MOUNT ST. JOSEPH UNIVERSITY
Graduate Council/CCEP

HIATUS OF AN APPROVED PROGRAM 


When a decision to suspend enrollment in an academic program is made by the department or program faculty and approved in writing by the Dean of the School, the following procedures should be followed to assure information is accurately communicated to appropriate Administrative Offices, students, faculty, and advisors. 

When admissions are to be suspended for one year, the Dean must obtain approval from the Provost and notify, in writing, the Office of Admissions. There is no need to modify what is listed in the Catalogs. Modifications needed in the Class Schedule would be made to the Registrar’s Office using the Schedule Change Request form. 

When enrollment is to be suspended for more than one year, the Dean has two choices: 
1. Two Year Status: When admissions are to be suspended for two years, the Dean must obtain approval from the Provost and notify, in writing, the Office of Admission. Upon notification, the Registrar will insert a statement under program title in the online Catalog as of the semester indicated on the appropriate form to reflect that the program is not currently admitting students. This action is appropriate when the Dean is relatively confident the program will resume accepting students within two years. This would result in a similar statement placed on webpages and in admission materials. 
a. Notice to begin or end two-year status must be submitted in writing to the Office of Provost, Office of Admission, and Registrar, by February 1st. 

2. Hiatus: When admissions are to be suspended for up to five years, the Dean must obtain approval from the Provost and notify, in writing, the Office of Admissions. This request should be made by the Dean, in writing, include the Hiatus Form, with a specific time frame. This would result in the program not being listed in any of the University catalogs, admission materials, or webpages. Programs on hiatus would not be expected to follow the University’s assessment of student learning and/or periodic program review. Programs may stay in a hiatus mode for up to five years. 

During the five years on hiatus, the Dean will encourage the relevant department or program to either: a) update the curriculum (approval from Grad Council or CCEP may be needed) and reopen admissions; b) move to eliminate the program through the appropriate avenues, as articulated in the University’s “Process for Program Closure” document in the Employee Handbook; or c) reinstate the program without curricular changes approved by Grad Council or CCEP. 
a. Notice to begin or end hiatus status must be submitted in writing to the Office of Provost, Office of Admission, and Registrar, no later than February 1st. The Registrar will bring this notification to Grad Council or CCEP to hold for documentation and record keeping purposes.
Timeline:
Graduate Council meets monthly August – May; CCEP meets twice monthly August—May.  

Graduate Council: 5-year Hiatus forms are due to the Graduate Council Co-Chairs no later than 2 weeks prior to the monthly meeting date.  Changes to the catalog are made once a year.  It is recommended that modifications needed in the new catalog should be presented no later than the February meeting.  

CCEP: 5-year Hiatus forms are due to CCEP Co-Chairs no later than 2 weeks prior to the meeting date. Changes to the catalog are made once a year.  It is recommended that modifications needed in the new catalog should be presented no later than the first February meeting.  

INSTRUCTIONS FOR 5 YEAR HIATUS 

· Complete the Hiatus form and provide a narrative which includes: 
· Rationale for placing the program on hiatus
· An analysis of implications to existing programs, personnel, staffing, and budgets both within and outside the department
· Courses to be inactivated due to hiatus
· Submit the Hiatus form and narrative in one document for signatures. 
· Forward the signed Hiatus form and narrative to Registrar for placement on Grad Council or CCEP agenda as a notification. 




















Hiatus of an Existing Program Form

Date submitted: _______________________	

School/Department: _______________________________________________________________
Program: ________________________________________________________________________
Program removal from Catalog needed by (date): ________________________________________
Graduate Council/CCEP decision requested by (date): ____________________________________
External Accrediting Agency(ies) involved and any relevant communication that must occur:
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

Form Author signature: ___________________________________________________________
Provost signature: _______________________________________________________________
Department Chair signature: _______________________________________________________
School Dean signature: ___________________________________________________________
Office of Admissions signature: ______________________________________________________
(Submit Hiatus form and narrative to the Registrar for Grad Council/CCEP review)

Graduate Council/CCEP/Registrar use only			
Hiatus Proposal (initial and date below)
_________________ approved  ___________________ Communicated to ECFA  
_____________ Communicated to Admissions ___________Communicated to Creative Services
Comments:______________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
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