do
not require external review or approval by the Office of Academic Planning and the Board of Trustees.

4.5

LETTER OF INTENT

New programs and substantive changes to programs represent significant allocations of resources, both for the
Laney Graduate School and for the other Emory schools that will support the new program or substantive change.
Before investing in the process of program development, both faculty and administrators need to be confident
that sufficient human and financial resources, as well as infrastructure, are available to meet the new program’s
requirements. Prior to submitting a letter of intent to the Executive Council, faculty should meet with relevant
senior administrators of all involved units. In the Laney Graduate School, these administrators are the Senior
Associate Dean and the Associate Dean for Program Planning and Strategic Initiatives.
A letter of intent argues that graduate training in the proposed area is intellectually and academically important,
and that Emory is in a position to mount a distinctive and excellent program. It must do the following:
A. Thoroughly justify the new program/substantive change. Explain the intellectual and academic
importance of the new program or substantive change and show how it fits with the strategic plan and
priorities of the Laney Graduate School and Emory University. Clearly identify the needs that the new
program or substantive change will meet. List similar programs and explain how a program at Emory will
be distinctive. Discuss how Emory’s program will compare to the very best programs in the field.
B.

Describe the potential students and how they will be served. What are the expected academic
backgrounds of potential students? In general terms, how would the program benefit them? Describe
the anticipated placement of graduates. [Note: A detailed description of program requirements is not
required at this stage.]

C.

Identify schools, departments, and other University units that will have a direct role in the proposed
program. All new programs and substantive change to programs will be evaluated in relation to the
priorities and strategic plans of other relevant schools at Emory, as well as the Laney Graduate School.
Provide letters from senior administrators (such as deans or associate deans) of the relevant schools/units
supporting the development of a new program or substantive change and acknowledging the allocation of
faculty effort toward new graduate teaching.

D. Describe the faculty, information technology, laboratory, and library resources required for the new
program or substantive change. If resources are not already in place, provide and document a detailed
plan for their acquisition.
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E.

Identify external sources of funding that will support tuition, fees, graduate stipends, faculty effort, and
other program needs. [Note: A detailed budget or business plan is not required at this stage.]

F.

Identify support required from the Laney Graduate School, including stipend, tuition, fees, and other
support. [Note: A detailed budget or business plan is not required at this stage.]

4.6

PROGRAM PROPOSAL

After the letter of intent has been approved by the Executive Council and the Dean of the Laney Graduate School,
the involved department/program or school must develop and submit a full proposal.
A graduate program needs support from faculty who are committed to its creation and maintenance. Faculty
developing new programs or substantive changes need to meet with the faculty members who will make up the
program early in the process and to use their input to develop the proposal.
Graduate programs are not identical to departments, and faculty developing proposals are encouraged to look
across Emory for potential faculty members who can support the program as full or affiliated members. Bear in
mind that proposals evolve during the course of Executive Council review. It is important to keep core faculty
abreast of such changes. Prior to the external review, the Executive Council will seek evidence that core faculty
have approved the final version of the proposal.
Faculty developing new proposals or substantive changes are advised to work closely with LGS staff. In addition to
the Senior Associate Dean and the Associate Dean for Program Planning and Strategic Initiatives, the LGS Associate
Director for Enrollment Processes and Records should also be consulted.
A new program or substantive change proposal must be approved by the Executive Council and the Dean of the
Laney Graduate School before it can be submitted for external review.

REQUIRED ELEMENTS OF THE PROPOSAL
Note: SACSCOC reserves the right to make amendments to the requirements outlined below for certain types of
changes.
The proposal should include a concisely worded narrative with the information specified in the guidelines below.
The following guidelines are generic; each proposal should be tailored to focus on the specific new program or
change being proposed.
When complete, submit a copy of the proposal via email to the Senior Associate Dean of the Laney Graduate
School.
Cover Sheet
1.
2.
3.

Include name, phone number, and e-mail address of the person to be contacted with questions regarding
the proposal;
List certificate, diploma and degree programs which are related to the proposed program; and
List institutional strengths that facilitate the offering of the proposed program.

Abstract
In one to two pages:

10

1.
2.
3.
4.
5.

Describe the proposed new program or change to the program;
List the initial date of implementation;
Projected number of students, and if applicable, description of primary target audience;
Projected life of the program (single cohort or ongoing);
List instructional delivery methods and, if the change involves the initiation of an off-campus site, its
complete physical address.

Background Information
1.

Provide a clear statement of the nature and purpose of the new program (or change) in the context of the
mission and strategic priorities of Emory University and the Laney Graduate School.

2.

Provide a purpose or mission statement that expresses the distinctive character and coherence of the
new program.

3.

Describe the expected outcomes for a successful program.

4.

Provide a list of core and affiliated faculty for the program, their areas of expertise and their teaching and
advising responsibilities within the program.
a. Members of the graduate faculty are expected to have PhDs and be active in peer-reviewed
research. The inclusion of faculty who do not meet these criteria (such as research-active clinical
faculty) should be explained.

5.

Provide a five year plan for teaching the required courses and sufficient electives to sustain graduate
education.
a. The plan should include specific faculty assignments to the courses.
b. Where faculty members anticipate leaves during the five year period, indicate the replacement
faculty who will teach, and explain the impact faculty leaves will have on the launch and
development of the program.

6.

Describe the administrative structure of the proposed program.
a. Programs must have a Director of Graduate Studies who has primary responsibility for the
program.
b. Programs must have a faculty committee (such as an Executive Committee or Graduate Studies
Committee) who that oversee the program.

7.

Describe the impact that the proposed program will have on the undergraduate or masters-level
programs present in the relevant schools.

8.

Describe how the proposed program will relate to other PhD programs at Emory. Have other programs
been consulted about the proposed program?

9.

Describe where the program will be offered (main campus or at other, approved off-campus sites).

10. If appropriate, provide evidence of the legal authority for the substantive change (if authorization is
required by the governing board or the state).
Assessment of Need and Program Planning/Approval
1.

Briefly discuss the rationale for the new program (or change), including an assessment of need. In the
rationale, thoroughly justify the new program. Explain the intellectual importance of the new program.
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2.

Clearly identify the needs that the new program will meet. Provide information about similar programs
and explain how a program at Emory will be distinctive. Discuss how Emory’s program will compare to the
very best programs in the field.

3.

Briefly discuss evidence of inclusion of the new program (or change) in the institution’s ongoing planning
and evaluation processes.

4.

Provide documentation that faculty and other groups were involved in the review and approval of the
new program and, if applicable, the new site.

Description of the New Program (or Change)
1.

2.

Provide a detailed description of the elements of the program. The description should include the
following:
a. The course curriculum and the sequencing of courses. Clearly indicate whether courses are
required or elective. What percentage, if any, of the proposed curriculum will involve distance
learning? [Note: Master’s degrees require a minimum of 30 credit hours.]
b.

For each new course in the proposal, include a New Course Proposal Form and a sample syllabus.

c.

Provide a description of any exams, papers, proposals, or other requirements (for doctoral
programs, a description of requirements for advancement into candidacy).

d.

Provide detailed descriptions of the format, the method of administration, and the way in which
students will be evaluated.

e.

Describe any processes of appeal or re-take that will be available to the students.

f.

Describe post-candidacy requirements, such as regular evaluations by the dissertation
committee for doctoral programs.

g.

Provide sample pathways for how students will progress through the program, showing possible
sequences of course work and other requirements. (A table illustrating this timeline is helpful.).

h.

Estimate student time-to-degree for Master’s and doctoral programs.

Describe the advising procedures to be used for students in the program. Describe regular processes for:
a. Evaluation of the students by the program faculty. Programs must have a procedure for annual
review of and feedback to the students over and above course grades. Discuss pre-candidacy
evaluation of students by program faculty for doctoral programs.
b.

Post-candidacy regular review of student progress for doctoral programs.

c.

Evaluation of the program structure and content, placement of students, recruiting, etc.

3.

Describe teaching responsibilities students are likely to discharge (if relevant). At what point in their
careers will students normally teach? How will the TATTO teaching requirements be met for doctoral
programs?

4.

Describe the Jones Program in Ethics implementation plan for doctoral programs. How will the JPE
requirements (minimum of 6 hours of program-based ethics material) be met?
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5.

Describe procedures to be used to recruit students for the program, including a plan for diversity
recruitment and enrollment.

6.

Indicate the number of students proposed to be admitted in the first and subsequent years of the
program, as well as the steady state number of students anticipated for the program.

7.

Provide a description of the specific outcomes and learning objectives of the program and a schedule of
proposed course offerings.

8.

In the case of a change involving the initiation of a branch campus or an off-campus site, indicate the
educational program(s) to be offered. Describe any differences in admission, curriculum, or graduation
requirements for students enrolled at the new site(s), or any special arrangements for grading,
transcripts, or transfer policies.

9.

Describe administrative oversight to ensure the quality of the program or services to be offered.

10. If necessary, a prospectus for approval of distance learning should describe the infrastructure supporting
the delivery method (training of faculty, development of courses for distance delivery, technical support
for student and faculty).
Faculty
1.

Provide a complete roster (see page 3 of Faculty Roster Instructions) of those faculty employed to teach in
the program referred to in the proposal, including: ‘a description of those faculty members’ academic
qualifications and other experiences relevant to the courses to be taught in the program in question,
course load in the new program, and course work taught in other programs currently offered. Consult the
Faculty Roster Instructions for guidance in completing the Roster.

2.

Provide a narrative with supporting evidence that the number of full-time faculty members is adequate to
support the program; and describe the impact of the new initiative on faculty workload.

3.

For distance learning programs, describe processes in place to ensure that students have structured
access to faculty.

4.

For graduate programs, document scholarship and research capability of faculty; also, for doctoral
programs, document faculty experience in directing student research.

Library and Learning Resources
Describe library and information resources—general as well as specific to the program—and staffing and services
already in place to support the proposed program. Will additional library holdings be required? For doctoral
programs, document discipline-specific refereed journals and primary source materials.
If reliant upon other libraries:
a. Describe those collections and their relevance to the proposed program and include a copy of formal
agreements in the appendix.
b. Relative to electronic resources, describe how students and faculty will access information, training for
faculty and students in the use of online resources, and staffing and services available to students and
faculty.
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c. If you are citing electronic databases accessed through consortial or statewide groups, please describe the
discipline-specific suites of resources and not just the name of the consortium (such as Viva, Tex-Share,
Galileo, Louis, etc.).
Physical Resources
1.

Provide a description of physical facilities and equipment to support this initiative. Assess the impact that
the proposed program (or change in program) will have on existing programs and services.

2.

Describe availability of space needed to support the research and teaching activities of students. Will
additional space be required?

3.

Describe the availability of laboratory space or specialized information technology to support student
research. Will additional resources be required?

Financial Support
1.

Provide a business plan that includes all of the following:
a. A description of financial resources to support the program (or change in program), including a
budget for the first year (a three-year budget is requested for a new branch campus).
b. Projected revenues, expenditures and cash flow.
c. The amount of resources going to institutions or organizations for contractual or support
services.
d. The operational, management, and physical resources available for the change.

2.

Provide contingency plans in the event that required resources do not materialize.

Evaluation and Assessment
1.

Describe the means used to monitor and ensure the quality of the program.

2.

Using the Assessment Plan template, summarize procedures for systematic evaluation of instructional
results, including the process for monitoring and evaluating the new program as well as using the results
of evaluation to improve the program.

3.

Attach a completed Assessment Plan form to the proposal. For compressed time frames, describe the
methodology for determining that levels of knowledge and competencies comparable to those required in
traditional formats have been achieved.

Letters of Support
1.

Each faculty member named as a core or affiliated faculty must provide a letter acknowledging of his or
her role and responsibilities in the new program.

2.

For each faculty member involved, the chair/director of her/his academic until must provide written
approval of the allocation of faculty effort for teaching, mentoring, and service duties to proposed
program.

3.

For each school or unit involved, the dean or associate dean of faculty must review the proposal and
provide written approval of the allocation of faculty effort.

4.

The Library must conduct an analysis of current holdings in the proposed area, comparing Emory’s
holdings to other universities with similar programs and assessing the cost of development and
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maintenance. The analysis must be accompanied by a letter of support from the Director of University
Libraries assessing the feasibility of the library support for the new program.
Appendices
All appendices should be referenced in the proposal text. Appendices may include items such as:






4.7

Copies of library and other cooperative or contractual agreements;
The Faculty Roster document;
The Assessment Plan template;
Course descriptions, and other items of documentation to support the narrative; and
Letters of support and, when appropriate, resolutions from faculty governance groups.

EXTERNAL REVIEW AND FINAL EVALUATION

External evaluators provide a peer review of the proposed program, its distinctive character, and its intellectual
and academic coherence. Faculty evaluators are chosen by the Laney Graduate School in consultation with the
proposed program faculty. In addition to the text of the program proposal, external evaluators are provided with a
budget or business plan for the proposed program.
The text of the final version of the program proposal must be approved by the (proposed) core faculty. Normally,
this will be during a faculty meeting where the proposal can be discussed. Before the proposal goes to the
external review committee, there must be some documentation of the faculty approval of the final proposal. For
example, documentation might take the form of a memo signed by all who were present at the meeting.
The budget should be developed in consultation with the Laney Graduate School Associate Dean for Program
Planning and Strategic Initiatives and the Chief Business Officer of the Laney Graduate School. The budget should:
1.

Identify any potential sources of student support, revenue, tuition, or other support for the program,
external to Emory University or the Laney Graduate School.

2.

Indicate the stipend level for students in the program. What are the stipend levels provided by
comparable programs at other institutions?

3.

Identify any costs that may be associated with starting the program other than student support, such as
equipment, space, faculty, etc. How will those costs be funded?

When the Laney Graduate School has received the report of the external evaluators, it will be forwarded to the
faculty of the proposed program for a response. External reviews typically have recommendations for the
program, and the faculty of the proposed program should prepare a written response to the Executive Council
explaining their response to the recommendations.
The Executive Council evaluates all proposals for programs in terms of competing needs for resources among other
proposed and existing programs. Such evaluations will be based, in part, on the results of the external review,
prospects for career placement of graduates, and the strategic plans of the Laney Graduate School, other relevant
schools, and the University.
If the Executive Council recommends approval of the new program to the Dean of the Laney Graduate School, and
the Dean concurs, the new program will be proposed to the Provost and the Board of Trustees for approval.
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4.8

HANDBOOK DEVELOPMENT AND APPROVAL

Before the first cohort of students arrives on campus, the DGS of the new program must develop a graduate
student handbook. The handbook must have complete and accurate descriptions of all requirements and
administrative procedures. Most of these will already have been described in the proposal and approved by the
Executive Council. Since the wording of the handbook is authoritative for students, however, the handbook must
be submitted for review by the Executive Council; this must be done before the fall semester of the first year that
the program is active.

5. REQUEST FOR RESUMPTION OF ADMISSIONS BY SUSPENDED MASTERS AND
DOCTORAL GRADUATE PROGRAMS
5.1

OVERVIEW OF RESUMPTION OF ADMISSIONS PROCESS

Note: According to the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC)
requirements, a suspended program may request a resumption of admissions within a five-year period after being
suspended. Any reactivation of a suspended program will require SACSCOC notification. If admissions are not
resumed after five years, a substantive change approval will be filed to close the program.
The Executive Council subjects letters of intent and proposals to rigorous review. Requests for clarification and
revision are a normal part of the process, and faculty proposing resumption of admissions for suspended programs
should expect several rounds of review by the Executive Council before the proposal is ready for external review.
Expect that the timeline between the letter of intent and new resumed cohort of students will most likely be a
minimum of one to two years.
All requests for resumption of admissions by suspended graduate programs go through the following steps:
1.

Faculty preparing the request should meet with relevant senior administrators of all involved units.

2.

Upon the program’s request to submit a letter of intent to resume the program, the Executive Council will
solicit confidential letters of support from senior administrators (deans and/or associate deans), to be
submitted to the Executive Council.

3.

A letter of intent should be submitted by the program to the Executive Council for review. The Executive
Council may respond to the letter of intent with requests for revisions or clarifications.

4.

Once the letter of intent is approved by the Executive Council, the program proposal and budget are
developed in consultation with LGS staff.

5.

The program proposal is submitted to the Executive Council for review and approval. The Executive
Council may also request revisions or clarifications before approval is granted.

6.

Once approved by the Executive Council, the Council recommends that the proposal be put forward for an
external peer review process. The report from the external review is reviewed by the Executive Council
prior to final approval and before recommendation to the Dean that the request for resumption of
admissions by suspended graduate programs proceeds.
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7.

Recommended proposal revisions are integrated, as appropriate, and the revised proposal, along with a
memo response to the external review, is submitted to the Executive Council for review and approval.

8.

Upon approval of the proposal, the Executive Council will recommend resumption of the program to the
Dean

9.

Upon approval from the Dean, the Office of the Provost will be notified; the Office of the Provost will
engage the appropriate process to determine SACS related matters, viz., substantive change assessment.

10. The program resumes admissions of students.
11. Revision of the program’s handbook must be submitted to the Executive Council for review and approval.
Approval must be obtained before cohort of students arrives on campus.

5.2

LETTER OF INTENT

Resumption of admissions for suspended graduate programs represents significant allocations of resources, both
for the Laney Graduate School and for the other Emory schools that assume responsibility for faculty effort when
admissions are resumed.
Prior to submitting a letter of intent to the Executive Council, the graduate faculty leadership group should meet
with relevant senior administrators of all involved units. In the Laney Graduate School, these administrators are
the Senior Associate Dean and the Associate Dean for Program Planning and Strategic Initiatives.
A letter of intent presents how the proposed remaking and redesigning of the graduate program is intellectually
and academically important, and that Emory is in a position to mount the proposed refashioned graduate program.
A.

Thoroughly justify the redesigned graduate program, and explain what changes will be implemented to
ensure its distinctiveness and excellence. Explain the intellectual and academic importance of the program,
and show how it fits with the strategic plan and priorities of the Laney Graduate School and Emory University.
Clearly identify the needs that the redesigned program will meet.

B.

List similar programs, and explain how the redesigned program at Emory will be distinctive. Discuss how this
program will compare to the very best programs in the field.

C.

A graduate program needs support from faculty who are committed to its resumption, redesign, and
maintenance. Faculty remaking a current suspended program, therefore, will need to meet with current and
new graduate faculty members of the redesigned program early in the process and use their input to
refashion the program. Graduate programs are not identical to departments, and faculty redesigning
programs are encouraged to look across Emory University for potential graduate faculty members who can
support the program as full or affiliated members. Explain how graduate faculty of your program will
contribute to the redesign of the program and the overall vision of the program. Provide a roster of potential
graduate faculty that will participate in the redesigned program.

D.

Describe the students you are seeking to attract with the redesign and how they will be served. What are the
expected academic backgrounds of potential students? In general terms, how would the redesigned program
benefit them? Describe the anticipated placement of graduates. [Note: A detailed description of any changes
in program requirements is not required at this stage.]
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E.

Identify schools, programs, and other University units that will have a direct role in the redesigned program.
Upon a request to submit a letter of intent, the Executive Council will solicit confidential letters of support
from senior administrators (deans or associate deans) of the relevant schools that directly affect the
development of the redesigned program and the allocation of faculty effort toward graduate teaching and
mentoring. These letters will be submitted to the Executive Council.

F.

Describe the information technology, laboratory, and library resources required for the redesign. If resources
are not already in place, provide and document a detailed plan for their acquisition.

G.

Identify external sources of funding that will support tuition, fees, graduate stipends, faculty effort, and other
program needs. [Note: A detailed budget or business plan is not required at this stage.]

5.3

PROGRAM PROPOSAL

When the letter of intent has been approved by the Executive Council and the Dean of the Laney Graduate School,
the involved program must submit a full proposal. Bear in mind that proposals evolve during the course of
Executive Council review. It is important to keep graduate faculty abreast of such changes. Prior to the external
review, the Executive Council will seek evidence that core faculty have approved the final version of the proposal.
Resumption of admissions of a suspended program proposal must be approved by the Executive Council and the
Dean of the Laney Graduate School before the process moves to external review.
Follow the guidelines under Section 4 - New Certificates, Masters, and PhD programs and Substantive Changes to
Existing Programs when writing the proposal.
Submit a copy of the proposal via email to the Laney Graduate School Senior Associate Dean.

18

