
Section 6  
CURRICULUM DEVELOPMENT GUIDELINES 

 
COURSE NUMBERING CONVENTIONS 
 
If a course number is being changed, or if a new course is being developed, the department 
needs to determine a new course number. Some course numbers may not be available due to 
their connection to historical data. The inactivation of a course or revision of a course number 
automatically causes the Registrar’s office to remove the old number from the course 
inventory. 
 
Programs cannot reuse an inactive course number for a new course as this may adversely affect 
a students’ degree program, total credits toward graduation, GPA calculation and course 
registration. For example, even if a number has not been used in ten years, making a new 
course with that number would change it for all students past and present, thus affecting the 
transcripts of previous students. Therefore, inactivated course numbers may not be reassigned 
to another course. If a course is split into two courses (e.g., a combined lecture/lab course split 
into separate lecture and lab courses) or vice versa, the course number should not be reused 
for one of those courses. 
 
There is a link to check if a course is active. If a department is unsure if a number has been 
used before, please contact the Registrar’s Office at registrar@kennesaw.edu. They can also 
assist in assigning a suitable course number. 
 
COURSE NUMBERING GUIDELINES 
 
The numbering of courses at Kennesaw State University is separated into undergraduate 
and graduate courses. Course numbers generally correspond to the classification of 
students as freshman, sophomore, junior, senior, graduate, and doctoral students. 
 

Undergraduate Course Numbering 
0000-0999 Learning Support* 
1000-1999 Freshman 
2000-2999 Sophomore 
3000-3999 Junior 
4000-4999 Senior 

 
*Learning Support Courses (0###) courses are designed for students deficient in the general 
competencies necessary for a regular post-secondary curriculum. 
 

https://registrar.kennesaw.edu/faculty-resources/course-search.php
mailto:registrar@kennesaw.edu
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3701&classificationof%20courses
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3704


Graduate Course Numbering 
5000-5999 Graduate and B. ARCH courses 
6000-6999 Graduate courses 
7000-7999 Graduate courses 
8000-8999 Doctoral courses 
9000-9999 Doctoral courses 

 
Some digits of the course number are intended to convey a university-wide meaning and must 
be used consistently across all disciplines. 
 

University Common Undergraduate Numbering Conventions 
2290 Special Topics 
3396 Cooperative Study 
3398 Internship 
4400 Directed Study 
4490 Special Topics 
4499 Senior Seminar/Thesis 

 
When creating a new course number, typically the first digit identifies the level of instruction. In 
general, 1000 and 2000 level courses should consider a larger breadth of study, be foundational, 
and prepare students with basic knowledges. Courses at the 3000 and 4000 level should offer a 
more in- depth study, refine knowledge, and focus on a discipline, field, or practice. 
 

Suggested Guidelines for Determining Course Levels 
1000 level courses should be an introduction to the concepts of a field or discipline. 
These courses should be open to all majors and suitable for college freshmen. Course 
content should be broad and present basic concepts and terminology in a field or 
discipline. Courses generally should not have prerequisites unless they are part of a 
sequence. 
2000 level courses may be devoted to a particular area or field within a discipline. 
These courses should be considered suitable for freshmen and sophomores and 
assumes that a student can undertake more advanced assignments and materials. 
These courses should be intermediate level courses and may be in the major but do 
not have to be. They may have 1000 prerequisites if necessary. 
3000 level courses should be considered advanced examinations into a field or 
discipline and thus include more advanced readings and assignments than previous 
course levels. A 3000- level course should be appropriate for a junior or senior student. 
These courses typically have prerequisites because it is understood that it is advanced 
study, and students need the proper knowledge before taking the course. 



Suggested Guidelines for Determining Course Levels 
4000 level courses are considered advanced upper-division courses. These courses 
should be considered for students that have completed a substantial amount of work 
at the 3000 level. They should present more advanced topics and include coursework 
appropriate for senior students. These courses typically have prerequisites because it 
is understood that it is advanced study, and students need the proper knowledge 
before taking the course. 
Learning Support Courses (courses designed for students deficient in the general 
competencies necessary for a regular post-secondary curriculum) at Kennesaw State 
University are noted by a 099-course number. These courses are designed to support the 
mastery of skills and concepts needed to pass a collegiate course in a “just-in-time” 
manner. Each corequisite course will be a required course that is aligned with and offered 
alongside the appropriate college-level course. The college-level and corequisite sections 
must cover the same topics in the same order at the same time. 

 

COURSE PREFIX AND NAMING GUIDELINES 

Course prefixes are often assigned to a department. If a department would like to create a 
new prefix, they can do so after checking with the Registrar’s office that such a prefix has 
never been used. 
 
When developing a 1000 or 2000 level course, check whether the University System of 
Georgia Board of Regents requires a common course prefix, number, or description that all 
institutions need to use. These are NOT just for Core Curriculum courses but are for 1000 
and 2000 level courses. 
 
There are two version of a name for the course. The full name of the course will appear in 
the catalog. When a new course is created, the proposal will also ask for an abbreviated 
name, which is how the course will appear on a student’s transcript. This abbreviated title 
has a 30- character limit, including spaces. Please ensure that the title represents the topic 
and does not cut off mid word, or a few characters in. 
 
WRITING A COURSE DESCRIPTION 
 

• While not required, it is recommended that course descriptions be limited to 75 
words. 

• Course descriptions must use proper grammatical structure, including complete 
sentences and present verb tense.  

• When writing a course description, it is best to minimize mentioning items that may 
make the description outdated quickly, such as referencing specific software. Doing 
so may mean updating the course description more often. A general reader should 
be able to understand the course description, and to that extent, it is recommended 

http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3704
https://www.usg.edu/academic_affairs_handbook/section2/C738/#p2.4.10_common_course_prefixes_numbers_and_descriptions
https://www.usg.edu/academic_affairs_handbook/section2/C738/#p2.4.10_common_course_prefixes_numbers_and_descriptions


to avoid using acronyms that general readers would not understand.  
• If the course description contains a topical list of course content, it is recommended 

to note that the course “may include” those topics. If a course says that it “will 
include” those topics, all sections of a course must cover every topic listed. 

 
DEVELOPING COURSE PREREQUISITES AND COREQUISITES 
 
DEFINITIONS 

A Prerequisite: course(s) and/or other requirement(s) that must be completed before 
taking another course. 
 
A Concurrent Prerequisite: course(s) and/or other requirement(s) that must be completed 
before, or taken at the same time as, another course. 
 
A Corequisite: course(s) and/or other requirement(s) that must be taken at the same time 
as other course(s) and/or requirement(s). 
 
Prerequisites and corequisites need to be written in clear, concise, grammatically correct 
language and must be tangible to be functional in Banner. Banner is the electronic Student 
Information System that supports student registration, enrollment, and grading. 
 
All undergraduate course prerequisites will have a default minimum “C” grade, and all 
graduate course prerequisites will have a default minimum “C” grade unless requested 
otherwise by faculty through the course approval process. The following are prerequisites 
that can be functional in Banner: 
 

Prerequisite Groupings Accepted by Banner 

Courses or a group of courses 

Test Scores or a score unique to a group of students (for example an audition score) 

Student standing (freshman, sophomore, junior, senior, graduate) 

Credit Hours (30, 60, or 90 increments only) 

Students can be restricted by college, department, campus, or program 

Special approval of a department chair or faculty member. This prohibits all students 
from registering unless they seek an override from the identified person in the 
course’s academic department. 

 
 



In many cases, the above tangible prerequisites can be connected by “and” requirements 
as well as “or” requirements. For example, a prerequisite can be a “Major in Music and 
Junior Standing.” Additionally, it could be “ECON 2200 or Economics major.” There are, 
however, limitations as identified in the chart below. 
 

Prerequisite Groupings not Accepted by Banner 
Courses/test scores, student standing, college, department, campus, program 
connected by “OR.” 
Example: Economics major or sophomore standing 

Special approval connected with any other prerequisite by “OR”  
Example: Approval of department chair or MATH 1000. 

GPA connected with any other prerequisite by “OR.” 
Example: 2.5 overall GPA or NURS 2000 

Different set of prerequisites for different sets of students. 
Example: ENGR 2000 for Engineering majors or MGT 3000 for Fashion majors 
(however, the prerequisite of ENGR 2500 or MGT 3000 is programable). 

 

Intangible prerequisites are those requirements a department would like for students to have 
that cannot be coded into Banner. Departments should consider if intangible prerequisites are 
required or recommended. Intangible prerequisites cannot be enforced by Banner, so those 
that are required should be listed as the last sentence of the course description and so that 
students and advisors understand the experience(s) required for the student to be successful in 
the course. 
 

Examples of Intangible Prerequisites 

High school algebra 

Language proficiency 

Knowledge of computer programming 

Successful completion of an introductory course 

Completion of major requirements 
 
Below are examples of common prerequisite scenarios and how they should be entered in a 
Curriculog proposal. 
 

Common Prerequisite Scenarios 
Single required prerequisite = Course prefix and number. 
Example: ECON 2000. 
Choice of Prerequisites = Course prefix and number connected with an “or.”  
Example: ENGL 1101 or MATH 1101. 

https://kennesaw.curriculog.com/


Common Prerequisite Scenarios 
Multiple required prerequisites = Course prefix and number connected with an “and.” 
Example: MATH 1101 and ECON 2000. 
Single prerequisite with multiple choices = Course prefix and number connected with 
an “or.” 
Example: ENGL 1101 or MATH 1101 or ECON 2000. 
Multiple required prerequisites with multiple choices = Course prefixes and numbers 
grouped together by parenthesis and separated by an “or.” 
Example: (ENGL 1101 and MATH 1101) or (ECON 2000 and AADS 2000 and ASTR 1000) 
or COM 1000. 
Minimum required grade for a single course= Course prefix and number with grade 
requirement. 
Example: Grade of “B” or better in BIOL 2221. 
Minimum required grade for multiple courses = Course prefixes and numbers with 
grade requirement. 
Example: Grade of “B” or better in BIOL 2221 and MATH 1101. 
Minimum required grade for a single course among multiple choices = Course prefixes 
and numbers with grade requirement. 
Example: A Grade of “C” or better in ENGL 1101 or COM 1000 or MATH 1101. 
Minimum required grade for single course with additional prerequisite courses = 
Required course prefix and number followed by a semicolon and course prefix and 
number with grade requirement. 
Example: ENGL 1101; A Grade of “B” or better in BIOL 2221. 
Minimum required grade for a single course among multiple choices with additional 
prerequisite courses = Grade requirement and a listing of the course prefix and 
number choices. 
Example: A Grade of “B” or better in AADS 1000, COM 1000, or PHYS 1000; MATH 
1101. 
Admission to a specific program = Listing name of program.  
Example: Admission to Nursing BSN program. 
Special permission= Explain who can give permission for a student to register for the 
course. 
Example: Permission of the department chair. 

 

PREREQUISITES AND COURSE REGISTRATION 

Banner is programmed to include the student’s in-progress term when checking 
prerequisites for a course registration. If the student no longer meets the course’s 
prerequisite after a successful registration, Banner does not deregister the student from 
the course. It is the responsibility of academic units to notify and remove students who do 
not meet prerequisites after registration and prior to the beginning of the new semester. 
 

Example: A student taking “Accounting I” in the fall semester registers for “Accounting II” in 
November for spring semester. The “Accounting I” course is a prerequisite for “Accounting II.” 



Later, the student withdraws from “Accounting I” (or fails or receives a below-acceptable 
grade). Banner does not remove the registration for Accounting II automatically from the 
student’s record. 
 
DEVELOPING COURSE LEARNING OUTCOMES 
 
Learning outcomes are developed for courses based on the content of the course and the 
role the course plays in the program. In general, learning outcomes are statements to 
describe the knowledge or skills students should acquire by the end of a course.  
 
A statement of a learning objective contains a verb and an object. The verb generally refers 
to the intended cognitive process, and the object generally describes the knowledge 
students are expected to acquire or construct. 
 
Recommended Guidelines for Course Learning Outcomes 
 

• Consider limiting the course-level expected learning outcomes to 4-7 statements 
for the entire course. 

• Focus on knowledge and skills that are universal to the course. 

• Focus on the learning rather than describing activities or lessons that are in the 
course. 

• Consider if course outcomes are appropriately aligned with one another. 

• The SMART (Specific, Measurable, Attainable, Relevant, Timely) model may be 
useful in these considerations. 

 
Helpful Resources for Drafting Course Learning Outcomes 
 

• Kennesaw State University Teaching Resources Collective 

• Using Bloom’s Taxonomy to Write Effective Learning Objectives Using Bloom’s 
Taxonomy to Write Learning Outcomes 

• Revised Bloom’s Taxonomy AAC&U Value Rubrics 

• A Guide to Developing Measurable Student Learning Outcomes National Institute 
for Learning Outcomes Assessment (NILOA) 

 
DEVELOPING A CROSS-LISTED COURSE 

A cross-listed course is a course that is offered under more than one prefix. A cross- listed 
course must have documentation with the Office of the Registrar, without which a student 
can earn credits by repeatedly enrolling in the same course. For example, consider an 

https://hr.wayne.edu/leads/phase1/smart-objectives
https://cetl.kennesaw.edu/teaching-resources-collective
https://tips.uark.edu/using-blooms-taxonomy/
https://www.pearsoned.com/using-blooms-taxonomy-to-write-learning-outcomes/
https://www.pearsoned.com/using-blooms-taxonomy-to-write-learning-outcomes/
https://www.pearsoned.com/using-blooms-taxonomy-to-write-learning-outcomes/
https://www.celt.iastate.edu/teaching/effective-teaching-practices/revised-blooms-taxonomy/
https://www.stockton.edu/elo/documents/rubrics/VALUE-AllRubrics.pdf
https://www.agnesscott.edu/facultyservices/files/documents/SLOexamples-CanadaCollege.pdf
https://www.learningoutcomesassessment.org/
https://www.learningoutcomesassessment.org/
https://www.learningoutcomesassessment.org/


economics student who takes ECON 3000 which is cross listed with MATH 3000 in spring 
2020. If the Office of the Registrar does not have the cross-listing information, the 
economics student can take MATH 3000 in fall 2020 to earn additional credits for the 
taking the same course again. 
 
DEVELOPING A CROSS-LEVELED COURSE 

A cross-leveled course is a course that is offered across numbers and/or levels and 
documented with the Office of the Registrar. If cross-leveled courses are between two 
different degree levels, there must be a clear distinction between the requirements of 
undergraduate and graduate student work or graduate and doctoral student work, with 
more advanced course work for the higher-level degree program. This can be 
demonstrated by two different syllabi that may include, but are not limited to, different 
objectives, assessments and/or outcomes to demonstrate the differences in rigor. 
 
DEVELOPING A ZERO CREDIT HOUR COURSE 

Zero-credit courses allow students the opportunity to engage in innovative experiences 
beyond designated credit hours of a program. Programs may develop zero-credit courses 
for internships, participation in research, experiential learning, career preparation, 
international education, teaching assistantships, or other enhanced learning experiences 
for a major. Courses offered for zero-credits must be approved through the regular KSU 
curriculum approval process. 
 
DEFINITIONS OF INSTRUCTION TYPES 

The following chart shows the various types of instruction as follows: 
 

Definitions of Instruction Types 

Lecture is a form of instruction in which the instructor presents an educational 
experience to students, applying any combination of instructional methods. 

Laboratory is an educational activity with students conducting experiments, perfecting 
skills, or practicing procedures under the direction of a faculty member. 

Field/Clinical Experiences (e.g., practicum, internship, co-op) are work placements 
with organizations whose areas of work are closely related to the student’s major. 
These work experiences are integrated with academic curricula through discipline-
specific and/or multi- disciplinary knowledge in a supervised setting. Co-operative 
education (co-op) is a type of field experience. Students doing a co-op receive 
academic credit while acquiring discipline- specific professional skills and earning an 
income. 

 



CREDIT HOURS 
 
The United States Department of Education, our accrediting body, the Southern 
Association of Colleges and Schools Commission on Colleges (SACSCOC), and University 
System of Georgia Policy Manual, Section 3.4.4, all define a semester credit hour as a 
minimum of 750 minutes of instruction or equivalent. The minimum of 750 minutes of 
instruction further requires 1500 minutes of out-of-class student work per semester credit 
hour for lecture courses, for a combined total of 2,250 minutes per semester hour. 
 
The contact time per semester credit hour must not be less than the minimum. For 
example, a one credit hour lecture course may exceed the requirement of 750 minutes of 
instruction and 1500 minutes of out-of-class student work, but it cannot be less than 2,250 
minutes per semester hour.  
 
Departments should justify and attach their credit hour tabulations to the proposal in 
Curriculog to assist curriculum committees in their course proposal reviews. It is 
recommended that academic departments develop guidelines for assessing out-of-class 
work with out-of-class time equivalencies. The credit hours of a course should reflect the 
content and requirements of the course and be reflected in the course syllabi. 
 
A semester credit hour is normally granted for satisfactory completion of one 50-minute 
session (contact hour) of classroom instruction per week for a semester of not less than 
fifteen weeks. This basic measure may be adjusted proportionately to reflect modified 
academic calendars and formats of study. 
 
Credit hours for KSU courses are listed in parentheses such as (3-0-3). The first number 
represents the number of lecture contact hours, the second number represents the 
number of lab or field/clinical experience contact hours, and the third number represents 
the total semester credit hours of that course. Thus (3-0-3) means the course has three 
lecture hours, zero lab or field/clinical hours, and totals three credit hours. 
 

Definitions Relating to Credit Hours 

Credit Hour: Credits earned for a course. 

Contact Hour: 50 minutes of scheduled instruction, sometimes called “seat time,” a 
measure used to determine lecture, field, lab, clinical, practicum, internship hours. The 
10- minute difference between one contact hour and one clock hour is allotted for 
time to settle into class, to prepare to leave, and “break time” for classes that run over 
50 minutes. 

https://sacscoc.org/app/uploads/2019/08/Credit-Hours.pdf
https://sacscoc.org/app/uploads/2019/08/Credit-Hours.pdf
https://sacscoc.org/app/uploads/2019/08/Credit-Hours.pdf
https://sacscoc.org/app/uploads/2019/08/Credit-Hours.pdf
https://www.usg.edu/policymanual/section3/C339


Definitions Relating to Credit Hours 

Clock Hour: 60 minutes (a period of time equaling 1/24 of a 24-hour day). Credit Hours 
are NOT computed in clock hours. It is recommended that in order to compute credit 
hours, begin with contact hours, since it is reasonable to expect students to take 
breaks and have some down time while they are in these experiences. 

Credit Hour Ratio: The credit hour ratio demonstrates the relationship between the 
credit hours and contact minutes. There are different ratios based on the type of 
experience a student has in a course, such a lecture, lab, or field/clinic experience. 
Laboratory and field experience/clinical experiences each have different ratios to 
determine “seat time” or the contact hours. A detailed spreadsheet of Credit Hour 
Ratio Examples is in the Appendix and available on the Curriculum Resources website. 
that demonstrates how the different types of course components can be incorporated 
into the credit hour distribution. 

Credit Hour Distribution: Courses can have different types of experiences 
incorporated into the Credit Hour Distribution. For example, a course can have lecture, 
lab, and/or field/clinical components. Each of these components are part of a 
combination that represents the total contact time and earned credit hours for the 
course. The first part of the distribution represents the amount of time a student 
spends in lecture, the second number in laboratory, or field/clinical experiences and 
the third number is the total credit hours earned toward degree completion and billed 
to the student noted as 3-0-3, 2-1-4. 

 

EXAMPLES OF CREDIT HOUR DISTRIBUTION 
 
In the chart below offers examples of the different types of credit hour distributions. At the end 
of each example is a notation of ratio such as 1:1 or 3:1. This ratio is determined by the type of 
work that a student will do in non-lecture courses and that ratio is determined to reflect the course 
contact and credit hours. A detailed set of charts for each ratio, titled “Credit Hour Ratio 
Examples” can be found in the Appendix and on the Curriculum Resources website. 
 

Lecture Course Examples: 

CORS 2000 (3-0-3). This fictitious course would require 3 lecture hours, 0 lab hours, 
and total 3 semester credit hours. For a 15-week semester, the course would include a 
minimum of 150 minutes of lecture contact time per week, corresponding to 2,250 
minutes of lecture contact time per semester (i.e., 750 minutes times 3). 1:1 ratio 

CORS 3000 (4-0-4). This fictitious course would require 4 lecture hours, 0 lab hours, 
and total 4 semester credit hours. For a 15-week semester, the course would include a 
minimum of 200 minutes of lecture contact time per week, corresponding to 3,000 
minutes of lecture contact time per semester (i.e., 750 minutes times 4). 1:1 ratio 

 

https://cia.kennesaw.edu/curriculum-development/resources.php
https://cia.kennesaw.edu/curriculum-development/resources.php


Laboratory Course Examples: 

CORS 2000L (0-2-1). This fictitious course would require 0 lecture hours, 2 lab hours, 
and total 1 semester credit hour. For a 15-week semester, the course would include a 
minimum of 100 minutes of lab contact time per week, corresponding to 1,500 
minutes of lab contact time per semester. 2:1 ratio 

CORS 3000L (0-4-2). This fictitious course would require 0 lecture hours, 4 lab hours, 
and total 2 semester credit hours. For a 15-week semester, the course would include a 
minimum of 200 minutes of lab contact time per week, corresponding to 3,000 
minutes of lab contact time per semester. 2:1 ratio 

Field Experience/Clinical Course Examples: 

CORS 6698 (0-3-1). This fictitious course would require 0 lecture hours, 3 field 
experience/clinical hours, and total 1 semester credit hour. For a 15-week semester, 
the course would include a minimum of 150 minutes of field experience/clinical 
contact time per week, corresponding to 2,250 minutes of field experience/clinical 
contact time per semester. 3:1 ratio 

CORS 3498 (0-6-3). This fictitious course would require 0 lecture hours, 6 field 
experience/clinical hours, and total 3 semester credit hours. For a 15-week semester, 
the course would include a minimum of 300 minutes of field experience/clinical 
contact time per week, corresponding to 4,500 minutes of field experience/clinical 
contact time per semester. 2:1 ratio 

CORS 3598 (0-12-6). This fictitious course would require 0 lecture hours, 12 field 
experience/clinical hours, and total 6 semester credit hours. For a 15-week semester, 
the course would include a minimum of 600 minutes of field experience/clinical 
contact time per week, corresponding to 9,000 minutes of field experience/clinical 
contact time per semester. 2:1 ratio 

CORS 3598 (0-8-2). This fictitious course would require 0 lecture hours, 8 field 
experience/clinical hours, and total 2 semester credit hours. For a 15-week semester, 
the course would include a minimum of 400 minutes of field experience/clinical 
contact time per week, corresponding to 6,000 minutes of field experience/clinical 
contact time per semester. 4:1 ratio. 

Lecture and Laboratory Combination Course Example: 

CORS 4000K (3-2-4). This fictitious course would require 3 lecture hours, 2 lab hours, 
and total 4 semester credit hours. For a 15-week semester, the course would include a 
minimum of 150 minutes of lecture contact time per week and 100 minutes of lab 
contact time per week, corresponding to 2,250 minutes of lecture contact time and 
1,500 minutes of lab contact time per semester. Lecture 1:1 ratio; Lab 2:1 ratio 

 
 
 
 



Lecture and Field Experience/Clinical Combination Course Example: 

CORS 3399 (1-9-4). This fictitious course would require 1 lecture hour, 9 field 
experience/clinical hours, and total 4 semester credit hours. For a 15-week semester, 
the course would include a minimum of 50 minutes of lecture contact time and 450 
minutes of field experience/clinical contact time per week, corresponding to 750 
minutes of lecture contact time and 6,750 minutes of field experience/clinical contact 
time per semester. Lecture 1:1 ratio; Lab 3:1 ratio 

 

DETERMINING ENTRY CODES 

A detailed set of charts for each ratio, titled “Credit Hour Ratio Examples” can be found on the 
Curriculum Resources website. Using the Credit Hour Ratio Example charts, determine the 
entry or course distribution code. 
 
In some cases, a course may have more than one type of credit earning experience. Below 
is a simple method for determining a credit hour distribution for courses that combine 
lecture and lab/field, clinical, practicum, and/or internship time. First, you identify your 
credit hour distribution for that ratio code, selecting them separately. 
 
Step 1: Determine the entry code for the lecture part of the class from Table 1  
Example: Faculty member chooses 2-0-2 
 
Step 2: Determine the entry code for the lab, field, clinical hours, practicum, and/or 
internship from any of the other tables (choose the table that aligns with your program 
needs). 
Example: Faculty member chooses 0-6-2 
 
Step 3: Compute the sum of Steps 1 & 2 by adding the lecture to the Lab, field, clinical 
hours, practicum, and/or internship ratio. The resulting code combines lecture hours with 
lab/field/clinical hours. 
Example: 
Lecture ratio 2 – 0 – 2 
Lab ratio +0 – 6 – 2 

        2 – 6 – 4 = Entry Code for the course 
 

CHANGING A COURSE’S CREDIT HOURS 
 
Editing the credit hours for an existing course may affect other programs utilizing the 
course. Running an impact report will identify all impacted units. Impact reports are 
generated within the Curriculog system. An Impact Report shows (a) what programs use 
the course and (b) courses that use the course as a prerequisite. 
 
 

https://cia.kennesaw.edu/curriculum-development/resources.php
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CHOOSING COURSE MODALITY 
 

Courses Can be Taught in the Following Modalities: 

Face-to-face: A face-to-face course is an on-campus course, the content of which is 
delivered primarily in person. 

Online: An online course is one where the content of which is delivered 100% through 
distance learning technology. 

Hybrid: A hybrid course is a combination of online and face-to-face instruction. A 
hybrid course can be delivered in the following ratios: 33% online, 50% online, or 66% 
online. 

 
CHOOSING A GRADING STRUCTURE 
 
When submitting a new course proposal in Curriculog, faculty are asked to identify the grading 
mode for the class. There are two grading mode options: S/U (Satisfactory/ Unsatisfactory) or 
regular (A, B, C, D, F). Regular grading mode also includes the options of W, WF, I, IP. 
 
Per the University System of Georgia Policy Manual, Section 3.5.2, the S/U grading structure is 
approved for dissertation and thesis hours, student teaching, clinical practicum, internship, and 
proficiency requirements in graduate programs. Exceptions to the use of this grading structure 
for academic course work must be submitted to the USG chief academic officer for approval.  
 

The University System of Georgia Policy Manual, Section 3.5.1 states the grading structure that 
all credit earning courses must follow. This information is also listed in the KSU Catalog. Learning 
Support courses do not contribute to a student’s grade point average. If a program wishes to 
change the grading mode of a course, a proposal must be submitted in Curriculog for review by 
the appropriate university curriculum committees. 
 

Grading Structure and Grade Point 
Average 

Grade Meaning Grade Point 
Average 

A Excellent 4.00 
B Good 3.00 
C Satisfactory 2.00 
D Passing 1.00 
F Failure 0.00 

WF Withdrew Failing 0.00 
S Satisfactory 0.00 
U Unsatisfactory 0.00 

 

https://kennesaw.curriculog.com/
https://www.usg.edu/policymanual/section3/C340
https://www.usg.edu/policymanual/section3/C340
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3700
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The University System of Georgia Policy Manual, Section 3.5.2 describes the symbols for work 
that does not contribute to a student’s GPA, which all credit earning courses are expected to 
follow. 
 

Non-Grade Point Average Earning Symbols 

Symbol Meaning 

I 

This symbol indicates that a student was doing satisfactory work but, 
for non- academic reasons beyond their control, was unable to meet 
the full requirements of the course. If an “I” is not satisfactorily 
removed after three academic terms of residence, the symbol “I” will 
be changed to the grade “F.” 

IP 

 
This symbol indicates that credit has not been given in courses that 
require a “CP” continuation of work beyond the term for which the 
student signed up for the course. This symbol cannot be substituted 
for an “I.” 

K 

 
This symbol indicates that a student was given credit for the course 
via a credit by examination program approved by the respective 
institution’s faculty (e.g., CLEP, AP, Proficiency). “K” credit may be 
provided for a course the student has previously audited if the 
institutional procedures for credit by examination are followed. 

V 

 
This symbol indicates that a student was given permission to audit 
this course. Students may not transfer from audit to credit status or 
vice versa. Students may register, however, on a credit basis for a 
course that has previously been audited. 

W 

 
This symbol indicates that a student was permitted to withdraw 
without penalty. Withdrawals without penalty will not be permitted 
after the mid- point of the total grading period, including final 
examinations, except in cases of hardship as determined by the 
appropriate official of the respective institution. 

WM 

 
This symbol indicates that a student was permitted to withdraw 
under the Board of Regents policy for military service refunds as 
provided in Board Policy. The use of this symbol indicates that this 
student was permitted to withdraw without penalty at any time 
during the term. 

https://www.usg.edu/policymanual/section3/C340


DESIGNATING A COURSE AS REPEATABLE FOR CREDIT 

Courses may be designated to allow students to repeat them and earn credit hours each 
time. A course that is repeatable for credit offers different instructional experiences and 
learning outcomes for students each time they take it. Examples of courses often 
designated as repeatable for credit include special topics, research, individual investigation, 
thesis, dissertation, practical experience, workshops, or competency- or skill- based 
courses such as violin performance or theatre production. 
 
When a program restricts or adds to the number of times a student can repeat a course for 
credit, a proposal indicating this change, including noting the maximum number of credit hours 
a student can earn, must be approved through the KSU curriculum process. 
 
ADDING OR CHANGING A COURSE FEE 

A new course fee or a change to an existing course fee must go through both the 
curriculum process and a separate approval process. Special course fee proposals are 
noted in Curriculog and must include a completed Student Elective Fees and Special 
Charges Proposal Form signed by the Dean. Please discuss course fee viability within the 
department and college prior to Curriculog submission. 
 
Once a proposal that includes a new fee is launched, the Academic Fiscal Affairs Officer will 
be notified, and the Fee form routed through all approval bodies including the University 
President. Approval of the proposal in Curriculog does not mean that the course fee has 
been approved. That is a separate notification. If the approval of the special fee has not 
been received by the time the proposal reaches the Provost/Provost designee step in the 
curriculum process, then the proposal will be held until the special fee request has been 
approved. Please allow up to two semesters for this process to occur. 
 
UNDERSTANDING COURSE SUBSTITUTIONS 
 
Course substitution permits a student to use an equivalent course for a required course in 
the student's curriculum, when the substituted course is not officially programmed as an 
equivalent. 
 
Core Curriculum Course Substitutions 
 

For Core Curriculum course substitution, per the Kennesaw State University catalog, 
students with advanced standing credits or transfer credits for courses similar to those 
required in the Core Curriculum may be permitted to satisfy KSU's requirements through 
approved course substitutions. All transfer credit for the Core Curriculum credit evaluations 
must adhere to USG transfer policies, reciprocity agreements, and other approved 
articulation agreements. 

https://kennesaw.curriculog.com/
https://fiscalservices.kennesaw.edu/budget/docs/FY18%20Elective%20Fee%20Proposal%20Form.xlsx
https://fiscalservices.kennesaw.edu/budget/docs/FY18%20Elective%20Fee%20Proposal%20Form.xlsx
https://fiscalservices.kennesaw.edu/budget/docs/FY18%20Elective%20Fee%20Proposal%20Form.xlsx
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3703&substitutions
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3703&substitutions
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3703&substitutions
https://transfer.kennesaw.edu/transfer-evaluation-practices.php


 
Program Course Substitutions 

 

For program course substitutions, Kennesaw State University has an online Course 
Substitution System, which automatically routes the course substitution requests for 
approval. In addition, it has a feature to check the status of course substitution 
submissions. There are detailed directions of how to access the system and process a 
substitution. 
 
All course substitutions are restricted by the following policy in the KSU catalog: 

• Graduate students may use graduate level work only to complete their degree 
requirements. 

• Graduate-level work may be used only in the undergraduate degree if an 
Accelerated Bachelor’s/Master’s policy is in place (maximum 9 credit hours). 

• Undergraduate coursework may not substitute or transfer more than one level. A 
1000-level course may not be used for 3000-level course and vice versa. 

Course substitutions should be the exception and not the rule. Although programs are 
often designed to allow students some flexibility and choice, excessive course substitutions 
can impact program integrity and course eligibility for financial aid.  

If a course substitution is becoming routine, the department should determine what is 
causing these repeated substitutions and revise their curriculum. The chart below has 
examples of curriculum design that can create excessive substitutions. 
 

Related Studies 
Issue: 
If a program lists only a credit hour requirement for this field, then there are not any 
courses to be programmed into the student’s program of study. This means that every 
course a student takes to meet the related studies requirements will be a course 
substitution. 
Solution: 
Identify a set of parameters that fulfill this box. This can be by prefix and/or course 
level, or by a list of courses from which students choose. Exceptions for certain courses 
can also be applied. Such restrictions are programmable and will allow those courses 
to be placed correctly in the student’s program of study. 

Examples that would not require a course substitution: 
 Example one: Choose six credits from 3000- or 4000-level courses with the following 

prefixes: CPE, EE, ENGR, ME, MTRE. 
 Example two: Choose six credits from 6000- or 7000-level courses with the following 

prefixes: EDL, CONF, HIED (excluding HIED 7777), CHEM, DANC, BUSI, COM (excluding 
COM 7715). 

 Example three: Choose six credits from any 1000- or 2000-level courses in BIOL, 
CHEM, MATH, PHYS, or STAT except STAT 1401. 

https://apps.kennesaw.edu/files/pr_app_uni_cdoc/doc/Course_Substitution_Approval.pdf
https://apps.kennesaw.edu/files/pr_app_uni_cdoc/doc/Course_Substitution_Approval.pdf
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3701&classificationof%20courses


 
Approval by Academic Advisor 

Issue: 
By creating sections of curriculum that can only be fulfilled by the academic advisor’s 
approval, there is nothing that can be programmed into a student’s program of study 
and every single course will need a course substitution. 
Solution: 
Avoid language such as “Twelve (or more) hours of upper-division studies beyond the 
major requirements as approved by the academic advisor.” Instead consider 
identifying what students in the program of study need and creating a list of courses or 
prefixes. Such a list is programmable and will allow those courses to be placed 
correctly in the student’s program of study. 
Examples that would not require a course substitution: 

 Example one: Twelve hours of upper-division studies beyond the major requirements 
from GEOG, GIS, or SUV courses at the 3000- or 4000-level. 

 Example two: Complete 12 credits from the following courses: GEOG 4405, 4410, 
4500, GIS 4100, SURV 3320, 3451. 

 Example three: Complete a minimum of 9 credits from the following courses: GEOG 
4405, 4410, 4500, SURV 3200, 3451. 

 
UNDERSTANDING COURSE EQUIVALENCY 

Kennesaw State University courses determined by faculty to share the same content and 
student learning outcomes can be considered equivalent. Equivalent courses are 
programmed in Banner to be treated as the same course. If a course is a prerequisite for 
another course, its official equivalent will satisfy the prerequisite. 
 
Determining Equivalency with Course Revisions 
 
A substantial revision to a course may result in a scenario in which the newly revised course is 
no longer equivalent to the original course. The following changes represent a few examples of 
substantial revisions that can undo a course equivalency: 
 
• The removal of a laboratory component of a course 
• Major revisions to course content, description, and/or title 
• The addition or subtraction of contact hours and associated content 
 
The following questions should assist in determining if a revision allows an existing equivalency 
to remain. 
 
• If a student took this course five years ago, would the program accept the course when it 

was taken, or would the program want the student to take the latest version? 



• If a student is on a catalog from two years ago, will this course fit in their program of 
 study? Do the same credit hours and content remain aligned with the program 
requirements? 

• If a student previously took the version of the course before revision, will they be prepared 
for any future courses that required the new course as a prerequisite? Or will they be 
missing information covered in the newest version of this course? 

 
The below examples offer several scenarios where course equivalency must be considered. 
 
Scenario One: If course ABCD 3300 is being changed to the new course number ABCD 3321, but 
all content, credit hours, title and description remain the same. Then course ABCD 3300 and 
ABCD 3321 are equivalent. Any student who needs to take ABCD 3300 to earn credit in their 
catalog year may take ABCD 3321 and it will be applied without additional course subs. Any 
student who has taken ABCD 3300 and needs to take a course with ABCD 3321 as a 
prerequisite may register without any additional overrides. 
 
Scenario Two: If CLAS 4000 is a 4-credit hour combined lecture/laboratory, and faculty decided 
the course should be revised to be a 3-credit hour lecture course, then these courses are NOT 
equivalent. Students needing to take CLAS 4000 to satisfy their degree requirements on a 
previous catalog year will be 1 credit hour short for graduation and will be missing 1 credit hour 
worth of content. 
 
Scenario Three: If faculty decide that the course FIRE 2215 Fire Suppression Techniques (3-0-3) 
should be revised to become FIRE 2215 Methods in Fire Suppression (3-0-3) and the content is 
drastically different, in that students who took “Fire Suppression Techniques “ will be 
unprepared for any course FIRE 2215 is now a prerequisite for, then “Fire Suppression 
Techniques” and “Methods in Fire Suppression” are NOT equivalent. 
 
Course Equivalency and Repeating a Course 
 
Undergraduate Course: 
Equivalent courses at the undergraduate level will factor into the GPA recalculation policy for 
repeated courses and will follow university repeat rules that the highest grade be included in the 
calculation of a student’s institutional GPA. 
 
Graduate Course: 
At the graduate level, students taking one graduate course and then the other approved graduate 
equivalent course will have both grades calculated into their Institutional GPA based on the 
repeat policy. 
 
CREATING A COURSE SYLLABUS 
 
All new courses and course changes need a complete syllabus representative of the course. 



 

Syllabi accompany proposals to create and modify courses in order to give the curriculum 
voting members in the process the necessary information to evaluate the proposed course 
or course changes, including course learning outcomes, course topics, course assessment, 
and course texts and readings. 
 
Syllabi attached to curriculum proposals must include all components listed in the syllabus 
checklist located on homepage of the Curriculum, Instruction, and Assessment website. 
This checklist includes all requirements of syllabi mandated in Kennesaw State University’s 
Faculty Handbook Section 2.4. There is a page of policies required to be included, either 
using a link or copy and pasted, on the syllabus. The Academic Integrity Statement is 
required to be on the syllabus and is included the page of policies. It is preferable to 
include the link rather than copy from the page, as the linked webpage is regularly 
updated. Proposals without complete syllabi will be rejected. 
 
Faculty may use Kennesaw State University’s course syllabus template, located on 
homepage of the Curriculum, Instruction, and Assessment website, which includes the all 
required elements, for their attached proposed syllabus. Colleges and departments may 
also have specific requirements that need to be captured in the syllabus. 
 
UNDERSTANDING COURSE AND PROGRAM CIP CODES 
 
The Classification of Instructional Programs (CIP) is a taxonomy of academic disciplines at 
institutions of higher education in the United States. This taxonomy allows agencies to 
understand what academic programs institutions offer no matter the unique names at 
each institution. 
 
The CIP was originally developed in 1980 by the National Center for Education Statistics 
(NCES) of the U. S. Department of Education. The 2020 version of the Integrated 
Postsecondary Education Data Systems is the current version of the taxonomy.  
 
A CIP code is the accepted federal standard for identifying instructional/academic 
programs. Academic program CIP codes must be assigned to ensure that the U.S. 
Department of Education can track the information for students who receive federal loans. 
 
Courses are assigned a 6-digit CIP code based on course content. 
 

CIP Course Code Numerical Formatting 

1. The first two digits in the series indicate a broad subject area. Example: 09 
“Communication, Journalism and Related Programs.” 

https://cia.kennesaw.edu/index.php
http://catalog.kennesaw.edu/content.php?catoid=52&navoid=3736
https://cia.kennesaw.edu/instructional-resources/syllabus-policy.php
https://cia.kennesaw.edu/index.php
https://nces.ed.gov/ipeds/cipcode/Default.aspx?y=56
https://nces.ed.gov/ipeds/cipcode/Default.aspx?y=56


CIP Course Code Numerical Formatting 

2. The third and fourth numbers in the series represent an intermediate aggregation 
with that broad subject. Example: 09.09 “Public Relations, Advertising, and Applied 
Communication.” 

3. The fifth and sixth numbers in the series indicate the specific subject matter of the 
individual program or course. Example: 09.0901 “Organizational Communication, 
General.” 

 

Below is an example of how engineering programs are coded using the CIP taxonomy. In 
this example Engineering is the two-digit family, Computer Engineering is a four-digit 
program within Engineering, and Software Engineering is a six-digit code representing a 
discipline within Computer Engineering. 
 

Example of a CIP Code 
2-digit grouping 14 Engineering 

4-digit grouping 14.09 Computer 
Engineering 

6-digit grouping 14.0903 Computer 
Software 
Engineering 

 
Academic Program CIP Codes 
 
All KSU academic programs (degree/major programs, certificates, and minors) are assigned a 
CIP code using the most recent edition of the Classification of Instructional Programs (CIP) table. 
When an academic unit at Kennesaw State University wishes to create a new academic 
program or course in Curriculog, the Curriculum Support Manager assigns the correct six- 
digit CIP code to the proposal. When a new degree or major program proposal is sent to 
the University System of Georgia Board of Regents for review and approval, the Board of 
Regents adds two additional digits for an eight-digit CIP code. All eight-digit codes can be 
found on the Degrees and Majors Authorized (DMA) list for Kennesaw State University. 
 

The 2020 edition lists all instructional programs offered by all institutions of higher 
education across the country and correspond to academic and occupational instructional 
programs offered for credit at the postsecondary level. There is a CIP Code Two-Digit 
Grouping Table in the Appendix as well as on the Curriculum Resources website. 
 

There are CIP codes that do not reflect higher education instruction, including codes that 
correspond to residency programs that may lead to advanced professional certification; 
personal improvement and leisure programs; and instructional programs that lead to diplomas 
and certificates at the secondary level only. For example, CIP code 53 is for High 

https://kennesaw.curriculog.com/
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://cia.kennesaw.edu/curriculum-development/resources.php


School/Secondary Diplomas and Certificates. 
 
All higher education institutions are required to report the number of degrees conferred each 
year by degree level (associate, baccalaureate, masters, doctorate, and doctor-professional 
practice) to the U.S. Department of Education. 
 
Faculty Credentials and CIP Codes 
 
Faculty credentialing is also tied to CIP codes. The faculty member’s earned graduate degree(s) 
are matched with a CIP code(s) upon hire and used as evidence that the faculty member is 
 qualified to teach the course(s) that they are teaching. Additional justification of faculty 
qualifications may be required when the faculty member’s earned graduate degree(s) CIP 
code(s) are not consistent with the approved list of degrees and CIP codes approved for each 
course. 

 
Help with CIP Codes 

For assistance with a CIP code for Academic Programs or Courses, contact: Amy Jones, 
Curriculum Support Manager 
Phone: 470-578-4951 Email: ajone545@kennesaw.edu 
 

For assistance with Faculty Credentials and CIP codes, contact: Lynn Lamanac, Director of 
Faculty and Academic Services 
Phone: 470-578-4416 Email: llamanac@kennesaw.edu 
 

PARTS OF AN UNDERGRADUATE PROGRAM 
 
There are two parts of an undergraduate program that are mandatory for any USG 
institution: Area F and a major field. 
 

Required Components of a Major 

Area F: Per the University System of Georgia Academic & Student Affairs Handbook, 
Section 2.4.4, Area F must be precisely 18 hours and be composed exclusively of 
1000/2000- level courses. These courses may be prerequisites for other Area F courses 
and/or for major courses at higher levels. Certain programs have Area F curriculum 
guidelines, which are set by the Regents Advisory Council for that discipline and 
required across the University System of Georgia. 

mailto:ajone545@kennesaw.edu
mailto:llamanac@kennesaw.edu
https://www.usg.edu/academic_affairs_handbook/section2/C738/
https://www.usg.edu/academic_affairs_handbook/section2/C738/
https://www.usg.edu/curriculum/area_f_guidelines
https://www.usg.edu/curriculum/area_f_guidelines


Required Components of a Major 

Major Field Requirements: The University System of Georgia Academic & Student 
Affairs Handbook, Section 2.3.1 requires that a baccalaureate degree program must 
require at least 21 semester hours of upper-division courses in the major field and at 
least 39 semester hours of upper-division work overall. The major field should be 
coursework required of all students in the major. The program requirements should be 
clearly defined and separate from concentration credits. Major field course 
requirements may include choices between courses or groups of courses. 

 
There are other aspects of a major that may be included. If these elective components are 
included, they must follow the requirements noted in the chart below. 
 

Elective Components of a Major 

Concentrations: A concentration appears on a student’s transcript. The concentration 
should be an examination of a field in more depth than the student’s major field. A 
concentration should not have more credit hours than a major field. All concentrations 
must share the same major field. 

Track: A track, or other named subset of courses in a program, does not appear on a 
student’s transcript. A track does not count toward the major field requirements 
unless all students take the same track or subset of courses. All tracks must share the 
same major field. 

Related Studies: Related Studies incorporates content the program has designated as 
related to the major field. In order to identify related studies, programs need to 
identify the course levels and prefixes appropriate to fulfill this requirement. Related 
Studies can be a list of courses, a list of prefixes and/ or levels, but the requirements 
need to be defined so that they can be encoded into the program of study and be 
eligible for federal financial aid. 

 

Program Elective Options Explained 

Upper Level, Lower Level, or Program Electives can be a list of courses, a list of 
prefixes and/ or levels. Electives need to be defined so that they can be encoded into 
the program of study and be eligible for federal financial aid. A program can have 
more than one elective option in a program. Program electives may carry such titles as 
“Math Electives,” “Technical Electives,” “English Electives,” and “Guided Electives.” A 
student might, for example, choose 4 credits in Technical Electives from a grouping of 
courses identified by the program. See the section in this guide on “Curriculum Design 
that can Create Excessive Substitutions” for examples on how to identify course 
groupings that do not require course substitutions. 

https://www.usg.edu/academic_affairs_handbook/section2/C731


Program Elective Options Explained 

Free Electives must be truly free and include any course at any level in the catalog. 
Programs cannot require that certain classes will fall into free or other elective 
options. It is important to be aware that students may already enter a program of 
study with free elective choices already fulfilled. Once a course is placed into free 
electives in a student’s program of study, it cannot be removed. 

 

DETERMINING PROGRAM MODALITY 
 
Program modality, or how a program is approved to be offered, appear on the Degrees and 
Majors Authorized (DMA) list for Kennesaw State University. A program can only be offered 
in the modality noted on the DMA. 
 
If a program is classified as online, it means that all courses are offered online and that a 
student can obtain a degree entirely from online coursework. A program may offer most of 
its courses online, but that is not the same as being an online program. Only those 
programs listed in the DMA as online programs can promote themselves as online 
programs. 
 
MINOR REQUIREMENTS 

The University System of Georgia Academic & Student Affairs Handbook Section 2.3.1 requires 
that a minor must contain 15 to 18 semester hours of coursework with at least 9 hours of 
upper- division coursework. Courses taken to satisfy Core Areas A through E may not be 
counted as coursework in the minor. Area F courses may be counted as coursework in the 
minor. Kennesaw State University lists the minor requirements in the catalog. They are also 
listed in the chart below. 
 

Minor Requirements: 

A minor program is a prescribed area of academic study consisting of 15-18 semester 
hours. 

At least nine of the required hours must be at the upper-division level, i.e. courses 
numbered 3000 or above. 

The prescribed courses for a minor may be taken from one or more academic 
disciplines. Courses taken in Core Area F may be counted as coursework in the minor. 

Courses taken to satisfy the Core Curriculum Areas A through E may NOT be counted 
as coursework in the minor. 

Students must earn a grade of at least "C" in all course work applicable to a formal 
minor. 

When a student's major and minor require the same courses, there is no limit on 

https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://www.usg.edu/academic_affairs_handbook/section2/C731
http://catalog.kennesaw.edu/content.php?catoid=51&navoid=3702&minorrequirements


Minor Requirements: 
duplicative credit. 100% sharing between the major and minor is permitted. A course 
may satisfy the requirements of a major, a first minor and a second minor. 

 
In order to graduate with a minor that will be noted on the student's permanent record, 
the student must declare the minor through Owl Express. Additional minors must be 
declared through the Office of the Registrar with a completed and approved minor form. 
 
CERTIFICATE DEFINITIONS 

The following guidelines are provided to assist institutions with the development of 
certificate programs. 
 
The Board of Regents of the University System of Georgia Academic & Student Affairs 
Handbook note the following Certificate Guidelines requirements: 
 

• Certificates proposed and offered by an institution should be consistent with the 
mission of the institution. 

• Certificates shall be consistent with degree programs offered by the institution. 
• The institution offering the certificate will maintain enrollment and completion data 

as part of the student’s record. 
• Certificates should be greater than 9 hours, but no more than 59 semester-credit 

hours. 
• Certificates that require students meet the admission requirements of the institution 

and that the courses offered will not exceed the level of courses offered by the 
institution (e.g., a two-year institution may not award a graduate certificate). 

 
The University System of Georgia defines two types of certificate programs, Pre-
Baccalaureate and Post-Baccalaureate. These are the definitions used in reporting data to 
the federal government. 
 
Within those definitions are further delineations, with pre-baccalaureate (undergraduate), 
post-baccalaureate (graduate), post-master’s, and post-first professional, referring to the 
level of courses in the curriculum, not the qualifications or background of the student. 
 

USG Certificate Types 

Pre-Baccalaureate (Undergraduate) Certificates 
Fewer than 30 semester credit hours (less than one year). The degree acronym is 
CER0. 
From 30 to 59 semester credit hours (at least one year, but less than two). The degree 
acronym is CER1. 

Post-Baccalaureate (Graduate) Certificates 

https://www.usg.edu/academic_programs/changes/certificates_guidelines


Post-Baccalaureate Certificate – a certificate beyond the bachelor’s degree that does not 
meet the requirements for a master’s degree. The degree acronym is CERG. 
Post-Master’s Certificate – a certificate beyond the master’s degree that does not 
meet the requirements for a doctoral degree. The degree acronym is CERM. 
Post-First Professional Certificate – a certificate beyond the first professional degree. The 
degree acronym is CERP. 

 
In addition to the level, certificates can be either Stand-Alone or Embedded as defined in 
the chart below. 
 

Stand-Alone Certificate Programs 
A student may apply courses completed for the stand-alone certificate toward a degree 
program if the student meets any applicable policies and admission standards for the 
degree program. 
Students admitted to a degree program may apply courses completed for that degree 
program toward a stand-alone certificate, if the student meets any applicable policies 
and admission standards for the stand-alone certificate. 
The Office of the Registrar will issue the stand-alone certificate after it has been applied 
for and the student has completed the requirements. 
Stand Alone Certificates are included on the Degrees and Majors Authorized (DMA) list 
for Kennesaw State University. 

 

Embedded Certificate Programs 
Embedded certificates are those certificates that are only awarded to a student upon 
completion of a degree and are a self-contained set of courses embedded in a major or 
stand-alone degree. Embedded certificates are not listed separately on the authorized 
Degrees and Majors inventory list. 
A student must declare that they are completing an Embedded Certificate by completing 
the “Embedded Certificate Declaration Form” with the Office of the Registrar. Once the 
student has declared the Embedded Certificate, it will be issued upon completion of the 
degree requirements, which include the requirements for the embedded certificate. The 
embedded certificate fee will then be charged to the student’s account. 

 
 

FINANCIAL AID AND CERTIFICATES 

Students can receive Federal Financial Aid to complete a certificate. An embedded 
certificate is eligible for financial aid for the program it is embedded in. Stand-alone 
certificates must go through a process to be placed on the Degrees and Majors Authorized 
(DMA) list for Kennesaw State University and receive Federal Financial Aid. The chart below 
details this process. 
NEW CERTIFICATE FEDERAL FINANCIAL AID PROCESS 

https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=537526b2-1d71-4e4f-b80b-147144a560fc&env=na3-eu1&acct=13ea5398-db40-492a-a0f5-08bcdf17277a&v=2
https://registrar.kennesaw.edu/forms.php
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2CKennesaw%2BState%2BUniversity
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Certificate 
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the KSU 
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USG to be 
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built by CSO office 
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certificate 
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Banner and 

Degreeworks 
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Liaison sends 
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received, 
then the 

Director of 
Financial Aid 

sends the 
Notification 
of Intent to 

the DOE 
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approves 
the Letter 
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Director of 

Financial Aid 
sends the 
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DOE Approves 
Prospectus 
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will be 

available for 
the next 

term 
 

Department 
Chair begins 

Annual 
Reporting 
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