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Reporting and Resolution of Institutional 
Losses: B-080  
Policy/Guideline Area 

Business and Finance Guidelines 

Applicable Divisions 

TCATs, Community Colleges, Universities, System Office 

Purpose 

The purpose of this guideline is to establish the process and procedures for reporting and resolution 

of institutional losses at institutions governed by the Tennessee Board of Regents. 

Definitions 

Resources - as used herein shall refer to assets such as cash or other financial resources, 

supplies, inventories, equipment and other fixed assets, real property, intellectual property, or 

data. 

Policy/Guideline 

I. Introduction  

A. Administrators at all levels of management should be aware of the risks and exposures 

inherent in their areas of responsibility, and should establish and maintain proper internal 

controls to provide for the security and accountability of all assets and other resources 

entrusted to them. 

B. It is the responsibility of each institution to establish a process to identify, report and 

investigate losses of state or institutional funds, property or other resources, whether by 

malfeasance or misfeasance.  



C. Tennessee Board of Regents (TBR) Policy 4:01:05:50, Preventing and Reporting Fraud, 

Waste or Abuse, includes requirements for reporting suspected instances of fraud, waste or 

abuse to the system office where such matters are subsequently reported to the Comptroller 

of the Treasury (T.C.A. § 8-19-501(a)).  

II. Reporting and Resolution Process  

A. Reporting Losses – For each reportable incident, the institution must complete a “Notification 

of Loss Report” (Exhibit 1) or “Property Loss Report” (Exhibit 2).  

1. The Notification of Loss Report should be used to report single incidents of shortages or 

losses of any asset, resource or data immediately upon occurrence or discovery. This 

report should be used to report the loss or shortage of any amount which is the result of 

acknowledged or suspected fraud, waste or abuse by either an employee or a non-

employee (for example, a vendor, contractor, or student). 

2. The Property Loss Report may be used to report property losses in any quarter in which 

losses occur and may include more than one incident or loss of property. However, see 

item 1 above if the property loss is a result of fraud, waste or abuse. 

3. The institution must also report covered property losses to the State of Tennessee, 

Department of Treasury, Office of Risk Management. 

B. Reporting Resolution – The investigation unit identified on the notification report will file a 

“Case Resolution Report” (Exhibit 3) at the conclusion of the investigation. Depending upon 

the nature and extent of the investigation, an Internal Audit Report may be issued in lieu of a 

Case Resolution Report. 

C. Distribution of Reports – Each notification and resolution report should be submitted to the 

following officials or offices:  

1. President / TCAT Director 



2. Vice President for Business and Finance 

3. Internal Audit Director 

4. Office of Safety and Security/Campus Police (as appropriate) 

5. TBR Vice Chancellor for Business and Finance 

6. TBR System-wide Chief Audit Executive 

III. Requirements Regarding Losses and Shortages   

A. Cash or Other Financial Resources – Institutions maintain cash, procurement cards, credit 

cards and other financial resources to facilitate its business needs. Institutions must report 

cash shortages or losses equal to or greater than $500 immediately to TBR. 

1. Some cash shortages result from human error and are the cost associated with doing 

business. However, objective reviews must be completed to eliminate misconduct and 

provide assurance that controls are effective. 

2. Regardless of amount, management should routinely perform objective reviews of 

shortages or other losses to identify any unusual items, recurring issues or a pattern of 

financial shortages. 

B. Property – Institutions maintain inventory records for capitalized property and sensitive minor 

equipment, as required by Tennessee Board of Regents Guideline B-110, Fixed Assets and 

Sensitive Minor Equipment. Institutions must report property losses to TBR at least quarterly. 

1. Losses of physical property due to inventory shrinkage, vandalism, unexplained events, 

natural disasters, or acts of God should be reported to TBR on a quarterly basis on the 

Property Loss Report (Exhibit 2). A Case Resolution Report is not required to be 

submitted for such losses. 



2. However, unexplained losses and those due to shrinkage or vandalism should be 

objectively reviewed by management to identify any unusual items, recurring issues or a 

pattern of losses.  

3. Occurrences that are potentially serious situations that would create public concern 

regardless of amount (e.g., the loss of certain chemicals) must be reported to the TBR and 

the Office of Risk Management immediately, followed by a written report. 

IV. Property Claims Process  

A. Property Claims – Individual occurrences exceeding $25,000 must be reported to the TBR 

Office of Facilities Management and the Office of Risk Management immediately, followed 

by a written report. 

1. The Office of Risk Management website at http://treasury.tn.gov/risk/ contains contact 

information under the “Contact Us” link and details of the insurance claim process under 

the “Claims Process” link. 

2. Each report of damage for a claim should include a detailed description of the loss and 

the estimated cost. In addition to the reporting requirements noted above, the 

department where the loss occurred should also receive a copy of this report. 

V. Actions  

A. TBR will evaluate the information provided and make a determination concerning external 

reporting obligations, if any, and the feasibility of pursuing available legal remedies in cases 

of misconduct, including fraud, waste or abuse. 

Exhibits 

 Exhibit 1 - Notification of Loss Report (docx /14.02 KB)  

 Exhibit 2 – Property Loss Report (docx /14.64 KB)  



 Exhibit 3 - Case Resolution Report (docx /17.21 KB)  

 Exhibit 4 - Reporting Matrix (pdf /82.93 KB)  

Sources 

November 6, 2002, Presidents Meeting; February 28, 2008, Presidents Meeting; February 29, 2008; 

Presidents Meeting November 7, 2012. 

 

 



 

EXHIBIT 4 TO TBR GUIDELINE B‐080 

 

Tennessee Board of Regents 

Reporting Matrix for Institutional Losses 

 

Type of Loss 

Immediate 
Notification 

to TBR 

Attachment A 
Notification 

of Loss 
Report 

Attachment C  
Property 

Loss Report  
( ab ) 

Attachment B  
Case 

Resolution 
Report ( bc ) 

TBR Reports 
to 

Comptroller 
of the 

Treasury 

Report to 
Office of Risk 
Management 

( d ) 

Fraud, Waste or Abuse (FWA) 

Any 
Resource 
Loss 

Any Amount 
FWA 

Yes Yes 
Physical 

Property Only 
Yes Yes 

Covered 
Physical 

Property Only 
> $25,000 

Non-FWA 

Cash ( a ) < $500 No No No No No No 

Cash > $500 Yes Yes No Yes Yes No 

Physical 
Property 

Capitalized Quarterly Yes Yes Yes Yes Yes (d) 

Physical 
Property 

Sensitive 
>$1,500 

Quarterly Yes Yes Yes Yes Yes (d) 

Physical 
Property 

< $1,500 No No No No No No 

Other 
Assets or 
Resources 
( e ) 

Any value Yes Yes No Yes Yes No 

               

Notes: 
FWA ‐ Fraud, Waste or Abuse (Misconduct by an employee, student, vendor, contractor or other). 
 

( a ) These losses should be reviewed by management to identify any patterns of losses; matters involving misconduct should 
be reported.  
 

( ab ) For property losses, either Notification of Loss Report or Property Loss Report should be submitted; both are not 
required. 
 

 (bc ) An Internal Audit Report may be issued in lieu of a Case Resolution Report. 
 

( d ) Events resulting in losses of $25,000 or greater should be reported to the Office of Risk Management. 
 

( cd) Other assets or resources may include items such as intellectual property or data, including data that may be stored on 
electronic devices. 
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Identity Theft Prevention: 4:01:05:60  
Policy/Guideline Area 

Business and Finance Policies 

Applicable Divisions 

TCATs, Community Colleges, Universities, System Office 

Purpose 

The Tennessee Board of Regents, on behalf of its Institutions, adopts this Identity Theft Prevention 

Policy and enacts this program in an effort to detect, prevent and mitigate identity theft, and to help 

protect the Institutions, their faculty, staff, students and other applicable constituents from damages 

related to the loss or misuse of identifying information due to identity theft. 

Definitions 

 Covered account - includes:  

o Any account that involves or is designated to permit multiple payments or transactions; or 

o Any other account maintained by the Institution for which there is a reasonably foreseeable 

risk of identity theft to students, faculty, staff or other applicable constituents, or for which 

there is a reasonably foreseeable risk to the safety or soundness of the Institution from 

identity theft, including financial, operational, compliance, reputation or litigation risks. 

 Identifying information - is any name or number that may be used, alone or in conjunction with 

any other information, to identify a specific person, including but not limited to:  name, address, 

telephone number, social security number, date of birth, government issued driver’s license or 

identification number, alien registration number, government passport number, employer or 

taxpayer identification number, student identification number, computer Internet Protocol 

address or routing code, credit card number or other credit card information. 



 Identity theft - means a fraud committed or attempted using the identifying information of another 

person without authority. 

 Red flag - is a pattern, practice or specific activity that indicates the possible existence of identity 

theft. 

Policy/Guideline 

I. Background  

A. The risk to the institutions of the Tennessee Board of Regents (hereinafter referred to as 

"Institutions"), its faculty, staff, students and other applicable constituents from data loss and 

identity theft is of significant concern to the Board and its Institutions, and the Institutions 

should make reasonable efforts to detect, prevent, and mitigate identity theft. 

B. Under this Policy the program will:  

1. Identify patterns, practices or specific activities (“red flags”) that could indicate the 

existence of identity theft with regard to new or existing covered accounts (see 

Definitions); 

2. Detect red flags that are incorporated in the program; 

3. Respond appropriately to any red flags that are detected under this program to prevent 

and mitigate identity theft; 

4. Ensure periodic updating of the program, including reviewing the accounts that are 

covered and the identified red flags that are part of this program; and, 

5. Promote compliance with state and federal laws and regulations regarding identity theft 

protection. 



C. The program shall, as appropriate, incorporate existing TBR and institutional policies and 

guidelines such as anti-fraud programs and information security programs that establish  

controls for reasonably foreseeable risks. 

II. Identification of Red Flags  

A. The following examples of red flags are potential indicators of fraud or identity theft. The risk 

factors for identifying relevant red flags include the types of covered accounts offered or 

maintained; the methods provided to open or access covered accounts; and, previous 

experience with identity theft. Any time a red flag or a situation closely resembling a red flag 

is apparent, it should be investigated for verification. 

B. Alerts, notifications or warnings from a credit or consumer reporting agency.  Examples of 

these red flags include the following:  

1. A report of fraud or active duty alert in a credit or consumer report; 

2. A notice of credit freeze from a credit or consumer reporting agency in response to a 

request for a credit or consumer report; 

3. A notice of address discrepancy in response to a credit or consumer report request; and, 

4. A credit or consumer report indicates a pattern of activity inconsistent with the history 

and usual pattern of activity of an applicant such as:  

a. A recent and significant increase in the volume of inquiries; 

b. An unusual number of recently established credit relationships; 

c. A material change in the use of credit, especially with respect to recently established 

credit relationships; or, 



d. An account that was closed for cause or identified for abuse of account privileges by 

a financial institution or creditor. 

C. Suspicious documents. Examples of these red flags include the following:  

1. Documents provided for identification that appears to have been altered, forged or are 

inauthentic. 

2. The photograph or physical description on the identification document is not consistent 

with the appearance of the individual presenting the identification. 

3. Other information on the identification is not consistent with information provided by the 

person opening a new covered account or individual presenting the identification. 

4. Other information on the identification is not consistent with readily accessible 

information that is on file with the Institution, such as a signature card or a recent check. 

5. An application appears to have been altered or forged, or gives the appearance of 

having been destroyed and reassembled. 

D. Suspicious personal identifying information.  Examples of these red flags include the 

following:  

1. Personal identifying information provided is inconsistent when compared against other 

sources of information used by the Institution. For example:  

a. The address does not match any address in the consumer report; or, 

b. The Social Security number (SSN) has not been issued or is listed on the Social 

Security Administration's Death Master File. 

2. Personal identifying information provided by the individual is not consistent with other 

personal identifying information provided by that individual. For example:  



a. There is a lack of correlation between the SSN range and date of birth. 

3. Personal identifying information provided is associated with known fraudulent activity. 

For example:  

a. The address on an application is the same as the address provided on a fraudulent 

application; or, 

b. The phone number on an application is the same as the number provided on a 

fraudulent application. 

4. Personal identifying information provided is of a type commonly associated with 

fraudulent activity. For example:  

a. The address on an application is fictitious, a mail drop, or a prison; or 

b. The phone number is invalid or is associated with a pager or answering service. 

5. The social security number provided is the same as that submitted by another person 

opening an account. 

6. The address or telephone number provided is the same as or similar to the address or 

telephone number submitted by that of another person. 

7. The individual opening the covered account fails to provide all required personal 

identifying information on an application or in response to notification that the application 

is incomplete. 

8. Personal identifying information provided is not consistent with personal identifying 

information that is on file with the Institution. 



9. When using security questions (mother's maiden name, pet's name, etc.), the person 

opening that covered account cannot provide authenticating information beyond that 

which generally would be available from a wallet or consumer report. 

E. Unusual use of, or suspicious activity related to, the covered account.  Examples of these 

red flags include the following:  

1. Shortly following the notice of a change of address for a covered account, the Institution 

receives a request for a new, additional, or replacement card, or for the addition of 

authorized users on the account. 

2. A covered account is used in a manner that is not consistent with established patterns of 

activity on the account. There is, for example:  

a. Nonpayment when there is no history of late or missed payments; 

b. A material change in purchasing or usage patterns. 

3. A covered account that has been inactive for a reasonably lengthy period of time is used 

(taking into consideration the type of account, the expected pattern of usage and other 

relevant factors). 

4. Mail sent to the individual is returned repeatedly as undeliverable although transactions 

continue to be conducted in connection with the individual's covered account. 

5. The Institution is notified that the individual is not receiving paper account statements. 

6. The Institution is notified of unauthorized charges or transactions in connection with an 

individual's covered account. 

7. The Institution receives notice from customers, victims of identity theft, law enforcement 

authorities, or other persons regarding possible identity theft in connection with covered 

accounts held by the Institution. 



8. The Institution is notified by an employee or student, a victim of identity theft, a law 

enforcement authority, or any other person that it has opened a fraudulent account for a 

person engaged in identity theft. 

9. A breach in the Institution’s computer security system. 

III. Detecting Red Flags  

A. Student enrollment.  In order to detect red flags associated with the enrollment of a student, 

the Institution will take the following steps to obtain and verify the identity of the individual 

opening the account:  

1. Require certain identifying information such as name, date of birth, academic records, 

home address or other identification; and, 

2. Verify the student’s identity at the time of issuance of the student identification card 

through review of driver’s license or other government-issued photo identification. 

B. Existing accounts.  In order to detect red flags associated with an existing account, the 

Institution will take the following steps to monitor transactions on an account:  

1. Verify the identification of students if they request Information; 

2. Verify the validity of requests to change billing addresses by mail or email, and provide 

the student a reasonable means of promptly reporting incorrect billing address changes; 

and, 

3. Verify changes in banking information given for billing and payment purposes. 

C. Consumer/Credit Report Requests.  In order to detect red flags for an employment or 

volunteer position for which a credit or background report is sought, the Institution will take 

the following steps to assist in identifying address discrepancies:  



1. Require written verification from any applicant that the address provided by the applicant 

is accurate at the time the request for the credit report is made to the consumer 

reporting agency; and 

2. In the event that notice of an address discrepancy is received, verify that the credit 

report pertains to the applicant for whom the requested report was made and report to 

the consumer reporting agency an address for the applicant that the Institution has 

reasonably confirmed is accurate. 

IV. Responding to Red Flags  

A. Once a red flag or potential red flag is detected, the Institution must act quickly with 

consideration of the risk posed by the red flag. 

B. The Institution should quickly gather all related documentation, write a description of the 

situation and present this information to the Program Administrator for determination. 

C. The Program Administrator (see Section VI) will complete additional authentication to 

determine whether the attempted transaction was fraudulent or authentic. 

D. The Institution may take the following steps as is deemed appropriate:  

1. Continue to monitor the covered account for evidence of identity theft; 

2. Contact the student or applicant for which a credit report was run; 

3. Change any passwords or other security devices that permit access to covered 

accounts; 

4. Close and reopen the account; 

5. Determine not to open a new covered account; 

6. Provide the student with a new student identification number; 



7. Notify law enforcement; 

8. Determine that no response is warranted under the particular circumstances; 

9. Cancel the transaction. 

V. Protecting Personal Information  

A. In order to prevent the likelihood of identity theft occurring with respect to covered accounts, 

the Institutions may take the following steps with respect to its internal operating procedures:  

1. Lock file cabinets, desk drawers, overhead cabinets, and any other storage space 

containing documents with covered account information when not in use. 

2. Lock storage rooms containing documents with covered account information and record 

retention areas at the end of each workday or when unsupervised. 

3. Clear desks, workstations, work areas, printers and fax machines, and common shared 

work areas of all documents containing covered account information when not in use. 

4. Documents or computer files containing covered account information will be destroyed in 

a secure manner. Institution records may only be destroyed in accordance with the 

Board's records retention guideline, TBR Guideline G-070 Disposal of Records. 

5. Ensure that office computers with access to covered account information are password 

protected. 

6. Ensure that computer virus protection is up to date. 

7. Avoid the use of social security numbers. 

8. Utilize encryption devices when transmitting covered account information. 



B. Institutional personnel are encouraged to use common sense judgment in securing covered 

account information to the proper extent. 

C. Furthermore, this section should be read in conjunction with the Family Education Rights 

and Privacy Act (“FERPA”), the Tennessee Public Records Act, and other applicable laws 

and policies. 

D. If an employee is uncertain of the sensitivity of a particular piece of information, he/she 

should contact his/her supervisor. The Office of the General Counsel may be contacted for 

advice. 

VI. Program Administration  

A. Oversight and Appointment of the Institutional Program Administrator  

1. The Identity Theft Prevention Policy is the responsibility of the governing body, the 

Tennessee Board of Regents. Approval of the initial plan must be appropriately 

documented and maintained. 

2. Each individual institution is required to tailor this program taking into consideration its 

size, complexity, and nature of its operation.  Each institution will consider the types of 

accounts it offers and maintains, the methods it provides to open those accounts, the 

methods it provides to access its accounts and its previous experience with identity theft. 

3. Operational responsibility of the program at each individual institution is delegated to a 

Program Administrator appointed by the President or Director and shall include but not 

be limited to;  

a. The oversight, development, implementation and administration of the program; 

b. Approval and implementation of needed changes to the program; and, 

c. Staff training. 



4. The Program Administrator is also responsible for ensuring that appropriate steps are 

taken for preventing and mitigating identity theft, for reviewing any staff reports regarding 

the detection of red flags, and for determining which steps should be taken in particular 

circumstances when red flags are suspected or detected. 

5. A report to the Institution’s President or Director should be made annually concerning 

institutional compliance with and effectiveness of the program, and the responsibility for 

such report may be placed with the Program Administrators. This report should address;  

a. Service provider arrangements; 

b. The effectiveness of the program in addressing the risk of identity theft; 

c. Significant incidents of identity theft and the institution’s response; and, 

d. Any recommendations for material changes to the program. 

B. Staff training  

1. Staff training shall be conducted for all employees for whom it is reasonably foreseeable, 

as determined by the Program Administrator, that may come into contact with covered 

accounts or identifying information. 

C. Periodic Updates to the Program  

1. At periodic intervals established in the program, or as required, the program will be re-

evaluated to determine whether all aspects of the program are up to date and 

applicable. 

2. Consideration will be given to the Institution’s;  

a. Experiences with identity theft situations; 

b. Changes in identity theft methods, detection methods or prevention methods; and, 



c. Changes in the Institution’s business arrangements with other entities.  

3. Periodic reviews will include an assessment of which accounts are covered by the 

program.  

a. As part of the review, red flags may be revised, replaced or eliminated. Defining new 

red flags may also be appropriate. 

4. Actions to take in the event that fraudulent activity is suspected or discovered may also 

require revision to the program. 

D. Overview of service provider arrangements  

1. It is the responsibility of the Institution to ensure that the activities of all service providers 

are conducted in accordance with reasonable policies and procedures designated to 

detect, prevent, and mitigate the risk of identity theft. 

2. In the event the Institution engages a service provider to perform an activity in 

connection with one or more covered accounts, the Institution will take the following 

steps to ensure the service provider performs its activity in accordance with reasonable 

policies and procedures designed to detect, prevent and mitigate the risk of identity theft.  

a. Require, by contract, that service providers have such policies and procedures in 

place; or, 

b. Require, by contract, that service providers review the Institution’s program and 

report any red flags to the Program Administrator.  

(1) Specific language for inclusion in contracts can be found in TBR Guideline G-

030 Contracts and Agreements. 



3. A service provider that maintains its own identity theft prevention program, consistent 

with the guidance of the red flag rules and validated by appropriate due diligence, may 

be considered to be meeting these requirements. 

Sources 

March 26, 2009 Board meeting; June 19, 2009. 
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DATE:   Presidents Meeting (February 11, 2015) 
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AGENDA ITEM: Approval of Academic Programs, Units, and Modifications Policy 

2:01:01:00/Guideline A-010 Program Modifications and New Academic 

Programs 

 

 

ACTION:  Voice Vote 

 

 

PRESENTER:  Vice Chancellor Tristan Denley 

 

 

BACKGROUND INFORMATION: 

 

Vice Chancellor Denley will present an update on the proposed revisions to the Approval of 

Academic Programs, Units, and Modifications Policy 2:01:10:00/Guideline A-010 Program 

Modifications and New Academic Programs.  The proposed modifications are being made to 

coincide with the revised Tennessee Higher Education Commission (THEC) Policy A.1.0. 

New Academic Programs: Approval Process and THEC Policy A1.1. New and Modified 

Academic Programs: Evaluation Criteria.   

 

These policies and guidelines promote a streamlined approval process for both Existing 

academic programs and those in development through the THEC approval process and are 

endorses for adoption by the TBR and proposed to the UT System as well. 

 

 

 
 

 



Approval of Academic Programs, Units, 

and Modifications :Modifications: 

2:01:01:00  
TOPICS 

 Topics(active tab) 

 Topics A-Z 

Topics 

 Purpose 

 Introduction 

 Process 

 Procedures 

 General Criteria for Reviewing Academic Letters of Notification,Intent and Letters of Application, 

Proposalsand Implementation Portfolios 

 Sources of Specific Criteria 

Topics A-Z 

 Exhibits 

 General Criteria for Reviewing Academic Letters of Notification, Intent and ProposalsLetters of 

Application, and Implementation Portfolios 

 Introduction 

 Procedures 

 Process 

 Purpose 

 Sources of Specific Criteria 

Policy/Guideline Area 

Academic Policies 

https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#undefined
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#undefined
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#purpose
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Introduction
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Process
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Procedures
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#General-Criteria-for-Reviewing-Academic-Letters-of-Intent-and-Proposals
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#General-Criteria-for-Reviewing-Academic-Letters-of-Intent-and-Proposals
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Sources-of-Specific-Criteria
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#exhibits
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#General-Criteria-for-Reviewing-Academic-Letters-of-Intent-and-Proposals
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Introduction
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Procedures
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Process
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#purpose
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications#Sources-of-Specific-Criteria


Applicable Divisions 

TCATs, Community Colleges, Universities 

Purpose 

The purpose of this policy is to establish the procedures and processes for the submission and 

approval of academic action requests for academic programs seeking to be developed and existing 

programsprogram proposals for institutions governed by the Tennessee Board of Regents.  

Policy/Guideline 

I. Introduction  

A. T.C.A. § 49-8-101 et seq. authorized the establishment of the State University and Community 

College System of Tennessee. Among the powers given to the Tennessee Board of Regents 

(TBR) by this Act is the power "to prescribe curricula and requirements for diplomas and 

degrees." 

B. Institutions have the authority to create new courses,. However, if the development cost of a 

fully online course exceeds $9,500 for the course, then justification must be submitted to the 

TBR Office of Academic Affairs for approval. Institutions have the authority to terminate 

existing courses, determine course content or design, and carry out curriculum revisions less 

extensive than those the Board has reserved to itself or otherwise delegated.  Courses 

approved within the Tennessee Transfer Pathways and approved General Education 

Requirements may not be amended without approval of the respective state committees. The 

Tennessee Higher Education Commission (THEC) must review and approve new academic 

programs, off-campus extensions of existing academic programs, new academic units 

(divisions, colleges, and schools), and new instructional locations as specified in THEC Policy 

No. A1:0: New Academic Programs - Approval Process, Attachment B (A1.0), and A1:1: New 

Academic Programs. These THEC policies should serve as a resource for the development of 

all Letters of Application and Implementation Portfolios. academic proposals. 



B.C. Institutions are encouraged to collaborate rather than duplicate existing academic 

programs. 

C.D. Prior to developing a proposal, A Letters of Notification Intent isare required from all 

TBR universities and community colleges institutions for new degree programs or certificates 

with 24 semester credit hours (SCH) or more and must be submitted to the Vice Chancellor 

for Academic Affairs, and to the Vice Chancellor for Community Colleges for community 

college programs. Within thirty days of receipt, the institution will be notified if they are 

authorized to develop a Letter of Application for the development of a new degree program. 

E. The THEC delegates authority to the TBR to approve Letters of Application Intent and to grant 

final approval for of new community college programs (Associates Degrees and Certificates) 

D.F. . The TBR criteria for review and accountability for all academic programs regardless 

of institutional level will follow the THEC standards established by the THEC Policies A1:0: 

New Academic Programs - Approval Process, and A1:1: New Academic Programs. All TBR 

community college programs listed on the THEC Inventory of Academic Programs will be 

subject to Post Approval Monitoring for the first three years after implementation and annual 

productivity evaluations of programs in operation more than three years. Universities are 

monitored for five year after implementation with annual productivity evaluations.  Universities 

and cCommunity colleges will participate in all components of the THEC Performance 

Funding Quality Assurance Program. 

II. Process  

A. Academic ActionsProposals That Must Be Taken to the Board  

1. Beyond those delegated responsibilities, the Board reserves to itself the authority to 

review and approve all proposed academic actions pertaining to the establishment of new 

high quality academic degree programs. 

B. Academic ActionsProposals Approved by the Board through Delegated Authority  

1. With the exception of new degree programs at all institutions, proposals for certificates of 

less than 24 hours and other academic actions may be approved by the Board through 

delegated authority to the Chancellor. 



2. Summaries of these proposed academic actions proposals will be reported monthly or as 

needed, to the Board, with a 30-day period for Board review. 

3. Board members may contact the Vice Chancellor for Academic Affairs with questions or 

concerns, regarding university academic actionsproposals, or the Vice Chancellor for 

Community Colleges with questions or concerns regarding community college academic 

actionsproposals, and if desired, can require that the actionproposal be brought before the 

full Board at its next quarterly meeting. 

4. Institutions shall provide, to the Vice Chancellor for Academic Affairs all university and 

community college requestsproposals for academic action related to the following, and to 

the Vice Cchancellor for Community Colleges all community college requestsproposals for 

academic action related to the following:  

a. Establishment of any college credit-bearing Certificate which is listed in the academic 

inventory or that will be included in the institution's Catalog or other recruitment 

materials and activities. . There are four types of certificates listed on the official 

Academic Program Inventory: 1) Academic, 2) Technical, 3) Undergraduate, and 4) 

Graduate. The term . A Certificate which is not college credit-bearing,  i.e., an 

"institutional certificate" refers to only certificates awarding continuing education 

credit, may be accepted for college credit if it meets the requirements established 

through the institution's prior learning assessment standards . If college credit is to be 

awarded and promoted as a certificate, the program of study is subject to Board 

approval. A Certificate which is not college credit-bearing may be accepted for college 

credit if it meets the requirements established through the institution's prior learning 

assessment standards. There are four types of certificates listed on the official 

Academic Program Inventory: 1) Academic, 2) Technical, 3) Undergraduate, and 4) 

Graduate. A certificate can be free-standing or embedded within a degree program. 

An embedded certificate must fully articulate with a degree and require requires the 

approval of the program of study by the Board. It must fully articulate with a degree 



and There should have be no new or no more than minimal costs required to 

implement. an embedded certificate. 

b. Establishment of new concentrations or minors within an existing academic program. 

c. Establishment of new academic units such as colleges, schools, departments, 

institutes, centers within existing academic units, bureaus, etc., (see TBR Guideline A-

040, and THEC Policy A1:3, New Units and A1:4, Off-Campus Instruction). 

d. Revision of any admission, retention, or graduation policy (both institutional and 

program specific). 

e. Substantive revision of the curriculum of an existing academic program. (Substantive 

refers to changes impacting 9 or more semester credit hours at the community college 

level, 18 or more semester credit hours at the undergraduate level, 9 or more 

semester credit hours at the graduate level, and 50% or more of the semester credit 

hours in a certificate program, from the last submission to the Board, and includes 

course rubrics, titles, descriptions, or content). 

f. Consolidation of existing academic programs within the same discipline regardless of 

degree designation for purposes of performance funding calculations only. 

f.g. Consolidation of existing academic programs for purposes of performance funding 

calculations only.. 

g.h. Extension of an existing academic degree program in totality to an off-campus site. 

h. Termination, iInactivation or termination ofreactivation of academic programs listed in 

the academic inventory.  

1.i. An inactivated program is automatically terminated and removed from the THEC 

inventory if not reactivated within a three year window after inactivation. Inactivation 

should be used only when there are plans to reactivate the program within three 

years. If not reactivated during that period, the program will automatically terminate. 

i.j. Curriculum modifications including but not limited to a student success course that 

increase required hours for a degree to more than 60 for the associate degree and 

120 for the baccalaureate degree, or more than the previously approved exceptions. 



Also, curriculum modifications that increase or decrease credit hours from what was 

previously approved for a certificate or increases or decreases an existing graduate 

program in excess of 6 credit hours must be submitted for Board approval. 

k. Conversion of an existing Current approved on-ground programs to a fully online 

delivery format (with or without termination of the existing ground program) that will be 

converted to a fully online delivery format. 

l. Separation of a concentration from an existing program to establish a free standing 

degree.  Any concentration with a steady enrollment and graduation rate for at least 

three years may request to become a freestanding degree if the establishment of the 

concentration as a degree does not compromise the remaining degree and does not 

require new faculty resources.   

m. Separation of a concentration from an existing program to establish a free standing 

degree where the title of the concentration more accurately represents a degree 

recognized in the workplace, In this instance, the proposed degree seeks to be 

counted within the overall original degree rather than as an independent degree for 

performance funding calculations.    

n. Change of degree designation.  Existing academic programs seeking to change or 

add additional degree designations per recommendation of the disciplinary 

accreditation body.  

o. Establishment of an articulation agreement between institutions 

j.  

C. Academic ActionsProposals Requiring Only Notification to Vice Chancellor  

1. Changes to existing academic programs not listed in the previous section, that require no 

new costs or minimal costs that the campus will fund through reallocation of existing 

resources or through sources such as grants and gifts, may be approved through an 

established process by the institution. 



2. The Vice Chancellor for Academic Affairs must be informed of such changes impacting 

university and community college programs, and the Vice Chancellor for Community 

Colleges must be informed of such changes impacting community college programs prior 

to implementation and may refer the request for academic proposalaction for Board 

approval if deemed appropriate due to costs or other potential concerns. 

3. Such action includes, but is not limited to, the establishment of new minors and changes 

such as the modification of the title of an academic program or unit. 

4. Minors are typically developed by packaging existing courses and do not usually require 

new resources or additional costs. 

5.4. Non-substantive curriculum revisions may be approved through the established 

institutional process and do not require notification or Board approval 

D. Additional Actions Requiring Review by THEC.  

 The THEC review and approval of off-campus extensions of existing academic programs is  

 handled through the request for a code, i.e., site or center, and requires that submission of  

1. the appropriate form(s) available on the TBR and THEC websites. 

III. Procedures  

A. Institutions wishing to effect academic changes that fall into any of the above categories will, 

therefore, comply with the following procedures as well as those contained in TBR Guideline 

A-010 and found on the TBR Academic Affairs website.  

1. Approval Route of Requests for Academic ActionProposals  

a. Requests Proposals fromfrom TBR universities for academic actions that require 

approval by the Board of Regents shall be submitted to the Vice Chancellor for 

Academic Affairs for review and approval by the Board. RequestsProposals from 

TBR community colleges for academic actions that require approval by the Board of 

Regents shall be submitted to the Vice Chancellor for Community Colleges for review 

and approval by the Board. 



b. Subsequent to Board action, the Chancellor shall transmit to the Tennessee Higher 

Education Commission those academic action requestsproposals that require its 

approval along with the Board's recommendation. 

2. Schedule for the Submission and Approval of Academic ActionsProposals  

a. The Board will consider academic actions on a monthly basis through the Thirty Day 

review process.  New academic degree programs will be considered proposals  at 

each of its quarterly meetings. 

b. All materials, whether for the 30 Day Review or Implementation Portfolios for new 

degreesProposals must, however, must be submitted sufficiently in advance to permit 

adequate review by the staff. 

c. Implementation Portfolios must be submitted at least two months before the desired 

Board approval. The time required for this review will vary according to the nature of 

the proposal, the number of proposals already under review, or other workload issues 

of the TBR staff. 

3. Review by and Selection of Consultants  

a. The TBR staff will may engage qualified consultants to assist in the review of all 

Letters of Application proposals for new degree programs as deemed appropriate by 

the Vice Chancellor for Academic Affairs for both graduate and undergraduate at the 

universities. All graduate proposed graduate  programsprograms must utilize external 

consultants in the external review process. Undergraduate programs may elect to 

utilize a paper review rather than and external site visit at the recommendation of the 

TBR and the THEC and are exempt from the external review if the program proposed 

in the Letter of Application is to be accredited by an external professional accrediting 

body. Community colleges will utilize their external advisory or industrial board or 

skills panel in the review process.The Vice Chancellor for Community Colleges may 

engage qualified consultants as needed for associate degree or certificate programs. 



b. Consultants will file a written report on the quality of the Letter of Application and 

Implementation Portfolio proposed program and respond to any other relevant 

questions or issues addressed to them by the TBR. 

c. Letters of Application Academic proposalsand Implementation Portfolios must also 

comply with THEC policy A1:0 and A1:1. A site visit is required for new graduate 

degree programs. 

d. While it is the responsibility of the institution to nominate and support such 

consultants, the selection will be made by the TBR staff and the Vice Chancellor for 

Academic Affairs or the Vice Chancellor for Community Colleges, as appropriate, in 

consultation with the THEC. 

e. All costs associated with an external review are the responsibility of the institution 

submitting the Letter of Application and Implementation Portfolioproposal. 

e.f. A Letter of Application remains valid for three years upon approval by the THEC.  If an 

institution fails to implement a proposed program approved through an approved 

Implementation Portfolio within three years of the date the proposed program is 

approved by the THEC, the approval for implementation is terminated. The institution 

must resubmit through the entire approval process should implementation of the 

program be sought at a later date. 

IV. General Criteria for Reviewing Academic Letters of Notification,Intent and Proposals Letter of 

Application, and Implementation Portfolios  

A. Requirements for Letters of Application are provided in the TBR Guideline A-010:  Academic 

Program Letters of Notification, Letters of Application, and Implementation Portfolios.  Forms 

are provided on the Academic Affairs website to aid in the development of a Letter of 

Application and Implementation Portfolio.   

A. B.   Requirements are amended as need be to meet the demands of the workplace.  A 

summary of the major criteria used by the TBR staff in evaluating academic proposals is 

presented below. 



B. Specific requirements for letters of Intent are provided in the TBR Guideline A-010: 

Academic Program Letters of Intent and Proposals.  

1. The proposed action is central to the mission, role, and scope of the institution. 

2. The need for the proposed program is supported by data documenting student interest, 

employer demand, societal needs, and administrative effectiveness. 

3. The proposed action does not constitute unnecessary duplication of academic programs 

available at other public institutions. Partnerships or collaborations should be considered whenever 

needs might be met with greater efficiency. 

4. The proposal must establish quality admission, retention and graduation standards in 

keeping with best practices. 

5. The curriculum of the proposed program must meet the stated objectives of the program and 

reflects breadth, depth, theory and practice at the appropriate level to the discipline and the degree. 

Undergraduate curriculum must ensure General Education core requirement commonality. The 

curriculum should be compatible with accreditation where applicable, and meet the criteria for 

articulation and transfer (where appropriate) of 19-hour pre-major paths. 

6. The proposal documents the institution's ability to implement the proposed action in terms of:  

a. fiscal resources, 

b. advisement, library and other support resources, 

c. physical facilities, and 

d. qualified personnel. 

7. The proposal includes information about appropriate articulation and/or affiliations. 



8. The proposal includes information about the delivery format. 

9. The proposed program must clearly state the organizational structure and administrative 

responsibilities associated with its operation. 

10. Proposals pertaining to academic programs should include a description of procedures for 

regular post-approval evaluation of the programs and units, including evaluation of the program's 

enrollment and productivity, and how the results will be used to enhance program quality. 

11. Proposals include information related to accreditation, both SACS and professional, and 

when applicable, provide a time frame for achieving the appropriate accreditation. 

12. Proposals also include a statement as to how the program will enhance racial diversity. 

13. Proposals include curriculum vita for all faculty engaged in program delivery. 

14. A sequenced program of study by semester must be included. 

15. In the case of interdisciplinary or joint programs or when faculty are committed to teach in 

graduate multiple programs, a matrix of faculty time allocations to each program must be provided. 

16. Syllabi for all courses to be included in the proposed program must be included at the time of 

full proposal submission. 

17. If proposing a program which duplicates a program at another institution within the System, 

the letter of intent and proposal should include a cross-walk comparative of the curriculum. 

V. Sources of Specific Criteria  

A. Listed below are illustrative sources of specific criteria that serve as bases for staff decisions 

relative to academic actionsproposals.  

1. TBR Policy No. 2:01:00:00, Undergraduate Degree Requirements 

2. TBR Policy No. 2:02:00:00, Associate Degree Programs 



3. TBR Policy No. 2:01:00:03, Principles for Articulation in Vocational/Technical Education 

4. TBR Guideline No. A-010, Academic Program Letters of Notification, Letters of 

Application, and Implementation Portfolios Proposals 

5. TBR Guideline No. A-020, Inter-Institutional Relationships and Off-Campus Affairs 

6. TBR Guideline No. A-040, Evaluation of Bureaus, Centers, and Institutes 

7. TBR Action (December 1986) endorsing TCGS Criteria as standards for both pre- and 

post-approved review of Master's programs. 

8. THEC Policy No. A1:0, New Program Review Criteria (November 2002) 

9. THEC Policy No. A1:1, New Academic Programs (July 28, 2011) 

10. THEC Policy A1:3, New Units 

Sources 

TBR Meeting, December 2, 1988; TBR Meeting, December 13, 2002; TBR Meeting, March 29, 2006; 

TBR Meeting, December 8, 2006; March 28, 2008; TBR Board Meeting December 2, 2010; TBR 

Board Meeting December 8, 2011; TBR Meeting March 28, 2014. 
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TCATs, Community Colleges, Universities 

Purpose 

The purpose of this policy is to establish the procedures and processes for the submission and 

approval of academic action requests for academic programs seeking to be developed and existing 

programs for institutions governed by the Tennessee Board of Regents.  

Policy/Guideline 

I. Introduction  

A. T.C.A. § 49-8-101 et seq. authorized the establishment of the State University and Community 

College System of Tennessee. Among the powers given to the Tennessee Board of Regents 

(TBR) by this Act is the power "to prescribe curricula and requirements for diplomas and 

degrees." 

B. Institutions have the authority to create new courses, terminate existing courses, determine 

course content or design, and carry out curriculum revisions less extensive than those the 

Board has reserved to itself or otherwise delegated.  Courses approved within the Tennessee 

Transfer Pathways and approved General Education Requirements may not be amended 

without approval of the respective state committees. The Tennessee Higher Education 

Commission (THEC) must review and approve new academic programs, off-campus 

extensions of existing academic programs, new academic units (divisions, colleges, and 

schools), and new instructional locations as specified in THEC Policy No. A1:0: New 

Academic Programs - Approval Process, Attachment B (A1.0), and A1:1: New Academic 

Programs. These THEC policies should serve as a resource for the development of all Letters 

of Application and Implementation Portfolios.. 

C. Institutions are encouraged to collaborate rather than duplicate existing academic programs. 

D. A Letter of Notification is required from all TBR universities and community colleges for new 

degree programs or certificates with 24 semester credit hours (SCH) or more and must be 

submitted to the Vice Chancellor for Academic Affairs, and to the Vice Chancellor for 

Community Colleges for community college programs Within thirty days of receipt, the 



institution will be notified if they are authorized to develop a Letter of Application for the 

development of a new degree program. 

E. The THEC delegates authority to the TBR to approve Letters of Application and to grant final 

approval for new community college programs (Associates Degrees and Certificates) 

F. The TBR criteria for review and accountability for all academic programs regardless of 

institutional level will follow the THEC standards established by the THEC Policies A1:0: New 

Academic Programs - Approval Process, and A1:1: New Academic Programs. All TBR 

community college programs listed on the THEC Inventory of Academic Programs will be 

subject to Post Approval Monitoring for the first three years after implementation and annual 

productivity evaluations of programs in operation more than three years. Universities are 

monitored for five year after implementation with annual productivity evaluations. Universities 

and community colleges will participate in all components of the THEC Performance Funding 

Quality Assurance Program. 

II. Process  

A. Academic Actions That Must Be Taken to the Board  

1. Beyond those delegated responsibilities, the Board reserves to itself the authority to 

review and approve all proposed academic actions pertaining to the establishment of new 

high quality academic degree programs. 

B. Academic Actions Approved by the Board through Delegated Authority  

1. With the exception of new degree programs at all institutions, certificates of less than 24 

hours and other academic actions may be approved by the Board through delegated 

authority to the Chancellor. 

2. Summaries of these proposed academic actions will be reported monthly or as needed, to 

the Board, with a 30-day period for Board review. 

3. Board members may contact the Vice Chancellor for Academic Affairs with questions or 

concerns, regarding university academic actions, or the Vice Chancellor for Community 

Colleges with questions or concerns regarding community college academic actions, and 



if desired, can require that the action be brought before the full Board at its next quarterly 

meeting. 

4. Institutions shall provide, to the Vice Chancellor for Academic Affairs all university and 

community college requests for academic action related to the following, and to the Vice 

Chancellor for Community Colleges all community college requests for academic action 

related to the following:  

a. Establishment of any college credit-bearing Certificate which is listed in the academic 

inventory or that will be included in the institution's Catalog or other recruitment 

materials and activities. . There are four types of certificates listed on the official 

Academic Program Inventory: 1) Academic, 2) Technical, 3) Undergraduate, and 4) 

Graduate. . A Certificate which is not college credit-bearing,  i.e., an "institutional 

certificate" refers to only certificates awarding continuing education credit, may be 

accepted for college credit if it meets the requirements established through the 

institution's prior learning assessment standards  A certificate can be free-standing or 

embedded within a degree program. An embedded certificate requires the approval of 

the program of study by the Board. It must fully articulate with a degree and should 

have no new or no more than minimal costs required to implement. 

b. Establishment of new concentrations or minors within an existing academic program. 

c. Establishment of new academic units such as colleges, schools, departments, 

institutes, centers within existing academic units, bureaus, etc., (see TBR Guideline A-

040, and THEC Policy A1:3, New Units and A1:4, Off-Campus Instruction). 

d. Revision of any admission, retention, or graduation policy (both institutional and 

program specific). 

e. Substantive revision of the curriculum of an existing academic program. (Substantive 

refers to changes impacting 9 or more semester credit hours at the community college 

level, 18 or more semester credit hours at the undergraduate level, 9 or more 

semester credit hours at the graduate level, and 50% or more of the semester credit 



hours in a certificate program, from the last submission to the Board, and includes 

course rubrics, titles, descriptions, or content). 

f. Consolidation of existing academic programs within the same discipline regardless of 

degree designation for purposes of performance funding calculations only. 

g. Consolidation of existing academic programs for purposes of performance funding 

calculations only. 

h. Extension of an existing academic degree program in totality to an off-campus site. 

i. Termination, inactivation or reactivation of academic programs listed in the academic 

inventory. An inactivated program is automatically terminated and removed from the 

THEC inventory if not reactivated within a three year window after inactivation.  

j. Curriculum modifications including but not limited to a student success course that 

increase required hours for a degree to more than 60 for the associate degree and 

120 for the baccalaureate degree, or more than the previously approved exceptions. 

Also, curriculum modifications that increase or decrease credit hours from what was 

previously approved for a certificate or increases or decreases an existing graduate 

program in excess of 6 credit hours must be submitted for Board approval. 

k. Conversion of an existing on-ground program to a fully online delivery format (with or 

without termination of the existing ground program)  

l. Separation of a concentration from an existing program to establish a free standing 

degree.  Any concentration with a steady enrollment and graduation rate for at least 

three years may request to become a freestanding degree if the establishment of the 

concentration as a degree does not compromise the remaining degree and does not 

require new faculty resources.   

m. Separation of a concentration from an existing program to establish a free standing 

degree where the title of the concentration more accurately represents a degree 

recognized in the workplace, In this instance, the proposed degree seeks to be 

counted within the overall original degree rather than as an independent degree for 

performance funding calculations.    



n. Change of degree designation.  Existing academic programs seeking to change or 

add additional degree designations per recommendation of the disciplinary 

accreditation body.  

o. Establishment of an articulation agreement between institutions 

 

C. Academic Actions Requiring Only Notification to Vice Chancellor  

1. Changes to existing academic programs not listed in the previous section, that require no 

new costs or minimal costs that the campus will fund through reallocation of existing 

resources or through sources such as grants and gifts, may be approved through an 

established process by the institution. 

2. The Vice Chancellor for Academic Affairs must be informed of such changes impacting 

university and community college programs and the Vice Chancellor for Community 

Colleges must be informed of such changes impacting community college programs prior 

to implementation and may refer the request for academic action for Board approval if 

deemed appropriate due to costs or other potential concerns. 

3. Such action includes, but is not limited to, changes such as the modification of the title of 

an academic program or unit. 

4. Non-substantive curriculum revisions may be approved through the established 

institutional process and do not require notification or Board approval 

Additional Actions Requiring Review by THEC. The THEC review and approval of off-campus 

extensions of existing academic programs is handled through the request for a code, i.e., site or 

center, and requires that submission of the appropriate form(s) available on the TBR and THEC 

websites. 

 

III. Procedures  



A. Institutions wishing to effect academic changes that fall into any of the above categories will, 

therefore, comply with the following procedures as well as those contained in TBR Guideline 

A-010 and found on the TBR Academic Affairs website.  

1. Approval Route of Requests for Academic Action  

a. Requests from TBR universities for academic actions that require approval by the 

Board of Regents shall be submitted to the Vice Chancellor for Academic Affairs for 

review and approval by the Board. Requests from TBR community colleges for 

academic actions that require approval by the Board of Regents shall be submitted to 

the Vice Chancellor for Community Colleges for review and approval by the Board. 

b. Subsequent to Board action, the Chancellor shall transmit to the Tennessee Higher 

Education Commission those academic action requests that require its approval along 

with the Board's recommendation. 

2. Schedule for the Submission and Approval of Academic Actions  

a. The Board will consider academic actions on a monthly basis through the Thirty Day 

review process.  New academic degree programs will be considered  at each of its 

quarterly meetings. 

b. All materials, whether for the 30 Day Review or Implementation Portfolios for new 

degrees, must be submitted sufficiently in advance to permit adequate review by the 

staff. 

c. Implementation Portfolios must be submitted at least two months before the desired 

Board approval.  

3. Review by and Selection of Consultants  

a. The TBR staff will engage qualified consultants to assist in the review of all Letters of 

Application for new degree programs as deemed appropriate by the Vice Chancellor 

for Academic Affairs for both graduate and undergraduate at the universities. All 

proposed graduate programs must utilize external consultants in the external review 

process. Undergraduate programs may elect to utilize a paper review rather than and 

external site visit at the recommendation of the TBR and the THEC and are exempt 



from the external review if the program proposed in the Letter of Application is to be 

accredited by an external professional accrediting body. Community colleges will 

utilize their external advisory or industrial board or skills panel in the review process.. 

b. Consultants will file a written report on the quality of the Letter of Application and 

Implementation Portfolio and respond to any other relevant questions or issues 

addressed to them by the TBR. 

c. Letters of Application and Implementation Portfolios must also comply with THEC 

policy A1:0 and A1:1. A site visit is required for new graduate degree programs. 

d. While it is the responsibility of the institution to nominate and support such 

consultants, the selection will be made by the TBR staff and the Vice Chancellor for 

Academic Affairs or the Vice Chancellor for Community Colleges, as appropriate, in 

consultation with the THEC. 

e. All costs associated with an external review are the responsibility of the institution 

submitting the Letter of Application and Implementation Portfolio. 

f. A Letter of Application remains valid for three years upon approval by the THEC.  If an 

institution fails to implement a proposed program approved through an approved 

Implementation Portfolio within three years of the date the proposed program is 

approved by the THEC, the approval for implementation is terminated. The institution 

must resubmit through the entire approval process should implementation of the 

program be sought at a later date. 

IV. General Criteria for Reviewing Academic Letters of Notification,  Letter of Application, and 

Implementation Portfolios  

A. Requirements for Letters of Application are provided in the TBR Guideline A-010:  Academic 

Program Letters of Notification, Letters of Application, and Implementation Portfolios.  Forms 

are provided on the Academic Affairs website to aid in the development of a Letter of 

Application and Implementation Portfolio.   

B.   Requirements are amended as need be to meet the demands of the workplace.   



V. Sources of Specific Criteria  

A. Listed below are illustrative sources of specific criteria that serve as bases for staff decisions 

relative to academic actions.  

1. TBR Policy No. 2:01:00:00, Undergraduate Degree Requirements 

2. TBR Policy No. 2:02:00:00, Associate Degree Programs 

3. TBR Policy No. 2:01:00:03, Principles for Articulation in Vocational/Technical Education 

4. TBR Guideline No. A-010, Academic Program Letters of Notification, Letters of 

Application, and Implementation Portfolios 

5. TBR Guideline No. A-020, Inter-Institutional Relationships and Off-Campus Affairs 

6. TBR Guideline No. A-040, Evaluation of Bureaus, Centers, and Institutes 

7. TBR Action (December 1986) endorsing TCGS Criteria as standards for both pre- and 

post-approved review of Master's programs. 

8. THEC Policy No. A1:0, New Program Review Criteria (November 2002) 

9. THEC Policy No. A1:1, New Academic Programs (July 28, 2011) 

10. THEC Policy A1:3, New Units 

Sources 

TBR Meeting, December 2, 1988; TBR Meeting, December 13, 2002; TBR Meeting, March 29, 2006; 

TBR Meeting, December 8, 2006; March 28, 2008; TBR Board Meeting December 2, 2010; TBR 

Board Meeting December 8, 2011; TBR Meeting March 28, 2014. 

Related Policies 

 Associate Degree Programs 

 Principles for Articulation in Vocational/Technical Education  

 Academic Program Letters of Notification, Letters of Application  and Implementation Portfolios 

 Criteria for the Evaluation of Bureaus, Centers, Institutes 

 General Education Requirements and Degree Requirements  

 Inter-Institutional Relationships & Off-Campus Offerings 

https://policies.tbr.edu/policies/associate-degree-programs
https://policies.tbr.edu/policies/principles-articulation-vocationaltechnical-education
https://policies.tbr.edu/guidelines/academic-program-letters-intent-and-proposals
https://policies.tbr.edu/guidelines/criteria-evaluation-bureaus-centers-institutes
https://policies.tbr.edu/policies/general-education-requirements-and-degree-requirements
https://policies.tbr.edu/guidelines/inter-institutional-relationships-campus-offerings


Contact 

Mickey Sheen 

615-366-4437 

mickey.sheen@tbr.edu 

 

tel:615-366-4437
mailto:mickey.sheen@tbr.edu
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Purpose 

The purpose of this guideline is to establish the criteria and process for submitting proposals for 

Lletters of Notification, Letters of Application, Implementation Portfoliosintent, new academic 

programs or units, and for modifications of existing academic programs, policies, or unit by 

institutions governed by the Tennessee Board of Regents. 

Policy/Guideline 

 I Developing Academic Program ModificationsProposals  

A.  Academic programs currently approved for offering have a number of options to amend or  

reconstitute the approved program including the following using the 30 Review Process  per the 

THEC Policy A.1.0 New Academic Program: Approval Process and the THEC Policy A1.1: New and 

Modified Academic Programs:  Evaluation Criteriaper  per : 

1 Name change for existing program 

2 Change of degree designation for an existing academic program or concentration per 

written recommendation of a disciplinary accreditation body or to more accurately 

represent the title to the workplace.  Documentation must accompany the change 

request.   

3 Change of degree designation for an existing academic program or concentration when 

the change involves a significant curriculum shift in redefining the program’s purpose. 

4 Consolidation of existing academic programs.  

5 Consolidation of existing academic programs within the same discipline regardless of 

degree designation for purposes of performance funding calculations only.  



6 Conversion of an existing on-ground program to a fully online delivery format, with or 

without termination of existing program. 

7 Substantive curriculum modification (see http://www/sacs.org/substantivechange.asp) 

8 Establishment of an undergraduate certificate program or a graduate certificate 

program less than 24 SCH.  Proposals for certificates of 24 SCH or more submit a Letter 

of Notification, the Letter of Application and Implementation Form, if approved for 

development. The University must notify the community college within the designated 

service area to ensure there is no unwarranted duplication of effort.  The community 

college must notify the Tennessee College(s) of Applied Technology (TCAT) within the 

designated service area to ensure there is no unwarranted duplication of effort. The 

Tennessee College(s) of Applied Technology (TCAT) must notify the community college 

within the designated service area to ensure that there is no unwarranted duplication 

of effort.  Documentation must be submitted with the Letter of Application to identify 

actions taken to address the issue of any unwarranted duplication of effort. 

9 Establishment of a new concentration or minor.  Newly proposed concentrations 

should be in keeping with the goals and mission of the existing program and must share 

the same core courses as all other existing degree concentrations. 

10 Establish a free standing degree program from an existing concentration. Any existing 

concentration with a steady enrollment and graduation rate for a period of at least 

three years may request to be recognized as a freestanding degree if the establishment 

http://www/sacs.org/substantivechange.asp


of the concentration as a degree does not compromise the remaining degree and does 

not require new faculty resources. 

11 Establishment of a new academic unit or reorganization resulting in a net gain of an 

academic unit (i.e., department, on-campus center, institute, bureau, division, school, 

or college). This action also requires approval by the THEC Executive Director. 

12 Establishment of an articulation agreement between institutions. 

13 Establishment of an Off-Campus Site/Off Campus Center.  In keeping with the THEC 

Policies, the THEC Off-Campus Site /Center Approval Forms must be submitted for 

review. No announcements may be made regarding opening new site or center until 

the THEC approval is granted per THEC Policy 1.0.60B. 

14 Revision of any admission, retention, and/or graduation policy (general or program 

specific). 

15 Extension of an existing academic degree to be fully offered at an off-campus location. 

16 Termination, inactivation, or reactivation of a program. 

17 Curriculum modifications which increase or decrease total hours required for a degree. 

B.  Requests for academic action (other than new degree programs) received by 15th of each   

      month (except December) will typically be reviewed by the end of the month and  

     summaries prepared for consideration by the Board through the 30-day review process.  

     Approval by the Chancellor, through delegated authority, will be given at the end the 30-  

     day review period unless objections are voiced by the Board.  Letters will be sent to the  



     appropriate institution to authorize implementation of the proposed action. If the THEC  

    approval is required, the letter will inform the institution of the approval by the TBR and  

    an explanation that the proposed academic action will be sent to the THEC for its review. 

 

 C.  Requests for program, concentration and minor name changes should be submitted  

       on the appropriate form and will be approved through delegated authority by the  

      Vice Chancellor for Academic Affairs, or the Vice Chancellor for Community Colleges,  

                  as appropriate.  Approval through the THEC is not required per THEC Policy A 1.1.10D. 

  

1. Process   

1. Submitting a Letter of Intent is the first step for any new academic degree program or 

certificate (24 SCH or more) program proposal (See THEC policy A1:0 and A1:1).  

1. Exceptions may be made for replication of existing programs within the Tennessee 

Community College System with the approval of the Vice Chancellor for Community 

Colleges.  

2. For academic proposals from a TBR university, the TBR Vice Chancellor for Academic 

Affairs should be notified that a Letter of Intent will be forthcoming. 

3. The TBR Vice Chancellor for Community Colleges should be notified of plans to submit an 

academic proposal from any TBR community college. 

4. The Letter of Intent from a TBR university must be submitted to the TBR Vice Chancellor 

for Academic Affairs. 

5. The Letter on Intent from a TBR community college must be submitted to the TBR Vice 

chancellor for Community Colleges. 

6. The Letter of Intent must include the following information:  

1. Introduction  



1. The title of the proposed program with proposed concentrations, degree 

designation, CIP Code, and proposed implementation date. 

2. Mission  

1. Address how the proposed program will further the mission of the institution, meet 

the priorities of the State Master Plan for higher Education and follow the 

directives of the Complete College Tennessee Act of 2010 relative to increased 

degree production. 

2. Address how the program will meet the goals of the system and the institutional 

strategic plan. 

3. Identify the location of the program within the organizational structure and if it will 

require the addition of a new organizational unit. If so, describe the nature of the 

unit. 

4. State if the proposed program requires a SACS Substantive Change Review and, 

if so, describe the scope of the substantive change. 

3. Program Need  

1. Identify the academic, workforce development, and/or research needs the 

proposed program will meet. Cite employment projection and supply/demand data 

appropriate to the discipline and degree level as justification. Cite the THEC 

supply/demand analysis for degree or certificate field. 

2. Explain why establishing this program at this time is an institutional priority. 

3. List newly approved and established programs (within the same CIP 

classification) at the same degree level offered at other public institutions in 

Tennessee (See THEC web-based inventory and grogram productivity analysis 

for state institutions: 

http://tennessee.gov/thec/Divisions/AcademicAffairs/aa_main.html. This includes 

certificates which may be offered at the Colleges of Applied Technology.  

1. Identify any low-producing programs among those listed. (See THEC annual 

program productivity reports. 



2. If similar programs exist, describe any opportunities for collaboration with 

other institutions that have been or will be pursued. 

3. Identify campus and off-campus locations where the institution plans to offer 

the program. 

4. Include a statement of how the proposed program will enhance racial diversity 

in keeping with the TBR approved campus Diversity Plan. 

5. Additional Requirements for Letters of Intent for Proposed Doctoral Programs:  

1. Cite THEC data on productivity of existing doctoral programs listed in the 

same CIP classification and provide a rationale for the addition of a same-

CIP program. 

2. Provide letters from presidents of Tennessee institutions offering same-

CIP doctoral programs within the same broad geographic service area 

certifying that the proposed program will not be perceived as duplicative. 

4. Enrollment/Productivity  

1. Project realistic annual full-time, part-time and FTE enrollments and number of 

graduates for the first five years of program operation. 

2. Explain how these enrollment/productivity projections were derived. 

3. In the case of collaborative or joint programs, projections should be presented by 

individual institution as well as in aggregate. 

5. Curriculum  

1. Describe the academic focus of the program and number of hours required. 

2. Provide course descriptions for all new courses. 

3. Project the date for program accreditation (where applicable). 

4. Identify the delivery methods for the program (online, on-ground, hybrid) and 

provide a rationale for the delivery mode(s). 

5. Provide letters of support for all cooperating institutions and related business or 

agencies. 



6. Describe the articulation and transfer avenues projected for the proposed program 

in compliance with PC§ 49-7-202. 

6. Resources  

1. Describe the strengths of the existing faculty in credentials and available FTE 

(state number of full- and part-time faculty). Estimate additional FTE (specify 

number of full-time and part-time faculty) needed to support the program. 

2. Describe existing and needed library and information technology resources to be 

available to support the projected program. 

3. Describe existing or anticipated facilities and equipment needed to support the 

program. 

4. Describe student advising support. 

5. Describe the anticipated effect the program will have on existing associated 

degree programs or concentrations within the institution. 

6. In the case of collaborative or joint programs within or across institutions, the 

organizational structure and resources in support of the combined program must 

be described. 

7. It is the responsibility of the institution to inform the TBR of any changes in 

administration or faculty which might have implications for the direction or 

operation of any proposed program during the development and/or early operation 

phase of the proposed program. 

7. Financial Projections  

1. Attach the THEC Financial Projections form.  

1. For collaborative or joint programs, individual institutions as well as combined 

forms must be submitted. 

2. Provide evidence of non-state funds (gifts, on-going grants, awards) available to 

meet start-up costs. 

3. Provide a rationale for reallocation of budgeted funds.  



1. Cite THEC annual degree productivity data where funds may be redirected 

from closed low-producing programs (A1:1.2OP) of relevant. 

8. Summary  

1.  Summarize the institution's program development plans and resource 

commitments.  

1. List the institution's active Letters of Intent. 

2. List programs that are in Post Approval Monitoring and are failing to meet 

benchmarks. 

3. List low-producing programs at all levels. 

4. List all programs terminated within the last 12 months. 

5. The projected date for submission of the full proposal and the target date for 

Board approval. 

6. The projected date for implementation of the proposed program. 

Procedures  

II. Developing New Academic Programs 

    A. In order to propose a new academic program which is not covered under section I.A. of this       

Guideline and the THEC Policy A1.1 New Academic Programs and A1.0 New Academic Programs:  

Approval Process, four steps must occur:  the Letter of Notification; the Letter of Application; the 

Implementation Portfolio; and the External Review. 

1. The Letter of Notification.   

a. The Vice Chancellor for Community Colleges (in the case of community colleges), the TBR Vice  

    Chancellor for Academic Affairs (for all universities), and the respective Assistant/Associate    

    Vice Chancellor for Community Colleges or Academic Affairs should be electronically notified    

    in advance that a Letter of Notification will be forthcoming. The Vice Chancellor for Academic    

    Affairs should be notified additionally of all community college letters of notification.  The  



    Letter of Notification is the documentation for the System of the initiation of the planning  

    stage for the proposed program and must include the following: 

 Title of the proposed program (and any concentrations); 

 CIP and SOC codes for the overall program (and any proposed concentrations); 

 Fit with Institutional Strategic Plan and Mission; 

 Proposed implementation date; 

 Proposed location(s) where the program will be offered; 

 Explanation of the resources available to support the program; 

 Anticipated new cost; 

 Duplicate programs offered at other institutions serving the same region or 

population;  

 List of all comparable or closely related programs, regardless of assigned CIP and SOC 

code; 

 Anticipated submission date of the Implementation Portfolio, if approved for 

development.   

b. The Letter of Notification must be submitted at least 30 days prior to the anticipated date for  

2.      the submission of the Letter of Application and Implementation Portfolio. 

  c. Academic Affairs will notify the institution f another institution is currently engaged in        

      development of a similar program in order to avoid duplication of effort and encourage      

      collaboration. 



3. Letters of Intent  

1. Submit the Letter of Intent electronically with the President's signature to the Vice Chancellor 

for Academic Affairs if coming from a university, and to the Vice Chancellor for Community Colleges 

if coming from a community college. Once a Letter of Intent is received, the proposed action will be 

reviewed by the TBR and, when appropriate, the THEC staff. In forwarding the Letter of Intent to 

THEC, the TBR designates approval for the Letter of Intent. 

2. The TBR and/or the THEC may take one of four actions in response to the Letter of Intent 

based on THEC Policy A1.0. It may elect to award approval, disapproval, conditional approval or 

defer approval. Conditional approval is awarded only to temporary programs with specified 

terminations dates. 

    2.  The Letter of Application.  

    a. A Letter of Application for any new academic degree program or certificate (24 SCH or more)   

         program proposed precedes the establishment of any new academic program (See THEC  

        policy A1:0 and A1:1).  The requirement for a Letter of Application may be waived by the TBR  

       Vice Chancellor for Community Colleges in cases where the proposed degree program fully  

       duplicates an already existing community college program.   If a waiver is requested and  

       granted, the institution will be notified that it may proceed with development of the  

       Implementation Portfolio based on delegated authority from the THEC, however, the THEC  

       Financial Projection form must be completed and approval documentation and through all   

       campus committees prior to implementation.   Any required Letter of Application must be  

       submitted electronically to the Vice Chancellor for Academic Affairs for all proposed university  

 programs and the Vice Chancellor for Community Colleges for any proposed community college  

       programs.  The Vice Chancellor for Academic Affairs should be notified of any proposed  

       community college’s letter of application.  Current forms are available on the Academic Affairs  



       website.   

   b. The Letter of Application will include the following: 

 A letter from the President stating his or her support for the development of the Letter 

of Application 

 All information initially submitted in the Letter of Notification  

 PDF of the signed COVER page 

 Completed Letter of Application Form located on the Academic Affairs website with 

special attention to the THEC Policy 1.120L components for a diversity plan and the THEC 

Policy 1.120I call for a future sustainability need/demand. 

 THEC Financial Projections form.  In keeping with the THEC Policy 1.1.20P, the benefit to 

the state should outweigh the cost of the program with detailed explanations of 

reallocation, grants, gifts and partnerships accompanying the Letter of Application.    

 Copy of signature sheets from approval committees (e.g., Institutional Curriculum 

Committees, Faculty Senate, Graduate Council) verifying that the Letter of Application 

has cleared through all the appropriate campus approval committees prior to submission  

c. The Letter of Application will be reviewed by the TBR and by the THEC staff.    

d. Forwarding the Letter of Application from the TBR to the THEC indicates the support of the  

     TBR for the proposed academic program.   

e. The TBR and/or the THEC may take one of four actions in response to the Letter of  

    Application.  Based on THEC Policy A1.0, the Letter of Application may be awarded     

  approval, disapproval, conditional approval or defer approval to develop an  



 Implementation Portfolio. Conditional approval is awarded only to temporary programs     

4. with specified terminations dates.Program Proposals Approved for Development  

1. Subsequent to the approval of the Letter of Intent, the President will authorize any 

amendments to the Letter of intent within the final proposal and notification to SACS, as 

appropriate. A copy of the original Letter of Intent, the approval from the THEC for the 

Letter of Intent, and the SACS approval letter should be submitted to the TBR along with 

the final proposal. 

2. The submission of a proposal should be carefully planned in order to assure timely staff 

review and approval by the Vice Chancellor for Academic Affairs for university proposals 

and the Vice Chancellor for Community Colleges for community college proposals prior to 

submission for Board approval -- and, as may be required, the THEC review and 

authorization. In doing so, the following considerations are relevant:  

1. The TBR and the THEC considers academic proposals for new degree programs at 

each of its quarterly meetings. 

2. The number of proposals received at any one time may determine whether or not the 

staff review of a particular proposal is completed in time for submission to the Board 

at the desired time. Proposals are generally reviewed on a first-come basis. Should 

the review of a proposal not be completed in time for the next meeting of the Board, it 

will be carried over with priority to the subsequent meeting. 

3. Other than for the establishment of new degree programs, the following schedule may 

serve as a general guide for all proposed academic actions:  

1. For proposed new degree programs, a timeline should be discussed with the TBR 

staff. 

2. Proposals will be accepted on a continuous basis unless a THEC moratorium is 

active. 

Proposed new graduate degree programs will require considerably more time than 

undergraduate degree program proposals. 



3. The Implementation Portfolio.   

a. For University academic programs, an Implementation Portfolio for a new university  

     academic program is electronically submitted after approval of the Letter of Application by  

     the TBR and the THEC.   For new community college programs, the Implementation Portfolio   

    is submitted upon approval from the Vice Chancellor for Community Colleges. 

b. The Implementation Portfolio (whether or not a Letter of Application is required) consists of:   

 A completed Implementation Portfolio Form located on the Academic Affairs website 

 A copy of the THEC approval letter for Letter of Application development 

(universities) or the Vice Chancellor of Community Colleges approval letter for 

development based on the Letter of Notification or the Letter of Application, if 

required  

 The SACS-COC approval letter, if change of designation is required.  

    c. The submission of an Implementation Portfolio should be carefully planned in order    

        to assure timely review and approval by the Vice Chancellor for Academic Affairs  

        and the Vice Chancellor for Community Colleges, when appropriate, prior to  

        submission for Board approval -- and, as may be required, THEC review and  

         authorization.   

d. The TBR and the THEC considers Implementation Portfolios for new university  

      degree programs at each of its quarterly meetings. Community college  

      Implementation Portfolios are approved by delegated authority to the TBR and  

       forwarded to the THEC upon Board Approval. 

       4.  External Review  

 a. All university programs (excluding certificate programs) submitted for development must  



     undergo an external review.   If an external review includes a site visit, the time necessary to  

     arrange an external reviewer is generally 4-5 weeks.  Upon completion of the visit, reviewers  

     have 30 days to submit a report which is then submitted to the institution with an essential  

     concerns for amendment identified by the TBR.  Campuses have 30 calendar days to provide  

    a written response to the Office of Academic Affairs and Community Colleges (if appropriate).   

    Institutions may dispute or amend recommendations continuing along the approval path or   

   determine to withdraw the proposed program from consideration.   

            b. The external review for newly proposed undergraduate programs at the universities will consist  

               of a paper review or a site visit by a disciplinary expert at the joint discretion of the TBR and the  

              THEC.   

         c.   All graduate level programs will undergo a site visit.  

         d. Community colleges must submit a report from their external advisory or industrial board or  

             skills panel supporting all components of the proposed Implementation Portfolio. The external  

             review report should be submitted at the time of the Implementation Portfolio with the  

             exception of a graduate program or an undergraduate program which is determined to require a  

site visit.  Those reports should be submitted following the submission of the Implementation 

Portfolio by the TBR staff upon completion and campus response to any recommendations prior 

to forwarding the final Implementation Portfolio to the THEC.  

   5.    Based upon the determination of the TBR and approval of the THEC (if required), the newly  

          proposed program as supported by the external review will move forward in the approval process.  

          a. Proposed Implementation Portfolios must be submitted to the appropriate Vice  

              Chancellor with sufficient time to allow for the external review process to occur before  

             the desired Board approval.  The time required for the review will vary according to the  

             number and nature of the portfolios already under review, external review  



           consideration, and the other workload issues of the Academic Affairs staff and may  

           determine whether or not the review of a particular portfolio is completed in time for   

submission to the Board at the desired time. Implementation Portfolios are  

generally reviewed on a first come basis. Should the review of an Implementation  

 Portfolio not be completed in time for the next meeting of the Board, it will be     

 carried over with priority the next subsequent meeting. 

6.  Approved Letters of Application are valid for three academic years after which a new Letter  

     of Application must be submitted if the program has not been approved for  

     Implementation.    

7.  All newly approved academic programs at universities and community colleges are subject  

     to post approval review by the TBR and the THEC. Per the THEC Policy 1.1.30, pre- 

     baccalaureate programs are subject to post approval monitoring for five years,     

     baccalaureate and masters programs for five years and doctoral programs for seven years on  

     an annual basis.  

3.   

5. Other Requested Academic Actions  

1. Regardless of whether submission of a Letter of Intent is required, the appropriate Vice 

Chancellor should be informed prior to the development of any proposal anticipated to 

generate new costs or that may duplicate similar programs offered at other institutions 

serving the same region or population.  

1. Academic action proposals (other than degree programs) received by 15th of each 

month (except December) will typically be reviewed by the end of the month and 

summaries prepared for consideration by the Board through the 30-day review 



process. Approval by the Chancellor, through delegated authority, will be given at the 

end of the 30-day review period unless objections were voiced by the Board. Letters 

will be sent to the appropriate institution to authorize implementation of the proposed 

action. If THEC approval is required, the letter will inform the institution of the approval 

by TBR and explain that the proposal will be sent to THEC for its review. 

2. Requests for name changes should be submitted on the appropriate form and will be 

approved through delegated authority by the Vice Chancellor for Academic Affairs. 

2. Proposal Forms for Academic Actions  

1. Electronic forms are available on the TBR Academic Affairs webpage for “Publications and 

Forms.” Since forms may be revised by TBR staff as needed, all proposals should be 

developed using forms obtained directly from the website to ensure that the most current 

format has been submitted. There is no specific form for a Letter of Intent. The Letter of Intent 

should provide a narrative description of the items above. Specific questions related to the 

above criteria are listed in THEC Policy A1.0 Attachment B. 

2. The President’s signature is required on all proposals and indicates that the proposal is 

supported and has been approved through the institution’s curriculum review process or other 

appropriate committee review. All forms must be submitted electronically to the Vice 

Chancellor for Academic Affairs for university proposals and the Vice Chancellor for 

Community Colleges for community college proposals. Instructions are provided along with 

the forms on the TBR website. 

3. The following actions require the submission of a proposal for Board approval:  

1. Establish a new academic degree. 

2. Establish a new certificate program. (Note: The community college must consult with the 

Tennessee College(s) of Applied Technology within the designated service area to ensure 

there is no duplication of effort. Documentation must be submitted with the proposal to 

identify any concerns or to demonstrate there are no objections to the proposed program). 

3. Establish a new concentration. 

4. Consolidate an existing academic program. 



5. Converting an existing on-ground program to a fully online delivery format. 

6. Substantive curriculum modification. 

7. Termination, inactivation, or reactivation of a program. 

8. Revision of any admission, retention, and/or graduation policy (general or program 

specific). 

9. Extending an existing academic degree to be fully offered at an off-campus location. 

10. Establishment of a new academic unit or reorganization resulting in a net gain of an 

academic unit (i.e., department, on-campus center, institute, bureau, division, school, or 

college). 

11. Develop on-line course(s) with cost in excess of $9500 or more. 

12. Establishing an articulation agreement between institutions.  

Sources 

TBR Meeting March 5, 1976. Revised December 12, 1980 TBR meeting; November 8, 1982, May 

29, 1984, February 10, 1987, and February 14, 1989 Presidents Meeting, Presidents Meeting, 

February, 2003, Presidents Meeting, May 20, 2003, Presidents Meeting, February 7, 2006; 

Presidents Meeting, November 8, 2006; Presidents meeting, February 12, 2008, Presidents Meeting 

November 9, 2010; December 8, 2011; Revisions approved at Presidents Meeting, February 4, 

2014. 
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Topics A-Z 

 Developing Academic Letters of Notification, Letters of Application and Implementation Portfolios 

 Exhibits 

 Procedures 

 Forms for Academic Actions 

 Purpose 

Policy/Guideline Area 

Academic Guidelines 

Applicable Divisions 

TCATs, Community Colleges, Universities, System Office 

Purpose 

The purpose of this guideline is to establish the criteria and process for submitting Letters of 

Notification, Letters of Application, Implementation Portfolios, new academic programs or units, and 

for modifications of existing academic programs, policies, or unit by institutions governed by the 

Tennessee Board of Regents. 

https://policies.tbr.edu/guidelines/academic-program-letters-intent-and-proposals#undefined
https://policies.tbr.edu/guidelines/academic-program-letters-intent-and-proposals#undefined
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https://policies.tbr.edu/guidelines/academic-program-letters-intent-and-proposals#purpose


Policy/Guideline 

I Developing Academic Program Modifications  

A.  Academic programs currently approved for offering have a number of options to amend or  

reconstitute the approved program including the following using the 30 Review Process  per the 

THEC Policy A.1.0 New Academic Program: Approval Process and the THEC Policy A1.1: New and 

Modified Academic Programs:  Evaluation Criteria: 

1 Name change for existing program 

2 Change of degree designation for an existing academic program or concentration per 

written recommendation of a disciplinary accreditation body or to more accurately 

represent the title to the workplace.  Documentation must accompany the change 

request.   

3 Change of degree designation for an existing academic program or concentration when 

the change involves a significant curriculum shift in redefining the program’s purpose. 

4 Consolidation of existing academic programs.  

5 Consolidation of existing academic programs within the same discipline regardless of 

degree designation for purposes of performance funding calculations only.  

6 Conversion of an existing on-ground program to a fully online delivery format, with or 

without termination of existing program. 

7 Substantive curriculum modification (see http://www/sacs.org/substantivechange.asp) 

http://www/sacs.org/substantivechange.asp


8 Establishment of an undergraduate certificate program or a graduate certificate 

program less than 24 SCH.  Proposals for certificates of 24 SCH or more submit a Letter 

of Notification, the Letter of Application and Implementation Form, if approved for 

development. The University must notify the community college within the designated 

service area to ensure there is no unwarranted duplication of effort.  The community 

college must notify the Tennessee College(s) of Applied Technology (TCAT) within the 

designated service area to ensure there is no unwarranted duplication of effort. The 

Tennessee College(s) of Applied Technology (TCAT) must notify the community college 

within the designated service area to ensure that there is no unwarranted duplication 

of effort.  Documentation must be submitted with the Letter of Application to identify 

actions taken to address the issue of any unwarranted duplication of effort. 

9 Establishment of a new concentration or minor.  Newly proposed concentrations 

should be in keeping with the goals and mission of the existing program and must share 

the same core courses as all other existing degree concentrations. 

10 Establish a free standing degree program from an existing concentration. Any existing 

concentration with a steady enrollment and graduation rate for a period of at least 

three years may request to be recognized as a freestanding degree if the establishment 

of the concentration as a degree does not compromise the remaining degree and does 

not require new faculty resources. 



11 Establishment of a new academic unit or reorganization resulting in a net gain of an 

academic unit (i.e., department, on-campus center, institute, bureau, division, school, 

or college). This action also requires approval by the THEC Executive Director. 

12 Establishment of an articulation agreement between institutions. 

13 Establishment of an Off-Campus Site/Off Campus Center.  In keeping with the THEC 

Policies, the THEC Off-Campus Site /Center Approval Forms must be submitted for 

review. No announcements may be made regarding opening new site or center until 

the THEC approval is granted per THEC Policy 1.0.60B. 

14 Revision of any admission, retention, and/or graduation policy (general or program 

specific). 

15 Extension of an existing academic degree to be fully offered at an off-campus location. 

16 Termination, inactivation, or reactivation of a program. 

17 Curriculum modifications which increase or decrease total hours required for a degree. 

B.  Requests for academic action (other than new degree programs) received by 15th of each   

      month (except December) will typically be reviewed by the end of the month and  

     summaries prepared for consideration by the Board through the 30-day review process.  

     Approval by the Chancellor, through delegated authority, will be given at the end the 30-  

     day review period unless objections are voiced by the Board.  Letters will be sent to the  

     appropriate institution to authorize implementation of the proposed action. If the THEC  

    approval is required, the letter will inform the institution of the approval by the TBR and  



    an explanation that the proposed academic action will be sent to the THEC for its review. 

 

C.  Requests for program, concentration and minor name changes should be submitted  

      on the appropriate form and will be approved through delegated authority by the  

     Vice Chancellor for Academic Affairs, or the Vice Chancellor for Community Colleges,  

   as appropriate.  Approval through the THEC is not required per THEC Policy A 1.1.10D. 

 

II. Developing New Academic Programs 

    A. In order to propose a new academic program which is not covered under section I.A. of this       

Guideline and the THEC Policy A1.1 New Academic Programs and A1.0 New Academic Programs:  

Approval Process, four steps must occur:  the Letter of Notification; the Letter of Application; the 

Implementation Portfolio; and the External Review. 

1. The Letter of Notification.   

a. The Vice Chancellor for Community Colleges (in the case of community colleges), the TBR Vice  

    Chancellor for Academic Affairs (for all universities), and the respective Assistant/Associate    

    Vice Chancellor for Community Colleges or Academic Affairs should be electronically notified    

    in advance that a Letter of Notification will be forthcoming. The Vice Chancellor for Academic    

    Affairs should be notified additionally of all community college letters of notification.  The  

    Letter of Notification is the documentation for the System of the initiation of the planning  

    stage for the proposed program and must include the following: 

 Title of the proposed program (and any concentrations); 

 CIP and SOC codes for the overall program (and any proposed concentrations); 



 Fit with Institutional Strategic Plan and Mission; 

 Proposed implementation date; 

 Proposed location(s) where the program will be offered; 

 Explanation of the resources available to support the program; 

 Anticipated new cost; 

 Duplicate programs offered at other institutions serving the same region or 

population;  

 List of all comparable or closely related programs, regardless of assigned CIP and SOC 

code; 

 Anticipated submission date of the Implementation Portfolio, if approved for 

development.   

b. The Letter of Notification must be submitted at least 30 days prior to the anticipated date for  

                   the submission of the Letter of Application and Implementation Portfolio. c. Academic Affairs  

                   will notify the institution f another institution is currently engaged in development of a similar  

    program in order to avoid duplication of effort and encourage collaboration. 

    2.  The Letter of Application.  

    a. A Letter of Application for any new academic degree program or certificate (24 SCH or more)   

         program proposed precedes the establishment of any new academic program (See THEC  

        policy A1:0 and A1:1).  The requirement for a Letter of Application may be waived by the TBR  

       Vice Chancellor for Community Colleges in cases where the proposed degree program fully  

       duplicates an already existing community college program.   If a waiver is requested and  



       granted, the institution will be notified that it may proceed with development of the  

       Implementation Portfolio based on delegated authority from the THEC, however, the THEC  

       Financial Projection form must be completed and approval documentation and through all   

       campus committees prior to implementation.   Any required Letter of Application must be  

       submitted electronically to the Vice Chancellor for Academic Affairs for all proposed university  

 programs and the Vice Chancellor for Community Colleges for any proposed community college  

       programs.  The Vice Chancellor for Academic Affairs should be notified of any proposed  

       community college’s letter of application.  Current forms are available on the Academic Affairs  

       website.   

   b. The Letter of Application will include the following: 

 A letter from the President stating his or her support for the development of the Letter 

of Application 

 All information initially submitted in the Letter of Notification  

 PDF of the signed COVER page 

 Completed Letter of Application Form located on the Academic Affairs website with 

special attention to the THEC Policy 1.120L components for a diversity plan and the THEC 

Policy 1.120I call for a future sustainability need/demand. 

 THEC Financial Projections form.  In keeping with the THEC Policy 1.1.20P, the benefit to 

the state should outweigh the cost of the program with detailed explanations of 

reallocation, grants, gifts and partnerships accompanying the Letter of Application.    



 Copy of signature sheets from approval committees (e.g., Institutional Curriculum 

Committees, Faculty Senate, Graduate Council) verifying that the Letter of Application 

has cleared through all the appropriate campus approval committees prior to submission  

c. The Letter of Application will be reviewed by the TBR and by the THEC staff.    

d. Forwarding the Letter of Application from the TBR to the THEC indicates the support of the  

     TBR for the proposed academic program.   

e. The TBR and/or the THEC may take one of four actions in response to the Letter of  

    Application.  Based on THEC Policy A1.0, the Letter of Application may be awarded     

   approval, disapproval, conditional approval or defer approval to develop an  

   Implementation Portfolio. Conditional approval is awarded only to temporary programs     

      with specified terminations dates. 

3. The Implementation Portfolio.   

a. For University academic programs, an Implementation Portfolio for a new university  

     academic program is electronically submitted after approval of the Letter of Application by  

     the TBR and the THEC.   For new community college programs, the Implementation Portfolio   

    is submitted upon approval from the Vice Chancellor for Community Colleges. 

b. The Implementation Portfolio (whether or not a Letter of Application is required) consists of:   

 A completed Implementation Portfolio Form located on the Academic Affairs website 

 A copy of the THEC approval letter for Letter of Application development 

(universities) or the Vice Chancellor of Community Colleges approval letter for 

development based on the Letter of Notification or the Letter of Application, if 

required  



 The SACS-COC approval letter, if change of designation is required.  

    c. The submission of an Implementation Portfolio should be carefully planned in order    

        to assure timely review and approval by the Vice Chancellor for Academic Affairs  

        and the Vice Chancellor for Community Colleges, when appropriate, prior to  

        submission for Board approval -- and, as may be required, THEC review and  

                 authorization.   

d. The TBR and the THEC considers Implementation Portfolios for new university  

      degree programs at each of its quarterly meetings. Community college  

      Implementation Portfolios are approved by delegated authority to the TBR and  

             forwarded to the THEC upon Board Approval. 

       4.  External Review  

 a. All university programs (excluding certificate programs) submitted for development must  

     undergo an external review.   If an external review includes a site visit, the time necessary to  

     arrange an external reviewer is generally 4-5 weeks.  Upon completion of the visit, reviewers  

     have 30 days to submit a report which is then submitted to the institution with an essential  

     concerns for amendment identified by the TBR.  Campuses have 30 calendar days to provide  

    a written response to the Office of Academic Affairs and Community Colleges (if appropriate).   

    Institutions may dispute or amend recommendations continuing along the approval path or   

   determine to withdraw the proposed program from consideration.   

            b. The external review for newly proposed undergraduate programs at the universities will consist  

  of a paper review or a site visit by a disciplinary expert at the joint discretion of the TBR and the  

                 THEC.   

         c.   All graduate level programs will undergo a site visit.  



         d. Community colleges must submit a report from their external advisory or industrial board or  

             skills panel supporting all components of the proposed Implementation Portfolio. The external  

             review report should be submitted at the time of the Implementation Portfolio with the  

             exception of a graduate program or an undergraduate program which is determined to require a  

site visit.  Those reports should be submitted following the submission of the Implementation 

Portfolio by the TBR staff upon completion and campus response to any recommendations prior 

to forwarding the final Implementation Portfolio to the THEC.  

   5.    Based upon the determination of the TBR and approval of the THEC (if required), the newly  

          proposed program as supported by the external review will move forward in the approval process.  

          a. Proposed Implementation Portfolios must be submitted to the appropriate Vice  

              Chancellor with sufficient time to allow for the external review process to occur before  

             the desired Board approval.  The time required for the review will vary according to the  

             number and nature of the portfolios already under review, external review  

             consideration, and the other workload issues of the Academic Affairs staff and may  

             determine whether or not the review of a particular portfolio is completed in time for   

submission to the Board at the desired time. Implementation Portfolios are  

generally reviewed on a first come basis. Should the review of an Implementation  

Portfolio not be completed in time for the next meeting of the Board, it will be     

carried over with priority the next subsequent meeting. 

6.  Approved Letters of Application are valid for three academic years after which a new Letter  

     of Application must be submitted if the program has not been approved for  

     Implementation.    

7.  All newly approved academic programs at universities and community colleges are subject  



     to post approval review by the TBR and the THEC. Per the THEC Policy 1.1.30, pre- 

     baccalaureate programs are subject to post approval monitoring for five years,     

     baccalaureate and masters programs for five years and doctoral programs for seven years on  

     an annual basis.  

  

Sources 

TBR Meeting March 5, 1976. Revised December 12, 1980 TBR meeting; November 8, 1982, May 

29, 1984, February 10, 1987, and February 14, 1989 Presidents Meeting, Presidents Meeting, 

February, 2003, Presidents Meeting, May 20, 2003, Presidents Meeting, February 7, 2006; 

Presidents Meeting, November 8, 2006; Presidents meeting, February 12, 2008, Presidents Meeting 

November 9, 2010; December 8, 2011; Revisions approved at Presidents Meeting, February 4, 

2014. 
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DATE:   Presidents Meeting (February 11, 2015) 

   Directors Meeting   (February 12, 2015)                                                    

 

 

AGENDA ITEM: Update on Academic Affairs Initiatives 

 

 

ACTION:  Information Item 

 

 

PRESENTER:  Vice Chancellor Tristan Denley 

 

 

BACKGROUND INFORMATION: 

 

Vice Chancellor Denley will provide an update on current Academic Affairs Initiatives 

including: Co-Requisite Data, Strategic Plan, Taxonomy, Accessibility Task Force, and Online 

Education. 

 

 

 
 

 



12 13 14 15 16 17 18 No ACT Total

2.1% 2.7% 3.8% 6.8% 11.5% 19.7% 25.6% 13.1% 12.3%

100.0% 71.4% 36.6% 55.1% 58.0% 66.0% 82.8% 60.9% 62.5%

12 13 14 15 16 17 18 No ACT Total

48 261 1,667 3,078 3,717 2,261 1,457 1,262 13,751

1 7 41 98 176 159 99 64 645

* Includes students in pilot courses at ChSCC, CoSCC, NaSCC, NeSCC, PSCC, RSCC, STCC, VSCC, and WSCC.

^ Where the ACT subscore is unavailable, an available Compass or Asset score has been crosswalked to the ACT scale.

Cohort Size

Pre-requisite Model: Fall 2012 Cohort

Co-requisite Pilots: Fall 2014 Cohort

Co-requisite Pilots: Fall 2014 Cohort

% Successfully Completing Gateway Math

Tennessee Board of Regents

Success in Gateway Math

All Community Colleges

Pre-requisite Model: Fall 2012 Cohort

2.1% 2.7% 3.8%
6.8%

11.5%

19.7%

25.6%

13.1% 12.3%

100.0%

71.4%

36.6%

55.1%
58.0%

66.0%

82.8%

60.9% 62.5%

12 13 14 15 16 17 18 No ACT Total

Pre-requisite Model: Fall 2012 Cohort Co-requisite Pilots: Fall 2014 Cohort



ACT Score^ Cohort
Completed Gate 

MATH

% Completed 

Gate MATH
ACT Score^ Cohort

Completed Gate 

MATH

% Completed 

Gate MATH

12 0 0 N/A 12 1 1 100.0%

13 2 1 50.0% 13 7 5 71.4%

14 5 1 20.0% 14 41 15 36.6%

15 47 27 57.4% 15 98 54 55.1%

16 103 63 61.2% 16 176 102 58.0%

17 107 72 67.3% 17 159 105 66.0%

18 71 62 87.3% 18 99 82 82.8%

No ACT 2 0 0.0% No ACT 64 39 60.9%

Total 337 226 67.1% Total 645 403 62.5%

ACT Score^ Cohort

Completed Gate 

MATH

- 2 Terms

% Completed 

Gate MATH

- 2 Terms

12 48 1 2.1%

13 261 7 2.7%

14 1,667 64 3.8%

15 3,078 209 6.8%

16 3,717 426 11.5%

17 2,261 445 19.7%

18 1,457 373 25.6%

No ACT 1,262 165 13.1%

Total 13,751 1,690 12.3%

Pre-requisite Model: Fall 2012 First-Time Freshmen

^ Where the ACT subscore is unavailable, an available Compass or Asset score has been crosswalked to the ACT scale.

* Includes students in pilot courses at ChSCC, CoSCC, NaSCC, NeSCC, PSCC, RSCC, STCC, VSCC, and WSCC.

Tennessee Board of Regents

Success in Gateway Math - Fall 2014

All Community Colleges

Math 1530, MATH 1630 Co-requisite Pilots

Co-requisite Model: Fall 2014 First-Time Freshmen* Co-requisite Model: Fall 2014 All Student Levels*

12.3%

67.1%
62.5%

% Completed Gate MATH

First-time Freshmen (Pre-Req.)
First-time Freshmen (Co-req.)
All Students (Co-Req.)



12 13 14 15 16 17 No ACT Total

22.0% 25.3% 27.8% 33.2% 36.9% 37.8% 25.1% 30.9%

63.6% 63.4% 69.8% 79.3% 76.0% 73.5% 77.8% 73.8%

12 13 14 15 16 17 No ACT Total

567 684 1,147 1,489 1,316 1,100 1,079 7,382

11 41 63 87 96 68 27 393

^ Where the ACT subscore is unavailable, an available Compass or Asset score has been crosswalked to the ACT scale.

Co-requisite Pilots: Fall 2014 Cohort

Cohort Size

Pre-requisite Model: Fall 2012 Cohort

Co-requisite Pilots: Fall 2014 Cohort

* Includes students in pilot courses at ChSCC, CoSCC, DSCC, JSCC, MSCC, STCC, and WSCC.

Pre-requisite Model: Fall 2012 Cohort

Tennessee Board of Regents

Success in Gateway Writing

All Community Colleges

% Successfully Completing Gateway Writing

22.0%
25.3%

27.8%

33.2%
36.9% 37.8%

25.1%

30.9%

63.6% 63.4%

69.8%

79.3%
76.0%

73.5%

77.8%

73.8%

12 13 14 15 16 17 No ACT Total

Pre-requisite Model: Fall 2012 Cohort Co-requisite Pilots: Fall 2014 Cohort



ACT Score^ Cohort
Completed 

ENGL 1010

% Completed 

ENGL 1010
ACT Score^ Cohort

Completed 

ENGL 1010

% Completed 

ENGL 1010

12 5 2 40.0% 12 11 7 63.6%

13 32 21 65.6% 13 41 26 63.4%

14 46 33 71.7% 14 63 44 69.8%

15 74 58 78.4% 15 87 69 79.3%

16 77 57 74.0% 16 96 73 76.0%

17 54 42 77.8% 17 68 50 73.5%

No ACT 6 6 100.0% No ACT 27 21 77.8%

Total 294 219 74.5% Total 393 290 73.8%

ACT Score^ Cohort

Completed Gate 

ENGL

- 2 Terms

% Completed 

Gate ENGL

- 2 Terms

12 567 125 22.0%

13 684 173 25.3%

14 1,147 319 27.8%

15 1,489 495 33.2%

16 1,316 485 36.9%

17 1,100 416 37.8%

No ACT 1,079 271 25.1%

Total 7,382 2,284 30.9%

Pre-requisite Model: Fall 2012 First-Time Freshmen

* Includes students in pilot courses at ChSCC, CoSCC, DSCC, JSCC, MSCC, STCC, and WSCC.

^ Where the ACT subscore is unavailable, an available Compass or Asset score has been crosswalked to the ACT scale.

Tennessee Board of Regents

Success in Gateway Writing - Fall 2014

All Community Colleges

ENGL 1010 Co-requisite Pilots

Co-requisite Model: Fall 2014 First-Time Freshmen* Co-requisite Model: Fall 2014 All Student Levels*

30.9%

74.5% 73.8%

% Completed ENGL 1010

First-time Freshmen (Pre-Req.)

First-time Freshmen (Co-req.)



Co‐requisite Pilot Analysis
Fall 2014 Community College Pilots



Completion of Gateway Math by ACT Sub‐score
Community College Pre‐requisite Model vs. Co‐requisite Pilots

2.1% 2.7% 3.8% 6.8%
11.5%

19.7%
25.6%

13.1% 12.3%

100.0%

71.4%

36.6%

55.1% 58.0%
66.0%

82.8%

60.9% 62.5%

12 13 14 15 16 17 18 No ACT Total

Pre‐requisite Model: Fall 2012 Cohort Co‐requisite Pilots: Fall 2014 Cohort



Completion of Gateway English by ACT Sub‐score
Community College Pre‐requisite Model vs. Co‐requisite Pilots

22.0%
25.3% 27.8%

33.2%
36.9% 37.8%

25.1%
30.9%

63.6% 63.4%
69.8%

79.3%
76.0% 73.5%

77.8%
73.8%

12 13 14 15 16 17 No ACT Total

Pre‐requisite Model: Fall 2012 Cohort Co‐requisite Pilots: Fall 2014 Cohort



Completion of Gateway Math by ACT Sub‐score
University Co‐requisite Model vs. Community College Co‐requisite Pilots

60.0%

25.0%

40.9% 43.2%
49.2%

57.4%
63.0%

55.8% 53.5%

100.0%

71.4%

36.6%

55.1% 58.0%
66.0%

82.8%

60.9% 62.5%

12 13 14 15 16 17 18 No ACT Total

Co‐requisite Model: Universities Co‐requisite Model: Community College Pilots



Completion of Gateway English by ACT Sub‐score
University Co‐requisite Model vs. Community College Co‐requisite Pilots

64.5%

72.9% 70.3% 70.0%
76.9% 77.0%

67.8%
71.9%

63.6% 63.4%
69.8%

79.3%
76.0% 73.5%

77.8%
73.8%

12 13 14 15 16 17 No ACT Total

Co‐requisite Model: Universities Co‐requisite Model: Community College Pilots



Community College Math
Completion of Pre‐requisite Model Learning Support vs. 

Completion of Co‐requisite Pilot Gateway

13.9%
22.1%

27.5%
35.2%

49.1%
45.6% 47.6%

28.3%

40.2%

100.0%

71.4%

36.6%

55.1% 58.0%
66.0%

82.8%

60.9% 62.5%

12 13 14 15 16 17 18 No ACT Total

Pre‐requisite Model Learning Support Co‐requisite Pilot Gateway



Community College English
Completion of Pre‐requisite Model Learning Support vs. 

Completion of Co‐requisite Pilot Gateway

39.7%

47.5%
51.7%

56.6% 59.3% 58.2%

40.1%

52.3%

63.6% 63.4%
69.8%

79.3%
76.0% 73.5%

77.8%
73.8%

12 13 14 15 16 17 No ACT Total

Pre‐requisite Model Learning Support Co‐requisite Pilot Gateway



EverFi Campus Climate Survey 
At the October Meeting of the Student Affairs Subcouncil, the group agreed to create a task force to 

look at how best to implement a campus climate survey at TBR institutions. The task force had two 

teleconferences to consider options. The task force consisted of the following individuals: Dr. Heidi 

Leming (TBR); Heather Stewart (General Counsel); Sara Sudak (MTSU); Mary Bledsoe & Rebecca Ashford 

(PSCC); Patty Powell & Emily Short (VSCC); Rion McDonald (CSCC); Mike Hoff (ETSU); Amy West (TCAT-

Oneida); Kasey Vatter (TCAT-Knoxville). It is the recommendation of the Task Force that the survey be 

administered by the System Office on each campus to ensure consistent questions that allow for 

comparisons across sectors within the System. Everfi’s survey, with modifications, was felt to meet the 

goals of the System and allows for easy and quick implementation at no cost to the System as part of 

our Sexual Assault Educational Pilot Program for the 2015 calendar year. Details of the survey are 

provided below: 

 Each campus will be provided with a unique survey URL that can be sent to students to 

complete the survey. 

 Each campus will designate a “point of contact” for questions and their contact information will 

be included on the survey. 

 Each campus will be able to list campus specific resources available for students. 

 Each campus will be responsible for sending the link and reminders to students through their 

campus email system. If institution’s want to provide an incentive for students to participate, 

they may. A separate personal data form not connected to the survey responses is available as 

an option for campuses wishing to provide incentives. 

IRB Approval 
Since the survey will be administered by the System Office and results will neither be published nor used 

in a research project, IRB approval is not required. The ETSU Office of Institutional Research, however, 

volunteered to review the IRB Approval Form on behalf of the System to ensure that all research 

standards were adequately addressed. A copy of the IRB Approval Form is available upon request. 

Campus Climate Survey Design 
A copy of the entire survey instrument was provided as part of the meeting materials for your review as 

a separate document. Below is a summary of the survey with the TBR changes noted. 

Consent Form      <Keep content from EverFi Draft with 1 addition> 

included mention of Alcohol and Drug Use in opening paragraph 

Electronic Consent      <Keep content from EverFi Draft> 

Introduction – include TBR definitions of the following: 

Section 1 Demographics      <Keep content from EverFi Draft> 

Section 2 Academic Success     <Keep content from EverFi Draft> 

Section 3 General Climate Questions    <Keep content from EverFi Draft> 

Section 4 Perceptions of Leadership, Polices, and Reporting <Keep content from Everfi Draft> 



Section 5 Alcohol and Drug Use     <Keep content from Everfi Draft> 

Section 6 Sexual Violence     <Modify definitions in introduction> 

          <Keep questions for this section> 

The Tennessee Board of Regents Sexual Misconduct Policy contains the following definitions: 

 Consent - an informed decision, freely given, made through mutually understandable words or 

actions that indicate a willingness to participate in mutually agreed upon sexual activity. 

Consent cannot be given by an individual who is asleep; unconscious; or mentally or physically 

incapacitated, either through the effect of drugs or alcohol or for any other reason; or, is under 

duress, threat, coercion, or force. Past consent does not imply future consent. Silence or an 

absence of resistance does not imply consent. Consent can be withdrawn at any time. 

 Dating violence - violence against a person when the accuser and accused are dating, or who 

have dated, or who have or had a sexual relationship. ({Dating" and ({dated" do not include 

fraternization between two (2) individuals solely in a business  or non-romantic social context. 

Violence includes, but is not necessarily limited to, 

o inflicting, or attempting to inflict, physical injury on the accuser by other than accidental 

means; 

o placing the accuser in fear of physical harm; 

o physical restraint; 

o malicious damage to the personal property of the accuser, including inflicting, or 

attempting to inflict, physical injury on any animal owned, possessed, leased, kept, or 

held by the accuser; or, 

o placing a victim in fear of physical harm to any animal owned, possessed, leased, kept, 

or held by the accuser. 

 Domestic violence - violence against a person when the accuser and accused: 

o are current or former spouses; 

o live together or have lived together; 

o are related by blood or adoption; 

o are related or were formally related by marriage; or, 

o are adult or minor children of a person in a relationship described above. 

 Domestic violence includes, but is not necessarily limited to, the following: 

 inflicting, or attempting to inflict, physical injury on the accuser by other 

than accidental means; 

 placing the accuser in fear of physical harm; 

 physical restraint; 



 malicious damage to the personal property of the accuser, including 

inflicting, or attempting to inflict, physical injury on any animal owned, 

possessed, leased, kept, or held by the accuser; or, 

 placing the accuser in fear of physical harm to any animal owned, 

possessed, leased, kept, or held by the accuser. 

 Sexual assault - the nonconsensual sexual contact with the accuser by the accused, or the 

accused by the accuser when force or coercion is used to accomplish the act, the sexual contact 

is accomplished without consent of the accuser, and the accused knows or has reason to know 

at the time of the contact that the accuser did not or could not consent. Sexual contact includes, 

but is not limited to, the intentional touching of the accuser's, the accused's, or any other 

person's intimate parts, or the intentional touching of the clothing covering the immediate area 

of the accuser's, the accused's, or any other person's intimate parts, if that intentional touching 

can be reasonably construed as being for the purpose of sexual arousal or gratification. 

 Stalking - a willful course of conduct involving repeated or continuing harassment of another 

individual that would cause a reasonable person to feel terrorized, frightened, intimidated, 

threatened, harassed, or molested, and that actually causes the accuser to feel terrorized, 

frightened, intimidated, threatened, harassed, or molested. Harassment means conduct 

directed toward the accuser that includes, but is not limited to, repeated or continuing 

unconsented contact that would cause a reasonable person to suffer emotional distress, and 

that actually causes the accuser to suffer emotional distress. Harassment does not include 

constitutionally   protected activity or conduct that serves a legitimate purpose. 

Section 7 Dating Violence and Stalking    <Keep content from Everfi Draft> 

Section 8 Readiness to Help     <Keep content from Everfi Draft> 

 

Section 9 – 13       <Eliminate from survey> 

Conclusion       <Keep content from Everfi Draft> 

For institutions offering an incentive to participate, students will be directed to another page to enter 

contact information. Their responses will not be connected to the personally identifiable information. 

Below is the language that would be included in the incentive survey: 



 



EverFi Climate Survey 
 

Addendum A: Consent form 
 

This survey will help us learn about the relationship, sexual experiences, alcohol, and 
drug use of students attending Campus X. It should take approximately 30-­­45 minutes 
to complete. 

 
Your participation is voluntary, and you may choose to skip questions or stop responding 
at any point. Due to the importance of this topic, your cooperation would be greatly 
appreciated. 

 
The information that you and many other students provide will contribute to our 
understanding of this important issue at Campus X. Moreover, consistent with our 
commitment to ensure a safe, healthy, and welcoming environment for students, your 
participation will help us develop programs and policies that will help all students feel safe 
and fully accepted on campus. 

 
If you participate, your responses will be kept completely confidential and never linked to 
you by name. No one at Campus X will be told how you responded to the survey. 

 
Because some questions ask about sexual and personal information, including relationship 
and sexual experiences, some students may experience emotional discomfort while 
completing the survey. At the end of the survey you will be given information about local 
and national resources you can utilize should you wish to talk with someone further. 

 

The principal investigators of this survey are and can be reached at . 

 

ELECTRONIC CONSENT: Please select your choice below. 

Clicking on the "agree" button below indicates that: 

• you have read the above information 
• you voluntarily agree to participate 
• you are at least 18 years of age 

 
If you do not wish to participate in the research study, please decline participation by 
clicking on the "disagree" button. 

 
• AGREE 
• DISAGREE 



Addendum B: Full Survey Instrument 

Section 1 (Demographics) 
 

1. What is your biological sex? 
a. Female 
b. Male 

2. What is your current gender identity? 
a. Female 
b. Male 
c. Transgender Female 
d. Transgender Male 
e. Genderqueer 
f. Gender-­­nonconforming 
g. Other (please specify)   

3. Choose the answer(s) that best describes your race/ethnicity: Please check all that 
apply. 

a. Black/African-­­American   (non-­­Hispanic) 
b. Caucasian/White (non-­­Hispanic) 
c. Hispanic/Latino 
d. Asian/Pacific Islander 
e. Native American Indian/Native Alaskan 
f. Other (please specify)_   

4. Do you consider yourself to be: 
a. Asexual 
b. Bisexual 
c. Gay 
d. Heterosexual/Straight 
e. Lesbian 
f. Questioning 
g. Other (please specify)_   

5. Are you a United States citizen? 
a. Yes 
b. No 

5a. (if No to 5) If you are not a United States citizen, how many years have you lived, 
resided, or studied in the United States? 

DD years 
6. In what year of school are you currently enrolled? 

a. Freshman  (First-­­year) 
b. Sophomore   (Second-­­year) 
c. Junior (Third-­­year) 
d. Senior (Fourth/Fifth/Sixth-­­year) 
e. Graduate or professional school student 
f. Other 
g. Not a student 

7. How old are you? 
a. 18 
b. 19 



 

c. 20 
d. 21 
e. 22 
f. 23 
g. 24 or older 

8. Which best describes your current living arrangements this year of college? 
a. College residence hall 
b. Substance-­­free residence hall 
c. Fraternity or sorority house 
d. On-­­campus apartment or house 
e. Off-­­campus apartment or house 
f. At home with family 

9. Are you currently a member of any of the following? 
a. Fraternity or sorority 
b. Volunteer/community service organization 
c. Student religious group 
d. Intercollegiate athletic team 
e. Intramural or club athletic team 
f. Health education group 
g. Media organization (e.g. newspaper, radio, magazine) 
h. Substance abuse prevention peer education group 
i. Minority or ethnic organization 
j. Political or social action group 
k. Music or other performing arts group 
l. Other student organization or group (please specify) 

10. What is your current enrollment status? 
a. Full-­­time student 
b. Part-­­time student 

11. Did you transfer to this school from another college? 
a. Yes 
b. No 

 
Section 2 (Academic success) 

 
12. Which of the following best describes your current grade point average? 

a. 3.5 – 4.0 (A average) 
b. 2.5 – 3.4 (B average) 
c. 1.5 – 2.4 (C average) 
d. 0.5 – 1.4 (D average) 
e. .00 – .04 (F average) 
f. Don’t know or not applicable 

13. Since you’ve been on campus, to what degree has the following happened to you: 
(1-­­Never, 7-­­Always) 

a. Performed poorly on an assignment 
b. Got behind in schoolwork 
c. Missed a class 



 

 

Section 3 (General Climate Questions) 
 

14. Please indicate your level of agreement with the following statements: 
(Strongly Agree, Agree, Neutral, Disagree, Strongly Disagree) 

a. I feel valued in the classroom/learning environment. 
b. Faculty, staff, and administrators respect what students on this campus 

think. 
c. Faculty are genuinely concerned about my welfare. 
d. Administrators are genuinely concerned about my welfare. 
e. I feel close to people on this campus. 
f. I feel like I am a part of this college/university. 
g. I am happy to be at this college/university. 
h. The faculty, staff, and administrators at this school treat students fairly. 
i. I feel safe on this campus. 

15. Please indicate your level of agreement with the following statements: 
(Strongly Agree, Agree, Neutral, Disagree, Strongly Disagree) 

a. College officials (administrators, public safety officers) could do more to 
protect students from harm. 

b. If there were a crisis on campus, my college would handle it well. 
c. The college responds too slowly in difficult situations. 
d. College officials handle negative incidents in a fair and responsible manner. 
e. My college does enough to protect the safety of students. 
f. There is a good support system on campus for students going through 

difficult times 
 

Section 4 (Perceptions of Leadership, Policies, and Reporting) 
 

16. If someone were to report a sexual assault to administrators at your school, how 
likely is it that: 
(Very Likely, Moderately Likely, Somewhat Likely, Not at all Likely) 

a. Administrators would take the report seriously. 
b. Administrators would restrict knowledge of the report to those who need to 

know in order for the school to respond properly. 
c. Administrators would forward the report to criminal investigators who work 

for the local police department or sheriff’s office. 
d. Administrators would take steps to protect the safety of the person making 

the report. 
e. Administrators would support the person making the report. 
f. Administrators would take corrective action to address factors that may have 

led to the sexual assault. 
g. Administrators would take corrective action against the offender. 
h. Administrators would take steps to protect the person making the report 

from retaliation. 
i. Students would consider the person making the report to be a troublemaker. 



j. Students would support the person making the report. 
k. The alleged offender(s) or their associates would retaliate against the person 

making the report. 
l. The educational achievement/career of the person making the report would 

suffer. 
17. While you have been a student at this school, have you received training in the 

following areas related to sexual assault: 
Which behaviors are defined as “sexual assault?” 
a. Yes 
b. No 
How to report a complaint of sexual assault? 
a. Yes 
b. No 
The availability of confidential on-­­campus resources to help victims of sexual 
assault? 
a. Yes 
b. No 
The procedures followed to investigate a complaint of sexual assault? 
a. Yes 
b. No 
Prevention of sexual assault? 
a. Yes 
b. No 

18. How useful did you find the training(s)? 
a. Very 
b. Moderately 
c. Somewhat 
d. Slightly 
e. Not at all 

19. Please indicate your level of agreement with the following statements:     
(Strongly agree, Agree, Neither agree/disagree, Disagree, Strongly disagree, Don’t 
know) 

a. I know where to go to get help regarding sexual assault at my school. 
b. I understand my school’s formal procedures to address complaints of sexual 

assault. 
c. I have confidence that my school’s administrators will follow the procedures 

necessary to address complaints of sexual assault fairly. 
 

Section 5 (Alcohol and Drug Use) 
This section of the survey asks about your experience with alcohol and drug use. 
Remember that your responses will remain confidential and will not be linked to your 
identity or reported. 

 
20. Since the beginning of this school year, about how often have you consumed 

alcohol? 
a. Never 



b. Less than once a month/A few times 
c. Once or twice a month 
d. Once or twice a week 
e. Daily or almost daily 

20a. (If 20≠a. Never) Since the beginning of this school year, about how often have 

you consumed enough alcohol to get drunk? 
f. Never 
g. Less than once a month/A few times 
h. Once or twice a month 
i. Once or twice a week 
j. Daily or almost daily 

20b. (If 20≠Never) On a typical drinking occasion, about how many alcohol drinks 

do you usually have? (One drink = 1.5 oz liquor = 5 oz wine = 12 oz beer) 
(Drop-­­down box: 1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11+) 

21. Since the beginning of this school year, have you used any of the following? Please 
check all that apply. 

a. I have not used any of the following since beginning college 
b. Cigarettes 
c. Chewing tobacco (“snuff”) 
d. Marijuana 
e. Medications used to treat Attention-­­Deficit/Hyperactivity Disorder. 

(Ritalin®, Adderall®, Cylert®) 
f. Other opiate-­­type drugs (controlled substances like codeine, OxyContin, 

Darvon, Vicodin, Dilaudid, Demerol, Lomotil, Percocet, Percodan) 
g. Salvia Divinorum or Salvinorin A (“Maria Pastora,” “Sage of the Seers,” 

“Diviner’s Sage,” “Sally-­­D,” or “magic mint”) 
h. Tranquilizers (prescription-­­type drugs like Valium®, Xanax®, Librium®) 
i. MDMA (“Ecstasy,” “XTC,” “Adam”) 
j. Cocaine (in some form) 
k. Barbiturates (prescription-­­type sleeping pills like Quaaludes, “downs,” 

“yellow-­­jackets”) 
l. Methamphetamine (“meth,” “crystal,” “crank,” “ice,” “speed,” “crystal meth”) 
m. Rohypnol (“roofies”) or GHB 
n. Amphetamines (prescription-­­type stimulants, also called “speed,” “uppers,” 

“ups”) 
o. Heroin 
p. LSD 
q. Other psychedelics or hallucinogenics like mushrooms, mescaline, or PCP 
r. Anabolic steroids 
s. Inhalants (breathable chemical vapors, also called “whippets,” “poppers,” or 

“snappers”) 



Section 6 (Sexual Violence) 
This section asks about non-­­consensual or unwanted sexual contact you or a person you were with may 

have experienced. The person with whom you had unwanted sexual contact could have been a stranger or 

someone you know, such as a family member, someone you were dating or going out with, or another 

student. The Tennessee Board of Regents Sexual Misconduct Policy contains the following definitions:  

 Consent - an informed decision, freely given, made through mutually understandable words or 

actions that indicate a willingness to participate in mutually agreed upon sexual activity. Consent 

cannot be given by an individual who is asleep; unconscious; or mentally or physically 

incapacitated, either through the effect of drugs or alcohol or for any other reason; or, is under 

duress, threat, coercion, or force. Past consent does not imply future consent. Silence or an 

absence of resistance does not imply consent. Consent can be withdrawn at any time. 

 Dating violence - violence against a person when the accuser and accused are dating, or who have 

dated, or who have or had a sexual relationship. ({Dating" and ({dated" do not include 

fraternization between two (2) individuals solely in a business  or non-romantic social context. 

Violence includes, but is not necessarily limited to, 

o inflicting, or attempting to inflict, physical injury on the accuser by other than accidental 

means; 

o placing the accuser in fear of physical harm; 

o physical restraint; 

o malicious damage to the personal property of the accuser, including inflicting, or 

attempting to inflict, physical injury on any animal owned, possessed, leased, kept, or held 

by the accuser; or, 

o placing a victim in fear of physical harm to any animal owned, possessed, leased, kept, or 

held by the accuser. 

 Domestic violence - violence against a person when the accuser and accused: 

o are current or former spouses; 

o live together or have lived together; 

o are related by blood or adoption; 

o are related or were formally related by marriage; or, 

o are adult or minor children of a person in a relationship described above. 

 Domestic violence includes, but is not necessarily limited to, the following: 

 inflicting, or attempting to inflict, physical injury on the accuser by other 

than accidental means; 

 placing the accuser in fear of physical harm; 

 physical restraint; 

 malicious damage to the personal property of the accuser, including 

inflicting, or attempting to inflict, physical injury on any animal owned, 

possessed, leased, kept, or held by the accuser; or, 



 placing the accuser in fear of physical harm to any animal owned, 

possessed, leased, kept, or held by the accuser. 

 Sexual assault - the nonconsensual sexual contact with the accuser by the accused, or the accused 

by the accuser when force or coercion is used to accomplish the act, the sexual contact is 

accomplished without consent of the accuser, and the accused knows or has reason to know at 

the time of the contact that the accuser did not or could not consent. Sexual contact includes, but 

is not limited to, the intentional touching of the accuser's, the accused's, or any other person's 

intimate parts, or the intentional touching of the clothing covering the immediate area of the 

accuser's, the accused's, or any other person's intimate parts, if that intentional touching can be 

reasonably construed as being for the purpose of sexual arousal or gratification. 

 Stalking - a willful course of conduct involving repeated or continuing harassment of another 

individual that would cause a reasonable person to feel terrorized, frightened, intimidated, 

threatened, harassed, or molested, and that actually causes the accuser to feel terrorized, 

frightened, intimidated, threatened, harassed, or molested. Harassment means conduct directed 

toward the accuser that includes, but is not limited to, repeated or continuing unconsented 

contact that would cause a reasonable person to suffer emotional distress, and that actually 

causes the accuser to suffer emotional distress. Harassment does 

not  include  constitutionally   protected activity or conduct that serves a legitimate purpose. 

In the past, I pressured or forced someone into sexual contact without his or her explicit 
consent (e.g., used physical force or threatened to physically harm them; manipulated them 
through lies, threats, or pressure; took sexual advantage of them when they were 
significantly impaired or incapacitated by drugs/alcohol). 

t. Yes 
u. No 
v. Not sure 

22a. (If Yes to 25) When did this occur? 
a. Before I arrived on my campus as a student 
b. After I arrived on my campus as a student 
c. Both before and after I arrived on my campus as a student 

 
The questions below ask about unwanted sexual contact that involved force or threats of 
force against you. Force could include someone holding you down with his or her body 
weight, pinning your arms, hitting or kicking you, or using or threatening to use a weapon 
against you. 

 
22. Has anyone had sexual contact with you by using physical force or threatening to 

physically harm you? 
a. Yes 
b. No 

23a. (If Yes to 26) When did this occur? 
a. Before I arrived on my campus as a student 
b. After I arrived on my campus as a student 
c. Both before and after I arrived on my campus as a student 

23. Has anyone attempted but not succeeded in having sexual contact with you by using 
or threatening to use physical force against you or threatening to physically harm 
you? 



a. Yes 
b. No 

24a. (If Yes to 27) When did this occur? 
d. Before I arrived on my campus as a student 
e. After I arrived on my campus as a student 
a.   Both before and after I arrived on my campus as a student 

 
The next set of questions ask about unwanted sexual contact resulting from verbal or non-­­ 
physical coercion. This can include telling you lies, making promises you knew were   
untrue, threatening to end a relationship, threatening to spread rumors about you, showing 
displeasure, criticizing you, getting angry, and/or verbally pressuring you after you 
indicated you didn’t want to have sexual contact. 

 
24. Has anyone had sexual contact with you by using verbal or non-­­physical coercion? 

a. Yes 
b. No 

25a. (If Yes to 28) When did this occur? 
a. Before I arrived on my campus as a student 
b. After I arrived on my campus as a student 
c. Both before and after I arrived on my campus as a student 

25. Has anyone attempted but not succeeded in having sexual contact with you by using 
verbal or non-­­physical coercion? 

a. Yes 
b. No 

26a. (If Yes to 29) When did this occur? 
a. Before I arrived on my campus as a student 
b. After I arrived on my campus as a student 
c. Both before and after I arrived on my campus as a student 

 
The next set of questions ask about your experiences with unwanted sexual contact while 
you were unable to provide consent or stop what was happening because you were passed 
out, drugged, drunk, incapacitated, or asleep. These situations might include times you 
voluntarily consumed alcohol or drugs or times you were given drugs without your 
knowledge or consent. 

 
26. Has someone had sexual contact with you when you were unable to provide consent 

or stop what was happening because you were passed out, drugged, drunk, 
incapacitated, or asleep? This question asks about incidents that you are certain 
happened. 

a. Yes 
b. No 

27a. (If Yes to 30) When did this occur? 
a. Before I arrived on my campus as a student 
b. After I arrived on my campus as a student 
c. Both before and after I arrived on my campus as a student 



27. Have you suspected that someone had sexual contact with you when you were 
unable to provide consent or stop what was happening because you were passed 
out, drugged, drunk, incapacitated, or asleep? This question asks about events that 
you think (but are not certain) happened. 

a. Yes 
b. No 

28a. (If Yes to 31) When did this occur? 
d. Before I arrived on my campus as a student 
e. After I arrived on my campus as a student 
f. Both before and after I arrived on my campus as a student 

 
(If yes to 30) 
Earlier you indicated that that someone had sexual contact with you when you were unable 
to provide consent or stop what was happening because you were passed out, drugged, 
drunk, incapacitated, or asleep. Think about that incident, or the most recent incident, for the 
following questions. 

 
28. Just prior to the incident, had you been drinking alcohol? Keep in mind that you are 

in no way responsible for the assault that occurred, even if you had been drinking. 
a. Yes 
b. No 

29a. (If Yes to 32) Were you drunk? 
a. Yes 
b. No 

29. Just prior to the incident, had you voluntarily been taking or using any drugs other 
than alcohol? 

a. Yes 
b. No 

30. Just prior to the incident, had you been given a drug without your knowledge or 
consent? 

a. Yes 
b. No 
c. Don’t know 

 
(If YES to 26, 28, or 30 AND “b” or “c” to 26a, 28a, or 30a) 
For the next set of questions, please think about the MOST SERIOUS INCIDENT when 
someone had unwanted sexual contact with you while you were a student at this school. 

 
31. Who had this unwanted sexual contact with you? Please check only one. 

a. Stranger 
b. Family member 
c. Acquaintance 
d. Coworker 
e. Employer/supervisor 
f. College professor/instructor 
g. College staff 



h. Non-­­romantic  friend 
i. Casual or first date 
j. Current dating partner 
k. Ex-­­dating partner 
l. Other (please specify)    

32. Was this person a student at your school? 
a. Yes 
b. No 
c. I don’t know 

33. Was this person affiliated with your school, as an employee, staff, or faculty 
member? 

a. Yes 
b. No 
c. I don’t know 

34. What was the sex of the person who had unwanted sexual contact with you? 
a. Male 
b. Female 

35. Did the incident involve: (Please check ALL that apply.) 
a. The other person’s use of alcohol 
b. Your use of alcohol 
c. The other person’s use of drugs 
d. Your use of drugs 
e. None of the above 

36. How frightened were you by the incident? 
a. Extremely frightened 
b. Somewhat frightened 
c. Only a little frightened 
d. Not at all frightened 

37. Where did the incident occur? (Please check ALL that apply.) 
a. Off-­­campus (please specify location)    

b. On-­­campus (please specify location)    

c. Other location (please specify location)    

38. Who did you tell about the incident? (Please check ALL that apply.) 
a. No one 
b. Roommate 
c. Close friend other than roommate 
d. Parent or guardian 
e. Other family member 
f. Counselor 
g. Residence hall staff 
h. Police 
i. Dating partner (other than the one who had unwanted sexual contact with 

you) 
j. Campus sexual assault advocate 
k. Community sexual assault advocate 
l. Other (please specify)    



39a. (If 42=a. No one) If you did not tell anyone, why was that the case? Please check 
ALL that apply. 

a. Ashamed/embarrassed 
b. It’s a private matter—wanted to deal with it on my own 
c. Concerned others would find out 
d. Didn’t want the person who did it to get in trouble 
e. Afraid of retribution from the person who did it 
f. Afraid of not being believed 
g. The person who did it is well-­­recognized at my school 
h. Thought I would be blamed for what happened 
i. Didn’t think what happened was serious enough to talk about 
j. Didn’t think others would think it was serious 
k. Thought people would try to tell me what to do 
l. Would feel like an admission of failure 
m. Didn’t think others would think it was important 
n. Didn’t think others would understand 
o. Didn’t have time to deal with it due to academics, work, etc. 
p. Didn’t know the reporting procedure at my school 
q. Afraid that I or another would be punished for other infractions or violations 

(e.g., underage drinking) 
r. Did not feel the campus leadership would solve my problems 
s. Afraid others would harass me or react negatively toward me 
t. Thought nothing would be done 
u. Didn’t want others to worry about me 
v. Wanted to forget it happened 
w. Had other things that needed my attention (e.g., classes, work) 
x. Didn’t think the school would do anything about my report. 
y. Other (specify)    

 

Recall that these questions are asking about the MOST SERIOUS INCIDENT when 
someone had unwanted sexual contact with you while you were a student at this school. 

 
39. Did the incident result in a sexually transmitted infection? 

a. Yes 
b. No 

40. Did the incident result in physical injury? 
a. Yes 
b. No 

41. Did you receive medical treatment for the incident? 
a. Yes 
b. No 

42. Did the incident have a negative impact on your: 
a. Schoolwork? 

i. Yes 
ii. No 

b. Job? 



i. Yes 
ii. No 

c. Social/recreational activities? 
i. Yes 

ii. No 
d. Social relationships? 

i. Yes 
ii. No 

e. Intimate relationships? 
i. Yes 

ii. No 
43. Did you use the formal procedures available at your school to report the incident? 

a. Yes 
b. No 
c. Not applicable 

44a. (If Yes to 47) Did your school’s formal procedures help you deal with the 
incident? 

a. Didn’t help me at all 
b. Helped me a little 
c. Helped, but could’ve helped more 
d. Helped me a lot 
e. Completely solved the problem 

 
Section 7 (Dating Violence and Stalking) 

 
This section asks questions about experiences you may have had in dating relationships 
and other forms of social contact (from strangers, friends, relatives, spouses, and/or 
partners) since arriving on campus. 

 
44. Not including bill collectors, telephone solicitors, or other sales people, has anyone, 

male or female, ever: (Yes or No) 
a. Followed or spied on you? 
b. Sent you unsolicited letters or written correspondence? 
c. Made unsolicited phone calls to you? 
d. Sent you unsolicited emails or text messages? 
e. Showed up at places you were even though he/she had no business being 

there? 
f. Left unwanted items for you to find? 
g. Tried to communicate in other ways against your will? 
h. Vandalized your property or destroyed something you loved? 

45a. (If yes to any of above) Has anyone ever done any of these things to you on 
more than one occasion? (Yes or No) 
45aa. (If yes to 48a) How frightened were you by these things? (1-­­not at all, 2-­­only a 
little, 3-­­somewhat, 4-­­extremely) 



45. (If 22 ≠ a) Here is a list of behaviors that some students report have been used by 

their partners in current or previous relationships. We would like you to estimate 
how often these behaviors occurred during a relationship you’ve had since you 
began college. 

 
Select a number for each of the items listed below to show your closest estimate of 
how often each behavior happened in your current or previous relationship(s) since 
you began college. 
(1-­­never, 2-­­rarely, 3-­­occassionally, 4-­­frequently, 5-­­very frequently) 

 
a. Called you a name and/or criticized you 
b. Tried to keep you from doing something you wanted to do (e.g., going out 

with friends, going to meetings) 
c. Gave you angry stares or looks 
d. Prevented you from having money for your own use 
e. Threatened to hit or throw something at you 
f. Pushed, grabbed, or shoved you 
g. Put down your family and friends 
h. Accused you of paying too much attention to someone or something else 
i. Said things to scare you (e.g., told you something “bad” would happen, 

threatened to commit suicide) 
j. Slapped, hit, punched, or kicked you 
k. Made you do something humiliating or degrading (e.g., begging for 

forgiveness, having to ask permission to do something you want to do) 
l. Checked up on you (e.g., listened to your phone calls, checked the mileage on 

your car, called you repeatedly during class) 
m. Drove recklessly when you were in the car 
n. Pressured you to have sex in a way that you didn’t like or want 
o. Threatened you with a knife, gun, or other weapon 
p. Stopped you or tried to stop you from going to work or school 
q. Threw, hit, kicked, or smashed something 
r. Physically forced you to have sex 
s. Choked or strangled you 
t. Used a knife, gun, or other weapon against you 

 
(If 2-­­5 to any of the above questions from 49) 
Thinking about some of these behaviors that occurred in a current or previous relationship 
since you began college, please answer the following questions about the MOST SERIOUS 
INCIDENT that happened to you. 

 
46. How frightened were you by the incident? 

a. Extremely 
b. Somewhat 
c. Only a little 
d. Not at all 



47. How concerned were you about your safety during the incident? 
a. Extremely 
b. Somewhat 
c. Only a little 
d. Not at all 

48. Did you seek services or contact a hotline after the incident? 
a. Yes 
b. No 

49. Were you injured in the incident? 
a. Yes 
b. No 

50a. (If Yes to 55) Did you seek medical attention? 
a. Yes 
b. No 

 
Section 8 (Readiness to Help) 

 
Sexual violence refers to a range of behaviors that are unwanted, including: remarks about 
physical appearance; persistent sexual advances that are undesired; unwanted touching; 
and unwanted oral, anal, or vaginal penetration or attempted penetration. These behaviors 
could be initiated by someone known or unknown, including someone the recipient is in a 
relationship with. 

 
Please read the following statements and select the response that indicates how true each 
is of you. 
(1=Strongly disagree; 7=Strongly agree) 

50. I don’t think sexual violence is a problem at my school. 
51. I don’t think there is much I can do about sexual violence at my school. 
52. Doing something about sexual violence is solely the job of campus administrators. 
53. Sometimes I think I should learn more about sexual violence. 
54. I have not yet done anything to learn more about sexual violence. 
55. I think I can do something about sexual violence. 
56. I am planning to learn more about the problem of sexual violence at my school. 
57. I have recently attended a program about sexual violence. 
58. I am actively involved in projects to deal with sexual violence at my school. 
59. I have recently taken part in activities or volunteered my time on projects focused 

on ending sexual violence at my school. 
60. I have been or am currently involved in ongoing efforts to end sexual violence at my 

school. 
 
  



Addendum C: Debrief Form 
 

Thank you for your participation! 
 

How We Will Use This Information 
 

This survey assessed unwanted sexual experiences and relationship violence on your 
campus. The research will help us to answer the following questions: How often do 
unwanted sexual experiences happen on campus? What are the consequences? To whom 
do students report these incidents? How do students feel about the school’s response to 
sexual assault? 

 
Answers to these questions will help us develop policies and prevention tools to reduce the 
number of these incidents in our community and to provide better support systems for 
people who have been victimized. 

 
Confidentiality 

 

Thank you again for your willingness to participate. As stated above, the information you 
have provided will be kept confidential and not linked to you in any way. 

 
Although we have undertaken all reasonable efforts to minimize any potential risks, you 
should know that any form of communication over the Internet carries at least some 
minimal risk of loss of confidentiality. For example, if other individuals (e.g. partner, 
roommate) have access to your computer, they might be able to view your web browsing 
history, including a link to this survey. 

 
For information on how to delete your web browsing history, you can visit 
http://www.computerhope.com/issues/ch000510.htm 

 
Resources 

 

If you are concerned about any of the topics covered in this survey, or if you would like 
more information or personal support regarding these topics, please contact one of the 
resources listed below. 

 
LOCAL RELATIONSHIP VIOLENCE RESOURCE 
NATIONAL RELATIONSHIP VIOLENCE RESOURCE 

 
LOCAL SEXUAL ASSAULT RESOURCE 
NATIONAL SEXUAL ASSAULT RESOURCE 

 

The principal investigators for this survey are who can be reached at 

to answer any additional questions you may have about this research. 

THANK YOU AGAIN FOR YOUR PARTICIPATION. 

http://www.computerhope.com/issues/ch000510.htm
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