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New Program Approval Checklist: AA, AS, and Non-CTE Certificates
Allow approximately 12 months for full approval

Step 1: Development
☐ Complete  EP 201 form
☐ Identify the appropriate CIP code through the National Center for Education Statistics.



Step 2: Confirm Requirements
☐ Review EP 105
☐ Confirm program meets CCCS credit hour requirements (select appropriate program):
☐ SP 9-30a for Associate degrees
☐ SP 9-30c for Certificates
☐ Confirm program meets HLC requirements. See section B: Teaching and Learning: Quality, Resources, and Support. 



Step 3: Collaborate with Key Stakeholders
☐ Assessment Leadership in Division – develop Program Learning Outcomes (PLOs) and Curriculum Maps
☐ SFCC Representatives – ensure CCCS requirements align with the SFCC Style Guide
☐ Advising – confirm program requirements and layout are clear to advisors/students
☐ Accreditation Liaison Officer (ALO) – review for HLC requirements
☐ Financial Aid – review credits needed for financial aid (optional)
☐ Military and Veteran Programs (MVP) – review credits needed for financial aid (optional but highly suggested)



Step 4: Review Courses (PPSC Catalog & CCNS Database)
☐ Check if required courses are in PPSC catalog – no action needed
☐ Check if courses are in CCNS Database but not in PPSC catalog – submit PPSC  Curriculum Course Request Form
☐ If courses are not in CCNS Database – follow SFCC process:
☐ Download appropriate course submission template from CCCS Dean & Faculty Hub SharePoint
☐ Review SFCC Style Guide
☐ Submit template to State Discipline Chair for distribution/evaluation
☐ Submit PPSC Curriculum Course Request Form with SFCC template to PPSC Curriculum Committee to add the course to the CCNS database. 
☐ PPSC VPIS reviews all new course requests
☐ PPSC VPIS submits approved course(s) to SFCC by the 5th of every month
☐ PPSC Discipline Representative attends SFCC meeting to answer questions
☐ Once SFCC approves, course is added to CCNS Database
☐ Submit PPSC Curriculum Course Request Form to PPSC Curriculum Committee to add the course to the PPSC Catalog.
☐ Course is added to PPSC Catalog


Step 5: Obtain PPSC Curriculum Committee Approval for New Program
☐ Format program for the PPSC Catalog
☐ Submit Curriculum Program Request Form to PPSC Curriculum Committee
☐ Attend Curriculum Committee meeting to answer questions/receive feedback



Step 6: Obtain HLC Approval
☐ Submit HLC Screening Form to the Accreditation Liaison Officer (ALO) 
☐ Do not move to Step 7 until HLC approval is obtained



Step 7: Obtain CCCS Approval
☐ Complete CCCS Program Approval Request Form (responsible party TBD: Instructional Support, division, or department chair)
	☐ CCCS will generate a Banner Code
	☐ Program is added to the Admissions Application



Step 8: Obtain Department of Education Approval
☐ PPSC Director of Financial Aid submits program to Department of Education for review/approval



Step 9: Notify Office of Student Accounts
☐ Notify the Office of Student Accounts that the program has been created to initiate the Rate Table calculations. 

Process is complete!
The program is fully approved when:
☐ Banner code is generated
☐ The program is added to the Admissions Application 
☐ The program is Financial Aid approved 
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