
Graduate Program Procedures and Guidelines


Quarter to Semester Conversion
The Northeastern University Graduate Council has passed the following document as a guide to academic departments and colleges as they review and revise post-baccalaureate programs for the conversion from a quarter to a semester academic calendar. Departments, colleges and other units offering post-baccalaureate degrees will be expected to follow these guidelines and meet the deadlines specified.
The policies and procedures for the quarter to semester conversion of graduate programs plus any oversight thereof are the responsibility of the “Graduate Academic Policies Transition Committee,” as established by the Graduate Council at its October 27, 2000 meeting. The actual review and approval of the program proposals on behalf of the Graduate Council for the quarter to semester conversion of graduate programs will be the responsibility of the “Graduate Curriculum Transition Committee,” as established by the Graduate Council at its October 27, 2000 meeting.

In preparing the quarter to semester conversion proposal for every graduate program (including all specializations and tracks) as well as certificate programs; affiliated faculty, Departments and Colleges should follow the "Semester Conversion Guidelines” and the Presidential-Provostial statement on “Graduate Programming at Northeastern.” Faculty should use the quarter to semester conversion process to thoroughly review the nature of every graduate offering (courses as well as programs) to assure that Northeastern’s post-baccalaureate educational programs are designed to achieve distinction and excellence while being distinctive from the competition. Academic Departments should also use this opportunity to establish, in collaboration with and the approval of their Dean’s Office, a policy on faculty workload that recognizes the differing roles faculty members play in the instructional (graduate and undergraduate), research/scholarship/creative activity, and service (University and external) missions of Northeastern.

The following steps will constitute the approval process to be followed for reviewing and approving any graduate curricular and program changes proposed as part of the quarter to semester conversion process. While program revision and updating are expected, entirely new degrees shall not be approved via this process.

Program/Department/College Preparation, Review & Approval: Each College will use its approved governance process for reviewing and approving all proposals for altering graduate programs, including certificates, to meet the semester conversion requirement. This process will include appropriate program, departmental and dean involvement and approval, and may be modified from existing bylaws for this purpose via appropriate College action. All proposals must contain the endorsement of the dean before they are forwarded to the Graduate Council review process. Joint programs with other Colleges should have a review by each College with a single transmittal from the lead college, but containing appropriate endorsements/transmittal forms from the other College(s).

Process Communication—The review and approval process for graduate programs established by a college shall be transmitted to the Graduate Academic Policies Transition Committee and the Provost’s Office by January 12, 2001. Any questions or concerns about that process will be communicated back to the College and Dean by January 19, 2001.

Course Review and Modification—All graduate courses to be included in the new semester curriculum for a program shall be reviewed and revised at the program level for appropriate level and content. The course title, description, role in the program, and number (the numbering to correspond to the “NU Course Number Interpretation”) shall be stated on the appropriate form and included in the material describing the program change. A “correspondence” table listing existing courses with their revised/new counterparts shall be prepared. Course numbers and descriptions shall also be provided. Cross departmental, cross college and interdisciplinary sharing of courses and programs should be encouraged and will be part of the review at the Graduate Council and Provost approval levels.

Proposed Program Change and Supporting Materials—Every graduate program being converted to the semester system shall have documents prepared which address the issues posed in the “Criteria for Graduate Program Review and Revision” document. This document shall be the basis for the College, Graduate Council and Provostial review and approval. All explanatory and supporting materials addressing these criteria shall be attached to the routing form and forwarded to the Graduate Council review process. THIS MATERIAL IS DUE ON OR BEFORE APRIL 30, 2001.
Proposal Routing Form—A “Graduate Program Routing Form” will be developed for every college, after the receipt of each college’s “program approval process,” indicating all of the steps to be followed by a program proposal with a designation of action taken, signature of the responsible person and date. A common format for program descriptive information and non-College review steps will be included in the routing form. The properly executed routing form shall accompany every program proposal being forwarded by a College/School to the Graduate Council review process.

Graduate Council Review & Approval—The “Graduate Curriculum Transition Committee,” has been designated by the Graduate Council with the review and approval responsibility for all

program quarter to semester conversion proposals. Any questions or issues raised by this

Committee regarding a specific program proposal will be resolved by this Committee after appropriate communication and consultation with the program faculty and Dean. The Committee will approve by majority vote all proposed program conversions including courses. A summary report of their recommendations will be forwarded to the Graduate Council at periodic intervals for review and comment. After a program’s changes have been approved, the program documents will be forwarded to the Vice Provost for Research and Graduate Education for Provost Office review and approval.

Provostial Review and Approval—The Provost’s Office will review and approve all graduate program change proposals in accordance with existing University policies and forward their recommendation to the Faculty Senate.

Credit Conversion Ratio
Graduate transcripts should be converted at the ratio of .75 semester credit hours for every quarter hour. The total length of graduate programs should be converted at the ratio of .75 semester credit hours for every quarter hour.

A program may vary its length in semester hours from the .75 ratio as long as the program meets the following standards:

1. Conversion will be contact hour neutral across the totality of the program.

2. Conversion will be cost neutral for students across the totality of the program. 

3. Conversion will be budget neutral for the governing unit across the totality of the program.

Adoption of the Carnegie Unit
The Carnegie Unit should be adopted as a guideline, but not a requirement for contact hour/credit hour calculations in the conversion of graduate programs from quarters to semesters, and that Part VIII, Section B, Item 7, Uniform Credit System of the University Graduate Council Bylaws are amended as follows:

“One semester hour of academic credit usually consists of 150 minutes of work per week throughout the semester, typically one-third in class and two-thirds in preparation. Programs may vary the ratio of class time to preparation time depending on the learning outcomes and accreditation standards appropriate in their field(s).  


When students are registered for thesis credits, directed study, or internship, the appropriate number of semester hours will be determined using the same method.  Each semester hour corresponds to at least 150 minutes of weekly effort by the student throughout the semester or equivalent.”
(As passed by the University Graduate Council on December 1, 2000)

