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Florida A&M University
Teach-Out Manual
Introduction

This manual is a compilation of the memoranda of instructions, templates, guidelines and other tools designed to ensure a systematic and successful teach-out, enabling students to graduate from the terminated programs.  It serves as a single source of information for deans, chairs, faculty and advisors who are assisting in the teach-out process.  





Florida A&M University

Guidelines for Suspended and Terminated Academic Degree Programs

Under the guidelines of FAMU’s regional accrediting agency, the Southern Association of Colleges and Schools, Commission on Colleges, when closing a program,” the institution must make a good faith effort to assist affected students, faculty, administrative and support staff so that they experience a minimal amount of disruption in the pursuit of their course of study or professional careers.”  Specifically, the institution should make every effort to teach out currently enrolled students and to discontinue admission of students to the program once the decision is made to terminate the program.    The University is committed to assisting students affected by the program terminations and is making every effort to formulate procedures that minimize the impact on students while maintaining the integrity of the FAMU degree. 

Course offerings will continue for at most two academic years for all the Bachelor’s programs and the Master’s programs, three years for the Educational Specialist degrees and four years for the Doctor of Philosophy programs.
In the following sections, guiding principles for undergraduate and graduate programs are set forth in an attempt to answer many questions and offer recommendations about student issues which may arise.  A set of FAQs is also listed for undergraduate programs that might be affected.

UNDERGRADUATE PROGRAMS
· Prospective students with active applications awaiting admission decisions to an affected program:
· Immediately suspend admission of new students and advise students to seek alternative majors.
· Currently enrolled students in a terminated program who have less than 60 credit hours applicable to the major: 
· Immediately suspend certification into upper-division major and require students to select a different major. 
· Students will be advised by faculty or advisors regarding suitable options including transfer to comparable programs. 
· Change of major into a program that has been terminated will be suspended immediately.
· Currently enrolled and admitted students into the major at the upper division level, and who have 60 or more credit hours applicable to the major:
· Programs will place high priority on enabling students to complete their degree programs.
· Programs will provide each student an academic plan that enables him/her to complete the program requirements within the teach out period.  Some courses  may be offered in the summer semesters.
· Students, in turn, should take a sufficient number of courses each semester to enable them to complete all requirements within the “teach out” period.
· Students who do not make adequate progress on their academic plan for teach out will be advised into another major.
· Course offerings will continue for at most two academic years (teach out period).
· If a course required for the degree is not offered at FAMU, students may make arrangements, with the department’s consent, to take the course at another institution as a transient student and transfer the credit back to FAMU.
· Students are required to have ongoing contact with their academic/faculty advisors during this time to ensure that their academic plan is current and consistent with the projected course offerings.
Frequently Asked Questions (Undergraduate)

1. Q.  Can the residency requirement for the last thirty hours be waived for the terminated programs? 


A.  The current policy allows for six of the last thirty hours to be taken out 
of residence with the approval of the Academic Dean.  There is no change 

in the policy or procedure.  In cases of extreme hardship, appeals 


for additional hours to be taken out of residence may be made to the 

Academic Dean.  Requests should be made by the student through the 
student’s advisor, chair or program leader to the Dean.

2.  Q.  What about a student in a continuing major who is currently required to take coursework in an eliminated major, program or department?  



A.  Coursework will be offered for at most two academic years following 



the termination date of the major.  Departments will be encouraged to 



reserve seats for the majors requiring the courses.  Students in the 




continuing major should work closely with their advisor who will be 



knowledgeable about the projected course offerings of the terminated 



major or program.  Also, departments that are continuing should be 



flexible in identifying 
course substitutes for their students when courses 



are required from terminated units.


 
     3.
Q.   Many programs require internships, some in the summer.  Is there any 



flexibility in this requirement?

    

A.  The current policy provides that chairs and /or academic deans 
may 



make course substitutions provided university policy is not
violated.  



However, some internships may be required for acquisition of the 




appropriate license in the field and/or for accreditation purposes.  In 



these cases, there is no flexibility in the requirements.  

4.  
Q.  If a student makes an unsatisfactory grade in a required course and the course will not be offered again, what provisions will be made for the student?




A.  The student should work with his/her department chair and/or 




            academic dean to arrive at a reasonable substitution.



5.  
Q.  If a student has a grade of “I” on his record, how will the course be 



            completed?  

A.  Students should complete the work for removal of I grades received prior to the teach out period.  If the faculty member who awarded the incomplete grade is no longer employed, the student should work with the appropriate departmental personnel to devise an alternative solution. 



6.  
Q.  Does a part-time student need to finish his/her degree within the same 



           teach out period as a full-time student?  




A.  Yes, a part-time student must plan his/her program to finish in the 



           same allowable time frame as the full-time student.



7.  
Q.  There may be cases, in unusual circumstances, in which a student is 



            unable 
to finish his/her degree in the allowable time frame.  How will 



            these situations be handled?



A.  A student finding himself/herself in this situation should consult with 



departmental personnel to ascertain if there is any manner in which the 



degree
program can be completed.  The University, however, is under no 



obligation to ensure the program can be completed after the allowable 



period.



8. 
Q.  If a student in the lower division, with less than 60 credit 




            hours applicable to the major, feels he/she can complete the major within 


  
           the teach out period,  will the student be allowed to matriculate to upper 



           division?




A.  A student with less than 60 credit hours in a terminated major will 



            not be permitted to continue to the upper division in that major and must 



           select a new major. In exceptional special circumstances, on a case-by-



          case basis, a student may be allowed to continue with the approval of the 



          Provost.  All students must complete the program within the designated 



          teach-out period. 

9. 
Q.  If a student in the lower division is required to change his/her major

will he/she be required to complete the state mandated common prerequisites                                 
of the new major?  




A.  Yes, under state regulations, the state mandated common prerequisites 



            must be completed.   

10. 
Q.  If a student applies for readmission to a program which has been suspended or terminated, how is the readmission application handled?




A.  Readmission to terminated programs will be made on a case-by-case 



            basis, taking into account prior academic success, and the ability of the 



            student to complete the program within the teach out period.



GRADUATE PROGRAMS (MASTER’S AND EDUCATION SPECIALIST AND DOCTORAL)

· Prospective students with active applications awaiting admission decisions to a 
suspended or terminated program and newly admitted students:
· Immediately suspend admission of all new students.

· Notify students who have already been offered admission that they must complete the program within the teach out time period specified for the particular program. Course offerings will continue for at most two academic years for the Master’s programs; three years for the Educational Specialist degrees and four years for the Doctor of Philosophy programs.

·  Students unable to comply with the time limits should seek an alternative program.

·  Currently enrolled students in a terminated program:

·  Programs are encouraged to be understanding and flexible.  High priority must be placed on enabling students to complete their degree programs.

· Programs will work with students to outline a strategy for completion within the teach out time specified.

· When possible, consideration should be given to allowing a student to switch from a thesis to a non-thesis master’s program if doing so facilitates completion of his/her degree program.

· Programs may consider allowable course substitutions and the provision of a DIS to substitute for a required course.

· If necessary, students may be approved to take more than the currently allowable number of courses at another institution.  Programs should request such an exception through the normal channels for graduate student exceptions, prior to students enrolling in the courses.

· Students must meet the minimum credit hour requirement for the degree.

· Thesis committee composition must meet university requirements.

· Students seeking readmission into a terminated program:



· If students previously admitted into a terminated program, who have not been enrolled for a period of time, seek readmission, such readmission to terminated programs will be made on a case-by-case basis, taking into account prior academic success, and the ability of the student to complete the program within the teach out period.
Sample Template for Notifying Students in Terminated Majors

Dear ______________________

You are currently enrolled as a student in (state degree level and name of major, e.g. MS Adult Education).  We regret that it is therefore no longer feasible to continue offering this program.  The University is, however, committed to enabling students who are already in the program the opportunity to complete the program and obtain a FAMU degree.  

The program will have a teach out period of _(state number of years), ending in (state semester in which the  teach out period will end)  to enable you to complete the program requirements and graduate.  You must meet all requirements to be awarded the degree by the end of the teach-out period.  It is your responsibility to complete a sufficient number of required courses each semester to enable you to complete the program in the time allotted.  The program faculty and advisors will also assist students with identifying comparable programs to which they may wish to transfer, in the event they cannot complete the program at FAMU during the teach out period.
Please work closely with your advisor and program faculty to ensure you are aware of all program requirements and the availability of required courses.  You will be provided an academic plan which, if followed, will enable you to complete the degree program within the teach out period. They will do their utmost to assist you.  The University wants to ensure that the investment you made in a FAMU education bears the intended results.  

Please make an appointment immediately to meet with your advisor.  We are committed to serving you and helping you complete your degree.

Sincerely,

_________________________________


________________
Dean







Date
I have received and read the above letter.

__________________________________


________________

Student signature





Date

Florida A&M University
Academic Map for Teach-Out

(Use only as many semesters as are designated for teach-out)

Degree Program:  (e.g. BS Space Exploration)
Name of Student and Student ID:  _____________________________

Required Courses already completed for the Degree

	Course Number 
	Course Name
	Credit Hours
	Comments (e.g. which requirement the course fulfills)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Courses Remaining to be Completed
Summer 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Fall 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Spring 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Summer 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Fall 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Spring 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Summer 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Fall 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Spring 20--
	Course Number
	Course Name
	Credit Hours
	Instructor
	Date Completed
	Comments (attach additional comments if necessary)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


I have received and reviewed my academic map which enables me to complete my degree program within the teach-out period.  I understand it is my responsibility to complete the program and meet all requirements for graduation within the teach-out period.
_______________________________________






Signature of Student





Date

	

	


Sample Letter to Accrediting Bodies of Accredited Programs that were Terminated

Date

Dear _______:

This letter is to notify you that Florida A&M University (FAMU) has terminated the following program(s), effective -----------------:

As a result, it is no longer feasible to continue offering programs, such as those listed above, that have had relatively little student demand. The University is committed to offering quality education and therefore made strategic cuts in order to maintain and improve the quality of the programs that were retained.  

The University is taking the following steps to assist students, faculty, and staff who will be affected by the program terminations.

1. Undergraduate students who have 60 or more credit hours, and all currently enrolled graduate students, will receive a notification letter from their respective deans informing them that their program has been terminated (see attached sample letter). The notification letters include the date of termination for the program and information describing the teach-out plan for each program. In addition each student will be provided an individualized academic map, which will enable him or her to complete the program requirements within the teach-out period. Course offerings in the terminated programs will continue until (fill in semester the teach-out ends, from attached list). We want our students to graduate from an accredited program; please inform me if there is anything we should do to ensure this.  Undergraduate students who have fewer than 60 credit hours will be prohibited from matriculating into the upper-division of the terminated programs. Faculty and staff advisors will assist each student with selecting a different major or transferring to another institution to complete their degree.  No new students will be enrolled in the program(s) beginning----------. 
2. Faculty will receive a notification letter from their respective deans informing them of the program termination. The majority of faculty in the terminated programs will be reassigned to teach in other areas. Faculty and staff who will be terminated will receive letters informing them of their employment status.  All University and collective bargaining requirements governing termination of employment will be honored.

Please let me know if any additional information or action is required.






Sincerely,

Attachment

cc:  
Provost and Vice President for Academic Affairs

Florida A&M University

Academic Program Teach-Out Monitoring Report

Date Submitted:
[image: image1]
(Please submit this report to the Office of Institutional Effectiveness at the beginning and end of the teach out period for all suspended and terminated programs
)



	School/College:
	
	Dean:
	

	Academic Degree Program:
	
	Degree Level of Program:
	

	Number of Students Still Enrolled in Program:
	
	Total Credit Hours Required in Program:
	


Information on Students in the Program for Past 5 years, ending---------, Who Meet Teach-Out Criteria
	
	Student ID
	Student Name

(Last Name, First Name)
	Number Credit Hours Student Earned to Date 
	Program Closure Notification Letters Sent to Students 

     (Yes/No)             (Date) 
	Signed Response Received from Student (Date)
	Academic Map for Teach-Out Provided to Student 

(Date)
	Last Semester of Student’s Enrollment
	Actual Date, Student Completed Program Requirements 

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	
	
	


	Teach-Out Criteria:
	 


Florida A&M University

Academic Program Teach-Out Monitoring Report

	Semester Reporting:
	
	Number of Students Enrolled in Program as of Spring 2011:
	

	Number of Students Still Enrolled in Program This Semester (include students completing program this semester):
	
	Number of Students Who Have Completed the Program Prior to This Semester (cumulative of all prior semesters):
	

	Number of Students Transferred to Another Institution this Semester:
	
	Number of Students Who Changed Degree Program/Major This Semester:
	

	List of Courses Offered and Taken by  Students This Semester

	1. 
	2.
	3.
	4.
	5.

	6.
	7.
	8.
	9.
	10.

	11.
	12.
	13.
	14.
	15.

	

	Other Comments:  


	
	
	
	
	

	Person Completing Report

(Print)
	
	Signature
	
	Date

	
	
	
	
	

	
	
	
	
	

	Dean 

(Print)
	
	Signature
	
	Date


TEACH-OUT


MANUAL





FOR SUSPENDED AND TERMINATED


ACADEMIC DEGREE PROGRAMS 





Prepared by:


Office of Institutional Effectiveness


Office of Academic Affairs





Program Teach-Out 


Manual





Academic Degree Programs Terminated on April 7, 2011
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