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IV. NON-CREDIT PROGRAMS
A wide range of non-credit courses, programs, and services are offered through the State Campuses to meet the needs of business and industry as well as the community and special groups. These courses are valid in their own right however differ from college courses that traditionally award academic credits.  Although there are no prerequisites for admissions into non-credit programs, a specific course may require some prior experience or knowledge of the subject for the student to obtain maximum benefit. 

a. All non-credit courses are assigned the alpha “CEU”. 

b. Tuition and fees vary depending on the nature and length of the course. 

c. An evaluation for each non-credit course is to be submitted by the Program Coordinator and Campus Director to the Vice President for Instructional Affairs after completion of the course, program, or service. 
A proposal for a non-credit course may be initiated by a faculty member, an academic division, an administrator or a concerned citizen.  A new non-credit course proposal must be reviewed by a subcommittee of the Curriculum Committee and approved by the President.  These procedures are to be followed when submitting a new non-credit course proposal for review. 

The non-credit course subcommittee is comprised of the Vice President of Instructional Affairs, Director of Academic Affairs, Continuing Education and Vocational Director and an expert staff/faculty in the subject matter.
1. Non-credit Course Proposal Request 

a. Course initiator obtains the course proposal form (Appendix A) from the Curriculum Committee Chairperson or the Campus Director and completes it.

b. The course initiator submits the completed course proposal form through the Campus Director or through the appropriate on-campus staff for review and action before the 
Sub-Committee’s review.

c. If the request is approved by the President, the course initiator is informed of this action thru the Campus Director or Sub-Committee Chairperson. Disapproved proposal requests are returned to the appropriate State Campus and person initiating the request with comments indicating the reasons the proposal was not approved and/or suggestions for improving the proposal.
2. Non-credit Course Outline Approval 

a. The course initiator completes and attaches a cover page (Appendix Q) to the course outline. 

b. Upon approval of the request, the course initiator writes the course outline based on the accepted format ( SLO)to meet the following criteria:

1. It is a formal program of learning which can contribute to    professional  competency

2. Contains practical content to improve or enhance career potential

3. Includes learning outcome(s), course content, and evaluation and assessment methods.
4. Contains content to enrich personal goals and development

c. The proposed non-credit course outline is submitted to the Sub-Committee Chairperson thru the Campus Director or appropriate National Campus staff. 

After the Sub-Curriculum Committee reviews and ensures the course quality the Committee Chairperson Signs the course cover page and forwards the course outline to the President for final action. The Committee Chairperson informs all concerned of the President’s final action. 
3.  Non-credit Instructor Approval
a. instructor for non-credit courses shall possess at least 3 of the following qualifications:

1. Competence in the subject matter (at least a minimum of three (3) years of work experience).
2. Knowledge and skills in instructional methodologies (at least 2 years of teaching experience.)
3. A professional designation of a recognized industry.
4. A degree from an accredited college in the subject matter or related area.
5. Expert in the subject matter. (Poses an industry certificate, Journeyman certificate or a certificate/document signifying skills relevant to the subject matter.
b. Applicant for non-credit courses must submit:

1. a current resume

2. official transcript

3. two letters of recommendation

5. Non- credit course Evaluation/ Assessment
a. An evaluation form (Appendix U) will be completed for all non-credit courses offered by the college. The completed forms will be forwarded to the office of the VPIA for compilation. The compiled results will be disseminated to the appropriate personnel.  
b. All final results are forwarded to the office of the VPIA for filing.  
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