
1 

 

 

SUNY – OLD WESTBURY – 6/14/16 
 

 Verification of Compliance with Accreditation-Relevant Federal Regulations 

(Institutional Report Template) 

 

 
The Middle States Commission on Higher Education, as a federally recognized accreditor, is 

obligated to ensure that its candidate and member institutions comply with accreditation-relevant 

federal regulations. This document is focused on the Commission’s verification of institutional 

compliance in several areas: 

1. Student identity verification in distance and correspondence education 

2. Transfer of credit policies and articulation agreements 

3. Title IV program responsibilities 

4. Institutional records of student complaints 

5. Required information for students and the public 

6. Standing with state and other accrediting agencies 

7. Contractual relationships 

8. Assignment of credit hours 

 

In the event that one or more of these regulations do not apply to an institution, that institution 

shall indicate that fact in the compliance document. Otherwise, all accredited and candidate 

institutions should respond with regard to each of the areas.  

 

These areas may also be reviewed as part of the self-study or periodic review process, especially 

as they relate to the MSCHE Standards. 

 

Please note that as additional guidance is received from the U.S. Department of Education, these 

guidelines may be modified. 

 

NOTE:  The template should be used to submit documentation as noted. An electronic version of 

the template is available at 

http://www.msche.org/publications_view.asp?idPublicationType=19&txtPublicationType=Comp

liance+Verification. The information boxes will expand as information is inserted. Appendices 

must be bookmarked in the document. Save the file as a PDF to upload to the MyCHE portal.
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The following report provides a review of institutional materials submitted by SUNY Old 

Westbury to document compliance with accreditation-relevant federal regulations. This report 

provides verification to the Commission of institutional compliance in the following areas: 

1. Student identity verification in distance and correspondence education 

2. Transfer of credit policies and articulation agreements 

3. Title IV program responsibilities 

4. Institutional records of student complaints 

5. Required information for students and the public 

6. Standing with state and other accrediting agencies 

7. Contractual relationships 

8. Assignment of credit hours 

 

Student Identity Verification in Distance and Correspondence Education  

In accordance with 34 CFR 602.17(g), the Commission must verify that institutions have 

effective procedures in place to ensure that the students who register in a distance or 

correspondence education course are the same students who participate in and complete the 

course, and receive the academic credit. 

 

Institutions must provide the following documentation: 

 
1. Written description of the method(s) used to ensure student identity verification in distance or 

correspondence education courses. Include information related to the Learning Management 

System (LMS) and integration with college-wide systems. 

The method used to ensure that students who register for online courses are indeed those 

who take the course and receive credit for it is the use by students of their unique college 

user name and password to access the online courses.  This access is via the login page of 

the College’s instance of Blackboard, the LMS (Learning Management System) used by 

the College, which is hosted by the SUNY Information Technology Exchange Center 

(ITEC) located at SUNY Buffalo State in Buffalo, NY. 
 

 

2. Written procedure(s) regarding the protection of student privacy in the implementation of such 

methods. Include information related to the Family Education Rights and Privacy Act (FERPA), 

student record access, and process for resetting student passwords. 

The College’s method used to ensure student identity verification does not entail the use 

of any extraordinary procedures or policies.  Accordingly, the College’s regular 

procedures to restrict student record access encompassed under FERPA are utilized to 

protect student privacy in the implementation of such method.  Our FERPA policy, 

including definition of ‘directory information,’ is on page 37 of the 2014-16 

Undergraduate Catalog and on the College website at 

www.oldwestbury.edu/academic/registrar/ferpa-family-educational-rights-and-privacy-

act-1974 (see Appendix 1.1 for a snapshot of the webpage).  The process for resetting 

student passwords is handled electronically by the students themselves, with the use of a 

security question, via the College website at 

https://pantherid.oldwestbury.edu/identity/self-service/OWC/smsreset.jsf 

 (See Appendix 1.2 for a snapshot of the webpage.)  We are in the midst of migrating to a 

http://www.oldwestbury.edu/academic/registrar/ferpa-family-educational-rights-and-privacy-act-1974
http://www.oldwestbury.edu/academic/registrar/ferpa-family-educational-rights-and-privacy-act-1974
https://pantherid.oldwestbury.edu/identity/self-service/OWC/smsreset.jsf
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new password reset system in conjunction with our adoption of Office 365. 
 

 

3. Written procedure(s) for notifying students about any projected additional charges associated 

with student identity verification, such as proctoring fees. 

Students are not charged any additional fees with regard to the student identity 

verification process described in Item 1 above. 
 

 

4. Written procedure(s) indicating the office(s) responsible for the consistent application of student 

identity verification procedures. 

The consistent application of student identity verification procedures is insured by the 

automated username/password system that controls access to Blackboard.  This system is 

maintained by the College’s Information Technology Services Department staff in 

concert with ITEC. 
 

 

 

 

Transfer of Credit Policies and Articulation Agreements 

In accordance with 34 CFR 602.24(e), the Commission must confirm that an “institution has 

transfer of credit policies that: (1) are publicly disclosed in accordance with section 

668.43(a)(11); and (2) include a statement of criteria established by the institution regarding the 

transfer of credit earned at another institution of higher education.”  

 

Section 668.43(a)(11) states:  

(a) Institutional information that the institution must make readily available to enrolled 

and prospective students under this subpart includes, but is not limited to- 

(11) A description of the transfer of credit policies established by the institution 

which must include a statement of the institution’s current transfer of credit 

policies that includes, at a minimum— 

 (i) Any established criteria the institution uses regarding the transfer of 

credit earned at another institution; and  

 (ii) A list of institutions with which the institution has established an 

articulation agreement.  

 

In addition, the Commission must confirm that any articulation agreements with other 

educational institutions are readily available to current and prospective students. 

 

Institutions must provide the following documentation: 

 

1. Written policies and procedures for making decisions about the transfer of credits earned 

at other institutions, including all modes of delivery. 
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The College has uniform policies and procedures in place for making decisions about the 

transfer of credit earned at other institutions that address such issues as: 

- the maximum number of transfer credits allowed 

- quarter vs. semester credits 

- criteria for different types of Associates degrees 

- minimum course GPA requirements. 

They do not explicitly address mode of delivery since that is not one of the criteria we 

use to evaluate transfer credits.  These policies and procedures are publicly disclosed as 

described in Item 2 below. 

 

 

2. Public disclosure of the policy for transfer of credit. Document the URL and the catalog 

location of this information; include other publications, if available. 

The College’s Transfer Credit Policies are publically disclosed on pages 42 and 43 of the 

2014-2016 Undergraduate Catalog and on the College website at 

https://www.oldwestbury.edu/academics/registrar/transfer-credit-policies 

  (See Appendix 2.1 for a snapshot of the webpage.) 

 

 

3. Procedures that indicate the office(s) responsible for the final determination of the 

acceptance or denial of transfer credit.  

Both the College Catalog and website indicate that the Office of the Registrar is 

responsible for evaluating credits for transfer.  Such evaluation is made in consultation 

with the relevant academic department’s faculty, as appropriate.  Once transfer of credit 

has been accepted, that course equivalency is articulated by the Registrar in our Banner 

Student Information System. The website (see Appendix 2.1) contains an ‘Appeal of 

Transfer Credit Evaluation’ procedure that will be included in the new edition of the 

College Catalog currently under preparation. 

 

 

4. A published and accessible list of institutions with which the institution has established 

an articulation agreement. Document the URL and publication location of this 

information. 

In the past the College has established, with regional two-year colleges, cooperative 

articulation agreements that specify procedures designed to encourage and facilitate 

transfers from these colleges into upper-division academic programs at the College at Old 

Westbury.  Old Westbury has had articulation agreements in several academic 

disciplines.  However, due to curriculum changes all such agreements are currently under 

revision.  These agreements list degree programs at two-year colleges that are parallel to 

Old Westbury's degree programs.  Associate degree holders admitted into the parallel 

program are granted full credit for courses completed at the two-year college and are 

given junior standing.  Generally, these students would be able to complete a bachelor's 

https://www.oldwestbury.edu/academics/registrar/transfer-credit-policies
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degree in four semesters of full-time study at Old Westbury.  For a listing of articulation 

agreements currently in place students are instructed to contact an Admissions Counselor 

in the Office of Enrollment Services.  Wording to this effect is on the College website at 

https://www.oldwestbury.edu/admissions/transfer/articulation 

In addition to articulation agreements with individual institutions, as a member of SUNY, 

Old Westbury is a participant in the SUNY Seamless Transfer initiative – a 

comprehensive program to facilitate transfer of qualified students from one SUNY 

institution to another.  The College has implemented the components of Seamless 

Transfer dealing with General Education and SUNY Transfer Paths for majors, which 

help qualified students transfer seamlessly and earn their degrees in a timely fashion.  For 

a listing of major Transfer Paths within SUNY see https://www.suny.edu/attend/get-

started/transfer-students/suny-transfer-paths/suny-transfer-paths-all/ 

 

 

Title IV Program Responsibilities 

In accordance with 34 CFR 602.16(a)(1)(x), the Commission must review the institution’s record 

of compliance with its Title IV program responsibilities to determine if that record suggests the 

institution may not be in compliance with Commission standards and requirements. The 

Commission is particularly interested in reviewing significant deficiencies and material 

weaknesses that have been identified and any corrective action plans that have been developed to 

address those deficiencies and material weaknesses. 

 

Institutions must provide the following documentation: 

 

1. Formal documentation from the U.S. Department of Education regarding the institution’s 

cohort default rate for the three most recent years. Provide the most recent three-year 

rates supplied by the U.S. Department of Education. 

See Appendix 3.1 for the September 2015 Cohort Default Rate Letter from the U.S. 

Department of Education indicating that our three-year default rate was 7.7 for FY 2012.  

See Appendix 3.2 indicating the three-year default rates for FY 2011 and 2010 were 11.4 

and 14.5, respectively. 

 

 

 

2. Reports on compliance from the U.S. Department of Education in regard to the cohort 

default rate. 

The September 2015 Cohort Default Rate Letter from the USDE (Appendix 3.1) 

indicates that we “…are not subject to any sanctions based on [y]our school’s FY 2012 3-

Year cohort default rate”, since we are not in the jeopardy range. 

 

 

 

https://www.oldwestbury.edu/admissions/transfer/articulation
https://www.suny.edu/attend/get-started/transfer-students/suny-transfer-paths/suny-transfer-paths-all/
https://www.suny.edu/attend/get-started/transfer-students/suny-transfer-paths/suny-transfer-paths-all/
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3. External audits of federal programs (A-133) for the past three years, if applicable to the 

institution. Include the complete single audit report (A-133) for the most recent three 

years as an appendix, even if included in other documentation.  

Old Westbury is an entity within the State University of New York (SUNY), an agency 

of the State of New York, and as such does not have stand-alone A-133 single audit 

reports.  See Appendices 3.3, 3.4, and 3.5 for the A-133 single audit reports for the State 

of New York for 2014-15, 2013-14, and 2012-13, respectively. 

 

 

 

4. Relevant correspondence from the U.S. Department of Education, such as program 

reviews and any actions to limit, suspend, or terminate the institution’s eligibility to 

participate in Title IV. Include institutional responses, if applicable. 

Not applicable.  We have no such documentation on file.  We have not had a Title IV 

program review in over 10 years. 

 

 

 

5. Financial Responsibility Requirements – documentation of the three most recent years of 

composite ratios used by the U.S. Department of Education 

This requirement does not apply to Old Westbury, since we are a public school whose 

debts and liabilities are backed by the full faith and credit of the State of New York.  See 

Appendix 3.6 for a letter from the SUNY Office of General Counsel and New York State 

Education Law Section 352 indicating that SUNY Old Westbury is an entity within 

SUNY, a public school. 

 

 

 

Institutional Record of Student Complaints 

In accordance with 34 CFR 602.16(a)(1)(ix), the Commission must confirm that institutions have 

effective policies and procedures for tracking and resolving student complaints. 

 

Institutions must provide the following documentation: 

 

1. Written description of the policy and methods used in handling student complaints. 

The College has distinct procedures depending on the nature of the student complaint, as 

follows: 

 

- As noted on page 34 of the 2014-2016 Undergraduate Catalog and on the College 

website at www.oldwestbury.edu/life/student-conduct 

http://www.oldwestbury.edu/life/student-conduct


7 

 

 the processes by which complaints about alleged student misconduct can be resolved are 

outlined in the Code of Student Conduct.  The Code was updated in 2011-2012 to 

include a sexual assault and a sexual harassment policy. 

 

- The definitions and procedures that outline the College's expectations related to 

discrimination and harassment, and the manner in which complaints can be made and are 

investigated, are discussed on pages 35 and 36 of the 2014-2016 Undergraduate Catalog 

and on the College website at 

https://www.oldwestbury.edu/sites/default/files/documents/non-discrimination-anti-

harassment-policy_0.pdf. 

 

- Academic Grievance procedures pertaining to student complaints alleging violations or 

misapplications of College and/or course academic policies, or alleging unfair treatment, 

in violation of established academic policy or practice, are described on pages 50 and 51 

of the 2014-2016 Undergraduate Catalog and on the College website at 

https://www.oldwestbury.edu/academics/academic-affairs/academic-grievance-

procedures 

 

In addition, while each of the College’s divisions has a policy to handle student 

complaints about their specific operations, due to the complexity of the College’s 

operations a standardized process is currently not in place.  Appendix 4.1 contains a 

description of the student complaint procedures followed in each of the divisions 

impacting students, namely: Student Affairs, Business & Finance (including the Bursar 

and Financial Aid), Enrollment Services, Academic Affairs, University Police, and 

Human Resources/Facilities Management.  For example, see 

https://www.oldwestbury.edu/sites/default/files/documents/StudAffrs/student-affairs-

grievance-process.pdf 

(Appendix 4.2) for the Student Grievance Procedure followed in the Division of Student 

Affairs. 

 

 

2. Documentation regarding the record of student complaints over the last five years, 

including the number, patterns in type of complaints, and their resolution. 

The Division of Student Affairs is the recipient of student complaints concerning all 

aspects of the College’s operations.  It maintains a log of such complaints, indicating to 

which department the complaint was forwarded (see Appendix 4.3).  The individual 

divisions/departments monitor the processing of complaints within their areas until 

resolution; however, they do not uniformly maintain formal logs for extended periods of 

time.  We will implement such a procedure for all offices that process student 

complaints, including consideration of implementing a centralized archiving process via 

the College website. 

 

 

3. Written procedures for making modifications and improvements to the institution as a 

result of information obtained in handling student complaints. 

https://www.oldwestbury.edu/sites/default/files/documents/code-for-student-conduct-sept-2015.pdf
https://www.oldwestbury.edu/sites/default/files/documents/non-discrimination-anti-harassment-policy_0.pdf
https://www.oldwestbury.edu/sites/default/files/documents/non-discrimination-anti-harassment-policy_0.pdf
https://www.oldwestbury.edu/academics/academic-affairs/academic-grievance-procedures
https://www.oldwestbury.edu/academics/academic-affairs/academic-grievance-procedures
https://www.oldwestbury.edu/sites/default/files/documents/StudAffrs/student-affairs-grievance-process.pdf
https://www.oldwestbury.edu/sites/default/files/documents/StudAffrs/student-affairs-grievance-process.pdf
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As described in Appendix 4.1, the divisions/departments that receive student complaints 

(including poor student survey responses) analyze and assess them, considering such 

factors as their seriousness and frequency.  Based upon such analysis, new or revised 

College procedures are investigated or implemented in order to improve the institution’s 

effectiveness and efficiency. 

 

 

 

Required Information for Students and the Public 
In accordance with 34 CFR 602.16(a)(1)(iv), the Commission must confirm that institutions 

make available to students and the general public fair, accurate and complete information in 

catalogs, handbooks and other publications regarding the institution’s calendar, grading, 

admissions, academic program requirements, tuition and fees, and refund policies. 

 

In addition, the Commission must verify that institutions collect and post information on their 

websites concerning student performance in academic programs and their successful completion. 

Information should also be available regarding student employment after graduation and 

performance on licensing exams, as appropriate. 

 

Finally, in accordance with 34 CFR 602.23(d), the Commission must verify that institutions 

provide clear and accurate information in their advertising and recruiting material about their 

accreditation status with the Middle States Commission on Higher Education. 

 

Institutions must provide the following information: 

1. URLs for course catalogs and student handbooks, or the location of any alternative 

institutional website documenting required disclosures. 

Our 2014-16 Undergraduate Catalog is available online at www.oldwestbury.edu/

academics/registrar/catalogs/undergraduate-catalog; we have no alternative websites; see 

Appendix 5.1 for a pdf of the Catalog. While the College does not have a Student 

Handbook, it does periodically publish a Guide to Campus Living available online at 

www.oldwestbury.edu/sites/default/files/documents/guide-to-campus-living-2014-

2015.pdf (see Appendix 5.2). 

 

 

2. As required by Student Right to Know, the URL and supporting documentation for the 

following items: 

a. graduation and completion rate for the student body disaggregated by gender, 

ethnicity, and receipt of Pell grants 

b. overall cohort graduation rate 

c. process for withdrawing as a student 

d. cost of attendance (i.e. net tuition calculator) 

https://www.oldwestbury.edu/academics/registrar/catalogs/undergraduate-catalog
https://www.oldwestbury.edu/academics/registrar/catalogs/undergraduate-catalog
https://www.oldwestbury.edu/sites/default/files/documents/guide-to-campus-living-2014-2015.pdf
https://www.oldwestbury.edu/sites/default/files/documents/guide-to-campus-living-2014-2015.pdf
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e. policies on the refund and return of Title IV funds 

f. names of applicable accrediting agencies 

g. description of facilities and accommodations available for the disabled 

h. policy on enrollment in study abroad 

i. as appropriate, licensure pass rates for the most recent three-years. 

 

 

We have collected links to all the Right To Know items on one webpage on the College’s 

website, www.oldwestbury.edu/about/consumer, see Appendix 5.3 for a snapshot of the 

page. 

 

 

3. Policies covering satisfactory academic progress (SAP), attendance, and leave of absence 

(URL and/or catalog location). 

Our policies covering satisfactory academic progress (SAP) are included in our 2014-16 

Undergraduate Catalog (see Appendix 5.1), the section addressing satisfactory academic 

practice begins on p. 48, and is available online at www.oldwestbury.edu/sites/default/

files/documents/Catalogs/2014-16/SUNY-OW-UndergradCatalog-14-16-Admissions.pdf 

 

 

4. Written description of the methods used to collect and review information on student 

outcomes and licensure pass rates. 

At each fall census, entering FTCs and Transfer students are assigned a cohort using the 

Banner SGRKNOW process and report; the cohorts are matched to Student and Graduated 

student data files for subsequent terms to ascertain students’ current enrollment and/or 

graduation. This is used to ascertain FTC graduation and retention rates.  

The SGRKNOW reports (from Banner) are a check and balance to verify the enrollment 

and graduation of the students. The report provides data on the enrollment and graduation 

of each cohort in aggregate as well as a listing for each cohort. Also, student data files are 

regularly matched to subsequent terms for additional data and verification. 

The School of Education follows NY State Education Department procedures utilizing the 

Title II Report, completed by Pearson Education, the vendor and administrator for 

https://www.oldwestbury.edu/about/consumer
https://www.oldwestbury.edu/sites/default/files/documents/Catalogs/2014-16/SUNY-OW-UndergradCatalog-14-16-Admissions.pdf
https://www.oldwestbury.edu/sites/default/files/documents/Catalogs/2014-16/SUNY-OW-UndergradCatalog-14-16-Admissions.pdf
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licensure examinations. We complete the Westat Title II Compliance based on data 

received from Pearson, according to Institution and Program Report Card Instructions (see 

Appendix 5.4).  

 

 

5. Documents and URLs for advertising and recruitment materials that are available to 

current and prospective students that show the accreditation status with the Commission 

and any other U.S. Department of Education approved agencies. 

Our website includes the Commission’s accreditation on this web page, 

www.oldwestbury.edu/about/accreditations; see Appendix 5.5 for a snapshot of the web 

page, and how our Middle States accreditation is referred to in the Undergraduate Catalog.  

We show our accreditation status in compliance with Policy P4.2-Advertising, Student 

Recruitment, and Representation of Accredited Status. 

The only other accreditation from a U.S. Department of Education approved agency we 

hold is the accreditation of our School of Education by NCATE. It is referred to in the 

following advertising and recruitment materials: our College Viewbook (page 32), our 

college Quick Facts brochure, and the program-specific Fact Sheets for the degrees offered 

by the School of Education (see Appendix 5.6). 

 

 

Standing with State and other Accrediting Agencies 

In accordance with 34 CFR 602.28, the Commission must verify that an institution is properly 

authorized or licensed to operate and is in good standing with each state in which it is authorized 

or licensed to operate.  In addition, if the institution has status with a specialized, programmatic, 

or institutional accrediting agency recognized by the U.S. Department of Education, the 

Commission must verify that the institution is in good standing with the agency or agencies. 

 

Institutions must provide the following documentation: 

1. Written documentation about the relationships with any specialized, programmatic, or 

institutional accrediting agencies recognized by the U.S. Department of Education and all 

governing or coordinating bodies in the state(s) and countries in which the institution has 

a presence. 

Besides Middle States, the only accreditation from a U.S. Department of Education 

recognized accrediting agency we hold is the accreditation of our School of Education by 

NCATE.  Our School of Education was reaccredited by NCATE in Spring 2013 (see 

Appendix 6.1).  Our next accreditation visit, under the auspices of NCATE’s successor, 

CAEP, is scheduled for Fall 2019. 

http://www.oldwestbury.edu/about/accreditations
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As the documentation in Appendix 3.6 indicates, Old Westbury was created by State law 

as a component of the State University of New York (SUNY). 

 

2. Written documentation regarding any review resulting in a non-compliance action 

determined by the accrediting agency, state, or country within the past five years. 

 

Not applicable.  We have not received any notices of non-compliance. 

 

 

Contractual Relationships 

In accordance with 34 CFR 602.22(a)(2)(vii), the Commission is required to review any 

contractual arrangements an institution enters into with an organization that is not certified to 

participate in the Title IV, HEOA programs and offers more than 25 percent of one or more of 

the accredited institution’s educational programs. 

 

As institutions seek to improve the ways in which they provide education to their students, they 

may find it more practical or efficient to contract with other institutions or organizations to 

provide certain components of the educational experience. Any institution accredited by the 

Middle States Commission on Higher Education is held responsible for all activities carried out 

under the institution’s name. 

 

Institutions must provide the following documentation: 

 

1. List of contractual arrangements for education services. 

Not applicable.  We do not have any such contractual arrangements. 

 

2. Written documentation such as policies and procedures or excerpts from contracts 

specifying that the institution is responsible for all required segments of the educational 

service. 

Not applicable. 
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Assignment of Credit Hours 

In accordance with 34 CFR 602.24(f), the Commission “must conduct an effective review and 

evaluation of the reliability and accuracy of the institution’s assignment of credit hours.”  

Specifically, the Commission must review the institution’s policies and procedures for 

determining the credit hours awarded as well as the application of the institution’s policies and 

procedures to its programs and coursework, and make a “reasonable determination of whether 

the institution’s assignment of credit hours conforms to commonly accepted practice in higher 

education.”  

 

The U.S. Department of Education defines “credit hour” as: 

 

“. . .an amount of work represented in intended learning outcomes and verified by evidence of 

student achievement that is an institutionally established equivalency that reasonably 

approximates not less than:  

(1) One hour of classroom or direct faculty instruction and a minimum of two 

hours out-of-class student work for approximately 15 weeks for one 

semester or trimester hour of credit, or 10 to 12 weeks for one quarter 

hour of credit, or the equivalent amount of work over a different amount of 

time; or,  

(2) At least an equivalent amount of work as required in paragraph (1) of this 

definition for other academic activities as established by the institution, 

including laboratory work, internships, practica, studio work, and other 

academic work leading to the award of credit hours.” 

 

Institutions must provide the follow documentation: 

 

1. Written policies and procedures for credit hour assignment covering all types of courses, 

disciplines, programs, degree levels, formats, and modalities of instruction. Include each 

policy that documents the assignment of credit hours specific to the types noted above. 

Specify the location of the policy in the catalog and website. The following should be 

clearly indicated: 

o Academic period ( e.g.,15 weeks plus one week exam over two semesters) 

o Recommended instructional time (e.g., three 50-minute sessions or two 75-minute 

session per week) 

o Recommended out-of-class time requirements (e.g., twice in-class time) 

For the 2015-2016 academic year the College implemented a new course schedule in 

response to student complaints related to lack of convenient class availability; it 

allows for more class periods earlier in the day and for more periods during the whole 

day.  The related new Policy on Credit Hours and Course Expectations is available on 

our website at https://www.oldwestbury.edu/policies/policy-credit-hours 

and will be incorporated into the new edition of the College Catalog currently under 

preparation.  In the meantime, information on length and frequency of class meetings 

https://www.oldwestbury.edu/policies/policy-credit-hours
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has been provided by the online Class Schedule available at 

https://owsis.oldwestbury.edu/schedule.htm 

and information on the academic period has been disclosed in the academic calendar, 

and information on the mix of in-class and out-of class time has been provided in the 

Dates, Deadlines and General Information booklet prepared for each semester and 

available online (see page 9 for Fall 2016) at 

https://owsis.oldwestbury.edu/AA8184_Dates_Deadlines_Gen_Info_Fall_2016.pdf 

 

 

2. Evidence that the institution’s credit hour policies and procedures are applied consistently 

across the full range of institutional offerings. If the institution is required to obtain 

approval from the relevant State Department of Education, compliance with this 

requirement should be documented. Other evidence  must  include: 

o documentation from recent academic program reviews 

o new course or program approvals  

o documentation for registration software/systems that ensure a consistent schedule 

of courses based on the credit hour assignment  

o academic calendars and/or schedules, and course matrices 

o documentation of adherence to credit hour requirements, consistent with federal 

regulations, from a system, or disciplinary organization; etc. 

Our credit hour policies and procedures are applied consistently through the use of 

the Banner software program, used for every course offered by the College.  See 

Appendix 8.1 for the Spring 2016 Course Schedule produced by Banner indicating 

class meeting days (R = Thursday) and times, credits, and class formats (i.e., course 

prefixes signify: NE = online course; HY = hybrid course; BL – blended course).  All 

new courses are reviewed and approved by the appropriate department Chair, school 

Dean, and ultimately the Office of Academic Affairs, through the use of a New 

Course or Change of Course Form (see Appendix 8.2) that requires a course syllabus 

be attached.  Such reviews include ascertaining that the course contains the 

appropriate amount of work for the credits to be awarded.  Furthermore, each 

academic program conducts a review, including the participation of a reviewer from 

off-campus, every 5 years that includes all aspects of its operations (see Appendix 

8.3 for an example), under the supervision of the faculty Curriculum and Academic 

Planning (CAP) Committee. 

 

https://owsis.oldwestbury.edu/schedule.htm
https://owsis.oldwestbury.edu/AA8184_Dates_Deadlines_Gen_Info_Fall_2016.pdf
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3. A description and evidence of the processes used by the institution to review periodically 

the application of its policies and procedures for credit hour assignment. Indicate the 

individual(s) and/or entities responsible for the final review and approval. 

As discussed in Item 2 above, when a course is created the assignment of credit hours 

is reviewed by the department Chair, school Dean, and Office of Academic Affairs – 

who have final approval.  All academic programs periodically conduct a self-

assessment, including all aspects of the courses they offer, such as whether the 

amount of student work required is appropriate for the number of credits awarded, 

through the 5-Year CAP Review process. CAP, a committee consisting only of 

faculty members from across the campus, gives final approval to departments’ 

Review Reports.  In addition, every semester as course schedules are compiled, the 

Office of Academic Affairs and the Registrar continuously review schedule 

submissions to verify the appropriateness of credits, in-class hours, and delivery 

formats assigned to courses being put on the schedule. 

 

 

4. A list of the courses and programs that do not adhere to the federal definition of credit 

hour or its equivalent as specified in the MSCHE Credit Hour Policy (e.g., online or 

hybrid, laboratory, studio, clinical, internship, independent study, and accelerated format) 

and evidence that such variations in credit hour assignment conform to commonly 

accepted practice in higher education.   

o Each course or program that does not adhere to the federal definition should be 

specified and supporting evidence that it conforms to commonly accepted practice 

should be provided using the criteria described above in Item 2. 

Courses that do not adhere to the federal definition of credit hour are indicated in the 

Course Schedule at Appendix 8.1 through course prefix designations as follows: NE 

= online; HY = hybrid; BL = blended; L = lab; and with 9990 for independent study, 

and the word “internship” in the course title for internship courses.  All such courses 

are subject to the College’s usual approval process for the initial assignment of 

credits – namely, department Chair, school Dean, and Office of Academic Affairs 

approval.  These approvals are based on the professional judgment of the individuals 

involved that the courses require at least an equivalent amount of work with regard to 

achieving intended student learning outcomes as would be required by a course 

requiring one hour of classroom and two hours of out-of-class student work for 15 

weeks per credit.  The College has an extensive assessment of student learning 

outcomes program in place to ascertain that such outcomes are being achieved, 

consisting of assessment of General Education and School of Arts and Sciences 
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courses consistent with SUNY guidelines, as well as more intense learning outcomes 

assessment programs for our School of Education and School of Business courses 

due to their NCATE and AACSB accreditations, respectively.  (Note – the School of 

Business is not accredited by AACSB but has spent several years preparing for such 

accreditation, including having an Assurance of Learning program in place since 

2009.)  

 

 


