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CERTIFICATES AT CPCC
Currently, CPCC is proud to have approximately 125 certificate programs with over 3,800 students participating since 1997.  This option of providing short-term curriculum training is growing and is now viewed as a viable means to obtaining entry-level skills training, in a short period of time.
Importance to Students:  Many students desire to obtain a certificate at the completion of their courses.  However, students cannot obtain this certificate or even graduate from a program if they have not been admitted.

Program Chairs and Division Directors need to make students aware of what certificates they have earned (name and program code) and verify that the student has been admitted to the certificate programs.  All of this should take place before sending a student to the graduation office.

Importance to Programs:  If students apply for the completed certificate, the program of study will benefit in several ways:  they will be able to report “completers”; and the college will obtain needed equipment monies, based on the students completing the program of study.

This Certificate Procedure Guide will provide the resources to Divisions and Programs of Study for initiating new certificates as well as procedures for assisting students in completing their certificates.  And, resources are provided for publicizing and tracking your certificate programs.

CURRICULUM DESCRIPTION

NORTH CAROLINA ADMINISTRATIVE CODE
T23:  Chapter 2 (E)

(f) Certificate Programs.  The Certificate shall be granted for a planned program of study consisting of a minimum of 12 and a maximum of 18 semester hours of credit from courses at the 100-299 level.

(i) General education is optional in certificate curricula.

(ii) Certificate curricula shall include a minimum of 12 semester hours of major courses selected from the Common Course Library.

(A) A certificate curriculum program which is a stand-alone curriculum program title or which is the highest credential level awarded under an approved associate in applied science degree or diploma program shall include 12 semester hours of credit from core courses or subject areas or both within the major hours category.

(B) Courses for other major hours in a stand-alone certificate curriculum program shall be selected from prefixes identified on the curriculum standard.  A maximum of nine semester hours of credit may be selected from any prefix listed, with the exception of prefixes listed in the core or concentration.
(C) Work experiences, including cooperative education, practicums, and internships, may be included in a certificate program up to a maximum of two semester hours of credit.

(iii) A certificate curriculum program may include a maximum of one other required hour of credit to complete college graduation requirements.  This course shall be selected from the Common Course Library.

(iv) An institution may award a certificate under an approved degree or diploma curriculum program for a series of courses totaling a minimum of 12 semester hours of credit and a maximum of 18 semester hours of credit taken from the approved associate degree or diploma curriculum program of study.

(v) Selected topics or seminar courses may be included in a certificate program up to a maximum of three semester hours of credit.

(4) Curriculum Standards Compliance.  Each institution shall select curriculum program courses from the Common Course Library to comply with the standards for each curriculum program title the institution is approved to offer.  The selected courses shall comprise the college’s program of study for that curriculum program.

(a) Each institution shall maintain on file with the Department of Community Colleges a copy of the official program of study approved by the institution’s board of trustees.

(b) When requesting approval to offer a curriculum program title, an institution shall submit a program of study for that curriculum program title.

(c) A copy of each revised program of study shall be filed with and approved by the Department of Community Colleges prior to implementation at the institution.

History Note:
Authority G.S. 115D-5; S.L., 1995, c.625



Temporary Adoption Eff. June 1, 1997;



Eff. July 1, 1998
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PROCEDURE GUIDE (for Programs)
Creating a New Certificate

Revising a Certificate

Inactivating a Certificate
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CREATING A NEW CERTIFICATE

*Note: Although divisions may submit new certificate programs throughout the year, program chairs are encourage to submit new certificate programs for the fall semester before the catalog goes to print.

1. Determine the correct program code and title for the certificate.

· The following formula should be used in coding certificates:
For certificates 1-10:

C + 5-digit state number + C + certificate number

(i.e. C25100C1 through C25100C0)

For certificates 11-99:

C + 5-digit state number + certificate number

(i.e. C2510011 through C2510099)

· Once a program code has been assigned, that code cannot be reused, even if the original certificate is inactivated.  Additionally, once a title has been assigned to a certificate code, the title cannot change.  

· Please use the standard format established by the college for program titles, which is to specify the Major and Specialization.

EX: 
C2512DC1

  
Business Administration Certificate


Specialization in International Business

Do not use the concentration and the specialization.

EX: 
International Business Certificate

    
Specialization in International Business

2.      Create a program of study for the certificate.

· The total hours of credit required by a certificate must be 12 – 18 SHC.

· All courses included in the certificate program must be part of the degree/diploma program approved by the state for that major.

· General education courses are optional for certificates.

3.      Complete a Certificate Approval Form

· Forms are available online at http://inside.cpcc.cc.nc.us/forms/default.htm#Instruction or from the Graduation Office, x6312.

· Program Code of State Approved Degree/Diploma: Enter the program code for the degree/diploma program under which this certificate falls.

· Program Title of State Approved Degree/Diploma: Enter the title of the degree/diploma program under which this certificate falls.

· New Program Code for Certificate: Enter certificate code (see #1 for assistance in determining certificate code)

· New Program Title: Enter the name of the certificate using the standard format mentioned above
· Effective Date: Enter the date the certificate will be activated.  This date should be the start date for the effective term.
· Effective Catalog Year: Enter the catalog year in which this certificate will first be offered.  Catalog years run from the fall term through the summer term.
· Course Requirements: Enter the course requirements for the certificate.  This section should include course prefixes and numbers, course titles, and number of credits earned for each course.
· Total Semester Hours Credit: Enter the total number of credits required for the certificate.
4.      Obtain approval from your dean to offer the certificate

5.      Send completed Certificate Approval Form with your dean’s original signature and date to the Graduation Office, Central High 120

REVISING A CERTIFICATE PROGRAM

*Note: Existing certificate programs may not be revised during the middle of a catalog years.  All certificate changes must be effective for a fall term and submitted before the catalog goes to print.

1. Create the revised program of study for the certificate.

· The total hours of credit required by a certificate must be 12 – 18 SHC.

· All courses included in the certificate program must be part of the degree/diploma program approved by the state for that major.

· General education courses are optional for certificates.
2. Complete a Certificate Approval Form with the Revised Program of Study

· Forms are available online at http://inside.cpcc.cc.nc.us/forms/default.htm#Instruction or from the Graduation Office, x6312.

· Program Code of State Approved Degree/Diploma: Enter the program code for the degree/diploma program under which this certificate falls.

· Program Title of State Approved Degree/Diploma: Enter the title of the degree/diploma program under which this certificate falls.

· New Program Code for Certificate: Enter the existing certificate code

· New Program Title: Enter the existing certificate title.  Once created, certificate titles cannot change.  In order to change the title, a new certificate with a new code must be created.
· Effective Date: Enter the date the revisions to the certificate will begin.  This date must be the beginning of the next fall term.
· Effective Catalog Year: Enter the catalog year in which the revisions to this certificate will first be in effect.  Catalog years run from the fall term through the summer term.  
· Course Requirements: Enter the course requirements for the certificate.  This section should include course prefixes and numbers, course titles, and number of credits earned for each course.
· Total Semester Hours Credit: Enter the total number of credits required for the certificate.
3.      Obtain approval for your certificate from your dean.

4.      Send completed Certificate Approval Form with your dean’s original signature and date to the Graduation Office, Central High Building 120.

INACTIVATING A CERTIFICATE

1. Instructional dean must send a memo to the Graduation Office, requesting that the certificate be inactivated.  The memo must include:

· Certificate code

· Certificate title

· Effective date when the certificate will be inactivated

· Dean’s original signature and date

*Note: Once a certificate has been inactivated, students can no longer be admitted to it.  Only students currently enrolled will be allowed to complete the program.  Please keep this in mind when considering the effective date.

PROCEDURES FOR STUDENTS APPLYING FOR A CERTIFICATE

Procedures for Students
Attached is a “how to” guide for students interested in applying for their certificate.  This guide was developed by the CPCC Graduation Office and is on their website (www.cpcc.edu/graduation_information/certificates/certificate.htm).  The guide mentions that students need to meet with their advisor or counselor to begin this process.  However, let me encourage programs of study and division offices to also include the program chair in this list of those that can assist the student.
Students need to complete the CPCC Certificate Completion Form.  Instructions are provided on the website and on the form (both pieces of information are attached).

Students should only bring this form to the CPCC Graduation Office after they have completed Section I and either the program chair/faculty advisor/counselor has completed Section II.  The Graduation Office cannot accept partially completed forms.

CERTIFICATE TRACKING

Certificate Tracking
At the end of the fall and spring semester, a printout will be ordered from Computing Services that list all students, by program of study, and the status of their certificate completion.  This will be sent to all division directors.  This tracking printout will provide divisions with information that can be used in several ways:

· Identify students that have completed coursework in certificates offered by the division/program of study

· Identify students that have actually received their certificate

· Identify students that have not applied for a certificate.

For students that have not applied for a certificate, the division can use this list to encourage students to apply for their certificate.  CPCC would like for all students to be awarded their certificate.  This not only provides the division/college with a completer, but it also gives the student a credential to use when applying for a job.

Attached are several resources to help with contacting students:

1. Memo listing several suggestions for using the tracking information

2. Sample letter to use in contacting students

3. Sample tracking printout.
PUBLICITY

Publicity
The college has provided each division and program of study, certain resources to use in publicizing certificate programs to potential students.  These include:

· A website listing all available certificates by program area, as well as information on types of jobs and estimated salaries (www.cpcc.edu/certificates/)

· Short-term Certificate Programs Information Line – 704-330-6191.  The information on this line will change each semester.  

· Posters highlighting certificate programs as well as procedures for students to apply for a certificate (Short-term Certificate Poster and Congratulations Certificate Students Poster).  Posters are available from the Director of Short-term Certificates.  The Short-term Certificate Poster is only a sampling of certificates and will change each year.
· Posters and information about certificates is given each semester to all the JobLink Centers and the Employment Security Commission, as well as other community groups.
CONTACTS
Contacts
Sandra Lare

Director of Work-based Learning (& Short-term Certificates)

Kratt 321

704-330-6191 (phone)

704-330-6201 (fax)

sandra.lare@cpcc.edu
Amy Bruining

Director Graduation Office

Central High 120A

704-330-6312 (phone)

704-330-6036 (fax)

amy.bruining@cpcc.edu
Mitchell Hagler

Assistant to the Vice President of Instruction

College Administration 1, Room 208

704-330-6576 (phone)

704-330-6767 (fax)

mitchell.hagler@cpcc.edu
Ellanor Graves

Office of the Vice President of Instruction

College Administration 1, Room 203

704-330-6141 (phone)

704-330-6767 (fax)

ellanor.graves@cpcc.edu






